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Thank You!
Thank you to the Board for your trust and support

over the past six months!
It has been a priveledge to serve the staff and

Board of the Sequoia Grove CSO



 

 

 

2024-25 SGCA Budget Overview – September 19, 2024  

Adopted Budget July 2024  

● 2024-25 Adopted Budgeted Revenue - $1,864,723   
● 2024-25 Adopted Budgeted Expenditures- $1,864,723   
● 2024-25 Adopted Budget Projected Year End Balance $0.00 

 
Budget Update vs. Actuals thru 08/31/2024 

● Revenue Received - $310,787 
● Actual Expenditures- $365,506 
● Cumulative Fund end Balance $(54,719) 

 
 
Projected Cumulative Ending Balance  

● Beginning Balance 7/1/2024 - $196,785 *Retained Earnings after Year 1-3  
● 2024-25 Projected Balance - $0.00 
● Projected Cumulative Balance 06/30/2025 - $196,785 

 
 

 
 

 

 

 

 

 

 



Total
Income
Shared Service Agreement - Clarksville 727,242.00  

Shared Service Agreement - Feather River 839,125.00  

Shared Service Agreement - Lakeview 298,356.00  

   Shared Services Agreement 1,864,723.00  

Total Income $                                                                                                                   1,864,723.00  
Gross Profit $                                                                                                                   1,864,723.00  
Expenses
   2900 Salaries 709,876.00  

   3300 Medicare/ Social Security 53,204.00  

   3400 Health and Welfare Benefits 75,075.00  

   3500 Unemployment Insurance 7,280.00  

   3600 Workers Compensation 2,434.00  

   3900 403B 51,318.00  

   4315 Office Expense 10,000.00  

   4500 Furniture 20,000.00  

   5200 Professional Development & Travel
      5211 Professional Development 500.00  

   Total 5200 Professional Development & Travel $                                                                                                                             500.00  
   5301 Insurance & Registration 10,000.00  

   5302 Fuel 15,000.00  

   5303 Maintenance / Oil Changes 10,000.00  

   5400 General Liability Insurance 20,000.00  

   5501 Facility Security 3,500.00  

   5610 Facility Lease 281,119.00  

   5615 Repairs & Maintenance 10,000.00  

   5616 Security Deposit Zin 27,977.00  

   5620 Equipment Lease 15,000.00  

   5803 Audit & Tax Return 10,740.00  

   5805 General Consulting 5,000.00  

   5812 Business Services 78,000.00  

   5840 Banking & Payroll Fees 10,000.00  

   5845 Legal Expenses 10,000.00  

   5851 Advertising/Marketing 1,000.00  

   5860 Fingerprinting/Personnel Fees 200.00  

   5869 Events & Supports 6,000.00  

   5870 New Arrival Package 1,500.00  

   5871 Founders Awards 1,000.00  

   5872 Community E. & D. - Staff Events & Team Building 2,000.00  

   5874 Community E. & D. - Staff Gear 1,200.00  

   5875 Community E. & D. - Staff Appreciation 2,000.00  

   5878 403B Set Up Fee 4,000.00  

   5887 Tech Services 352,800.00  

   5889 Moving Cost 20,000.00  

   5890 Board Stipend 12,000.00  

   5910 Phone & Internet - Comcast Verizon 5,000.00  

   5911 Phone & Internet 10,000.00  

   5920 Postage 10,000.00  

Total Expenses $                                                                                                                   1,864,723.00  
Net Operating Income $                                                                                                                                 0.00  
Net Income $                                                                                                                                 0.00  

Sequoia Grove Charter Alliance
Budget Overview: FY 2024-25 Adopted Budget - FY25 P&L 

July 2024 - June 2025



Actual Budget % of Budget
Income
   Shared Services Agreement 310,787.16  1,864,723.00  16.67%

Total Income $                                    310,787.16  $                                 1,864,723.00  16.67%
Gross Profit $                                    310,787.16  $                                 1,864,723.00  16.67%
Expenses
   2900 Salaries 104,630.54  709,876.00  14.74%

      2901 Salaries - Overtime 447.03  

      2902 Salaries - Medical Opt Out 2,100.00  

   Total 2900 Salaries $                                    107,177.57  $                                    709,876.00  15.10%
   3300 Medicare/ Social Security 7,586.09  53,204.00  14.26%

   3390 Federal Income Tax Withheld 0.00  

   3400 Health and Welfare Benefits 24,627.85  75,075.00  32.80%

   3500 Unemployment Insurance 766.41  7,280.00  10.53%

   3590 CA State Income Tax Withheld 0.00  

   3600 Workers Compensation 8,484.00  2,434.00  348.56%

   3900 403B 900.71  51,318.00  1.76%

   4300 Software 0.00  

   4315 Office Expense 5,899.40  10,000.00  58.99%

   4500 Furniture 2,633.60  20,000.00  13.17%

   5200 Professional Development & Travel
      5211 Professional Development 500.00  0.00%

   Total 5200 Professional Development & Travel $                                               0.00  $                                           500.00  0.00%
   5301 Insurance & Registration 2,354.26  10,000.00  23.54%

   5302 Fuel 1,053.84  15,000.00  7.03%

   5303 Maintenance / Oil Changes 1,053.83  10,000.00  10.54%

   5400 General Liability Insurance 38,856.26  20,000.00  194.28%

   5501 Facility Security 125.40  3,500.00  3.58%

   5515 Custodial Service 0.00  0.00  

   5610 Facility Lease 69,597.20  281,119.00  24.76%

   5615 Repairs & Maintenance 0.00  10,000.00  0.00%

   5616 Security Deposit Zin 0.00  27,977.00  0.00%

   5620 Equipment Lease 3,190.21  15,000.00  21.27%

   5803 Audit & Tax Return 0.00  10,740.00  0.00%

   5805 General Consulting 850.00  5,000.00  17.00%

   5812 Business Services 15,000.00  78,000.00  19.23%

   5840 Banking & Payroll Fees 1,423.60  10,000.00  14.24%

   5845 Legal Expenses 731.00  10,000.00  7.31%

   5851 Advertising/Marketing 0.00  1,000.00  0.00%

   5860 Fingerprinting/Personnel Fees 0.00  200.00  0.00%

   5869 Events & Supports 0.00  6,000.00  0.00%

   5870 New Arrival Package 482.05  1,500.00  32.14%

   5871 Founders Awards 0.00  1,000.00  0.00%

   5872 Community E. & D. - Staff Events & Team Building 0.00  2,000.00  0.00%

   5874 Community E. & D. - Staff Gear 0.00  1,200.00  0.00%

   5875 Community E. & D. - Staff Appreciation 152.44  2,000.00  7.62%

   5878 403B Set Up Fee 0.00  4,000.00  0.00%

   5887 Tech Services 58,800.00  352,800.00  16.67%

   5889 Moving Cost 3,652.58  20,000.00  18.26%

   5890 Board Stipend 1,000.00  12,000.00  8.33%

   5899 Misc. Operating Services 505.99  

   5910 Phone & Internet - Comcast Verizon 772.17  5,000.00  15.44%

   5911 Phone & Video Calling -Zoom 3,078.92  10,000.00  30.79%

   5920 Postage 4,750.50  10,000.00  47.51%

Total Expenses $                                    365,505.88  $                                 1,864,723.00  19.60%
Net Operating Income -$                                    54,718.72  $                                               0.00  
Net Income -$                                    54,718.72  $                                               0.00  

Total

Sequoia Grove Charter Alliance
Budget vs. Actuals: FY 2024-25 Adopted Budget - FY25 P&L 

July 2024 - August 2024



CASH FLOW Actual Projected
Budget JULY AUGUST

2024 2024
Revenue

Revenue Limit Sources

Shared Service Agreement - Clarksville 727,242$             60,604$             60,604$             
Shared Service Agreement - Feather River 839,125$             69,927$             69,927$             
Shared Service Agreement - Lakeview 298,356$             24,863$             24,863$             
Misc. Revenue -$                    -$                   -$                   

1,864,723$          155,394$           155,394$           

TOTAL REVENUE 1,864,723$          155,394$           155,394$           

EXPENSES

2900 - Salaries 709,876$             52,413$             54,317$             
2901 - Overtime -$                    -$                   447$                  
Total  Salaries 709,876$             52,413$             54,764$             

`

Employee Benefits
3300 - Medicare/ Social Security 53,204$               4,007$               3,579$               
3400 - Health and Welfare Benefits 75,075$               19,937$             4,691$               
3500 - Unemployment Insurance 7,280$                 175$                  591$                  
3600 - Workers Compensation 2,434$                 8,484$               -$                   
3900 - 403B 51,318$               -$                   901$                  
Total Employee Benefits 189,311$             32,603$             9,762$               

General Supplies
4315 - Office Expense 10,000$               2,490$               3,409$               
4500 - Fruniture 20,000$               3,023$               (389)$                 

Total General Supplies 30,000$               5,513$               3,020$               

Services, Other Operating Expenses
5211 Professional Development 500$                    -$                   -$                   
5301 Insurance & Registration 10,000$               2,354$               -$                   
5302 Fuel 15,000$               343$                  710$                  
5303 Maintenance / Oil Changes 10,000$               1,004$               50$                    
5400 General Liability Insurance 20,000$               -$                   38,856$             
5501 Facility Security 3,500$                 125$                  -$                   
5515 Custodial Service -$                    -$                   -$                   
5610 Facility Lease 281,119$             46,007$             23,590$             
5615 Repairs & Maintenance 10,000$               -$                   -$                   
5616 Security Deposit 27,977$               -$                   -$                   
5620 Equipment Lease 15,000$               914$                  2,276$               
5803 Audit & Tax Return 10,740$               -$                   -$                   
5805 General Consulting 5,000$                 -$                   850$                  
 5812 Business Services 78,000$               8,500$               6,500$               
5840 Banking & Payroll Fees 10,000$               570$                  854$                  
5845 Legal Expenses 10,000$               -$                   731$                  
5851 Advertising/Marketing 1,000$                 -$                   -$                   
5860 Fingerprinting/Personnel Fees 200$                    -$                   -$                   
5869 Events & Supports 6,000$                 -$                   -$                   
5870 New Arrival Package 1,500$                 -$                   482$                  
5871 Founders Awards 1,000$                 -$                   -$                   
5872 Community E. & D. - Staff Events & Team Building 2,000$                 -$                   -$                   
5874 Community E. & D. - Staff Gear 1,200$                 -$                   -$                   
5875 Community E. & D. - Staff Appreciation 2,000$                 77$                    75$                    
5878 403B Set up Fee 4,000$                 -$                   
5889 Tech Services 352,800$             28,000$             30,800$             
5889 Moving Cost 20,000$               627$                  3,026$               
5890 Board Stipend 12,000$               -$                   1,000$               
5899 - Misc. Operating Services -$                    46$                    460$                  
5910 Phone & Internet - Comcast Verizon 5,000$                 -$                   772$                  
5911 Phone &  Video Calling -Zoom 10,000$               3,079$               -$                   
5920 Postage 10,000$               490$                  4,261$               

935,536$             92,136$             115,294$           

Capital Outlay
6900 - Depreciation -$                    -$                   -$                   
Total Capital Outlay -$                    -$                   -$                   

TOTAL EXPENDITURES 1,864,723$          182,665$           182,841$           

FY ENDING FUND BALANCE 0$                        (27,272)$            (27,447)$            

0$                        (27,272)$            (27,447)$            

Change in Accounts Receivable 15,379$               (1,491)$              16,869$             
Prepaid Expenses 28,568$               38,295$             -$                   
Accounts Payable 389,753$             451,953$           (483,322)$          
Divvy 81$                      (81)$                   25$                    
Accrued Salaries & Taxes 26,692$               (90)$                   5,625$               
Paid By Schools (84,654)$              (675,250)$          378,144$           
Net AP -$                    -$                   
Misc. Prepaid -$                    -$                   
Other Current Liabilities 155,394$             -$                   
Net Cash Provided/(used) by Operating Activities -$                    (213,935)$          (110,107)$          
Capital Expenditures -$                    -$                   -$                   
Other Investing Activities -$                   1,982$               
Net Cash Provided/(used) by investing  Activities -$                    -$                   1,982$               
Deferred Rent -$                    -$                   
Net Cash Provided/(used) by Financing  Activities -$                    -$                   

Monthly Cash Balance 478,285$             264,349$           156,225$           

  Beginning Cash  Balance 7/1/24



Sequoia Grove Charter Alliance
Check Detail

July 2024

 !"#$%& '()*(+,(- .& /0/1 22342 A 5 6708300 292:

DATE TRANSACTION 
TYPE

NUM NAME MEMO/DESCRIPTION CLR AMOUNT

Checking (6779)

07/01/2024 Expense Paycor, Inc. ORIG CO NAME:PAYCOR INC. ORIG ID:XXXXXX9990 
DESC DATE:240701 CO ENTRY DESCR:DD - FUND 
SEC:CCD TRACE#:XXXXXXXX0901145 EED:240701 IND 
ID:XXXXXXXX2987510 IND NAME: SEQUOIA GROVE 
CHARTER XXXXXXXXXXX4003 TRN: XXXXXX1145 TC

C -1,802.11

ORIG CO NAME:PAYCOR INC. ORIG ID:XXXXXX9990 
DESC DATE:240701 CO ENTRY DESCR:DD - FUND 
SEC:CCD TRACE#:XXXXXXXX0901145 EED:240701 IND 
ID:XXXXXXXX2987510 IND NAME: SEQUOIA GROVE 
CHARTER XXXXXXXXXXX4003 TRN: XXXXXX1145 TC

-1,802.11

07/01/2024 Expense Paycor, Inc. ORIG CO NAME:PAYCOR INC. ORIG ID:XXXXXX9990 
DESC DATE:136747 CO ENTRY DESCR:tax fund SEC:CCD 
TRACE#:XXXXXXXX0901143 EED:240701 IND 
ID:XXXXXXXX9858497 IND NAME:S EQUOIA GROVE 
CHARTER XXXXXXXXXXX4001 TRN: XXXXXX1143 TC

C -324.00

ORIG CO NAME:PAYCOR INC. ORIG ID:XXXXXX9990 
DESC DATE:136747 CO ENTRY DESCR:tax fund SEC:CCD 
TRACE#:XXXXXXXX0901143 EED:240701 IND 
ID:XXXXXXXX9858497 IND NAME:S EQUOIA GROVE 
CHARTER XXXXXXXXXXX4001 TRN: XXXXXX1143 TC

-324.00

07/02/2024 Bill Payment 
(Check)

Charter Tech 
Services

C -28,000.00

-28,000.00

07/02/2024 Bill Payment 
(Check)

Charter Tech 
Services

C -4,230.18

-4,230.18

07/02/2024 Bill Payment 
(Check)

Charter Tech 
Services

C -2,215.60

-2,215.60

07/02/2024 Bill Payment 
(Check)

Charter Tech 
Services

C -247.00

-247.00

07/02/2024 Expense UPS*BILLING 
CENTER

ORIG CO NAME:UPSBILLCTR ORIG ID:XXXXXX0436 
DESC DATE:240630 CO ENTRY DESCR:PAYMENT 
SEC:PPD TRACE#:XXXXXXXX6811779 EED:240702 IND 
ID:0000046 FY8 IND NAME:Sequoia Grove Charter Log in to 
the UPS Billing Center fo r payment details. TRN: 
XXXXXX1779 TC

C -97.46

ORIG CO NAME:UPSBILLCTR ORIG ID:XXXXXX0436 97.46



Sequoia Grove Charter Alliance
Check Detail

July 2024
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DATE TRANSACTION 
TYPE

NUM NAME MEMO/DESCRIPTION CLR AMOUNT

DESC DATE:240630 CO ENTRY DESCR:PAYMENT 
SEC:PPD TRACE#:XXXXXXXX6811779 EED:240702 IND 
ID:0000046 FY8 IND NAME:Sequoia Grove Charter Log in to 
the UPS Billing Center fo r payment details. TRN: 
XXXXXX1779 TC

07/03/2024 Expense Divvy ORIG CO NAME:EWALLET - DIVVYP ORIG 
ID:XXXXXX9000 DESC DATE: CO ENTRY DESCR:Divvy 
CredSEC:CCD TRACE#:XXXXXXXX0299455 EED:240703 
IND ID:5 iEtJOtC4iNhXR IND NAME:Se quoia Grove Charter 
EWALLET - DIVVYP TRN: XXXXXX9455 TC

C -80.76

ORIG CO NAME:EWALLET - DIVVYP ORIG 
ID:XXXXXX9000 DESC DATE: CO ENTRY DESCR:Divvy 
CredSEC:CCD TRACE#:XXXXXXXX0299455 EED:240703 
IND ID:5 iEtJOtC4iNhXR IND NAME:Se quoia Grove Charter 
EWALLET - DIVVYP TRN: XXXXXX9455 TC

-80.76

07/03/2024 Expense Chase SERVICE CHARGES FOR THE MONTH OF JUNE C -27.85

SERVICE CHARGES FOR THE MONTH OF JUNE 27.85

07/06/2024 Bill Payment 
(Check)

Faith Stanfill C -1,000.00

-1,000.00

07/08/2024 Expense Paycor, Inc. ORIG CO NAME:PAYCOR INC. ORIG ID:AXXXXX9990 
DESC DATE:136747 CO ENTRY 
DESCR:PaycorFeesSEC:CCD TRACE#:XXXXXXXX6281823 
EED:240708 IND ID:XXXXXXXX5496947 IND NAME: 
SEQUOIA GROVE CHARTER XXXXXXXXXXX4001 TRN: 
XXXXXX1823 TC

C -542.00

ORIG CO NAME:PAYCOR INC. ORIG ID:AXXXXX9990 
DESC DATE:136747 CO ENTRY 
DESCR:PaycorFeesSEC:CCD TRACE#:XXXXXXXX6281823 
EED:240708 IND ID:XXXXXXXX5496947 IND NAME: 
SEQUOIA GROVE CHARTER XXXXXXXXXXX4001 TRN: 
XXXXXX1823 TC

542.00

07/09/2024 Bill Payment 
(Check)

4117 ARC Document 
Solutions , LLC.

C -2,091.83

-2,091.83

07/09/2024 Bill Payment 
(Check)

4118 Comcast C -332.86

-332.86

07/09/2024 Bill Payment 4119 Procopio, Cory, C -172.00



Sequoia Grove Charter Alliance
Check Detail

July 2024
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DATE TRANSACTION 
TYPE

NUM NAME MEMO/DESCRIPTION CLR AMOUNT

(Check) Hargreaves & 
Savitch LLP

-172.00

07/09/2024 Bill Payment 
(Check)

4120 Pacific 
Shredding

C -95.20

-95.20

07/09/2024 Bill Payment 
(Check)

4121 Procopio, Cory, 
Hargreaves & 
Savitch LLP

C -2,150.00

-2,150.00

07/09/2024 Bill Payment 
(Check)

Charter Tech 
Services

C -
132,428.52

-
132,428.52

07/09/2024 Bill Payment 
(Check)

Charter Tech 
Services

C -
111,154.40

-
111,154.40

07/09/2024 Expense Paycor, Inc. ORIG CO NAME:PAYCOR INC. ORIG ID:XXXXXX9990 
DESC DATE:240709 CO ENTRY DESCR:DD - FUND 
SEC:CCD TRACE#:XXXXXXXX2127067 EED:240709 IND 
ID:XXXXXXXX4154610 IND NAME: SEQUOIA GROVE 
CHARTER XXXXXXXXXXX4002 TRN: XXXXXX7067 TC

C -15,471.45

ORIG CO NAME:PAYCOR INC. ORIG ID:XXXXXX9990 
DESC DATE:240709 CO ENTRY DESCR:DD - FUND 
SEC:CCD TRACE#:XXXXXXXX2127067 EED:240709 IND 
ID:XXXXXXXX4154610 IND NAME: SEQUOIA GROVE 
CHARTER XXXXXXXXXXX4002 TRN: XXXXXX7067 TC

-15,471.45

07/09/2024 Expense Paycor, Inc. ORIG CO NAME:PAYCOR INC. ORIG ID:XXXXXX9990 
DESC DATE:136747 CO ENTRY DESCR:tax fund SEC:CCD 
TRACE#:XXXXXXXX2127069 EED:240709 IND 
ID:XXXXXXXX3014425 IND NAME:S EQUOIA GROVE 
CHARTER XXXXXXXXXXX4001 TRN: XXXXXX7069 TC

C -6,823.76

ORIG CO NAME:PAYCOR INC. ORIG ID:XXXXXX9990 
DESC DATE:136747 CO ENTRY DESCR:tax fund SEC:CCD 
TRACE#:XXXXXXXX2127069 EED:240709 IND 
ID:XXXXXXXX3014425 IND NAME:S EQUOIA GROVE 
CHARTER XXXXXXXXXXX4001 TRN: XXXXXX7069 TC

-6,823.76

07/09/2024 Expense UPS*BILLING ORIG CO NAME:UPSBILLCTR ORIG ID:XXXXXX0436 C -300.15



Sequoia Grove Charter Alliance
Check Detail

July 2024

 !"#$%& '()*(+,(- .& /0/1 22342 A 5 6708300 192:

DATE TRANSACTION 
TYPE

NUM NAME MEMO/DESCRIPTION CLR AMOUNT

CENTER DESC DATE:240707 CO ENTRY DESCR:PAYMENT 
SEC:PPD TRACE#:XXXXXXXX1280909 EED:240709 IND 
ID:0000046 FY8 IND NAME:Sequoia Grove Charter Log in to 
the UPS Billing Center fo r payment details. TRN: 
XXXXXX0909 TC

ORIG CO NAME:UPSBILLCTR ORIG ID:XXXXXX0436 
DESC DATE:240707 CO ENTRY DESCR:PAYMENT 
SEC:PPD TRACE#:XXXXXXXX1280909 EED:240709 IND 
ID:0000046 FY8 IND NAME:Sequoia Grove Charter Log in to 
the UPS Billing Center fo r payment details. TRN: 
XXXXXX0909 TC

300.15

07/10/2024 Expense Divvy ORIG CO NAME:EWALLET - DIVVYP ORIG 
ID:XXXXXX9000 DESC DATE: CO ENTRY DESCR:Divvy 
CredSEC:CCD TRACE#:XXXXXXXX0858486 EED:240710 
IND ID:Thaha937jLBra8 IND NAME:Se quoia Grove Charter 
EWALLET - DIVVYP TRN: XXXXXX8486 TC

C -2,820.90

ORIG CO NAME:EWALLET - DIVVYP ORIG 
ID:XXXXXX9000 DESC DATE: CO ENTRY DESCR:Divvy 
CredSEC:CCD TRACE#:XXXXXXXX0858486 EED:240710 
IND ID:Thaha937jLBra8 IND NAME:Se quoia Grove Charter 
EWALLET - DIVVYP TRN: XXXXXX8486 TC

-2,820.90

07/10/2024 Expense Immediate ORIG CO NAME:Immediate Soluti ORIG ID:XXXXXX7000 
DESC DATE:240709 CO ENTRY DESCR:ImmedPay 
SEC:CCD TRACE#:XXXXXXXX0858489 EED:240710 IND 
ID:165 IND NAME:Sequoia Grove Charter ImmediatePay 
TRN: XXXXXX8489 TC

C -531.00

ORIG CO NAME:Immediate Soluti ORIG ID:XXXXXX7000 
DESC DATE:240709 CO ENTRY DESCR:ImmedPay 
SEC:CCD TRACE#:XXXXXXXX0858489 EED:240710 IND 
ID:165 IND NAME:Sequoia Grove Charter ImmediatePay 
TRN: XXXXXX8489 TC

-531.00

07/11/2024 Bill Payment 
(Check)

Clarksville 
Charter School*

C -935.43

-935.43

07/11/2024 Bill Payment 
(Check)

Clarksville 
Charter School*

C -817.21

-817.21

07/11/2024 Bill Payment 
(Check)

Clarksville 
Charter School*

C -450.00

-450.00

07/11/2024 Bill Payment Clarksville C -316.36



Sequoia Grove Charter Alliance
Check Detail

July 2024

 !"#$%& '()*(+,(- .& /0/1 22342 A 5 6708300 492:

DATE TRANSACTION 
TYPE

NUM NAME MEMO/DESCRIPTION CLR AMOUNT

(Check) Charter School*

-316.36

07/11/2024 Bill Payment 
(Check)

Clarksville 
Charter School*

C -298.06

-298.06

07/11/2024 Bill Payment 
(Check)

Clarksville 
Charter School*

C -225.00

-225.00

07/11/2024 Bill Payment 
(Check)

Clarksville 
Charter School*

C -162.45

-162.45

07/11/2024 Bill Payment 
(Check)

Clarksville 
Charter School*

C -121.86

-121.86

07/11/2024 Bill Payment 
(Check)

Clarksville 
Charter School*

C -101.76

-101.76

07/11/2024 Bill Payment 
(Check)

Clarksville 
Charter School*

C -100.85

-100.85

07/11/2024 Bill Payment 
(Check)

Charter Tech 
Services

C -40.00

-40.00

07/11/2024 Bill Payment 
(Check)

Clarksville 
Charter School*

C -29.08

-29.08

07/11/2024 Bill Payment 
(Check)

Clarksville 
Charter School*

C -15.60

-15.60

07/11/2024 Bill Payment 
(Check)

Clarksville 
Charter School*

C -14.78

-14.78

07/11/2024 Bill Payment 
(Check)

4122 Creative Back 
Office

C -6,500.00



25 | Sequoia Grove Charter Alliance
● SGCA reserves the right to take disciplinary action, up to and including termination, for violations of this

agreement in addition to pursuing civil or criminal penalties.
● This agreement will be interpreted under and governed by the laws of the state of California.
● All provisions of this agreement will be applicable only to the extent that they do not violate any applicable law
and are intended to be limited to the extent necessary so that they will not render this agreement invalid, illegal or
unenforceable. If any provision of this agreement or any application thereof will be held to be invalid, illegal or
unenforceable, the validity, legality and enforceability of other provisions of this agreement or of any other
application of such provision will in no way be affected thereby.

Computer, E-mail, and Internet Usage Policy

SGCA recognizes that use of the Internet and e-mail is necessary in the workplace, and employees are encouraged to
use the Internet and e-mail systems responsibly, as unacceptable use can place SGCA and others at risk. This policy
outlines the guidelines for acceptable use of SGCA’s technology systems. This policy must be followed in conjunction
with other SGCA policies governing appropriate workplace conduct and behavior. Any employee who abuses the
SGCA-provided access to email, the Internet, or other electronic communications or networks, including social media,
may be denied future access and, if appropriate, be subject to disciplinary action up to and including termination.
SGCA complies with all applicable federal, state and local laws as they concern the employer/employee relationship,
and nothing contained herein should be misconstrued to violate any of the rights or responsibilities contained in such
laws.

Questions regarding the appropriate use of the SGCA’s electronic communications equipment or systems, including
e-mail and the Internet, should be directed to your supervisor or the Director of Human Resources.

SGCA has established the following guidelines for employee use of SGCA's technology and communications
networks, including the Internet and e-mail, in an appropriate, ethical and professional manner.

Confidentiality and Monitoring

All technology provided by SGCA, including computer systems, communication networks, SGCA-related work records
and other information stored electronically, is the property of SGCA and not the employee. In general, use of SGCA's
technology systems and electronic communications should be job-related and not for personal convenience. SGCA
reserves the right to examine, monitor and regulate e-mail and other electronic communications, directories, files and
all other content, including Internet use, transmitted by or stored in its technology systems, whether onsite or offsite.
Internal and external email, voice mail, text messages and other electronic communications are considered business
records and may be subject to discovery in the event of litigation. Employees must be aware of this possibility when
communicating electronically within and outside SGCA.

Appropriate Use

SGCA employees are expected to use technology responsibly and productively as necessary for their jobs. Internet
access and e-mail use is for job-related activities; however, minimal personal use is acceptable.

Employees may not use SGCA's Internet, e-mail or other electronic communications to transmit, retrieve or store any



communications or other content of a defamatory, discriminatory, harassing or pornographic nature. No messages with
derogatory or inflammatory remarks about an individual's race, age, disability, religion, national origin, physical
attributes or sexual preference may be transmitted. Harassment of any kind is prohibited.
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Disparaging, abusive, profane or offensive language and any illegal activities—including piracy, cracking, extortion, blackmail,
copyright infringement and unauthorized access to any computers on the Internet or e-mail—are forbidden. Copyrighted materials
belonging to entities other than the SGCA may not be transmitted by employees on the SGCA's network without permission of the
copyright holder.

Employees may not use SGCA’s computer systems in a way that disrupts its use by others. This includes sending or receiving
excessive numbers of large files and spamming (sending unsolicited e-mail to thousands of users). Employees are prohibited from
downloading software or other program files or online services from the Internet without prior approval from the IT department. All
files or software should be passed through virus-protection programs prior to use. Failure to detect viruses could result in corruption
or damage to files or unauthorized entry into SGCA systems and networks.

Every employee of SGCA is responsible for the content of all text, audio, video or image files that he or she places or sends over
SGCA's Internet and e-mail systems. No e-mail or other electronic communications may be sent that hide the identity of the sender or
represent the sender as someone else. SGCA's corporate identity is attached to all outgoing email communications, which should
reflect corporate values and appropriate workplace language and conduct.

Social Media

SGCA has adopted the following policy regarding employees’ behavior on social networking sites including but not limited to
Facebook, Twitter, LinkedIn, Pinterest, Instagram, Snap Chat and YouTube. If you wish to use networking protocols or set up a social
media site as a part of the educational process, please work with our administrators and technology staff to identify and use a
restricted, SGCA-endorsed networking platform. Such sites will be the property of SGCA who will have unrestricted access to, and
control of, such sites.

Employees shall not accept students of SGCA’s member schools as friends on any personal social networking sites and are to
decline any student-initiated friend requests. Employees are not to initiate “friendships” with students or parents of SGCA member
schools.

Regarding social networking content, employees should not use commentary deemed to be defamatory, obscene, proprietary, or
libelous with regard to any SGCA-related business or policy, employee, student, or parent. Additionally, employees should exercise
caution with regards to exaggeration, obscenity, copyrighted materials, legal conclusions, and derogatory remarks or
characterizations. Employees should weigh whether a particular posting puts his/her effectiveness as a SGCA employee at risk.
SGCA encourages employees to post only what they want the world to see, and keep in mind that anything posted online is never
completely deleted or erased. SGCA Employees may not discuss member schools' students, nor post images of SGCA member
schools' students.

Due to security risks, employees must be cautious when installing the external applications that work with the social networking
site. At a minimum, it is recommended that all employees should have all privacy settings set to “Only Friends”. The settings
“Friends of Friends” and “Networks and Friends” open our content to a large group of unknown people, including students.

Personal or Professional Blogs

If you are developing a website or writing a blog that will mention SGCA, you must identify that you are an employee of the
organization and that the views expressed on the blog or web site are ours alone and do not represent the views of SGCA. Unless
given permission by the Chief Executive Director, you are not authorized to speak on behalf of SGCA or to
represent that you do so.
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If you are developing a site or writing a blog that will mention SGCA, as a courtesy to the organization, please let your Chief Executive
Director know in advance of publication. Your Chief Executive Director may choose to visit your blog or social networking site from
time to time. You may not share information that is confidential and proprietary regarding SGCA. This includes, but is not limited to,
information about curriculum, SGCA dynamics, SGCA programs, future goals, or current challenges within the organization. These are
given as examples only and do not cover the range of what SGCA considers confidential and proprietary. If you have any questions
about whether information has been released publicly or doubts of any kind, speak with the Director of Human Resources. When
writing a blog or participating in any other social networking site, employees should speak respectfully about SGCA and our current
and potential employees, students, parents, and competitors. Name-calling or behavior that will reflect negatively on SGCA’s
reputation is discouraged. Note that the use of copyrighted materials, unfounded, harassing, libelous, or derogatory statements, or
misrepresentation is not viewed favorably by SGCA and can result in disciplinary action, up to, and including termination.

All employees who engage in social networking may be legally liable for anything he/she writes or presents online. Employees
can be disciplined, if appropriate, by SGCA for commentary, content, or images that are defamatory, pornographic, proprietary,
harassing, libelous, or that can create a hostile work environment.

This policy should not be construed, and will not be applied, in a manner that violates employee rights under the National Labor
Relations Act. Employees may not comment on a SGCA member schools' student’s personal blog, or, student’s other social networking
commentaries. Employees may not use trade names, or logos belonging to SGCA without express written permission of the Chief
Executive Director. Failure to comply with SGCA’s social media policy will result in disciplinary action, up to, and including, immediate
termination.

SECTION 6 - OPERATIONAL CONSIDERATIONS

Employer Property
The purpose of this policy is to ensure that all property maintained by SGCA is kept in the best possible working condition
and to ensure proper use of such property and SGCA networks.

“Property,” as the term is used in this policy, is defined as any piece of equipment, furnishing, vehicle, building or supply leased,
owned, donated or otherwise in the custodial care of SGCA or any person acting as its agent.

No SGCA employee should expect any privacy on or off SGCA premises or when using SGCA property or networks, except that
which is required by law.

General Guidelines on the Use of SGCA Property

SGCA employees must maintain his or her work environment in an orderly fashion and follow all SGCA rules to ensure its proper use
and maintenance.

Any employee who is found to have neglected or misused SGCA property will be subject to disciplinary action up to and including
termination. If an employee’s misuse of SGCA property damages the property, SGCA reserves the right to require the employee to
pay all or part of the cost to repair or replace the property. Misappropriation of SGCA property is grounds for immediate termination
and possible criminal action.

SGCA property (including computers, logo, pagers, telephones, cellphones, copiers, fax machines, Internet services and printers) is
intended for business use only. Limited personal use as necessary is allowable but should be the exception
and not the rule. SGCA reserves the right to discipline employees for excessive personal use of SGCA property.
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Employee Property
SGCA cannot be responsible and will assume no liability for any loss or damage to an employee’s personal property
resulting from theft, fire, or any other cause on the SGCA’s premises, including the parking area, or away from SGCA
property while on SGCA business. Employees are prohibited from using personal property for work-related purposes
unless approved in advance by the Chief Executive Director or designee. Employees must be alert and aware of any
potential dangers to themselves or their coworkers. Guard personal belongings and SGCA property.

SGCA offices are occupied by numerous employees, contractors and visitors. Your efforts to keep personal belongings,
valuables, and SGCA items secure can be a major deterrent to any potential thefts or “lost” items within the building. For
your own safety and the security of your personal belongings and SGCA property, carefully review the following
reminders:

● Do not leave money, jewelry, purses, wallets, or any valuables behind when you leave your desk at any
time—even if it is only for a few minutes.

● Personal belongings, regardless of value should be kept safe—preferably with you when you leave your desk!
● Lock up laptops, portable hard drives and other District valuables when you step away.
● Help your neighbors! If you see anything that should not be left out, remind them to be careful.
● If someone in the building looks lost or out of place, ask the individual if he or she requires assistance.
● Immediately report any suspicious behavior or any missing items to the Office Manager or the Director of

Human Resources.
● Please check the Lost and Found located in the Office of the Building if you are missing an item.

Monitoring of Network Communications
SGCA reserves the right to monitor at any time any communications that use SGCA networks in any way, including data,
voice mail, telephone logs, Internet use and network traffic, to determine proper use. SGCA will review network
communications activity and will analyze use patterns. The SGCA may choose to publish these data to ensure that SGCA
resources in these areas are being used according to this policy.

Use and Dissemination of SGCA Information
“Information,” as the term is used in this policy, includes without limitation any information owned or used by SGCA,
such as:

Any SGCA employee, customer or client lists.

Any SGCA database information, including addresses and telephone numbers.

Any information from SGCA employee personnel files, including employee addresses, telephone numbers, employment
status and wage history.

Any photographs, videotapes and sound clips of any SGCA employee, customer or client.

Only those employees who are authorized by the SGCA’s Chief Executive Director or Board of Directors, or whose job



description permits them to do so, may speak on behalf of SGCA. Notwithstanding the foregoing, specific permission
from SGCA’s board of directors or executive team will be required before any SGCA employee may disseminate
confidential SGCA information.
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No employee may knowingly dispense such information to any outside party unless authorization has been granted. This could
include other employees who do not have the right to know such information. Any breach will be considered a violation of SGCA
policy concerning confidentiality, and it may constitute a violation of state or federal law.

Security
In order to assure the safety and security of SGCA associates, visitors, and property, only authorized SGCA personnel shall have
access to SGCA facilities, in accordance with the following policies:

Passes:
● All non-associates on SGCA property must be issued a pass by the appropriate administrative associate or receptionist.

Passes shall be properly designated as "Visitor" or "Contractor."
Off-duty Associates:

● Associates are not permitted access to the interior of the facility and other working areas during their off-duty hours.
Visitors:

● All visitors to the Warehouses or Offices must sign in and out according to the prescribed register.
● All visitors will be issued a dated visitor's pass which should be returned to the issuing party when signing out.
● Any unauthorized visitor failing to secure a pass will be asked to leave. the premises until one can be obtained. Suppliers,

Contractors, Delivery Personnel:

● Truck drivers will use their Bill of Lading as an acceptable ID; however, such persons shall not be permitted outside their
normal areas of pick-up and delivery without being escorted by an appropriate associate.

● Delivery personnel (i.e., UPS, Federal Express, etc.) will be permitted to make their deliveries to the appropriate areas without a
badge or pass, provided they do not go outside normal areas of pickup or delivery.

● Individuals entering SGCA grounds for the purpose of picking-up or dropping off individuals will not be allowed outside of
their vehicles unless they have been provided an appropriate pass

Safety:
● All associates and non-associates are to comply with all safety rules, regulations, and policies while on SGCA property or in

SGCA vehicles.

Health and Safety

The Health and Safety at Work Act 1974 requires every organization to ensure, so far as is reasonably practicable, the health, safety
and welfare of its employees, and requires it not to put anyone at an unacceptable level of risk as a result of its activities. SGCA’s
policy is not only to comply fully with the Health and Safety at Work etc. Act as required by law, but to act positively to prevent injury, ill
health, damage and loss arising from our activities. SGCA’s goal is to ensure the health and safety, by means of a continuous
improvement of standards, systematically removing the causes of accidents and ill-health.

SGCA cannot successfully serve its member schools if we do not model the extent to which we value the health and safety of our
employees. This commitment is of utmost importance if we expect our employees' efforts to have a lasting impact on the schools and
communities we serve. If there is a conflict between safety and another aim, then safety must not be sacrificed. The responsibilities
set out in policy and procedure books one, two and three are there to ensure that no activity must be pursued without prior
consideration of the safety aspects, and an activity which cannot be carried out to an adequate safety standard should not be
carried out.
SGCA Management are committed to providing the resources necessary to ensure that a high standard of health and safety is
achieved. Senior Management will ensure that adequate arrangements are made to maintain a written health and safety
management system and provide appropriate resources for its implementation. The Director of Human Resources and Business is
responsible for ensuring that regular auditing of SGCA’s health and safety management systems is carried out.
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Smoking Policies

California employers must take reasonable steps to prevent smoking in all enclosed workplace areas. There are no
required accommodations for smokers in California workplaces and all employees wishing to smoke must not do so
within 20 feet of any public building. Employers in California may not discriminate against any employee for engaging
in lawful activity as long as it’s done away from the employer’s premises and during non-work hours.

Expense Reimbursements

The SGCA reimburses employees for all necessary work-related expenses incurred. Covered expenses are those
deemed necessary to perform work-related duties including but not limited to:

● Use of an employee's personal vehicle for business purposes.

● Business travel expenses such as meals and lodging.

● Tools and equipment required to perform the employee's job.

● Use of an employee's personal cell phone for business purposes.

● Required uniform purchase and maintenance.

● Employees who are required to work from home may request reimbursement for expenses incurred such as
office supplies, internet access and required equipment costs.

Procedure for receiving work-related expense reimbursements:

Employees who incur work-related expenses are required to submit those expenses for reimbursement as follows:
Employees must complete the appropriate SGCA form and submit the appropriate reimbursement request via email,
along with appropriate supporting documentation such as original receipts, for all work-related expenses. Employees
are expected to submit reimbursement requests for approval as soon as practical to the Business Services
Administrator, no later than 30 days after the expense is incurred.

Employees who believe that the amount they have been reimbursed does not represent a complete reimbursement
should immediately contact Human Resources.

Training
Various training, both mandated by the State and otherwise, will be required of the SGCA's employees. Although the
frequency of these trainings are largely determined by the relevant legal citation, the SGCA reserves the right to have its
employees participate in any such training it deems necessary to ensure the quality of its services or safety of its
employees or patrons.

SECTION 7 – EMPLOYEE BENEFITS/LEAVES
Holidays
The SGCA observes paid holidays during the year:

● New Year’s Day

● Martin Luther King Day



● Lincoln’s Birthday

● Washington’s Birthday

● Memorial Day
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● Independence Day

● Labor Day

● Juneteenth

● Veteran’s Day

● Thanksgiving Day

● Day after Thanksgiving

● Christmas Eve Day

● Christmas Day

To be eligible for holiday pay, an employee must be full-time and non-exempt and must work both the business day before and after
the holiday. Part-time employees, temporary employees, and exempt employees are not eligible for holiday pay. Exempt employees
will receive their regularly scheduled pay during holidays. Eligible employees will receive time off with pay at their regular rate of
pay on the SGCA observed holidays listed above. When a holiday falls on a Saturday or Sunday, it is usually observed on the
preceding Friday or following Monday. However, the SGCA may close on another day. Holiday observance will be announced in
advance. SGCA reserves the right to change this policy at any time, with or without notice.

Holiday hours do not count as hours worked for purposes of calculating overtime. For example, if you receive 8 hours of holiday pay
on Monday and work 40 hours Tuesday-Saturday (8 hours/day), you will not be eligible for overtime.

Recognized religious holidays may be taken off by an employee whose religion requires observance of a particular day. Employees
must request the day off in advance by written notice to their supervisor. The employee may use paid time off (PTO) if the employee
has unused PTO available, otherwise the holiday will be unpaid. All steps will be taken to reasonably accommodate a religious
holiday (or practice) absent an undue hardship.

To qualify for holiday pay, all employees must work the last scheduled day before and the first scheduled day after the holiday
unless the employee is absent:

● At the Supervisor’s request/approval

● Due to closure of the SGCA because of inclement weather

● Due to sickness with a doctor’s note verifying need for absence

● Prior to or following Jury Duty or Bereavement Leave

● Due to a previously scheduled and approved time off

Paid Time Off

Full-time employees are entitled to paid time off (PTO)/Vacation according to this policy. PTO days may be used for vacation,
personal time, illness, or time off to care for family or dependents. All other employees, temporary employees, and part time
employees are not eligible to receive or accumulate PTO. PTO must be scheduled at least five (5) days in advance and approved by
your supervisor, except in the case of an illness or emergency. In the case of illness or emergency you are required to contact your
immediate supervisor at least one (1) hour before your shift begins if possible, or, otherwise as soon as practical. Employees using
extended PTO time (in excess of three (3) days) must submit a request at least two (2) weeks before the extended PTO or, if used as
sick time, the employee may be required to submit a doctor’s release upon return to work. Your supervisor uses his/her discretion to
approve PTO without advance notice.
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Unless used for illness related purposes, PTO may not be taken immediately before or after holidays without a
supervisor’s permission.

Eligibility

All full-time employees may be eligible to receive up to eight (8) days (i.e., 64 hours) of PTO for each SGCA work year (July
1-June 30). Beginning the 2022-2023 fiscal year the maximum amount of PTO hours any employee can have is 64 hours
annually. These hours are front loaded on July 1st for each fiscal year. PTO hours will not accumulate year to year.
Unused hours from the prior year do not roll into the following year. Please note PTO is not accumulated during any
unpaid leave of absence.

The following terms also apply to PTO:
● For employees, vacation time may be taken in minimum increments of .25 hours.
●If an exempt employee is absent from work for part or all of a workday, he or she will be required to use available

PTO to make up for the absence.
● In the event an employee has exhausted his or her PTO, any additional time off must be approved by their

supervisor and will be taken without pay.
● Any employee who misses three (3) consecutive days of work without notice to their supervisor may be

deemed to have abandoned his/her job and voluntarily resigned from employment.
● PTO hours can not be used in conjunction with a holiday break unless prior director approval is given for

special circumstances
● Upon separation from employment, employees will be paid their earned PTO, prorated, based upon their date of

separation and their regular rate of pay. For example, each employee accrues 5.33 hours of PTO/VACATION
per month. For example, If an employee worked 3 months of a new fiscal year (July 1 - September 30, he or she
would have accumulated the aforementioned 5.33 hours X 3 months. This would entitle the employee to a
PTO/Vacation payout of 16 hours).

● To the extent permitted by law, PTO accumulated prior to the start of a requested and approved unpaid leave of
absence must be used to cover hours missed before the start of the unpaid leave.

As with all of its policies and procedures, the SGCA reserves the right to modify, alter, or otherwise eradicate this policy
at its sole and absolute discretion to the extent allowed by law.

Sick Leave
SGCA enacted this policy in accordance with the California Healthy Workplaces, Healthy Families Act to provide Paid
Sick Leave (“PSL”) to eligible employees.

Eligibility
Employees, who have worked in California for 30 or more days within a year from the beginning of employment are
entitled to accrue paid sick leave. Employees, including part-time and temporary employees, earn paid leave for every
30 hours worked. This equates to potentially 64 hours of earned Sick Leave that may be accumulated by the employee
at 5.33 hours per month. This time is front loaded on July 1st every year.
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Allotment
PSL days are allotted as set forth below to eligible employees:

Full-time employees:
● On July 1 of each year, eligible employees will be allotted eight days (8) or (64 hours) of PSL per school year

(July 1 – June 30). PSL days will carry over year to year subject to a max of 16 days (128 hours). Employees
hired after July 1 will receive a prorated number of PSL days equal to 5.33 days per month remaining in the
contractual year.

Part-time employees:

● Part-time employees will be allotted three days (24 hours) of PSL each SGCA year (July 1 – June 30) on July 1 or on
his or her first day of employment, even if hired mid- year.

● An employee who works in California for 30 or more days within a year from the beginning of employment is
entitled to accrue paid sick leave.

● Employees, including part-time and temporary employees, earn at least one hour of paid leave for every 30
hours worked. Sick time is paid at the employee’s current rate of pay.

● Unused, accrued paid sick leave must be carried over to the following year and may be capped at 48 hours,
based on the employer’s policy.

● Employers are not required to pay out accrued, unused paid sick days at the time of termination, resignation or
retirement (unless an employer labels PSD as part of a larger paid time off (PTO) package).

● If an employee is rehired within one year, previously accrued and unused paid sick days shall be reinstated.

Permitted Use
Eligible employees may use their allotted PSL to take paid time off for the diagnosis, care, or treatment of an existing
health condition of (or preventive care for) the employee or the employee’s family member. For purposes of this policy,
“family member” means a child, parent, spouse, registered domestic partner, grandparent, grandchild, or sibling of the
employee. “Child” means a biological child, a foster child, an adopted child, a stepchild, a child of a registered domestic
partner, a legal ward, or a child of a person standing in loco parentis. “Parent” means a biological, foster, or adoptive
parent, a stepparent, or a legal guardian of the employee or the employee’s spouse or registered domestic partner.
“Spouse” means a legal spouse, as defined by California law. Employees may also use their PSL to take time off from
work for reasons related to domestic violence, stalking, or sexual assault.

Limits on Use
Eligible employees may use PSL beginning on the 90th day of employment. PSL may be taken in minimum increments of
.25 hours. If an exempt employee absents himself or herself from work for part or all of a workday for a reason covered
by this policy, he or she will be required to use PSL to make up for the absence.

Notification of Use
The employee must provide reasonable advance notification, orally or in writing, of the need to use PSL, if foreseeable.
If the need to use PSL is not foreseeable, the employee must provide notice as soon as practicable. If you are out using
sick time for more than 3 consecutive days a doctor's note is required to return to work. If a doctor's note is not supplied
it will be unapproved unpaid time off unless previously arranged with your Director.

Unused Sick Leave and Termination



Unused PSL will not be paid out upon termination.
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Paid Sick Leave Donation Eligibility Policy
Employees who have exhausted all paid sick leave (PSL) may request Human Resources solicit anonymous donations from
co-workers through this policy. The PSL donation policy applies to employees and/or their family member’s suffering from a medical
emergency or major disaster thatmeets the following criteria: which for the purposes of this policy, constitutes an employee’s or a
family member’s medical condition that will require the prolonged/extended absence of the employee from duty and will result in a
substantial loss of income due to the exhaustion of their available PSL.

● Medical emergency, defined as a medical condition of the employee or an immediate family member that will require the
prolonged/extended absence of the employee from duty and will result in a substantial loss of income to the employee
due to the exhaustion of all paid leave available. An immediate family member is defined as a spouse, child or parent.

● Major disaster, defined as a disaster declared by the president under §401 of the Robert T. Stafford Disaster Relief and
Emergency Assistance Act (the Stafford Act), or as a major disaster or emergency declared by the president pursuant to 5
U.S.C. §6391 for federal government agencies. An employee is considered to be adversely affected by a major disaster if the
disaster has caused severe hardship to the employee or to a family member of the employee that requires the employee to
be absent from work.

Requests for Donations

A written request for PSL donations that describes the specific medical emergency or medical condition must be submitted
to Human Resources. Human Resources will verify the employee’s eligibility and make a written determination which will be
given to the employee as soon as practical.

Donations of Paid Sick Leave

Employees who have more than 24 hours of PSL and who wish to donate PSL to the SGCA sponsored leave bank on behalf of an
eligible employee shall complete a PSL Donation Form indicating the number of PSL hours to be donated and the employee, if any,
who the employee requests receive the benefit of the donation. All such donations are voluntary and irrevocable.

● Donating employees must maintain a minimum of 24 hours of PSL after reducing their leave balance to effect the donation.
● In any 12-month period, no employee may donate more than 16 hours.

● Voluntary donations of PSL are final upon submission of a signed PSL Donation Form that satisfies the conditions
established by this policy. The donating employee’s PSL balance account shall thereupon be reduced by the hours
donated.

● Donated hours not used by the eligible employee during the hardship period shall remain in the eligible employee’s
PSL account balance.

● The names of donating employees, hours donated, and the value of such donations shall be kept confidential to the extent
possible.

Valuation of Donated PSL

The value of the donated paid leave shall be determined by multiplying the number of hours donated by the donating employee’s
current hourly rate to determine the value of the donation in dollars (“Donation Value”). The Donation Value shall then be divided by
the eligible employee’s current hourly rate to determine the number of hours to be added to the eligible employee’s PSL balance.
Human Resources shall periodically notify the eligible employee of donations made pursuant to this policy. The eligible employee
may then request to receive payment for these hours, which will be treated as taxable “wages” to such eligible employees for the
payroll period utilized. No employee shall receive payment for more than 40 hours of paid leave, whether allotted or donated, during
any week unless required by state or federal law.
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Bereavement Leave

The Bereavement Leave Policy establishes uniform guidelines for providing paid time off to employees for absences
related to the death of immediate family members, other relatives, and fellow employees or retirees of SGCA. All full-time,
active employees are eligible for benefits under this policy.

An employee who wishes to take time off due to the death of an immediate family member should notify his or her
supervisor as soon as possible. If an employee leaves work early on the day he or she is notified of the death, that day
will not count as bereavement leave. In addition to bereavement leave, an employee may, with his or her supervisor's
approval, use any available vacation for additional approved time off as necessary. Employees under discipline for
attendance issues may be required to provide documentation regarding bereavement leave.

Bereavement pay is calculated based on the base pay rate at the time of absence, and it will not include any
special forms of compensation, such as incentives, commissions, bonuses, overtime or shift differentials.

Paid bereavement leave will be granted according to the following schedule:

●Employees are allowed up to five days off from regularly scheduled duty with regular pay in the event of the
death of the employee's spouse, domestic partner, child, stepchild, parent, stepparent, father-in-law, mother,
mother-in-law, son-in-law, daughter-in-law, brother, sister, stepbrother, stepsister, or an adult who stood in
loco parentis to the employee during childhood.

● Bereavement time must be used within 3 weeks of the death of the family member

● Employees are allowed one day off from regular scheduled duty with regular pay in the event of death of the

employee's brother-in-law, sister-in-law, aunt, uncle, grandparent, grandchild or spouse's grandparent.

● Employees are allowed up to four hours of bereavement leave to attend the funeral of a fellow regular

employee or retiree of SGCA, provided such absence from duty will not interfere with normal operations of

SGCA.

California Family Rights Act
California Family Rights Act (CFRA) provides eligible employees the opportunity to take unpaid, job-protected leave for
certain specified reasons. The maximum amount of leave employees may use under this policy is twelve (12) weeks
within a 12-month period. For more information regarding leave under this policy, employees should contact human
resources.

Eligibility

To be eligible for CFRA leave, employees must meet all the following requirements:

● Have worked at least twelve (12) months for SGCA in the preceding seven years (limited exceptions apply to the
seven-year requirement).

● Have worked at least 1,250 hours for SGCA over the twelve (12) months preceding the date the leave would
commence.
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All periods of absence from work due to or necessitated by service in the uniformed services are counted as

hours worked in determining eligibility.
Conditions Triggering Leave

CFRA leave may be taken for any of the following reasons:

● To care for or bond with a newborn child.

● To care for or bond with a child placed with the employee and/or the employee's registered domestic partner
for adoption or foster care.

● To care for an immediate family member (employee's spouse, parent, parents-in-law, registered domestic
partner, child or registered domestic partner's child of any age, sibling, grandparent, or grandchild) with a
serious health condition.

● Because of the employee's serious health condition that makes the employee unable to perform his or her job
(except for pregnancy, which is covered under Pregnancy Disability Leave and does not run concurrently with
CFRA).

● A qualifying military exigency related to the covered active duty or call to covered active duty of an employee's
spouse, domestic partner, child (of any age) or parent in the United States armed forces, as specified in Section
3302.2 of the Unemployment Insurance Code.

The 12-Month Measurement Period

SGCA measures the period of twelve (12) months in which leave is taken by as a “rolling twelve months,” looking
backward over the preceding 12 months to calculate how much family and medical leave time has been
taken and therefore determine the amount of leave that is available.
Definitions

A "serious health condition" is an illness, injury, impairment, or physical or mental condition that involves either an
overnight stay in a medical care facility or continuing treatment by a health care provider, and either prevents the
employee from performing the functions of his or her job or prevents the qualified family member from participating in
school or other daily activities. Subject to certain conditions, the continuing-treatment requirement includes an
incapacity of more than three full calendar days and two visits to a health care provider, or one visit to a health care
provider and a continuing regimen of care; an incapacity caused by a chronic condition or permanent or long-term
conditions; or absences due to multiple treatments. Other situations may also meet the definition of "continuing
treatment."

Intermittent or Reduced-Schedule Leave

Eligible employees may take CFRA leave in a single block of time, intermittently (in separate blocks of time), or by
reducing the normal work schedule when medically necessary for the serious health condition of the employee or
immediate family member. Intermittent leave to bond with a new child must be taken in two-week increments, with a
shorter duration allowed on two occasions.

Employees who require intermittent or reduced-schedule leave must try to schedule their leave so that it will not unduly
disrupt SGCA’s operations. Intermittent leave is permitted in intervals of at least one hour or at the same intervals as
provided in SGCA's [sick leave, vacation or paid-time-off] policy, whichever increments are smaller.



Interaction with Paid Leave

Depending on the purpose of the leave request, employees may choose (or [Company Name] may require employees) to
use accrued paid leave (such as sick leave, vacation, or paid time off) concurrently with some or all of the CFRA leave. To
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use paid leave concurrently with CFRA leave, eligible employees must comply with SGCA’s normal procedures for the applicable
paid-leave policy (e.g., call-in procedures, advance notice).

Employee paid-leave accruals (paid time off, vacation, sick leave) will continue while paid leave is used during periods of CFRA
absence and in accordance with those individual policies.

Employee paid-leave accruals will not continue during unpaid periods of CFRA absence or when only disability payments
are being received.

Maintenance of Health Benefits

If employees and/or their families participate in SGCA's group health plan, SGCA will maintain coverage during CFRA leave on the
same terms as if employees had continued to work. If applicable, employees must make arrangements to pay their share of health
plan premiums while on unpaid leave. SGCA may recover premiums it paid to maintain health coverage or other benefits for
employees and/or their families. Use of CFRA leave will not result in the loss of any employment benefit that accrued prior to the
start of leave under this policy. Employees should consult the applicable plan document for information regarding eligibility,
coverage, and benefits.

Procedures

When seeking leave under this policy, employees must provide the following to Human Resources:

Thirty (30) days' notice of the need to take CFRA leave if the need for leave is foreseeable or notice as soon as practicable in
the case of unforeseeable leave and in compliance with SGCA’s normal call-in procedures, absent unusual circumstances.

Medical certification supporting the need for leave due to a serious health condition affecting the requesting employee or an
immediate family member within fifteen (15) calendar days of SGCA’s request for the certification (additional time may be permitted
in some circumstances). Failure to do so may result in delay of the commencement of leave or denial of a leave request. Second or
third medical opinions may also be required when allowed.

Periodic reports as deemed appropriate during the leave regarding the employee's status and intent to return to work. A
return-to-work release before returning to work if the leave was due to the employee's serious health condition.

Employer Responsibilities

To the extent required by law, SGCA will inform employees whether they are eligible for leave under CFRA. Should employees be
eligible for CFRA leave, SGCA will provide them with a notice that specifies any additional information required, as well as their
rights and responsibilities. SGCA will also inform employees if leave will be designated as CFRA-protected and, to the extent
possible, note the amount of leave counted against employees' leave entitlement. If employees are not eligible for CFRA leave,
SGCA will provide a reason for the ineligibility.

Job Restoration

Upon returning from CFRA leave, employees will typically be restored to their original position or to an equivalent position
with equivalent pay, benefits and other employment terms and conditions.

Failure to Return After CFRA Leave

If an employee fails to return to work as scheduled after CFRA leave or if an employee exceeds the 12-week CFRA entitlement,
the employee will be subject to SGCA's other applicable leave of absence, accommodation, and
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attendance policies. This may result in termination if the employee has no other SGCA-provided leave available that
applies to the continued absence. Likewise, following the conclusion of the CFRA leave, SGCA's obligation to maintain
the employee's group health plan benefits ends (subject to any applicable COBRA rights).

New Parent Leave
Eligible employees can have up to 12 weeks of leave in a 12-month period for bonding with or caring for a new child.
This includes newborn children of the parents or placement of a child in the home through adoption or foster care.
Under the CFRA, employers must allow eligible employees to work a reduced schedule or intermittent schedule for the
purpose of baby bonding. Under CFRA, employers who employ both parents must permit each parent to take 12 weeks
off.

Voting Leave

Under California law, employers have to provide employees with enough time to vote if the voter does not have enough
time outside of working hours to vote. This generally provides for up to 2 hours of paid time off to vote, either at the
beginning or end of the employee’s shift (unless otherwise agreed to).
If an employee intends to take time off to vote, the employee has to give the employer notice at least 3 days prior to the
voting date.

Jury Duty or Subpoena Leave
Employees are able to take leave to serve jury duty or act as a subpoenaed witness. An employer cannot discharge or
discriminate against an employee for taking time off to serve jury duty or subpoena leave, as long as the employee
gives the employer reasonable notice. Courts will typically provide proof of jury duty service if requested and SGCA is
permitted to ask that you provide proof of your service with documentation including:

● The original subpoena
● The notice of jury duty service (jury summons)
● A note or notice provided by the court.
● Exempt employees are paid for jury duty
● Non Exempt employees are required to use unpaid leave or can use pto if they so choose

Domestic Violence Victim Leave
Employees may take leave from work to obtain domestic violence protection. Eligible employees include a victim of
domestic violence, sexual assault, or stalking. Employees who have been victims of domestic violence can take
protected time off from work to obtain a temporary restraining order, restraining order, or other relief, to help ensure the
health, safety, or welfare of the victim or the victim’s child. Victims of domestic violence, sexual assault, or stalking are
also protected for taking time off to seek medical attention, safety planning, psychological counseling, or to get
domestic violence services.

Crime Victims Leave
Under California law, employees are protected for crime victim leave. This includes victims’ leave for judicial
proceedings related to the crime. Leave for crime victims may include time off to appear in court to be heard at any
proceeding, sentencing, or post-conviction release decision.

Rights to Participate in School Activities Leave



California Labor Code entitles employees to take up to 40 hours off work each year for their children’s school activities.
The law applies to employers with 25 or more workers and to employees who have children in school grades K through
12. Employees may take leave to: Participate in activities of the school or licensed childcare provider of a child; find,
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enroll, or re-enroll a child in a school or with a licensed childcare provider; or address a “childcare provider or school emergency.”

Only 8 of the 40 hours may be used to find, enroll, or re-enroll a child.

Emergency Situations
A “childcare provider or school” means that an employee’s child is unable to remain in a school or with a childcare provider
because:

● the school or childcare provider has requested that he or she be picked up.
● the child is exhibiting discipline or behavioral problems.
● there is a school closure or unexpected unavailability of a childcare provider, or
● there is a natural disaster.

Qualifying for Leave

To qualify for school activity leave, a person must be a “parent” and: work for an employer with 25 or more employees working at the
same location; have a child of the age to attend kindergarten or grades 1 to 12; or is a licensed childcare provider.

A “parent” under the law includes a:

● parent
● legal guardian
● stepparent
● foster parent
● grandparent, or
● person standing in loco parentis to the child.

Notice Requirements

Parents are required to give notice to their employer if they intend to take leave. Employers are allowed to ask for proof that the
employee took time off for school activity-related purposes.

Literacy Education Leave

California provides for allowing employees to take unpaid leave to participate in an adult literacy program. Employers must make
reasonable accommodations to assist any employee with illiteracy problems who request participation in an adult literacy program.
Literacy education leave is time off work granted to an adult employee who reveals that he or she has a problem with illiteracy.
Illiteracy is the condition of being unable to, or have great difficulty with, reading and writing.
Time off from work as a result of illiteracy is granted by the Employee Literacy Assistance Act. The
employee may take time off to learn to read if the below three conditions apply:

● The employee works for a private employer.

● The private employer regularly employs 25 or more employees.

● The employee is illiterate and discloses that illiteracy to his or her employer.

Employer Expectations

An employer is expected to:

● Make reasonable accommodations for any employee, who reveals a problem of illiteracy, and requests assistance in
enrolling in an adult literacy education program.
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● Assistance includes but is not limited to: helping the employee locate literacy education programs, enrolling in
literacy education programs, or arranging for a tutor or other provider of literacy education services to visit the employee’s

place of work.

Drug/Alcohol Rehabilitation Leave
Employers with 25 or more employees shall provide reasonable accommodations (including leave) for employees who want to
participate in alcohol or drug rehabilitation programs. Employers should also take reasonable efforts to keep this information
private. Employers must provide reasonable accommodation that does not impose an undue hardship on the employer. However,
employers can still refuse to hire or discharge an employee who is unable to perform his or her duties because of current drug or
alcohol use.

Kin Care

Under California’s Kin Care leave law, employees can use up to half of their sick leave to care for a family member. Employees
eligible for sick leave can use Kin Care to care for close relatives, including a child, parent, spouse, or registered domestic partner,
sibling, grandparent, and grandchild. Kin Care is not limited to major illnesses. It can also apply to minor illnesses, like a cold or flu.

Organ Donor/Bone Marrow Donor Leave

Under California law, employers must provide eligible employees up to 30 days in a 12-month period of paid leave to donate an
organ to another person, and up to five days in a 12-month period of paid leave to donate bone marrow to another person. An
additional unpaid leave of up to 30 business days in a 12-month period may be granted to an employee donating an organ.

Eligibility

To be eligible, employees must have been employed with SGCA for 90 days immediately preceding the commencement of leave.
Additionally, the SGCA may require written certification that the employee is a bone marrow or organ donor and that the procedure
is medically necessary. Employees will be required to use up to five days of their accrued paid time off for leave under this policy to
donate bone marrow, and up to two weeks of their accrued paid time off for leave to donate an organ. The paid time off will come
from paid sick leave and paid vacation leave if there aren’t sufficient days in the former.

Procedures

Employees requesting leave under this policy should comply with the following requirements:

● Employees should request leave under this policy with as much advance notice as practicable.

● In support of their request for leave under this policy, employees should [complete a SGCA leave request form
and] provide [their supervisors/human resources/other job title] with appropriate written certification that they are
organ or bone marrow donors and that there is a medical necessity for the donation.

● During leave under this policy SGCA will maintain coverage for employees and their family members who participate
in the SGCA’s group health plan on the same terms as if the employees had continued to work. If applicable,
Employees should make arrangements to pay their share of health plan premiums while on leave. In some instances,
the SGCA may recover premiums it paid to maintain health coverage or other benefits for employees and their
families. Use of leave under this policy will not result in the loss of any employment benefit that accrued prior to the
start of the leave.

● Employees should consult the applicable plan document for all information regarding eligibility, coverage and
benefits.

● Upon returning from leave under this policy, employees will typically be restored to their positions, or to equivalent
positions, with equivalent pay, benefits, and other employment terms and conditions.
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Military and Reserve Duty Leave

An employee who is a member of the reserve corps of the U.S. Armed Forces, the National Guard or the National
Militia may take a leave of up to 17 days per year while engaged in military duty.

Military Injury Leave
Under the FMLA, leave is available for a sick or injured military service member for employees who are the spouse, child,
parent, or next of kin. Injured service member leave provides for up to 26 weeks of unpaid leave during a 12-month
period. Meanwhile, CFRA makes leave available due to a qualifying exigency related to the covered active duty or call to
covered active duty of an employee’s spouse, domestic partner, child, or parent in the Armed Forces of the United States.

Military Spouse Leave

Under California’s Military Spouse Leave Law, eligible employees who work 20 or more hours per week and the
employer has 20 employees or more, can take military spouse leave. This provides for up to 10 days of unpaid leave
while a military spouse is away on deployment.

Pregnancy Disability Leave

The California Code of Regulations allows employees disabled by pregnancy, childbirth or a related medical condition
to take up to four months of protected PDL. A four-month leave, as defined in §7291.2l, means the number of days the
employee would normally work within four calendar months (one third of a year equaling 17 1/3 weeks), if the leave is
taken continuously, following the date the pregnancy disability leave begins. If an employee's schedule alternates from
month to month, the monthly average of the hours worked over the four-month period prior to the beginning of the leave
must be used to determine the employee's normal work month. Thus, the total amount of leave available will be based on
a one-third year measurement of an employee's normal work schedule.

For example, a full-time employee who works 40 hours per week would be entitled to 693 hours of PDL based on 40
hours per week times 17 1/3 weeks. Similarly, an employee who normally works 20 hours per week would be entitled to
346.5 hours of PDL, whereas an employee who normally works 48 hours per week would be entitled to 832 hours of PDL.
However, if an employer provides more leave time for other types of temporary disabilities, the same leave must be
made available to women who are disabled due to pregnancy, childbirth or a related medical condition.

The California Code of Regulations further details pregnancy as a disability in §7291.2g: "A woman is disabled by
pregnancy if, in the opinion of her health care provider, she is unable because of pregnancy to work at all or is unable to
perform any one or more of the essential functions of her job or to perform these functions without undue risk to herself,
the successful completion of her pregnancy, or to other persons."

The term "essential functions'' is defined in California Government Code §12926, subdivision (f). These essential
functions include needed time off for prenatal care, severe morning sickness, doctor-ordered bed rest, childbirth,
recovery from childbirth and any related medical condition. Additionally, postnatal care, bed rest, gestational diabetes,
pregnancy-induced hypertension, preeclampsia, postpartum depression, childbirth, loss or end of pregnancy and
recovery from childbirth are examples of other medical conditions that could give rise to a leave of absence. With
respect to breastfeeding, lactation, without medical complications, is not considered a disabling related medical
condition entitling the employee to pregnancy disability leave, although it may require another reasonable
accommodation.
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PDL does not provide for any time off for bonding time after the birth or placement of a child in foster care or adoption.
Under PDL, if an employee has no complications with her pregnancy, she could be entitled to a PDL recovery period of
approximately six weeks (or eight weeks depending on the type of delivery), as most doctors would deem this period to
be disability related. In the case of an uncomplicated pregnancy, an employee's PDL would begin at approximately the
time of her delivery. After exhausting all PDL entitlements, CFRA leave would begin.

Unpaid Leave of Absence

In an effort to recognize the need of employees who require time off in addition to other types of leave, SGCA may
consider an unpaid personal leave of absence without pay for up to a maximum of 30 days.

Eligibility

All regular employees employed by SGCA for a minimum of 90 days are eligible to apply for an unpaid personal leave of
absence. Job performance, absenteeism, and departmental requirements all will be taken into consideration before a
request is approved. Approvals of the immediate supervisor, department director and human resources are required.
Requests for unpaid personal leave may be denied or granted by the SGCA for any reason or no reason and are within
the sole discretion of the SGCA. The SGCA reserves the right to terminate employment for any reason or no reason
during the leave of absence.

Employee

An eligible employee should submit a request in writing to his or her immediate supervisor. The requesting employee
will be asked to acknowledge in writing his or her understanding that all requests for personal leaves are not granted.

Supervisor

The immediate supervisor shall:

● Review the request in conjunction with the Director of the Human Resources taking workload scheduling

and departmental requirements into consideration.
● Make a recommendation to and obtain a decision from the department director/manager.
● Submit the department-level decision to human resources for final approval.
● Return a decision to the employee as soon as feasible after receipt of the written request.

If the request is approved, the supervisor will submit a Change of Status form to human resources as soon as
practicable. Once the employee returns, the supervisor should complete a Change of Status form returning the
employee to active status and submit to human resources.

Return to Work/Extension of leave

An employee is required to return from the unpaid personal leave on the originally scheduled return date. If the
employee is unable to return, he or she must request an extension of the leave in writing. If SGCA declines to extend the
leave, the employee must then return to work on the originally scheduled return date or be considered to have
voluntarily resigned from his or her employment. Extensions of leave will be considered on a case-by-case basis.

Civil Air Patrol Leave

Private and public employers in the state of California with more than 15 employees must provide at least 10 days per
calendar year of unpaid Civil Air Patrol leave to an employee responding to an emergency operational mission of the



California Wing of the Civil Air Patrol. Civil Air Patrol leave for a single emergency operational mission cannot exceed a
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period of more than three days, unless an extension of time has been granted by the governmental entity that authorized
the emergency operational mission and the extension of the leave is approved by the employer.

Volunteer Civil Service/Emergency Responder Leave

Employers must provide unpaid time off to employees who are required to perform emergency duty as volunteer firefighters,
reserve peace officers or emergency rescue personnel.

SECTION 8 - INSURANCE BENEFITS

Medical, Dental, & Vision Insurance

Full-time employees are entitled to insurance benefits offered by SGCA. These insurance benefits will include medical, dental, and
vision. SGCA will set a defined contribution towards the employee’s insurance premiums that are sponsored by SGCA. This amount
will be determined on an annual basis. The employee’s portion of the monthly premiums will be deducted from the employee’s
paycheck on a pre-tax basis. If medical or dental insurance premium rates increase, employees may be required to contribute to the
cost of the increase to retain coverage. Unless otherwise mandated by law, employees on a leave of absence may be responsible for
selecting continuing health coverage and paying the premium for such coverage through COBRA. If you have any benefit related
questions while on a leave of absence, please contact Human Resources.

Cash-In-Lieu

Conditional opt-out: SGCA employees, who have alternative medical coverage through a group plan, may opt to waive their medical
benefit. The cash value of this option may vary from year-to-year and is pro-rated for full time employees hired after July 1 of each
work year. Cash-In-Lieu is not offered to part-time employees. Employees must provide proof of group medical insurance in the form
of a letter from the employer providing alternative group coverage within 30 days of enrollment. Privately purchased insurance,
Medicare and Medi-Cal will not serve as proof of alternative coverage.

Life Insurance

Full-time employees will also be covered under an insurance policy that includes Life Insurance at no cost to the full-time
employee. Additional voluntary insurance plans will be offered through SGCA that will be the employee’s responsibility to
purchase and pay for.

Cobra Benefits
The Federal Consolidated Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to
continue health insurance coverage under SGCA’s health plan when a “qualifying event” would normally result in the loss of
eligibility. Some common qualifying events are resignation, termination of employment, or death of an employee, a reduction in an
employee’s hours or leave of absence, divorce or legal separation, and a dependent child no longer meeting eligibility requirements.
Under COBRA, the employee or beneficiary pays the full cost of coverage at SGCA group rates plus an administration fee. SGCA or
our carrier provides each eligible employee with a written notice describing rights granted under COBRA when the employee
becomes eligible for coverage under SGCA’s health insurance plan. The notice contains important information about the employee’s
rights and obligations.

Social Security/Medicare
When you retire, or if you become disabled, you may receive a pension based on earnings from this job. If you do, and you are also
entitled to a benefit from Social Security based on either your own work or the work of your spouse, or former spouse, your pension
may affect the amount of the Social Security benefit you receive. Your Medicare benefits, however, will not be affected. SGCA
withholds income tax from all employees’ earnings and, if elected, participates in FICA (Social Security), for temporary employees
and Medicare withholding and matching programs as required by law.
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State Disability Insurance (Wage Supplement)
All employees are enrolled in California State Disability Insurance (SDI), which is a partial wage replacement insurance
plan for California workers. Employees may be eligible for SDI when they are ill or have non-work related injuries, or may
be eligible for work related injuries if they are receiving workers’ compensation at a weekly rate less than the SDI rate.
Specific rules and regulations relating to SDI eligibility are available from Human Resources.

Paid Family Leave (Wage Supplement)
Under California law, eligible employees may participate in the Paid Family Leave (“PFL”) program, which is part of the
state’s unemployment compensation disability insurance program. The PFL program is funded entirely through worker
contributions to the State Disability Insurance program. The PFL program provides up to eight weeks of partial wage
replacement benefits to employees who take time off to care for a seriously ill or injured child, spouse, parent, registered
domestic partner, siblings, grandparents, grandchildren, or parents-in-law or to bond with a new child (birth, foster
care, adoption) The PFL program does not provide job protection or reinstatement rights. It is a wage supplement
provided concurrently while an employee takes an eligible leave of absence under SGCA policy and applicable law.

The program will be administered in a manner consistent with California law. For more information regarding this
program, you may contact Human Resources.

Worker’s Compensation Insurance
Eligible employees are entitled to workers’ compensation insurance benefits when suffering from an occupational
illness or injury. This benefit is provided at no cost to the employee. In the event of an occupational injury or illness (as
defined under Workers’ Compensation Law) an employee may be covered by workers’ compensation insurance instead
of group insurance. If an employee should become injured or in any way disabled on the job, he or she must report the
injury immediately to his or her supervisor. It is a felony to file a fraudulent or false workers’ compensation claim.
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Employee Handbook Acknowledgment of Receipt

I have received my copy of the Sequoia Grove Charter Alliance Employee Handbook.

The employee handbook describes important information about the Sequoia Grove Charter Alliance, and I understand
that I should consult Human Resources regarding any questions or issues not addressed in the employee handbook. I
have entered my employment relationship with Sequoia Grove Charter Alliance voluntarily and acknowledge that there
is no specified length of employment. Accordingly, either I or Sequoia Grove Charter Alliance may terminate the
relationship at will, with or without cause, at any time, so long as there is no violation of applicable federal or state law.

I understand and agree that, other than the Chief Executive Director or the Governing Board of Sequoia Grove Charter
Alliance, no manager, supervisor, or representative of Sequoia Grove Charter Alliance has any authority to enter into any
agreement for employment other than at-will; only the Chief Executive Director of the Sequoia Grove Charter Alliance has
the authority to make any such agreement and then only in writing signed by the Chief Executive Director of Sequoia
Grove Charter Alliance.

This manual and the policies and procedures contained herein supersede any and all prior practices, oral or written
representations, or statements regarding the terms and conditions of your employment with Sequoia Grove Charter
Alliance. By distributing this handbook, the Sequoia Grove Charter Alliance expressly revoked any and all previous
policies and procedures which are inconsistent with those contained herein.

I understand that, except for employment at-will status, any and all policies and practices may be changed at any time
by Sequoia Grove Charter Alliance. Sequoia Grove Charter Alliance. Sequoia Grove Charter Alliance also reserves the
right to change my hours, wages and working conditions at any time. All such changes will be communicated through
official notices, and I understand that revised information may supersede, modify, or eliminate existing policies. Only
the Chief Executive Director of the Sequoia Grove Charter Alliance has the ability to adopt any revisions to the policies in
this handbook.

I understand and agree that nothing in the Employee Handbook creates, or is intended to create, a promise or
representation of continued employment and that employment at Sequoia Grove Charter Alliance is employment at-will,
which may be terminated at the will of either Sequoia Grove Charter Alliance or myself. Furthermore, I acknowledge that
this handbook is neither a contract of employment nor a legal document. I understand and agree that employment and
compensation may be terminated with or without cause and with or without notice at any time by Sequoia Grove
Charter Alliance or myself.

I have received the handbook, and I understand that it is my responsibility to read and comply with the policies
contained in this handbook and any revisions made to it.

Employee's Name (Print) __________________________________________________________________

Employee's Signature _____________________________________________________________________

Date:______________
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Binding Arbitration/Mediation Agreement

Dear (Print Employee Name]: _________________________

Although Sequoia Grove Charter Alliance hopes that employment disputes with its employees will not occur, Sequoia Grove Charter
Alliance believes that when these disputes do arise, it is in the mutual interest of all concerned to handle them promptly and with a
minimum of disturbance to the operations of Sequoia Grove's services and the lives of its employees.

Accordingly, to provide for more expeditious resolution of certain employment-related disputes that may arise between Sequoia
Grove Charter Alliance and its employees, Sequoia Grove Charter Alliance has instituted a mediation and binding arbitration
procedure (The Sequoia Grove Mediation and Arbitration Procedure for all employees). Under the Procedure, certain disputes that
may arise from your employment with Sequoia Grove Charter Alliance or the termination of your employment must (after appropriate
attempts to resolve your dispute internally through Sequoia Grove Charter Alliance channels) be submitted for resolution by
non-binding mediation and, if necessary, mandatory binding arbitration.

In agreeing to submit certain employment disputes for resolution by private mediation and (if necessary) binding arbitration, you
acknowledge that this Agreement is given in exchange for rights to which you are not otherwise entitled--namely, your employment
as an Sequoia Grove Charter Alliance employee and the more expeditious resolution of employment disputes. In exchange for your
agreement to submit these disputes to mediation and (if necessary) binding arbitration, Sequoia Grove Charter Alliance likewise
agrees to the use of mediation and arbitration as the exclusive forum for resolving employment disputes covered by this Agreement.

Hence, the parties shall be precluded from bringing or raising in court or another forum any dispute that was or could have been
brought or raised under the procedures set forth in this Agreement.

Mediation and Binding Arbitration Procedure

1. As a condition of your employment at Sequoia Grove Charter Alliance, you agree that any controversy or claim arising out of or
relating to your employment relationship with Sequoia Grove Charter Alliance, or, the termination of that relationship, except for any
matters excluded from inclusion by California Law, must be submitted for non-binding mediation before a third-party neutral and (if
necessary) for final and binding resolution by a private and impartial arbitrator, to be jointly selected by you and Sequoia Grove
Charter Alliance.

a. Claims Covered: This agreement to submit to mediation and (if necessary) arbitration:

i. Covers any dispute concerning the arbitrability of any such controversy or claim; and

ii. Includes, but is not limited to, any claim that could be asserted in court or before an administrative agency or claims for which the
employee has an alleged cause of action, including without limitation claims for breach of any contract or covenant (express or
implied); tort claims.

iii. All those claims whether made against Sequoia Grove Charter Alliance, any of its subsidiary or affiliated entities or its
individual officers or directors (in an official or personal capacity).

b. Claims Not Covered: Claims covered by this Agreement do not include:

i. A claim for workers' compensation benefits;
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ii. A claim for unemployment compensation benefits;

iii. A claim under the National Labor Relations Act (NLRA), as amended;

iv. A claim by Sequoia Grove Charter Alliance for injunctive or other equitable relief, including without limitation claims for unfair
competition and the use or unauthorized disclosure of trade secrets or confidential information, for which Sequoia Grove Charter
Alliance may seek and obtain relief from a court of competent jurisdiction; and

v. A claim based upon Sequoia Grove Charter Alliance’s current (successor or future) employee benefits and/or welfare plans that
contain an appeal procedure or other procedure for the resolution of disputes under the plan.

c. Internal Efforts: As a prerequisite for submitting an employment dispute to mediation and, if necessary, arbitration, both you and
Sequoia Grove Charter Alliance agree to make good faith efforts at resolving any dispute internally on an informal basis through
Sequoia Grove Charter Alliance management channels appropriate to that particular dispute. [Insert language specifying contact
point, such as the human resources official or business executive, for resolving disputes informally.] Only when those internal efforts
fail may an employment dispute be submitted to mediation and (if necessary) final and binding arbitration under the terms of the
Procedure.

d. Nonbinding Mediation: If efforts at informal resolution fail, disputes arising under this Agreement must first be submitted for
non-binding mediation before a neutral third party. Mediation is an informal process where the parties to a dispute meet in an
attempt to reach a voluntary resolution, using the third party as a facilitator. Mediation shall be conducted and administered by [the
American Arbitration Association (AAA) under its Employment Mediation Rules, which are incorporated into this Procedure by
reference.

e. Binding Arbitration: If a covered dispute remains unresolved at the conclusion of the mediation process, either party may submit
the dispute for resolution by final binding confidential arbitration under the Procedure. The arbitration will be conducted under the
Employment Dispute Resolution Rules of the AAA. with the additional provision that the procedure shall be conducted on a
confidential basis. These Rules, incorporated by reference into this Procedure, include (but are not limited to) the procedures for the
joint selection of an impartial arbitrator and for the hearing of evidence before the arbitrator. The arbitrator shall have the authority
to allow for appropriate discovery and exchange of information before a hearing, including, but not limited to, production of
documents, information requests, depositions and subpoenas. A copy of the complete AAA Employment Dispute Resolution Rules
may be obtained from the Human Resources Department.

i. Any conflict between the rules and procedures set forth in the AAA rules and those set forth in this Agreement shall be resolved in
favor of those in this Agreement.

ii. The burden of proof at an arbitration shall at all times be on the party seeking relief.

iii. In reaching a decision, the arbitrator shall apply the governing substantive law applicable to the claims, causes of action and
defenses asserted by the parties as applicable in California. The arbitrator shall have the power to award all remedies that could be
awarded by a court or administrative agency in accordance with the governing and applicable substantive law, including, without
limitation, Title VII, the Age Discrimination in Employment Act, the Family and Medical Leave Act and other applicable civil rights and
employment laws.

f. Time Limits and Procedures: The aggrieved party must give written notice of any claim to the other party within six month’s time
after the event/s giving rise to the dispute occur.. The written notice shall describe the nature of all claims asserted and the facts
upon which those claims are based and shall be mailed to the other party by certified or registered mail, return receipt requested.
Any such notice shall be mailed to the attention of the Sequoia Grove Charter Alliance’s Human Resources Department at 8950 Cal
Center Dr. Bldg. One, Suite 110, Sacramento, CA. 95826.
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i. Any mediation or arbitration conducted under this Agreement shall take place in [specify location/venue] unless an
alternative location is chosen by the mutual agreement of the parties. The arbitrator shall render a decision and award
within 30 days after the close of the arbitration hearing or at any later time on which the parties may agree. The award
shall be in writing and signed and dated by the arbitrator and shall contain express findings of fact and the basis for
the award.

ii. The parties agree that Sequoia Grove Charter Alliance will pay the AAA administrative fees and the arbitrator's fees
and expenses. All other costs and expenses associated with the arbitration, including, without limitation, each party's
respective attorneys' fees, shall be borne by the party incurring the expense.

iii. Judgment upon the award rendered by the arbitrator may be entered in any court having jurisdiction. The award
may be vacated or modified only on the grounds specified in the U.S. Arbitration Act or other applicable law.

g. No Retaliation/Employment At-Will:

i. Under no circumstances will a Sequoia Grove Charter Alliance employee be retaliated against in any way for invoking
the procedure in good faith to seek the resolution of a dispute. Sequoia Grove Charter Alliance managers or supervisors
who engage in such retaliation will be subject to discipline under the appropriate Sequoia Grove Charter Alliance
disciplinary procedures.

ii. The Sequoia Grove Charter Alliance Arbitration and Mediation Procedure does not in any way alter the at-will
employment status of Sequoia Grove Charter Alliance employees. Sequoia Grove Charter Alliance and its employees are
always free to terminate the employment relationship at any time for any lawful reason and employment is not for any
specific or definite duration.

h. Severability: In the event any portion of this agreement is found to be unenforceable or illegal, it can be severed, and
the other provisions will remain in full force and effect.

2. This Agreement sets forth the complete agreement of the parties on the subject of mediation and arbitration of the
covered claims defined above and supersedes any prior or contemporaneous oral or written understanding on these
subjects. No party is relying on any representations, oral or written, on the subject or the effect, enforceability or
meaning of this agreement, except as specifically set forth in this procedure.

By providing your signature below, you indicate your agreement to the terms set forth above. By the provision of the
signature of the Sequoia Grove Charter Alliance Official named below, Sequoia Grove Charter Alliance indicates its
agreement, as well, to the terms set forth in this Procedure. Both parties understand that by agreeing to the terms in this
Procedure, both are giving up any constitutional or statutory right they may possess to have covered claims decided in
a court of law before a judge or a jury.

Agreed to and acknowledged:

Employee __________________________________________________________________ Date: ____________________________

Sequoia Grove Charter Alliance Representative: ________________________________ Date: ____________________________





BOARD RESOLUTION 

OF 

SEQUOIA GROVE CHARTER ALLIANCE 

  

We, the undersigned, being all the Directors of Sequoia Grove Charter Alliance, organized and 
existing under the laws of California, and having its principal place of business at 3101 
ZINFANDEL DR, STE 350, RANCHO CORDOVA, California 95670 (the "Corporation"), 
hereby certify that the following is a true and correct copy of a resolution duly adopted at a 
meeting of the Directors of the Corporation duly held and convened on September 19, 2024, at 
which a quorum of the Board of Directors was present and voting throughout, and that such 
resolution has not been modified, rescinded or revoked, and is at present in full force and effect: 

  

Therefore, it is resolved: 

  

that the Governing Board of Sequoia Grove Charter Alliance has authorized the addition of Janeal 
Cimino, Board President, to be an authorized signatory on the Chase Bank Account for Sequoia 
Grove Charter Alliance. 

 
In addition, the board requests the removal of Robert McGuire, former President of the 
organization, as an authorized signatory on the account. 

  

DIRECTORS 

  

President 

 
______________________________ ______________

 
Janeal Cimino  Date
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Secretary 

Member 

  

Member 

Member 

  

  

Circle this L.S. as there is no corporate seal. 

  

  

  

  

CERTIFICATE OF SECRETARY 

 
______________________________ ______________

 
Glad Donohue  Date

 
______________________________ ______________

 
Rose Faramarzi-Rad  Date

 
_____________________________ _____________

 
Robert McGuire  Date

 
______________________________ ______________

 
Gloria Maxwell  Date
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The Secretary of the Corporation hereby certifies that he/she is the duly elected and qualified 
Secretary of Sequoia Grove Charter Alliance and certifies that the above is a true and correct 
record of the resolution that was duly adopted by the Directors of the Corporation on September 
19, 2024. 

  

  

  

______________________________ 

Glad Donohue 

Secretary 

This is a RocketLawyer.com document. Page 3 of 3



Manager of HR & Operations

Job Title Manager of HR & Operations

Direct Report CEO or Board of Directors

FLSA Status Exempt

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

Salary Schedule Schedule B

Classification Coordinator

Board Approved 5/30/24

Revised

SUMMARY OF POSITION
The Manager of HR & Operations will oversee and support the daily operations of the CSO, and
serve as the representative of the CSO in all aspects of facilities and staff oversight.

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
● Observe and evaluate personnel
● Provide direct support to the Coordinator of the Library Services Team, Business

Manager, and Receptionist/Business Assistant.
● Manage and participate in lease and contract negotiations and renewals
● Coordinate with technology company to ensure that all aspects of contract with schools



and CSO are being fulfilled
● Meet regularly with the Business Manager regarding budgets, contracts, and invoices relating

to services provided.
● Meet regularly with the Admin Team from the partner schools to discuss and evaluate services,

processes, requests, etc.
● Create, write, and maintain contracts
● HR Responsibilities:

○ Compose/update job descriptions
○ Update salary schedule with assistance from back office
○ Post open positions on Edjoin
○ Facilitate Interviews, reference checks, position offers/declinations
○ Send and process new hire paperwork
○ Manage benefit selections in EASE for all CSO employees
○ Work with back office to set up employees in payroll system
○ Facilitate and manage staff vector training
○ Facilitate HR meetings between staff/supervisors, etc.
○ Provide support with progressive discipline
○ Provide leadership training to supervisors as needed

● Attend and present information and updates at regular meetings of the Governing Board
● Meet regularly with the Governance Liaison to create agendas, organize materials, and provide

support to the Governing Board for all board meetings
● 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
● Assist with coordination of event requests of schools outlined in service agreements
● Other duties as assigned

REQUIRED SKILLS/ABILITIES
● Attention to detail and accuracy; excellent organizational, analytical, and problem-solving

skills
● Ability to gather information and prepare reports
● Ability to adhere to timelines
● Ability to maintain accurate records and maintain confidentiality at all times
● 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 of experience in business management
● Experience working in an educational environment
● Employee management experience
● Charter School experience 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
are 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; and extensive reading, primarily on a
computer monitor. Occasional travel is 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
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 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



 
 
 

ReceptionistOffice Manager/Business Assistant 

Job Title  Office ManagerReceptionist/ Business Assistant 

Direct Report  Manager of HR & Operations 

FLSA Status  Hourly 

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

Salary Schedule  Schedule A 

Classification  Office Tech 2 

Board Approved 5/16/24 

Revised   

 

 

SUMMARY OF POSITION  
The Office Manager Receptionist/Business Assistant will report to the Manager Director of HR &  
Business and Operations.  This position will assist the Director of Business and Manager of HR & 
Operations and the Business Manager, as well as  and assisting in the daily operations of the Charter 
Services Organization office..  This is a full time on-site position. 

 

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  
● Coordinate the day to day operations and activities of the office 
●        Prepare, input, and maintain employee information Answer phones, greet visitors, and assist 

with           
       providing information or seeking assistance from other staff members 
●        Resolve and respond to phone and in person inquiries complaints and questions 
● Provide excellent customer service, while maintaining the highest standards of confidentiality to 

internal staff, students and parents alike 
● Maintain multiple calendars   
● Sort and distribute/scan incoming mail (i.e. invoices, student records etc) 
● Assist office staff to ensure the daily efficiency of workflow related tasks 
● Complete daily spreadsheet requests (i.e. shipping requests, student I.D. cards, & equipment 

rentals) 
● Manages various accounts within the office such as shipping, postage, ordering, etc. 
● Maintain office supplies and process staff ordering requests.  
● Refill coffee supplies, snack areas, drinks on a weekly basis or as needed 
● Oversee (oversight of facilities issues or concerns ) and notify the proper personnel 
● Provide meeting preparation and planning as needed  
● Assist and coordinate the assembly of office furniture and arrange the office layout  
● Initiate training for office staff regarding pertaining  the use of office equipment and safety 

procedures 

REQUIRED SKILLS/ABILITIES  
● Attention to detail and accuracy; excellent organizational, analytical, and problem-solving skills  
● Ability to gather information and prepare reports 
● Ability to adhere to timelines 
● Ability to maintain accurate records and maintain confidentiality at all times  
● Correct English usage, grammar, spelling, punctuation, and vocabulary.  
● Interpersonal skills using tact, patience, and courtesy.  
● 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 
● Maintain a professional demeanor at all times 

EDUCATION/EXPERIENCE  
● High School Diploma 



● AA Degree or higher desirable 
● Minimum of one year of increasingly responsible clerical or secretarial experience involving frequent 

public contact and customer service, preferably in the field of public education and/or work in a 
closely related field.  

 

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 are 
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; and extensive reading, primarily on a computer monitor. 
Occasional travel is 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 
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 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  

 



July 2024 SGCA 2024-2025 January 2025

S M T W T F S S M T W T F S

1 2 3 4 5 6 21 260 Day Staff Calendar 1 2 3 4 19

7 8 9 10 11 12 13 5 6 7 8 9 10 11

14 15 16 17 18 19 20 12 13 14 15 16 17 18

21 22 23 24 25 26 27 19 20 21 22 23 24 25

28 29 30 31 26 27 28 29 30 31

August 2024 February 2025

S M T W T F S S M T W T F S
1 2 3 22 1 18

4 5 6 7 8 9 10 2 3 4 5 6 7 8

11 12 13 14 15 16 17 9 10 11 12 13 14 15

18 19 20 21 22 23 24 16 17 18 19 20 21 22

25 26 27 28 29 30 31 23 24 25 26 27 28

September 2024 March 2025

S M T W T F S School Year Dates S M T W T F S
1 2 3 4 5 6 7 20 Aug 5 Teachers Return to Work 1 21

8 9 10 11 12 13 14 Aug 19 First Day of School 2 3 4 5 6 7 8

15 16 17 18 19 20 21 June 5th Last Teacher Day 9 10 11 12 13 14 15

22 23 24 25 26 27 28 16 17 18 19 20 21 22

29 30 23 24 25 26 27 28 29

30 31

October 2024 April 2025

S M T W T F S S M T W T F S

1 2 3 4 5 23 Holidays 1 2 3 4 5 16

6 7 8 9 10 11 12 6 7 8 9 10 11 12
13 14 15 16 17 18 19 Jul 4 4th of July 13 14 15 16 17 18 19

20 21 22 23 24 25 26 Jul 5 SGCA Birthday Observed 20 21 22 23 24 25 26

27 28 29 30 31 Sep 2 Labor Day 27 28 29 30

Nov 11 Veterans Day

November 2024 Nov 25-Nov 29 Fall Break May 2025

S M T W T F S Dec 23-Jan 3 Winter Break S M T W T F S

1 2 15 Jan 20 Martin Luther King, Jr. Day 1 2 3 21
3 4 5 6 7 8 9 Feb 14 Lincoln Day 4 5 6 7 8 9 10

10 11 12 13 14 15 16 Feb 17 Washington Day 11 12 13 14 15 16 17

17 18 19 20 21 22 23 Apr 14-18 Spring Break 18 19 20 21 22 23 24

24 25 26 27 28 29 30 May 26 Memorial Day 25 26 27 28 29 30 31

Jun 19 Juneteenth

December 2024 June 2025

S M T W T F S S M T W T F S

1 2 3 4 5 6 7 14 1 2 3 4 5 6 7 20

8 9 10 11 12 13 14 8 9 10 11 12 13 14

15 16 17 18 19 20 21 15 16 17 18 19 20 21

22 23 24 25 26 27 28 22 23 24 25 26 27 28

29 30 31 29 30

 School Closed Board Meetings  Staff Meetings



Board Training Survey Results

Background - A survey was shared with the Board Members to determine the best possible
format and time to hold the annual board training.

The results - The survey showed that the majority wanted to hold the Board Training virtually.
The top selected months were October and November. The best days / times was Thursday in
the afternoon / evening. Here is the data from the survey:

Board Training Format Preference:

Best Month for Trainings - these are from those who selected only virtual.



Best Month for Training - these are from those who selected only in-person.

Best Month for Training - these are from those who selected combination

Best Time for Training:


