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Statement of Purpose:
The Samueli Academy Charter High School is a separate 501.c.3 non-profit established by Orangewood
Foundation and chartered by Orange County Department of Education. The Samueli Academy Board of
Trustees shall conduct all meetings in accordance with the Brown Act of the State of California. Samueli
Academy Board of Trustees agrees to comply with all laws that apply to public agencies.
The Board of Trustees is the guardian of the Charter School’s mission. The Board of Trustees is fully
responsible for overseeing the operation and fiscal affairs of the Charter School and will maintain active and
effective control of the Charter School. The day-to-day running of the Charter School is the responsibility of the
Head of School.
Mission:
The mission of Samueli Academy is to ignite the passion within all students to reach their greatest potential
through a nurturing and innovative learning environment.

Vision:
The vision of Samueli Academy is that all students experience positive education, career, and life outcomes.

Approved 02/26/2019
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Regular Meeting of the Board of Trustees:
1. Regular meeting of the Board of Trustees, including Annual Meetings, shall be held at Samueli
Academy Charter High School on the fourth Tuesday of each month at 6:30 p.m. in the evening. The
Board of Trustees, by special resolution, may change the location of special meetings and committee
meetings.
2. All Board of Trustees meeting agendas, including committee meetings, will be posted at least 72 hours
in advance at the place of the scheduled meeting and on the Samueli Academy website. Posting must be
accessible to staff, students, parents, etc., for public viewing at all times. No business shall be conducted
by the Board of Trustees except at a regular meeting or adjourned thereof, or at a duly called special
meeting.
3. Consent calendar: In consultation with the Executive Director, the Chair of the Board shall designate
routing items of business for the meeting agendas and for consent agendas. Any item may be removed
from the consent calendar upon request of the majority of the Board.
Public Sessions:
1. All meetings of the Board of Trustees and of its committees shall be open to the public, except as
provided by law, and the records of its proceedings shall be open to public inspection.
2. Members of the public may request to place matters directly relating to the business of Samueli
Academy on an agenda of the Board of Trustees by submitting a summary of the item to the Chair or
Secretary of the Board of Trustees seven working days prior to the meeting.
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PUBLIC COMMENT PROCEDURES
Welcome to Samueli Academy Charter High School’s board meeting. We appreciate your interest and
involvement in making our school a success.
For your convenience, we have outlined below the Samueli Academy Charter High School’s protocol for
public comment and participation during our Board meetings.
1.

Meetings
a. We welcome the public to all of our meetings
b. Samueli Academy Charter High School adheres to all of the requirements of the Open Meeting
Act. “The purpose and clearly stated intent of the Open and Public Meeting Act is to ensure that
actions of the state are conducted openly and that the people’s business is done in full view of the
public.” The intent is that you can watch the public charter school board conducting its business.

2.

Seating
a. Board Members, Samueli Academy Charter High School senior staff, and the Head of School are
invited to sit at the board table.
b. A public seating area is provided for parents, teachers and other guests.

3.

Public - Add an Agenda Item
For concerns or comments that the public wishes to have addressed during the Board Meeting,
please submit them in writing to board@samueliacademy.org seven working days prior to the
board meeting. The Board Chair will consider those items for inclusion on the next board meeting
agenda, and you will be notified 24 hours in advance of the meeting whether the item will be
included.

4.

Public Comments at Board Meeting
a. Signing up to Speak - Speakers may request to be added to the speakers list by calling the front
desk by 12:00 p.m. the day of the meeting. Speakers are called in the order in which they sign up.
Speakers may not speak more than once on a specific topic. Any person who would like an
interpreter to assist them in providing public comment and any person with a disability who needs
accommodation to provide public comment should notify the front desk at least three business
days in advance of a meeting to request assistance. On the day of the board meeting, speakers
may also submit a “Request to Address the Board” slip to the Board Chair (Presiding Officer)
before the official start of the meeting. The Board Chair will call you forward at the appropriate
time.
b. Time - Anyone may address the Board for up to 3 minutes on any item. A timer may be used and
speakers should conclude their remarks within the 3 minute timeframe. The Board will provide
twice the allotted time, or 6 minutes, to any member of the public who utilizes a translator to
ensure that non-English speakers receive the same opportunity to directly address the Board as do
English speakers. For Non-Agenda Items a single person may speak for 3 minutes and the total
time allowed for a single Non-Agenda Item is 10 minutes. For agenda items, if there is a large
number of speakers, comment time allotted for each speaker may be reduced at the Board Chair’s
discretion.
Approved 05/23/2017
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c. Topics – Speakers may address an item on a Board of Trustees agenda as that item is heard during
a meeting, or may address an item not on the agenda during a portion of the meeting that may be
provided for Public Comment on Non-Agenda Items. All comments should address a matter
related to Samueli Academy. The Board of Trustees will not hear public comment that involves a
complaint about an individual staff member, a personnel action, a student disciplinary matter, a
complaint about an individual student, or pending litigation. Such matters should be reduced to
writing and sent to the Board Chair.
d. Decorum – The Board of Trustees expects that each speaker will be courteous, modeling for our
students how one can respectfully disagree with others’ views. Speakers will address their
comments to the entire Board of Trustees and not to one individual Board member, nor to the
CEO, to a staff member, nor to the audience. Speakers will not engage in personal attacks.
e. Written Comments – If a speaker would like to present written comments to the Board of Trustees,
twelve copies should be provided.

Thank you for attending our board meeting.

Approved 05/23/2017
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WHISTLEBLOWER POLICY
Samueli Academy requires its trustees, officers, employees, and volunteers to observe high
standards of ethics in the conduct of their duties and responsibilities within the School. As
representatives of Samueli Academy, such individuals must practice honesty and integrity in
fulfilling all responsibilities and must comply with all applicable laws and regulations. The
purpose of this policy is to create an ethical and open work environment, to ensure that Samueli
Academy has a governance and accountability structure that supports its mission, and to encourage
and enable trustees, officers, employees, and volunteers of Samueli Academy to raise serious
concerns about the occurrence of illegal or unethical actions within Samueli Academy before
turning to outside parties for resolution.
All trustees, officers, employees, and volunteers of Samueli Academy have a responsibility to
report any action or suspected action taken within Samueli Academy that is illegal, unethical or
violates any adopted policy of Samueli Academy or local rule or regulation. Anyone reporting a
violation must act in good faith, without malice to Samueli Academy or any individual at Samueli
Academy and have reasonable grounds for believing that the information shared in the report
indicates that a violation has occurred. A person who makes a report does not have to prove that a
violation has occurred. However, any report which the reporter has made maliciously or any report
which the reporter has good reason to believe is false will be viewed as a serious disciplinary
offense. No one who in good faith reports a violation, or who, in good faith, cooperates in the
investigation of a violation shall suffer harassment, retaliation, or adverse employment action.
Further, no one who in good faith discloses, who may disclose, or who the School believes
disclosed or may disclose, information regarding alleged violations to a person with authority over
the employee or another employee who had responsibility for investigating, discovering or
correcting the purported violation shall suffer harassment, retaliation, or adverse employment
action.
Any employee who knows or has a reasonable belief that persons associated with Samueli
Academy plans to engage or has engaged in illegal or unethical conduct in connection with the
finances or other aspects of the School’s operations, should immediately file a “Complaint” using
the School’s Internal Complaint Form in the Employee Handbook, Appendix B.

Approved 01/28/2020
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Board of Trustees
Policies and Procedures
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Board of Trustees Governance Standards
Charter schools are governed by Boards, not by individual Board members. While understanding their separate
roles, the Board, CEO and Head of School work together as a governance team. The governance team assumes
collective responsibility for building unity and creating a positive organizational culture to govern effectively.
In consideration of these guiding principles, the following policies and job descriptions identify the role of the
Board, CEO, Head of School, CFO, Treasurer and the Secretary of the Board of Trustees.

Revised: 05/13/16
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Board of Trustees
Board Member Orientation
Procedure and Agenda
I.

Introduction and Welcome
a. Orientation will be completed within two months of the full approval of a new Board member.
b. Orientation should be conducted by the Chair of the Board of Trustees, an additional Board member and
any other persons deemed necessary for a successful orientation.

II.

Samueli Academy Structure and Organization
a. History of Samueli Academy
i. Orangewood Foundation and Management Agreement
ii. Orange County Department of Education - What is a charter school?
b. School Facilities and Map
c. Future Building and Expansion
d. Organizational Chart

III.

School Governance and Management
a. Mission, Vision and Philosophy
b. Board of Trustees Responsibilities
i. New Board Member Responsibilities
c. Executive Director and Head of School Responsibilities
d. Samueli Academy Officers and Staff
e. Student Admission

IV.

Samueli Academy Official Board Committees
a. Academic Committee Responsibilities
b. Governance Committee Responsibilities
c. Finance Committee Responsibilities

V.

Board of Trustees Public Meetings
a. Brown Act Compliance
b. Public Meetings and Public Comment
c. Location and Time of Board Meetings
d. Board Member Attendance

VI.

Fundraising
a. Board Members Responsibilities
b. Events
c. Student Activities
d. Graduation
e. Operating Budget
f. Orangewood Capital Campaign
g. Future Building

VII.

Questions and Summary
Approved 10/22/2019
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Board of Trustees Responsibilities
General Responsibilities:
Each trustee is responsible for actively participating in the work of the Board of Trustees
of Samueli Academy (the Academy) and the life of the school. The governance structure
of the Academy is intended to support and facilitate the accomplishment of the Charter
School Mission. It is the Board’s responsibility to: 1. Ensure that the mission is relevant
and vital to the community it serves and, 2. Monitor the success of the Charter School in
fulfilling its mission, and 3. Is fully responsible for overseeing the operation and fiscal
affairs of the Charter School.
Specific Responsibilities of the Board of Trustees:
•
•
•
•
•
•

•
•
•
•
•
•
•

Adopts a clear statement of the Academies’ mission, vision and strategic goals
Develops and approves policies and procedures for the Academy and the Board of
Trustees
Reviews and maintains appropriate bylaws that conform to legal requirements
Assures that the Academy and the Board of Trustees operate in compliance with the
applicable laws and regulations, minimizing exposure to legal action.
Adopts a conflict of interest policy that is reviewed with, and signed by, individual trustees
annually.
Assures accountability for both the financial stability and the financial future of the
Academy, engaging in strategic financial planning, assuming primary responsibility for the
preservation of capital assets and endowments, overseeing the operating budgets, and
participating actively in fund raising.
Approves and monitors the annual budget and school performance report
Approves the annual financial audit accordingly to generally accept accounting practices
Approves the Annual Report (by October 31 of each year)
Reviews and approves insurance policies/renewals on an annual basis
Selects, supports, nurtures and evaluates, and sets appropriate compensation for the Head
of School
Maintains a focus that is long range and strategic
Undertakes formal strategic planning on a periodic basis, sets goals related to the plan and
conducts annual written evaluations for the Academy, Board officers and the Board itself

Page 1 of 2 Revised:
07/16/18
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•

•
•
•

Is committed to a program of professional development that includes annual new trustee
orientation, ongoing trustee education and evaluation, and Board leadership succession
planning
Approves the school calendar and schedule of Board of Trustee meetings
Participates in the dispute resolution procedure and complaint procedures when necessary
Approves charter and bylaw amendments and/or material revisions (subject to
OCDE approval)

Individual Board of Trustee members:
•
•
•
•
•

Serve as a committee or advisory committee chair or member
Actively participate in one or more Academy fundraising events and assist in fundraising
for the Academy
Sign the Academy Conflict of Interest policy required of all public or Charter school
members
Attend monthly Academy Board of Trustee meetings
Serve as an ambassador for the Academy in the community

Board Member Terms
•
•

Each Board member, after the expiration of the Founding Board’s staggered terms, or
service, shall serve a term of three (3) years
Board terms begin with the fiscal year on July 1, unless filling a vacant seat

Page 2 of 2 Revised:
07/16/18
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Samueli Academy
Conflict of Interest Policy

Article I – Purpose
The purpose of the Conflict of Interest Policy is to prevent the personal interests of employees, Trustees,
Officers, members of a committee with governing Board delegated authority and Career Advisory Council
members from interfering with the performance of their duties to Samueli Academy, or from resulting in
personal financial, professional, or political gain on the part of such persons at the expense of Samueli
Academy or its supporters, clients and other stakeholders. This policy aims to protect Samueli
Academy’s interest when it is contemplating entering into a transaction or arrangement that might benefit
the private interest of an employee, Officer or Trustee of Samueli Academy. This policy is intended to
supplement but not replace any applicable state and federal laws governing conflict of interest applicable
to Samueli Academy.

Article II – Definitions
1. Conflict of Interest
A conflict, or the appearance of a conflict, between the private interests and the official responsibilities of
a person in a position of trust. Persons in a position of trust include all employees, Officers, Trustees,
Board and Advisory committee members and Career Advisory Council members of Samueli Academy.
2. Interested Person
Any employee, Trustee, Officer, or Board committee member or Career Advisory Council member, who
has a direct or indirect financial interest, as defined below, is an interested person.
3. Financial Interest
The determination of the existence of financial interest shall be based on applicable law, including the
Political Reform Act (Govt. Code § 81000 et seq.) and the California Corporations Code. Examples of
financial interests include, but are not limited to, the following and include direct and indirect interests
such as interests through business, investment, or family:
a.
An ownership or investment interest in any entity with which Samueli Academy has a
transaction or arrangement,
b.
A compensation arrangement with Samueli Academy or with any entity or individual with
which Samueli Academy has a transaction or arrangement. Compensation includes direct and
indirect remuneration as well as gifts or favors that are not insubstantial, and
c.
A potential ownership or investment interest in, or compensation arrangement with, any
entity or individual with which Samueli Academy is negotiating a transaction or arrangement.
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Article III – Procedures
1. Duty to Disclose
In connection with any actual or possible conflict of interest, an interested person must disclose the
existence of the financial interest and be given the opportunity to disclose all material facts to the
Trustees and members of Board committees considering the proposed transaction or arrangement.

2. Determining Whether a Conflict of Interest Exists
After disclosure of the financial interest and all material facts, and after any discussion with the interested
person, he/she shall leave the governing Board or committee meeting while the determination of a conflict
of interest is discussed. The remaining Board or committee members shall decide if a conflict of interest
exists.

3. Procedures for Addressing the Conflict of Interest
Non-Trustee Conflict of Interest:
Except for employment agreements with Samueli Academy, Samueli Academy shall not enter into
a contract or transaction in which a non-Trustee interested person directly or indirectly has a
material financial interest unless all of the following apply:
a.

The interested person with a material financial interest in the proposed contract or
transaction fully discloses his/her financial interest in such contract or transaction in good
faith and said disclosure is noted in the Board of Trustees or committee meeting minutes.

b.

The interested person with a material financial interest in the proposed contract or
transaction recuses himself/herself from any participation whatsoever in the proposed
contract or transaction.

c.

Such contract or transaction is authorized in good faith by a majority of the Board of
Trustees or committee by a vote sufficient for that purpose.

d.

Before authorizing or approving the transaction, the Board of Directors considers and in
good faith decides after reasonable investigation that the corporation could not obtain a
more advantageous arrangement with reasonable effort under the circumstances.

e.

The corporation for its own benefit enters into the transaction, which is fair and
reasonable to the corporation at the time the transaction was entered into.

Trustee Conflict of Interest:
The Corporation shall not enter into a contract or transaction in which a Trustee, directly or indirectly, has
a material financial interest.
4. Violations of the Conflicts of Interest Policy
a.

If the governing Board or committee has reasonable cause to believe a member has
failed to disclose actual or possible conflicts of interest, it shall inform the member of the
basis for such belief and afford the member an opportunity to explain the alleged failure
to disclose.
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b.

If, after hearing the member’s response and after making further investigation as
warranted by the circumstances, the governing Board or committee determines the
member has failed to disclose an actual or possible conflict of interest, it shall take
appropriate disciplinary and corrective action.

Article IV - Records of Proceedings
The minutes of the governing Board and all Board committees shall contain:
a.
The names of the persons who disclosed or otherwise were found to have a financial
interest in connection with an actual or possible conflict of interest, the nature of the financial
interest, any action taken to determine whether a conflict of interest was present, and the
governing Board’s or committee’s decision as to whether a conflict of interest in fact existed.
b.
The names of the persons who were present for discussions and votes relating to the
transaction or arrangement, the content of the discussion, including any alternatives to the
proposed transaction or arrangement, and a record of any votes taken in connection with the
proceedings.

Article V – Compensation
a. A member of the governing Board who receives compensation, directly or indirectly, from
Orangewood Foundation for services is precluded from voting on matters pertaining to that
member’s compensation.
b. Trustees may not be compensated directly or indirectly by Samueli Academy.

Article VI - Annual Conflict of Interest Statements
Each interested person shall annually sign a statement which affirms such person:
a. Has received a copy of this conflict of interest policy and procedures,
b. Has read and understands the policy,
c. Has agreed to comply with the policy, and
d. Understands Samueli Academy is a charitable organization and in order to maintain its federal
tax exemption, it must engage primarily in activities which accomplish one or more of its taxexempt purposes.

Article VII – Additional Considerations for Employees
It is the policy of Samueli Academy that employees refrain from any activity that would represent a
potential or direct conflict of interest with Samueli Academy.
DEFINITION
B.
A.

Employees should NOT represent Samueli Academy in any transaction in which a
personal interest exists. Employees should NOT own, or be involved in any business
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occupation, organization or activity that would represent a potential or direct conflict of
interest with Samueli Academy.
B.

Employees should NOT own, or be employed by, any business or agency that is a
competitor or supplier of goods/services to Samueli Academy.

C.

Employees should NOT obtain additional employment that conflicts with an employee’s
work schedule, duties, and responsibilities at Samueli Academy, has a detrimental effect
on the employee’s work performance with Samueli Academy, or that directly or indirectly
competes with the business or the interests of Samueli Academy.

D.

Samueli Academy will do business with the most competitive vendor, providing they are
NOT owned or operated in any way by an Employee or their relatives.

E.

Teachers should NOT tutor a student that is enrolled in their class outside of Samueli
Academy.

F.

Employees should NOT accept gifts from other employees, outside vendors, suppliers of
goods or services, or any other company, agency or organization that does, or is seeking
to do business with, or is a competitor of Samueli Academy without full disclosure to and
approval from management.

G.

Employees should NOT disclose Samueli Academy’s confidential or proprietary
information, including information regarding projects, clients, or systems, to anyone not
connected with Samueli Academy whether or not for personal profit.

Article VIII - Periodic Reviews
To ensure Samueli Academy operates in a manner consistent with its charitable purposes and does not
engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted. The
periodic reviews shall, at a minimum, include the following subjects:
a.
Whether compensation arrangements and benefits are reasonable, based on competent
survey information and the result of arm’s length bargaining.
b.
Whether partnerships, joint ventures, and arrangements with management organizations
conform to Samueli Academy’s written policies, are properly recorded, reflect reasonable
investment or payments for goods and services, further charitable purposes and do not result in
an impermissible private benefit or in an excess benefit transaction.

Article VIII - Use of Outside Experts
When conducting the periodic reviews as provided for in Article VIII, Samueli Academy may, but need
not, use outside advisors. If outside advisors are used, their use shall not relieve the governing Board of
Trustees its responsibility for ensuring periodic reviews are conducted.
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Annual Conflict of Interest Disclosure
Form
This form must be filed annually by all interested persons, as identified in Samueli
Academy’s Conflict of Interest Policy, ratified by Samueli Academy Board of Trustees at
their meeting on September 26, 2017.
_____

I have no potential conflicts of interest to report

_____

I have the following potential conflict of interest to report (please
specify):

The undersigned, by their affixed signature, note their understanding of the implications
of this policy.

Signature

Date

Printed Name
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Samueli Academy Charter School
Appeal Policy
•

The Board of Trustees, as governing entity of Samueli Academy, will hear appeals of
administrative decisions made by Samueli Academy staff. These appeals will be held
during closed session of regularly scheduled monthly Board of Trustees meetings.

•

All appeal requests must be made using established Appeal Procedures by law.

•

Requests should be written in detail and include all relevant information the Board should
consider.

•

The appeal will be heard in closed session as outlined by the Brown Act. Samueli
Academy staff will have 5 minutes to make their presentation. The parent/student will
have 5 minutes to respond and add additional information. Board members may then ask
questions of either party.

•

The Board of Trustees will meet in a closed session to render their decision, unless
otherwise indicated, the Board will render a decision within 72 hours of the hearing.

•

If the student has been expelled or his/her inter-district transfer has been revoked, the
student should enroll in his/her home school district during the appeal process.

18

Job Description
EXECUTIVE DIRECTOR
Department:
Reports To:
Provides Direction To:
Status:
Date Prepared:

Administration
Samueli Academy Board of Trustees
Head of School, Director of Alumni Success
Salaried Exempt
October 2018

GENERAL PURPOSE
The Executive Director of Samueli Academy is responsible for advancing the mission of the
School by implementing its Mission and Vision. This position has final administrative
authority on all school matters subject to Board discretion, but may delegate school-based
decisions to the Head of School. The Executive Director’s primary focus is to strengthen and
promote Samueli Academy by stewarding, cultivating, and developing key constituencies,
working closely with the Board of Trustees on the future vision and program of the School
(including all expansion efforts), serving as a visible, approachable, and accessible presence in
the life of the School and within the local community, creating strategic partnerships with likeminded organizations, participating actively with statewide and national entities, strengthening
relationships with colleges and universities, and further developing the School’s overall brand.
In addition, the Executive Director guides and communicates key decisions regarding the
implementation of major policy decisions. The Executive Director will be an effective
spokesperson for the School and will represent Samueli Academy in the community, locally,
regionally, and nationally. The Executive Director is involved to a significant extent in all
significant development activities, including capital and operations campaigns, especially as
they pertain to major donors. The Executive Director will be available to school constituencies
whenever needed and attends meetings of the Board of Trustees and its standing committees,
Orangewood Foundation, California Charter School Association, and attends and leads, along
with the Head of School, other significant events related to the School’s programming. Final
decisions, subject to Board oversight and approval, regarding significant school policies,
priorities, plans and practices are to be made by the Executive Director in partnership with the
Head of School.
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ESSENTIAL FUNCTIONS AND RESPONSIBILITIES
A. Board and Governance Responsibilities
 Work directly with the Board, Orangewood Foundation CEO, and Head of School
on all matters as they pertain to the School’s Mission, Vision, high-level policies and
priorities, and advancement of the School
 Works with the Board, Orangewood Foundation CEO, and Head of School to
develop short-range and long-range goals and objectives, with criteria for
determining effective achievements and outcomes
 Responsible for supporting the Governance Committee by creating the meeting
agendas and minutes for approval, creating/gathering all supporting documents for
distribution prior to the meetings, helping to administer the performance evaluation
process and managing the deliverables for the annual Board Retreat
 Responsible for supporting the Academic Committee by creating the meeting
agendas and minutes for approval, and creating/gathering all supporting documents
for distribution prior to the meetings.
 Responsible for supporting the Board of Trustees by creating the meeting agendas
and minutes for approval, creating/gathering all supporting documents for
distribution prior to the meetings, reporting on Orangewood activities at the
meetings and managing the annual Form 700 reporting process.
 Works with the Board, Orangewood Foundation CEO, and Head of School to
develop school policies and procedures related to pupil personnel services,
personnel, budget, and business affairs
 Ensure compliance with all local, state and federal laws and regulations
B. Administration
 Ensure that the principles of good practice of all school operations, especially those
of admission, marketing, faculty recruitment, and fundraising, demonstrate integrity
at all levels of Samueli Academy
 Oversee, in collaboration with the Head of School, the development of Samueli
Academy’s program and the quality of life in the school community. Works with the
Head of School to provide a safe and healthy campus environment in which our
students and staff can excel
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 Communicate effectively with all constituencies. Represents the interest of the
Board and Samueli Academy in interactions with parents, other citizens, and
community and regulatory agencies
 Direct supervision of the Head of School, and broad supervision of all school staff.
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES (Cont’d)
 Works with the Head of School to formulate the staffing plan and academic goals of
the school for approval by the Board of Trustees, and its respective committees.
Ensures that the approved goals are attained
 Direct supervision of student recruitment including developing and implementing a
program to enhance recruitment efforts as they pertain to foster and community
youth
 Direct supervision of the student admissions process including managing the waiting
list
 Direct supervision of the Director of Alumni Success (as it pertains to alumni
specific events/initiatives) who is responsible for the successful transition of our
Samueli Academy graduates into higher education and supporting them thereafter
 General oversight of the Career Advisory Council in collaboration with the Workbased Learning Coordinator and key members of the Orangewood Foundation
 Direct supervision and facilitation of the Samueli Academy scholarship program
 Direct supervision and facilitation of the Hansen Authentic Audience program
 Lead all expansion efforts as they pertain to school operations. These can include,
but are not limited to, integration of the residential program, the addition of a Junior
High and creation of an Independent Study program
 Constant communication with the Head of School including assistance on any and
all school matters
In collaboration with the Head of School, evaluate and implement potential new
programming as they pertain to the advancement of the school
 Lead and oversee all social media efforts to ensure messages are in line with the
Mission and Vision of the school
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 Lead and oversee the school website to ensure it’s in line with the Mission and
Vision of the school
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES (Cont’d)
C. Collaboration/Partnerships
 Create and maintain strategic partnerships that align with the School’s Mission
 In conjunction with the Orangewood Foundation CEO and the Board, establishes
and maintains an effective community relations program including strong
relationships with Orangewood Foundation, Samueli Academy business partners,
foster youth agencies, volunteers and auxiliaries, CCSA, OCDE, higher-education
institutions, the California State Department of Education, and other applicable
entities
 Strengthen relationships with colleges, universities, and other key stakeholders.
 Oversees, in conjunction with the Orangewood Foundation CEO, all organizational
integration and collaboration efforts
 Serve on multiple charter school and education committees/councils/Boards which
may include, but are not limited to, CCSA Member Council, OC Advisory Council
and the Charter School Leadership Network
 Investigate and participate in educational programs around the nation as a means to
positively impact Samueli Academy, STEAM, Charter Schools, and education in
general
D. Finance
 Directly oversees, in conjunction with the CFO, maintenance of the physical plant,
strategic planning, and fundraising.
 Works with the CFO and Head of School to develop the annual budget for approval
by the Board of Trustees, and its respective committees. Ensures that the approved
budget and associated goals are attained
 Support the Orangewood development efforts to raise both capital campaign and
operational funds for the school by participating in various fundraising activities
and hosting tours of the campus
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 Maintains a portfolio of specific donor relationships with key Samueli Academy
supporters
 In collaboration with Orangewood, find new and innovative ways to raise
operational funds for the school
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES (Cont’d)
 Participates in the team providing direction regarding construction progress,
planned programs, and new phased services of Samueli Academy through the work
of architects, contractors, staff and Board representatives to meet our goals and
objectives
E. Human Resources
 Establish an effective manner of leadership and appropriately involve members of
the administration and faculty in decision-making
 Work with the Head of School and the Orangewood Foundation Director of Human
Resources in the establishment and administration of Samueli Academy personnel
programs and policies as they relate to hiring and termination procedures, time off,
workers compensation, safety, training, performance evaluation and compensation
 Oversee, along with the Head of School, human resources policies and programs
related to staff development, employee relations, and general personnel
administration
 Assists the Head of School, CFO, and Board of Trustees in establishing appropriate
salary and employee benefit programs; recommends changes to enhance benefits
and/or reduce costs
 Establishes goals and evaluates all employees directly accountable to the Executive
Director
F. Residential Program
 Partners with Samueli Academy’s residential Program Director to ensure services
provided to residential students are coordinated and effective in addressing the
academic and emotional needs of our resident students
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QUALIFICATIONS GUIDELINES
Education/Training/Experience:
Required: Minimum of ten years of broad, progressively responsible educational and
administration experience. Valid Administrative Services Credential required. Knowledge of
child development; procedures, methods and strategies pertaining to the administration of a
high school; State/Common Core standards, curriculum and instruction; school safety,
discipline and supervision; Education Code, local policies, and State and Federal laws relating
to minors; technology; contract management; methods and procedures of supervision and
evaluation; current educational theories and practices.
Desirable: Bachelor’s degree in Business Administration, Finance, Marketing, or related field
is preferred. Additional graduate level education and certification; prior executive level
experience leading an entire organization, including accountability for Board relations and the
profit and loss performance of a school, non-profit entity, and/or corporation. Fundraising and
public speaking experience also desired.

Skills/Abilities:
Ability to plan, organize and direct school operations; establish and maintain effective working
relationships with various constituents including the Board, parents, teachers, community
leaders, students and the general public; demonstrate effective leadership in order to manage,
supervise, motivate and train personnel; analyze problems and issues and develop appropriate
solutions; communicate effectively, both orally and in writing; keep current regarding
preliminary teacher preparation programs including instruction programs, professional
development, and knowledge about State-adopted/Common Core academic content standards
and performance levels for standards.
Ability to create and clearly achieve organizational goals and financial and operational
objectives; analyze, summarize, and present administrative, operational, and technical
information and data in an effective manner; make sound business and planning decisions;
exercise effective leadership and judgment in policy, personnel and budgetary matters and
adopt effective courses of action; demonstrate tact and diplomacy in working with sensitive
information and maintain the confidentiality of organizational documents within legal
standards.

24

Job Description
CHIEF FINANCIAL OFFICER
Department:
Reports To:
Provides Direction To:
Status:
Date Prepared:

Finance
Chief Executive Officer and provides direct staff support
Head of School and to the Finance and Audit Committees
Controller and Director of Information Technology
Salaried Exempt
December 31, 2013

GENERAL PURPOSE
Under general direction of the Chief Executive Officer, the Chief Financial Officer (CFO) plans,
directs, and oversees the numerous operations supporting Samueli Academy, including finance and
general accounting, budgeting, human resources, facilities, legal and information technology
functions; serves as staff liaison to the Finance and Audit Committees; may act on behalf of the Chief
Executive Officer during absences; performs other related work as assigned.
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES
A. Finance
• Works with the Chief Executive Officer, Head of School and the Board of Trustees and
related Board committees on short and long-term operations planning, financial
projections, capital projects and campus planning
•

Supervises the preparation of the monthly financial statements by the Finance staff and
ExED, and makes presentations to the Chief Executive Officer, Board of Trustees and/
or Committees as appropriate; keeps the Chief Executive Officer, Head of School and
Board fully informed as to the financial condition of the School

•

Attends all meetings of the Board of Trustees and the following committees of the
Board: Finance and Audit, and any other ad hoc committees relating to financial,
operational, and planning matters

•

Monitors cash flow status and supervises short and long term investment activity

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES (continued)
•

Monitors capital loans, indebtedness and inter-fund loans/transfers
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•

Works with the Academy’s insurance brokers to secure adequate, appropriate and cost
effective corporate insurance for the organization
1

B. Budget
• Work with the Head of School to prepare and present the annual budget for Finance
Committee and Board approval, with input from the Chief Executive Officer
•

Works with the Head of School to ensure that all expenditures are consistent with the
approved budget or deviations from budget are approved in advance, as appropriate

•

Assists and tracks the fundraising efforts of the OCF Development Department for the
Academy operations, including the identification of new donors and stewardship of
existing donor relationships, and attends key fundraising events in order to achieve
budget goals

C. Accounting
• Implements and maintains appropriate procedures and controls for all financial systems.
Oversees Finance staff and third party vendors who are responsible for Academy
accounting activities such as payroll, accounts payable, accounts receivable, cash and
cash receipts, general ledger, purchasing, employee benefit administration, taxes and
other accounting processes
•

Ensures compliance with the filing requirements of all appropriate federal, state and
local tax agencies as well as other governing bodies such as OCDE and the State DOE.

•

Manages relationship with the Academy’s independent auditors

•

Supervises purchasing and maintenance of appropriate office furniture, equipment,
supplies and IT equipment to support the administrative and operational needs of the
Academy

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES (continued)
D. Facilities
• Primary contact in campus development, including the design, construction and funding
of the Academy campus; work closely with the project team to ensure construction
phases are completed on schedule and within established budgets.
•

Consult with the Head of School on the organization’s information technology needs in
concert with the Director of Information Technology; oversee investments in computer
hardware, software and IT projects
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•

Monitors routine purchases of the organization and supervises bidding, negotiations and
approval of major contracts

E. Personnel and Employee Benefits
• Assists the Chief Executive Officer, Director of Human Resources and the Board in
establishing appropriate salary and employee benefit programs; recommends changes to
enhance benefits and/or reduce costs

2

•

Establishes annual goals and formally evaluates all employees directly accountable to
the Chief Financial Officer

•

Works with the Director of Human Resources to analyze and secure a comprehensive
employee benefit programs for Academy staff, including health, life and disability
insurance, retirement program and workers’ compensation

F. Legal Affairs
• Assists the Chief Executive Officer in resolving legal matters related to in personnel,
general liability, insurance and regulatory compliance
QUALIFICATIONS GUIDELINES
Education/Training/Experience:
Required: Minimum of ten years of broad and progressively responsible executive financial
management, auditing, and budgeting experience, preferably with educational or not-for-profit
entities. Bachelor’s degree in Finance, Accounting, or related field is required.
Desirable: Designation as a Certified Public Accountant; additional graduate level education and
certification in Finance, Business Administration, and/or Accounting;
Knowledge of: Theories and practices of financial analysis and management, GAAP reporting
practices, and internal controls; practices applied to educational and/or not-for-profit entities;
information technology systems and applications; strategic and operations planning practices;
construction, facilities development, and maintenance practices and long-term financing and funding
sources; human resources practices; governance standards and expectations; principles of leadership
and employee development; principles of fundraising and grants administration; financial reporting
and auditing practices associated with educational and/or non-profit organizations; compensation,
benefits, and corporate insurance standards and practices; principles of employee supervision,
motivation, evaluation, and teamwork; principles of negotiation and contracts administration.
Skills/Abilities: Ability to create and clearly achieve financial and operational objectives; analyze,
summarize, and present financial and technical information in an effective manner; exercise
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effective leadership, make sound financial recommendations and adopt effective courses of action;
plan, organize, delegate and direct work in order to meet project and reporting deadlines; create and
provide informative and accurate reports and make sound presentations concerning Academy
performance; build and maintain effective relationships with the Board, its committees,
management, staff, contributors, government entities, business partners, and the general public;
communicate effectively, both orally and in writing; demonstrate proficiency in the use of standard
computer hardware and software applications.

3
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HEAD OF SCHOOL Job Description
Department:
Reports To:
Provides Direction To:
Status:
Date Prepared:

Administration
Executive Director
Certificated and Classified Samueli Academy Staff
Salaried Exempt
October 2018

GENERAL PURPOSE
Operational oversight of the day-to-day operations of the school rests with the Head of
School. The Head of School, working closely with the Executive Director, Orangewood
Foundation CEO, and Board of Trustees, will lead the School as it strengthens its position as
a self-sustaining, high-performance education institution, known on a regional and national
level. The Head of School will guide the further development of an innovative curriculum
that enhances the Samueli Academy experience and prepares students for future College and
Career excellence, with a special emphasis on foster youth success. The Head of School
serves as a visible, approachable, and accessible presence in the day-to-day life of the School
to assure that its sense of community as well as its culture of mutual support and respect, and
innovation are maintained and enhanced. The Head of School manages and supervises all
school-based departments and programs, establishing goals and objectives and holding all
stakeholders accountable for their achievement and the School’s advancement. The Head of
School attends meetings of the Board of Trustees and applicable standing committees as well
as other events related to the School’s programming. All final decisions pertaining to the
day-to-day operations of the School reside with the Head of School, with oversight by the
Executive Director.
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES
A. Administration
 Act as educational leader in maintaining a clear vision that is aligned with the
school’s mission, articulate measurable goals that are both ambitious and feasible,
and communicate clearly with all stakeholders. Responsible for the overall day-today supervision of the school and its staff. Work in partnership with the Executive
Director and Board of Trustees to establish and refine Samueli Academy's mission;
articulates the mission to all constituencies - students, faculty and staff, parents,
alumni, and the community; and supports the mission in working with all
constituencies.

29

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES (Cont’d)
 Works with the Executive Director, and Samueli Academy staff and parents to
develop short-range and long-range goals and objectives, with criteria for
determining effective achievements and outcomes
 Works with the Assistant Head of School to develop school policies and
procedures related to curriculum and instruction.
 Communicate effectively with all constituencies. Represents the interest of the
Board of Trustees and Samueli Academy in interactions with parents, other
citizens, and community and regulatory agencies
 Oversees the development of Samueli Academy's program and the quality of life in
the school community. Promotes a safe and healthy campus environment in which
students and staff can excel
 Broad supervision of all school staff. Direct supervision of the following school
staff:
o Front office/admin staff – responsible for the day-to-day operations of
running the school
o Assistant Head of School – Broadly oversees teaching and learning
o Student Development Coordinator – Oversees testing, discipline, and school
safety
o Student Success Coordinator – oversees foster youth success
o Work-based Learning Coordinator – oversees career readiness for all
students
o Student Activities Coordinator – oversees all school activities and school
spirit
o Student Life Coordinator – oversees school culture, advisory programs, and
athletics
 In conjunction with the Student Development Coordinator, manage student
behavior and oversee all disciplinary actions. Ensure that every element of school
life reflects the principles of equity, justice, and the dignity of each individual.
 Ensure that the principles of good practice of all school operations, especially
those of admission, marketing, faculty recruitment, and fundraising, demonstrate
integrity at all levels of Samueli Academy.
 Ensure compliance with all local, state and federal laws and regulations
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ESSENTIAL FUNCTIONS AND RESPONSIBILITIES (Cont’d)
 In conjunction with the Executive Director, Orangewood Foundation CEO, and the
Board, establishes and maintains an effective community relations program
including strong relationships with Samueli Academy business partners, volunteers
and auxiliaries, CCSA, OCDE and the California State Department of Education.
B. Curriculum
 In conjunction with Assistant Head of School, provides education leadership to
ensure quality teaching and learning is the highest priority. Regularly reports
information to the Executive Director, Academic Committee, and the Board of
Trustees regarding student learning, student achievement and test scores.
 Works with the Executive Director to formulate the staffing plan and academic
goals of the school for approval by the Board of Trustees, and its respective
committees. Ensures that the approved goals are attained.
C. Finance
 Works with the Executive Director and CFO to develop the annual budget for
approval by the Board of Trustees, and its respective committees. Ensures that
the approved budget and associated goals are attained.
D. Human Resources
 In conjunction with the Assistant Head of School, create a dynamic, effective and
collaborative teaching team responsible for achieving students’ educational goals
and committed to achieving personal and student excellence.
 In conjunction with the Assistant Head of School, retain, develop and evaluate
qualified faculty and staff.
 Establish an effective manner of leadership and appropriately involve members of
the administration and faculty in decision-making.
 Work with the Executive Director and Director of Human Resources in the
establishment and administration of Samueli Academy personnel programs and
policies as they relate to hiring and termination procedures, time off, workers
compensation, safety, training, performance evaluation and compensation
 Assists the Executive Director, Chief Financial Officer and Board of Trustees in
establishing appropriate salary and employee benefit programs; recommends
changes to enhance benefits and/or reduce costs.
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ESSENTIAL FUNCTIONS AND RESPONSIBILITIES (Cont’d)
 Establishes goals and evaluates all employees directly accountable to the Head of
School. Oversees the evaluation of other employees as defined by California law
and Board policy.
 Effectively facilitates the School Site Council
QUALIFICATIONS GUIDELINES
Education/Training/Experience:
Required: Minimum of ten years of broad, progressively responsible educational and
administration experience. Valid Administrative Services Credential required. Knowledge of
child development; procedures, methods and strategies pertaining to the administration of a
high school; State/Common Core standards, curriculum and instruction; school safety,
discipline and supervision; Education Code, local policies, and State and Federal laws
relating to minors; technology; contract management; methods and procedures of supervision
and evaluation; current educational theories and practices.
Desirable: Bachelor’s degree in Business Administration, Finance, Marketing, or related
field is preferred. Additional graduate level education and certification; prior executive level
experience leading an entire organization, including accountability for Board relations and
the profit and loss performance of a school, non-profit entity, and/or corporation. Fundraising
and public speaking experience also desired.
Skills/Abilities:
Ability to plan, organize and direct school operations; establish and maintain effective
working relationships with various constituents including the Board, parents, teachers,
community leaders, students and the general public; demonstrate effective leadership in order
to manage, supervise, motivate and train personnel; analyze problems and issues and develop
appropriate solutions; communicate effectively, both orally and in writing; keep current
regarding preliminary teacher preparation programs including instruction programs,
professional development, and knowledge about State-adopted academic content standards
and performance levels for standards.
Ability to create and clearly achieve organizational goals and financial and operational
objectives; analyze, summarize, and present administrative, operational, and technical
information and data in an effective manner; make sound business and planning decisions;
exercise effective leadership and judgment in policy, personnel and budgetary matters and
adopt effective courses of action; demonstrate tact and diplomacy in working with sensitive
information and maintain the confidentiality of organizational documents within legal
standards.
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Job Description
Samueli Academy Board of Trustees
A. Officers of the Board of Trustees
The officers of the Board of Trustees shall be a Chief Executive Officer, a Chief
Financial Officer, a Secretary, a Chairperson (hereinafter "Chair"), a Vice Chairperson
(hereinafter "Vice Chair"), and Treasurer (hereinafter "Treasurer"). The corporation also
may have such other officers, as the Board deems advisable.
1. Chair, Board of Trustees: Subject to Board control, the Chair, when elected, shall
preside at Board meetings and shall exercise and perform such other powers and
duties as the Board may assign.
2. Vice Chair, Board of Trustees: If the Chair is absent or disabled, the Vice Chair,
when elected, shall perform all the Chair's duties and, when so acting, shall have
all the Chair's powers and be subject to the same restrictions. The Vice Chair shall
have other such powers and perform such other duties as the Board may prescribe.
3. Secretary: The Secretary shall: (a) keep or cause to be kept, at the corporation's
principal office, or such other place as the Board may direct a book of minutes of
all meetings of the Board and Board Committees, noting the time and place of the
meeting, whether it was regular or special (and if special, how authorized), the
notice given, the names of those present, and the proceedings; (b) keep or cause to
be kept a copy of the corporation's Articles of Incorporation and Bylaws, with
amendments; (c) give or cause to be given notice of the Board and Committee
meetings as required by the Bylaws; and (d) have such other powers and perform
such other duties as the Board may prescribe.
4. Treasurer: (Define as different from CFO) The Treasurer shall serve as Chair of
the Finance Committee. The Treasurer shall: (a) keep or cause to be kept adequate
and correct accounts of the corporation's properties, receipts and disbursements;
(b) make the books of account available at all times for inspection by any Trustee;
(c) be advised of deposit or cause to be deposited the corporation's monies and
other valuables in the corporation's name and to its credit, with the depositories
the Board designates; (d) disburse or cause to be disbursed the corporation's funds
as the Board directs; (e) render to the Board of Trustees, as requested but no less
frequently than quarterly every fiscal year, an account of the corporation's
financial transactions and financial condition; (f) be aware of any reports on
financial issues required by an agreement on loans; and (g) have such other
powers and perform such other duties as the Board may prescribe.
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Official Board
Committees
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2019/2020
Academic Committee Responsibilities
1. Formulate and document Samueli Academy Academic Committee responsibilities.
2. Decide on expertise and composition needed on the committee.
3. Review Samueli Academic Policies and Procedures and recommend for Board approval.
4. Function as an advisory resource for curriculum development.
5. Track and advise on school culture.
6. Act as a resource/advisory source to Head of School and teachers.
7. Review and advise the Head of School on strategies for Samueli Academy evaluation.
8. Review and advise on teacher recruitment and retention.
9. Review and advise on student recruitment and retention.
10. Review and advise on academic course offerings.
11. Review and advise on Samueli Academy discipline policies and procedures.
12. Review and advise on strategies for student tracking and evaluation prior to and after
graduation.
13. Review and advise on the performance of the afterschool enrichment program.
14. Review strategies for evaluating and tracking work-based and project-based learning.
15. Review and advise on the use of data to improve instructional strategies.
16. Review and advise each year, the Goals and Objectives for Samueli Academy Charter School
and the Head of School. Submit to the Board of Trustees for discussion and approval.
17. Review and revise Samueli Academy Scorecards.
18. Participate in Board activities as needed.
19. Review California Dashboard.
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2019-2020 Finance Committee Responsibilities
1. Perform a regular review of the Samueli Academy' s financial statements and cash flow and present to the
Board.
2.

Review and approve the organization's annual operating budget and present to the Board for approval.

3. Review all significant vendor contracts over $15,000 in total value over all years or contracts that contain a
significant financial commitment such as loans and other borrowings before they are signed.
4.

Review all regular purchases over $50,000 in value and non-standard purchases over $30,000 in value.

5.

Review the performance of the organization's investment portfolio and its investment managers.

6. Review and approve teacher compensation plans, including teacher incentives and present to the Board for
approval.
7.

Review employee benefits packages and present to the Board for approval.

8. Review the organization's corporate insurance program on an annual basis at renewal and present to the Board
for approval. (Note, insurance to be placed out to bid at least every 3 years)
9. Perform a review and analysis of the compensation of the organization's Executive Director, Head of School and
CFO and present to the Board for approval.
10. Review a copy of the organization's Form 990 tax return prior to filing and present to the Board for approval.
11. Review interim regulatory reporting to various government entities.
12. Evaluate the performance of the organization' s financial and regulatory consultant, ExED, on an annual basis
and recommend engagement to the Board for approval on an annual basis.
13. Review and approve all intercompany agreements/contracts between related entities.
14. Monitor and update the organization's financial policies and procedures and present to the Board for approval.
15. For financial items, ensure compliance with the Brown Act and any new laws and regulations.
16. Monitor and update these Finance Committee responsibilities as needed.
17. Evaluate a mid -year recast of budget and, if material, submit to the Board of Trustees for approval.
18. Perform a quarterly review of Samueli Academy investments.

Approved 10/22/2019
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Fiscal Policies and Procedures
Handbook

Approved 9/26/2017
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OVERVIEW
The Governing Board of Trustees (“Trustees”) of Samueli Academy (“Academy”) has reviewed and
adopted the following policies and procedures to ensure the most effective use of the funds of the
Academy to support the mission and to ensure that the funds are budgeted, accounted for, expended,
and maintained appropriately.
1.

2.
3.
4.
5.
6.

7.

The Trustees formulate financial policies and procedures, delegate administration of the
policies and procedures to the Head of School, Chief Executive Officer (“CEO”) and Chief
Financial Officer (“CFO”) and review operations and activities on a regular basis.
The Head of School, CEO and CFO have responsibility for all operations and activities related
to financial management.
Financial duties and responsibilities must be separated so that no one employee has sole
control over cash receipts, disbursements, payrolls, and reconciliation of bank accounts.
All administrative employees are required to take annual vacations of at least five (5)
consecutive days.
All documentation related to financial matters will be completed by computer or ink.
The Trustees will commission an annual financial audit by an independent third party auditor
who will report directly to them. The Trustees will approve the final audit report, and a copy
will be provided to the charter-granting agency. Any audit exceptions and/or deficiencies will
be resolved to the satisfaction of the Trustees and the charter-granting agency.
The Trustees can appoint someone else to perform the Head of School, CEO or CFO’s
responsibilities in the case of absence.

Defined Entities
1.
2.

3.

4.

The Academy is a separate 501c3 corporation that is responsible for running the charter school
and is the entity that these fiscal policies are written for.
Orangewood Foundation (“Orangewood”) is the entity that created the Academy and is the
sole voting member of the Board of Trustees. The Academy has entered into a shared services
agreement with Orangewood whereby Orangewood provides various strategic, accounting,
HR, administrative and fundraising duties.
The Orange County Department of Education (“OCDE”) is the granting charter agency for
the Academy. (charter #1419). The term of the charter is for 5 years beginning on July 1,
2013 and expiring on June 30, 2018. The Academy has a Memorandum of Understanding
(“MOU”) with OCDE that defines conditions to remain in compliance with the charter.
ExED is a back office support organization that specifically works with charter schools. The
Academy has engaged ExEd to provide financial statements, budgets and compliance reports
to the Academy, local and state agencies monthly and as needed.
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Annual Financial Audit
1.
2.
3.
4.

5.

The Trustees will delegate to its Audit Committee the responsibility to engage an independent
auditor by April 1 prior to the fiscal year end (June 30th).
Any persons with expenditure authorization or recording responsibilities within the school
may not serve on the Committee.
The Committee will annually contract for the services of an independent certified public
accountant to perform an annual fiscal audit.
The audit shall include, but not be limited to:
a.
An audit of the accuracy of the financial statements
b.
An audit of the attendance accounting and revenue accuracy practices
c.
An audit of the internal control practices
d.
If applicable an A-133 federal audit
In addition to the review and approval of the audit, the audit committee at the October meeting
will review any potential conflicts of interest from board members and report at the October
board meeting to the full board their findings.
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PURCHASING
1.

2.

3.
4.

5.
6.
7.

The Head of School, CEO and CFO may authorize capital and operating expenditures and
may sign related contracts within the approved budget. The Governing Board and/or its
Finance Committee must review the interim financial statements of the Academy on a regular
basis to ensure the actual results of the operations are on budget. The Governing Board must
also review and approve all contracts over $15,000
The Head of School, CEO and/or CFO must pre-approve all operating expenditures and
capital purchases prior to incurring the obligation. The Head of School can pre-approve
expenditures and capital purchases up to $5,000. For expenditures and capital purchases
greater than $5,000 but less than $25,000, the Head and School and the CEO or CFO must
approve those items. Purchase requests, that have not already been approved as part of the
budget process, authorizing the purchase of items greater than $25,000 must be signed by the
Head of School and the CEO or CFO and submitted to the Trustees for review and approval.
For standard, recurring expenditures such as utilities, medical premium payments, etc., preapproval of the expenditure is not required by the Head of School and/or the CEO or CFO.
When approving purchases, the Head of School, CEO and/or CFO must:
a.
Determine if the expenditure is budgeted
b.
Determine if funds are currently available for expenditures (i.e. cash flow)
c.
Determine if the expenditure is allowable under the appropriate revenue source
d.
Determine if the expenditure is appropriate and consistent with the vision, approved
charter, school policies and procedures, and any related laws or applicable regulations
e.
Determine if the price is competitive and prudent. All purchases over $25,000 must
include documentation of a good faith effort to secure the lowest possible cost for
comparable goods or services
Any individual making an authorized purchase on behalf of the school must provide the
appropriate documentation of the purchase.
Individuals other than those specified above are not authorized to make purchases without
pre-approval by the Trustees
Individuals who use personal funds to make unauthorized purchases will not be reimbursed.
Authorized purchases will be promptly reimbursed by a bank check upon receipt of
appropriate documentation of the purchase.

Credit Cards
1.

The Head of School, CEO and CFO may authorize employees of the Academy to use a school
credit card to make an authorized purchase on behalf of the school, consistent with guidelines
provided by the Head of School, CEO and CFO and/or Trustees.
a.
The school card must be used for authorized school expenses only.
b.
If receipts are not available or are “missing”, the individual making the charge will be
held responsible for payment. This can be waived with the approval of the CEO and
CFO based upon the individual situation.
c.
Credit cards will bear the names of the Head of School, CEO and/or CFO.
d.
Debit cards are not allowed.
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2.
3.
4.
5.

Each month, the Controller will send the Office Manager a listing of all credit card
transactions in an excel template.
The Office Manager is required to fill in the expense code that the transaction should be
charged to and an explanation of the expense.
The Office Manager should then affix the receipts to paper and attach this to the list of
transactions for approval.
The Head of School and CFO will then sign off on approval of the transactions and the
transactions will be uploaded into the financial accounting system.

Third Party Contracts
1.

2.
3.

4.

5.
6.

7.

Consideration will be made of in-house capabilities to accomplish services before contracting
for them. The Academy should also consider potential resources that are available at
Orangewood Foundation.
The Trustees must also review and approve all contracts over $15,000.
Accounting staff will keep and maintain a contract file evidencing the competitive bids
obtained (if any) and the justification of need for any contracts over $15,000.
a.
Competitive bids will be obtained where required by law or otherwise deemed
appropriate and in the best interests of the school.
Per OCDE Guidelines, a written contract must provide the following components:
a.
For any contract services, describe criteria for the selection of a contractor or
contractors that demonstrate necessary expertise and the procedure for selection of the
contractor or contractors.
b.
School districts and community college districts are required to competitively bid any
contracts for the lease or purchase of equipment, materials, supplies or services which
do not constitute a "public project" and which are not exempted from competitive
bidding and which involve an expenditure of more than $50,000, as adjusted.
c.
Education Code section 47604.3 Specify how prompt responses to reasonable
inquiries for records and information regarding implementation of the contract will
be provided to OCDE.
d.
A letter of assurance shall be provided to OCDE that Samueli Academy will make
every effort to ensure that the vendor complies with all reasonable inquiries by
OCDE for records and information related to the contract.
e.
Charter / Education Management Contracts must be reviewed and approved by
OCDE prior to Samueli Academy entering the contract.
An OCDE approved checklist has been created for these contracts and must be submitted to
the Board of Trustees for any contract. See Appendix
Contract service providers must show proof of being licensed and bonded, if applicable, and
of having adequate liability insurance and worker’s compensation insurance currently in
effect. The Head of School and/or the CEO or CFO may also require that contract providers
to list the school as an additional insured.
The School Office Manager will obtain a W-9 from the contract service provider prior to
submitting any requests for payments.
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8.

9.
10.
11.

The Head of School, CEO, or CFO will approve proposed contracts and modifications in
writing after the appropriate review and approval by the various Committees and/or Board
has been obtained, if applicable.
Contract service providers will be paid in accordance with approved contracts as work is
performed.
The Head of School, CEO, CFO or School Office Manager will be responsible for ensuring
the terms of the contracts are fulfilled.
Potential conflicts of interest will be disclosed upfront, and the Head of School, CEO, /CFO
and/or Member(s) of the Trustees with the conflict will excuse themselves from discussions
and from voting on the contract.

Business Services Contracts
1.

For vendors that will provide business services (back office services) to the Academy, the
contract must comply with the requirements of Third Party Contracts as described above, in
addition, the Academy must provide to OCDE the following:
a.
A description of the vendor’s roles and responsibilities for the management of the
Academy and the internal controls that will be put in place to guide the relationship.
b.
A list of charter schools served by the vendor
c.
A list of and background of the vendor’s leaders and board of directors
d.
Assurances of compliance with Public Contract Code requirements for public bidding
and purchasing, unless an exemption applies.
e.
A letter of assurance from the Academy that it will make every effort to ensure that
the vendor complies with all reasonable inquiries by the OCDE for records and
information related to this contract.

Asset Inventory – Control Procedures
1.
2.

3.
4.
5.

An asset is defined as all items, purchased or donated, with a value of $2,500 or more and
with a useful life of more than one year.
Orangewood will maintain an inventory or log of all capitalized assets. The log will include
the original purchase price and date, a brief description, and other information appropriate
for documenting assets.
The School will take a physical inventory of all assets within 30 days of the end of each
fiscal year, indicating the condition and location of the asset.
The Head of School, CEO or CFO will immediately be notified of all cases of theft, loss,
damage or destruction of assets.
The School Office Manager will submit to Orangewood written notification of plans for
disposing of assets with a clear and complete description of the asset and the date of
disposal.
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ACCOUNTS PAYABLE
Bank Check Authorization
1.
2.

3.

4.

5.

All original invoices will immediately be forwarded to the employee responsible for incurring
the expenditure or requesting the purchased items.
The responsible employee will carefully review each invoice, attach all supporting
documentation, and verify that the specified services and/or goods were received. When
receiving tangible goods from a vendor, the employee should trace the merchandise to the
packing list and note any items that were not in the shipment.
The employee will then input the check request into the Webportal for approval by the Head
of School, CEO or CFO. (Appendix A – Webportal Entry Process) using the Academy Chart
of Accounts for the expense codes. (Appendix B – Academy Chart of Accounts)
Supporting documentation is scanned into the Webportal, however if any items need to be
sent to the accounting department as additional backup, this will be sent via interoffice mail
at least weekly.
The Head of School, CEO or CFO may authorize Orangewood to pay recurring expenses (e.g.
utilities) without the Head of School, CEO or CFO’s formal approval (signature) on the
invoice when dollar amounts fall within budget.

Bank Checks
1.

2.
3.
4.

5.
6.
7.

The Trustees will approve, in advance, the list of authorized signers on the school account.
The Head of School, CEO, CFO, the Board Treasurer, and any other employees authorized
by the Trustees may sign bank checks within established limitations.
The CFO will be authorized to open and close bank accounts.
Orangewood and the CFO will be responsible for all blank checks and will keep them under
lock and key.
If there is a need for a “rush” check to be issued, the School Office Manager can forward the
specific check request with supporting documentation to the Orangewood Finance
Department. The Orangewood Controller will review the items for accuracy and appropriate
support and give it to the CFO for approval. Once approved, the Orangewood Finance
Department will create the check and have it signed by the appropriate check signers.
Two authorized signers will co-sign manual checks in excess of $500 for all non-recurring
items. All checks less than $500 require only the signature of either the CEO or CFO.
Checks may not be written to cash, bearer, or petty cash. Under no circumstance will any
individual sign a blank check.
Orangewood will distribute the checks and vouchers as follows:
a.
Original – mailed or delivered to payee
b.
Duplicate or voucher – attached to the invoice and filed by vendor name by an
Orangewood accountant.
c.
Cancelled Checks – filed numerically with bank statements by an Orangewood
accountant.
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d.

Voided checks will have the signature line cut out and will have VOID written in
ink. The original check will be attached to the duplicate who will attach any other
related documentation as appropriate.

Bank Reconciliations
1.
2.
3.

4.
5.

6.

This includes all Cash Accounts (Academy General, Academy Community and Funds held
at the County)
Bank statements will be received directly or printed directly from online banking by
Orangewood.
Orangewood will examine all paid checks for date, name, cancellation, and endorsement.
Any discrepancies regarding the paid checks or any checks over 90 days will be researched
and if applicable deleted from the accounting system.
An Orangewood accountant will prepare the bank reconciliation, verifying the bank
statements and facilitating any necessary reconciliation.
The Orangewood accountant will compare the reconciled bank balance to the cash in the
bank account and to the general ledger, immediately reporting any material discrepancies to
the CFO.
The Controller and CFO will sign off on the cash reconciliation.
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REVENUE RECOGNITION

Accounts Receivable
1.
2.
3.
4.
5.

Documentation will be maintained for accounts receivable and forwarded to ExED.
Accounts receivable will be recorded by Orangewood in the general ledger and collected on
a timely basis.
Cash Receipts will be deposited into either the Academy Operations Bank Account or the
Academy Fundraising Bank Account.
The Academy Operations Bank Account includes reimbursement from OCDE, the State and
Federal agencies for school related instruction that is mandated.
The Academy Fundraising Bank Account includes all funds received from gifts that are used
for anything that is not strictly school related instruction.

Cash Receipts (Cash and Checks)
1.

2.

For each fundraising or other event in which cash or checks will be collected at the school, an
employee of the Academy or Orangewood will be designated, and they will be responsible
for collecting and holding all cash and checks for the purpose of the fundraising activity.
a. This employee will maintain a record of each transaction, with a copy of the receipt
provided to the donor for any transactions over $10. For school fundraisers where the
item is less than $10, no receipt is required.
b. The cash, checks, receipt log, must be given to the School Office Manager as soon as
possible, preferably immediately.
c. Both the Volunteer Coordinator and the School Office Manager will count the funds
and provide dual verification of the amount in writing.
d. If possible, the School Office Manager will prepare a bank deposit slip and deposit
those funds into the fundraising bank account prior to the close of business that day.
If the funds cannot be deposited into the bank that day, the funds should be stored in
a secure, locked location for deposit the next school day.
Cash/checks dropped off at the school office will be placed directly into a lock box by the
person dropping off the cash/checks.
a. All funds are deposited into the lock box in a sealed envelope, along with any notes,
forms, or other descriptions of how the funds are to be used.
b. The School Office Manager and Head of School or CFO will open the lock box to
verify the cash/check amounts, and sign off on the amounts received.
c. The lock box will be emptied at least two times per week or daily if the volume of
activity dictates that frequency.

47

3.

4.

5.

6.

7.

8.

9.

Cash/checks dropped off in the classroom will be brought to the School Office Manager
immediately, or as soon as practical. Each morning, the homeroom teacher assigned to that
classroom will collect all forms, payments, etc. that have been brought in by students that day
and place them in a large envelope. Before lunchtime, the teacher should bring their envelope
to the School Office Manager where they will be processed following the guidelines used for
the lock box, above.
Mail (including anything official such as governmental notices, invoices and checks) received
at the school must be opened by office staff members and stamped with a “received” stamp.
a. For any cash or checks received in the mail, the School Office Manager will prepare
a deposit packet itemizing the amount, source, and purpose of each payment, with a
designated office staff member counting the funds and verifying this in writing.
Twice a week, the School Office Manager will log cash or checks received into electronic
Revenue Log worksheet. Copies of Revenue Log should be sent to Orangewood with the
mailing of Accounts Payable invoices to be paid.
All checks will be immediately endorsed with the school deposit stamp, containing the
following information: “For Deposit Only; Samueli Academy; Bank Name; Bank Account
Number, Date Received by the School.”
A deposit slip will be completed by the School Office Manager and initialed by the Head of
School for approval to deposit. The deposit slip will be duplicated and documentation for all
receipts (copy of check, letter, etc.) will be attached to the duplicate deposit slip.
Deposits totaling greater than $2,000 will be deposited within 48 hours by the designated
school employee. Deposits totaling less than $2,000 will be made weekly by the designated
school employee. All cash will be immediately put into a lock box.
The deposit receipt will be attached to the deposit documentation and forwarded to
Orangewood to be filed and recorded weekly.

Returned Check Policy
1.

2.

3.

4.

A returned-check processing fee of $29.00 will be charged for checks returned as nonsufficient funds (NSF). Payment of the NSF check and processing fee must be made by
money order or certified check.
In the event that a second NSF check is received for any individual, in addition to the
processing fee, the individual will lose check-writing privileges. Payment of the NSF
check, the processing fee and any subsequent payment(s) by that individual must be made
by money order or certified check.
In the case of NSF checks written by parents of students, failure to pay may result in the
withholding of report cards/transcripts at the end of the semester and/or school year until
payment is received, unless other mutually agreeable arrangements are approved by the
Head of School, CEO, CFO and/or Trustees.
If unsuccessful in collecting funds owed, the school may initiate appropriate collection
and/or legal action at the discretion of the Head of School, CEO, CFO and/or Trustees.
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PAYROLL / HUMAN RESOURCES
Personnel
1.
2.
3.
4.

The HR Manager and Head of School will be responsible for all new employees completing
or providing all of the items on the attached Personnel File Checklist. (Appendix C)
The HR Manager will be responsible for maintaining this information in the format as shown
on the Personnel File Checklist.
An employee’s hiring is not effective until the employment application, form W-4, Arbitration
Agreement, At-Will Employment Agreement and form I-9 have been completed.
A list of budgeted positions will be developed during budget season. Orangewood will notify
the board of any variances to these positions throughout the year.

Timesheets
1.

2.

3.

All non-exempt, classified employees will be responsible for completing a timesheet
including vacation, sick, and holiday time (if applicable). The employee and the appropriate
supervisor will approve their completed timesheet using the ADP online system.
Incomplete timesheets will be returned to the signatory supervisor and late timesheets will be
held until the next pay period. HR will work with the employee to determine the correct
amount of time to be paid but cannot guarantee proper payment without a properly filled out
time sheet.
If an employee is unexpectedly absent and therefore prevented from working the last day of
the pay period or completing their timesheet (such as an employee calling in sick), the
employee is responsible for notifying the signatory supervisor or for making other
arrangements for the timesheet to be completed. However, the employee must still complete
and submit the timesheet upon return.

Overtime
1.
2.

Advanced approval in writing by the authorized supervisor is required for compensatory time
and overtime.
Overtime only applies to non-exempt employees and is defined as hours worked in excess of
eight hours a day and/or forty (40) hours within a five-day period of time. Any hours worked
in excess of an employee’s regular work schedule must be pre-approved by the supervisor,
unless it is prompted by an emergency. No overtime will be paid without the approval of the
employee’s supervisor. Overtime will not be granted on a routine basis and is only reserved
for extraordinary or unforeseen circumstances. If a supervisor identifies a recurring need for
overtime in any given position, the supervisor should immediately consult with the Head of
School for further guidance.
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Payroll Processing
1.

2.
3.

4.
5.
6.

For hourly employees, employees must complete and approve their timesheet to verify
appropriate hours worked, resolve absences and compensations, and monitor number of hours
worked versus budgeted. The Head of School or School Office Manager will approve the
timesheets. No overtime hours should be listed on timesheet without the supervisor’s
approval on the day on which overtime was worked. A summary report of hours worked will
be sent to Orangewood who will verify the calculations for accuracy.
For salaried employees, employees must approve their timesheet to verify working days for
accuracy.
Employees must request time off in advance through the ADP EZ Labor system. The School
Office Manager will provide school employees with any payroll-related information such as
sick leave, vacation pay, and/or any other unpaid time.
The Head of School or School Office Manager will notify Orangewood of all authorizations
for approved stipends and the hourly or daily rate.
Orangewood will prepare the payroll based on the summary report of timecards from the
designated school employee.
The payroll checks (if applicable) will be delivered to the school. The School Office Manager
will document receipt of the paychecks and review the payroll checks prior to distribution.

Payroll Taxes and Filings
1.
2.

Orangewood through ADP will prepare payroll check summaries, tax and withholding
summaries, and other payroll tracking summaries.
Orangewood through ADP will prepare the state and federal quarterly and annual payroll tax
forms, review the forms with the Head of School or CFO, and submit the forms to the
respective agencies.

Record Keeping
1.

Written records of all full time employees’ use of sick leave, vacation pay, and any other
unpaid time will be maintained in the ADP EZ labor system.
a. The designated school employee will immediately notify the Head of School or CFO
if an employee exceeds the accrued sick leave or vacation pay, or has any other unpaid
absences.
b. Records will be reconciled when requested by the employee. Each employee must
maintain personal contemporaneous records.

State Teacher Retirement System (STRS) Reporting
1.
2.

Each pay period an amount for STRS is withheld from each Samueli Academy employees’
check who participates in STRS.
The withholding and the employer match portion is then reported monthly on an excel sheet
to OCDE.
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3.
4.
5.
6.

7.

The file location for this reporting is H:\Accounting\Academy\Payroll\STRS
There are various fields that must be entered and these fields are detailed in Appendix D
Once this excel sheet is completed it is to be submitted to OCDE by no later than the 5th of
the following month. (currently: lhadley@ocde.us and retirement@ocde.us)
The liability for the STRS is recorded with the ADP download. Once this report is
completed and accepted by OCDE, OCDE will automatically withdraw the funds from the
OCDE Cash at County account.
Once this withdrawal is completed a bank entry is made to clear out the liability and the
cash withdrawal. From time to time, there could be a variance between the liability and the
cash amount withdrawn if there is a calculation error or a certain kind of pay is taxed at a
different rate. In this case an adjusting entry will need to be made.

Expenses
Expense Reports
1.
2.

3.
4.
5.
6.

Employees will be reimbursed for expenditures within ten (10) days of presentation of
appropriate documentation.
Employees will complete expense reports at least monthly to be submitted to Orangewood for
processing. The check request documented in Appendix A is to be used for documentation
purposes.
Receipts or appropriate documentation is required for all expenses to be reimbursed.
The employee, the Head of School or CFO must sign expense reports.
Head of School expense reports should be approved by the Chief Executive Officer, CFO or
a member of the board.
Expenses greater than two months old will not be reimbursed.

Telephone Usage
1.

2.

Employees will not make personal long distance calls on the school’s telephone equipment
unless it is related to a specific educational purpose and the employee has received prior
approval from the Head of School.
Employees will reimburse the school for all personal telephone calls if additional expense is
incurred by the school.

Travel
1.

2.
3.

Employees will be reimbursed for mileage when pre-approved by an administrator. Mileage
will be reimbursed at the school-approved rate for the distance traveled, less the distance from
the employee’s residence to the school site for each direction traveled.
The Head of School, CEO or CFO must pre-approve all out of town travel.
Employees will be reimbursed for overnight stays at hotels/motels when pre-approved by an
administrator and the event is more than 50 miles from either the employee’s residence or the
school site. Hotel rates should be negotiated at the lowest level possible, including the
corporate, nonprofit or government rate if offered, and the lowest rate available. Employees
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4.

will be reimbursed their actual costs up to the established per diem limit of $35 per day for
any breakfast, lunch, or dinner that is not included as part of the related event.
Travel advances require written approval from the CFO.
a. Travel advances require receipts for all advanced funds.
b. After the trip, the employee must enter all appropriate expenditure information on an
employee expense report and submit it to the Head of School for approval and then on
to Orangewood for processing.
c. If the cash advance exceeds the amount of the receipts, the employee will pay the
difference immediately in the form of a check.
d. If the cash advance is less than the amount of the receipts, the difference will be
reimbursed to the employee in accordance with the expense report.
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OTHER POLICIES
Petty Cash
1.
2.
3.

4.
5.
6.

7.

8.
9.
10.
11.

The School Office Manager will manage the petty cash fund.
The petty cash fund will be capped at $300 at the school site.
All petty cash will be kept in a locked petty cash box in a locked drawer, file cabinet or safe.
Only the School Office Manager, Head of School, CEO and CFO will have keys to the petty
cash box and drawer or file cabinet.
All disbursements will require a completed and signed petty cash slip. A register receipt for
all purchases must be attached to the petty cash slip.
Orangewood will insure that the petty cash slip is properly completed and that a proper receipt
is attached.
At all times, the petty cash box will contain receipts and cash totaling $300. A register receipt
must support the petty cash slip. The individual using the petty cash to make a purchase is
responsible for submitting the receipt for the petty cash slip to the School Office Manager
within 48 hours of withdrawing the petty cash.
When expenditures total $200 (when cash balance is reduced to $100), the School Office
Manager will total the disbursements, complete a Check Request form (Appendix A), and
obtain the approval of the Head of School, CEO or CFO. This should be done on at least a
quarterly basis. The petty cash slips and supporting receipts will be attached to the
reimbursement request form and forwarded to Orangewood.
Petty cash fund reimbursement checks will be made payable to the Head of School to be
cashed.
Any irregularities in the petty cash fund will be immediately reported in writing to the CFO.
Loans will not be made from the petty cash fund.
Orangewood will conduct surprise counts of the petty cash fund from time to time.

Board of Trustees Compensation
1.

Board members shall serve without compensation, but may be reimbursed for actual and
necessary expenses. Expenses for travel necessary to attending board meetings and
meetings of board committees need not be approved in advance by the board. All other
expenses shall be approved in advance by the board. Travel expenses reimbursed shall not
exceed levels that would be subject to federal or state income tax. All expenses reimbursed
shall be documented by receipts and in no event may reimbursements exceed actual
expenses.

Board of Trustees Expenses
1.
2.

The individual incurring authorized expenses while carrying out the duties of the school will
complete and sign an expense report (See Appendix A).
The Head of School or CFO will approve and sign the expense report, and submit it to
Orangewood for payment.
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Volunteer Expenses
1. From time to time, volunteers may use their personal funds for Academy activities that have
been pre-approved by the Head of School or other authorized Academy employee.
2. Volunteers will submit their receipts/supporting documentation for their expenses to the
School Office Manager.
3. The School Office Manager will prepare a check request (Appendix A) to reimburse the
volunteer for their Academy expenditures.
4. A reimbursement check will be produced using the normal Accounts Payable process
through Orangewood.

FINANCE
Annual Budget
1.
2.

3.

4.
5.

In consultation with the Head of School, and Finance Committee, the CFO and ExED will
prepare the annual financial budget for approval by the Trustees.
By May 1st, a preliminary budget for the following fiscal year will be prepared based on
revenue assumptions, information received from the State Department of Education and
historical expense profiles.
Each major school department will receive a copy of this preliminary budget and allowed
fifteen business days to provide feedback and requests for department expense line
adjustments. Requests for increased funding for any line item or movement of funds
between expense lines must be accompanied with rationale for the requested modification.
1st draft budget will be reviewed at the Academy Finance Committee meeting in May.
2nd draft budget will be reviewed and approved at the Academy Finance Committee meeting
in June. Budget will be recommended to the Academy Trustees at their June meeting for
approval.

Financial Reporting
1.
2.

3.

4.

Orangewood Finance will import all Raiser’s Edge gifts, state and federal income into the
Financial Edge Accounting system at least weekly to ensure all revenue is allocated properly.
Orangewood Finance will close each months books for Accounts Payable by the 10th of the
following month.to ensure all invoices for the month are placed in the Financial Edge
accounting system on a timely basis.
Orangewood Finance will prepare financial statements compared to budget. From these
financial statements an analysis will be completed to ensure that all invoices are received or
to determine if accruals need to be made.
Upon completion of an internal review and approval of the CFO, Orangewood will submit the
financial statements to ExED for their formatting and analysis.
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5.

6.

Upon receipt of the financials from Orangewood, ExED will submit a monthly balance sheet
and monthly revenue and expense summaries to the Head of School and CFO, including a
review of the discretionary accounts and any line items that are substantially over or under
budget. The report will be reviewed at the scheduled Finance Committee and Board meetings
and action will be taken, if appropriate.
ExED will provide the Head of School, CFO and/or Trustees with additional financial reports,
as needed.

Compliance Reporting
1.

In addition to financial reporting, ExED and Orangewood will ensure that a compliance
calendar is kept up to date and that all reports identified for filing with OCDE, the State of
California and Federal are filed in a timely manner.

Financial Institutions
1.
2.
3.

All funds will be maintained at a high quality financial institution.
All funds will be maintained or invested in high quality, short maturity, and liquid funds.
Physical evidence will be maintained on-site for all financial institution transactions.

Loans
1.

2.
3.

The CEO, CFO, the Finance Committee and the Trustees will approve all loans from third
parties. In the case of a long-term loan, approval may also be required from the chartergranting agency in accordance with the terms of the charter petition and/or other lenders in
accordance with the loan documents.
Once approved, a promissory note will be prepared and signed by the CEO and CFO before
funds are borrowed.
Employee loans, including salary advances, are not allowed.

Funds Balance Reserve
1.
2.

A funds balance reserve of at least 5% of the total unrestricted General Funds revenues will
be maintained.
ExED will provide the Head of School/CFO with fund balance sheets on a monthly basis. It
is the responsibility of the Head of School, CFO and the Trustees to understand the school’s
financial position and cash flow situation. It is the responsibility of the CFO to prioritize
payments as needed. The Head of School and CFO have responsibility for all operations
and activities related to financial management.
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Records Retention /Insurance
Retention of Records (Also addressed in a separate policy)
1.

2.
3.
4.

Financial records, such as transaction ledgers, canceled/duplicate checks, attendance and
entitlement records, payroll records, and any other necessary fiscal documentation will be
retained for a minimum of seven (7) years. At the discretion of the Trustees, Head of School
or CFO, certain documentation may be maintained for a longer period of time.
ExED will retain records at their site for a minimum of two (2) years; after which, the
remaining five years will be the responsibility of Orangewood and the School.
Financial records will be shredded at the end of their retention period.
Appropriate back-up copies of electronic and paper documentation, including financial and
attendance accounting data, will be regularly prepared and stored in a secure off-site location,
separate from the school.

Insurance
1.

2.

3.

4.

The CFO will ensure that appropriate insurance is maintained at all times with high quality
insurance carriers and will maintain the insurance policies, including an up-to-date copy of
all certificates of insurance, insurance policies and procedures, and related claim forms.
The CFO will competitively bid insurance policies at least every three years or as needed if
the insurance company is not performing as expected or can’t meet Samueli Academy’s
insurance requirements.
Insurance will include general liability, worker’s compensation, student accident,
professional liability, and directors’ and officers’ coverage. Supplementary coverage will
cover the after-hours and weekend activities. Coverage will be in line with the limits listed
in the school’s approved charter petition.
Prior to renewal, the CFO will review with the Finance Committee annually the bids
received for the renewal of the insurance policies. This recommendation will be submitted
to the Trustees for approval.

Parking Lot Liability
1.

2.

3.

Parking lot related incidences are not covered under any insurance policy. The school
assumes no liability for damage to cars:
a.
Parked in the parking lot during school hours
b.
Parked in the parking lot before and after school hours
The only exception to this policy will be when a student is observed by an adult accidentally
causing damage to a vehicle while engaged in a school activity, such as physical education
equipment breaking a window (e.g. a ball)
Otherwise, liability is as follows:
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a.
b.
c.
d.

If a student willfully causes damage (i.e. not an accident as described above), the
student’s parent or guardian is responsible.
If a parent or other visitor causes damage, that individual is responsible.
If an employee causes damage, the employee is responsible.
If an unknown person causes damage and there is no witness, the affected individual
would determine if they have applicable coverage through his/her individual
insurance policies.
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APPENDIX A – WEBPORTAL ENTRY
Procedures for Check Request Processing in the Web-Portal
Prior to starting this task, you should have already scanned or saved a PDF version of your
invoice or back up support.
Logging in
Use the link in O’Net for access to the Web-Portal. According to Blackbaud, the WebPortal should work the same in Internet Explorer and Chrome, but our experience has been the IE is
more accurate and has had less errors.
Maureen will provide you with a user name and password. PLEASE GUARD THIS
PASSWORD SO THAT OTHERS CANNOT APPROVE YOUR CHECK REQUESTS
WITHOUT YOUR KNOWLEDGE.
Once you log in, the website will look as follows:

Go to Create New invoice Request
Invoice Number
:
From the Invoice. If no number, use the date of the invoice.
For employee reimbursements, use the last day of the month
of
reimbursement.
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Vendor:

You can type in a couple letters and then hit the binoculars to search. When
searching, please be aware of vendors that are specific to some program areas
and select the correct one. You can look for more detail in the Vendor ID
column.
Example:

Select your vendor by double clicking on the name as underlined above and move to the next tab
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If you don’t find a vendor, then complete the Vendor Add Request and Maureen will create a
vendor for you to use
Created by: Will be automatically populated by the log in name of the person creating invoice
Approval Rule:
A listing of approval groups will be provided to you. For most cases, the
default group you are assigned to will appear. If you need a different approver, then
you can use the pull down list to select that group.

Description: Please use the first 30 characters of the section for the MOST important information.
The rest of the information can be used for support, but only the first 30 characters
show up on most reports. Example: Youth Meals-Success at ILP W/S …..Any other
info can be added for clarity but will not likely show up on most reports
Document Date: This should be the invoice date, or the date of the reimbursement request for staff
mileage and other staff reimbursements. This is the date that the invoice will show
as an expense on your department reports. Dates are very important, so if you have a
specific question on the dating of an entry, please contact Maureen, Laurie or Thu.
NOTE: If the invoice date is a month that may be closed (a month in which we have
already issued financial statements), you will not be able to save the invoice. In that
case use the 1st day of the following month.
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Now it is time to add the attachment. This could be the invoice, the receipts, a mileage form or any
other back up to support the expense. In the middle section to the right you will see
a button “Add Attachment”.
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When you use the Browse button you can locate your invoice to attach. You also can attach
multiple items if necessary. After you have found your document, then use the
“Upload” button. The final result will look like this

If you want to verify your upload, simply hit “View” and verify that you have attached the proper
document. Note to REVIEWERS/APPROVERS, we are going to expect you to look
over this document and verify it is the correct document, the amounts are correct and
the invoice is for a valid purpose.

Next step will be to select the account code. Most staff have limited access to account codes
available. You will be assigned a default department, and you will have access to
account codes for your departments only. If you know the numbers of your accounts
you can type the four digit account code in the second line “Expense Category
Description”. If you only have an idea what account to look for, just type a one
word description in the Expense Category ID box below. When you type in either
box, a selection of accounts will be available.
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Typing a few letters that will search by account name
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OR Type in an account code. Neither is preferred, just up to you what works best.

Once you select the account, it will be time to move to the RATE box which will be yellow.
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The rate is the invoice amount that you want to pay. Note it will show more than 2 decimal points,
but don’t worry about the extra zeros.
After you put the rate in, if the account is valid (must be a valid account code for your department),
the area to the right of the rate will show Distributed. If the account code is not valid
for your department (It may be a valid code, but not for your default department), it
will remain Not Distributed. In that case double click on the NOT Distributed and
you will see this screen
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Use “Add” in the upper left to add the account code

Now this section is ready to be input. Almost everything here will be similar to the prior check
requests and each area has a look up feature.
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In GL account in the upper middle section, you can search based on the last four digits which are
your department; the middle four digits which is the account code
(printing/mileage/meals etc.); or you can search based on an account name.

Select your desired account—then you will select a project code from the drop down menu, or if no
project code use 9000 which is the default
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Project codes are required for ALL Development events; ALL ILP events (grad night; Ind City;
Belle etc.); all school clubs or teams and several other areas.

In almost all cases for Fund 1 (Core Operations) the “Class” will be Unrestricted Net Assets. For
the School, or for Fund 4 Capital Camp, Fund 5 Orangewood Real Property and
Fund 6 Residential, the class will be Temporarily Restricted Net Assets
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Finally, you will select a Raisers Edge Code. In most cases it will be the Word “Default”, but if
you are charging costs for a fundraising event the name of the event will be required.
There should be a drop down menu for this area, but sometimes it requires you to
start to type something in before it will populate.

IN MANY CASES—the account code, the project code, the class and the Raisers Edge code will be
populated after you select the expense category. Review the details as they will
often not require adjustments.
Also note at the top of this page is a box showing “Check Budget”. When you click here you can
see some of the budget details for that account.
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Expense Detail Purpose—This section can be used for anything to help you understand the cost, to
help your reviewer or to just make notes for the future. It is NOT a required section.

As you are working we suggest you use the SAVE button (use it OFTEN during the process!!!).
After you are done and satisfied then SUBMIT the invoice (middle left side of the
page).
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Your supervisor(s) will receive an email notifying them of the invoice for approval
Now that you are done with the invoice, you can look up your history. From this view you can
select the order of the invoices including these popular ways:
By Status showing you any open items
By Vendor
By request number ascending or descending
When you come back to the same vendor on an additional invoice, you can go to this screen, find
that vendor and then COPY the invoice so you have less input to do the second time
around.
You can also see the status of invoices that you have submitted and whether your supervisor has
approved.

ANYTIME, you have a question, or an issue, please let us know. We are working through many
people at many levels and have had a few quirks, so we are trying to limit these as
best as possible. As you encounter issues, please do not get frustrated, but contact
one of us for assistance.
Thank you for your time and effort in our new system.
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APPENDIX B – CHART OF ACCOUNTS
Fund - Account Number - Department
Fund is always 07 for Samueli Academy
Account
Following are the main accounts used by the school for Purchase Orders.
07-6320-1300
07-6360-1300
07-6390-1300
07-6520-1300
07-6530-1300
07-6560-1300
07-6580-1300
07-6582-1300
07-6610-1300
07-6660-1300
07-6665-1300
07-6710-1300
07-6720-1300
07-6730-1300
07-6770-1300
07-6810-1300
07-6820-1300
07-6840-1300
07-6850-1300
07-7005-1300
07-7550-1300
07-7570-1300
07-7610-1300
07-7645-1300
07-7650-1300
07-7660-1300
07-7670-1300
07-7710-1300
07-7770-1300
07-7820-1300
07-7850-1300
07-7860-1300
07-7870-1300
07-7880-1300
07-7900-1300

Computer Hardware - Charter School
Computer Software - Charter School
Website and Web Consulting - Charter School
Communication/Telephone Equipment & Service - Charter School
Contract & Consultant Services - Charter School
Equipment/Activities Youth-Charter School
Facility Expenses-Charter School
Facility Rentals-Charter School
Mileage - Charter School
Office Supplies - Charter School
Program Supplies-Charter School
Postage & Shipping - Charter School
Printing and Copying-Charter School
Program Advertising/Marketing & Outreach Expenses-Charter Sc
Refreshments and Catering Costs - Charter School
Staff Development/Training/Cont Education-Charter School
Staff Meals - Charter School
Uniforms and Shirts/Logo Wear-Charter School
Volunteer Recognition Event-Charter School
Advertising-Charter School
Business Meals - Charter School
Coffee & Beverage Service-Charter School
Dues & Subscriptions - Charter School
Insurance - Charter School
Janitorial & Cleaning Fees-Charter School
Leased Equipment Expense-Charter School
Legal and Professional Fees - Charter School
Parking - Charter School
Repairs/Maintenance-Charter School
Staff Recognition-Charter School
Travel Expenses - Airfare/Train - Charter School
Travel Expenses - Auto rental/taxi/shuttle - Charter School
Travel Expenses - Lodging - Charter School
Utilities-Charter School
Water-Charter School
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Following are the Departments
1300
Charter School Administration
1310
Academy Programs
1320
Special Education
1330
After School Programs
1335
Sports Programs
1340
Food Service
1370
Fund Development
1375
Samueli Academy Fundraising Events
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APPENDIX C – NEW PERSONNEL DOCUMENT CHECKLIST

Academy Personnel File Checklist













Employment Application
Resume
Offer Letter
W4 Form
I-9 Form
At-Will Employee Agreement
Arbitration Agreement
Employee Handbook Acknowledgment
Conflict of Interest Policy
Whistleblower Policy
CalSTRS Forms (Certificated Employees Only)
Worker’s Compensation Forms
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APPENDIX D – STRS REPORTING GUIDELINE
For excel sheet Samueli Academy STRS month.year.xls located at
H:\Accounting\Academy\Payroll\STRS
TAB1-REPORT
UNIT_CODE
SSN
EMPLOYEE_ID
PAY_LINE_TYPE
LAST_NAME
FIRST_NAME
INITIALS
FIRST_TWO_ASSIGNMENT_NO
TIME_SHEETS_PAY_PERCENT
TIME_SHEETS_PAY_TYPE
MEMBER_CODE
ASSIGNMENT_CODE
PAY_RATE

PAY_CODE
EARNINGS
CONTRIBUTION_RATE
CONTRIBUTION_RATE
AMOUNT
EPMC_RATE

EPMC_AMOUNT
SERVICE_PERIOD_START
SERVICE_PERIOD_END
SOURCE_CODE
REPORT_PERIOD
EPMC_LINE
CREDITABLE_EARNINGS_INDICATOR
TYPE_CODE
EMPR_CONTRIB_RATE
EMPR_CONTRIB_AMOUNT
RETIREMENT_MEMBER_TYPE
EMPLOYEE_TYPE
TIME_SHEETS_PAY_CYCLE
PAY_FREQUENCY

215 (provided by OCDE)
SS# of employee
Not Used
06 (From ADP)
Last Name of Employee
First Name of Employee
Middle Initial of Employee
XX (provided by OCDE)
1.0
M
1=Participant, N/A=Non Participant
57 (provided by OCDE)
Amount per month regular salary
And amount for other types of pay on
separate line
2 (provided by OCDE)
Actual earnings from payroll reports
Blank (provided by OCDE)
1=Regular Pay 6=Other Pay
Blank (provided by OCDE)
Either STRS or PEPRA Rate, employee
chooses which to participate, rate
changes annually in July
Calculation
First Day of Month
Last Day of Month
0030 (provided by OCDE)
July=01, August=02, etc
Blank (provided by OCDE)
* (provided by OCDE)
L (provided by OCDE)
updated in July annually
calculated
STRS, PEPRA, Non Member
Regular PY, Stipend, Extra Duty,
Substitute
01A=July, 02A=August, etc
11=11month employee, 12=12 month
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CALSTRS_USE_ONLY
PERIOD_END_DATE
FISCAL_YEAR
ASSIGNMENT_NO
Notes

Blank (provided by OCDE)
Blank (provided by OCDE)
2017=July2016-June 2017
xxxx (provided by OCDE)
Any notes for OCDE

TAB2-NEW HIRES
For any new hires in the month, go to Tab 2 and fill in the appropriate information.
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APPENDIX E – OCDE CONTRACT COMPLIANCE CHART
OCDE Contract Compliance Chart
Contract: Dual Enrollment Agreement – Santa Ana College
OCDE Requirement
Title 5 section 11967.5.1
For any contract services, describe
criteria for the selection of a contractor
or contractors that demonstrate
necessary expertise and the procedure
for selection of the contractor or
contractors.
School districts and community college
districts are required to competitively
bid any contracts for the lease or
purchase of equipment, materials,
supplies or services which do not
constitute a "public project" and which
are not exempted from competitive
bidding and which involve an
expenditure of more than $50,000, as
adjusted.
Education Code section 47604.3
Specify how prompt responses to
reasonable inquiries for records and
information regarding implementation
of the contract will be provided to
OCDE.
A letter of assurance shall be provided
to OCDE that Samueli Academy will
make every effort to ensure that the
vendor complies with all reasonable
inquiries by OCDE for records and
information related to the contract.
Charter / Education Management
Contracts must be reviewed and
approved by OCDE prior to Samueli
Academy entering the contract.

Comply Comments
Yes
There are no contracted fees for this
service. The college was chosen based
upon our ongoing relationship and due to
their expertise in these dual enrollment
courses.

N/A

N/A

Yes

Samueli Academy will provide OCDE with
responses to reasonable inquiries
regarding implementation of the contract
within 10 business days of receiving
notice of inquiry.

Yes

Samueli Academy will provide OCDE with
a letter of assurance.

N/A
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Governance Committee Responsibilities
Purpose
The Governance Committee is responsible for development and oversight of Board membership, Board
selection policies and procedures, screening potential Board candidates, Board orientation and training and
oversight of all legal and governance matters in accordance with the Samueli Academy bylaws, charter and
established Board of Trustees policies and procedures.

Appointments and Compensation
1. Appointments of the Governance Committee chair and members of the Governance Committee shall be
made by the Chair of the Board with the advice and consent of the Board in accordance with the Bylaws.
2. The chair of this committee shall be a member of the Board of Trustees.
3. Committee members may be appointed and need not be members of the Board of Trustees.
4. Committee members shall receive no compensation for their work on the Committee.

Responsibilities
1. Analyze the skills and experience needed on the Board.
2. Create a short and long-term Board recruitment strategy.
3. Work with the Board Chair and Executive Director on a succession plan for the Board officers and school
management.
4. Recruit members to serve as Board members and develop a slate of trustees for consideration by the
membership at the annual meeting in accordance with selection/election procedures outlined in the
Bylaws and Board Policies and Procedures.
5. Annually develop and review procedures for Board recruitment.
6. Develop an orientation and training plan for new Board trustees.
7. Assist in the planning of an annual Board Retreat and other deeper strategy sessions as needed.
8. Develop and revise a Board member handbook outlining the responsibilities of the Board and Board
members, Board policies and procedures, and other relevant information.
9. Oversee completion and annual review of all Samueli Academy operational policies and procedures.
10. Oversee the relationship between Orangewood Foundation and Samueli Academy through the Shared
Services Agreement.
11. Conduct Board education as needed.
12. The Governance Committee is responsible for administering the annual performance evaluation process
for the Executive Director, Head of School and CFO. In addition, the Governance Committee will manage
the process to modify the compensation of the Executive Director and the Head of School.
13. Create specific measurable Board-level goals for the year as part of the full Board planning process.
14. Regularly evaluate the effectiveness of Board meetings, and make recommendations for improvement to
the Chair and full Board as needed.
15. Annually coordinate an evaluation of the full Board and individual trustees.
16. Report to the Board of Trustees at regular meetings of the Board.
17. Annually evaluate its work as a committee and the objectives it has committed itself to and report on
same to the Board of Trustees.
18. Manage the Samueli Academy charter renewal and revision process when it occurs.
19. Monitor relevant legislative activities and report to the Board as needed.
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Samueli Academy Board of Trustees
Nominating Process
1. Applications for a new Board appointee may be submitted throughout the year to the
Governance/Nominating Chair.
2. Applications are submitted to the Governance/Nominating Committee to be reviewed
to ensure they fit into Board of Trustees’ board composition needs.
3. A Board nominee must be presented and approved by the Samueli Academy Board of
Trustees and confirmed by the Orangewood Foundation Board of Directors.
4. The nominee’s application will be reviewed and substantiated. A formal interview
with the Governance/Nominating Committee will be scheduled.
5. Applicants will then be asked to submit a resume or references.
6. The deadline for submission of an application is April 15th for any Board vacancies
for the upcoming fiscal year. However, for unforeseen vacancies due to the
resignation or death of a Board member, this deadline is not applicable and
applications would be accepted immediately in order to fill the vacant Board position.
7. Board of Trustees approval of a nominee will be at the May Board of Trustees
meeting, or at the next available Board of Trustees meeting in the case of an
unforeseen Board vacancy.
8. Confirmation of the nominee by Orangewood Foundation will occur at the next
available Board of Directors meeting following the Samueli Academy Board of
Trustees approval..
9. The confirmed Samueli Academy Board member will begin service on July 1st of the
new fiscal year. In the case of an unforeseen Board vacancy, the new Board member
would finish out the existing term of the previous Board member and their new threeyear term would start at the beginning of the next fiscal year on July 1st.
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Samueli Academy Board of Trustees
Election of Officers
A. Officers of Samueli Academy
The officers of Samueli Academy shall be a Chairperson (hereinafter "Chair"), a Vice
Chairperson (hereinafter "Vice Chair"), a Secretary, a Treasurer, a Chief Financial
Officer, and an Executive Director. Samueli Academy also may have such other officers,
as the Board deems advisable.
1. Chair, Board of Trustees: Subject to Board control, the Chair, when elected, shall
preside at Board meetings and shall exercise and perform such other powers and
duties as the Board may assign. The Chair must be elected from a member of the
Board of the Trustees.
2. Vice Chair, Board of Trustees: If the Chair is absent or disabled, the Vice Chair,
when elected, shall perform all the Chair's duties and, when so acting, shall have
all the Chair's powers and be subject to the same restrictions. The Vice Chair shall
have other such powers and perform such other duties as the Board may prescribe.
The Vice Chair must be elected from a member of the Board of the Trustees.
3. Secretary: The Secretary shall: (a) keep or cause to be kept, at the corporation's
principal office, or such other place as the Board may direct a book of minutes of
all meetings of the Board and Board Committees, noting the time and place of the
meeting, whether it was regular or special (and if special, how authorized), the
notice given, the names of those present, and the proceedings; (b) keep or cause to
be kept a copy of the corporation's Articles of Incorporation and Bylaws, with
amendments; (c) give or cause to be given notice of the Board and Committee
meetings as required by the Bylaws; and (d) have such other powers and perform
such other duties as the Board may prescribe. The Secretary must be elected from
a member of the Board of the Trustees.
4. Treasurer: The Treasurer shall serve as Chair of the Finance Committee. The
Treasurer shall: (a) keep or cause to be kept adequate and correct accounts of the
corporation's properties, receipts and disbursements;
(b) make the books of account available at all times for inspection by any Trustee;
(c) be advised of deposit or cause to be deposited the corporation's monies and
other valuables in the corporation's name and to its credit, with the depositories
the Board designates; (d) disburse or cause to be disbursed the corporation's funds
as the Board directs; (e) render to the Board of Trustees, as requested but no less
frequently than quarterly every fiscal year, an account of the corporation's
financial transactions and financial condition; (f) be aware of any reports on
financial issues required by an agreement on loans; and (g) have such other
powers and perform such other duties as the Board may prescribe. The Treasurer
must be elected from a member of the Board of the Trustees. The Treasurer may
81

delegate appropriate duties to the Chief Financial Officer, with appropriate
oversight and review thereof.
5. Chief Financial Officer: The Chief Financial Officer shall keep and maintain, or
cause to be kept and maintained, adequate and correct books and accounts of the
Corporation’s properties and transactions. The Chief Financial Officer shall send
or cause to be given to Trustees such financial statements and reports as are
required to be given by law, by these Bylaws, or by the Board. The books of
account shall be open to inspection by any Trustee at all reasonable times. The
Chief Financial Officer shall (a) deposit, or cause to be deposited, all money and
other valuables in the name and to the credit of the Corporation with such
depositories as the Board may designate; (b) disburse the Corporation’s funds as
the Board may order; (c) render to the Executive Director, Treasurer, Chair, and
the Board, when requested, an account of all transactions as Chief Financial
Officer and of the financial condition of the Corporation; and (d) have such other
powers and perform such other duties as the Board, contract, job specification, or
these Bylaws may require.
6. Executive Director: The Executive Director shall be the general manager of the
Corporation and shall supervise, direct, and control the day-to-day Samueli
Academy’s activities, affairs, and officers as fully described in any applicable
employment contract, agreement, or job specification and subject to the oversight
and direction of the Board. The Executive Director shall have such other powers
and duties as the Board or these Bylaws may require.
B. Election, Eligibility and Term of Office
1. Election of Officers: The Board shall elect the officers annually at the Samueli
Academy Annual Meeting or a Regular Meeting designated for that purpose or at
a Special Meeting called for that purpose, except that officers elected to fill
vacancies shall be elected as vacancies occur.
2. Eligibility: A Trustee may hold any number of offices, except that neither the
Secretary nor Treasurer may serve concurrently as the Chair. In addition, any
number of offices may be held by the same person, except (in addition to the
above), neither the Secretary nor the Chief Financial Officer may serve
concurrently as either the Executive Director or as the Chairperson of the
Board.
3. The slate of officers is proposed annually by the Governance/Nominating
committee to be approved by the Board of Trustees at the Academy Annual
Meeting in June, or as otherwise permitted by item B1 above.
4. Nominations of officers are generally taken in the month of April, or as
otherwise permitted by the Board of Trustees, and submitted to the Chair, of the
Governance/Nominating Committee, generally before May 1st, of the current
year.
5. Elections must be held in an open meeting of the Board of Trustees and be in
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compliance with the Samueli Academy Charter, By-Laws and the Brown Act.
Vote shall be taken by roll call.
6. Term of Office: Each officer serves at the pleasure of the Board, holding office
for one year or until resignation, removal or disqualification from service, or
until his or her successor is elected.
7. All officers and members of Board of Trustees will be submitted for a background
check.
8. Officers will be sworn into duty at the July Board of Trustees meeting, or as
otherwise permitted by this Policy, the Samueli Academy Charter, By-Laws and
the Brown Act.
C. Removal and Resignation
The Board may remove any officer, either with or without cause, at any time. Such
removal shall not prejudice the officer's rights, if any, under an employment contract. Any
officer may resign at any time by giving written notice to the Board of Trustees or
Governance Committee, the resignation taking effect on receipt of the notice or at a later
date of specified in the notice.
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OVERVIEW OF SAMUELI ACADEMY’S PERFORMANCE EVALUATION PROCESS

Background
Samueli Academy Charter High School (“Samueli Academy”) is committed to hiring the highest quality
employees possible. Once those employees are hired, regular feedback on their performance should be
provided by their supervisor. In the course of those discussions, any performance issues should be
reviewed with the employee in detail and they should be documented in writing to be included in the
employee’s personnel file.
Samueli Academy Executive and Officer Positions
In addition to regular feedback discussions, it is the intent of the Board that formal written performance
reviews be completed for the Executive Director, Head of School and Chief Financial Officer on an annual
basis following each fiscal year ending June 30th. The Samueli Academy charter requires an annual
written evaluation for the Executive Director and Head of School. The current performance evaluation
forms for use for the above-referenced positions are attached. These forms may be reviewed and updated
periodically by the Samueli Academy’s Governance Committee and if any revisions are made, those
revised forms should be submitted to the Samueli Academy Board of Trustees for approval.
Generally, the first step of the evaluation process is for the Governance Committee to request that the
Executive Director, Head of School and Chief Financial Officer complete the Self Evaluation portion of
their respective “Employee Performance Evaluation” form. Once completed, the Self-Evaluation is shared
with the individuals that will be participating in the employee or Officer’s performance evaluation. For
each position, the individuals responsible for initially working on the respective performance evaluation are
as follows:
Executive Director – Governance Committee members, Academic Committee Chair
and Head of School
Head of School – Board of Trustees Chair, Academic Committee Chair and Executive
Director
CFO – Board Chair, Finance Committee Chair, Executive Director and Head of
School
Each of the individuals listed above may provide input, written or otherwise, into the content for the
“Employee Performance Evaluation” for the employee or Officer. Once the applicable individuals have
provided input into the evaluations for a specific employee or Officer, any such comments are generally
compiled and summarized into a Draft “Employee Performance Evaluation”. Those individuals normally
expected to compile the comments into the Draft “Employee Performance Evaluation” are as follows:
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Executive Director – Chair of Board of Trustees
Head of School – Executive Director
CFO – Finance Committee Chair
Once a Draft “Employee Performance Evaluation” has been compiled for such positions, each such Draft
evaluation is presented to the Governance Committee to be reviewed and commented upon in a Closed
Session. This would typically occur at the August Governance Committee meeting. Once the Governance
Committee provides any further input or changes to the Draft evaluations (Executive Director, Head of
School and CFO), the documents are put into Final Draft by the Governance Committee Chair and
presented at a subsequent Board of Trustees meeting for review, any final comments or changes, and
approval by the Board of Trustees in Closed Session. Upon approval by the Board of Trustees, each
respective evaluation is considered a Final Evaluation. Following approval of Final Evaluations, the Board
of Trustees will report on such action in a Public Session.
Any compensation changes or compensation awards for the Executive Director and Head of School shall
be voted on and approved in Public Session of the Board of Trustees will normally take effect as of July 1st
of each respective year (such change may be retroactive if approved after such date), although the effective
date remains in the sole discretion of the Board of Trustees. Compensation changes should be
communicated to the Orangewood Foundation Director of Human Resources for processing as soon as
practicable after approval at the Board of Trustees meeting.
Following approval by the Board of Trustees of a Final Evaluation, and at the scheduling convenience of
the necessary persons, the respective Board and/or Committee members(s) responsible for initially working
on the respective performance evaluation will hold a meeting with their respective reviewee (Executive
Director, Head of School and/or CFO) to review and discuss the Final Evaluation. At the discretion of the
Board and/or Committee members responsible for such meeting, the Final evaluation may be provided to
the reviewee upon request prior to such meeting. After the meeting has been held, a fully executed copy of
the performance evaluation should be sent to the Orangewood Foundation Director of Human Resources to
be placed in the employee’s personnel file.
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Audit Committee Responsibilities
Purpose
The purpose of this Committee is to evaluate and hire an independent public accounting firm that
has the appropriate qualifications to conduct the annual independent audit of the financial books
and records of the Corporation. This Committee will review the annual independent audit
reports and present them to the Board for approval. This Committee will also be responsible for
administration of the Corporation’s Conflict of Interest Policy.
Appointments and Compensation
1. Appointments of the Audit Committee chair and members of the Governance Committee shall be
made by the Chair of the Board with the advice and consent of the Board in accordance with the
Bylaws.
2. The chair of this committee shall be a member of the Board of Trustees.
3. Committee members may be appointed and need not be members of the Board of Trustees.
4. Committee members shall receive no compensation for their work on the Committee.

Responsibilities
1. Meet at least 3 times per year
2. Work done by the Audit Committee must be presented to the Board of Trustees,
including items requiring Board approval
3. Evaluate and hire an independent public accounting firm to conduct the annual
independent audit of the financial books and records
4. Review the annual independent audit reports
5. Administer the Corporation’s Conflict of Interest Policy
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Position Description
Samueli Academy Board of Trustees
Development Liaison
The Samueli Academy is a public charter high school and as a result, receives the majority of its
operational funding from the State and Federal government. However, this funding is not adequate to
support the many unique features and additional programming at our school. As such, the operating
budget contains revenue from private fundraising activities. As part of the Management Services
Agreement with Samueli Academy, the Development team at Orangewood Foundation is primarily
responsible for generating this additional fundraising revenue. The Samueli Academy Board of Trustees
feels it would be beneficial to designate a Development Liaison position to provide direction and assist
with the fundraising efforts.
The Board of Trustees Development Liaison Position will work directly with Orangewood Chief
Development Officer (CDO) and Chief Executive Officer (CEO) to accomplish the following:


Provide assistance to Orangewood Foundation’s Development team to achieve the annual
Samueli Academy operational fundraising goal.



Serve as the Samueli Academy Board of Trustees’ point of communication for current and new
fundraising initiatives including events, direct mail, annual fund, new sources of revenue etc.



Provide regular updates to the Samueli Academy Board of Trustees on progress toward the
annual operating fundraising goal, fundraising initiatives and current needs



Meet monthly by phone or in person with Orangewood Chief Development Officer (CDO) to
obtain updates on progress toward goals and to strategize on potential new fundraising
activities to benefit the school



Engage fellow Samueli Academy Board of Trustee members to assist in the fundraising efforts to
support the school

Approved 1/23/2018
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Official Forms
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Samueli Academy Charter School
1901 N. Fairview Street Santa Ana, CA 92706
714-619-0245

Board of Trustees Nomination Form
Candidate Information
Name ___________________________________________________________
Home address

____________________________________________________

Home/Cell phone number________________________________________________
E-mail address ______________________________________________________
Work phone number ________________________________________________
Employment/Position ________________________________________________
Education _________________________________________________________
Previous experience (if any) with Samueli Academy Charter School
_________________________________________________________________
_________________________________________________________________
Please circle any of the following skills or experience that the candidate possesses.
Finance, accounting
Curriculum Development/Education
Fundraising
Public Relations/Marketing

Governance/Legal
Nonprofit experience
Facilities/Construction
Other ________________________

Affiliations or organizations the candidate belongs to (e.g., membership, professional, civic).
_________________________________________________________________
_________________________________________________________________
This form along with a personal resume are due April 1st to Board of Trustees Chair (Sandi Jackson
sasajanej@gmail.com) or the Chair of the Governance Committee (Chris Scheithauer
cscheithauer@mwe.com).

----------------------------------------------------------------Submitted by

Name_________________________________ Date _______________________
Phone ________________________________ E-mail ______________________
Has this person been contacted to determine their interest in being nominated?
____ Yes
____No
If “yes,” would he/she be willing to serve if elected? ____ Yes

____ No

Thank you for your nomination

Approved 7/28/2015
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Employee Performance Evaluation
(For use with Executive Director)

Employee Name:
Job Title:
Reviewer:

Executive Director
Review Date:

The Executive Director will generally have at least one annual performance evaluation, although
Samueli Academy Board (“Board”) reserves the right to hold such evaluations more or less
frequently. Normally, the Governance Committee of the Board, or a subset thereof, will solicit
and develop evaluation submissions from itself, the employee’s peer staff members, select others
with knowledge of the employee’s performance, a self-evaluation, and intermittent observation.
A representative or representatives may meet with the employee to discuss its initial
determinations and the employee’s own perspective. Ultimately, an evaluation will be presented
to the Board for review, further discussion, and approval as the evaluation. Once approved, the
evaluation will be reviewed with the employee.
The expectation is that the employee and/or the Board/Governance Committee will have set
goals for such employee for each year. Generally, the performance evaluation will, in part,
reflect upon the employee’s success in achieving performance of such annual goals, as well as
the employee’s overall performance including with respect to the metrics identified below.
In rating the employee, the expectation is that an employee merely performing the functions of
his or her duties will receive a “Satisfactory” rating. A rating above or below “Satisfactory”
requires superior or inferior performance rather than merely doing one’s job.

KEY TO RATINGS
EXCELLENT –
Individual performed all tasks in an exceptional manner and exceeded expectations in performance of
duties through innovation, taking the initiative, vision, and execution.
GOOD –
Individual performs many tasks well, and all other tasks adequately. Employee has at least met all
expectations and exceeded expectations in some areas.
SATISFACTORY Individual performs all tasks satisfactorily. Meets expectations.
FAIR –
Individual performs most tasks satisfactorily, but not all. Meets expectations in parts of job
performance, but there are areas where improvement is needed.
UNSATISFACTORY –
Individual fails to perform many tasks well. Fails to meet overall expectations.
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1.

Job Knowledge and Performance: Level to which employee understands and performs
job responsibilities and duties.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

2. Job Productivity: Level to which employee is productive in performing job responsibilities
and expectations/needs of the Board.
OVERALL RATING:
(Select One)
Comments:

3.

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Job Dependability: Level to which employee is dependable in performing job
responsibilities and expectations/needs of the Board.

OVERALL RATING:
(Select One)
Comments:

4.

EXCELLENT

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Strategy Formation and Implementation: Level to which employee has developed and
implemented a sound strategic plan and translated it into effective work plans for self and
staff.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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5.

Goal Setting and Achievement: Level to which employee has participated with the Board
in setting realistic but challenging goals designed to maintain and improve both the
Academy and self.

OVERALL RATING:
(Select One)
Comments:

6.

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Staff Talent and Human Resources: Level to which employee has effectively worked
with and supervised the Director of Human Resources, overseen human resource policies,
assisted in selecting, training and supervision of Academy staff, assisted the CFO in
establishing salary and benefit programs, and effectively assisted in setting employee goals
to meet the Academy’s needs now and in the foreseeable future.

OVERALL RATING:
(Select One)
Comments:

8.

GOOD

Financial Management: Level to which employee effectively directed formulation of an
annual budget and ensured that the approved budget was attained and assisted in managing
operating budget for the year.

OVERALL RATING:
(Select One)
Comments:

7.

EXCELLENT

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Board Relations: Level to which employee has kept the Board informed about important
issues, obtained appropriate approval and input from the Board where necessary, attended
Board meetings as necessary, utilized Board member talents in the community, worked
effectively to assist the Board achieve its goals and tasks, and assisted the Board achieve its
own accountability and level of responsibility.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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9.

Internal Capabilities: Level to which employee has helped develop the office and staff
environment, technology, equipment, facilities, systems, policies, and procedures that the
Academy needs to be effective, including effectively carrying out responsibility for overall
supervision of the school and residential program.

OVERALL RATING:
(Select One)
Comments:

10.

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

External Relations: Level to which employee has successfully built and cultivated
relations with governments, donors, advisers, grantees, prospects, educational
organizations, businesses, social groups and philanthropic organizations that are beneficial
to the Academy’s mission, educational purpose and financial goals and otherwise
effectively represented the Board and the Academy in interactions with parents, other
citizens, and community and regulatory agencies.

OVERALL RATING:
(Select One)
Comments:

11.

EXCELLENT

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Fundraising Development: Level to which employee has effectively contributed to
fundraising development by successfully helping to obtain donors, grantees, prospects, and
philanthropic organizations to meet the Academy’s fundraising and financial goals and has
otherwise provided effective direction and oversight to achieve the Academy’s operational
fundraising goals.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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12.

Legal and Professional: Level to which employee knows and follows the Academy’s
charter, bylaws, policies, applicable state and federal laws and regulations, and other
relevant standards for charter schools and has effectively worked with the Academy’s
attorneys in personnel, general liability, insurance and regulatory compliance matters.

OVERALL RATING:
(Select One)
Comments:

13.

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Leadership and Interpersonal Skills: Level to which employee has demonstrated
leadership and effective interpersonal skills, such as providing effective leadership,
guidelines and direction to ensure that policies related to curriculum, instruction, pupil
personnel services, personnel, budget and business affairs are carried out appropriately.

OVERALL RATING:
(Select One)
Comments:

14.

EXCELLENT

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Ethical Behavior: Level to which employee has worked appropriately within professional
and ethical guidelines and serves as an ethical model to the community as well as the
Academy staff and students.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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Additional Performance-Related Thoughts
What are the employee’s strongest points?

What are the employee’s weakest points?

What can the employee do to be more effective or make improvements?

What additional training would benefit the employee?
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Additional Comments and/or Recommendations

Additional Employee Comments
What are your most important accomplishments over the past year?

What are your weakest areas and how could you improve?

Other concerns you would like to discuss.
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Upon approval by the Board of the evaluation, a representative of the Board and
the employee should sign this form acknowledging the approved evaluation was
reviewed with the employee.
________________________
Signature of Board Representative

_____________
Date

________________________
Signature of Employee

_____________
Date

*Note: The signature of the employee above indicated that the evaluation has been
reviewed with him/her. It does not imply agreement with the evaluation.
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Employee Performance Evaluation
(For use with CFO)

Employee Name:
Job Title:

Chief Financial Officer

Reviewer:

Review Date:

The CFO will generally have at least one annual performance evaluation, although Samueli
Academy Board (“Board”) reserves the right to hold such evaluations more or less frequently.
Normally, the Governance Committee of the Board, or a subset thereof, will solicit and develop
evaluation submissions from itself, the employee’s peer staff members, select others with
knowledge of the employee’s performance, a self-evaluation, and intermittent observation. A
representative or representatives may meet with the employee to discuss its initial determinations
and the employee’s own perspective. Ultimately, an evaluation will be presented to the Board
for review, further discussion, and approval as the evaluation. Once approved, the evaluation
will be reviewed with the employee.
The expectation is that the employee and/or the Board/Governance Committee will have set
goals for such employee for each year. Generally, the performance evaluation will, in part,
reflect upon the employee’s success in achieving performance of such annual goals, as well as
the employee’s overall performance including with respect to the metrics identified below.
In rating the employee, the expectation is that an employee merely performing the functions of
his or her duties will receive a “Satisfactory” rating. A rating above or below “Satisfactory”
requires superior or inferior performance rather than merely doing one’s job.

KEY TO RATINGS
EXCELLENT –
Individual performed all tasks in an exceptional manner and exceeded expectations in performance of
duties through innovation, taking the initiative, vision, and execution.
GOOD –
Individual performs many tasks well, and all other tasks adequately. Employee has at least met all
expectations and exceeded expectations in some areas.
SATISFACTORY Individual performs all tasks satisfactorily. Meets expectations.
FAIR –
Individual performs most tasks satisfactorily, but not all. Meets expectations in parts of job
performance, but there are areas where improvement is needed.
UNSATISFACTORY –
Individual fails to perform many tasks well. Fails to meet overall expectations.
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1.

Job Knowledge and Performance: Level to which employee understands and performs
job responsibilities and duties.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

2. Job Productivity: Level to which employee is productive in performing job responsibilities
and expectations/needs of the CEO, Head of Schools, the Board, and Board committees.
OVERALL RATING:
(Select One)
Comments:

3.

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Job Dependability: Level to which employee is dependable in performing job
responsibilities, attending meetings of the Board and finance related committees, and
meeting expectations/needs of the CEO, Head of Schools, the Board, and Board
committees.

OVERALL RATING:
(Select One)
Comments:

4.

EXCELLENT

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Goal Setting and Achievement: Level to which employee has participated with the
Board and CEO in setting realistic but challenging goals designed to maintain and
improve both the Academy and self.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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5.

Financial Strategy Formation and Implementation: Level to which employee has
effectively developed and implemented a sound short and long-term operations planning,
financial projections, capital projects and campus planning.

OVERALL RATING:
(Select One)
Comments:

6.

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Financial Management: Level to which employee effectively oversaw and managed
financial operations for year, including finance, cash flow, investment activity, capital
loans, indebtedness, general accounting, and operating budget, and independent auditors, as
well as implemented and maintained appropriate procedures and controls for all financial
systems and properly oversaw finance staff and third party vendors with responsibility over
accounting activities such as payroll, accounts payable, accounts receivable, cash and cash
receipts, general ledger, purchasing, employee benefit administration, taxes and other
accounting processes.

OVERALL RATING:
(Select One)
Comments:

7.

EXCELLENT

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Budgeting: Level to which employee effectively worked with Head of School to prepare
and present the annual budget with input from CEO, ensured that expenditures were
consistent with budget, as well as implemented and maintained appropriate procedures.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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8.

Staff Talent and Human Resources: Level to which employee has effectively worked
with and assisted the CEO, Director of Human Resources and the Board in establishing
appropriate salary and employee benefit programs and made any appropriate
recommendations to enhance benefits and/or reduce costs, as well as establishing annual
goals and evaluating all employees directly reportable to the CFO.

OVERALL RATING:
(Select One)
Comments:

9.

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Board Relations: Level to which employee has kept the Board informed about important
issues, obtained appropriate approval and input from the Board where necessary, attended
Board meetings as necessary, utilized Board member talents in the community, worked
effectively to assist the Board achieve its goals and tasks, and assisted the Board achieve its
own accountability and level of responsibility.

OVERALL RATING:
(Select One)
Comments:

11.

GOOD

Filing Requirements: Level to which employee has ensured compliance with the filing
requirements of all federal, state and local tax agencies as well as other governing bodies
such as OCDE and the State DOE.

OVERALL RATING:
(Select One)
Comments:

10.

EXCELLENT

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Internal Capabilities: Level to which employee has helped develop and monitor the
office and staff environment, technology, equipment, facilities, systems, policies, and
procedures that the Academy needs to be effective, including overseeing financial staff.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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12.

External Relations: Level to which employee has successfully built and cultivated
relations with governments, donors, advisers, grantees, prospects, educational
organizations, businesses, social groups and philanthropic organizations that are beneficial
to the Academy’s mission, educational purpose and financial goals.

OVERALL RATING:
(Select One)
Comments:

13.

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Legal and Professional: Level to which employee knows and follows the Academy’s
charter, bylaws, policies, applicable state and federal laws and regulations, and other
relevant standards for charter schools, as well as assisting the CEO in resolving legal
matters related to personnel, general liability, insurance and regulatory compliance.

OVERALL RATING:
(Select One)
Comments:

15.

GOOD

Fundraising Development: Level to which employee has effectively contributed to
fundraising development by successfully helping to obtain donors, grantees, prospects, and
philanthropic organizations to meet the Academy’s fundraising and financial goals.

OVERALL RATING:
(Select One)
Comments:

14.

EXCELLENT

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Leadership and Interpersonal Skills: Level to which employee has demonstrated
leadership and effective interpersonal skills.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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16.

Ethical Behavior: Level to which employee has worked appropriately within professional
and ethical guidelines and serves as an ethical model to the community as well as the
Academy staff and students.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Additional Performance-Related Thoughts
What are the employee’s strongest points?

What are the employee’s weakest points?

What can the employee do to be more effective or make improvements?

What additional training would benefit the employee?
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Additional Comments and/or Recommendations

Additional Employee Comments
What are your most important accomplishments over the past year?

What are your weakest areas and how could you improve?

Other concerns you would like to discuss.
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Upon approval by the Board of the evaluation, a representative of the Board and
the employee should sign this form acknowledging the approved evaluation was
reviewed with the employee.
________________________
Signature of Board Representative

_____________
Date

________________________
Signature of Employee

_____________
Date

*Note: The signature of the employee above indicated that the evaluation has been
reviewed with him/her. It does not imply agreement with the evaluation.
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Employee Performance Evaluation
(For use with Head of School)

Employee Name:
Job Title:
Reviewer:

Head of School
Review Date:

The Head of School will generally have at least one annual performance evaluation, although
Samueli Academy Board (“Board”) reserves the right to hold such evaluations more or less
frequently. Normally, the Governance Committee of the Board, or a subset thereof, will solicit
and develop evaluation submissions from itself, the employee’s peer staff members, select others
with knowledge of the employee’s performance, a self-evaluation, and intermittent observation.
A representative or representatives may meet with the employee to discuss its initial
determinations and the employee’s own perspective. Ultimately, an evaluation will be presented
to the Board for review, further discussion, and approval as the evaluation. Once approved, the
evaluation will be reviewed with the employee.
The expectation is that the employee and/or the Board/Governance Committee will have set
goals for such employee for each year. Generally, the performance evaluation will, in part,
reflect upon the employee’s success in achieving performance of such annual goals, as well as
the employee’s overall performance including with respect to the metrics identified below.
In rating the employee, the expectation is that an employee merely performing the functions of
his or her duties will receive a “Satisfactory” rating. A rating above or below “Satisfactory”
requires superior or inferior performance rather than merely doing one’s job.

KEY TO RATINGS
EXCELLENT –
Individual performed all tasks in an exceptional manner and exceeded expectations in performance of
duties through innovation, taking the initiative, vision, and execution.
GOOD –
Individual performs many tasks well, and all other tasks adequately. Employee has at least met all
expectations and exceeded expectations in some areas.
SATISFACTORY Individual performs all tasks satisfactorily. Meets expectations.
FAIR –
Individual performs most tasks satisfactorily, but not all. Meets expectations in parts of job
performance, but there are areas where improvement is needed.
UNSATISFACTORY –
Individual fails to perform many tasks well. Fails to meet overall expectations.
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1.

Job Knowledge and Performance: Level to which employee understands and performs
job responsibilities and duties.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

2. Job Productivity: Level to which employee is productive in performing job responsibilities
and expectations/needs of the CEO and Board.
OVERALL RATING:
(Select One)
Comments:

3.

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Job Dependability: Level to which employee is dependable in performing job
responsibilities and expectations/needs of the CEO and Board.

OVERALL RATING:
(Select One)
Comments:

4.

EXCELLENT

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Strategy Formation and Implementation: Level to which employee has developed and
implemented a sound strategic plan and translated it into effective work plans to achieve
the Academy’s objectives and goals, direct and inspire teachers and staff of the Academy,
ensure compliance with the charter, and meet the needs of the students through a rigorous
college/career preparatory program.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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5.

Goal Setting and Achievement: Level to which employee has participated with the
Board, CEO, the Academy staff, and parents in setting realistic but challenging short-range
and long-range goals and objectives designed to maintain and improve both the Academy
and self.

OVERALL RATING:
(Select One)
Comments:

6.

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Administration: Level to which employee effectively has served as educational leader
in maintaining a vision in aligned with the school’s mission, oversaw day-to-day
responsibility of the school and its staff, worked in partnership with Board to refine the
school’s mission, worked with the Board and CEO to develop school policies and
procedures, managed student behavior, and ensured quality teaching and learning.

OVERALL RATING:
(Select One)
Comments:

7.

EXCELLENT

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Curriculum: Level to which employee effectively has enabled students to become selfmotivated and develop strong skills in relevant areas, implemented and utilized a projectbased instructional approach to teaching and delivering Common Core standards-based
content, assisted in developing educational program of a college and career academy,
provided a rigorous and engaging curriculum with an emphasis on STEAM.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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8.

Financial Management and Fundraising: Level to which employee effectively has
worked with the CEO and CFO on finances, maintaining the physical plant, assisting in
the development and formulation of an annual budget and helping to ensure that the
approved budget was attained. Level to which employee has effectively contributed to
fundraising development by successfully helping to obtain donors, grantees, prospects,
and philanthropic organizations to meet the Academy’s fundraising and financial goals.

OVERALL RATING:
(Select One)
Comments:

9.

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Staff Talent and Human Resources: Level to which employee has effectively worked
with the Director of Human Resources to attract, retain, and develop qualified faculty and
staff, created a dynamic and collaborative teaching team, assisted the CFO and Board in
establishing salary and benefit programs, and assisted in setting employee goals to meet
the Academy’s needs now and in the foreseeable future.

OVERALL RATING:
(Select One)
Comments:

10.

EXCELLENT

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Board Relations: Level to which employee has kept the Board informed about
important issues, obtained appropriate approval and input from the Board where
necessary, attended Board meetings as necessary, utilized Board member talents in the
community, worked effectively to assist the Board achieve its goals and tasks, and
assisted the Board achieve its own accountability and level of responsibility.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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11.

Internal Capabilities: Level to which employee has helped develop the office and staff
environment, technology, equipment, facilities, systems, policies, and procedures that the
Academy needs to be effective, including effectively partnering with the Academy’s
residential program manager.

OVERALL RATING:
(Select One)
Comments:

12.

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

External Relations: Level to which employee has successfully built and cultivated
relations with governments, donors, advisers, grantees, prospects, educational
organizations, businesses, social groups and philanthropic organizations that are
beneficial to the Academy’s mission, educational purpose and financial goals and
otherwise effectively represented the Board and the Academy in interactions with
parents, other citizens, and community and regulatory agencies.

OVERALL RATING:
(Select One)
Comments:

13.

EXCELLENT

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Legal and Professional: Level to which employee knows and follows the Academy’s
charter, bylaws, policies, applicable state and federal laws and regulations, and other
relevant standards for charter schools.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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14.

Leadership and Interpersonal Skills: Level to which employee has demonstrated
leadership and effective interpersonal skills, such as providing effective leadership,
guidelines and direction to ensure that policies related to curriculum, instruction, pupil
personnel services, personnel, budget and business affairs are carried out appropriately.

OVERALL RATING:
(Select One)
Comments:

15.

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS

Ethical Behavior: Level to which employee has worked appropriately within
professional and ethical guidelines and serves as an ethical model to the community as
well as the Academy staff and students.

OVERALL RATING:
(Select One)
Comments:

EXCELLENT

GOOD

SATISFACTORY

FAIR

UNSATISFACTORY

SEE KEY
RATINGS
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Additional Performance-Related Thoughts
What are the employee’s strongest points?

What are the employee’s weakest points?

What can the employee do to be more effective or make improvements?

What additional training would benefit the employee?
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Additional Comments and/or Recommendations

Additional Employee Comments
What are your most important accomplishments over the past year?

What are your weakest areas and how could you improve?

Other concerns you would like to discuss.
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Upon approval by the Board of the evaluation, a representative of the Board and
the employee should sign this form acknowledging the approved evaluation was
reviewed with the employee.
________________________
Signature of Board Representative

_____________
Date

________________________
Signature of Employee

_____________
Date

*Note: The signature of the employee above indicated that the evaluation has been
reviewed with him/her. It does not imply agreement with the evaluation.
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Annual Conflict of Interest Disclosure
Form
This form must be filed annually by all interested persons, as identified in Samueli
Academy’s Conflict of Interest Policy, ratified by Samueli Academy Board of Trustees at
their meeting on September 26, 2017.
_____

I have no potential conflicts of interest to report

_____

I have the following potential conflict of interest to report (please
specify):

The undersigned, by their affixed signature, note their understanding of the implications
of this policy.

Signature

Date

Printed Name

Approved 9/26/2017
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Board Member Agreement
I, _______________ understand that as a member of the Board of Trustees of Samueli Academy
Charter School I have a legal and moral responsibility to ensure that the organization does the
best work possible in pursuit of its goals. I believe in the purpose and the mission of the
organization, and I will act responsibly and prudently as it steward.
I have read, understand and am willing to comply with the Board of Trustees job description and
the individual performance expectations that outline my responsibilities to the Board.
If I ever find myself in a situation where I am unable to fulfill these expectations I will resign
from the Board.
In turn, the organization will be responsible to me in several ways:
1. I will be sent, without request, monthly financial statements and an update of
organizational activities that allow me to meet the “prudent person” section of the law.
2. The organization will help me perform my duties by keeping me informed about issues in
the industry and field in which we are working, and by offering me opportunities for
professional development as a Board member.
3. Board members and the Head of School will respond in a straightforward fashion to
questions I have that are necessary to carry out my Board and Committee-related
responsibilities to this organization.
4. Board members and the Head of School will work in good faith with me towards
achievement of our goals.
5. If the organization does not fulfill it commitments to me, I can call on the Board Chair
and Head of School to discuss these responsibilities.
___________________________
Trustee

________________
Date

___________________________
Chair, Board of Trustees

________________
Date

___________________________
Head of School

________________
Date
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Reviewed: 05/24/16
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Card No. ___

SAMUELI ACADEMY CHARTER SCHOOL
REQUEST TO ADDRESS THE BOARD OF TRUSTEES
I wish to address the Board of Trustees on matters under its jurisdiction and understand that I have a maximum of three
(3) minutes in which to do so. The total Non-Agenda Public Comment Period shall be limited.

Name: ___________________________________

Date: ___________________________

Address: _________________________________

Phone: __________________________

City/Sate/Zip: ____________________________________________________________
Check one: ___ Academy Parent ___Academy Student ___Academy Staff ___General Public Number
of Children attending Samueli Academy: _____

Agenda Item # or Topic to be Addressed: ___________________________________________________

Card No. ___

SAMUELI ACADEMY CHARTER SCHOOL
REQUEST TO ADDRESS THE BOARD OF TRUSTEES
I wish to address the Board of Trustees on matters under its jurisdiction and understand that I have a maximum of three
(3) minutes in which to do so. The total Non-Agenda Public Comment Period shall be limited.

Name: ___________________________________

Date: ___________________________

Address: _________________________________

Phone: __________________________

City/Sate/Zip: ____________________________________________________________
Check one: ___ Academy Parent ___Academy Student ___Academy Staff ___General Public Number
of Children attending Samueli Academy: _____
Agenda Item # or Topic to be Addressed: ___________________________________________________

Approved 2/23/2016
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89
Adverse Statements
The Board of Trustees requests persons addressing the Board to be respectful and sensitive to other people’s
race, gender, religion, natural origin, and competing viewpoints.
Statements Against Employees
The Policy for Complaints Against Personnel by a Non-Employee requires that the complainant file a
written complaint with the Head of School or Chair of the Board as soon as possible after the events that
give rise to the complainant's concerns. It requires the complaint to be handled as confidentially as possible
and prohibits retaliation. The Complaint Form is available in the Samueli Academy Office.
No one will be prevented from making a complaint or oral derogatory comment to the Board of Trustees
solely because he/she declines to do so in writing.
Signature
I am the person listed on this card and will adhere to the statements above.
Signed: ___________________________

Adverse Statements
The Board of Trustees requests persons addressing the Board to be respectful and sensitive to other people’s
race, gender, religion, natural origin, and competing viewpoints.
Statements Against Employees
The Policy for Complaints Against Personnel by a Non-Employee requires that the complainant file a
written complaint with the Head of School or Chair of the Board as soon as possible after the events that
give rise to the complainant's concerns. It requires the complaint to be handled as confidentially as possible
and prohibits retaliation. The Complaint Form is available in the Samueli Academy Office.
No one will be prevented from making a complaint or oral derogatory comment to the Board of Trustees
solely because he/she declines to do so in writing.
Signature
I am the person listed on this card and will adhere to the statements above.
Signed: ___________________________

Approved 2/23/2016
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