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FIXED TERM EMPLOYMENT AGREEMENT - CLASSIFIED NON-EXEMPT

Between

AMERICAN INDIAN MODEL SCHOOLS

And

Chaniel Clark

This Employment Agreement (“Agreement”) is entered into on July 1, 2018 (“Effective
Date™) by and between the Board of Directors of American Indian Model Schools (“Charter
School”), and Chaniel Clark (“Employee”). The Charter School and Employee are collectively
referred to as the “parties.”

TERM:

This Agreement shall commence on July 1, 2018 and shall end on June 30, 2019, unless
terminated earlier pursuant to Section 6 (the “Term”). Employee will serve 240 work
days within this term.

EMPLOYMENT TERMS:

a.

Position and Duties:

Employee has been hired for the position of Administrative Assistant and will
perform the duties set forth on the position description attached hereto and
incorporated by reference and as may be amended from time to time in the sole
discretion of the Charter School, in addition to performing any tasks reasonably
assigned by Employee’s supervisor and/or the Board of Directors including, but
not limited to, attending meetings, supervising field trips, supervising playground
or lunch times or participating in extracurricular activities. Employee
acknowledges that the Charter School’s offer of employment is based upon
Employee’s express willingness to perform coaching and/or other student
activities as assigned by the Head of School of the Charter School. Employee’s
continning employment is expressly subject to such acceptance of such duties
when assigned. Compensation for assignment to coaching and/or student activity
duties will be in accordance with Charter School policies.

Employee shall comply with all school policies and procedures including those
specified in the Employee Handbook. If the terms and conditions of this
Agreement differ from those in the Employee Handbook, this Agreement shall
prevail. The Employee will at all times faithfully, industriously, and to the best of
his/her ability perform all of the duties that may be required of the Employee
pursuant to the express and implicit terms of this Agreement and the job
specification.



Employee shall inform the School in writing when he or she accepts outside
employment so that the Charter School can determine if a potential or actual
conflict of interest exists. Such notice shall include written assurances that
Employee’s outside employment shall not interfere with his or her duties.

b. Work Hours:

The School’s general hours of operation are 7:00AM — 7:00PM. Employee’s
specific schedule will be determined by his or her supervisor. Beginning and
ending times of work days for the Employee shall be determined by the needs and
schedules at the specific sites where employees are assigned. Employee
acknowledges that the Charter School’s offer of employment is based upon
Employee’s express willingness to perform job responsibilities, and/or student
activities as assigned by the Charter Schoo! which may occur outside the Charter
School’s normal operating hours.

Employee is a twelve (12) month employee whose work year shall commence on
July 1, 2018 and shall conclude on June 30, 2019.

Employee is employed on a full-time basis and will be expected to work at least
40 hours per week.

Employee will not render services in person or by electronic means, paid or
otherwise, for any other person or entity during scheduled work hours with the
Charter School.

3. COMPENSATION AND BENEFITS:

a. Compensation:

Employee is a Non-Exempt employee and is therefore eligible for overtime pay in
accordance with applicable law. Employee will be paid an annual salary of
$57,347.50 (Step D), less applicable withholding and authorized deductions.
Wages will be paid semi-monthly over the Term of this Agreement beginning
with the first pay period following the Effective.

b. Benefits:
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The Employee shall be entitled to all health and welfare benefits granted to other
employees of the Charter School in the same classification, workday, and work
year. Eligible Employee will belong to the California Public Employee
Retirement System (CalPERS).

C. Paid Sick Leave (“PSL"):

Twelve (12) month Employees will be allotted twelve (12) full-time (8 hour) days
for a total of ninety-six (96) hours of PSL per year beginning immediately upon
the effective date of this Agreement. Ten (10) month Employees will be allotted
ten (10) full-time (8 hour) days for a total of eighty (80) hours of PSL per year
beginning immediately upon the effective date of this Agreement. Employees
hired after the start of the work year will be allotted a prorated amount of PSL at
the rate of one (1) day per month.

PSL days are not accrued on an as-worked basis but rather are allotted to the
eligible employees on July 1 for use during the Term of the Agreement.
Returning employees may use PSL immediately. New employees may use PSL
beginning on the 30th day after the effective date of this Agreement. For mid-year
hires the prorated amount of PSL will be allotted effective the employee’s hire
date. A maximum of 72 hours of accrued but unused PSL will carry over from
year to year. Employee loses any unused PSL in excess of 72 hours. Employee
may use accrued PSL to take paid time off for the diagnosis, care, or treatment of
an existing health condition of (or preventative care for) the employee or the
employee’s family member. Employee may also use PSL to take time off from
work for reasons related to domestic violence, stalking, or sexual assault. For
purposes of this policy, “family member” means a child, parent, spouse,
registered domestic partner, grandparent, grandchild, or sibling of the employee.
“Child” means a biological child, a foster child, an adopted child, a step-child, a
child of a registered domestic partner, a legal ward, or a child of a person standing
in loco parentis. “Parent” means a biological, foster, or adoptive parent, a step-
parent, or a legal guardian of the employee or the employee’s spouse or registered
domestic partner. “Spouse” means a legal spouse, as defined by California law.

PSL may be taken in minimum increments of two (2) hours. Employee must
provide reasonable advance notification, orally or in writing, of the need to use
PSL, if foreseeable. If the need to use PSL is not foreseeable, Employee must
provide notice as soon as practicable.
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Vacation Days:

12-Month Employee will begin accruing immediately upon hire, eight (8) hours
of paid vacation leave per month. Accrued but unused vacation time will carry
over from year to year, assuming Employee returns to service following the
completion of this Term and subject to the following maximum accrual: vacation
accrual will cease upon an accrual of a maximum cap of 192 hours. Once the
employee’s accrued vacation reaches the maximum cap, further accrual of
vacation is suspended until the employee has reduced the vacation balance below
this limit, In such a case, no vacation will be earned for the period in which the
employee’s vacation was at the maximum. Accrued but unused vacation time will
be paid out upon termination.

Holidays:

The following are scheduled school paid holidays during which no services will
ordinarily be required of Employee, but for which full-time only Employee will

be paid the hourly rate. Any days that Employee is required to work on a
scheduled school holiday will also be paid on a pro rata basis above holiday pay.

July 4 - Independence Day (12-month employees)
September 3 - Labor Day

November 12 - Veteran’s Day

January 21 - Martin Luther King Day

February 18 - President’s Day

May 27 - Memorial Day

TBD Thanksgiving Day Recess (10-month employees)
TBD Thanksgiving Day Recess (12-month employees)
TBD Winter Break (10-month employees)

TBD Winter Break (12-month employees)

TBD Spring Break (10-month employees)

TBD Spring Break (12-month employees)

4. CONDITIONS OF EMPLOYMENT:
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Employee represents that he/she possesses the following degree, license and/or
certification: Associate Degree.

Employee represents that he/she is not now under contract with any other school
district or public school entity in the State of California.

5. EVALUATION:
The Head of School or designee shall evaluate and assess in writing the performance of
the Employee as specified in the Charter School’s personnel policies. A failure to

evaluate the Employee shall not prevent the Charter School from dismissing the
Employee in accordance with this Agreement.

6. TERMINATION OF AGREEMENT/EMPLOYMENT:
This Agreement may be terminated by:

a. Mutual Agreement of the Parties:

This Agreement may be terminated at any time and for any reason by mutual
consent upon written agreement and mutual consent of the Parties.

b. Termination for Cause:

The Employee may be terminated by the Board of Directors or Superintendent of
the Charter School, at any time for “Cause.” “Cause” shall include, but is not
limited to, breach of this Agreement; the Employee’s failure to perform his/her
duties as set forth in this Agreement, as defined by law, or as specified in the
above mentioned and incorporated by reference job specification; the Employee’s
failure or refusal to comply with the lawful and reasonable direction of his/her
supervisor, or the policies, standards and/or rules of the Charter School; if it is
determined that Employee has conducted himself/herself in an unprofessional,
unethical, illegal or fraudulent manner, or has acted in a manner detrimental to the
reputation, character or standing of the Charter School. The Charter School shall
not terminate this Agreement pursuant to this paragraph until a written statement
of the grounds of termination has first been served upon the Employee. The
Employee shall have the right to a representative of her choice, at his/her expense,
at a conference with the Board of Directors of the Charter School to review the
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recommendation for termination. The conference with the Board of Directors of
the Charter School shall be the Employee’s exclusive right to any hearing
otherwise required by law and may occur before or after the termination
depending upon the circumstances.

c. Death or Permanent Disability of Employee:

The death or permanent disability of the Employee shall terminate this Agreement
and all rights provided for herein. Permanent disability shall exist when
Employee suffers from a condition of mind or body that indefinitely prevents
him/her from further performance of his/her essential duties, with or without
reasonable accommodation.

d. Termination Without Cause:

The Board of Directors or Superintendent of the Charter School may also
unilaterally and without cause terminate this Agreement by providing the
Employee written notice of termination.

In the event that Employee’s employment is terminated by the Charter School
without cause under this Section 6(d), Employee shall receive severance
compensation of either: the remainder of his/her salary for the term of this
Agreement; or one (1) month’s salary at his/her then-current salary level,
whichever is less. To be entitled to severance compensation, Employee must first
execute a written severance agreement that is acceptable to the Charter School.

7. NONRENEWAL OF CONTRACT:

The Board of Directors or Superintendent of the Charter School may, with or without
Cause, and solely within its discretion, decide not to offer future employment contracts to
the Employee.

8. OUTSIDE PROFESSIONAL ACTIVITIES:

By prior approval of the direct Supervisor, the Employee may undertake for
consideration outside professional activities, including consulting, speaking, and writing.
The outside activities shall not occur during regular work hours. The Charter School shall
in no way be responsible for any expenses attendant to the performance of such outside
activities.
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9. DUTY TO REPORT KNOWN OR REASONABLY SUSPECTED CHILD ABUSE:

Employee understands and acknowledges that Employee is a mandated reporter as
defined by California Penal Code section 11165.7. As a mandated reporter, Employee is
responsible to report to an appropriate agency whenever Employee, in his/her
professional capacity or within the scope of his/her employment, has knowledge of or
observes a child whom Employee knows or reasonably suspects to have been the victim
of child abuse or neglect. Employee understands and acknowledges that he/she must
follow up on his/her initial report by filing a written report with the same agency within
36 hours of receiving the information concerning, or observing, the incident.

By executing this Agreement, Employee is certifying that he/she has knowledge of
California Penal Code section 11166 and will comply with its provisions.

10. GENERAL PROVISIONS:

a. Governing Law:

This Agreement and the rights and obligations of the parties shall be governed by
and construed in accordance with the laws of the State of California.

b. Entire Agreement:

This Agreement contains all the understandings and agreements between the
parties. There are no oral understandings, terms, or conditions, and neither party
has relied upon any representations, express or implied, not contained in the
Agreement.

c. Modifications:
Any modifications or amendments of any of the terms and conditions of this

Agreement must be made in writing and expressly agreed to by the Board of
Directors of the Charter School and the employee.

d. Assignment:

The Employee may not assign or transfer any rights or duties assumed under this
Agreement.
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Severability:

If any provision of this Agreement is held to be invalid or unenforceable by a
court of competent jurisdiction, the remaining provisions of the Agreement shall
continue in full force and effect.

Waiver:

Either party to this Agreement may specifically and expressly waive, in writing,
compliance by the other party thereto with any term, condition or requirements set
forth in this Agreement. Either party to this Agreement may specifically and
expressly waive, in writing, any breach of any term, condition or requirement of
this Agreement by the other party hereto. However, in the event that either party
makes or gives such a waiver, such action shall not constitute a further or
continuing waiver of any preceding or succeeding breach, or requirement of
compliance with, the same or any other provision or contractual requirement,
unless a specific statement to the contrary is contained with such waiver. The
waiving party may, at any time thereafter, require further compliance by the other
party hereto with the requirements or provisions of this Agreement that have been
so waived. The consent of one party to any act by the other party for which such
written consent was required shall not be deemed to imply consent or waiver of
the necessity of obtaining such written consent for the same or similar acts in the
future. No waiver or consent shall be implied from the silence or from the failure
of any party to act, except as otherwise specified in this Agreement.

11. ACCEPTANCE OF EMPLOYMENT:

By signing below, the Employee declares as follows:

1.

AMERICAN INDIAN MODEL SCHOOLS

I have read this Agreement and accept employment with the Charter School on
the terms specified herein,

All information I have provided to the Charter School related to my employment
is true and accurate.

This is the entire Agreement between the Charter School and myself regarding the
terms and conditions of my employment. This is a final and complete Agreement
and there are no other agreements, oral or written, express or implied, concerning
the subject matter of this Agreement.

EMPLOYMENT AGREEMENT (CLASSIFIED NON-EXEMPT) paGE 8oF 9

DOCS 2532339.2



/,,
Employee Signature: _ M / U “Date: J/)///?

N CXTTZY AR /470/‘ 207 Qupplal A GHeO?
Telephone: /I UQD ) O’\éé’“//ﬂ&,?z

CHARTER SCHOOL APPROVAL:

Dated:

Signature of AIMS Board Superintendent of AIMS
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American Indian Model Schools

171 12 Street 3™ Floor
Oakland, CA 94607

Administrative Assistant [

Description:  Under the direction of the Head of School the Administrative Assistant performs a variety of responsible
clerical and operations dutics to support the school of assignment.

Exempt: No. For the administrative exemption, employees must have a primary duty of performing office or
nonmanual work directly related to the management or general business operations of the employer or the
employer's customers, and their primary duty must include the exercise of discretion and independent
judgment with respect to matters of significance.

Essential Job Functions:
Front Desk
¢ Securcs reception arca by registering students, staff, and school visitors upon cntering building.
*  Gives tours of school and provides detailed information about the school upon request.

» Answers phones, directs calls, records and conveys messages, receives questions and concerns of families and
staft.

= Assists with office calendar, arranges appointments for Head of School.

* Reccives and checks incoming mail and packages and distributes as necessary.
* Assists Head of School in managing parent and staff complaints.

e Supplics and processes forms for students and families.

*  Maintains high standards of professionalism in all aspects of the job.

Attendance

¢ Contacts familics regarding absent students, and organizes pickup of student work.

e Tracks student daily attendance using PowerSchool.

*  Tracks student attendance and tardiness for purposes of truancy identification.

* Implements school cnrollment policies including distribution, collection. and organization of enrollment
applications.

¢ Maintains and ensures up-to-date and organized enrollment records in compliance with school, district, and
state policy. Manages waitlist and enrollment lists,

Communication

¢ Communicates school policics, processes, and functions to students, familics, and school staff through written
memo and oral advice.

* Notifies teachers of schedule changes (intervention cancellation, elc.).

*  Provides clerical support to Head of School and Deans.

* Maintains facilitics. Communicates with facility crew (o cnsure repairs and requests are fulfilled.
e Manages copy machines. sets up wireless printers. orders supplies, call§ in service requests, etc.).
e Serves as IT services contact person.



e Schedules and manages school-wide drills (fire/carthquake/intruder).

Reporting

e  Assists Operations Department in gathering documents and completing reports as needed (Safe School Plan,
SARC, SPSA, PENSEC, Attendance Audit, OCS requests, Notice of Violation).

s Assists Operations Department with obtaining documentation for all state reports.

Student Records/Enrollment

*  Mainlains immunization records for all students,

* Maintains student transcripts.

e  Supports Operations Department with Public Lottery.

e Compiles teachers’ monthly attendance reports.

*  Drafts and submits district attendance reports each reporting month,

o Implements school enrollment policics.

e Maintains up-to-date class lists, and breakdowns of student demographics.

Miscellancous

» Creales honor roll certificates cach period and distributes to teachers.

» Ensurcs that all students without lunches are able to have a lunch meal.

» Facilitates Saturday school at least once every school year.

*  Maintains up-to-date staff contact information.

e Conlact person for monthly garage parking.

e  Attends to sick/injured student's.

e Assists Head of School with orientation and training of new hires.

o  Orders food for trainings and meetings.

s Attends options fairs to recruit students for AIM schools.

¢ Picture Day Coordinator.

e Coordinates Health Screening (Scoliosis, Vision, and Hearing) Coordinator.
e Monitors facility inspections (annual fire inspection, sprinkler system certification, firc extinguishers, ctc.).
e Physical Fitness Test Site Coordinator (Supports PE teachers through PFT).
s Inventories Resources and orders supplies/materials.

¢  Other duties as assigned.

Qualifications

» Must be organized and detail-oriented.

s  Must be capable of multi-tasking while maintaining a composed and professional demcanor.

Education and Experience:

e AA in related subject or Business School diploma.

e 1-3 years’ experience with progressively increasing responsibility in administrative assistant role.

This 1% a non-exempt position. The incumbent is eligible for overtime compensation. The Board of Dircclors

reserves the right to waive any minimum qualification.

Board Approved Revision: 12/14/46



