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Excel Academy (CA)

Board of Directors Study Session

Published on November 3, 2023 at 2:02 PM PDT

Date and Time
Thursday November 9, 2023 at 10:20 AM PST

Location
Excel Academy Charter Schoo
I
1 Technology Drive, Ste 1-811
Irvine, CA 92618

Regus- Gateway Chula Vista
333 H Street, Suite 5000
Chula Vista, CA 91910

Zoom Meeting Information:
Dial In: +1 669 444 9171

Meeting ID: 836 2385 5231
Link: https://usO6web.zoom.us/j/83623855231

MISSION STATEMENT
Excel Academy will provide flexible, personalized learning through a customized course of study that will
educate, motivate, and instill a love of learning in each individual student. Teachers and parents will join together
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to maintain high expectations and promote academic excellence for all students creating the next generation of
leaders.

THE ORDER OF BUSINESS MAY BE CHANGED WITHOUT NOTICE
Notice is hereby given that the order of consideration of matters on this agenda may be changed without prior
notice.

REASONABLE LIMITATIONS MAY BE PLACED ON PUBLIC TESTIMONY
The Governing Board’s presiding officer reserves the right to impose reasonable time limits on public testimony
to ensure that the agenda is completed.

REASONABLE ACCOMMODATION WILL BE PROVIDED FOR ANY INDIVIDUAL WITH A DISABILITY
Pursuant to the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990, any individual with a
disability who requires reasonable accommodation to attend or participate in this meeting of the Governing
Board may request assistance by contacting Excel Academy Charter Schools.

Agenda
l. Opening Items 10:20 AM
A. Call the Meeting to Order William Hall 1m
B. Record Attendance William Hall 1m
Roll Call:
William Hall, President
Michael Humphrey, Vice President
Steve Fraire, Clerk
Susan Houle, Member
Larry Alvarado, Member
Il Pledge of Allegiance 10:22 AM
A. Led by Board President or Designee m
lll. Approve/Adopt Agenda 10:23 AM
A. Agenda Vote William Hall Tm

It is recommended the Board of Directors adopt as presented, the agenda for the
Board Study Session of November 9, 2023.
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Roll Call Vote:

William Hall

Michael Humphrey

Steve Fraire

Susan Houle

Larry Alvarado

Moved by Seconded by Ayes Nays ~ Absent

Public Comments/Recognition/Reports

Please submit a Request to Speak to the Board of Directors using the chat feature on the
right hand side of the Zoom platform. Please state the agenda item number that you wish
to address prior to the agenda item being called by the Board President. Not more than
three (3) minutes are to be allotted to any one (1) speaker, and no more than twenty (20)
minutes on the same subject. This portion of the agenda is for comments, recognitions and
reports to the Board and is not intended to be a question and answer period. If you have
questions for the Board, please provide the Board President with a written statement and
an administrator will provide answers at a later date.

Oral Presentations

A. Review of Third Amended Board Bylaws, Board  Discuss Eric Stevens
of Directors Manual and Related Policies

B. Executive Director/CEO Succession Planning Discuss Heidi Gasca
C. Performance Evaluation Planners for 2023/24 Discuss Megan Anderson
Calendar

The next Regular Board meeting will be held on December 14, 2023.

Closing Items

A. Adjourn Meeting Vote William Hall

Roll Call Vote:
William Hall
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Michael Humphrey

Steve Fraire

Susan Houle

Larry Alvarado

Moved by Seconded by Ayes Nays ~ Absent

FOR MORE INFORMATION
For more information concerning this agenda, contact
Excel Academy Charter School.
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Coversheet

Review of Third Amended Board Bylaws, Board of Directors
Manual and Related Policies

Section: V. Oral Presentations

Item: A. Review of Third Amended Board Bylaws, Board of Directors Manual
and Related Policies

Purpose: Discuss

Submitted by:

Related Material:

Amended Articles - Name Change CCCS to Excel Academy (Filed Secretary of State June 22, 202
0)_STAMPED (1).pdf

Third Amended Bylaws of Excel Academy Charter Schools (January 12_2023) (1).pdf

EACS Board of Directors Manual (3).pdf

9323 EACS - Public Participation at Board Meetings NEW.docx.pdf

Excel Academy November 2023 Board Bylaws and Manual Training.pdf
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Secretary of State
AMENDED AND RESTATED State of California
ARTICLES OF INCORPORATION OF -
COMMUNITY COLLABORATIVE CHARTER SCHOOL |4/ JUN 22 2020

The undersigned hereby certify that:

1

2

They are the president and secretary, respectively, of Community Collaborative Charter School,
a California nonprofit public benefit corporation.

The articles of incorporation of the corporation are amended and restated to read as follows:

ARTICLE I.
The name of the corporation is Excel Academy Charter Schools.
ARTICLE II.

A. This corporation is a nonprofit public benefit corporation and is not
organized for the private gain of any person. It is organized under the Nonprofit Public
Benefit Corporation Law for public and charitable purposes.

B. The specific purposes for which this corporation is organized are to
create, manage, operate, guide, direct, and promote one or more public charter schools,
and such other educational programs that promote lifelong learning as its Board of
Directors may approve from time to time.

ARTICLE 111,

A. This corporation is organized and operated exclusively for charitable
and educational purposes pursuant to and within the meaning of Section 501(c)(3) of
the Internal Revenue Code or the corresponding provision of any future United States
Internal Revenue Law.

B. No substantial part of the activities of this corporation shall consist of
carrying on propaganda, or otherwise attempting to influence legislation, and this
corporation shall not participate or intervene in any political campaign (including
publishing or distribution of statements) on behalf of any candidate for public office.

C Notwithstanding any other provision of these articles, the corporation
shall not, except to an insubstantial degree, engage in any other activities or exercise of
power that do not further the purposes of the corporation. The corporation shall not
carry on any other activities not permitted to be carried on by: (a) a corporation exempt
from federal income tax under Section 501(c)(3) of the Internal Revenue Code, or the
corresponding section of any future federal tax code; or (b) by a corporation,
contributions to which are deductible under Section 170(c)(2) of the Internal Revenue
Code, or the corresponding section of any future federal tax code.
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ARTICLE IV.

A. The assets and property of this corporation are irrevocably dedicated to
charitable and educational purposes and no part of the net income or assets of this
corporation shall inure to the benefit of any director, officer or member thereof or to
the benefit of any private person.

B. Upon the dissolution or winding up of the corporation, its assets
remaining after payment of all debts and liabilities of the corporation, shall be
distributed to another public school, or to a California nonprofit fund, foundation, or
corporation that is organized and operated exclusively for charitable and educational
purposes, and which has established its tax exempt status under Section 501(c)(3) of the
Internal Revenue Code, or the corresponding section of any future federal tax code, and
which maintains or participates in, or is eligible to maintain or participate in, a
governmental plan under Section 414(d) of the Internal Revenue Code, or to another
entity that maintains or participates in, or is eligible to maintain or participate in, a
governmental plan under Section 414(d) of the Internal Revenue Code.

3. The foregoing amended and restated articles of incorporation have been duly approved by the
corporation’s board of directors.

4, The corporation has no members.

We further declare under penalty of perjury under the laws of the State of California that the
matters set forth in this certificate are true and correct of their own knowledge.

e

William H resident

j{w MW

Kurt Madden, Secretary

Dated: June 11, 2020
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original record in the custody of the
California Secretary of State's office.

UL1020D <50

Iz LLA, Secretary of State
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THIRD AMENDED BYLAWS
OF
EXCEL ACADEMY CHARTER SCHOOLS
(A California Nonprofit Public Benefit Corporation)

Adopted on January 12, 2023

ARTICLE I. NAME

Section 1.01  Corporate Name. The name of this corporation is Excel Academy Charter Schools
(hereinafter, the “Corporation”).

ARTICLE Il. OFFICES

Section 2.01  Principal Office. The principal office of the Corporation is located at 1 Technology
Drive 1-811, Irvine, CA 92618. The Board of Directors (“Board”) may change the principal office from one
location to another within the State of California.

Section 2.02  Other Offices. The Board may at any time establish branch or subordinate offices
at any place or places where this Corporation is qualified to conduct its activities.

ARTICLE lll. PURPOSES

Section3.01  Description in Articles. The Corporation’s general and specific purposes are
described in its Articles of Incorporation.

ARTICLE IV. DEDICATION OF ASSETS

Section 4.01  Dedication of Assets. This Corporation’s assets are irrevocably dedicated to
charitable and educational purposes. No part of the net earnings, properties, or assets of the Corporation,
on dissolution or otherwise, shall inure to the benefit of any private person or individual, or to any Director
or officer of the Corporation. Upon dissolution of the Corporation, all properties and assets remaining
after payment, or provision for payment, of all debts and liabilities of the Corporation shall be distributed
as set forth in its Articles of Incorporation.

ARTICLE V. NO MEMBERS

Section5.01 No Members. The Corporation shall have no members within the meaning of
Section 5056 of the California Nonprofit Public Benefit Corporation Law.

Section 5.02  Authority Vested in the Board. Any action that otherwise requires approval by a
majority of all members, or approval by the members, requires only approval of the Board. All rights that
would otherwise vest under the California Nonprofit Public Benefit Corporation Law in the members shall
vest in the Board.

Section 5.03  Associates. The Corporation may use the term “members” to refer to persons
associated with it, but such persons shall not be corporate members within the meaning of Section 5056

Page 1 of 10
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of the California Nonprofit Public Benefit Corporation Law.
ARTICLE VI. BOARD OF DIRECTORS

Section 6.01  General Powers. Subject to the provisions and limitations of the California
Nonprofit Public Benefit Corporation Law and any other applicable laws, and any limitations of the Articles
of Incorporation or these Bylaws, the Corporation’s activities and affairs shall be conducted, and all
corporate powers shall be exercised, by or under the direction of the Board. The Board may delegate the
management of the Corporation’s activities to any person(s), management company, or committees,
however composed, provided that the Corporation’s activities and affairs shall be managed and all
corporate powers shall be exercised under the ultimate direction of the Board.

Section 6.02  Specific Powers. Without prejudice to such general powers, but subject to the
same limitations, the Board shall have the following powers:

(a) To approve personnel policies and monitor their implementation; to select and
remove certain officers, agents, and employees of the Corporation, and to prescribe such powers and
duties for them as are compatible with law, the Articles of Incorporation, or these Bylaws; to fix their
compensation;

(b) To conduct, manage, and control the affairs and activities of the Corporation and to
make such rules and regulations to do so which are not inconsistent with law, the Corporation’s Articles
of Incorporation, or these Bylaws;

(c) To change the principal office or the principal business office in California from one
location to another; cause the Corporation to be qualified to conduct its activities in any other state,
territory, dependency, or country; and conduct its activities in or outside California;

(d) To borrow money and incur indebtedness for the Corporation’s purposes and to
cause to be executed and delivered therefore, in the corporate name, promissory notes, bonds,
debentures, deeds of trust, mortgages, pledges, hypothecations, and other evidences of debt and security
therefore;

(e) To carry on a business and apply any revenues in excess of expenses that result from
the business activity to any activity that it may lawfully engage in;

(f) To acquire by purchase, exchange, lease, gift, devise, bequest, or otherwise, and to
hold, improve, lease, sublease, mortgage, transfer in trust, encumber, convey, or otherwise dispose of
real and personal property;

(g) To act as trustee under any trust incidental to the principal object of the Corporation,
and to receive, hold, administer, exchange, and expend funds and property subject to such trust; and

(h) To enter into any contracts or other instruments, and do any and all other things
incidental to or expedient for attainment of the Corporation’s purposes.

Section 6.03  Number of Directors. The Board shall consist of a minimum of three (3) and no
more than nine (9) Directors, with the actual number to be determined from time to time by the Board.

Page 2 of 10
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If a charter authorizer representative serves on the Board pursuant to Education Code Section 47604(c),
the Board may elect an additional Director to maintain an odd number of Directors, even in excess of the
nine (9) Director limit described in this section.

Section 6.04  Election of Directors. Unless an alternative process is adopted or implemented
by the Board, candidates shall be nominated, evaluated and elected as follows:

(a) The Board will appoint an advisory committee to identify qualified candidates for
election to the Board and will endeavor to appoint the committee at least thirty (30) days before any
election of Director(s). The committee will prepare and provide the Board a list of qualified candidates
nominated by the committee and will endeavor to complete and provide the Board such list at least seven
(7) days before the election or at such other time as the Board may direct. If available at the time, the
Secretary shall also provide the Board with a copy of the list when sending notice of the meeting at which
the election will be held, or as soon as possible thereafter.

(b) Directors shall be elected by a majority vote of the Directors then in office, typically
at the Board’s annual meeting. All Directors shall have full voting rights.

Section 6.05 Terms of Office. With the exception of the initial Board that served five-year
terms, each Director shall hold office for a three-year term, but the Board may designate a particular
Director to serve a one-, two- or three-year term in order to maintain staggered terms on the Board. Each
incumbent Director shall serve until a successor has been elected and seated by the Board. There shall
be no limitation on the number of consecutive terms to which a Director may be re-elected.

Section 6.06  Events Causing Vacancies on Board. A vacancy on the Board shall be deemed to
exist if a Director dies, resigns, is removed, or if the authorized number of Directors is increased. The Board
may declare vacant the office of a Director who has been declared of unsound mind by a final order of
court, convicted of a felony, or found by a final order or judgment of any court to have breached any duty
arising under Article 3 of Chapter 2 of the California Nonprofit Public Benefit Corporation Law. Vacancies
on the Board shall be filled by the vote of a majority of Directors then in office. Each Director so elected
shall hold office until the expiration of the term of the replaced Director and until a successor has been
duly elected and seated by the Board.

Section 6.07 Removal. Any Director may be removed at any time by a majority vote of the
Board, with or without cause.

Section 6.08  Resignation. Subject to Section 5226 of the California Nonprofit Public Benefit
Corporation Law, any Director may resign effective upon giving written notice to the Executive Director
and the Board President, or the Board as a whole, unless the notice specifies a later time for the
effectiveness of such resignation. If the resignation is effective at a future time, a successor may be
elected before then to take office when the resignation becomes effective. No Director may resign when
the Corporation would then be left without at least one (1) Director in charge of its affairs.

Section 6.09  Brown Act and Charter Schools Act Compliance; Location of Meetings. Meetings
of the Board with respect to charter school operations shall be called, held, and conducted in accordance
with the terms and provisions of the Ralph M. Brown Act (Government Code Sections 54950, et seq.)
(“Brown Act”) and the Charter Schools Act.

Page 3 of 10
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Section 6.10  Annual Meetings. The Board shall meet annually for the purpose of organization,
election of directors and officers, and the transaction of such other business as may properly be brought
before the meeting.

Section 6.11  Regular Meetings. The Board shall hold regular meetings, along with the annual
meetings, at such times and places as may from time to time be fixed by the Board. Regular meetings of
the Board related to charter school operations shall be called, held, and conducted in accordance with the
Brown Act and the Charter Schools Act, including that agendas for such meetings will be posted seventy-
two (72) hours prior to the meeting in a location that is freely accessible to members of the public and on
the school’s website. The notice shall contain a brief general description of each item of business to be
transacted or discussed at the meeting.

Section 6.12  Special Meetings. Special meetings of the Board for any purpose may be called
at any time by the Executive Director, the Board President, or any two Directors. Notice of the time and
place of special meetings shall be delivered to each Director personally or by telephone or email. Notice
of special meetings related to charter school operations shall be provided at least twenty-four (24) hours
prior to the meeting and shall be held in locations and in a manner consistent with the Brown Act and the
Charter School Act.

Section 6.13  Quorum. A majority of the actual number of Directors then in office shall
constitute a quorum. Every action taken or decision made by a majority of the Directors present at a
meeting duly held at which a quorum is present is an act of the Board, subject to the provisions of
Corporations Code Section 5212 (appointment of committees), Section 5233 (approval of contracts or
transactions in which a director has a direct or indirect material financial interest), Section 5234 (approval
of certain transactions between corporations having common directorships), Section 5235 (compensation
of directors or officers), and Section 5238(e) (indemnification of directors), and except as may be
otherwise provided under the Political Reform Act, if applicable. A meeting at which a quorum is initially
present may continue to transact business, notwithstanding the withdrawal of Directors, but no action
can be taken unless and until a quorum is restored. Directors may not vote by proxy.

Section 6.14  Participation by Teleconference. Directors may participate in a meeting of the
Board through the use of teleconference telephone, electronic video communication, or similar
communications equipment, so long as each Director participating in such meeting can communicate with
all of the other Directors concurrently and is provided the means of participating in all matters before the
Board. In addition, a Board meeting related to charter school operations must be noticed and conducted
in compliance with Section 54953(b) of the Brown Act and the Charter Schools Act, including without
limitation the following:

(a) At a minimum, a quorum of the members of the Board shall participate in the
teleconference meeting from locations within the Corporation’s jurisdiction;

(b) All votes taken during a teleconference meeting shall be by roll call;

(c) Agendas shall be posted at all teleconference locations, with each location identified
in the notice and agenda of the meeting;

(d) All locations where a member of the Board participates via teleconference must be
fully accessible to members of the public and shall be listed on the agenda;

Page 4 of 10
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(e) Members of the public must be able to hear what is said during the meeting and shall
be provided with an opportunity to address the Board directly at each teleconference location; and

(f) Members of the public attending a meeting conducted via teleconference need not
give their name when entering the conference call.

Section 6.15  Waiver of Notice. Notice of a meeting need not be given to any Director who
signs a waiver of notice or a written consent to holding the meeting or an approval of the minutes thereof,
whether before or after the meeting, or who attends the meeting without protesting the lack of notice to
such Director prior thereto or at its commencement. All such waivers, consents, and approvals shall be
filed with the corporate records or made a part of the minutes of the meetings.

Section 6.16  Action Without Meeting. The Board may take action without a meeting with
respect to activities that are not related to charter school operations, if any, so long as all Directors on the
Board consent in writing to such action and if allowed by applicable law under the Government and
Educations Codes. Such written consents shall have the same effect as a unanimous vote of the Board
and shall be filed with the minutes of the Board.

Section 6.17  Adjournment. A majority of the Directors present, whether or not a quorum is
present, may adjourn any Board meeting to another time and place. If the meeting is adjourned for more
than twenty-four (24) hours, notice of any adjournment to another time or place shall be given prior to
the adjourned meeting to the Directors who were not present at the time of the adjournment.

Section 6.18  Compensation and Reimbursement. Directors may receive such compensation
for their service as Directors and/or officers as the Board may establish by resolution to be just and
reasonable compensation as to the Corporation at the time that the resolution is adopted. The Board
may approve the reimbursement of a Director’s actual and necessary expenses incurred when conducting
the Corporation’s business.

Section 6.19  Interested Person. No more than forty-nine percent (49%) of the persons serving
on the Board may be interested persons. An interested person is (a) any person currently being
compensated by the Corporation for services rendered to it within the previous 12 months, whether as a
full-time or part-time employee, independent contractor, or otherwise, excluding any reasonable
compensation paid to a Director as Director; and (b) any brother, sister, ancestor, descendant, spouse,
brother-in-law, sister-in-law, son-in-law, daughter-in-law, mother-in-law, or father-in-law of such person.
The Board may adopt other policies circumscribing potential conflicts of interest.

ARTICLE VII. BOARD OFFICERS

Section 7.01  Board Officers. The Corporation shall have the following Board officer positions,
which shall be filled by Directors currently serving on the Board pursuant to Section 7.02 below, and who
shall have such authority and duties as the Board may determine including the following:

(a) Board President, who shall ensure that Board meetings are conducted in an efficient,
transparent and orderly manner, including without limitation the following duties:

e (Call the meeting to order at the appointed time and preside over the meeting;
e Announce the business to come before the Board in its proper order;

Page 5 of 10
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e Enforce these bylaws related to the conduct of meetings and help ensure compliance
with applicable requirements of the Brown Act and Charter Schools Act;

e Recognize persons who desire to speak, and protect the speaker who has the floor
from disturbance or interference;

e Facilitate the Board’s effective deliberation, ensuring that each Director has an
opportunity to participate and that the discussion remains focused;

e Rule onissues of parliamentary procedure; and

e Put motions to a vote, and clearly state the results of the vote.

(b) Board Vice President, who shall preside at Board meetings and fulfill the Board
President’s responsibilities described above in the absence of the Board President.

(c) Board Clerk, who may preside at Board meetings and fulfill the Board President's
responsibilities described above in the absence of the Board Vice President or the Board President. In
addition to the Board President, the Board Clerk shall review and sign the Board approved minutes of this
Corporation.

Section 7.02  Election of Board Officers. The Board officers shall be elected annually by a
majority vote of the Board at a regular or special meeting of the Board, shall serve at the pleasure of the
Board for one (1) year terms without a limitation on the number of consecutive terms, and shall hold their
respective offices until their resignation, removal, or other disqualification from service.

Section 7.03  Removal of Board Officers. Any Board officer may be removed, with or without
cause, by a majority vote of the Board at any time. Such removal shall be without prejudice to the rights,
if any, of an officer under any contract of employment.

Section 7.04  Resignation of Board Officers. Any Board officer may resign at any time by giving
written notice to the Board, but without prejudice to the rights, if any, of the Corporation under any
contract to which the officer is a party. Any such resignation shall take effect upon receipt of that notice
or at any later time specified by that notice and, unless otherwise specified in that notice, the acceptance
of such resignation shall not be necessary to make it effective.

Section 7.05  Board Officer Vacancies. A vacancy in any Board office for any reason shall be
filled in the manner provided in Section 7.02 for the election of Board officers, except that such vacancies
shall be filled as they occur (rather than annually).

ARTICLE VIIl. CORPORATE OFFICERS

Section 8.01  Corporate Officers. The Corporation shall have the following corporate officer
positions, which are typically held by employees or contractors of the Corporation, who shall have the
following duties and shall serve pursuant to their contracts of employment:

(a) Executive Director, who shall be the general manager and chief executive officer of
the Corporation, and, subject to the control of the Board and their employment contract, shall generally
supervise, direct, and control the activities, affairs, and employees of the Corporation, and shall see that
all resolutions of the Board are carried into effect, and shall perform any and all other duties assigned by
the Board, and by contract if an employee. The Executive Director shall be reported on the Statement of

Page 6 of 10

Powered by BoardOnTrack

14 of 88



Excel Academy (CA) - Board of Directors Study Session - Agenda - Thursday November 9, 2023 at 10:20 AM

Information filed with the Secretary of State as the Chief Executive Officer of the Corporation.

(b) Chief Financial Officer, who shall supervise the charge and custody of all funds of this
Corporation, the deposit of such funds in the manner prescribed by the Board, and the keeping and
maintaining of adequate and correct accounts of the Corporation’s properties and business transactions,
shall render reports and accountings as required, and shall have such other powers and duties as may be
prescribed by the Board or these Bylaws. The Chief Financial Officer shall be reported on the Statement
of Information filed with the Secretary of State as the Chief Financial Officer of the Corporation.

(c) Secretary, who shall be responsible for keeping a full and complete record of the
proceedings of the Board and its committees, giving such notices as may be proper and necessary, keep
the minute books of this Corporation, and shall have such other powers and duties as may be prescribed
by the Board or these Bylaws. The Secretary shall be reported on the Statement of Information filed with
the Secretary of State as the Secretary of the Corporation.

Section 8.02  Duplication of Office Holders. Any number of offices may be held by the same
person, except that neither the Secretary, the Treasurer (if any) nor the Chief Financial Officer may serve
concurrently as the Board President or the Executive Director.

Section 8.03 Compensation of Officers. Subject to Section 6.18 above, the salaries of officers,
if any, shall be fixed from time to time by resolution of the Board, or in the case corporate officers hired
by the Executive Director, the Executive Director shall have the authority to fix such corporate officers’
salaries, if any. In all cases, any salaries received by the Corporation’s officers shall be reasonable and
given in return for services actually rendered for the Corporation which relate to the performance of the
charitable purposes of the Corporation.

ARTICLE IX. COMMITTEES

Section9.01 Board Committees. The Board may create one or more committees, each
consisting of two (2) or more Directors or others to serve at the pleasure of the Board, and may delegate
to such committee any of the authority of the Board, except with respect to:

(a) Final action on any matter that, by law, requires approval of all of the Directors or a
majority of all of the Directors;

(b) The filling of vacancies on the Board or on any committee which has the authority of
the Board;

(c) The fixing of compensation, if any, of the Directors for serving on the Board or on any
committee;

(d) The amendment or repeal of the Corporation’s Bylaws or the adoption of new Bylaws;

(e) The amendment or repeal of any resolution of the Board which by its express terms
is not so amendable or repealable;

(f) The appointment of other committees having the authority of the Board; or

Page 7 of 10
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(g) The expenditure of corporate funds to support a nominee for Director after there are
more people nominated for Director than can be elected.

Committees must be created, and the members thereof appointed, by resolution adopted by a
majority of the number of Directors then in office. The Board may appoint, in the same manner, alternate
members to a committee who may replace any absent member at any meeting of the committee.

Section9.02  Meetings and Action of Board Committees. Meetings and actions of Board
committees shall be governed generally by, held, and taken in accordance with the provisions of these
Bylaws concerning meetings of the Board, except that special meetings of committees may also be called
by resolution of the Board. Meetings of committees related to charter school operations shall be
conducted in accordance with the Brown Act, if applicable. The Board may prescribe the manner in which
proceedings of any such committee shall be conducted, so long as such rules are consistent with these
Bylaws and the Brown Act, if applicable. In the absence of any such rules by the Board, each committee
shall have the power to prescribe the manner in which its proceedings shall be conducted. Minutes shall
be kept of each meeting of each committee and shall be filed with the corporate records.

Section 9.03  Revocation of Delegated Authority to Board Committees. The Board may, at any
time, revoke or modify any or all of the authority so delegated to a committee, increase or decrease, but
not below two (2), the numbers of its members, and may fill vacancies therein from the members of the
Board.

Section9.04  Audit Committee. For any tax year in which the Corporation has non-
governmental gross revenues of $2 million or more or is otherwise required by applicable law to have an
independent audit, this Corporation shall have an Audit Committee whose members shall be appointed
by the Board, and may include both Directors and non-Directors, subject to the following limitations: (a)
members of the Finance Committee, if any, shall constitute less than one-half of the membership of the
Audit Committee; (b) the Chair of the Audit Committee may not be a member of the Finance Committee,
if any; (c) the Audit Committee may not include any member of the staff, including the Chief Executive
Officer and the Chief Financial Officer; (d) the Audit Committee may not include any person who has a
material financial interest in any entity doing business with this Corporation; and (e) Audit Committee
members may not receive compensation greater than the compensation paid to Directors for their service
on the Board (as provided herein, members of the Board are not compensated for service on the Board).

The Audit Committee shall: (1) recommend to the full Board for approval the retention and, when
appropriate, the termination of an independent certified public accountant to serve as auditor; (2) subject
to the supervision of the full Board, negotiate the compensation of the auditor on behalf of the Board; (3)
confer with the auditor to satisfy the Audit Committee members that the financial affairs of this
Corporation are in order; (4) review and determine whether to accept the audit; and (5) approve
performance of any non-audit services provided to this Corporation by the auditor’s firm.

ARTICLE X. INDEMNIFICATION AND INSURANCE

Section 10.01 Indemnification. To the fullest extent permitted by law, the Corporation shall
indemnify its Directors, officers, employees, and other persons described in Corporations Code Section
5238(a), including persons formerly occupying any such positions, against all expenses, judgments, fines,
settlements, and other amounts actually and reasonably incurred by them in connection with any
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“proceeding,” as that term is used in that section, and including an action by or in the right of the
Corporation by reason of the fact that the person is or was a person described in that section. “Expenses”
shall have the same meaning herein as in Section 5238(a) of the Corporations Code. On written request
to the Board of Directors by any person seeking indemnification under Corporations Code Section 5238(b)
or Section 5238(c), the Board of Directors shall promptly decide under Corporations Code Section 5238(e)
whether the applicable standard of conduct set forth in Corporations Code Section 5238(b) or Section
5238(c) has been met and, if so, the Board of Directors shall authorize indemnification.

Section 10.02 Insurance. The Corporation shall have the right to purchase and maintain
insurance to the full extent permitted by law on behalf of its officers, Directors, employees, and other
agents, to cover any liability asserted against or incurred by any officer, Director, employee, or agent in
such capacity or arising from the officer’s, Director’s, employee’s, or agent’s status as such.

Section 10.03 Non-Liability of Directors. No Director shall be personally liable for the
Corporation’s debts, liabilities, or other obligations.

ARTICLE XI. RECORDS AND REPORTS

Section 11.01 Maintenance of Corporate Records. The Corporation shall keep (a) adequate and
correct books and records of account; (b) written minutes of the proceedings of the Board and committees
of the Board; (c) the original or a copy of its Articles of Incorporation and Bylaws, as amended to date; and
(d) such reports and records as required by law.

Section 11.02 Inspection. Every Director shall have the right at any reasonable time, and from
time to time, to inspect all books, records, and documents of every kind and the physical properties of the
Corporation, subject to applicable law. Such inspection by a Director may be made in person or by agent
or attorney and the right of inspection includes the right to copy and make extracts. This right to inspect
may be circumscribed in instances where the right to inspect conflicts with California or federal law (e.g.,
restrictions on the release of educational records under FERPA) pertaining to access to books, records,
and documents.

Section 11.03 Annual Report. Pursuant to Corporations Code Section 6321, within 120 days
after the close of its fiscal year the Corporation shall send each Director and any other persons as may be
designated by the Board, a report containing the following information in reasonable detail:

(a) The assets and liabilities, including the trust funds, of the Corporation as of the end
of the fiscal year.

(b) The principal changes in the assets and liabilities, including trust funds, during the
fiscal year.

(c) The revenue or receipts of the Corporation, both unrestricted and restricted to
particular purposes, for the fiscal year.

(d) The expenses or disbursements of the Corporation, for both general and restricted
purposes, during the fiscal year.

The annual report shall be accompanied by any report thereon of independent accountants or, if
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there is no such report, by the certificate of an authorized officer of the Corporation that such statements
were prepared without audit from the books and records of the Corporation.

Section 11.04 Annual Statement of Certain Transactions and Indemnifications. As part of the
annual report to all Directors, or as a separate document if no annual report is issued, the Corporation
shall, within 120 days after the end of the Corporation's fiscal year, annually prepare and deliver to each
Director any information required by Corporations Code Section 6322 with respect to the preceding year.

ARTICLE XIl. OTHER PROVISIONS

Section 12.01 Construction and Definitions. Unless the context otherwise requires, the general
provisions, rules of construction, and definitions contained in the California Nonprofit Public Benefit
Corporation Law shall govern the construction of these Bylaws. Without limiting the generality of the
preceding sentence, the masculine gender includes the feminine and neuter, the singular includes the
plural, the plural includes the singular, and the term "person" includes both a legal entity and a natural
person.

Section 12.02  Fiscal Year. The fiscal year of the Corporation shall be from July 1% through June
30t of the following year.

ARTICLE Xlll. AMENDMENT OF BYLAWS

Section 13.01 Bylaw Amendments. The Board may adopt, amend, or repeal Bylaws unless
doing so would be a prohibited amendment under the California Corporations Code. Any amendment to
these Bylaws will require a majority vote of the Directors then in office.

#H ##

CERTIFICATE OF ADOPTION

| certify that | am the Secretary of Excel Academy Charter Schools, a California nonprofit public
benefit corporation, and that the foregoing Third Amended Bylaws constitute the Bylaws of such
Corporation that were duly adopted by its Board of Directors on January 12, 2023.

IN WITNESS WHEREOF, | have executed this certificate on January ___, 2023.

Secretary, Excel Academy Charter Schools
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ROLE OF THE BOARD

The Board of Directors (Board) is elected to provide

leadership and oversight of the nonprofit corporation that
operates charter school(s). The Board shall ensure that the
nonprofit corporation is responsive to the values, beliefs,
and priorities of the communities it serves.

The Board shall work with the

Superintendent/CEQO/Executive Director to fulfill its major
responsibilities, which include:

1.Setting the direction for the nonprofit corporation
through a process that involves the counties,
communities, parents/guardians, students, and staff
and is focused on student learning and achievement

1.Establishing an effective and efficient organizational
structure for the nonprofit corporation by:

a.Employing the Superintendent/CEQO/Executive
Director and setting policy for hiring of other
personnel

b.Overseeing the development and adoption of
policies

c.Establishing academic expectations and adopting
the curriculum and instructional materials

d.Establishing budget priorities and adopting the
budget

e.Providing safe, adequate facilities that support the
school’s operations

3. Providing support to the Superintendent/CEQO/Executive

Director and other staff as they carry out the Board's

direction by:

a.Establishing and adhering to standards of
responsible governance

b.Making decisions and providing resources that
support the nonprofit corporation priorities and
goals

c.Upholding Board policies

d.Being knowledgeable about school programs
and efforts in order to serve as effective
spokespersons

4. Ensuring accountability to the public for the
performance of the school(s) and compliance with the
charter(s) by:

a.Establishing and approving all major
educational and operational policies

b. Approval all major contracts

c.Approving the charter school’s annual budget
and overseeing the charter school’s fiscal affairs

d.Hearing expulsion recommendations at
scheduled Board of Directors’ meetings to meet
the required timeframe for expulsions

e.Evaluating the Superintendent/CEO /Executive
Director who oversees the day-to-day
operations of the charter school and
implementing the policy direction of the Board

f.Developing annual goals for the charter school
and long range plans with input from the
Superintendent/CEO /Executive Director,
teachers, and parent/guardian advisory council
members

g.Receiving reports from, and providing
recommendations to, the
Superintendent/CEO /Executive Director
relative to long-term strategic planning
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h. Assessing the charter school’s goals, objectives, academic
achievement/student progress, financial status, and any
need for redirection

i. Evaluating charter school and student performance

5. Providing leadership and advocacy on behalf of students, the
educational program, and public education in order to build
support within the local counties and communities.

GOVERNANCE STANDARDS

The Board believes that its primary responsibility is to act in the best interests of every student in the school(s). The
Board is also committed to parents/guardians, counties, communities, employees, the State of California, and the
laws pertaining to public education, as well as established policies of the school(s). To maximize Board
effectiveness and public confidence in Board governance, Board members are expected to govern responsibly and
hold themselves to the highest standards of ethical conduct.

The Board expects its members to work with each other and the Superintendent/CEO /Executive Director to ensure
that a high-quality education is provided to each student. Each individual Board member shall:

1.Keep learning and achievement for all students as the primary focus

2.Value, support and advocate for public education

3.Recognize and respect differences of perspective and style on the Board and among staff, students, parents,
and the counties and communities it serves

4. Act with dignity, and understand the implications of demeanor and behavior

5.Keep confidential matters confidential

6.Participate in professional development and commit the time and energy necessary to be an informed and
effective leader

7.Understand the distinctions between Board and staff roles, and refrain from performing management functions
that are the responsibility of the Superintendent/CEO/Executive Director and other staff

8.Understand that authority rests with the Board as a whole and not with individuals

Board members shall also assume collective responsibility for building unity and creating a positive organizational
culture. To operate effectively, the Board shall have a unity of purpose and:

1.Keep the the nonprofit corporation focused on learning and achievement for all students

2.Communicate a common vision

3.Operate openly, with trust and integrity

4.Govern in a dignified and professional manner, treating everyone with civility and respect

5.Govern within Board-adopted policies and procedures

6.Take collective responsibility for the Board's performance

7.Annually evaluate its own effectiveness

8.Ensure opportunities for the diverse range of views in the students, staff, counties and communities it serves to
inform Board deliberations.
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PUBLIC STATEMENTS

The Board recognizes its members may participate in public discourse on matters of civic or community interest,
including those involving the nonprofit corporation, and their right to freely express their personal views. However, to
ensure communication of a consistent, unified message regarding nonprofit corporation issues, Board members are
expected to respect the authority of the Board to choose its representatives to communicate its positions and to
abide by established protocols.

All public statements authorized to be made on behalf of the Board shall be made by the Board President or, if
appropriate, by the Superintendent/CEQO/Executive Director or other designated representative.

When speaking for the nonprofit corporation, the Board encourages its spokespersons to exercise restraint and tact
and to communicate the message in a manner that promotes public confidence in the Board's leadership.

Board spokespersons shall not disclose confidential information or information received in closed session except when
authorized by a majority of the Board, nor shall Board spokespersons express any support for (or opposition to) any
candidate(s) for political office. The Board must ensure that any statements or informational materials concerning
proposed legislation or political candidates are provided in a neutral, nonpartisan and educational manner that is
consistent with state and federal restrictions for 501(c)(3) nonprofits and public agencies.

When speaking to community groups, members of the public, or the media, individual Board members should
recognize that their statements may be perceived as reflecting the views and positions of the Board. Board members
have a responsibility to identify personal viewpoints as such and not as the viewpoint of the Board.

In addition, the Board encourages members who participate on social networking sites, blogs, or other discussion or
informational sites to conduct themselves in a respectful, courteous, and professional manner and to model good
behavior for students and the community. Such electronic communications are subject to the same standards and
protocols established for other forms of communication. Furthermore, the Brown Act prohibits Board members from
responding directly to any community on an internet-based social media platform regarding a matter that is within
the subject-matter jurisdiction of the Board (e.g., charter school matters) that is made, posted, or shared by any other
Board member.

DISCLOSURE OF CONFIDENTIAL/PRIVILEGED
INFORMATION

The Board recognizes the importance of maintaining the

Confidential information means a communication made
in a closed session that is specifically related to the

basis for the Board to meet lawfully in closed session.
confidentiality of information acquired as part of a Board Y

member's official duties. Confidential/privileged information .
, Other Disclosures

shall be released only to the extent authorized by law and . , ,
A Board member shall not disclose, for pecuniary gain,

upon approval from the Board. ' o ' L
confidential information acquired in the course of

. . . his/her official duties. Confidential information includes
Disclosure of Closed Session Information ' ' , . )
) ) o . information that is not a public record subject to
A Board member shall not disclose confidential information . . . .
] ) ] ] disclosure under the Public Records Act, information
acquired during a closed session to a person not entitled to ' , ,
i ) ) o that by law may not be disclosed, or information that
receive such information, unless a majority of the Board has o ,
] L may have a material financial effect on the Board
authorized its disclosure.

member.
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Other Disclosures (continued)
The Board may take action against any person for disclosing confidential information.

Disclosures excepted from this prohibition are those made to law enforcement officials when reporting on improper
governmental activities.

BOARD MEMBER ELECTRONIC COMMUNICATIONS

The Board recognizes that electronic communication is an efficient and convenient way for Board members to
communicate and expedite the exchange of information within the nonprofit corporation and with members of the
public. Board members shall exercise caution so as to ensure that electronic communications are not used as a
means for the Board to deliberate outside of an agendized Board meeting nor to circumvent the public's right to
access records regarding the nonprofit corporation.

A quorum of the Board shall not, outside of an authorized Board meeting, use a series of electronic communications
of any kind including emails, texts, or communications on an internet-based social media platform, directly or
through intermediaries, to discuss, deliberate, or take action on any item that is within the subject-matter jurisdiction
of the Board (e.g., charter school matters).

Examples of permissible electronic communications concerning the nonprofit corporation include, but are not limited
to, dissemination of Board meeting agendas and agenda packets, reports of activities from the
Superintendent/CEO /Executive Director sent to Board members, and reminders regarding meeting times, dates,
and places. Board members must not use the “reply all” function via email to respond to these communications.

In addition, Board members may use electronic communications to discuss matters that do not pertain to the
nonprofit corporation, regardless of the number of Board members participating in the discussion. However, Board
members must be clear that such communications regarding any candidates for political office or proposed
legislation are their own personal viewpoints and do not represent the Board, the nonprofit corporation or the
school.

Board members shall make every effort to ensure that their electronic communications conform to the same
standards and protocols established for other forms of communication. A Board member may respond, as
appropriate, to an electronic communication received from a member of the community and should make clear that
their response does not necessarily reflect the views of the Board as a whole. Any complaint or request for
information should be forwarded to the Superintendent/CEO/Executive Director in accordance with Board policies
and procedures so that the issue may receive proper consideration and be handled through the appropriate
nonprofit corporation process. As appropriate, communication received from the media shall be forwarded to the
Superintendent/CEO/Executive Director.

To the extent possible, electronic communications regarding any nonprofit corporation-related business shall be
transmitted through a nonprofit corporation-provided device or account. Conversely, personal communications shall
not be transmitted through a nonprofit corporation-provided device or account, nor shall communications regarding
candidates for political office or proposed legislation without prior approval from the Board. Board members should
keep in mind that such electronic communications (those transmitted through a provided device or account, or those
pertaining to charter school matters) may be subject to public disclosure under the Public Records Act.
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LIMITS OF BOARD
MEMBER AUTHORITY

The Board recognizes that the Board governs the
nonprofit corporation and that a Board member has no
individual authority. Board members shall hold the
interests of the nonprofit corporation above any partisan
principle, group interest, or personal interest.

Unless agreed to by the Board as a whole, individual
members of the Board shall not exercise any
administrative responsibility with respect to the schools or
command the services of any school employee. Individual
Board members shall submit requests for information to
the Superintendent/CEO/Executive Director. Board
members shall refer Board-related correspondence to the
Superintendent/CEQO/Executive Director for forwarding
to the Board or for placement on the Board's agenda, as
appropriate.

Individual Board members do not have the authority to
resolve complaints. Any Board member approached
directly by a person with a complaint should refer the
complainant to the Executive Director or designee so that
the problem may receive proper consideration and be
handled through the appropriate nonprofit corporation
process.

A Board member whose child is attending a nonprofit
corporation school should be aware of their role as a
Board member when interacting with nonprofit
corporation employees about their child.

The Superintendent/CEO/Executive Director designee
shall provide a copy of the state's open meeting laws
(Brown Act) to each Board member and to anyone who is
elected to the Board but has not yet assumed office.

Board members and persons elected to the Board who
have not yet assumed office are responsible for complying
with the requirements of the Brown Act.

OATH OR
AFFIRMATION

It is a tradition of the Board that, prior to entering
office, all Board members take an oath or
affirmation.

The following oath may be administered and
certified by the Superintendent/CEO/Executive
Director and/or the Board President:

"I, do solemnly swear (or
affirm) that | will support and defend
the Constitution of the State of
California against all enemies,
foreign and domestic; that | will bear
true faith and allegiance to the
Constitution of the United States and
the Constitution of the State of
California; that | take this obligation
freely, without any mental reservation
or purpose of evasion; and that | will
well and faithfully discharge the
duties upon which | am about to
enter."
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ORIENTATION

The Board recognizes the importance of providing all newly elected Board members with support and
information to assist them in becoming effective members of the Board. Incoming Board members are provided
an orientation designed to build their knowledge of the nonprofit corporation and an understanding of the
responsibilities of their position. Such orientation may include the provision of information, support, and/or
training related to Board functions, policies, protocols, and standards of conduct.

As early as possible following the election of Board members, one or more orientation sessions may be held
during open meeting(s) of the Board or scheduled 1:1 meetings with the Superintendent/CEQO /Executive
Director and other staff. The Board President and the Superintendent/CEO /Executive Director or designee
shall develop an agenda for the meeting(s) and shall identify resources that may be useful for incoming Board
members.

Upon their election, incoming Board members shall be provided a copy of the Brown Act and informed that,
pursuant to Government Code 54952.1, they must conform to the Act's requirements as if they had already
assumed office. Incoming Board members must also complete a Form 700 within 30 days of assuming office in
accordance with the Political Reform Act. Additional information for incoming Board members may include, but
is not limited to, Board bylaws related to the limits of individual Board member authority, the conduct of Board
meetings, and other Board operations; governance standards for ethical conduct; legal requirements related to
conflict of interest and prohibited political activity; protocols for speaking with nonprofit corporation staff,
members of the public, and the media; and publications on effective governance practices.

In addition, the Superintendent/CEO/Executive Director or designee shall provide incoming Board members
with specific background information regarding the nonprofit corporation, including, but not limited to, the
nonprofit corporation’s vision and goals statements, local control and accountability plan and other
comprehensive plans, student demographic data, student achievement data, nonprofit corporation policy
manual, nonprofit corporation budget, and minutes of recent open Board meetings.

The Superintendent/CEO/Executive Director or designee may offer incoming Board members a tour of the
nonprofit corporation’s administrative offices and facilities, and may introduce them to the nonprofit
corporation and charter school site administrators and other staff.

Incoming members are encouraged, at the nonprofit corporation’s expense and with approval of the Board, to
attend charter school organization workshops and conferences relevant to the needs of the individual member,
the Board as a whole, or the nonprofit corporation.

PAGE 6
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BOARD TRAINING

The Board believes that the Board's ability to effectively and responsibly
govern the nonprofit corporation is essential to promoting student
achievement, building positive community relations, and protecting the
public interest in the nonprofit corporation that operates charter
school(s). Board members shall be provided sufficient opportunities for
professional development that helps them understand their
responsibilities, stay abreast of new developments in education, and
develop boardsmanship skills.

The Board and/or the Superintendent/CEQO/Executive Director or
designee shall provide an orientation to newly elected or appointed
Board members which includes comprehensive information regarding
Board roles, policies, and procedures and the nonprofit corporation’s
vision and goals, operations, and current challenges. Throughout their
first term, Board members shall continue to participate in additional
educational opportunities designed to assist them in understanding the
principles of effective governance, including, but not limited to,
information on school finance and budgets, student achievement and
assessment, labor relations, community relations, program evaluation,
open meeting laws (the Brown Act), conflict of interest laws, and other
topics necessary to govern effectively and in compliance with law.

Board members will be responsible for participating in required training
programs, including but not limited to ethics training as set forth in AB
2158 (commencing on January 1, 2025). All Board members are
encouraged to continuously participate in advanced training in order to
reinforce boardsmanship skills and build knowledge related to key
education issues. Such activities may include online courses, webinars,
webcasts, and in-person attendance at workshops and conferences. In

addition, workshops and consultations may be held within the nonprofit
corporation on issues that involve the entire governance team.

Board members may attend a conference or similar public gathering
with other Board members and/or with the

Superintendent/CEO /Executive Director or designee in order to
develop common knowledge and understanding of an issue or engage
in team-building exercises. In such cases, a majority of the Board
members shall not discuss among themselves, other than as part of the
scheduled program, business of a specified nature that is within the
nonprofit corporation’s jurisdiction, so as not to violate the Brown Act
open meeting laws.

Board members shall report to the Board, orally or in writing, on the
Board training activities they attend, for the purpose of sharing the
acquired knowledge or skills with the full Board and enlarging the

benefit of the activity to the Board and nonprofit corporation.
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REMUNERATION & REIMBURSEMENT

Compensation
Each member of the Board of Directors (Board) may
receive a monthly compensation of $650.00.

On an annual basis, the Board may adjust the
compensation of Board members in an amount that is just
and reasonable to the nonprofit corporation based on
the services performed by the Board members and in
consideration of comparable compensation that is paid
to individuals holding similar positions at similarly-sized
nonprofit organizations in the same geographic location.
The Board shall adopt such compensation by resolution
based on the comparable analysis, which may include a
compensation study.

Board members are not required to accept payment for
meetings attended.

A member may be compensated for meetings they
missed when the Board finds that they were performing
designated services for the nonprofit corporation that
operates charter school(s) at the time of the meeting or
that they were absent because of illness, jury duty, or a
hardship deemed acceptable by the Board.

Reimbursement of Expenses

Board members shall be reimbursed for actual and
necessary expenses incurred when performing authorized
services for the nonprofit corporation. Expenses for
travel, telephone, business meals, or other authorized
purposes shall be in accordance with policies established
for the nonprofit corporation personnel and at the same
reimbursement rate.

Board members shall be reimbursed for travel expenses
incurred when performing services directed by the Board.

Authorized purposes may include, but are not limited to,
attendance at educational seminars or conferences
designed to improve Board members' skills and
knowledge; participation in regional, state, or national
organizations whose activities affect the nonprofit
corporation's interests; attendance at the nonprofit
corporation or community events; and meetings with
state or federal officials on issues of community concern.
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Personal expenses shall be the responsibility of individual
Board members. Personal expenses include, but are not
limited to, the personal portion of any trip, alcohol,
entertainment, laundry, expenses of any family member
who is accompanying the Board member on the
nonprofit corporation-related business, personal use of
an automobile, and personal losses and traffic violation
fees incurred while at the nonprofit corporation.

Any questions regarding the propriety of a particular
type of expense should be resolved pursuant to the
fiscal policy.

BOARD POLICIES

The Board shall adopt written policies to convey its
expectations for actions that will be taken in the
nonprofit corporation, clarify roles and responsibilities of
the Board and Superintendent/CEO/Executive Director,
and communicate board philosophy and positions to
students, staff, parents/guardians, and the community.

The nonprofit corporation's policy development process
may be revised or expanded as needed based on the
issue being considered, the need for more information,
or the desire to provide greater opportunities for
consultation and public input.

Policies shall become effective upon Board adoption or
at a future date if so designated by the Board at the

time of adoption.

The Board shall prescribe and enforce rules for its own
governance consistent with state law and regulations.

Bylaws governing Board operations may be amended in
accordance with the process set forth in the Bylaws.
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BOARD POLICIES (CONT.)

Monitoring and Evaluation

At any time, the Board and Superintendent/CEQO/Executive Director or designee may determine that progress
reports to the Board on the implementation and/or effectiveness of the policy should be scheduled. If so, the
Board and Superintendent/CEO /Executive Director or designee shall agree upon a timeline and, as applicable,
measures for evaluating the effectiveness of the policy in achieving its purpose.

Access to Policies
The Superintendent/CEO/Executive Director or designee shall provide for public access to current Board-
adopted policies, such as by posting policies to the website or making them available upon request.

As necessary, the Superintendent/CEO /Executive Director or designee shall notify staff, parents/guardians,
students, and other stakeholders whenever a policy that affects them is adopted or revised. They may determine
the appropriate communication strategy depending on the issue. Policies shall be posted on the website when
required by law.

AGENDA & MEETING MATERIALS

Any board member or member of the public may request that a matter within the jurisdiction of the Board be
placed on the agenda of a regular meeting. The request shall be submitted in writing to the
Superintendent/CEO/Executive Director or designee with supporting documents and information.

The Board President and Superintendent/CEQ/Executive Director shall decide whether a request from a member
of the public is within the subject matter jurisdiction of the Board. ltems not within the subject matter jurisdiction
of the Board may not be placed on the agenda. In addition, before placing the item on the agenda, the Board
President and Superintendent/CEO /Executive Director shall determine if the item is merely a request for
information or whether the issue is covered by an existing policy or administrative regulation.

If the Board President and Superintendent/CEO /Executive Director do not place an item on the agenda, the
Board member may request the Board to take action to determine whether the item shall be placed on the
agenda.

The Board President and Superintendent/CEO/Executive Director shall also decide whether an agenda item is
appropriate for discussion in open or closed session, and whether the item should be an action item subject to
Board vote or an information item that does not require immediate action.

In order to promote efficient meetings, the Board may bundle a number of items and act upon them together by a
single vote through the use of a consent agenda. Consent items shall be items of a routine nature and items for
which Board discussion is not anticipated and for which the Superintendent/CEO/Executive Director
recommends approval. When any Board member requests the removal of an item from the consent agenda, the
item shall be removed and given individual consideration for action as a regular agenda item.

At least 72 hours before each regular meeting, each Board member shall be provided a digital copy of the
agenda and other available documents pertinent to the meeting.
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AGENDA & MEETING
MATERIALS (CONT.)

When special meetings are called, board members shall
receive, at least 24 hours prior to the meeting, notice
of the business to be transacted.

Board members shall review agenda materials before
each meeting. Individual members may confer directly
with the Executive Director/CEQO or designee to ask
questions and/or request additional information on
agenda items. However, a majority of Board members
shall not, outside of a noticed meeting, directly or
through intermediaries or electronic means discuss,
deliberate, or take action on any matter within the

subject matter jurisdiction of the Board.

MEETING CONDUCT

All Board meetings shall begin on time and shall follow an agenda prepared in accordance with board Bylaws
and posted and distributed in accordance with the Ralph M. Brown Act (open meeting requirements), the Charter
Schools Act and other applicable laws.

The Board shall adopt and enforce a policy for public participation at meetings, which shall include the
requirements of the Charter Schools Act for establishing two-way conference locations and posting recordings of
the meetings.

The Board believes that late night meetings deter public participation, can affect the Board's decision-making
ability, and can be a burden to staff. Regular board meetings shall be held between the hours of 8:00am to
4:00pm; if any Special or Emergency Board Meetings are held, they shall be adjourned by 10:00 p.m. unless
extended to a specific time determined by a majority of the Board. The meeting shall be extended no more than
once and subsequently may be adjourned to a later date.

Minutes
The Board recognizes that maintaining accurate minutes of Board meetings helps foster public trust in Board

governance and provides a record of Board actions for use by nonprofit corporation staff and the public.

The Secretary shall keep minutes and record all official Board actions. The Board's minutes shall be public records
and shall be made available to the public upon request.

The minutes of Board meetings shall include, but not be limited to:
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MEETING CONDUCT (CONT.)

1. A notation of which Board members are present, in person or by teleconference, and whether a member is not
present for part of the meeting due to late arrival and/or early departure

2. A list of the public comments made on agendized items and non-agendized topics

3. The specific language of each motion and the names of the Board members who made and seconded the
motion

5. Any action taken by the Board, and the vote or abstention on that action of each Board member present

Upon request by a student's parent/guardian, or by the student if age 18 or older, the minutes shall not include the
student's or parent/guardian's address, telephone number, date of birth, or email address, or the student's name
or other directory information as defined in Education Code 49061. The request to exclude such information shall
be made in writing to the Secretary.

The Superintendent/CEO/Executive Director or designee shall distribute a copy of the "unapproved" minutes of
the previous meeting(s) with the agenda at a subsequent regular meeting. The Board shall approve the minutes as
circulated or with necessary amendments.

Upon approval by the Board, the minutes shall be signed by the Board President and Board Clerk. Official Board
minutes shall be stored in a secure location and shall be retained in accordance with law.

Any minutes kept for Board meetings held in closed session shall be kept separately from the minutes or
recordings of regular and special meetings. Minutes of closed sessions are not public records.

BOARD SELF EVALUATION

The Board shall annually conduct a self-evaluation in order to demonstrate accountability to the community and
ensure that nonprofit corporation governance effectively supports student achievement and the attainment of the
nonprofit corporation's vision and goals.

The evaluation may address any area of Board responsibility, including, but not limited to, Board performance in
relation to vision setting, curriculum, personnel, finance, policy development, collective bargaining, community
relations, and advocacy. The evaluation may also address objectives related to Board meeting operations,
relationships among Board members, relationship with the Superintendent/CEO /Executive Director,
understanding of Board and Executive Director roles and responsibilities, communication skills, or other
governance or boardsmanship skills.

The Board shall evaluate itself as a whole. Individual Board members are also expected to use the evaluation
process as an opportunity to assess and set goals for their own personal performance.
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BOARD SELF EVALUATION (CONT.)

Each year, the Board, with assistance from the Superintendent/CEQO /Executive Director, shall determine an
evaluation method or instrument that measures key components of Board responsibility and previously identified
performance objectives. Visual and/or audio recordings of a Board meeting may only be used as an evaluation
tool when consent is given by all Board members.

Any discussion involving the Board's self-evaluation shall be conducted in open session.

At the request of the Board, a facilitator may be used to assist with the evaluation process. The Board may invite
the Superintendent/CEO/Executive Director or other individual(s) with pertinent information to provide input into
the evaluation process.

Following the evaluation, the Board may set goals, define and/or refine protocols, and establish priorities and

objectives for the following year's evaluation. The Board may also develop strategies for strengthening Board
performance based on identified areas of need, including, but not limited to, additional training or mentorship.

PAGE 12
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BOARD MEETING 9323-EA

PUBLIC PARTICIPATION AT BOARD MEETINGS

Members of the public are encouraged to attend Board of Directors (“Board”) meetings and to
address the Board concerning any item on the agenda or within the Board’s jurisdiction (e.g., on
charter school matters). The Board provides for public participation at meetings in accordance
with this policy. Meetings of the Board with respect to charter school operations shall be called,
held, and conducted in accordance with the terms and provisions of the Ralph M. Brown Act
(Government Code Sections 54950, et seq.) (“Brown Act”) and the Charter Schools Act.

Brown Act and Charter Schools Act

Board meetings are called, held, and conducted in accordance with the Ralph M. Brown Act
(“Brown Act”) and the Charter Schools Act. The notice and agenda for each Board meeting will
be publicly available and posted in advance of the meeting in accordance with the Brown Act in
a location that is freely accessible to the public and on the school’s website. The calendar for
regular meetings of the Board is also posted on the school’s website.

Members of the public may attend each Board meetings in person, or they may participate and
address the Board through an online platform, such as Zoom, or by telephone. In accordance
with the Charter Schools Act, the Board will meet within the physical boundaries of the county
in which the greatest number of students enrolled in the nonprofit corporation’s charter schools
reside, and a two-way teleconference location will be established at each school site and each
resource center in order for members of the public to participate in the Board meeting.

Members of the public may also view Board meetings after-the-fact. An audio and/or video
recording of each Board meeting will be posted on the school’s website.

Addressing the Board

In order to conduct Board meetings and business in an orderly and efficient manner, the Board
requires that public comments comply with the following procedures:

1. Members of the public will have an opportunity to address the Board on any
agenda item, and will have such opportunity either before or during the Board's
consideration of that item.

2. At aregular meeting, members of the public may bring before the Board any
matter that is within the subject-matter jurisdiction of the Board (e.g., charter
school matters), even matters that are not listed on the agenda. At a special
meeting, the Board may restrict public comments to only those matters listed on
the agenda. Members of the public shall make such comments during the time
designated on the agenda at the regular or special meeting. Please note that the
Board cannot take action or discuss any item that does not appear on the posted
agenda, except as authorized by law.

3. A person wishing to address the Board shall first be recognized by the Board
President, and shall then proceed to comment as briefly as the subject permits.
Individual speakers shall be allowed up to three (3) minutes to address the Board

Excel Academy Charter School Page 1 of 2
Policy Adopted: January 12, 2023
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on each agenda or non-agenda item.

4. The Board limits the total time for public input on each item to 20 minutes. The
Board President has discretion to adjust (i.e., increase or decrease) the time
allowed for public comments, depending on the topic and the number of persons
wishing to be heard. The Board President may take a poll of speakers for or
against a particular issue and may ask that additional persons speak only if they
have something new to add.

5. In order to ensure that non-English speakers receive the same opportunity to
address the Board, a member of the public who utilizes a translator may be
provided at least twice the allotted time to address the Board, unless simultaneous
translation equipment is used to allow the Board to hear the translated public
testimony simultaneously.

6. The Board President may rule on the appropriateness of a topic, and has discretion
to indicate the suitable time and place when it should be presented or to inform
the commenter of the appropriate complaint procedure.

Disruptions and Removals

The Board President will not permit the disturbance or willful interruption of Board meetings.
Persistent disruption by an individual or group, or any conduct or statements that threaten the
safety of any person(s) at the meeting, are grounds for the Board President to terminate the
privilege of addressing the Board.

The Board President may remove disruptive individuals from a Board meeting, following a prior
warning that their behavior is disrupting the meeting and failure to cease such behavior may
result in removal. If the behavior does not promptly cease, the individuals may be removed.

The Board President may also clear the room when meeting order cannot be restored. In this
case, members of the media not participating in the disturbance shall be allowed to remain, and
individuals not participating in such disturbances may be allowed to remain at the discretion of
the Board President.

When disruptive conduct occurs, the Superintendent/ CEOExecutive Director or designee may
contact local law enforcement as necessary.

Recording by the Public

Members of the public may record Board meetings using an audio or video recorder, still or
motion picture camera, cell phone, or other device, provided that the noise, illumination, or
obstruction of view does not persistently disrupt the meeting. The
Superintendent/CEOExecutive Director or designee may designate locations from which
members of the public may make such recordings without causing a distraction.

If the Board President finds that noise, illumination, or obstruction of view related to these
activities will persistently disrupt the proceedings, these activities shall be discontinued or
restricted as determined by the Board President.

Excel Academy Charter School Page 2 of 2
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Our Agenda

Brief overview of your various governance documents and
how they work together.

Some ideas for your consideration regarding revisions to
how Directors are appointed or removed from the Board.

Provide this background information now to facilitate
discussion during an upcoming Board Meeting.

0]

Edwards, Stevens
and Tucker,LLP
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Your Governance Documents

“**Articles of Incorporation Both narrow and general;
onerous to change

$

(filed with Sec. of State)

“**Board Bylaws o

“*»Board Manual ‘

s2»Policies Broader but also more specific;
easy to change

0]

Edwards, Stevens
and Tucker,LLP
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1A few mandatory components:
Identify charitable purpose

(dDedicate assets to that charitable purpose

dldentify “members” (legal term of art; you have no members)

_IFiled with California’s Secretary of State.

Any changes must be filed with the Sec. of State.

0]

Edwards, Stevens
and Tucker,LLP
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Bylaws (Simple Board Vote to Change)

Charitable purpose of the nonprofit public benefit
corporation

Size of Board (3 to 9 Directors)
Selection and appointment of new Directors
Removal of Directors

General rules for location and conduct of meetings

0]

Edwards, Stevens
and Tucker,LLP
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Bylaws (Simple Board Vote to Change)

Board officers and their duties (President, etc.)

Corporate officers and their duties (Superintendent/CEO,
etc.)

Committees of the Board

Insurance requirements

Corporate record keeping

10
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The “nuts and bolts” of running Board Meetings, the scope of
authority of the Board and individual Directors, and Board
Officer roles.

Almost all separate policies on these topics were collected in
one document — the Board Manual.
APublic participation policy is the exception

Significant overlap with the Bylaws, but the Manual is both
broader and deeper. Y

Edwards, Stevens
and Tucker,LLP
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Content unique to the Manual includes:
Public statements by the Board or a Director
Confidential information and its disclosure

Directors’ electronic communications

Limits of an individual Director’s authority

0]

Edwards, Stevens
and Tucker,LLP
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Oath of office, orientation, and trainings
Amount of Director’s stipend

More details on agendas and meeting conduct

Meeting minutes

Board self-evaluation

0]

Edwards, Stevens
and Tucker,LLP
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Bylaws — Selection and Appointment of Directors

Advisory committee identifies candidates
Candidates presented to full Board
Elected by majority vote of Directors then in office

3-year terms of office by default, but can be shorter to
maintain staggered terms

A sitting Director may be reappointed

0]
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Bylaws — Selection and Appointment of Directors

Consider adding additional guidelines to the Bylaws:
Standard application?
Desirable qualifications?
Interview process?

Use a subcommittee to screen applications and develop
interview questions?

CSBA’s “Filling a Board Vacancy” guide has helpful samples.

0]
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Bylaws — Removal of a Director

A majority of the Board may remove a Director for any reason or no reason.

JAdd illustrative examples? “A Director may be removed for reasons
including, but not limitedto .. .”

JAdd an exhaustive list of reasons for removal? “A Director may only be
removed for the following reasons. . ”

IConsider a supermajority for removal?
5 sitting Directors = 4 votes to remove?
(17 sitting Directors = 5 votes to remove?
19 sitting Directors = 6 or 7 votes to remove?

0]

Edwards, Stevens
and Tucker,LLP
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Bylaws — Removal of a Director

Possible grounds for removal:
_IChronic absenteeism?
_ICorrupt practices?
_IViolation of oath of office?

_lIncapacity?

_IConviction of certain crimes? ~

Edwards, Stevens
and Tucker,LLP
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Questions?

Eric Stevens

stevens@estattorneys.com

0]

Edwards, Stevens
and Tucker,LLP
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Coversheet

Executive Director/CEO Succession Planning

Section:

Item:

Purpose:
Submitted by:
Related Material:

V. Oral Presentations

B. Executive Director/CEO Succession Planning
Discuss

Executive Director_CEO Succession Planning.pdf
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EXECUTIVE
DIRECTOR/CEO

SUCGESSION
PLANNING

Excel Academy Charter School
Leadership Sustainability
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EXECUTIVE DIRECTOR/CEQ SUCGESSION PLAN

Director of Educational Director of Business Director of Special

Executive Director/CEO Services Services Education

Director of Assessment & Assistant Director of Human Senior Communications

Accountability Resources Coordinator
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FILLING THE VAGANCY
Lwmergency Plarned

EMPORARY EXEGUTIVE DIRECTOR/CEQ LEADERSHIP DEVELOPMENT PIPELINE

Appoint a designated executive as an emergency Formal leadership development pipeline to identify and nurture
Executive Director/CEO who can step in temporarily in talent at all levels of the organization. This ensures a continuous
case of an unexpected departure. This allows time to pool of potential Executive Director/CEO candidates for the future.
determine the duration of the leave for both the CEO arranges for a transition period where they mentor the
Executive Director/CEO and Interim replacement. successor. This ensures a smooth transfer of knowledge and

relationships.

EMERGENCY INTERIM EXECUTIVE EXTERNAL EXECUTIVE SEARCH
DIRECTUR/[:EU Engage an executive search firm to conduct a

Appoint an Interim Executive Director/CEO on a nationwide search for Executive Director/CEO
emergent basis, someone experienced in flex based candidates.

personalized learning, prior to the selection of a
permanent replacement.
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Preliminary
committee
composed of
Executive
Leadership team

SELECTION GOMMITTEE

Executive Director/CEO

Final committee Responsible for Review school’s
composed of Managing the A A
Board of Recruitment mission, vision,
Directors Process & core values

Develop an onboarding plan
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CONTINGENGY PLANNING FOR
TEMPORARY ABSENGE

Board President and
Assistant Director of
Human Resources name
an Interim Executive
Director/CEO
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EMERGENCY CONTINGENCY PLANNING
FOR PERMANENT ABSENCE

Board President and
Assistant Director of
Human Resources appoint
emergency Interim
Executive Director

Recruitment Candidate Contract
timeline shortlisting Development

Powered by BoardOnTrac




Excel Academy (CA) - Board of Directors Study Session - Agenda - Thursday November 9, 2023 at 10:20 AM

LEADERSHIP PIPELINE DEVELOPMENT

® Identify high-potential employees
® Offer mentorship
Provide opportunities for professional growth.

= - e
— D A
.
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QUESTIONS TO CONSIDER

Appointing an ad hoc If the Board is not using a search
subcommittee vs. giving some firm/recruiter, what will the
direction to the Board subcommittee do and when will it do
President it?

a) Posting position? Written
application?
Target timeline for the b) Interviews with subcommittee
process before presentation of
candidates to full Board?

Does the Board need or want an
Interim appointment for some
months or longer while it takes its
time preparing for a search?
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Coversheet

Performance Evaluation Planners for 2023/24

Section:

Item:

Purpose:
Submitted by:
Related Material:

V. Oral Presentations
C. Performance Evaluation Planners for 2023/24
Discuss

2023-2024 Performance Process - Nov. Board Presentation.pdf
Performance Evaluation Planner 23.24.pdf
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CONT
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Annual Timeline INSPIRE
Reviewer Org Chart FRISK
5 C’s of Documentation HR Resources

Assessments

Supervisor Training




8/12 months include touch points to:

Gather data & document

TIMELINE

° Communicate Expectations
° Implement Solutions
° Train
° Make informed decisions
School Goals Mid-year Performance Additional 1.1 Meetings if
Assessments Self-Assessments Applicable
August January April June
s’ r’
y |
September March May
. Performance Data
Review and Set Goals New Hire Collection & Annual
and Expectations Probationary Performance

Observations

Assessments
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Last First Management |Admin Peer Self Employee
Name Name [Email Position Peer Approver | Approver Approver [Assessment Assessment Assessment

hcraven@excelacadem |Virtual Path  |Kristen April
Craven Heather |y.education Teacher Stawniczy Christa Nick Saade

jstubbs@excelacademy. | Virtual Path Kristen April
Stubbs Joanie [education Teacher Stawniczy Christa Nick Saade

klima@excelacademy.e |Virtual Path Kristen April
Lima Kelsey [ducation Teacher Stawniczy Christa Nick Saade

kkhaki@excelacademy. [Virtual Path |Kristen April
Khaki Kailey [education Teacher Stawniczy Christa Nick Saade

trexin@excelacademy.e |Virtual Path  |Kristen April
Rexin Tamara |[ducation Teacher Stawniczy Christa Nick Saade

ffilipponio@excelacade |Virtual Path Kristen April
Filipponio |Frank |my.education Teacher Stawniczy Christa Nick Saade

kstawniczy@excelacade |Virtual Path Kristen April
Stawniczy [Kristen |[my.education Teacher Stawniczy Christa Nick Saade

llevine@excelacademy. |Virtual Path |Kristen April
Levine Lori education Teacher Stawniczy Christa Nick Saade

Powered by BoardOnTrack] 62 of 88



https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLScceIFMBlaXUD3Y6_RIcxQVuJfeSSzog4ET7-qgYWWhcodAGA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform

5 C’s of Documentation

When documenting performance concerns and situations be clear in
Clear your notes, conference summary, counseling form or written reprimand.
Using all available details, get as specific as possible using dates, times
and major details.

Concise Stick to the details and the facts; avoid using judgment or e
conclusions.

Make sure all your information is correct and corroborated through
Correct data, evidence or details provided by other employees, parents etc.

Make sure to close the loop. When addressing specific performance
Complete concerns, discuss and outline solution timelines;, make sure follow up is
scheduled and completed. Always lean into HR so support!

. . Keep dialog open, engage in follow up conversations, comprehension
Communication Jarcrtiae progress updates. Make sure your expectations are not only
always properly communicated but comprehensive.




Assessments

Mid-Year
Self
Peer

Employee
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ToR fully supported students and parents by
ensuring learning and progress took place,
intervening when necessary and appropriate.

The ToR was readily available to students,
parents, support staff and administrators to
answer questions, collaborate ideas, provide

support, and be an overall team player

Identified staff strengths and weaknesses;
provided methods of support including training

and access to materials to enhance performance.

Has a pulse on department needs and
proactively implements policies and procedures
Q solve potential problems.

Sample Assessment Qgestions

The Case Manager worked in collaboration and
organization with internal and external service
providers to extend appropriate services to all
Special Education students ensuring FAPE
offerings in the LRE.

Defined department direction by shaping and
creating policies and procedures, clarifying
deadlines, roles and responsibilities and
accountability to maintain streamlined processes.

Created and facilitated partnerships within
internal departments, community providers,CBO,
other NCB schools, professional associations
membership associations and authorizing
districts



INSPIRE (level 1)

Initiate - Reach out to initiate contact - * Hi, Joe | would like to schedule a meeting to review a few things the team has noticed”

Notice - Objective observation of behavior - “ noticed that you have missed the last two budget deadlines’
SUQQOFt - Support your observation through detail - “The FIB was due March 13th and you didn't send it until March 27"
PrObe - Ask open minded g uestions - “Is there a roadblock or extra support we can help you? What has been getting in the way?”

Invite - Invite solutions together - “Based on your feedback how can we make sure the system is running faster?, should we schedule

a meeting with the developer?”

Review - Recap conversations (in writing) and check for comprehension - * Based on our conversation today you've

been experiencing system delays that have been interfering with you meeting budget deadlines. You are clear of expectations regarding deadline compliance
and will schedule a follow up meeting with system developers to try and repair system bugs. Moving forward you will notify Admin if budgets may be late.”

Enforce - Determine follow u P actions - “we can follow up again on May 13th after speaking with the developers and again let's touch

base after the next deadline is approaching”




o
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see FRISK (level 2)

Scope

The primary purpose of FRISK is to increase an evaluator's skill,
knowledge and ability to address below-standard employee

performance. Effective Positive Change

Develop common
Many evaluators fear clear, honest direct communication with institutional language to
below-standard performing employees. As a result feedback is often establish uniform feedback.
replete with diluted assessments of performance problems. This Promote employee
indirect approach sends mixed messages and only increases the

employees chance for failure. seeell iz sy

Ensure legally sufficient

Evaluators must provide early; ongoing, meaningful counseling and documentation
support to employees to promote success. Employees must be

willing to conform to legitimate and reasonable performance

standards set by management.




Components

Facts- What did the employee do or not do?

Rule- What should the employee have done or
not done?

Impact- How did the employees conduct
adversely impact the workplace?

Suggestions/Directions- What should the
employee do to improve his/her performance?
What suggestions and directions can be
provided to promote improvements?

Knowledge- Was the employee informed of
his/her personnel file rights?




—
FRISK - cont.

Common
Outcomes Recording Unsatisfactory Performance Performance

Unless an employee commits a serious Records

Early warning
Constructive

infraction which justifies dismissal, such

. as theft, battery, or fraud, ongoing Conference
opportunity to . Summaries and
improvement documentation of performance Memos
Clear, consistent deficiencies is crucial. Knowledge of Written Warnings
dialogue poor performance needs to be Written Reprimands
Hoesnt, objective supported by proof. The proof comes Formal Evaluations
Employee Assessment clearly described, legally sufficient Disciplinary Notices

Performance

Credible Working documentation will be the employers
Relationships primary source of evidence to support
any submitted claims.

Success
Plans/Performance
Improvement Plans

\_ o
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HR Performance Resource Suite E

The purpose of this document is to clearly articulate expectations related to your performance in your job and provide
support for you to meet these expectations. Your employment is “at will”. You and your supervisor will review the
contents of this PIP for you to understand the corrective action(s) required on an immediate and sustained basis. The
potential consequences for non-compliance may result in the termination of your employment. You have either
received previous Verbal Counseling and/or Written Warning(s) pertaining to the violations checked below, or you
violated provisions of the Employee Handbook and/or aspects of your job description as noted below which resulted in
the generation of this PIR

Violations of Employee Handbook Policies:
Harassment — page Workplace Violence — page __
Conflicts of Interest — page __ Drug-Free Workplace — page ___
Unauthorized Overtime — page __ Social Media ~ page __

Meal/Rest Break— page __ Standards of Conduct —~ page __

Timekeeping — page __ Electronic Communication — page __

Paid Time Off — page __ Computer Usage & Privacy — page ___
Punctuality & Attendance — page __ Prohibited Conduct — page __

Personal Appearance/Conduct-page __ Other:

Staff/Student Relations — page Other: /

Powered by BoardOnTrack
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TASKS, SKILLS OR BEHAVIOR

The tasks, skills and/or behaviors below represent the area(s) in your performance that require immediate and

sustained improvement.

TASK, SKILL OR BEHAVIOR

Describe the specific task, skill or behavior that does not meet expectations

CURRENT PERFORMANCE

Describe specific current performance. Give examples and use dates, numbers and/or other tan;

TRAINING/SUPPORT PROVIDED OR NEEDED

Supervisor Suggestions: Employee Suggestions:

EXPECTED PERFORMANCE

Describe the specific performance expectations for this task or skill

Agreed-Upon Next Steps:

ACKNOWLEDGMENT OF INITIAL CONVERSATION

Employee Signature:

Supervisor Signature:

Human Resources Signature:

FOLLOW uP
Please include specific examples of observations of employee’s performance towards overall goal during first 30 days of this PIP (ex:
50% improvement of task, no tardiness, increased documentation of work completed, etc.)

30 day Follow Up - Observed Performance 30 day Follow Up - Comments

Forward this completed document to Human Resources within 3 business days.
Powered by BoardOnTrack
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90 day Follow Up - Observed Performance 90 day Follow Up - Comments

Employee Signature:

Supervisor Signature:

Human Resources Signature:

NOTICE OF: VERBAL COUNSELING X WRITTEN WARNING

Employee: Date:

Job Title: Supervisor:

OUTCOME

Location: Department:

Successfully completed
Not successful

Extended to:

This disciplinary action is being taken for the following reasons:

Violations of Employee Handbook Policies:

Harassment — page __ Workplace Violence — page __

Conflicts of Interest — page __ Drug-Free Workplace -~ page __

Unauthorized Overtime — page __ Social Media - page ___

Explanation and/or details of infraction (attach additional pages if needed):

Meal/Rest Break— page __ Standards of Conduct - page __

Timekeeping - page __ Electronic Communication - page ___

Paid Time Off - page ___ Computer Usage & Privacy - page ___

Punctuality & Attendance ~ page ___ Prohibited Conduct — page __

There must be i di ined impr

Personal Appearance/Conduct-page __ Other:

Staff/Student Relations — page ___ Other:

| understand my employment remains at will. The above has been discussed with me by my supervisor. |
understand the contents and acknowledge and understand the corrective action required. | also acknowledge and
understand the potential consequences of non-compliance which may include further disciplinary action including
termination. | understand my signature does not indicate agreement and that refusal to sign will not invalidate this
disciplinary action.

Forward this completed document to Human Resources within 3 business days.

Violations of Job Description Essential Functions/Duties/Responsibilities (describe/list below):




Y
Excel Academy (CA) - Board of Directors Study Session - Agenda - Thursday November 9, 2023 at 10:20 AM

Need Support?

Powered by BoardOnTrack]



https://docs.google.com/forms/d/e/1FAIpQLScXjTlQ6v-_Q-W5UHyCTacIqfgalP30BYAJZ9XUInK8wV_HJQ/viewform
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EXCE

* x
L ACADEMY

SUSTAINABLE GROWTH

Sustainable growth through strategic planning and optimizing
resources in relationship to our budget. New student recruitment
initiatives through community outreach, relationship building,
community providers, demographic research and marketing through
diverse mixed media.

Sustainably retaining students through high academic expectations,
intervention, innovation, quality programs and collaboration. Staff
retention through improvements and initiatives that increase positive
culture, oversight, accountability, professional development and
support.

Offer students innovative personalized programs that offer flexibility,
and independent learning. Empower individual teams to deliver
diverse programs and pathways developed from data analysis of
assessment and academic portfolios built on integrity, accountability
and compliance.

PROFESSIONAL DEVELOPMENT

Growing, enhancing and developing skills in our staff. Defining and
demonstrating roles and responsibilities, identifying strengths and
weaknesses through a growth mindset evaluation platform. Providing
methods of support including training and access to materials to
enhance performance. Emphasizing how teamwork and using
individual strengths contribute to success.
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DUE DATE

School Goals The schools overall goals are developed
to achieve success and streamline
initiatives.

Supervisors, Managers All statf should be aware of school goals

s . and supervisor, managers and Admin k
Egeiéve'g:;:zmqgggllowiih should translate how these goals are i
staff important to the specifics of their {

departments and individual roles t

é{"

SUPERVISORS, MANAGERS AND ADMINISTRATORS SHOULD SET ;&&
CLEAR EXPECTATIONS WITH STAFF AND UNDERSTAND RESOURCES g}j
AVAILABLE TOWARDS IMPROVING POOR PERFORMANCE AND ?:’
ENSURING STAFF ARE MEETING EXPECTATIONS. ke

Y
¥

**** The following timeline and resources are suggested tools
given by Human Resources. Each department leader should feel )
empowered to complete observations, reviews and engage in

expectations and goal setting sessions as they see applicable to
their staff and flow of their department.

It is mandatory for all supervisors to engage in AT LEAST one mid
year performance review and one annual performance review of
each staff member. Supervisors can use any tools they see
applicable to complete these tasks; or at least use the HR provided
materials attached.

" o e B w
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https://docs.google.com/spreadsheets/d/11ag45z4_RH-3jzuq7sPDrAIySyhOOHSSCMjLvOx1zb8/edit#gid=804686086

&

dg.

Mid-year assessments

New Hire Probationary
Observations

Evaluation Tracking
Sheets and Error and
Achievement
Submissions Due

Annual self-
assessment

Annual Employee
Assessment

Employee Reviews 1:1

(if applicable)

Overall Employee

Evaluations emailed and

uploaded to Paycom

CERGL Rt A
F% E___.-_;j}.-} ,-._'_'?'J? iExcel Academy (CA) - Board of Directors Study Session - Agenda - Thursday November 9, 2023 at 10:20 AM

DUE DATE

.

1.Lead Teacher mentors will complete an
information peer review form for each ToR in
their group. CM's will meet with the Lead CM
and Program Specialist or leadership team
member as assigned and review assessment
form, goals and performance.

2.All other staff will meet with supervisors to
conduct informal midyear assessment. These
semi annual evaluations will be a check in to
identify areas of improvement. Assessments
will be verbally reviewed and expectations
re-defined.

3. Administrators will review the assessment
documents from all departments and
schedule 1:1 with staff as applicable based on
performance deficits.

New hires will be formally observed and
assessed based on the Observation/Coaching
form; areas of strength and weakness will be
documented and discussed.

All applicable department leads will complete
and submit “ Evaluation Tracking Sheet to
contribute to overall staff evaluation and
collect data in performance

Each individual staff member will complete a
self-assessment to indicate how they view
their annual performance and goal
achievement was.

Using informal mid-year assessments, peer
feedback, observations and evaluation tracking
forms, AD's will conduct the final evaluation of

staff members.

Staff members with performance concerns,
scheduled PIP's and non-renewal agreements
will be notified via 1:1 meeting with supervisor
and Human Resources.

Powered by BoardO_nTrack
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When documenting performance concerns and situations be
clear in your notes, conference summary, counseling form or
written reprimand. Using all available details, get as specific
as possible using dates, times and major details.

Stick to the details and the facts; avoid using judgment or
conclusions.

Make sure all your information is correct and corroborated
through data, evidence or details provided by other

employees, parents etc.

Make sure to close the loop. When addressing specific
performance concerns, discuss and outline solution
timelines; make sure follow up is scheduled and
completed. Always lean into HR so support!

Keep dialog open, engage in follow up
conversations, comprehension checks and
progress updates. Make sure your expectations
are not only always properly communicated
but comprehensive.
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ASSESSMENTS

The Google assessment forms below should be completed by the

employee’s supervisor and then reviewed department Admin oversight.

ﬂ“@ CERTIFICATED ﬂ“@ CLASSIFIED

o Certificated ToR Assessment e Classified Administrator Assessment

e Certificated Virtual Assessment

e (lassified Leadership Assessment

o Certificated Special Education Leadership - ClEesitad AcnEraTrE

Assessment

o Certificated Special Education Teacher/

Case Manager Assessment

e Certificated Administrator Assessment

o Certificated Leadership Assessment

The Google assessment forms below should be completed by the employee

themselves. This will be the exact assessment that will be conducted by the

supervisor so performance analysis can be directly compared.

e Certificated ToR Self-Assessment
e Certificated Virtual Self Assessment e Classified Self- Assessment

o Certificated Special Education Leadership Self -

Assessment

o Certificated Special Education Teacher/ Case

Manager Self- Assessment

e Certificated Administrator Self Assessment

o Certificate Leadership Self- Assessment

R
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https://docs.google.com/forms/d/e/1FAIpQLSfZe8_h20xnS6T48YNqbnQyxpu4bHmkM4f1X9WAcNPxYP4I7A/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfZe8_h20xnS6T48YNqbnQyxpu4bHmkM4f1X9WAcNPxYP4I7A/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSffLUU96NgoM_5BUBGSYmny09W-fS7M7FB6s98n1FruhywNMQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeL3DnYj8yFHtAC4UGmgGH8tkk35PFPOrSlIut2bPE6sP8zNw/viewformIpQLSctygtEmyYQ9y4fCv03yWtNE0oMl1S-EIg_o0jiS6vDc4ZXtw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeL3DnYj8yFHtAC4UGmgGH8tkk35PFPOrSlIut2bPE6sP8zNw/viewformIpQLSctygtEmyYQ9y4fCv03yWtNE0oMl1S-EIg_o0jiS6vDc4ZXtw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdLZM96IpuC7YZchxB7vOATQTEB_2BDP4AqStwd0RfOP8eogw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdLZM96IpuC7YZchxB7vOATQTEB_2BDP4AqStwd0RfOP8eogw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdQhvUZcwyat3hUu2vf2Fh73a5ZbWlVQPQDNP057CI4tmji2w/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSe8nXjE2XWqJVseuAy-ioXxvA_g0RPSUBgN2yb1XF2eTvT2aw/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSey_M8Pals33q014Vi_ev-s5UqQpQAvX4CGLWXz3AROmEpLeQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSci5bkYiTMvl0DTbikRqfKn73PFlMG7dGNU5ltsyY5GX1xP_g/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfCS1fLdnd05ur4TiIb8WNT9dwnU5bURXthEFB8moHz6ogZrw/viewformpQLSfo12P6eBu4vjXlZCB9qgbaaD-cV-2NCp57Tpq3cn30pS8BCg/viewform
https://docs.google.com/forms/d/e/1FAIpQLSewn11_ka-w28qXN4sYWNFIna5gpYBFTotEjrVOPUx5IjxEUA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeBjfuYhHnywPJDiKSCJDKfkXewDEDZ86BYMGkXhDN7rL0Vsw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfY8bNApAaLD79oujq9P-ByFg5jCfS4WeB4AwBvCXGSzGYSGQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfY8bNApAaLD79oujq9P-ByFg5jCfS4WeB4AwBvCXGSzGYSGQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSc0CTEv_TEVus-s6wYR_1VRnHmJELzb1Dc6rHUcnF7QC1aALg/viewform
https://docs.google.com/forms/d/e/1FAIpQLSc0CTEv_TEVus-s6wYR_1VRnHmJELzb1Dc6rHUcnF7QC1aALg/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdQhvUZcwyat3hUu2vf2Fh73a5ZbWlVQPQDNP057CI4tmji2w/viewform
https://docs.google.com/forms/d/e/1FAIpQLSecspxiaUyI1qESIt4Gg2RBseVG3yGBpleets4b8m_q1WKLqA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSf-uXQHT70YpNVAx9DeHR4kLvJplaZTQfZvVTm4_KoTTRBgkw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSf-uXQHT70YpNVAx9DeHR4kLvJplaZTQfZvVTm4_KoTTRBgkw/viewform

enda - Thursday November 9, 2023 at 10:20 AM

PERFORMANCE
RESOURCES

CLICK TO VIEW & DOWNLOAD

Evaluation Tracking_Sheet

Performance Improvement
Plan

Performance Success Plan

Written Reprimand Form

To schedule I:1 performance support from

HR please use the following link

Performance Support °
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https://docs.google.com/forms/d/e/1FAIpQLSdZVoH_2KAiKWf4sgslshWCz8DuskpSS6t3zvseeCzH2bDQ0A/viewform
https://docs.google.com/document/d/1KjiFHDIkJcHWpVkGvKnZKUptrfMi6zLo/edit?usp=drive_link&ouid=108725800858682646133&rtpof=true&sd=true
https://docs.google.com/document/d/1KjiFHDIkJcHWpVkGvKnZKUptrfMi6zLo/edit?usp=drive_link&ouid=108725800858682646133&rtpof=true&sd=true
https://docs.google.com/document/d/1KjiFHDIkJcHWpVkGvKnZKUptrfMi6zLo/edit?usp=drive_link&ouid=108725800858682646133&rtpof=true&sd=true
https://docs.google.com/document/d/1hJ3NU-rsrvbYPe1EgG5chIqxEBd3VZI9/edit?usp=drive_link&ouid=108725800858682646133&rtpof=true&sd=true
https://docs.google.com/forms/d/e/1FAIpQLScXjTlQ6v-_Q-W5UHyCTacIqfgalP30BYAJZ9XUInK8wV_HJQ/viewform

CA) - Board of Directors Study Session - Agenda - Thursday November 9, 2023 at 10:20 AM

I Nnitiate

V) otice

Objective observation of the behavior: “I am noticing that...”

S—upport

Give specific examples of behavior.
‘Pro e

Open-ended questions (to prompt reflec’rlon)

“What is getting in the way of you..

Invite
To come up with a solution together.

’Eeview

Recap the conversation, agreements, and check for

understandino

Enforce

Determine follow- tion
ete e follow-up actions. =
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HRISK

\/

&
Z

The primary purpose of FRISK is to increase an evaluator's skill, knowledge and

ability to address below-standard employee performance.

Many evaluators fear clear, honest direct communication with below-standard
performing employees. As a result feedback is often replete with diluted
assessments of performance problems. This indirect approach sends mixed

messages and only increases the employees chance for failure.

Evaluators must provide early, ongoing, meaningful counseling and support to
employees to promote success. Employees must be willing to conform to
legitimate and reasonable performance standards set by management.

Facts - describe the facts depicting the below

Effective Positive Change standard performance

Develop common Rule- identify the expectation or standard that

should have been followed by the employee

institutional language to
Impact- Describe the adverse impact of the

establish uniform feedback.
employees substandard performance

Promote employee
P Suggestions/ Directions for Improvement- identify

accountabilit
. s what the employee should do to improve or

= fegelly suitiietem correct the substandard performance. Provide

documentation suggestions and directions for improvement
Knowledge- Ensure the employee has the
knowledge of applicable personnel file rights and
where all corrective documentation will be

placed.

Powered by BoardOnTrack




Excel Academy (CA) - Board of Directors Study Session - Agenda - Thursday November 9, 2023 at 10:20 AM

PERFORMANCE
MPROVEMENT
PROCESS

Supervisors should create team check-ins as they deem necessary. As team members

and roles may require different levels of support and collaboration frequency may
vary. Suggestions for performance would be twice a year (mid and annual).

Supervisors should clearly define expectations and roles and responsibility early and
frequently.

Supervisors should help individual team members understand school goals and always
alert and document staff immediately and frequently in areas of improvement.

Typically, the first issue will be accompanied with a verbal counseling, second issue
accompanied with a written reprimand and third & fourth situation is grounds for
additional written reprimand, PIP and review for termination. If the situation is deemed
applicable the team members can be terminated at any point within the process.

* Verbal Warning/Counseling with Conference Summary
* Written Reprimand/ PIP of PSP
e Written Reprimand/ Review for Termination

*¥*%% This is a suggested process for performance, employees can be released at any
point if deemed necessary in an at-will organization.

During annual performance assessments supervisors should communicate and
document all performance improvements suggested and discussed. Any issues during
the semi-annual assessment should again be discussed during the annual assessment

and status of improvement monitored.

During the annual assessment period Supervisors should reiterate all documented
performance improvement items discussed during semi-annual check ins and how
progress was made to complete the year. Supervisors will review the individual
performance and discuss and document progress made, goals achieved and
improvements that need to be made.

9
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EXCEL ACADEMY
?:,e%’m C“N%g
NOTICE OF: VERBAL COUNSELING X WRITTEN WARNING
Employee: Date:
Job Title: Supervisor:
Location: Department:

This disciplinary action is being taken for the following reasons:

Harassment - page

Conflicts of Interest - page __

Unauthorized Overtime - page _

Meal/Rest Break- page __

Timekeeping - page __

Paid Time Off - page __

Punctuality & Attendance - page _

Staff/Student Relations - page _

Personal Appearance/Conduct-page __

Workplace Violence - page __

Drug-Free Workplace - page __

Social Media - page __

Standards of Conduct - page __

Electronic Communication - page

Computer Usage & Privacy - page _

Prohibited Conduct - page __

Other:

Other:

Violations of Job Description Essential Functions/Duties/Responsibilities (describe/list below):

Explanation and/or details of infraction (attach additional pages if needed):

There must be immediate and sustained improvement as follows:
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| understand my employment remains at will. The above has been discussed with me by my supervisor. |
understand the contents and acknowledge and understand the corrective action required. | also
acknowledge and understand the potential consequences of non-compliance which may include further
disciplinary action including termination. | understand my signature does not indicate agreement and that
refusal to sign will not invalidate this disciplinary action.

Signatures:
Employee: Date:
Supervisor: Date:
Date:

Human Resources:

Forward this completed document to Human Resources within 3 business days.
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FO-Li

TO DO

NOTES
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MONITHLY
GOALS

WEEK 1 WEEK 2 WEEK 3 WEEK 4

| !
TOP GOALS
WEEK 5

it
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