AGENDA
REGULAR MEETING
BOARD OF DIRECTORS
Insight at San Joaquin
September 13, 2023 O R EG g NA L
1:00 P.M.
Primary Location: .
Z.oom Meeting: hitps://zoom.us/i/6274679928
Conference calk: (720) 707-2699
Meeting ID: 627 467 9928

1.

INSTRUCTIONS FOR PRESENTATIONS TO
THE BOARD BY PARENTS AND CITIZENS

The Insight at San Joaquin (“School”) welcomes your participation at the School’s Board
meetings. The purpose of a public meeting of the Board of Directors (“Board”) is to conduct
the affairs of the School in public. We are pleased that you are in attendance and hope that you
will visit these meetings often. Your participation assures us of continuing community interest
in our School. To assist you in the case of speaking/participating in our meetings, the
following guidelines are provided.

Agendas are available to all audience members at the door to the meeting or by
requesting the agenda from the California Managed Schools Office (805-581-0202).

“Requests to Speak” forms are available to all audience members who wish to speak on
any agenda items or under the general category of “Oral Communications.” Speakers
may also request to be placed on “Speakers List” by calling the California Managed
Schools Office (805-581-0202) seventy two hours in advance of the meeting.

The “Oral Communications™ portion is set-aside for members of the audience to raise
issues that are not specifically on the agenda. However, due to public meeting laws,
the Board can only listen to your issue, not respond or take action. These presentations
are limited to three (3) minutes and total time allotted to non-agenda items will not
exceed fifteen (15) minutes. The Board may give direction to staff to respond to your
concern or you may be offered the option of returning with a citizen-requested item.

With regard to items that are on the agenda, you may specify that agenda item on your
blue request form and you will be given an opportunity to speak for up to five (5)
minutes when the Board discusses that item.

When addressing the Board, speakers are requested to state their name and address
from the podium and adhere to the time limits set forth.

Citizens may request that a topic related to school business be placed on a future
agenda by submitting a written request at least seventy-two (72) hours in advance of
any regular meeting. Once such an item is properly agendized and publicly noticed, the
Board can respond, interact, and act upon the item.

Tnusight ot San Joaquin does not discriminate on the basis of age, race, creed, color, sex, national origin, religion,
gender, physical or mental disability, ancestry or marital status, in any of its policies, procedures of practices.

In compliance with the Americans with Disabilities Act (ADA) and upon request, Charter School may furnish
reasonable auxiliary aids and services to qualified individuals with disabilities. Individuals whe require
appropriate alternative modification of the agenda in order participate in Board meetings are invited to contact
Insight at San Joaquin office at (805)581-0202.
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L PRELIMINARY

A. CALL TO ORDER

. T A .
§h a0 :m- %Meetmg was called to order by the Board Chairat _1:01_P.M.

B. ROLL CALL

Present Absent
Mr. Fred Vallerga (Secretary/Treasurer) X
Ms. Laurie Fracolli X
Mr. Bill Bushman .
Ms. Deanna Vallerga X

- Selene led (12® grade student)

1. COMMUNICATIONS

A. ORAL COMMUNICATIONS: Non-agenda items: no individual presentation
shall be for more than three (3} minutes and the total time for this purpose shall
not exceed fifteen (15) minutes. Ordinarily, Board members will not respond to
presentations and no action can be taken. However, the Board may give direction
to staff following a presentation.

B. For Information: Director’s Report
This is a presentation of information which has occurred since the previous Board
meeting.
- Enrollment currently at 265
- 98 new students onboarded
- 93% login and connection calls so far
- We had in person professional development last month
- First learning coach university meeting last month
- EL parent meeting coming up in a few weeks
- Virtual and in-person outings have begun

C. For Information: Board/Staff Discussions
Board and staff discuss items of mutual interest.
- End of Year Report
Morgan shared summary

D. Approval of Previous Board Meeting Minutes
Moved: Fred
27: Deanna

HI. CONSENT AGENDA ITEMS

All matters listed under the consent agenda are considered by the Board to be routine and
will be approved/enacted by the Board in one motion in the form fisted below. Unless
specifically requested by a Board member for further discussion or removed from the
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agenda, there will be no discussion of these items prior to the Board votes on them. The

director recommends approval of alf consent agenda items.

IV. SCHEDULED FOR ACTION

A. BUSINESS

FY 2022-23 Unaudited Actual Revenue and Expenditure Report

- No questions asked.

Ratification of Disbursements

- The Silly Room is one of our special education providers.

Consolidated Application
- No questions asked.

B. PERSONNEL
2023-24 Employment Agreements and Terminations

- No questions asked.

FEmployee Handbook
- No questions asked.

C. INSTRUCTION AND CURRICULUM

Uniform Complaint Procedures Updates
- No questions asked.

D. PUPIL SERVICES

None

V. ITEMS SCHEDULED FOR INFORMATION

None

V. ADJOURNMENT

The meeting was adjourned at _1:25  P.M.

APPEOVEL
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TO: INSIGHT AT SAN JOAQUIN
GOVERNING BOARD

BOARD REPORT # 01

VIA: INSIGHT STAFF
September 13, 2023

SUBJECT: FY 2022-23 Unaudited Actual Revenue and Expenditure Report

PROPOSAL:
It is proposed that the Governing Board of Insight at San Joaquin ratify the FY 2022-23
Unaudited Actual Revenue and Expenditure Report.

BACKGROUND:

The Unaudited Actual Revenue and Expenditure Report represents the current financial status of
the school for the 2022-23 fiscal year. This report shows revenues meeting all operating costs with
no deficit. K12, Inc. has agreed, under the terms of the Educational Products and Services
Agreement, to issue invoice credits, to be applied to Support Services Fees invoices so that Insight
at San Joaquin’s 2022-23 audited financial statements will show a balanced budget.

BUDGET IMPLICATIONS:
There are no budget implications.

RECOMMENDATIONS:
It is recommended that the Governing Board:

1. Ratify the Unaudited Actual Revenue and Expenditure Report for the 2022-23 fiscal year
on behalf of Insight at San Joaquin

RESPECTFULLY SUBMITTED
Kimberly Odom
Head of School

PREPARED BY:

Kimberly Odom Francis “Paco” Burke
Head of School Chief Business Official



PRESENTED BY:

Kimberly Odom Francis “Paco” Burke
Head of School Chief Business Official
Ayes: 3 No: 0 Abstain: 0

(}%ﬁéu(/f%;wzzm,

Approved: _Yes  Witnessed: Date: 9/13/2023

Name Aye No Abstain | Absent | Moved | Second
Fred Vallerga X
Laurie Fracolli X
Bill Bushman X X
Deanna Vallerga X X
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 Summary of hanges rom Fiscal Year 202223 Estimated Actuls

Category
ADA

L{CFF Revenue

Restricted Revenue

Expenses

Current Incr (Decr]  Reason
185 1 ADA Increase from FY23 Estimated Actuals
5 2,507,706 S 26,211 Final FY23 P2 LCFF Funding

Primarily due to increase in State SPED funding, an increase in Lottery
S 734,166 S 102,115 funding due to prior year adjustment, all of which partially offset by
decrease in actual ESSER expenditures

Primarily due to an increase in school's allocation of certificated
salaries and benefits, and a decrease in estimated FY 2022-23 K12
nvoice Credits

$ 3,243,974 S 126,111

| Flscalvear 2022“23 Unaudlted Actuals nghhghts BT

SB740 49.0% Certificated salaries and benefits, as a percent of revenue, is 9.0%
higher than required
88.6% {nstruction and instruction-related services, as a percent of revenue, is
8.7% higher than required
K12 Invoice Credits § (228,143} Amount of credits issued by K12 for Fiscal Year 2022-23, which
guarantee the school does not end the year with a deficit




IR behoals 4 Carormts

COUGARS Fiscal Year 2022-23
TR HERE . .
i Unaudited Actuals Comparfson
vs. Estimated Actuals
increase {Decrease)
S [o-ze22rs . | o-o2022-23 | 2022-230 | 202223 . 203223 T
. D PR Object: |- Adopted: | First Interim Secand - Estimated | -Unaudited $Dﬁ’ S %Ch e
E_SCI?IIFt.io.IiI: : Code’ || Budget’ ~ Budget’ [ L. Interim Actuzls - | Actuals ITerence. 1 6 Lhange
: s S Budget ORI : : :

F2ZADA 180 204 175 183 185 1 £.80%]a

A. REVENLES
1. LCFF/Revenue Limit Sources soto-mn9e |§ z2923m s 2760906 f$ 2376103 2481495 F 5 2,507,705 | § 26,211 1.06%]b
2. Federal Revenues 8100-8299 268,688 353,824 264,754 07,728 287,201 {20,527 -6.67%fc
3. Other State Revenues £300-8588 249,136 271,670 217,053 324373 446,965 122,642 EYRat
4. Other Local Revenues B600-8733 1,168 50 173 1,317 2,102 785 59.61%|
5. TOTAL REVENUES § 2811383 % 3,386,449 | § 2,858,093 3,314,863 [ $ 3,243,974 | § 129,111 4.18%]

0. EXPENIHTURES
1. Certficaied Salaries 000-199% | % 1,285480 | § 1,131,623 |$ 1,039,012 1,057,592 | 3 1,100,569 § § 43377 4.06%]e
2. Non-cextificated Salaries 2000-2998 124,912 153,784 143,229 137,002 146,508 9,605 7.01%]¢
3. Employee Benefits 3000-3999 478,361 404,493 360,381 374,828 422,002 47,173 1259%|g
4. Books and Supgifes A000-1399 208,637 598,508 558,241 462,334 574,551 12,217 2.37%th
5. Services and Gther Operating Expenditures 5060-5939 704,110 1,090,067 749,454 975,151 952,361 17,210 1765}
6. Capital Qutlay 6000-6999 8,882 8,973 7,777 7,955 7,883 (72) a0
7. Other Qutga 7100-7433 - - - - - -
8 TOTAL EXPENDITURES S 28113831 % 3,386,449 | §  2.R5H,093 3,114,863 | $ 3,243,978 | 5 129,111 4.14%)

C. EXCESS {DEFICIENCY) OF REVENUE OVER EXPEND. - - - - - -

BEFORE OTHER FINANCING SDURCES
D. OTHER FINANCING SOURCES/USES - - - - - -
E. NET INCREASE {DECREASE) IN FUND BALANCE - - - - - -

EXPLANATION OF VARIANCES:
A ADA increase rom FY23 Estimated Actuals
Final FY23 P2 LCFF Funding

P L R

Actwal asset purchases lower than estimated

Primarily due to a decrease in actual £55ER expanditures, partially offset by an increase in final Federal SPED IREA funding
Due to an Increase in final State SPED funding and 2n increase in accered Lottery funding
Schaol's allocatian of certificated salaries higher than previously estimated

School's allocation of classifed salaries higher than previously estimated

Due 1o an Inrease in STRS & PERS as a percent of salarles

Actual student-driven instructionat materials higher than previously estimated

Pritarily due to a decrease ir estimated FY 20:22-23 ¥12 Invoice Credits
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COUGARS
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Fiscal Year 2022-23
Unaudited Actuals

: "*Senate Bill 740 Instructional Cost -

Certificated Salaries and Benefits 7775 "0 Object Code 75 n T v o Tokal i
Certificated Teacher Salaries 1100 S 1,100,569
Cert. Supervisors' and Admin. Salaries 1300 S -
Additionat Certificated Personnel Pay 1900 S -
Certificated Employee Benefits 3000-3999 S 353,457
Specs.a-i Ed. - Certl_ﬁcated Contract Services 5100 $ 135,584
(Certificated Portion - 80%)
Certificated Staff Cost i G B gt 1 580 610
Non-Certificated Support Salaries 2200 3 146,608
Non-Certificated Employee Benefits 3000-3999 s 68,545
Approved Textbooks and Core Curricula Materials A100 s 569,233
Materials and Supplies 4300 3 5,318
Special Ed. - Certificated Contract Services
{Non-certificated portion - 20%} >100 > 33,896
Travel and Conferences 5200 [ 33,493
inst. Computers/Printers/Leasing 5600 ) 169,784
Contract - Student Instructional Technalogy {7%) 5800 S 214,864
Other Instructional and Operating Expenditures 5800 5 3,451
ISP Services/Telephone 5900 S 40,383
Instruction & Instruction-Related Costs. S Lo SUug e Y,286,075
Total Instructional Cost ° R g 72,875,685
SB740 Requirement - s R Expendj'ttzjzrés..: Federal & State - | % Spent (Expenditures

e T T e ity o Revenues . ]Reu{enues_):,"
A. Certificated Teachers' Salaries and Benefits [ 1,585,610} 5 3,243,974 49.00%
B. Total Instructional Costs s 2,875,685 5 3,243,974 B38.65%
C. PTR {Pupil-Teacher Ratio) 16.19]: 1

Note:
In order to qualify for a 100% funding recommendation from ACCS, Insight at San Joaguin needs to meet the following criteria:

1) Line A. must equal or exceed 40 percent,
2} Line B, must equal or exceed 80 percent, AND
3) PTR {Pupil-Teacher Ratio} cannot exceed of 25:1

|' K12 Invoice Credit Methodology

In the school's agreement with K12, inc., K12, Inc. issues invoice credits, to be applied to K12 invoices, within the scheel year so that the school's revenues meets all
aperating expenses with no deficit. As a result, the audited Ainancials for fiscal year 2022-23 will show a balanced budget.

K12 Charges Original Invaice Eueice Credits Revised invoice
Support Services Fees (13%) 5 399,034 $ {278,143} 5 170,891
Technology Fees {7%) s 214,864 S - 8 214,864
Instruction Materials $ 76,067 5 - % 76,067
0L - Curriculum & Development S 453,625 § - 3 451,625
fnst. Computers/Printers/Leasing s 158,085 § -5 158,085

Total Net K12, Inc.-Related Expenditures s 1,299,676 § {228,143} § 1,071,533




Insight @ San Joaguin
New Jerusalem Eiementary
San Joaquin County

2022-23 Unaudited Actuals
Charter Schoal Alternative Form
Certification

CHARTER SCHOOL UNAUDITED ACTUALS
FINANCIAL REPORT — ALTERNATIVE FORM

Charter School
Name:

CDSs #:

Charter Approving
Entity:

County:
Charter #:

July 1, 2022 to June 30, 2023

CHARTER SCHOOL CERTIFICATION

tnsight @ San Joaguin

39 82627 0133116
Form ALT
DSAZWYJBTE(2022-23}

J9-68627-0133118

New Jerusalem Efementary

San Joaquin

1762

NOTE: An Alternative Form submitted to the California Department of Education wili not be considered a vald suthmission if the fotlowing information is imissing:

For information regarding this repor, please contact;

For County Fiscal Contact:
Kathry n Rusk

For Appraving Enfity:
Billy Wesself

For Charter School:

Francis Burke

Name MName

Cogrdinator, District Fiscal Oversight

Chief Business Officer

Name

Chief Business Officlal

Titie
B805-232 4142

Title Title
204-468-5807 209-740-4699x1103
Telephane Telephona

krusk@sjcoe. net

bwesseli@njes org

Telephone

fburke@caliva.org

Email address

Emall addrass

Emaii address

Ta the entity thal approved the charter schoal:

2022-23 CHARTER SCHOOL UNAUDRITED ACTUALS FINANGIAL REPORT — ALTERNATIVE FORM: This report has been approved, and Is hereby filed by the charler schaol pursuant to

Education Coade Section 42100(h).
Signed:

Charter Schaool Official

{Criginal signature
reglired)

Printed Name: Kimbery QOdom

Te the County Superintendent of Schools:

Cate:

Titte:

September 13, 2023

Head of Schook

2022-23 CHARTER SCHOOL. UNAUDITED ACTUALS FEINANCJAL REPORT — ALTERNATIVE FORM: This repor is hereby filed with the County Superintendent pursuant to Education Code

Section 42100(a).

Signhed:

Authorized
Representative of

Charter Approving Entity

(Original signature
required}

Printed Name: Billy Wesselt

Ta the Superintendent of Public Instruction:

Cate:

Title:

Chief Business Officer

2022-23 CHARTER SCHOOL UNAUDHTED ACTUALS FINANCIAL REPORT — ALTERNATIVE FORM: This raport has been verified for mathematical accuracy by the County Superintendent of

Schools pursuant to Education Code Section 42100(a).
Signed:

County

Superintendent/Designes

(Original signature
required)

Date:

Califamia Dept of Education
SACS Financial Reporting Software - SACS V6,1
File: ALT_UA, Version 2

Page 1

Printed: 9/6/2023 4:47 PM



Insight @ San Joaquin
New Jerusafem Elementary
San Joaquin County

2022-23 Unaudited Actuals
Charter School Alternative Form
Alternative Form
CHARTER SCHOOL UNAUDITED ACTUALS
FINANCIAL REPORT -- ALTERNATIVE FORM

July 1, 2022 to June 30, 2023

Charter School Name: Insight @ San Joaquin

39 68627 0133116
Form ALT
DBAZWY4BTE(2022-23}

CDS #: 39-68627-0133116

Charter Approving Entity: New Jerusatem Flementary

County: San Joaquin

Charter #: 1782

This charter schooi uses the following basis of accounting:

{Please enter an “X" in the applicable box below; check only one box}
Accrual Basis {Applicable Capital Assets/interest on Long-Term Debt/Long-Term Liabilities/Net Position objects are 6300, $910, 7438, 9400-9489, 9560-9658, 9796, and

9797}

Maodified Aecrual Basis (Applicabie Capital Qullay/Debt Service/Fund Balance objects are 61006178, 6200-6500, 6800, 7438, 7438, and 9741-873%)

Califomia Dept of Education
SACS Financial Reporting Software - SACS V6.1
File: ALT_UA, Version 2

Page 2

+*‘Description - Object Code - Unrestricted -5 Restrieted . Totat "
A. REVENUES R TR R
1. LCFF Sources SR A L
Siate Aid - Cumrent Year B0 244413500 g _2,{144,13_5._.00
Education Protection Account State Ald - Current Year 8012 365,988.00 i SE,QBBEIU
State Aid - Prior Years 8019 (5,023,00) R (_s,dza.do_)”
Transfers to Charer Scheals in Lieu of Property Taxes 8096 34,605.00 '_':';;31_,'§n_5tr_1_u
Other LCFF Transfers 8091, 8097 S0
Total, LGFF Sources L2, 507,706.00 ©2,507,706.00
2. Federal Revenuss (see NOTE in Section L) : ' IR
Na Child Left Behind/Every Student Succeeds Act B290 87,618.00 . 8?,._818.69
Special Education - Federal 8181, 8182 35,692.00 . 35,692,00
Child Nutrition - Federal 8220 i 0.00
Donated Food Commodities 8221 o 'q,:}n
Other Faderal Revenues 8110, 8260-8269 163,691.00 “isaset00
Total, Federal Revenues hEepe R 287,201,000 T 287,201,00
3. Other State Revenues SR Fre PR
Special Education - State StateREvSE A 34351800 343,618.00.
All Other Stale Revenues StateRevAQ 12,476.00 @0,871.00 153,34700
Tolai, Other State Revenues 42,476,001 434, 580,00 070 44B,985.00
4, Other Locat Revenues b Sl R
All Other Local Revenues LocalRevAQ 2,102.00 230,00
Total, Local Revenues DU dom00 T 1 2,102.00
. TOTAL REVENUES 7, 529,084,00 11 3,243,974.00
B, EAPENDITURES {see NOTE in Saction L) T =
1. Cerlificated Sataries FREEEI, R .
Certificaled Teachers' Salaries 1100 770,545.00 330,024.00 1,100,568.00
Certificated Pupil Support Salaries 1200 o .-'E'Q.IIJ.D
Certificated Supervisars' and Administrators' Salaries 1300 o _. 0 0
Other Certificated Salaries 1600 L p.00
Total, Certificated Salaries Yr0,545.00 ¢ +.1330,024.00 107,100, 568.00
2. MNanceriificated Salarfes
Noncerlificated Instructional Salaries 2100 S 0,00
Noneertificated Suppont Safaries 2200 30,087.00 118,524.00 T 148,608.00
Noncertificated Supervisers' and Administrators® Sataries 2300 3 - 0[30
Clerical, Technical and Office Salaries 2400 B “n00
Other Noncestificated Salaries 2900 RS : BDD
Tatal, Nencertificaled Salaries STAD,087.00 N 16,529,000 46,608,00
Description : " ‘Object Code - " Unrestricted . Restricted 0 i Total ti
3. Empioyee Benefils ; i 5
STRS 3101-3102 147,174.00 53,035.00 s “21_0,2{)9.01_1_
PERS 3201-3202 7,633.00 29,861.00 : 137,194.00-
OASDI | Medicare / Allemative 3301-3302 18,179.00 10,138,00 " © 28,318.00

" Printed: 8/5/2023 4:47 PM



Insight @ San Joaquin
New Jarusalem Elementary
San Joaquin County

35 6B627 0133116
Form ALT
DBAZWY4RTE(2022-23)

2022-23 UnaudHed Actuals
Charter School Alternative Form
Alternative Form

Califomia Dept of Education
5ACS Financial Reporting Software - SACS VEB.1
File: ALT_UA, Version 2

Health and Wilfare Bensfils 3401-3402 74,278,00 53,608.00
Unemploy ment Insurance 35013502 2,611.00 1,456.00 ° T aoav0
Warkers® Compensation Insurance 360%-3602 11,124.00 6,203.00 : -17"327.00
QFEB, Allocated 3701-3702 e
OPEB, Active Employ ees 3751-3752
Other Employ ee Benefits 3901-3902
Total, Employee Benefits

4. Beoks and Supplies
Approved Texthooks and Core Cumicula Materals 4100 566,902.00 2,331.00
Books and Other Reference Materials 4208
Materials and Supplies 4300 5,316.00 2.00
Nencapitafized Equipment 4400
Feod. ... 4700
Tolal, Baoks and Supplies 2333005

5, Bervices and Other Operating Expenditures T
Subagreements for Services 5100 169,480,00
Travel and Conferences s200 6,252.00 27,200.00
Dues and Memberships 53t §,114.00 728.00
{nsurance 5400 11,200.00
Operations and Hoeusekaeping Services 5500 1,478.00
Rentais, Leases, Repairs, and Noncap. improvements 5600 168,784.00
Transfers of Direct Costs 5700-5739
ProfessionaliCansulting Services and Operating Expend. 5800 554,858.00 4,343.00
Communications 5800 39,491.00 1,382.40
Tolal, Services and Other Operating Expenditures : : i 2"1_]3'; ‘{M.ﬂ'ﬂ-'

6. Capital Qutlay
(Objects 5100-6170, 8200-6500 medified acoruad basis only)
Land and Land Improvements B100-6170
Buildings and Imprevements of Buildings §200
Bocks and Media for New School Libraries ar Major
Expansion of Scheol Libraries 6300
Equipment &400
Equipment Replacement 6500
Lease Assels 6600
Depreciation Expensa (accrual basis only ) 6900 7,883.00
Amortization Expense - Lease Assels 5910
Tatal, Capital Outlay

7, Other Oulge
Tuition o Cther Schools 7110-7143
Transfers of Pass-Through Revenues 1o Other LEAs 1284-7243
Transfers of Appertionments to Other LEAs - Spec, Ed, 7224-72238E
Transfers of Apportionments to Other LEAs - Al Other 7221-7213A0
Alt Other Transfers 7281-7298
Transfers of Indirect Costs 7300-7335
Debt Service:
interest 7438
Principal (for modified accrual basis only) 7439
Total Debt Service
Tetal, Other Cutgo

8. TOTAL EXPENDITURES

“Deseriptio g i Objectcads
C. EXCESS (DEFICIENCY) OF REVENUES OVER EXPENDITURES BEFORE OTHER FINANCING SOURCES
AND USES (AS-BSB)
D. OTHER FINANCING SQURCES ! USES
1, Other 8930-8979
Sources

Printed: 8/5/2023 4:47 PM

Page 3



Inslght @ San Joaguin
New Jerusalem Elementary
San Joaquin County

2022-23 Unaudited Actuals
Charter Schoof Alternative Form
Alternative Form

39 68627 0133116
Form ALT
DIAWYIRTE[2022-23)

Califomia Dept of Education
SACS Financial Reporting Software - SACS V6.1

Fila: ALT_UA, Version 2 Page 4

Less:
2. Other TEI0-7H08 s
{ses ., 0.00
% Coniributions Between Uinrestricted and Restricted Accotnts Ry
(must net to zera) BOB-BO9G (82,922,00) 82,622.00 “ooa.
4, TOTAL OTHER FINANCING SOURCES { USES R (2,022,008 T 82,622.00 ¢ .00
E. NET INCREASE {DECREASE} IN FUND BALANCE /NET POSITION {C+D4) LR 800.0 R a0y 10,00
F. FUND BALANCE ! NET POSITION ;
1. Beginning Fund Balance/Net Position fi :
a Asof July 1 a791 #7,747.00 [ 7,747.00
b, Adjustments/Restatements 9793, 5795 (11,413.00) 11,413.00 - T pon
. Adjusted Beginning Fund Bafance /Net Positian 833400 A ,43,000 " 27.747.00
2, Ending Fund Balance /Net Position, June 30 (E+F1c) 7, 47,00 R 0.00 27, 747.00
Componenis of Ending Fund Bafance [Modified Accrual Basls only) T : : ’ N ;
a. Nonspendable L
1. Revelving Cash (equals Object 9130} e714 0,00
2. Steres {equals Object 9320) 8712 -. 0.00
3. Prepaid Expenditures {equals Object 9330) 8713 (_!..00.
4. All Others 5719 000
h. Restrcted o740 10,00
c. Commilted :
1. Siabilization Arangements 9750 i . -a.do
2. Olher Commilmentis a760 2.00
d.  Assigned 9780 - 6.11_(].
e. Unassigned/Unapprapriated W : .
1. Reserve {or Econemic Uncertainties 9789 T ..{}:ﬂﬂ_
2. Unassigned/Unappropriated Amount 9790M g _. GGO
3. Components of Ending Net Position {Acerual Basis only}
a, Nel Investment in Capilal Assels 9766
b. Restricled Net Position a787
c. Unsestricted Net Position 87904 L argazee T g A,
T T scription " Dbject Code “Unrestricted * . 7 Restricted Total -
G. ASSETS :
1. Cash o
In County Treasury 9110 .'__D..DD
Fair Value Adjusiment to Cash In County Treasury 8111 L S _i)._DD
In Banks 9120 837,493.00 589,776.00 7111 - 1,427,260.00
In Revalving Fund 9130 2 nop
With Fiscat Agent/Trustee 9135 U p.00
Callections Awaiting Deposit 9140 0.0c
2. Investments 9150 ke .D.OD__
3. Accounis Receivable 4300 1,182,454.00 *1,182,454,00
4. Due from Grantor Govemments 9290 SRR
5. Stores a3za S :__n_.op
6. Prepaid Expendilures (Expenses) 9330 56,726.00 - 66,726.00
7. Other Cument Assets 340 o 0.00
8. lease Receivable 9380 : _. . 0.00
9, Capitat Assets (accrual basis only) 9400-9489 18,9591.00 : N .13,!5)_91.._00
0. TOTAL ASSETS 3,048,938.00 . B4B.502,00 1o 2 ,895,440,00
H. DEFERRED OUTFLOWS OF RESOURCES R
1. Defemec Outfiows of Resources 9480 27,747.00 S g7,747.00
2, TOTAL DEFERRED OUTFLOWS Va7 raron oo L 27,747.00
1. LIABILITIES L
1. Accounts Payable 8500 4,504,858.00 53,257.00 o '1!95_._8,;8‘[5.00_
2. Due to Grantor Govemnments 8580 144,080.00 » : _' '1:44,030.0(1
3. Cumrent Loans 9640 _. : H 0.00
4. Uneamed Revenue 9650 503,245,00 " '5ea,245.00

Printed: 9/5/2023 4:47 PM
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New .Jerusalem Elementary Charter School Alternative Form Form ALT
San Joaquin County Afternative Form DEAZWY4BT6({2022.23)
5, Long-Term Liabilities {=ccrual basis only} 9660-8659
6. TOTAL LIABILITIES LT meagagee il Ll

J. DEFERRED INFLOWS OF RESOURCES
1. Defemed inflows of Resources 9690
2. TOTAL DEFERRED INFLOWS

#. FUND BALANCE INET POSITION
Ending Fund Balance /Net Pesition, June 30 (G10 + H2) - (16 + J2)

(must agree with Line F2}

L. FEDERAL EVERY STUDENT SUCCEEDS ACT {ESSA} MAINTENANGE GF EFFORT REQUIREMENT

iF YOUR CHARTER SCHOOL RECEIVED FEDERAL FUNDING, AS REPORTED IN SECTION A2, THE FOLLOWING ADDITIONAL INFORMATION MUST BE PROVIDED IN
ORDER FOR THE CDE TO CALCULATE COMPLIANCE WITH THE FEDERAL EVERY STUDENT SUCCEEDS ACT {ESSA] MAINTENANCE OF EFFORT REQUIREMENT:

NOTE:
1. Federal Revenue tsed for Capltal Cutlay and Debt Service
included in the Capital Outlay and Debt Service expenditures reporied in sections BS and B7 are the fallowing amounts paid out of Tederal funds: . L
T Federal Program Name (if no amounts, indicate "NONE" Capital Qutlay Debt Service Total
a. NONE 5

b.

c.

d.

TOTAL FEDERAL REVENUES USED FOR CAPITAL OUTLAY AND DEBT SERVIGE

2. Community Sarvices Expenditures

Provide the amount of State and Local funds reported in Seclion B that were expended for Community Services Activitias:

Amount
Objects af Expenditures (Enter "0,00" if none)
a. Certificated Salaries 1000-1999 0.00
b. Noncerdificated Salaries 2000-2989 o.on

c. Employee Benafits 3000-3999 excepl

3801-3802 0.00
d. Boeoks and Supplies 4000-489% 0.00

e, Services and Other Gperating Expenditures £5006-5999 0.80

TOTAL COMMUNITY SERVICES EXPENDITURES LT 8.00

3. Supplemental State and L.ocal Expenditures resulfing from a Presi ially Declared Disash

Brief Description i.e., COVID-18 {If no

N unt
amounts, indicate “None”) Amo

Date of Presidential Disaster Declaration

TOTAL SUPPLEMENTAL EXPENDITURES (Shauid not be negative)

4, State and Local Expenditures to be Used for ESSA Annual Maintenance of Effort Calculation:

Results of this calculation will be used for comparison with 2024-22 expenditures. Failure to maintain the required 90 percent expenditure tevel on either an aggregate or per capita
expenditure basis may resull in reduction 1o allocations for covered pragrams in 2024-25,

a. Toltal Expendilures (B8)
b. Less Federal Expenditures (Tatal A2)

[Revenues are used as proxy for expenditures because most federal revenues are nermally recognized in the periad that
qualify ing expenditures are incurmred)

c. Subtotaf of State & Lacal Expenditures
fa minus b
d. Less Community Services
[i2 Total]
e. Less Capitaf Cutlay & Debt Service
[Tolal BE plus objects 7438 and 7438, less L1 Tolal, less objects 6600 and 6910}

f. Less Supplemental Expenditures made as the resuit of a Presidentially

Califomia Dept of Education
SACS Financial Reporting Software - SACS VE.1
File: ALT_UA, Version 2 Page 5 Printed: 8/5/2023 4:47 PM



Insight @ San Joaquin 2022-23 Unaudited Actuals
New Jerusalem Elementary Charter Sthooi Alternative Form
San Joaguln County Alternative Form

Declared Disaster
TOTAL STATE & LOCAL EXPENDITURES SUBJECT TO MOE

[c minus ¢ minus e minus f]

Califomia Dept of Education
SACS Financial Reporting Software - SACS VB.1
File: ALY_UA, Version 2 Page 6

39 68627 0133116
Form ALT
DBAZWY4BTE(2022-23}

2,948,800.00

Printed; 9/5/2023 4:47 PM



TO: INSIGHT AT SAN JOAQUIN
GOVERNING BOARD

BOARD REPORT # 02

VIA: INSIGHT STAFF
September 13, 2023

SUBJECT: The ratification of disbursements made by Insight at San Joaquin from May 2023
through July 2023,

PROPOSAL:

It is proposed that the Governing Board of Insight at San Joaquin ratify the disbursements made
by the school from May 2023 through July 2023.

BACKGROUND:

On a monthly basis, Insight at San Joaquin has been sending the board president a payment listing
of all disbursements made each month, whether by check, or electronic payment processing, on
behalf of the school. The monthly listing includes each payment date, reason for payment, account
coding and amount. This board report presents the disbursements from May 2023 through July
2023.

BUDGET IMPLICATIONS:
The total disbursements for the months of May, June, and July 2023 were $89,218, $91,992, and
$31,102, respectively.

RECOMMENDATIONS:

It is recommended that the Governing Board ratify the disbursements made by Insight at San
Joaquin from May 2023 through July 2023.

RESPECTFULLY SUBMITTED
Kimberly Odom
Head of School
PREPARED BY:
Kimberly Odom Arlene Arroyo
Head of School Financial Analyst
PRESENTED BY:
Kimberly Odom Francis “Paco” Burke

Head of School Chief Business Official



Ayes: 3 No:

Approved: _Yes  Witnessed:

(b

Abstain: 0

Date: 9/13/2023

Name Ay No Abstain | Absent | Moved | Second
Fred Vallerga X
Laurie Fracolli X
Bill Bushman X X
Deanna Vallerga X X




Insight at San Joaquin
Board Disbursements A/P Payment History Summary
May 01, 2023 - May 31, 2023

Insperity(insight@San Joaquin) 31 383 86

New Jerusalem Elementary School Distric{insight @ San Joaquin) 26,063.13
SAN ICAQUIN COUNTY OF EDUCATION o e . ... 886645
East Valley Education Center, Inc(lnssght @ San Joaqutn} 5,880.00
Northern California Preparatory School{Insight @ San Joaquin) 4,192.50
Green Hasson & Janks LLP{Insight @ San Joaquin) 4,000.00
Anchor Counseling & Education Solutions(Insight @ San Joaquin) 2,689.41
Specialized Education Of California Inc.{Insight @ San Joaquin) 1,260.32
State Board of Equalization(Insight@San Joaquin) 1,210.55
Effectual Educational Consulting Service{lnsight @ San Joaquin) 1,043.63
El Paseo Children's Center, Inc.{Insight @ San Joaguin} 750.00
California Teachers Association{insight @ San Joaquin) 345.60
E-Therapy LLC(Insight @ San Joaquin) 337.50
The Silly Room{Insight @ San Joaquin) 300.00
EBS Healthcare Inc.{Insight @ San Joaguin) 259.95
TalkPath Live(Insight @ San Joaquin) 187.50
Point Quest Pediatric Therapies, LLC{Insight @ San joaquin) 187.50
Children's Therapy Network(Insight @ San loaquin} 95.00
Specialized Therapy Services Inc(insight @ San Joaquin) 78.75
National TeleTherapy Resources, a Speech Pathology Corp.(Insight @ San loaquin) 55.00

CDW Government(inmght @ San Joaqu:n} 31.04

ZG rand Total . - s : 39'21759 ]




K12 : SA : Full Financials CA Node : CAVAISS)
Board Disbursements A/P Payment History by Vendor
May 01, 2023 - May 31, 2023

_Options: Show Zeros o
' Docuiment Number: ' Memo

Bil Payment #1538 - Anchar Counseling &

Education Solutions{Insight@San foaquin} Bilt 05/24/2023 IRV-06023
Bill 05/24/2023 INV-06032 {75.00}
Bill 05/24/2023 INV-06045 {105.00}
Bill 05/24/2023 INV-06074 {261.26}
Bilt 05/24/2023 INV-D6058 {180.00}
Bilt 05/24/2023 INV-06010 {45.00}
Bill Payment 05/24/2023 1538 71126
{635.00)
Bill Payment #1525 - Anchor Cotinseling &
Education Solutions{insight@San Joaguin) gill 05/10/2023 INV-0598¢
Bill 05/19/2023 INV-05966 {1,007.52}
Bill 05/10/2023 INV-05998 {335.63}
Bill Payment 05/10/2023 1525 1,978.15
0.00
Bill Payment #1534 - California Teachers {345.60}
Association{insight®@S5an loaquin} Bill 05/11/2023 Union Dues - 042023
Gill Payment 05/11/2023 1534 345.60
G.00
{605.00)
gill Payment #1543 - Effectual Educational
Consulting Service({lnsight@S5an Joaquin) Bill 05/24/2023 INV-06645
ailt 05/24/2023 INV-06677 {14196}
Bill Payment 05/24/2023 1543 746.96
(86.67}
#ill Payment #1529 - Effectual Educational
Consulting Service(Insight@%an loaguin) Bitl 05/10/2023 INV-06573
gill 05/10/2023 INV-06597 {21000}
Bill Payment 05/10/2023 1528 296.67
0.00
B3l Payment #1532 - National TeleTherapy [(27.50}
Resaurces, a Speech Pathology
Corp.[Insight @ San Joaguin} Bill 057102023 INV-04758
Bill 05/16f2023 1NV-04803 {27.50}
Bill Payment 05/10/2023 1532 55.00
0.00
{300.00)
Bill Payment #1531 - MK Innovations Inc
dba The Silly Room(insight @ San loaguin} Bill a5/10/2023 INV-QD4 73
Bifl Payment a5/10/2023 1531 300.00
0.00
{1,260.32)
Bilt Payment #1546 - Specialized Education
Of California Inc.{Insight @ San Joaquin) Bill 05/24/2023 INV161550
Bill Payment 05/24/2023 1546 1,260.32
.00
Bill Payment #ACH 05.25.2023 - {14,735.11}
Insperity{insight@San foaguin) Bill 05/30/2023 iSI_PYRE_MAY 2023 i8)_Var. PYRL Invs_MAY 2023
Bill Payment 05/25/2023 ACH 05.25.2023 iS)_Var, PYRL Invs_MAY 2023 14,735.11
BilE Payment #ACH 03.10.2023 - {16,648.75}
Insperity{insight@San tpaquin) Bilt 05/30/2023 iS1_PYRE_MAY 2023 iS1_Var, PYRL Inus_MAY 2023
Bill Payment 05/10/2023 ACH 05.10.2023 iS1_Var. PYRL Invs_MAY 2023 16,648.75
.00
BHE Payment #1533 - PrentGraf Ltd dba {187.50)
TalkPath Live(insight @ San Joaquin} Bill 05/10/2023 INV-00640
Bill Payment as/10/2023 1533 187.50
.00
Bilf Payment #ACH 05.16.2023 - State {1,210.55}
Eoard of Equalization{insight@5an
loaguin} Bilk 04/24/2023 iS)_tlse Tax_APR 2023 iS]_Matris/Comptr Use Tax_APR 2023
Bill Payment 05/16/2023 ACH 05.16.2023 15)_Matris/Comptr Use Tax_APR 2023 1,210.55
.00

Page 3of 10



K12 : S8A : Full Financials CA Node ; CAVAISSJ
Board Disbursements A/P Payment History by Vendor

May 01, 2023 - May 31, 2023

Options: Show Zeros

{5,880.00)
Bill Payment #1535 - Fast Valley Education
Center, inc{insight @ San Joaquin} Bill 05/11/2023 14876-2655A
Bidl Payment 05/11/2023 153% 5,880.00
0.00
Bill Payment #1548 - SAN JOAQLHN iS)_MAY'23 STRS (8,8656.45}
COUNTY OF EDUCATION 8ilt 0572542023 Contrib i5)_MAY 2023 STRS EE/ER Contribtn
e S Bilt fayment - 05/25f2023 - 1848 iS4 MAY 7023 STRS EE/ER Cantribta 8 86645
0.00
Bill Payment #1542 - EBS Healthcars {31.95)
Inc.{Insight@5an loaquin} Bifl 05/24/2023 ENV-02612
Bill Payment 0572472023 1542 31.85
Bill Payment #1528 - EAS Healtheare {228.00)
nc.{inslght@5an Joaguin) gill 05/10f2023 INV-02571
Bill Payment 05/10/2023 1528 228,00
6,00
(78.75)
Bill Payment #1547 - Specialized Therapy
Services Inc{Insight @ San Joaquin) Bilk 05/24/2023 INV-01624
Bill Payment G5/24/2023 1547 78.75
0.00
Bill Payment #1541 - E-Therapy (144.00)
LLC(Insight@San loaquin) BiHl 05/24/2023 INV-06309
Bill Payment 05/24/2023 1541 144.00
Bill Payment #1527 - E-Therapy {22.50}
LiC{insight@San Joaquin} Bill 05/10/2023 iNV-06054
Bl 05/10/20623 INV-06055 {45.00}
Bili 05/10/2023 INV-06247 (45.00)
Bilk 05/10/2023 INV-06274 (27.00)
Bilk 05/10/2023 INV-06284 {54.00)
Bill Payment 05/10/2023 1527 193.50
0.0
(4,050.00)
Bill Payment #1537 - Northern California
Preparatory School{Insight @ San Joaguin} Bill 05/11/2023 NCP55236
Bilt a5/11/2023 NCPS5257 {142.50}
Bill Payment 05/11/2023 1537 4,192.50
0.00
Bill Payment #1540 - Children's Therapy (71.25)
Neh kftnsight @ San o in} By 05/24/2023 INV-01052
Ri¥ Payment 05/24/2023 1540 71.25
Bill Payment #1526 - Children's Therapy {23.75)
Netwaork{Insight @ San Jaaquin} Bilk 05/10/2023 INV-01041
Bill Payment 05/10/2623 1526 2375
0.00
(187.50)
Bill Payment #1545 - Point Quest Pediatric
Therapies, LEC(Insight @ San loaguin) Bill 05/24/2023 INV-00076
Bill Payment 05/24/2023 1545 187.50
0.00
Bifl Payment #1530 - £l Paseo Children's {750,00)
Center, Inc.{Insight @ San Joaquin} BHY 05/10/2023 1¥V-00705
Bilf Payment 05,/10/2023 1530 750,80
0.00
Bllt Payment #1536 - New Jerusalem {26,063.13)
Elementary Schoo! Distric{lnsight@5an
loaguin) Bill 05f11/2023 AR23-D0037
Bill Payment 05/11/2023 1536 26,063.13
0.00
Bill Payment #1539 - CBW (31.04)
Government{Insight@San loaquin} Bill 05/24/2023 28077
Bill Payment 05/24/2023 1539 31.04
0.00

Page 4 of 10



K12 : SA : Fuil Financials CA Node : CAVAISSJ
Board Disbursements A/P Payment History by Vendor
May 61, 2023 - May 31, 2023

Options: Show Zeros

‘Transaction \mount
BHl Payment #1544 - Green Hasson & (500.00)
Janks LLP{Insight@San Joaquln} Bil 05/24/2023 74009

8ilt 05/24/2023 74286 (3,500.00)
Bill Payment 05/24/2023 1544 4,000.80
.40
; i 00

£9,217.69

Total

Page 5 of 10



Transaction Summary
insight at San Joaquin

Document Tracking Services

Care Solace, Inc.

NCS Pearson, Inc.

Law Offices of Young, Minney & Corr, LLP
Pitney Bowes Bank Inc Purchase Power
Barrington Staffing Services T
ups

Effectual Educational Consulting Service
BILL.COM, INC.

WPS

FusionPlus Inc

AppleOne Employment Services

Appie Inc.

Select Staffing

DataBasics, inc.

Supreme Facility Services, Inc.

The Back Room Inc

AXIS Teletherapy

De Lage Landen Financial Services Inc.
Comm-Core

Ontario Refrigeration

Quill Corporation

Staples

City of Simi Vailey

Verizon Wireless

Certified Languages International
Academic Therapy Publications, Inc
Ray Morgan Company

Carmen Gomez Ruiz

OLIVE GARDEN

Amazon

Waste Management

ADT Commercial

Sparkletts

Pbutch Ryan Plumbing

School Services of California, Inc.
Western Exterminator Company
Paper Recycling & Shredding

County Fire Protection

Pitney Bowes Global Financial Services
TARGET 00024620

RED ROBIN




Transaction Summary
Insight at San Joaquin

Doctors Wellnes'sm(far-np'éf.\y LLC dba WellnessMart MD 128
BULLDOG-SIMI VALLEY, INC, 1.11
Helix Charter High School 0.00
CITY OF CITRUS HEIGHTS 0.00
5Q *SAC TACOS 0.00
Academic Entertainment Inc. 0.00
intellivol, LLC 0.00
SQ *DBJ DAN UTICA 0.00
City of Vacaville 0.00
Facilitron, Inc 0.00
DROPBOX, INC. 0.00
StateFoodSafety 0.00

GrandTotal = . oo

S3,324.98



Transaction Details

Ensight San Joaguin
Empioyee Mendor c:::::‘;::‘:; Gt Account {Added) Class tnuoice Nurber ime Perind f “’z""':l‘:’t'“ l i I
farmen Gomez Ruiz 53400 flent and Ulitles : Repalrs and 600.00 6.20
[a] ions and kK Sen A = 102 General LLC 2038 Aprit
Operaticns and Housekeeping Services Total 600,00 £.20
Carmen Gomes Rulz Tatsl £00.00 £.20
Paper Reeyeling & Shredding 52802 Office Supplies Expense : Cffite 98.00 101
Office Expense Suppiles - COS 101 Generat ILC 543488 April (af13}
LLC 544611 April{af27] 28,00 1@
Dffica Expetite Total 196.00 203
Paper Recyding & Shredding Totak 496.00 203
Staples 52807 Office Supplies Frpense ; Offics 474,26 4.90
Office Tupense Supplies - €o$ 101 General LLC 3535708720 April {4/15)
LLC 3537382749 May (S/04} 688,30 7.04
Difice Expense Totak 1,155.56 51.94
Staples Tolal 155,56 11.94
112 54307 Postage & Delivery Expense : 1,497.41 15.48
Shipping Messenger & Delivery 101 Geperal LLC 000O73YGAELES  Aprii [4/22)
LLC QOOOTIVERELTI - Aprit{df2)- - 1,785:21 17.62
LLCDOODT3YEBELEY  May {5/06) 3,930.65 40.83
LLC 0COD73Y6RELS  May(5/13) 1,343.45 13,88
LLC DODO73Y6BE203  May(5/20} 2,991.64 6.8
200 SPED: LLC OO0OVIISaWLES  Apnil (4/22) 330,31 5.60
LLC DOOOVILSIWLT  April (4/23) 123,93 210
LLEOODOVSESIWILEY  May [5/06) 135,54 230
LLCO0GOVILSSWIES  May |5/13) 149,59 253
LLCO0COVI158W203  May {5/20) 117,65 1.9%
Shipping Total 12345.88 1337§
LiPS Total 12,345.89 132 36
Waste Managemsnt 53403 Rent ond Utllitles : Repalrs and 1672.38 173
Q) i and Hi k ing Sery i ] 101 Gepafal LIC 6651731-0203-1 May
LLC 6B51750-0283-1  May 264.85 274
and Hotsekeeping Services Tatal 432,23 4.47
Wacts Management Tolal 43233 447
AppleQne Employment Services 3,282.64 1339
51806 Professional Sves & Outside
Dutslde Service Labor : Qutside Labor/Temporary Help 101 Genaral ELCO1-6605542 Aprit [4/15)
LLCO1-6609351 Aprit |4723) 2,031,36 2095
LLC 01-6615897 April {4729} 1,269.60 1312
Qutside Service Total 5,583.60 5170
AppleOne Employrient Services Yotal 5,5B3.60 S1.70
Barrington Staffing Servlens 963.20 9.85
51806 Professional Sves & Outside
Gutside Service Labar ; Qutside Labor/Temporary Help 161 Genera) LLC 42276 Apcit (4/23)
LLC 42302 April {4/30) 1,65550 1711
L 42328 May {5/07) 3,273.38 33.83
LLC 42355 May(s/14} 333158 345
2B0 5PED LLC 42276 Aprfl (4/23) 1,204.00 12.44
LG 42302 April (4/36) 1,173.90 1243
W 42326 May [5/07) £204.00 12.44
1LC 42355 May [5/14) 1,204.00 2040
Outside Service Tatat 1401356 152.76
_Barrington $tafing Services Tota} 1401555  132.76
DataBasics, Inc. 51801 Prafessional Svcs & Outside 3,498.40 36.15
Outside Sentica-General Labor : Other Professional services 101 Genersl LLC OR11483 May
Curtslde Service-General Total 3,498.40 3615
DataBasles, tnc. Fotal 3,098.40 3615
FusfonPlus nc 51801 Professtonal Sucs & Qutside 7,500.00 7251
Outside Service General tabor : Other Prafessional Services 101 General LLC iNv-808 May
Outside Service-General Total 7,500.00 .51
FusionPlus fnc Total 750000 ¥7.51
Law DHices of Young, Minney & Corr, tEP 51807 Professional Svis & Outside 810.00 237.63
Legal Fees Labor : Legal 101 General 1LC 3857 March
ELC 4448 April §,072.50 Q.00
HLC 4458 Agril 3,630.00 3L5L
280 SPED [{ES 7T 13 Agril 325,00 .00
Legal Fees Total 10,837.50 27515
Law Offices of Young, Minney & Corr, 1LP Total 10,837,50 37515
Sparklatts 52802 Office Supplles Expense : OHice LLC 15182654 370,79 192
Dffice Expense Supplies-COS A General 051423 May [5/14)
Office Expansa Total 379.30 343
Sparkletts Total 37990 ELY]
51801 Professhanal Svas & Gutside 1,646.32 B21.75
Ducument Tracking Services Outside Service General Labor ; Gthar Professionzl Services 320 Supp- ELE Ser LLC T-930650068 April
Outside Service-General Total 164632 81075
Tertsknent Traching Services Total 184632  BI7.I5
Western Exterminator Company 53400 Rent and Ulilitles : Repalrs and 222.85 230
O] and k e i 101 General LLC 44916327 May {5/03)
Operations and Housakesping Services Total 222,85 230
Westemn Exterminator Company Total 222.85 2.30
ADYT Cammerciat 53400 Rent and tHities ; Repairs and 3B1.:3 1594
0f and He keeping San 10t General LLC 150074557 May
Dperations shd Housckee Services Total 38113 354
ABT Commersial Takat 38113 EEL
#itnzy Bowes Bank Inc #urchasze Power 54301 Poslage & Delivary Expense : LLC 3D00-5090- 1005~ 16,674.30 172.32
Postage Postage 101 General 2145051623 May {515}
Pastaze Tota| 16,674.30 17231
Bowes Bonk Inc Puscha: 1667430 17232
The Back Room Inc 51861 Prafessional Sves & Outside 3,200.00 33,07
Outsids Sanvice-Genersl Lahor : Other Professional Serufces 101 Genera$ LLC INV-1937 April {4/30}
Cutside Servica-General Total 220000 33.07
Tae Back finom Inc Total 320000 33.07
Verizan Wireless . 56504 Program Fras & Other 997.47 1931
Telephone - Admiinstration tnstructlenal : Admin - Telephone 101 General LLC 99340532879 Aprit
feph dmi lor Tetal 937.47 1031
Verizon Wireless Tatal 597,47 10.31
Doctors Weliness Company LLC dha WislinessMart 51201 Professional Sves & Outside 124.00 128
MD Outside Service-General Labor : Other Professional Services 01 Genezral LLC €WA0230430 April {420}



Transaction Datails

Insight San leaguin
employee/Vendor Description for 5L Atcaunt {Added) Class inwaice Number |ﬁma Period l T“;:::’:" | 51 l
Doctars any i 1) MD 124,00 128
Dactors Wellness Company (L0 dba WellnessMart MD 124,60 128
Total
51801 Professional Sves & Qulside 1,126.50 .00
Cartified Languages Internationst Outside Service-Generat tabor : Other Professlonal Services 320 Sugp- ELD Ser 110 74586043023 April
Cutside Service-Generzl Total 1,126.50 9.60
Cartified | Total 1,126.50 9.00
53801 Phone & internet Expense 2,003.52 2081
Comm-Core Commanications Telephons 101 Genaral LiC 10720981 May
Comitunications Tatal 2,000.52 2087
Comm-LCore Total 2,000.52 AWLET
51801 Professional Sves & Outsida 235.00 243
Schoa) Services of California, Inc. Otside Senvice-Genaral Lzbor ! Other Frofessional Services 101 General LLC 0137400-iN May
Outside Service-Gzneral Tatal 235.00 2.43
h ices of Californfa, inc. Total 235.00 2.43
51817 Professional Sves & Dulside 4,200.00 4341
Labor ;: Special Education Professional
Effectysal E2usational Consulting Service Subagrearmants far Servicas Services 28D SPED tLCoesa Ortoher
LiC 10544 March 7,140.00 72.55
Subagresments for Services Yotal 1134000 11566
Effectyal Educational Consulting Service Total 11,340.00 11596
55304 FacTlities & Equipment Rental 2,650.19 27.39
De tage Landen Financlal Services Inc, Equipment Rental Expense. Expense : Eguipment Rental 101 General 1L 79760344 May
i Aental Expense Totat 2,650,198 27.33
De Lage Lahden Hinancial Setvices tne. Total 2,650.18 27.3%
53400 Rent and Utiitias : Repairs and 1,909.00 19.73
Cntario Refrigeration Operations znd e 101 General LLC GWIE358 May [5/11)
S, Operations and Housekecping Services Total 1,90%.00 18,73
Refrigeration Yotal 1,90%.00 19.73
51817 Professional Sucs & Gutside 2,860.00 29.06
Labor : $pecial Eduration Prafessional
AXIS Teletheropy Subagreemants for Services Services 180 SPED LLC 1950 Aprl
for Sarvices Total 2,850.00
py Totat 2,860.00
53400 Rent and Utiktlas : Repairs and 3,290.00
Suptems Facility Services, Inc. Operations and Housekeeplag Seny Malintenance i0l General 14C 3370 May
0) ions and Hauseheeping Services Tatal 3,290.00 34.00
Supreme Fadility Services, Inc, Total 3,290.00 3404
53400 Rent and Wtilities : Repairs and 250,00 258
Dutch Ryan Plumbing Operations and | Leepl ! 101 Genetal 1LC BO97 May {5£19)
Qperations and Housekesping Senvices Total 250.00 2.58
Dutch Ayan Plumbing Total 250.00 2.58
53302 Rent znd Uillitles : Utilities, 1,032.50 10.67
Gty of Simi Vallay Utilities CAM, and Reat Estate 10, Geperat 1020241547 May
Utllities Total 103250 10.67
City of Siml Valey Total 403750 10.67
1,260.00 jaozr
51806 Professional Sves & Qutside
Select Staffing Butsids Service Labor : Quiside Labor/Temporary Help 101 General 11C 84085816122 Apri! {4718}
LLC B40BE34259 April {4f23) 1,260.00 13.02
LLC 8408842520 Apilt {4£30) 8595.40 1028
Cutside Service Yotal 3,515.43 3633
Sefect Staffing Total 3,515.40 36.33
52807 Office Suppltes Expense : Office 2172 087
Amzioh Office Expenze Supplies -COS 101 General {blank) May
8187418 May 4230 0.44
BAZZU5S May 102.54 1.06
8072239 May 245.21 253
9123445 May 1239 013
Office Expense Tata) 436,56 503
Amazon Total 486.56 5.03
56328 Prograrn Faes B Other 1,650.00 000
Instructional : Program Fees - Schaot
Academic Entertainment Inc. Schoal Event Events Expense 330 5UPP -Engag LLC 18546 May (5/05)
Schaol Eveat Tatal 1,690,00 D.08
Academic Entertainment Inc. Total 1,690,00 0,00
54811 Computer & Maintenaace 500.00 517
Apple Inc. Compiter Fepense Expense : Repairs & Maintenance ZROSPED 14C ALDE10038E Fehruary (2/08)
LLC ALDETSI04T Fehruary (2/51) 3,193.18 3300
11C ALOT3206623 February (2/50) 175.00 1.51
Compiter Expense Total 3,868.15 3998
Apple Inc. Total 3,858.15 35.98
Care Solace, Inc. Prepaid Other 13514 Prepald Other T4aTitle IV 1LC 2023-11044 May {5/01} 51,00000  S46.98
Prepaid Other Total 51,000.00 54598
Care Solace, Inc. Total 51,000.00 54598
54811 Compter & Malntenanca 1,500.00 .00
DROPBOX, INC. Camputer Expanse Expense : Repairs & Maintenanca 730 €51 LLC 27849245 April {4/18)
CoTnputez Expense Total 1.5040.60 0.00
DROFBAX, INC. Fotal 1,500.04) 2,00
Inteliivol, LLC Srepaid Other 13514 Prepald Gther 2005upp L3334 September {9/6 250,00 £.00
Prapaid Other Total 250.00 a,80
inteilival, LLC Total 250.50 0,60
52802 ffice Supplies Expense : Office 155.6% [¥=1
Pitney Bowes Global Finaneia! Services Office Expense Supples - COS 101 General 1LC 1022363021 Aprit{afin)
Office Expense Tatal 155.62 LEL
Pitney Bowes Global Financlal Services Total 155,62 6L
52802 Offics Supples Expense : Office 18559 L7
Quill Corporaticn Office Expense Supplies- COS 101 General LLC 31944036 Aprit{4/13)
LLC 32047770 Aprit [4/19) 103.21 107
LLC 32121596 Aprit (4/24) 314.52 325
LLC 32150184 Aprit [4/26) 15536 L62
LLC 32177985 Aprli (4/27) 615.83 636
Office Expense Total 1,355.51 14.03
Quifl Corporation Total 1,355.51 14.01
55304 Facilities & Equipment Rental 619.83 641
Hay Morgan Compaty Equipment Rental Expense Expenss :Eguipment Rental 301 General LLC 4051133 Apeif (4f24)



Transaction Details
insight San foaquin

IE:PInyezNewdor ’ Descriptian for GL Aceount {addad) class inveiee Nutber l‘rimn Perind [ Total Invoice I = }
Coding Purposes Amoust
Ray Morgan Company Equi Rental Experie Totat 616,83 5.AL
Ray Morgan Company Tatal £15,83 5.41
56334 Program Fees & Other * 568,85 a.64
Instructional : Program Fees - Non K12
WPs Materials and Supplies Teacher Materials 280 SPED Lca2o770 April {4/20)
Uca21s33 aday (5716} 3,336.64 7649
Materials and Supplies Tota| 3,905.4% B6.13
WS Total 3,905.49 B5.13
56410 Program Fezs & Other A474.50 807
Instsuctionad ; Program Fees - Nen K12
Acadeimic Therapy Publications, inc Non ¥12 Cureicutam Curriculum 280 SPED e 312075 May {5/19)
Non K12 Carriculum Tota) 47450 807
Acadernic therapy Publications, Inc Total 474.50 8.07
T 56328 Program Fass & Gthar 151950 .00
Instructional : Program Fees - School
City of Vacavllle School Event Events Expense 10F Genaraf LLCa51823 May (5/04)
X X Schaol Evznt Total R o . e . £.51%,50 o
Gity of Vacavifs Fotal 1,519.50 0.00
51801 Professional Sves & Dutside 17500 1gl
County Fire frotection Qutside Servica-Genaral Labor : Other Protessional Sesvices 101 General LLC 23-28579 May {S/11}
Dutslde Service-General Total 175.00 1.8
Lounty Fire Protection Fotaf 1i5.00 AL
56328 Program Fees B, Othar 91436 .og
instructional : Progsam Fees - School LiC
Facilitron, Inc Schasl Euent Events Bipense 161 General TNIUURTWZDBE4  May [5/18)
School Event Total 51438 0.0
FacHitron, Inc Tatal #1435 000
56328 Program Fees & Gther 1,500.00 0.0c
Instructional : Pregram Fees - School
Hetix Charter High Schoot school Event Events Expense 1DE Generat LLC 051873 May [5/18)
School Event Tatal 1,500.00 0,00
Heliy Chrarter High Schook Total 1,500.00 0.00
56410 Program Fees & Gther 16,703.00 0.00
Instructional : Program Fees - Non K12
NCS Paarson, Inc, Mon K12 €inriculum Currfcufum 310 5UPP - LRE LLE 24789301 Mavy [Sf16]
Nor K12 uericuluin Total 36,703,00 0.00
e 1675640 3udid4
Quote/Proforma ¥
Pregeid Expensa 13514 Prepald Other 280 SPED 200389 May (5702}
Frepaid Expenss Total 16,756.40 38414
NCS Prarson, inc. Total 33,459.40 384,14
58313 Program Fees & Other 260.00 0,00
Instructional : Program Fees -
StateFoadSafety Teacher Tralning Profassional Development 310 51UPP - CRE LtC 051723 May {5/12)
Teachar Tralning Total 260.00 £.00
StateFoodsafety Totat 250,60 .00
52802 Office Supplies Expense : Office 589.08 &0%
GLIVE GARDEN Office Expense Supplias-cas 161 Generat 115233208807 May
Office Expense Totat 589.08 503
DLIVEGARDEN Tolal 589.08 6.0%
53807 Office Suppties Expense : Office 59.58 103
TARGET £0024620 Office Expense Supplies- COS 101 General 17674 May
15060 May 6.00 006
10849 May 28.93 LE
Office Expense Total 13451 1.39
TARGET D0A24520 Total 3451 1.39
SE328 Program Fees & Other 259.00 .00
Instructional : Program Fees - Schasl
SO *SACTACOS Schoo} Event Events Exprnse 14 CAVA ASE. 13085 May
9545 May 2,900.00 0.00
Scheol Evant Total 3,159,00 .00
30 *SACTACOS fotal 3,15%.00 .60
56328 Program Fees & (ther 511.50 oo
Instructfonal : Program Faes - School
CITY DF CITRUS HEIGHTS School Event Evenis Expense 141 CAVA ASH 2673-3 May
2676-3 Deposit May B00.0G 000
School Event Fotat ,311.50 a.00
CTY OF CITRUS HEIGHTS Total 1,311.50 a.on
56328 Program Fees & Gther 725.00 o
Instructional :#rogram Fees - School
S0 *DF DAN UTICA Schael Event Events Expense 141 CAVA ASE 50 hay
School Event Total 725.00 .00
50 *DF DAK UTICA Total 7a5.00 .00
52802 Offics Suppiies Expense : Office 367.25 M
BULLDOG-SIal VALLEY, ENC. Office Expense Supplies - COS 0l Genera) 213552098 May
Office Expense Tatal 107.25 111
BULLDOG-SME VALLEY, INC. Tolal 107.25 111
52302 Office Supplies Expense : Office 12739 132
RED ROSIN Oflce Enpense Supplies - COS 1H General 490770 May
Office Experse Total 127.39 137
BED ROBIN Tetal 127,33 132
558G1 Dues, Memberships & Rasuareh 127400 101.00
BILL.COM, INT, Dues ahd Memberships Sves xdemberships 10% Genaral 23059321227 April
Duas and Memberships Tatal 1,274.00 101.00
BILL.COM, INC. Total 127400 101.00

Brand Fotal !




Insight at San Joaquin
Board Disbursements A/P Payment History Summary
June 01, 2023 - June 30, 2023

New Jerusalem Elementar\/ School Dlstrlc(InS!ght @ San Joaqum) 30,015.13
Insperity(Insight@San Joagquin) 27,870.00
East Valley Education Center, inc{Insight @ San Joaquin) 8,820.00
Northern California Preparatory School{insight @ San Joaquin) 6,512.50
SAN }OAQUIN COUNTY QF EDUCATION 5,288.19
Effectual Educational Consuiting Service{lnsight @ San Joaquin) 3,001.28
Presencelearning, Inc.(Insight @ San loaquin) 1,895.00
Cornerstone Educational Solutions{Insight @ San loaguin) 1,700.00
Anchor Counseling & Education Solutions{Insight @ San Joaguin} 1,641.27
Braille Abilities, LLC{insight @ San Joaquin) 1,350.00
The Siliy Room{Insight @ San Joaquin) 660.00
State Board of Equalization{Insight@San Joaquin) 656.81
Green Hasson & Janks LLP(Insight @ San Joaquin) 600.00
Point Quest Pediatric Therapies, LLC{insight @ San Joaquin) 541.68
California Teachers Association(Insight @ San Joaquin) 345.60
SpeechRighter, Inc.(Insight @ San Joaguin) 219.41
Specialized Therapy Services Inc{Insight @ San Joaquin) 210.00
TalkPath Live{lnsight @ San Joaguin) 200.00
E-Therapy LLC{Insight @ San loaquin} 180.00
Children's Therapy Network({Insight @ San loaguin) 166.25
EBS Healthcare Inc.(insight @ San Joaquin) 63.89
National TeIeTherapy Resources a Speech Pathology Corp (In5|ght @ San }oaqum) - 55.00

Grand Total 0 BT T e TinT0-91,992:01



K12 : S8A : Full Financials CA Node : CAVAISSJ
Board Disbursements A/P Payment History by Vendor
June 01, 2023 - June 30, 2023

Options: Show Zeros

\moint
{245.00)
BIH Payment #1566 - Anchor Counseling &
Education Solutions{Insight®35an Joaquin) Bl 06/27/2023 INV-06149
Bi# 062772023 INV-0619% {335.00)
Bilk 062712023 INV-06162 {90.00}
Bill 06/27/2023 iNV-06188 [90.00}
Bitl Payment 06f28/2023 1566 560.00
o .. . U T . . . S . (a6 )
Bill Payment #1556 - Anchor Counseling &
Education Solutions{insight@$an Joaquin) 8l 06/20/2023 INV-08135
Bill Payment 06/21/2023 1556 264.38
{555.64)
Bill Payment #1549 - Anchor Counseling &
Education Solutions(lnsight@San Joaquin) Bl 06/08/2023 INV-06089
Bilt 06/08/2023 iNV-06102 {156.25}
Bil 06/08/2023 ENV-06118 {10500}
Bill Payment 06/08/2023 1545 816.89
0.60
BHl Payment #1550 - California Teachers {345.668)
Assaciation{Insight@San Joaquin} Bill 06/08/2023 Union Dues - 052023
Bill Payment 065/08/2023 1550 345.60
0.00
{135.88}
Bill Payment #1560 - Effectual Educational
Consulting Servicellnsight@San Joaquin} Bilt 06/20/2023 INV-D6780
Bill 06/20/2023 INV-05792 {507.50)
Bill Payment 062172023 1560 643.38
{57.50)
BHI Payment #1552 - Effectual Educationat
Consulting Service[Insight@5an Joagquin} Bil} 06/08/2023 INV-G6694
8l 06/08/2023 INV-06705 (1,560.G0}
B 05/08/2023 INV-06726 {740.490}
Bill Payment 060872023 1552 2,357.90
0.00
Bill Payment #1572 - National TeleTherapy {55.00}
flesgurces, a Speech Pathology
Corp {Insight @ San Joagquin) Bill 06/27/2023 1NV-04989
Bill Payment 06/28/2023 1572 55.00
0.00
{120.00}
Bill Payment #1571 - MK Innovations Inc
dba The Siliy Room(Insight @ San Joaguin) a8l 06/27/2023 INV-00503
Bill Payment 06282023 1571 120.00
(540.00)
8ill Payment #1561 - MK Innovations inc
dba The Silly Room(insight @ San Joaquin) Bill 06/20/2023 INV-004972
Bill Payment 06/21/2023 1561 54G.00
0.00
Bill Payment #ACH 06,23,2023 - {12,862.43)
Insperity{lnsight@San Joaguin} Bill 06/29/2023 i52_JUN'23 PYRL iS]_Var. PYRL lavs_JUN 2023
Bi# Payment 05/23/2023 ACH 06.23.2023 iSJ_Var. PYRL Invs_JUN 2023 12,862.43
Bili Payment #ACH 06.09.2023 - {15,007.57)
Insperity{insight@5an joaquin) Bilt 06/29/2023 iS)_tUN'23 PYRL $53_Var, PYRL Invs_JUN 2023
Bill Payment 06/09/2023 ACH$6.09.2023 i8i_Var., PYRL Invs_JUN 2023 15,007.57
.00
BHl Payment #1554 - PrentGraf Lid dba (200.60}
TalkPath Fivelinsight @ San Joaguin} Bill 06/08/2023 INV-80668
Bill Payment 06/08/2023 1554 200.00
0.00
Bill Paymant #ACH 05.02.2023 - $tate (656.81}
Board of Equalization{insight@San
loaguin} ) Bik 052312023 iS]_Use Tax_MAY 2023 i5)_Matris/Comptr Use Tax_MAY 2023
Bill Payment 06/02/2023 ACH 06,02.2023 153 Matrls/Comptr Use Fax_MAY 2023 £56.81
0.00

Page 3 of 10



KA2 : 5A : Full Financials CA Node : CAVAISSJ
Board Disbursements A/P Payment History by Vendor
June 01, 2023 - June 30, 2023

Options: Show Zeros

Transaction - Document Nusmber: noling
(2,820.00)
Bill Payment #1551 - East Valley Education
Center, inclinsight @ San Joaguin) Bill 06/08/2023 14876-2731A
Bill Payment 06/08/2023 1551 8,820.400
0.00
Bill Payment #1565 - SAN JOAQUIN (5,288.19)
COUNTY OF EDUCATION Bill 062712023 iSI_{UN'23 STRS Contrib iS3_JUN 2023 STRS EE/ER Conteibin
Bill Payment 06/27/2023 1565 i53_JUN 2023 STRS EE/ER Contribta 5,288.19
0.00
Bill Payment #1559 - EBS Healthcare {63.89)
Inc.finsight@5an loaquin} Bill £6/20/2023 INV-02681
Bill Payment  06/21/2023 1559 63.89
0.00
[52.50)
Bill Payment #1573 - Spedialized Therapy
Services Inc{insight @ San Joaguin) Bill B6f27/2023 INV-01061
Bilt 06/27/2023 INV-G1055 {157.50)
Bill Payrent 06/28/2023 1573 210.00
0.00
Bilf payment #1569 - E-Therapy (180.00)
LL(Insight@San loaguin) gill 06/27/2023 INV-06357
Bill Payment 06/28/2023 1569 180.00
0.00
{5,400.00}
Bill Payment #1553 - Northern California
Preparatory School{insight @ San Joaquin} gilk 0G/08/2023 NCPS5277
Bilt 06/08/2023 NCP55295 (3,112.50)
Bill Payment 06/08/2023 1553 £,512.50
8.00
Bill Payment #1568 - Children's Therapy {118.75}
Netwark({insight @ San Joaquin} 8ilt 06/27/2023 1NW-01073
Bilt Payment 06/28/2023 1568 118.75
BHE Paymant #1557 - Children's Therapy (47,50}
Network{insight @ San Joagquin} Bilk 06/20/2023 18V-01063
Bill Payment 06/21/2023 1557 47.50
.00
(54168}
Bill Payment #1563 - Polnt Quest Pediatric
Therapies, LLC[Insight @ San Joaguin} Bilt 06/20/2023 I1%V-00084
Bilk Payment 66/21/2023 1563 541.68
3.00
Bill Payment #1562 - New lerusalern {30,015.13}
Efementary Schoot Distric{insight@5San
loaguin) BilE 06/20/2023 AR23-00044
Bilt Payment 06/21/2023 1562 30,015.13
]
BHE Payment #1570 - Green Hasson & {600.00}
Janks LLP(Insight@San Joaquin} Bilk 06/27/2023 75010
Bilk Payment 06/28/2023 1570 600.00
9.00
Bilk Payment #1555 - Speechitighter, {219.41}
Inc.{insight @ San joaquin) Bilt 06/08/2023 INV-00187
Bilt Payment 06/08/2023 1555 219.4%
0.00
Bili Payment #1558 - Christy Bock dba (1,700.00}
Cornerstone Educationat Solutions{lnsight
@ San Joaqguin} [:H 06/2042023 IWV-00271
Bilk Payment 06/21/20123 1558 1,700.00
0.00
Bilk Payment #1564 - Presencetearning, (1,895.00}
Inc.{insight @ San Joaquin) Bil§ 06/20/2023% INV-08173
Biit Payment 06/21/2023 1564 1,895.00
8,00

Page 4 of 10



K12 : SA : Full Financials CA Node : CAVAISS]
Board Disbursements A/P Payment History by Vendor
June 01, 2023 - June 30, 2023

Options: Show 2 05

acur it
{1,356.00}

Bill Payment #1567 - Brailie Abilities,
LLC[Insight & San Joaguin} Bill 06/27/2023 INV-00051
Bill Payment 06/28/2023 1567 1,350.00

91,992.01

Total

Page 50f 10



Transaction Summary
Insight at San Joaguin

Virtual Technologies Group

Barrington Staffing Services

Law Offices of Young, Minney & Corr, LLP
Document Tracking Services

UPS

Pitney Bowes Bank Inc Purchase Power
Bill.com inc

FusionPlus Inc

DataBasics, Inc.

AXIS Teletherapy

Apple Inc.

Certified Languages International
Supreme Facility Services, Inc.
Solution Tree

ULINE

Effectual Educational Consulting Service
City Printing Graphics

Southern California Edison

AT&T Mobility

Comm-Core

Staples

Select Staffing

City of Simi Valley

Green Hasson & janks LLP

WPSs

Verizan Wireless

RED ROBIN NO 257

Pitney Bowes Global Financial Services
Ontario Refrigeration

Carmen Gomez Ruiz

Amazon

Costco

Amazon Capital Services

Waste Management

ADT Commercial

Sparkletts

Paper Recycling & Shredding

School Services of California, Inc.
Sonoma Valley Chamber Of Commerce
Quill Corpaoration

Western Exterminator Company

DD DOORDASH WESTERNBA

567.65
216.19
155.09
134.75
127.52
109.49
103.69
77.51
64.21
45.57
37.91
35.25
34.00
33.13
32.22
32.01
27.91
26.13
23.66
20.06
14.27
12.99
12.05
11.37
9.64
9.23
7.86
7.82
6.59
6.20
5.80
4.87
439
4.34
3.94
3.15
3.04
2.58
2.58
2.58
2.30
1.40



Transaction Summary
Insight at San Joaquin

VONS #1672

DD DOORDASH ALBERTSON 0.25
DOLLAR TREE 0.20
ROSS STORE #371 0.18
School Specialty 0.60
Shepherd Church : e ' ' 0.00
Instructional Coaching Group 6.00
Santa Cruz Roller Palladium 0.00

Lacalist Corporation 0.00




Transaction Details

Ensight San loaguin
employea/Vendor Descriptian for . GL Account [Added) Class Invaics Mumber |rim Pericd 1 Total tnvolce % EEY) i
Loding Purpases Amsunt
Carmen Gome? Ruiz 53460 Reng and Uliities : Repairs and 500.00 620
o fans and F y Sen i . 101 General LCzg90 May
Operations and Housckeeplng Services Total 600,08 628
Caamen Gotez fiz Total 600,00 6.20
Paper Recycling & Shradding 52802 Office Supplies Expense : Office 98.00 101
(ffice Fupense Supplizs - COS 101 Generat LLC 545773 May {5/11)
{14 S46RES tay {5/25) 58.00 181
1LE 547985 June {5/08) 58.00 11
Office Expansa Total 294.00 3.04
Paper ling & Total 294,00 3.04
Staplas 52802 Office Supplics Expense : Office 108525 1123
Office Expense Supplles - COS 101 Ganerat LLC 3538662601 May [5/24)
LLC 3538662602 bray [5/24) 177.65 1.84
LLC 3538581607 June (6/01} it712 121
Offica Expense Totat 1,381.02 4.2y
Staples Tota) 1,381.02 14.27
ups SA307 Postage & Delivary Expense © 775.41 201
shipping Messenger & Delivery 101 Genarat {LCOOOOTSYESE213  May (5/27)
LLCODODY3Y6RE223  June [6/03) 316548 21
LLCBU007IY6RE2E3  June [6/10) 4650.67 43.05
LLCOmOOTSYEREZAR  June (6/57) 1,758.43 i8.17
280 SPED LLCOOOOVIISIWR1Z  May (5/27) 354,27 6.00
1LCDOODVILSOW223  june (6/03) 242.87 441
L1COODDVIISOW233  june (530} 426,37 222
LLC DOOOVOISIWRAS  june (617} 190.30 322
Shipping Total 11,563.51 122.52
11,563.51 12252
= Management 53400 Rent and Utilities : Repalrs and 1&67.38 173
=] i d k Szn 10% General 1LC 6686214-0283-7 lune
LLC 668623302837  june 253.00 161
. ions and ing Services Total 42038 4.34
Warte it Total 420,38 4.34
Barrington Staffing S=rvicas 96320 .35
S1B06 Frofessional Sves & Outside
Qutside Service Laboy ! Qutsite Laborffemporary Help 101 General LLE 42381 May (5721}
LLC 42405 May (5/28} 2,408.00 24,89
LLE 42432 e {6/04) 1,926.40 1851
LLC 42461 June (6f11) 2,162.20 2240
LLC 42490 June (6f18) 2,400.48 24.81
2R0 SOED LLC 42381 May (521} 2,408.00 4080
LLC 42408 May (5/28) 1,204.00 2040
LLC 42432 June (6/04) 963.20 16.32
LLC 42461 June (8/11) 963.20 16.32
LLC 42490 lune (6/18) 1,204.00 2040
. Outside Service Tatal 1660768 _ 1649
Barrington Steffing Services Total 1660768 21518
DataBasics, Inc. 51B0z Professional Sves & Oulside 6,253.00 64,21
Gutside Service-General Labor : Other Professional Servicas 101 General LLCoe1iE1e May
-General Total 6,213.80 64.21
DataBasles, Int. Total 6,213.60 64.21
FuslonPius Inc 51801 Professional Svcs & Outside 7,500,060 77.51
Quiside Service-General Labos : Gther Prefessional Services 101 General LLCINV-299 June
Outside Service-Getieral Tatal 7,500.50 7751
FusionPlus Inc Totat 7,500.80 7751
1aw Dffices of Young, Minney & Corr, LLP SIRO7 Professionat Svcs & Outside 7,392.50 0.00
Legal Fars tabar s Legal 101 General LLC 4586 ey
+1C 5008 May E53.00 195.09
230 SPED 11C 4386 May 3%0.00 0.00
Legad Fess Total 8,447.50 19569
1aw Offices of Young, Minney & Corz, LLP Total 8,447.50 18509
Sparkletts 52802 Office Supphes Expense : Office LLE 35182654 304.76 115
Office Bxpense Supples - €OS 101 General 061123 June {6/11)
Otfice Expense Totat 304.75 315
Sparkietts Totat 304.76 3.5
51801 Prafessional Svos & Outside 17972 134.75
Pocument Tracking Services Outside Service-General tabar : Other Prefessional Services 320 Supp- ELD Ser LL.C T-930650061 htay
Qutside Servica-Ganara| Total kAYERT 134,75
Dacumenat Tracking Services Total 747932 134,75
Western Ex2erainator Company 53400 Alent snd Utilities : Repairs and 22285 2.3
o ions and Hi L 1 hta 101 General LLC 46882207 June [6/07)
Operations and Houseieaping Setvites Totat 272.85 2.30
Western Exterrinator Company Total 222,85 2,30
ADT tammercial 53400 Rent and Utifities : Repairs and 38113 .94
[ and k Sen Malnis 161 Seneral LLE 150496247 June
Operations abd Housekeeping Services Total 381.13 as4
ADT & ial Total 381.13 354
Pitaey Bowss Bank Inc Purchase Fower 54301 Postage & Delivery Expense 1€ BO0O-2090-1005- 10,5%5.00 10949
Postage Postage 181 Geaeral 2145061623 June [5/16)
Postage Tatal I
Pitnay Sowes Bank ing Purchase Power Tatal 30,55%.00
Vetiron Wireless 56504 Program Fees & Other 29223
Teisphone - Adminstration Instructional : Adimin - Telephane 181 General 1LC 5036402871 May
lephi fon Tatsl 393,23 9.23
893.23 923
51401 Profecsionat Sucs & Outside 145200 3525
Certified tanguages Jaternational Outside Service-General Labor : Gther Professional Services 320 Supp- ELD Sevr HLC 74586053123 May
Outsige Service-Genezal Toka) 1,452.00 35,25
Certified Languages Int Tatat 145200 35.25
53801 Phone & Internet Expanse © 1,941.37 2006
Camm-Coze Communications Felephone 101 General tLC 1074316 Junc
[= ions Yota) 1,941.37 20.06
Lomm-Core Total 194137 20.06
'— 51801 Professional Svcs & Qutside 250.00 2.58
School Services of California, Ine. Outside Service-General Labor : Other Professional Services 101 General LLCo137724-iN June (6/01}
Outside Service-Generaf Tolal 250.00 2.58
250,00 2.58

Schont Services of California, Inc. Total




Transaction Detalls
Insight San Jeaguin

iEmpluy:erendnr c::::‘:;:‘::ﬁ &1 Account [Adder) Class {rwolce Mumber Time Perind | T"::::":“ I = I
51617 Professional Sucs & Cuisids 3,150.00 3261
Labor ; Specle! Eduration Professional
Effectual Educational Consulting Service Subagraements for Services Services T80 SPED LLC 10734 Aprfl
b for Setvices Total 3,150,000 32.0t
Etfectuat Educational Consulting Service Total a,k54.00 32.01
53400 Rent and Ulilities : Repales and 637,50 6.59
Ontario Refrigeration and Seny h 161 Genera} LLCGW26474 May (5716}
Dparations and | ing Services fotaf 637,50 6.59
Ontarlo Ackigeration Total 637.50 6,59
51837 Prafessional Svcs & Oulside A,485.00 45,57
Labor ; Special Education Professional
AXIS Teletherapy Subagreements for Services Services 2R05PED £4C 2000 May{5/31)
Subagreements for Services Tota! 4,485.00 4557
AXIS Teletherapy Total 4,485.00 45.57
53400 Rent and Utilities : Repalts and 3,290.00 34.00
Supreme Facility Services, Inc. 0 and He deaning Sen 101 General LC 3413 June
e Dpwrations and Housekecplng Serulees Total : " o ) _3z2omon | sang
Supreme Facility Sarvices, fne, Total 3,2590.00 34.00
533072 Rent and Utifitles : Utilities, 1€ 105162 116801 1205
City of Skmi Valley Utilities CAM, and fleal Estale 101 General 51067613 70631400  May {5/31}
tflities Total 118601 1205
ity of Simi Vafley Total 1,166.00 12.0%
1,244.25 12.86
51806 Professianal Sves & Outside
Select Staffing Dutside Service tabor : Outsfde {aborfTemparary Help 121 Generzl LEC B4OSRAZA0] May [S/6T)
LLC FO000$554 June {&/05) 1z.44 .13
Qulside Sepvice Total 1,256.69 12.9%
Select Staffing Total 1,256.69 12.93
52802 Office Supplies Expense : Cffica 53.61 055
Amazon Dffice Expense Supplias - £OS 101 Gemeral 3057017 June
1221036 June 1071 a4l
5607443 June 260 a.72
AD0AZGS June 45.34 .47
338GZ63 June 57.95 0.60
Office Expensz Total 23701 245
56328 Pragram Fees & Other 30240 3.3
Instructionat : Progeam Feas - Schaot
Schaok Event Events Expense 141 CAVA ASH 8034622 iune
4609858 tine 21.44 0.22
Schoel Event Total 12384 335
Amazan Total 560,85 5.80¢
5841 Program Fees & Qther 299,99 ERLy
instructional { Program Fees - Non ¥12
Apple nc. Non K12 Curriculum Curriculem 280 SPED LLCAL25S314B4  Mhay{5/22}
Nen K12 Curriculizm Tota) 299,99 310
54811 Camputer R Maintenance 318315 3300
Computer Expense Evpensa : Repaits & Maintenance 280 SPED LiC AL2B032307 luns (5/02)
§LC AL79435337 May [5/33) 175.00 1,81
Computer Expense Total 3,368.15 34.81
Apple tac. Total 366814 ELEEY
52801 Cffice Supplies Expense ; Office 60153 6,22
Pitney Bowes Global Financial Sarvices Office Expensa Supplies - (08 101 General LLC 3106104034 May {5/30}
LLC 1023266483 tune (6/08) 155.62 1.6%
©ffice Bepense Total J5T.15 7.82
Pitney Bowes Glabal Financiat Services Totsl 75715 82
52807 Office Supplies Expense 1 Office 24342 2.58
Quill Corporation Offfce EXpehse Supplles - COS 101 General LLE 30656431 May {5723}
Office Expense Total 249.42 258
Quiil Corporation Total 249.42 2,58
56334 Program Fees & Other 568.85 264
Instructional : Program Fees - Mon Ki2
WFS Materials and Supplies Teacher Materials 2B0 SPED LLCWPE-458985 May [5/17)
Materials and Supplies Total S68.85 9.64
WS Totaf SES.BS 8.64
56410 Program Fees & Other 259.40 432
Instructionat : Program Fees - Non K12 ELC LPCD-99%9P-
Amazon Capital Services Hon K12 Curiculum currcutum 2805PED 3FDV May (5/24)
Non K12 € Total 259.40 439
Amazen Capital Services Total 259.40 439
5280% Office Supplies Expense < 2A66.75 25.49
Buistness Expense/Printing &
City Printing Graphics Printing Expense Repraduction 10t General tiC 73-30839 May (5/25)
tlc 23-30882 lune (5/05) 233.59 241
Priating Expense Total 2,700.34 7791
g Graphics Total 1,700.34 751
calist Corporation Prepaid Other 13534 Prapaid Other 560 Tite | LLC 5456 May {5111} 8,400.00 0.00
Prepaid Gther Total 8,400.00 0,04
Eacalist G ion Total 2,400.00 0,00
563213 Program Fees § Other 2,300.00 3313
Instrucitonal : Program Fees-
Sofution Tree Teacher Training Professiona) Development G20 Title I} LLC 5280061 June {5/05)
Teacher Training Total 2,300.60 33.13
Solution Tree Total 2,360.00 3313
Sohotna Valley Chamber Of Cammerce Prepaid Other 13514 Prepaid Gther 161 General LEC 1052 ey [7/01) 250.00 258
Pre; r Fotal 250.00 2.58
Sonotna Valley Chamber Of Commeree Yotal 250.00 2.58
52802 DHice Suppliss Expense : Office 3,112.59 277
YINE Office Expense Supplies-C0S 161 General LLC 163553104 May {5111}
Office Expense Total 3,117 59 32.22
ULINE Fotat 3,117.59 3222
53301 Phone & Internet Expense © He 541.33 5.5%
ATET Maobility Commenications Telephone 103 Generaj 8055746671578 June
1L 8353859702 June 1,24836 18.07
Communications Total 2,280.5% 23.66
ATET Mohility Total 2,289.65 23.66




Transaction Details

insight San Joaguin
Employer/\zndar Bescription for GLAccount [Added) class Inuoice Number |Tim= pesiod ] Totalbrunice l i I
Loding Purposes Amount
56328 Program Fees & Other 460.00 0.00
Instructional : Program Fees - School
Santa Cnu Roiler Paliadium. Schazl Event Events Expense 300 Sugp 1LC 060223 June {5/02]
School £vent Total 450.00 .00
Santa Cruz Raller Palfadium Total 450,00 .00
56328 Program Fees & Other 2,325.00 Q.00
instructional : Pragram Fees - School
Shepherd Church Sthool Event Events Expense 460 SUPP - Sacial 1€ 061323 June (513}
Schuot Event Total 2,325.00 £.00
Shepherd Church Tatat I,325.00 0,00
53302 Rent and Utitities : Utilfties, LiC 700203189681 - 1,192.85 12,33
Sauthern California £Edison Ulifities CAM, and Real Estate 101 General 051023 Aprdl
LLC 7002031 80681 - 1,335.53 13.80
060923 May
Utilities Total 2,528.48 2613
fornia Edison Total 2,520.48
56321 Propram Fees & Othar 1,100.00 11.57
Instructiona! : Program Fees -
Greea Hasson & Janks 1P Arcounting Fees Accounting 101 General LLE 75615 june (6/01)
Arcounting Fees Total 1,100.00 11.37
Green Hassan & Janks LLP Total 110000 1137
e o SE313 Program Fees & Other 6.500.00 0.00
Instructionsl : Program Fees -
Instzuctional Coaching Group Teaches Training Professionat Development 730 Cst wcam June (6/14)
Teacher Training Fotal 0.00
Instiuctional Caaching Group Fotal 0.00
56410 Program Fees & Dther i
Instructional : Frogram Fees - Nos 12
Schoal Specialty Non KiZ Cundculum Curriculum 60 Titde § LLC 208132399367 June {6/08)
Nan K12 Curricufum Total 10,036.59 0.00.
School Sgeclalty Fotal 10,036.59 0.0t
Virtual Technelogies Greup Office Equipment 15056 - Office Equipment 161 Ganeral LLC 202000 June [6/19) 54527.92  567.65
Office Equipment Tatal 54,927.82 5B7.65
Virtual Fechnologies Group Total 51,927.82 567.65
52802 Cffice Supplies Expense : Office 7382 025
DO BOARDASH ALBERTSON Office Expense: Supples - COS 101 General 6192023 Hune
Office Expense Total 0.25
Db BAORDASH ALBERESON Total 0.2%
52807 Office Supplies Expense : Office 140
DD DOCRDASH WESTERNBA Office Expense Supplies- COS 101 General 6192023 June
Office Exprivte Tatal 13545 140
00 S0CADASH WESTERNEA Tatad 135.15 143
52802 Office Suppfes Expense : Office F60.67 185
RED ROBIN NG 257 Gtfica Expense Supplies - COS 101 Ganeral SOBSE4 fdne
Offiee Expernse Total 760,67 7.86
"RED ROBIN NO 257 Totat 760,67 2.86
528072 OFfice Supplies fxpease : Office 18387 030
DOLLAR TREE Oifice Expanse Supplies - COS 101 General 15872023372 Jone
Offize Expense Tatal 18.87 020
DOLLAR TREE Tota) 18.87 020
56328 Program Fees & Other 87.05 050
Instructional : Progeam Fees - Schoot
VONS #1672 Schaal Event Events Expense 141 CAVA ASB 15853 June
Schaol Event Total 87.05 090,
VONS #1672 Total 22.05 090
52802 Office Supplies Expense ; Dffice 1744 Q.18
AOSS STORE #371 Office Expense Supplies - COS 101 General 37103665531647 June
Office Expense Yotat 17.14 0.18
ROSS STGRE #371 Total 1714 0.18
57807 Offce Supphi=s Fxpanse : Diice 5003 (]
Castco Dffice Expense Supplies- COS 101 Genaral 1034662R91 Jupe
Dffice £xpense Tokal 60.00 0.62
56328 Program Fecs & Other 411.29 425
Instructions! : Program Feas - School
School Event Evenls Fxpense . 141 CAVA ASB 1034543054 June
Schoot Event Total 411.2% 4.25
Cosieo Totat 7120 4.87
55801 Dues, Memberships & Recearch 1,285.00 103.69
Biti.com Inc Bues and Mamberships Sves : Mamberships 101 General 23063685759 tay
Dues and herships Total 1,285.00 103.69
Bill.com lac Total 1,285.00  303.69

GrandTotal o S SR e R D 18503056 208448



Insight at San Joaquin
Board Disbursements A/P Payment History Summary
July 01, 2023 - July 31, 2023

17,703.18

insperity{Insight@San Joaquin)

School Pathways LLC(Insight @ San loaquin) ‘ 3,495.81
Northern California Preparatory School(insight @ San Joaquin) - 2,812.50
East Valley Education Center, Inc{Insight @ San Joaquin) 2,100.00
SAN JOAQUIN COUNTY OF EDUCATION 1,750.00
Green Hasson & Janks LLP{Insight @ San Joaguin) 1,000.00
State Board of Equalization(Insight@San Joaquin) 885.64
Effectual Educational Consulting Service(Insight @ San Joaguin) 368.52
Anchor Counseling 8& Education Solutions(insight @ San Joaquin) 362.50
E-Therapy LLC(Insight @ San Joaquin) 286.80
California Teachers Association(Insight @ San loaquin) 172.80
Point Quest Pediatric Therapies, LLC{Insight @ San Joaquin) 125.01
TalkPath Live(Insight @ San Joaquin) 37.50
San Joaquin County of Education{insight @ San Joaquin) 1.42

Grand Total




K12 : SA : Full Financials CA Node : CAVAISSJ
BSoard Disbursements AJP Payment History by Vendor
July 01, 2023 - July 31, 2023

Options: Show Zeres
Document Number

Amount

(312.50)
BHI Payment #1582 - Ancher Counseling &
Education Solutions{insight@San loaquin) &ill 07/25/2023 INV-86262
Bill Payiment a7/25/2023 1582 312.50
{50.00)
il Payment #1574 - Anchar Counseling &
Education Solutions{insight@San Joaquin) Bilf 07/13/2023 INV-06256
Bill Payment 07/13/2023 1574 50,00
8,00
Biff Payment #1575 - California Teachers (172.80}
Association|Insight@San Joaguin} Bill 07/13/2023 Union Dues - 062023
Rilt Payment 0713223 1575 172.80
0,00
{279.60)
Bill Payment #1578 - Effectual Educational
Consulting Service{insight@San Joaquin) gill 07/13/2023 INV-05838
Bl 07/13/2023 INV-06912 (22.50}
Bifl 07/23f2023 INV-DEI 14 (66.42)
Bill Payment  07/13/2023 1578 368,52
[0.00}
Bill Payment §ACH §7.25,2023 - {4,223.89)
Insperity[Insight@San Joaquin} Bil 07/29/2023 iS)_JUL'23 PYRL iS#_JUL 2023 Var. PYRL Invs
8ill Payment 01/25/2023 ACHQ7.25,2023 i$3_JUL 2023 Var. PYRL Invs. 4,223.89
Bill Payment #ACH 07.10.2023 - {13,479.29)
Insperity(insigh Joaguin} BH#l 07/29/2023 15)_JUL'23 PYRL is3_JUL 2023 Var. PYRL Invs
Bill Payment 07/10/2023 ACH D7,10,2023 is)_JUL 2023 Var. PYRL Invs 13,479.29
.00
Bill Payment #1581 - PrentGraf Lid dba {37.50)
FalkPath Live[insight @ San Joaquin) il 07/13/2023 INV-00680
Bil{ Payment 07/13/2023 1581 37.50
06.00
Bill Payment #ACH 07.26.2023 - State (487.48)
Baard of Equalization{insight@San
loaquin} Bill 06/22/2023 isl_Use Tax_JUN 2023  i8)_Matrls/Comptr Use Tax_3UN 2023
iS§_Use Tax_Qtr End [348.16)
gill 07/28/2013 JUN'Z3 Adj. 1S)_Matrls/Comptr Use Tax_Qtr End JUN'23 Adj.
885.64
Bill Payment. 07/26/2023 ACH 07.26.2023 isl_Matrls/Comptr Use Tax_Gtr End JUN'23 Pymnt
{0.00)
{2,100.00)
BHE Payment #1577 - East Valley Education
Center, Inc{Insight @ San Joaguin} Bifl 07/13/2013 14876-2739A
Bill Payment 07/13/2023 1577 2,100.00
0,00
Bill Payment #1586 - SAN JOAGUIN {1,750.00)
COUNTY OF EDUCATION Bill 07/25/2023 jSJ_JUL'23 STRS Contrip i8)_JUL 2023 5TRS EE/ER Contrib
Bill Payment 07/25/2023 1586 is)_JUL 2023 STRS EE/ER Contrib 1,750.08
0.00
Bill Payment #1576 - E-Therapy {214.80)
LiC{insight@San joaquin} gill 07/13/2023 INV-06376
Bl 07/13/2023 INV-06377 (72.00)
BHl Payment 47/13/2023 1576 286,80
.00
{1,890.00)
#ifl Payment #1579 - Northern Califernia
Preparatory School{insight @ San Joaquinj Bill 07/13/2083 NCPS5322
ail 07/13/2023 NCPSS343 {922.50}
Bill Payment 07/13/2623 1575 2,812.50
0.60
(125.01}
Bill fayment #1580 - Point Quest Pediatric
Therapies, LLC{insight @ San Joagquin) Bill 07/13/2023 INV-00092
Bil§ Payment 07/13/2023 1580 125.01
0.00
Bill Payment #1583 - Green Hasson & Janks {1,000.00}
ELP{insight@5an Joaquin) Bill 07/25/2023 76485

Page 3 of 10



K12 : SA : Full Financials CA Node : CAVAISSJ
Board Disbursements A/P Payment History by Vendor
July 01, 2023 - July 34, 2023

Options: Show Zeros

21 Typ
Bill Payment #1583 - Green Hasson & Janks Bill Payment

07/25/2013 1,000.00
.00
(1.42
B Payment #1584 - San Joaquin County
of Educatipn{insight®San Joagquin} Bill 07/25/2023 2023_05 - STRS PRI
Bill Payment _ 07/25/2023 1584 142
.08
BIH Payment #1585 - Schanl Pathways . (3,495.81}.
LECitnsight@San Joaquin) Bilt 67/25/1022 140-INV5149
Bl Payment 07/25/2023 1585 3,455.81

Total 31,101.68

Pzge 4of 10



Transaction Summary
Insight at San Joaquin

Arthur J Garilragher

IXL Learning Inc.

Reading Horizons

Rock And Roll Academy Inc.
Riverside Insights

taw Offices of Young, Minney & Corr, LLP
ULINE

Bill.com, Inc.

Multi-Health Systems inc.

PAR Inc.

Effectuat Educational Consulting Service
FusionPlus Inc

DataBasics, Inc.

Barrington Staffing Services
Green Hasson & lanks LLP

Pitney Bowes Bank Inc Purchase Power
The Back Room Inc

De Lage Landen Financial Services Inc.
Staples

Supreme Facility Services, Inc.
UPS

AT&T Mobility

Comm-Core

Vortex Industries LLC

Quili Corporation

UBEQ Business Services

Verizon Wireless

Amazon

Ontario Refrigeration

Certified Languages International
Southern Catifornia Edison
County Fire Protection

Carmen Gomez Ruiz

Waste Management
Successories

Sparkletts

Red Robin

School Services of California, Inc.
Subway

Counterpath

Viva La Pasta

Smart & Final

4,669.93
388.78
171.95
138.94
133.49
118.27
108.15

98.16
91.67
89.62
72.43
70.48
69.96
64.07
62.58
61.80
52.98
37.95
31.77
30.64
23.03
19.73
14.19
10.23
9.04
8.45
832
7.78
7.50
6.26
6.00
5.79
4,06
3.85
3.32
2.97
2.58
2.53
2.46
2.43
2.35



Transaction Summary
Insight at San Joaquin

XIF.’é'pe;'RgcycIing & Shredding

Pitney Bowes Global Financial Services 161
Urbane Café 1.48
Door Dash - Western Bagel 1.30
Dropbox 1.16

Grand Total |




Transaction Details

Insight San Joaquin
Emplayes/Vendor Description for GL Arcount [Added) Class lewnice Number |Timn Perind | Total tnvaice | ) !
Coding Purposes Amount
Carmen Somez Rulz Operations and Housekeeping 53400 Rent and Utilitles : Repafrs and 600.00 579
Services Malntenance 101 General 12081 Jone
Operatiohs and Housekesping GD0.00 573
Services Total
Carmen Gornez Ruiz Total 50G.00 L)
Paper Recycling & Shredding 52802 Office Suppiics Expense ; Qfitce S8.00 0.95
Office Expense Supplies - COS 101 Genaral 1LC 540063 June (6/22)
LLC 550071 July {7/06) 9800 101
©Office Expense Total 15600 146
Paper Recycling & Shradding Fotal 18600 1,96
Staples 52802 OHice Suppiles Expense : Office 260,40 83y
Office Expense Supptles - COS 101 General {LC 3540055997 June (6/08)
LLC 3540187308 June (5710} 52.96 0.51
LLC 354p187508 June (6AD) 1,394.14 13.46
LLC 3540283200 June (5/13) 45.92 044
116 3540351034 June {5/14) 474.26 4.58
1LE 3541537270 Jone (6/30) 1,030.08 10.65
Office Expense Tatal 385776 3745
Staples Fotal 32,8577 3745
Ups 54302 Postage & Delivery Expense ; 538.27 207
Shipping Mescenger & Detivery 101 General 1LC DOODTSVERE2SS June [5/24]
LLCO00OTRYBREZES  July{7/01) 515.06 457
LLCQOOOP3YEBERTS July (7/0R) 14339 137
LLC DOCOP3YERERRT  July (7/15) 31801 329
1B SPED LLCOOOOVS159W253  June (5/24) 55.69 141
LLCOOOOVBISEWIZES  July {1/015 44521 2.55
LLCO00OVEISSWT  July (2/08} 74.66 196
UL.COD0OVIISIWES  uly (715} 11917 2.02
Shipping Total 2,618.96 30,64
2,618.95 30.64
aste Management Operations and Housekeeping 53400 Rent and Utlities : Repairs and 187.38 182
Services Mainterance 101 General 1LC B689366-0283-2 July
LiC 668938502832 Jily 253,00 244
Gparations and Housekeeping 420,38 A06
Services Total
Waste Management Tatal 420.38 4.08
Battingtan Staffing Services 215220 053
51806 Prafessionaj Surs & Outside
Qutside Service Labor : Outside Labor/Temporary Heip 161 General 11C42522 June (5/25)
1LC42560 Iuly (7/e2} 215720 20,83
LLC 42574 oy {7/esd 1,444.80 13.95
1L 42602 Ty (7118} 1,369.55 14.35
Outside Szrvice Tolal 7,14875 69.96
Staffing Servicas Total 714875 63,96
Datz8asics, ine. 51B01 Professions| Sves & Cutside 7298370 70.48
Outside Service-Ganearal Labior : Dther frofessional Services 101 Genersl LLC 0811763 Sy
Qutstle Service-General Total 2,298.20 70.58
D: ics, Inc. Fotal 7,298.20 70.48
FusianPlus tnc 51801 Prafessional Sves & Outside. 7,500.00 7243
Outside Service-General Labor : Other Professional Services 101 Genaraj LLC Hey-1000 July
Outsids Senvice-General Fotat 7.500.08 F243
FusjonPius Inc Total 2.500.00 7243
Law Offices of Young, Minney & Corr, £LP 51857 Prafessions] Sves & Outside 9,051.50 000
Legal Fees Laber ! Legal 104 Generat LLC 5489 tuly (2/03)
LLE 5520 July (7/03) 455.00 133.49
280 SPED tLE 5489 July (7/03) 650.00 0.60
tepal Fees Total 10,156,580 333,45
Law Offices of Young, Minney & Corr, LUP Tata) 10,256.50 133.49
Sparkietis 52802 Office Suppliss Expance ; Office 344,23 13z
Office Expense Supplies - COS 105 Genera LLC 15182654 070923 July (7/09)
Office Expense Total 344.23 a9
Sparkfetts Totaj 34423 232
5180 Professional Sves B Outside 2116.35 000
Document Tracking Services Outside Service-General taber : Other Professional Services 320 5upp-ELD Ser LLC T-930650062 June
Outside Sarvice-General Total 8,116,35 .08
Boeument Tracking Services Total £,116.35 008
Pitney Eowes Bank Inc Purchase Power 54301 Postage & Deflvery Expanse : 6,055.00 6258
Pastape FPostage 101 General LLC BOOD-9090-1005- July [7/16)
Postage Total 6,055.00 62.58
Fitney Bowes Eank Inc Purchase Power Totaj 6,055.00 62.58
Verizon Wirsless 56504 Program Fees & Other &79.37 843
Telsphone - Adminstration nstructienal : Admin - Telephone 10% General LLC 9538763340 June
Telephi - A Total 879,37 843
Verizon Wireless Total £79.37 249
51801 Professional Sves B Cutstde 662,25 7.50
Cartified Eanguages international Ctside Service-General Labor : Other Professionat Services 320 5upp- ELH Ser LLC 74586063023 Mune
Dutside Service-General Total 662.25 7,50
Certified | iamal Total 66225 7.50
53801 Phope & Internet Expensa s 204346 18.73
Comm-Core Commtinications Tetephone 10f General LiC 1076063 July
. Gt ications Total 1,043.45 18.73
Comm-Core Total 2,043.45 19.73
51803 Professionat Sucs & Culside 250.00 2.58
School Services of California, Inc. Qutside Senvice-General Labar ; Other Professional Services 106t General L CO138045-IN Suly
Outside Service-General Total 250.00 2.58
School Services of Califarnia, Ine, Tatal 250.00 258
51817 Professional Sves 8 Outside B,820.00 B9.52
tahor : Special Education Professional
Effactual £#ducational Cansulting Service: Subagreements fof Seniicas Services 80SPED LLC 10850 May
Subsgreements for Services Total 8,620.80 B85.52
Effectuat Educational C ing Service Total 8,820.00 89.52
Gperations and Housekeeaping 53400 Rent and Utilitles : Repairs and E06.00 178
Cntarip Refrigeration Services Maintenance 101, General LLC GWZ27462M July {7/01)
Operations and Housakeeping BOB.00 748
Services Total
RO5.60 178

_Ontatla kefrigeration Tatal




Transaction Detalls
insight San Joaguin

!ﬂlnyu,’\l:ndnr cz:"::';::‘:; GL Account [Added) Chass frwoice Numbae Time Period | rﬁ"':"::'“ | [ |
Dperations znd Housekeeping 53400 Rent and Utibtics : Aepairs and 3,290.00 377
Suprama Facllity Services, iric, Serufcey Malintenance 101 General LiC 2462 July
‘Operations and Housekeeping 3,290.00 g7
Services Fotat
Suprems Facility Services, Inc. Yotal 3,29¢.00 337
52802 Office Supplies Expense : Office 556.22 634
Amazon Office Expensa Suppites - €S 101 Genaral 3537033 July
i 9209002 Juiy 107t 0.16
2125840 Hity 1193 o1
#475411 Ruly 1896 018
9246639 July 2358 o1
3788239 July 2037 0,20
0259430 July 2037 0,23
5221028 July 3226 ©.38
1241831 Huly 423z 0.48
6272213 luly Jled oo
. Office Bpense Total - — 861,28 832
Amzzon Total 861,29 832
52802 Office Supplies Expense : Gifice 155.62 161
Fitnay Bowes Glabal Financlal Secvices OHice Expense Supplles-COS 101 Genera} LLC 1023463609 Suly (7/10)
Office Expensa Total 155.62 1.61
Pitnay Bowes Global Financial Services Tota) i55.62 161
52802 Office Supplies Expense : OHice 77 LsXer)
Quill Corporation Offica Expense Supgplies - COS 161 General LLC 33¢05029 June {5/20)
ELC 33115490 June {620} 23231 231
tLC 33139100 lune (6/21) 251.58 2.43
LLC 33139256 June (6721} 4630 0.45
LLC 33165373 June {6/23) 118.23 114
LLC 33276716 June {6/29) 235.9¢ 2.44
tLC 33277334 une (6f29) 59.60 a.62
LLE 33277414 June (6/29} 74.54 077
Office Expense Total 1,093.17 1023
Quifl Corgoration Total 1,033.17 10,23
52302 Office Supptles Fepense ! Office 62146 6.0
UUNE Office Expense Supplies - COS A0 General LLC 164577653 June (6/07}
UC 164632957 June (5/08} 11,155 19 107.72
LLC 165320234 June [5/23) 470,24 4.54
Office Expense Total 12,246.89 1ig.27
ULENE Total 12,246.89 11e.27
53801 Phone & Internet Expense ; £36.83 615
ATET Mobility Communicaticns Telephone 101 Gepersh LLC BOSSTR4ERTISTE July
LI BAB06E0804 June 174535 16.88
Cotamunications Tatal 2,385.19 23,43
ATAT Mobility Total 2,385.1% 1303
53302 Reat and thilites : Utiities, 605.53 626
Southarn Califamia Edison Litilities CAM, and Real Estate 101 General LLC 7002031849681 - £ June
Utilities Tatal 605,53 5.26
Southern Cafifarnla Edison Total 605.53 6.26
56321 Program Fees & Other 6,200.00 64.07
Instructional : Program Fees ~
Green Hasson & fanks LLP Accounting Fess Accotinting 10% Generat 1LC 75486 June (6/24]
Fees Tota) 5,200.00 B4.07
Green Hasson B Jandks LEP Yotal 6,200.00 £4.07
56313 Propram Fees £ Otfier 21,502.00 0.0
Instricilonat ; Program Fees -
Instructional Coaching Group Teacher Training Professional Development 620 Title If tLC 20391 April (4AT)
Teachar Trainlng Tatal 21,802,100
Instructional Caaching Group Fotzi 21,507 o
Virtual Technologies Group Office Equipment 15050 - Office Equipment 161 General LC 207273 July (7j05] 5,726.62
- Office Equipiment Fotat 6,726.62
Virtual Technoiogies Group Total : 6,716,62
56410 Prograin Fees & Other 19,592.00
Instructional : Program Fees - Non K12
Oasswork Co DBBA Casskick Nan K12 Curricufim Curriculum 390 SUPP - Instru. LT 2071-11597 July
Non K12 Curriculim Totel 19,993.00 .00
Lasswork Co DBA Qasskick Tetal 19,089,00 0.00
Committe for Children Prepaid Other 13514 Prepaid Other 560 Titde | LLC 5040535 June 3,199.60 0.0¢
Prepalid Other Totak 3,192.00 0.00
Ca oz Children Total 3,199.00 a.00
” 51801 Professional Sves & Dutside 621.05 600
County Fire Protaction Quisida Service-Genersl Labor : Other Professfonal Services 101 Geperaf LLC 2329199 July {7/56)
Qutsjde Service-General Tolal §21.05 5.00
County Fire Protection Totad 521.85 6,(H)
55304 Facilities & Equipment Rental 265013 25,59
Be Lage landen Finantial Services inc. Equipment fental Expense Bvpense : Equipment Rentat 101 General LLC BOOSa000 June
LLC 80318012 July 2,650,12 2139
ip Rental £xpense Fatal 5,300.38 5108
Be Lage Landen Financial Services Inc. Fotat 5,300.38 5158
5580t Dues, Maimberships & Research 7,500,060 .00
Exgforeleamning, LLC Dues and Memberships Sves @ Membarships 560 Title | LLC 6835034 une {6729}
Dues and Memberships Tatal 7,900.00 080
5641C Program Fees & Other 35,450.50 0.00
instructional ; Program Fees-Non K12
Nan K12 Corriculup Curricifum BDD AS Completi  LL.C 6872166 July (7/41)
Non K12 Cursis Total 39,350.50 o.00
Explorelearning, LLC Total 47,360.5¢ 0.00
56334 Program Fees & Gther 5,762.50 58.16
instructional : Program Faes - Non K12
Multi-Health Systems Inc. Malerfals and Supplies Teacher Materlals 280 SPED HCSIPOORI2492  June (6729}
#daterials and Supplies Fotat 5,762.50 94,16
Mubti-Health Systams Inc. Totat 5,762.50 98.16
54334 Program Fees & Other 3,9%8.42 91.67
Instructional : Program Fass - Non K12
PAR Ine, Materials and Supplies Teacher Materials 280 SPEC LLCSOH00022500-1  kine (6/27}
znd Suppfies Tota} 3,988 87 91.67
P#AH Inc, Total 3,594.82 91.67




Transaction Batails

sight San Joaquin
Employee/Vendor ;;‘i:"':::::; GE Account [Added) Class invoice Number |Tirru: Period I T“:'"::'::“ | sl |
56410 Program Fees & Other 22,824.36 3R8.78
Instructional ; Program Fees - Hon €12
Reading Horfzons Non K12 Curriculum Curricufum, 280 SPED LLC 55588 June (6/07}
Naon K12 Curriculum Totad 22,824.36 288,78
Reading Hotizons Tokal 22,824.36 3847
56410 Program Fees & Other 17177.06 .00
Instructional : Program Fees - Non X12
Renzissance Eeaming, Inc HNon ¥12 Cursiculsin Curricufum 300 Supp 1LCINVS285737 June {5/27}
560 Title | 1LC INVS285737 June {6727} 155,002,954 £.00
Non 42 Curricstum Total 172,200.60 0.00
56334 Program Fees & Gther 137,655.00 .00
Instructional : Program Fees - Non K12
Materiais and Supplies Teacher Materdals Q4D SLFPP - Assast WCINV5289734 June {27}
Materials and Suppliss Totat 137,655.90 0,00
It £earning, Inc Total 309,855.00 0.00
51801 Professlonal Sves & Cutside 3,200.00 30,80
The Back Reom Ine Duitside Service-General Labor : Other Professional Services 10t General ELEC INV-2033 May (5/31)
LLC [MV-3041 June {8730} 3,200,00 3090
Qutside Service-General Tatal 5,400.00 6180
The Back Room Ine Total 6,408-00 £1.80
51801 Professionat Sves & Quiside 1,462.85 14.19
Vastex industries L1C Outside Service-General Labor : Other Professional Services 101 General Li€ 01-1686379 June (6/30)
Auiside Service-General Total 1,464,85 14,18
Vortex Industries LLC Total - 1,464,85 14,59
56410 Program Feas & Other 710.00 .03
instractional : Program Fees - Non K12
3P Learning Inc. Hon K12 Curricilum. Carriculum SEOTitte £ LLC INV-US-17796  July {7/14)
Non K12 £urriculum Total 710,00 880
3F Learning Int. Totaf 710.00 ..80
Arthur ) Gallagher Prepaid Cther 13514 Prepaid Gther 101 General LLC 4763473 July {7/13) 314,443.63 0.00
LLC 4771012 July [/14) 4251673 1430125
Prepaid Other Total 362,958.36  14,301.25
Arthur | Galiaghes Totaf 36295836  14,301,25
56313 Prograsn Fees & Other 325.00 .00
instructional : Program Feas-
Echo Teacher Training Professhanal Davelopment 4805UPP-Studes  LLC ST ne [6/29)
Teacher Training Total 325.00 &80
_EchoTotal 315,00 ©.00
56410 Program Fees & Other 2,808.00 .00
Instructional : Program Feas - Non K12
EsGilic Kon K12 Cumicsium Curricsium 240 SUPP - Assest LLC EsGI4A7OR July {7/24)
Won KEZ Curriculim Total 2,808.00
ESG {LC Tatal 2,808.00
55410 Program Faes & Other 6,955.00
Instructional : Program Fees - Man K12
Gtobal Onfine Languape Servicas GS Inc, Man KEE Curicutum Curricetum 360 SUPP -ELD S {LC INV-5408119850 July (7/11)
Kon K32 Curicutum Total 0.00
Giobal Online Language Services US tne, Tatal £0.00
56410 Frogram Fees & Other 0.00
Instructional : Program Feas - Non K32
ML Laaming Inc, Mon KE2 Curricuium Curricofum J51 CRASAESSER  LLC 546305 luly [7/12)
751 ARP ESSER i} ILC 5465096 July {7/12) 14,007.00  4,669.93
Nan K52 Total 59,531.00  4,665.93
L Learning Inc. Total 59,531.00 466553
56328 Program Fees & Other 1,571.80 2.00
Instructfonal : Progrant Fees - School
Kaeser & Blair, inc School Event Events Expense 330 SUFP - Engag LLC 30306140 May [S/T)
Schaol Event Tatal 0.00
Kaeser & Blair, Inc Yotal 0.00
Mystery Science £f0 Discovery Education Inc Prepaid Other 13514 Prepaid Other 560 Title | LEC 227308 Juby {7/13) 0,00
Prepald Other Yotal .00
Miystery Science C/0 Discovery Educatian fnc Total D.00
56334 Program Fees & Othel 138.94
tnstructional :Program Fees - Noh K12
Riverside lmights Materials and Suppiies Teacher Materials 260 SPED LLC INV172103 July (7712
and Supplies Yotal B,270.38 138.54
Riverside dnsights Total 8,270.38 138.94
56410 Program Fees & Other 18,750.00 171.95
snstructfonal : Program Fees - Non K12
Rack And Rolt Academy Inc. Non K12 Curdoulum. Curricolum 860 AMIMBG LLC 074023 Tuly {7/10}
Non K12 Curriculum Total 171.95
Reck And Roil Academy Inc. Tolal 17195
55410 Program Fees & Other 8.00
instructionat ; Program fees - Non K12
Rosetta Stone LLC Nen K12 Currjeulum: Cuzriculum 460 SUPP -ELDSI LLC 11946441 July (7712}
HNon K12 Carriculum Totat 6,000,006 0.00
Resetta Stone LLC Total 6,000.00 0.00
B74.65 9.04
UBED Business Senvices 53304 Equipment Rental Expense ANJA i1l General LiC 4184935 July [7/18)
53304 Equipment Rental Expense 874,65 9.04
Total
UBEQ Business Services Total 87465 2.04
35801 Dues, Memberships & Research 1,343.00 10R 15
Bill.com, Inc. Crues and Memberships Sves 1 Memberships 101 Genaral 23070045857 June
Dues and herships Total 1,243.00 188.15
Bill.com, inc. Total 1,343,008 18B.15
55801 Dues, Memberships & Rasearch 2580 o.00
CA SECRETARY OF STATE WEB Cuss and Memberships Sves : Memberships 101 General 3506104 July
2831200 lafy 25060 0.00
2851199 July 2500 0.00
667800 July 25.60 0.0
2667759 July 25.00 0.0¢
3155348 July 2560 0.00
955280 July 2500 0.0¢
3955281 July 2500 0.00
200.00 0.00

Dues and Messberships Totsl




Transaction Details

insight San Joaquin

Emplayee/Vendor Cz:]‘i::ti::a’:; GL Account (Added} lass invaice Nomber |Time Pariod | T":::::“ ' = |
CA SECRETARY OF STATEWER Yotal 200.00 0.00
: 55801 Dues, Membasships & Research 754,80 246

Counterpath Dues and Memberships Swcs :Memberships 101 Generasl 136015 July
Oues and ips Jatal 254,83 2486
Coutiterpath Total 254,83 246
52802 Office Supplies Expense : Office 13507 1,30

Door bash - Western Bagal Office Expense Supptles - £OS 101 General 7142023 July
Office Expense Total 135.07 130
Oaor Dash - Western Bagel Tatal 135.07 130
55801 Dues, Memberships & Research 11988 116

Bropbox Duzs and Membarships Sves ! Memberships 101 General STRIGEEWFCER July
Dues and Memberchips Total 119.88 1,16
Dropbox Total 119.88 116
52802 Offfce Supplies Expense : Offfce 41.61 [£X 1]

Little Caesars Office Evpense Supplies - COF 10t General 237107025 July
Office Expense Total 3162 040
Lite CaesarsTotal . . . ... e o AT PR e R FE
52802 Offica Supplies Expense ! Office 307.56 2897

fied Robin Office Expanse Supplies - €05 101, Gaperal 519411 luly
Office Expense Tatal 297
Red Aobin Total 197
52807 OMfce Supplies Expense : Office 1,89

Smart & Final Offica Expense Supplies- COS 101 Genceral TIR2023 July
. F162023 July 114.57 141
200023 July 15356 [ 33-3
Office Expense Total 243.83 235
Smart & Final Total 243.33 235
52802 Office Supplies Expense : Office 26246 253

Suiruay Dffice Expense Supplfes - COS 101 Genasal VIEGY July
Office Expense Total 253
Subway Total 2.53
52802 Office Supplles Expense : Office .85

Sticcessories Office Expense Supplies - 005 101 General 419680 July
Office Expanse Total 398.42 .85
Successorios Total 398.42 335
52802 Gffice Supplies Expense : Office 153.0i 1.48

Urbane Cafd Office Expense Suppiies - COS 501 Generat 19644214337628100 luly
_ Dffice Expensa Tatal 153.01 1.48
Urbane Calé Totat 153,01 1.48
52802 Ciffce Sugplies Expansa : Office 25204 z.43

Viva Lz Pasta Office Expanse Supplies - COS 101 General B78 July
_ Office Expense Tatal 252.04 263

Viva La Pasta Total

GrandTont




TO: INSIGHT AT SAN JOAQUIN
GOVERNING BOARD

BOARD REPORT #09

VIA: INSIGHT STAFF
September 13, 2023

SUBJECT: Consolidated Application

PROPOSAL: Tt is proposed that the Governing Board of Insight at San Joaquin approve the
application for federal categorical funds through the Consolidated Application, 2023-24
Application for Funding.

BACKGROUND: By submitting the Consolidated Application (Con App) to the California
Department of Education, Insight at San Joaquin declares the intent to apply for multiple,
formula-driven, categorical program funds. The submission also assures the California State
Board of Education that the Local Education Agency (LEA) will adhere to the legal assurances
associated with the programs.

The LEA is applying for funds from the following programs:
1. Title I, Part A (Basic Grant) ESSA Sec 1111

2. Title IT, Part A (Supporting Effective Instruction) ESSA Sec 2104
3. Title IV, Part A (Student Support) ESSA Sec 1112(b)

The LEA annually submits a school plan and proposed expenditures, to the Board for approval,
outlining how the entitlement will fund the personnel, activities, and programs that the
stakeholders have determined will support improved student achievement.

BUDGET IMPLICATIONS: Upon approval, entitlements will be spent in accordance with the
plan.

RECOMMENDATIONS: It is recommended the Governing Board approve the Consolidated
Application, Application for Funding.

RESPECTFULLY SUBMITTED
Kimberly Odom
Head of School




PREPARED BY:
Krista Mount
Director of Categorical Programs

PRESENTED BY:

Krista Mount
Director of Categorical Programs

Ayes: 3 No: 0 Abstain: 0

e
Approved: Yes  Witnessed: | . Date: _9/13/2023
Name Aye No Abstain | Absent | Moved | Second
Fred Vallerga X X
Laurie Fracolli X
Bill Bushman X
Deanna Vallerga X X




California Department of Education Consolidated Application

Insight @ San Joaquin (39 68627 0133116) Saved é‘;ta:?s: Ci;lﬁﬁed
aved by: Krista Mount

Date: 8/27/2023 10:07 PM

2023-24 Certification of Assurances

Submission of Certification of Assurances is required every fiscal year. A complete list of legal and program
assurances for the fiscal year can be found at hitps://www.cde.ca.gov/fgfaa/co/caZ1assurancestoc.asp.

CDE Program Contact:
Consolidated Application Support Desk, Education Data Office, ConAppSupport@ctde.ca.gov, 916-319-0257

Consolidated Application Certification Statement

] hereby certify that all of the applicable state and federal rules and regulations will be observed by this applicant;
that to the best of my knowledge the information contained in this application is correct and complete; and |
agree to participate in the monitoring process regarding the use of these funds according to the standards and
criteria set forth by the California Department of Education Federal Program Monitoring (FPM) Office. Legal
assurances for all programs are accepted as the basic legal condition for the operation of selected projects and
programs and copies of assurances are retained on site. 1 certify that we accept all assurances except for those
for which a waiver has been obtained or requested. A copy of all waivers or requests is on file. | certify that actual
ink signatures for this form are on file.

Authorized Representative's Full Name Kimberly Odom

Authorized Representative's Signature
Authorized Representative's Title Head of School

Authorized Representative's Signature Date 08/01/2023

***Warning***
The data in this report may be protected by the Family Educational Rights and Privacy Act (FERPA) and
other applicable data privacy laws. Unauthorized access ar sharing of this data may constitute a
iotati th .
Report Date:8/27/2023 violation of both state and federal law Page 1 of 4

G2




California Department of Education Consolidated Application

Insight @ San Joaquin (39 68627 0133116) S Status: Cerdified
aved by: Krista Mount

Date: B/27/2023 10:09 PM

2023-24 Protected Prayer Certification

Every Student Succeeds Act (ESSA) Section 8524 specifies federal requirements regarding constitutionally
protected prayer in public elementary and secondary schools. This form meets the annual requirement and
provides written certification. '

CDE Program Contact:
Miguel Cordova, Title | Policy, Program, and Support Office, MCordova@cde.ca.qov, 916-319-0381

Protected Prayer Certification Statement

The local educational agency (LEA) hereby assures and certifies to the California State Board of Education that
the LEA has no policy that prevents, or otherwise denies participation in, constitutionally protected prayer in
public schools as set forth in the "Guidance on Constitutionally Protected Prayer in Public Elementary and
Secondary Schools."

The LEA hereby assures that this page has been printed and contains an ink signature. The ink signature copy
shall be made available to the California Department of Education upon request or as part of an audit, a
compliance review, or a complaint investigation.

The authorized representative agrees to the above statement . Yes
Authorized Representative's Full Name Kimberly Odom
Authorized Representative's Title Head of School
Authorized Representative's Signature Date 08/01/2023
Comment

If the LEA is not able to certify at this time, then an explanation must be

provided in the comment field. (Maximum 500 characters)

***Warning™*
The data in this report may be protected by the Family Educational Rights and Privacy Act (FERPA) and
other applicable data privacy laws. Unauthorized access or sharing of this data may constitute a

Report Date:8/27/2023 violation of both ;:i;?te and federal law. Page 2 of 4



California Department of Education Consolidated Application

Insight @ San Joaquin (39 68627 0133116) 4 bSta:?s: Ce;;tiﬁed
Saved by: Krista Mount

Date: 8/27/2023 10:08 PM

2023—24 LCAP Federal Addendum Certification

CDE Program Contact:
Local Agency Systems Support Office, LCAPAddendum@cde.ca.goy, 916-323-5233

Initial Application

To receive initial funding under the Every Student Succeeds Act (ESSA), a local educational agency (LEA) must
have a plan approved by the State Educational Agency on file with the State. Within California, LEAs that apply
for ESSA funds for the first time are required to complete the Local Control and Accountability Plan (LCAP), the
LCAP Federal Addendum Template (Addendum), and the Consolidated Application (ConApp). The LCAP, in
conjunction with the Addendum and the ConApp, serve to meet the requirements of the ESSA LEA Pian.

In order fo initially apply for funds, the LEA must cerlify that the current LCAP has been approved by the local
governing board or governing body of the LEA. As part of this certification, the LEA agrees to submit the LCAP
Federal Addendum, that has been approved by the local governing board or governing body of the LEA, to the
California Department of Education (CDE) and acknowledges that the LEA agrees to work with the CDE to
ensure that the Addendum addresses all required provisions of the ESSA programs for which they are applying
for federal education funds.

Returning Application

If the LEA certified a prior year LCAP Federal Addendum Certification data collection form in the Consolidated
Application and Reporting System, then the LEA may use in this form the same original approval or adoption
date used in the prior year form.

County Office of Education (COE) or Disfrict

For a COE, enter the original approval date as the day the CDE approved
the current LCAP. For a district, enter the original approval date as the day
the COE approved the current LCAP

Direct Funded Charter 06/12/2023
Enter the adoption date of the current LCAP

Authorized Representative's Full Name Kimberly Odom
Authorized Representative's Title Head of School

**Warning***
The data in this report may be protected by the Family Educational Rights and Privacy Act (FERPA) and
other applicable data privacy laws. Unauthorized access or sharing of this data may constitute a

Report Date:8/27/2023 violation of both :ﬁte and federal law. Page 3 of 4




California Department of Education Consolidated Application
Insight @ San Joaquin (39 68627 0133116) Status: Certified

Saved by: Krista Mount
Date: 8/27/2023 10:09 PM

2023--24 Application for Funding

CDE Program Contact:
Consolidated Application Support Desk, Education Data Office, ConAppSupport{@cde.ca.gov, 916-319-0297

Local Governing Board Approval

The local educational agency (LEA) is required to review and receive approval of their Application for Funding
selections with their local governing board. . L

By checking this box the LEA certifies that the Local Board has approved Yes
the Application for Funding for the listed fiscal year

District English Learner Advisory Committee Review

Per Title 5 of the California Code of Regulations Section 11308, if your LEA has more than 50 English learners,
then the LEA must establish a District English Learner Advisory Commiittee (DELAC) which shall review and
advise on the development of the application for funding programs that serve English leamers.

By checking this box the LEA certifies that parent input has been received No
from the District English Learner Commiittee (if applicable) regarding the
spending of Titte lil funds for the listed fiscal year

Application for Categorical Programs

To receive specific categorical funds for a school year, the LEA must apply for the funds by selecting Yes below.
Only the categorical funds that the LEA is eligible to receive are displayed.

Title |, Part A (Basic Grant) Yes

ESSA Sec. 1111et seq.
SACS 3010

Title H, Part A (Supporting Effective Instruction) Yes

ESEA Sec. 2104
SACS 4035

Title 1ll English Learner No

ESEA Sec. 3102
SACS 4203

Title 1l Immigrant No

ESEA Sec. 3102
SACS 4201

Title 1V, Part A (Student and School Support) " Yes

ESSA Sec. 4101
SACS 4127

**Warning™**
The data in this report may be protected by the Family Educational Rights and Privacy Act (FERPA) and
other applicable data privacy laws. Unauthorized access or sharing of this data may constitute a

Report Date:8/27/2023 violation of both Fz;ite and federal law. Page 4 of 4




TO: INSIGHT AT SAN JOAQUIN
GOVERNING BOARD

BOARD REFPORT # 03

VIA: INSIGHT STAFF
September 13, 2023

SUBJECT: 2023-2024 Employment Agreements and Terminations

PROPOSAL:
It is proposed that the Governing Board of Insight at San Joaquin ratify the following 2023-2024
Employment Agreements and Terminations.

BACKGROUND:
Insight at San Joaquin offered contracts to teachers to meet the enrollment demands of the 2023-
2024 school year.

New Hires:
-  None

Terminations/Resignations:

Last Name First Name | Title FTE
Covington Emily Teacher, High School, Substitute 0.0
BUDGET IMPLICATIONS:

Funding for these positions is provided through State apportionment based on Average Daily
Attendance as reported by the school. '

RECOMMENDATIONS:
It is recommended the Governing Board:
1. Ratify the offered 2023-2024 Employment Agreements and Terminations
2. Authorize Designee of Board of Directors to sign the 2023-2024 Employment
Agreements on behalf of Insight at San Joaquin.

RESPECTFULLY SUBMITTED:

Kimberly Odom
Head of School

PREPARED BY:

Casey Robinson
Human Resources Administrator



PRESENTED BY:

Casey Robinson
Human Resources Administrator

Ayes: 3 No: 0 Abstain: 0

(}M@{f’%&%&%

Approved: _Yes  Witnessed: Date: _9/13/2023

Name Avye No Abstain | Absent | Moved | Second
Fred Vallerga X X
Laurie Fracolli X
Bill Bushman X X
Deanna Vallerga X




TO: INSIGHT AT SAN JOAQUIN
GOVERNING BOARD

BOARD REPORT #04 i ﬂzgj_ifmw%{j/ : @

VIA: INSIGHT STAFF
September 13, 2023

SUBJECT: Employee Handbook Update

PROPOSAL: It is proposed that the Governing Board of Insight at San Joaquin approve the
updated Employee Handbook for publication and distribution to all Insight employees.

BACKGROUND: The Employee Handbook is an important means to communicate company
policy and expectation. These policies apply to all areas of employment, including recruitment,
hiring, training and development, promotion, transfer, termination, compensation, benefits, social
and recreational programs, and all other conditions and privileges of employment in accordance
with applicable federal, state, and local laws. The handbook is distributed to employees via
email.

BUDGET IMPLICATIONS: None

RECOMMENDATIONS:

It is recommended the Governing Board:

1. Review and approve the Employee Handbook.

RESPECTFULLY SUBMITTED:
Kimberly Odom
Head of School

PREPARED BY:

Casey Robinson
Human Resources Administrator

PRESENTED BY:

Casey Robinson
Human Resources Administrator



Ayes: 3 No: 0 Abstain: 0

(}W@P%Z&¢M{d

Approved: _Yes _ Witnessed: Date: _9/13/2023

Name Ave No Abstain | Absent | Moved | Second
Fred Vallerga X X
Laurie Fracolli _ X
Bill Bushman X
Deanna Vallerga X X




Below are the titles that have changed between the old handbook and the new version.
You will notice some existing policies are more robust. INSIGHT has added the following new policies or
made the following changes to existing policies.

+ New - Remote Work/Telecommuting

o New - Email and Signature Blocks

e New - Virtual Teaching Protocol

¢« New - SharePoint

s Bereavement Leave - Updated to meet new State requirements.
¢ Holiday — Added Juneteenth (June 19th)

CONTINUATION OF BENEFITS Covered in FMLA Policy

AT-WILL EMPLOYMENT About This Handbook/Disclaimer
CHANGE IN POLICY About This Handbook/Disclaimer
ACCOMMODATION OF DISABILITIES Reasonable Accommodations & Interactive Dialogue
ROMANTIC RELATIONSHiIPS Hiring Relatives/Employee Relationships
EMPLOYMENT VERIFICATIONS insperity Online Services

INSPERITY ONLINE SERVICES INSPERITY ONLINE SERVICES

JURY DUTY AND WITNESS LEAVE Jury Duty

LACTATION ACCOMMODATION Lactation Breaks

MILITARY LEAVE OF ABSENCE Military Leave

ANTI-HARASSMENT Non-Harassment

OVERTIME FOR NONEXEMPT EMPLOYEES ‘Overtime

WIRELESS COMMUNICATION DEVICE USE Personal and Company-Provided Portable
GUIDELINES Communication Devices

PERSONAL LEAVE OF ABSENCE Personal Leave

ABSENTEEISM AND TARDINESS Punctuality & Attendance

EXEMPT EMPLOYEE REDUCTION OF SALARY Safe Harbor Policy for Exempt Employees
TOBACCO-FREE WORKPLACE Smoking

INTERNET CODE OF CONDUCT Use of Communications and Computer Systems
WORKPLACE ACCIDENTS AND WORKERS' Workers' Compensation

COMPENSATION iNSURANCE

HOURS OF QPERATION Working Hours and Schedule

GUIDELINES FOR APPROPRIATE CONDUCT Workplace Conduct

VIOLENCE IN THE WORKPLACE Workplace Violence

WEAPONS Workplace Violence

PERSONNEL FILES Your Employment Records

ERROR IN PAY ‘ Your Paycheck

PAY PRACTICES Your Paycheck




Insight Schools of California

September 01, 2023



ABOUT THIS HANDBOOK/DISCLAIMER

We prepared this handbook to help employees find the answers to many questions that they may have regarding their
employment with Insight Schools of California. Please take the necessary time to read it.

We do not expect this handbook to answer all questions. Supervisors and Human Resources also serve as a major source
of information.

Neither this handbook nor any other verbal or written communication by a management representative is, nor should it
be considered to be, an agreement, contract of employment, express or implied, or a promise of treatment in any
particular manner in any given situation, nor does it confer any contractual rights whatsoever. Insight Schools of
California adheres to the policy of employment at will, which permits the School or the employee to end the
employment relationship at any time, for any reason, with or without cause or notice.

No School representative other than the Head of School may modify at-will status and/or provide any special
arrangement concerning terms or conditions of employment in an individual case or generally and any such modification
must be in writing.

Many matters covered by this handbook, such as benefit plan descriptions, are also described in separate School
documents. These School documents are always controlling over any statement made in this handbook or by any
member of management.

This handbook states only general School guidelines. The School may, at any time, in its sole discretion, modify or vary
from anything stated in this handbook, with or without notice, except for the rights of the parties to end employment at
will, which may only be modified by an express written agreement signed by the employee and Head of School.

This handbook is subject to the terms of any applicable collective bargaining agreement.

This employee handbook is designed to be a resource for all Insight Schools of California employees and contains the
employment policies and practices in effect at the time of publication. This employee handbook should be read in
conjunction with applicable Board Policies and Collective Bargaining Agreements (“CBA”). Should any provision of this
handbook contradict a provision of an applicable CBA at Insight Schools of California, the applicable CBA shall be
controlling.

This handbook supersedes all prior handbooks.
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Section 1 - WELCOME

1-1 WELCOME TO INSIGHT SCHOOLS CF CALIFORNIA
It is our pleasure to welcome you to Insight Schools of California (or ISCA as we like 1o say!). We are an energetic and
creative group dedicated to maintaining high standards of excellence, quality, and professionalism. We value each one of
our employees and hope that you find your work here rewarding and satisfying. We look forward to the opportunity of
working together to create a more successful organization.
introduction to the School
While the Insight Schools of California are public schools, they are unique in that they are virtual. Thus, for a good part of
the time, we will work together remotely. One of the challenges of working together remotely is trust; and trust comes
from the sharing of critical information, good and regular communications, the setting of clear expectations, and then
living up to our mutual commitments. This handbook has been compiled in the spirit of that first step toward building
new friends and a community of trust.
If you have any questions or concerns throughout the school year, please contact Insight Schools of California Offices in
Simi Valley and we will direct your call to the appropriate member of our Administration team. Insight Schools of
California office contact information is as follows:

Insight Schools of California

50 Moreland Road
Simi Valley, California 93065
Telephone: (805) 581-0202
Main Fax: (805) 581-0330
Enroliment Fax: (805) 581-6102

Human Resources Fax: {805) 581-5617

Special Education Fax: {805) 581-8824

ISCA INTRANET

You can find important information about this school and your employment posted on ISCA intranet, located at
https://k12inc.sharepoint.com/sites/WR/CMS/Central Office. We expect all employees to read the information on this
site as often as reasonably necessary to stay informed. Because this site is one way of communicating with employees,
we do not aliow anyone but managers and school officials to post information here.

SCHOOL MISSION



The core philosophy of Insight Schools of California is that all young people can achieve academic excellence if they are
provided rigorous instruction, high standards, informed guidance, and individual attention. Although we use the
computer as a fearning tool, we believe that education is primarily a human endeavor that relies on caring individuals,
involved parents, and committed teachers.

HISTORY

The insight Schools of California is a network of public charter schools. ISCA operates as a DASS (Dashbaord Alternative
School Status) school. ISCA specializes in serving at-risk high school students. We have 3 schools in the state of California.
Each of our schools serves students in the county where the charter was authorized, as wel as any county that is
adjacent fo it. We hope to one day serve every at-risk student in the state of California.

Each of our schools is a public charter school that is funded by state tax dollars and each school has a Board of Directors
comprised of parents and community members who are passionate about providing additional educational
opportunities to the students of California. The Board of Directors for each of the Insight Schools of California has
entered into a management contract with K12 Inc., a Virginia based education curriculum.

Our School office is located in Simi Valley, California and the majority of our administrative team works from this office.
Besides our School office, we do not have any other physical sites in the state. Members of the Insight Schools of
California faculty work from their home and live within driving distance of the students in their class-thus enabling them
to build a local School community in their area.



Section 2 - GOVERNING PRINCIPLES OF EMPLOYMENT
2-1 INTRODUCTION TO HANDBOOK

For employees who are commencing employment with Insight Schools of California ("Insight Schools of California™ or
"the School"), on behalf of insight Schools of California, let me extend a warm and sincere welcome.

For employees who have been with us, thanks for your past and continued service.

We extend our personal best wishes for success and happiness here at Insight Schools of California. We understand that
it is our employees who provide the services that our customers rely upon, and who will enable us to create new
opportunities in the years to come.

Insight Schaols of California and Insperity are in a co-employment work relationship. This means that Insight Schools of
California handles the day-to-day operations related to its core business. Insperity handles the administrative
responsibilities, such as payroil processing and benefits, and supports the company with human resource issues.

You should have afready signed an Employment Agreement outlining your employment relationship with insperity.
Contact your supervisor or an Insperity payroll or human resource specialist if you have any questions.

We hope that your experience with us will be challenging, enjoyable and rewarding. Again, welcome!
NOTICE TO EMPLOYEES

This employee handbook is designed to be a resource for all employees and contains the employment policies and
practices in effect at the time of publication. The statements contained in the Handbook are guidelines for employees
concerning some of the Insight Schools of California policies and benefits and are not intended to create any contractual
obiligations or to alter the nature of employment. This employee handbook should be read in conjunction with applicable
Board Policies and Collective Bargaining Agreements {“CBA”). Should any provision of this handbook contradict a
provision of an applicable CBA at Insight Schools of California, the applicable CBA shall be controlling.

Supervisors do not have the authority to change the policies in this handbook on their own. If you are uncertain about
any policy or procedure, contact your supervisar for clarification.

2-2 ANTI-BULLYING

Insight Schools of California and Insperity are committed to a work environment in which all individuals are treated with
respect and dignity and are free from all forms of abusive conduct. Abusive conduct, or “bullying,” Is conduct of an
employer or employee in the workplace, whether physical or remote, with malice, that a reasonable person would find
hostile, offensive, and unrefated to an employer’s legitimate business interests.

It includes unwelcome or unacceptable behavior including repeated infliction of verbal abuse, such as derogatory
remarks, insults, epithets, verbal or physical conduct that a reasonable person would find threatening, intimidating, or
humiliating, or the gratuitous sabotage or undermining of a person’s work performance and may be directed at an
individual or a group. Bullying behavior is often persistent and part of a pattern, but it can also occur as a single incident
i It Is especially severe and egregious. It is usually carried out by an individual but can also be an aspect of group
behavior, Some examples of bullying behavior are:

+  Excessive supervision;
+ Belittling or disregarding opinions or suggestions;



* Manipulating the ability of someone to do their work (e.g., overloading, underioading, withholding
information, setting meaningless tasks, setting deadlines that cannot he met, giving deliberately ambiguous
instructions);

e  Unfairly blaming for mistakes;

s  Trivializing of work and achievements;

*  Abusive and offensive language;

* Insults;

Teasing;

= Public humiliation in any form;

s  Spreading rumor and innuendo;

»  Unreasonable criticism;

= - Isolating people from normal work interaction;

+« Defiberate exclusion;

e  Practical jokes;

s Name calling;

e Threats of physical harm or other type of retribution

Bullying may be intentional or unintentional. However, it must be noted that where an allegation of bullying is made, the
intent of the alleged bully is irrelevant, and will not be given consideration when disciplining an employee, Itis the effect
of the behavior upon the individual which is important,

We encourage all employees to report any instance of bullying behavior. Reported or suspected occurrences of bullying
will be promptly and thoroughly investigated. Following an investigation, the School and insperity will promptly take any
necessary and appropriate disciplinary action,

Insight Schools of California and Insperity will not permit or condone any acts of retaliation against anyone who files or
cooperates in the investigation of bullying complaints.

To report workplace bullying, discussing the problem with your immediate supervisor or human resources department is
encouraged as a first step. If your problem is not resolved after discussing with your supervisor or human resources
department, you are encouraged to request a meeting with an Insperity human resource specialist. in an effort to
resolve the problem, the Insperity human resource specialist will consider the facts and may conduct an investigation.

Additionally, Insight Schools of California provides its employees with a convenient and refiable method for reporting
incidents of alleged harassment, including sexuai harassment and discrimination. Any employee who feels harassed or
discriminated against should follow the complaint procedure as described in the Anti-Harassment policy.

2-3 ANTI-HARASSMENT

Insight Schools of California and Insperity are committed to a work environment in which all individuals are treated with
respect and dignity and are free from all forms of harassment and discrimination. Any form of harassment, even when
not unlawful or directed at a protected category, is prohibited and will not be tolerated. All employees, including
supervisors, co-workers, vendors, contractors, customers or other third parties, are expected to adhere to this policy.

Reported or suspected occurrences of harassment or discrimination will be promptly and thoroughly investigated.
Following an investigation, Insight Schools of California and Insperity will promptly take any necessary and appropriate
disciplinary action.

Insight Schools of California and Insperity will not permit or condone any acts of retaliation against anyone who files or
cooperates in the investigation of harassment or discrimination complaints.
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The term “harassment” includes harassment based on any category protected by federal, state or local law, which may
include, but is not limited to, unwelcome slurs, jokes, or verbal, graphic or physical conduct relating to an individual’s
race (including hair texture and hairstyles), color, religious creed, sex, national origin, ancestry, citizenship status,
pregnancy, childbirth, physical disability, mental and/or intellectual disability, age, military status or status as a Vietnam-
era or special disabled veteran, marital status, registered domestic partner or civil union status, familial status, gender
{including sex stereotyping and gender identity or expression), medical condition (including, but not limited to, cancer
related or HIV/AIDS related), genetic information, or sexual crientation.

Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, or other verbal or physical
conduct of a sexual nature where:

Submission to such conduct is an explicit or implicit term or condition of employment;

Employment decisions are based on an employee's submission to or rejection of such conduct; or

3. Such conduct unreasonably interferes with an individual's work performance or creates an intimidating,
hostife or offensive working environment.

B

Complaint Procedure

Insight Schools of California and Insperity provide you with a convenient and reliable method for reporting incidents of
alleged harassment, including sexual harassment, and discrimination. Any employee who feels harassed or discriminated
against is encouraged to immediately inform the alleged offender that the behavior is unwelcome. In many instances,
the person is unaware their conduct is offensive and this action alone may often resolve the problem. if the informal
discussion with the alleged offender Is unsuccessful in remedying the problem, or if you do not feel comfortable with
such an approach, you should immediately report the conduct to your immediate supervisor, manager or Head of School
and the Insperity Anti-Harassment Hotline number at 844-677-3030. We cannot resolve a harassment or discrimination
problem, unless we know about it. Therefore, it is your responsibility to bring those kinds of problems to our attention
so we can take the necessary steps to correct any problems. The report should include all facts available to you regarding
the alleged harassment, sexual harassment, or discrimination.

When you call the Insperity Anti-Harassment Hotline, please be sure 1o leave your name, Insperity employee
identification number or the last four digits of your social security number, and the name of the client company for
which you work. If you wish to make an anonymous complaint, you may do so. However, the scope of our investigation
may be limited based on the information you provide.

Confidentiality

All reports of alleged harassment, sexual harassment, or discrimination will be treated seriously. Confidentiality will be
maintained to the extent possible. However, to conduct a thorough investigation, certain information may need to be
disclosed to other individuals, including the alleged offender. Consequently, absolute confidentiality cannot be promised
and cannot be guaranteed.

Investigative Procedure

Once a complaint of alleged harassment, sexual harassment, or discrimination Is received, we will begin a prompt and
thorough investigation. The investigation may include interviews with all involved employees, including the alleged
harasser, and any employees who are aware of facts or incidents alleged to have occurred.

Following an investigation, Insight Schools of California and Insperity will promptly take any necessary and appropriate
disciplinary action. Disciplinary action will be taken if the investigation reveals that an employee has acted in a manner
that is notin alignment with the goals of this policy. Insight Schools of California and Insperity may address any
workplace issue discovered during an investigation. This may include some or all of the following steps:
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1. Restore any lost terms, conditions, or benefits of employment to the complaining employee.
2. Discipline the alleged harasser. This discipline may include written disciplinary warnings, transfer,
demotion, suspension and/or termination of employment,

if the alleged harassment, sexual harassment, or discrimination is from a vendor, contractor, customer ar other third
party, insight Schools of California and Insperity will take appropriate action to stop the conduct.

If you have made a complaint but feel that the action taken in response has not remedied the situation, you should make
an additional complaint following the complaint procedure outlined in this policy.

Duties of Emplovees and Supervisors

All employees of the company, both management and non-management, are responsible for ensuring that a workplace
free of harassment, sexual harassment, and discrimination is maintained. Any employee may file a complaint regarding
incidents experienced personally or incidents observed in the workplace. The company strives to maintain a pleasant
work environment where all employees are able to effectively perform their work without interference of any type and
requests the assistance of all employees in this effort.

All managers and supervisors are responsible for doing all they can to prevent and discourage harassment, sexual
harassment, and discrimination from occurring. If 2 complaint of harassment, sexual harassment or discrimination is
raised, the individual to whom the complaint is made (i.e., supervisor, manager, company owner) should act promptly to
notify the Insperity Anti-Harassment hotline number so an investigation may promptly proceed. The company and
Insperity may discipline any managers or supervisors who fail to follow this policy, which discipline may include
termination.

Read the DFEH-185 Brochure:
https://portal.insperity.com/cs/nsp/Document/Forms_Policy/Client_Pol_Ack/the_facts_about_sexual_harassment__ca_
/1428419803417/DFEH-185P-EG_12_2017.pdf. The California Department of Fair Employment and Housing and/or the
U.5. Equal Employment Opportunity Commission may also investigate and process complaints of harassment and
discrimination.

2-4 BACKGROUND CHECKS

insight Schools of California will conduct a background check upon employment. Continued employment is dependent
upon consent to and the results of the background check. No condition or activity will be permitted that may
compromise the School's commitment to the safety and the well-being of students, taking precedence over all other
considerations. Conditions that preclude working at the School include conviction of a controlled substance or sex
offense, or a serious or violent felony. Additionally, should an employee, during their employment with the School, be
charged or convicted of any offense, the employee must immediately report the charge or conviction to the Head of
Schools.

2-5 CERTIFICATED STAFF

in order ta be employed at a public school in the state of California, the credential holder must keep the credential {s)
they hold for their specific assignment current, and ensure that it is renewed, cleared, or extended prior to the
expiration date listed on the credential.

if the credential holder allows their credential, which is specifically required for their assignment, to expire, they will
immediately be placed on an unpaid leave of absence and not be allowed to return to their assignment until the
credential has been renewed, cleared, or extended. Insight Schools of California may approve up to 30 days maximum
for this leave of absence. After 30 days, employment would be terminated if the required credential is not yet current.
Employees would be eligible to re-apply on EdJoin once their credential is current. It is the sole responsibility of the
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credential holder to keep their credentlal current and take all necessary steps to ensure it is renewed, cleared, or
extended prior to the expiration date listed on the credential.

2-6 CHILD ABUSE AND NEGLECT REPORTING

California Penal Code section 11166 requires any child care custodian who has knowledge of, or observes, a child in their
professional capacity or within the scope of employment whom they know or reasonably suspects has been the victim of
child abuse to repert the known or suspected instance of child abuse to a child protective agency immediately, or as
soon as practically possible, by telephone and to prepare and send a written report thereof within thirty-six (36) hours of
receiving the information concerning the incident.

Insight Schools of California will provide annual training on the mandated reporting requirements, using the online
training module provided by the State Department of Social Services, to employees who are mandated reporters.
Mandated reporter training will also be provided for employees hired during the course of the school year. This training
will include information that failure to report an incident of known or reasonably suspected child abuse or neglect, as
required by Penal Code section 11166, is a misdemeanor punishable by up to six {6) months confinement in a county jai,
or by a fine of one-thousand dollars {$1,000), or by both that imprisonment and fine.

All employees required to receive mandated reporter training must provide proof of completing the training within the
first six {6) weeks of each school year or within the first six (6) weeks of that employee’s employment.

2-7 DRUG-FREE AND ALCOHOL-FREE WORIKPLACE

To help ensure a safe, healthy and productive work environment for our employees and others, to protect School
property, and to ensure efficient operations, Insight Schools of California has adopted a policy of maintaining a
workplace free of drugs and afcohol. This policy applies to all employees and other individuals who perform work for the
School.

The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer, purchase, sale or distribution of
controlled substances {including medical marijuana), drug paraphernalia or alcohol by an individual anywhere on School
premises, while on Schoo! business {whether or not on 5chool premises) or while representing the School, is strictly
prohibited. Employees and other individuals who work for the School also are prohibited from reporting to work or
working while they are using or under the influence of alcohol or any controlled substances, which may impact the
employee's ability to perform their job or otherwise pose safety concerns, except when the use is pursuant to a ficensed
medicat practitioner's instructions and the licensed medical practitioner authorized the employee or individual to report
to work. However, this exception does not extend any right to report to work under the influence of medical marijuana
or to use medical marijuana as a defense to a positive drug test, to the extent the employee is subject to any drug testing
reguirement, except as permitted by and in accordance with applicable law,

Violation of this policy will result in disciplinary action, up to and including discharge.

The School maintains a policy of non-discrimination and will endeavor to make reasonable accommodations to assist
individuals recovering from substance and alcohol dependencies, and those who have a medical history which reflects
treatment for substance abuse conditions. However, employees may not request an accommedation to avoid discipline
for a policy violation. We encourage employees to seek assistance before their substance abuse or alcohol misuse
renders them unable to perform the essential functions of their jobs, or jeopardizes the health and safety of any School
employee, including themselves.

As a condition of continued employment, all employees must comply with this policy. An employee who engages in an
activity prohibited by this policy shall be subject to disciplinary action, up to and including immediate termination of
employment. Contact the Employee Assistance Program (EAP) for information about the availability of treatment
programs such as assistance provided by Insperity’s health care plan coverage or drug and alcohol abuse rehabilitation
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and education programs. Employee Assistance Program {EAP) contact information can be found in the insperity portal
under the benefits tab. This policy is not intended to replace or otherwise alter applicable U.5. Department of
Transportation obligations or any other federal, state or local agency drug testing regulations related to a particular
industry.

2-8 EQUAL EMPLOYMENT OPPORTUNITY STATEMENT

Insight Schools of California is an Equal Opportunity Emgloyer that does not discriminate on the basis of actual or
perceived race, color, religious creed, national origin, ancestry, citizenship status, age, sex or gender (including
pregnancy, childbirth and related medical conditions), gender identity or expression (including transgender status),
sexual orientation, marital status, military service and veteran status, physical or mental disability, protected medical
condition-as defined by-applicable state or local law {such as cancer), reproductive-health decisiory making, genetic = -
information, or any other characterlistic protected by applicable federal, state, or local laws and ordinances. Our
management team is dedicated to this policy with respect to recruitment, hiring, placement, promaotion, transfer,
training, compensation, benefits, employee activities, access to facilities and programs, and general treatment during
employment.

The School will endeavor to make a reasonable accommodation of an otherwise qualified applicant or employee related
to an individual's: physical or mental disability; sincerely held religious beliefs and practices; needs as a victim of
domestic violence, sex offenses, or stalking; needs related to pregnancy, childbirth, or related medical conditions; and/or
any other reason required by applicable law, unless doing so would impose an undue hardship upon the School's
business operations. Any applicant or employee who needs an accommodation to perform the essential functions of the
jobr should contact the Head of Human Resources to request such an accommodation. The individual should specify what
accommodation is needed to perform the job and submit supporting documentation explaining the basis for the
requested accommedation, to the extent permitted and in accordance with applicable law. The School will review and
analyze the request, including engaging in an interactive process with the employee or applicant, to identify if such an
accommodation can be made. The School will evaluate requested accommodations, and as appropriate identify other
possible accommodations, if any. The individual will be notified of the School's decision within a reasonable period. The
School treats all medical information submitted as part of the accommodation process in a confidential manner.

Any employees with questions or concerns about equal employment opportunities in the workplace are encouraged to
bring these issues to the attention of the Head of Human Resources. The School will not allow any form of retaliation
against individuals who raise issues of equal employment opportunity. If employees feel they have been subjected to
any such retaliation, they should contact the Head of Human Resources. To enstre our workplace is free of artificial
barriers, violation of this policy including any improper retaliatory conduct will lead to discipline, up to and including
discharge. All employees must cooperate with all investigations conducted pursuant to this policy.

2-9 IMMIGRATION LAW COMPLIANCE

insight Schools of California and Insperity are committed to employing only United States citizens and aliens who are
legally authorized to work in the United States. We do not unfawfully discriminate on the basis of citizenship or national
origin.

in order for us to comply with the Immigration Reform and Control Act of 1986, all new employees, as a condition of
employment, must complete the Employment Eligibility Verification Form 1-9 and provide documentation that

establishes identity and authorization to work.

Your employment may be terminated if at any time you cannot comply with laws requiring you to verify your right to
work in the United States.
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2-10 REASONABLE ACCOMMODATIORNS & INTERACTIVE DIALOGUE

Insight Schools of California is committed to complying with applicable federal, state, and local laws governing
reasonable accommodations of individuals, including, but not limited to, the Americans with Disabilities Act {ADA}. To
that end, we will endeavor to make a reasonable accommaodation to applicanis and employees who have requested an
accommodation or for whom Insight Schools of Catifornia has notice may require such an accommedation, without
regard to any protected classifications, related to an individual's:

« Disability, meaning any physical, medical, mental, or psychological impairment, or a history or record of
such impairment;

s Sincerely held religious beliefs and practices;

s Needs as a victim of domestic violence, sex offenses, or stalking;

» Needs related to pregnancy, childbirth, or refated medical conditions; and/or

* Any other reason required by applicable law, unless the accommodation would impose an undue hardship
on the operation of our business.

Any individual who would like to request an accommodation based on any of the reasons set forth above should contact
Human Resource Department. Accommodation requests can be made in writing using a form which can be obtained
from Human Resource Department. i an individual who has requested an accommodation has not received an initial
response within five (5) business days, the employee should contact Human Resource Department.

After receiving a request for an accommodation or learning indirectly that the employee may require such an
accommeodation, Insight Schools of California will engage in an interactive dialogue with the employee.

Even if employee has not formally requested an accomimodation, Insight Schools of California may initiate an interactive
dialogue under certain circumstances, such as when Insight Schools of California has knowledge that employee's
performance at work has been negatively affected and a reasonable basis to believe that the issue is related to any of
the protected classifications set forth above, in compliance with applicable law. In the event Insight Schools of California
initiates an interactive dialogue with an employee, it should not be construed as Insight Schools of California belief an
individual requires an accommodation but will serve as an invitation for the employee to share with Insight Schools of
California any information the employee desires to share, or to request an accommodation.

The interactive dialogue may take place in person, by telephone, or by electronic means. As part of the interactive
dialogue, Insight Schools of California will communicate openly and in good faith with the employee in a timely manner
in order to determine whether and how Insight Schools of California may be able to provide a reasonable
accommodation. To the extent necessary and appropriate based on the request, Insight Schools of California will
attempt to explore the existence and feasibility of alternative accommodations as well as alternative positions for the
employee. Insight Schools of California is not required to provide the specific accommodation sought by the employee,
provided the alternatives are reasonable and either meet the specific needs of the employee or specifically address the
employee's limitations.

As part of the interactive dialogue, Insight Schools of California reserves the right to request supporting documentation,
to the maximum extent permitted by applicable law.

Insight Schools of California will endeavor to keep confidential all communications regarding requests for reasonable
accommodations and all circumstances surrounding the employee's underlying reason for needing an accommodation.

insight Schools of California will not allow any form of retaliation against employees who have requested an
accommodation, for whom Insight Schools of California has notice may require such an accommodation, or who
otherwise engage in the interactive dialogue process.

Employees with questions regarding this policy should contact Human Resource Department.
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2-11 RESIDENCE

All certificated employees must live in California and reside permanently in California in order to be employed by the
School. Teachers are not permitted to work outside of California unless they are attending a training, meeting, or
conference assigned by their supervisor. If you need to travel out of state, you must submit a Time Off Request to your
supervisor for the dates you will be away from your home office. Failure to properly disclose working outside of
California may result in disciplinary action up to and including termination.

2-12 TUBERCULOSIS TESTING

Al employees must submit written proof from a physician of a risk assessment examination for tuberculosis {(TB) or
negative TB test results within the last 4 years. If TB tisk factors are identified, & physician must conduct an examination
to determine whether the employee is free of infectious TB. The examination for TB consists of an approved TB test,
which, if positive, will be followed by an x-ray of the fungs, or in the absence of skin testing, an x-ray of the lungs. All
employees will be required to undergo TB risk assessments and, if risk factors are found, the examination at least once
every four (4) years. Volunteers may be required to undergo a TB examination as necessary. The TB risk assessment and,
if indicated, the examination is a condition of initial employment with the school and the cost of the exam will be borne
by the applicant.

Documentation of employee and volunteer compliance with TB risk assessments and examinations will be kept on file in
the office. This requirement also includes contract food handlers, substitute teachers, and student teachers serving
under the supervision of an educator. Any entity providing student services to the School will be contractuaily required
to ensure that all contract workers have had TB testing that shows them to be free of active TB prior to conducting work
with school students.

2-13 WORKPLACE VIOLENCE

Insight Schools of California is strongly committed to providing a safe workplace, The purpose of this palicy is to
minimize the risk of personal injury to employees and damage to School and personal property.

insight Schools of California does not expect employees to become experts in psychology or to physically subdue a
threatening or violent individual. Indeed, Insight Schools of California specifically discourages employees from engaging
in any physical confrontation with a violent or potentially violent individual. However, Insight Schools of California does
expect and encourage employees to exercise reasonable judgment in identifying potentially dangerous situations.

Experts in the mental health profession state that prior to engaging in acts of violence, troubled individuals often exhibit
one or more of the following behaviors or signs: over-resentment, anger and hostility; extreme agitation; making
orminous threats such as bad things will happen to a particular person, or a catastrophic event will occur; sudden and
significant decline in work performance; irresponsible, irrational, intimidating, aggressive or otherwise inappropriate
behavior; reacting to questions with an antagonistic or overtly negative attitude; discussing weapons and their use,
and/or brandishing weapons in the workplace; overreacting or reacting harshly to changes in School policies and
procedures; personality conflicts with co-workers; obsession or preoccupation with a co-worker or supervisor; attempts
to sabotage the work or equipment of a co-worker; blaming others for mistakes and circumstances; ar demonstrating a
propensity to behave and react irrationally,

Prohibited Conduct

Threats, threatening language or any other acts of aggression or violence made toward or by any School employee WILL
NOT BE TOLERATED. For purposes of this policy, a threat includes any verbal or physical harassment or abuse, any
attempt at intimidating or instiliing fear in others, menacing gestures, flashing of weapons, stalking or any other hostile,
aggressive, injurious or destructive action undertaken for the purpose of domination ar intimidation. To the extent
permitted by law, employees and visitors are prohibited from carrying weapons onto School premises.

16



Procedures for Reporting a Threat

All potentially dangerous situations, including threats by co-workers, should be reported immediately to any member of
management with whom the employee feels comfortable. Reports of threats may be maintained confidential to the
extent that maintaining confidentiality does not impede the School's ability to investigate and respond to the
complaints. All threats will be promptly investigated. All employees must cooperate with ali investigations. No employee
will be subjected to retaliation, intimidation or disciplinary action as a resuit of reporting a threat in good faith under this

policy.

If the School determines, after an appropriate good faith investigation, that someone has violated this policy, the School
will take swift and appropriate corrective action.

If the employee is the recipient of a threat made by an outside party, that employee should follow the steps detailed in

this section. It is important for the School to be aware of any potential danger in its offices. Indeed, the School wants to
take effective measures to protect everyone from the threat of a violent act by employees or by anyone else.
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Section 3 - HIRING AND ONBOARDING
3-1 RECRUITMENT

We understand that we are only as good as our employees, so we search as widely as possible for talented and
motivated individuals to fill needed positions in our School, Our recruitment methods include referrals from Insight
Schools of California families and teachers and advertising on applicable educational job boards, Although these
methods have served us well in the past, we know that the marketplace is ever changing and finding high quality people
is an evolving process. We encourage our employees to share with us their ideas and suggestions as to what more we
can do to find and acquire talented and motivated individuals.

interviewing potential employees shall seek the best person available for the position. In addition to looking outside the

School for new hires, we also look internally. Insight Schools of California emails job postings to employees as applicable.
If you see a posting for a job that interests you and feel that you meet the qualifications, we encourage you to apply for

the position.

3-2 REFER A NEW HIRE

Our emnployees know our needs and School culture and are often best situated to recommend employees to fill open
positions within insight Schools of California. We have often found that some of our best recruits have resulted from
referrals from our current employees. We encourage you to continue recommending candidates who have the potential
to represent a great fit within the School.

Insight Schools of California is an equal-opportunity employer and hires individuals solely upon the basis of their
qualifications for the job for which they have applied. Every effort is made to hire employees for positions which make
the best use of their abilities and in which they will be able to achieve personal satisfaction. In no event shall the hiring
of an employee be considered as creating a contractual relationship between the employee and the company, and,
unless otherwise provided in writing, employment shall be at will, so that either party may terminate the relationship at
any time with and without notice for any lawful reason.

All referrals must be submitted to Human Resources. Referrals will be kept confidential until the recruiting effort has
been completed.

3-3 NEW HIRE TRAINING

Upon accepting your position, you will receive communication from Insight Schools of California and Insperity regarding
important information with your new hire paperwork, benefits information, and self-paced new employee orientation.
You will need to create your own account in the Insperity on-fine Employee Service Center and complete the new
employee self-paced orientation. You will receive detailed instructions as part of your new hire training,

During this new hire training session, you will receive important information about our policies and procedures. When
your employment begins, you will be contacted by Human Resources, who wilt explain our benefits and payrolf
procedures and assist you in completing your employment paperwork. You will also meet with your supervisor to review
your job goals and performance requirements. During the orientation period, the administration team and your partner
teachers will give you feedback on your performance and will be available to answer guestions you might have,

Employees are eligible for benefits as of their commenecement date.
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Saction 4 - QPERATIONAL POLICIES
4-1 COMPLAINT RESOLUTION PROCEDURE

insight Schools of California is committed to providing a comfortable and productive work environment for employees. It
is important that your concerns are resolved in a timely manner in an atmosphere of open communication and mutual
respect. You are encouraged to follow the process befow for bringing concerns to management for resolution.
Employees will not be penalized for following this procedure.

First, discuss the problem with your supervisor. If you do not believe a discussion with your supervisor is appropriate,
request a meeting with an Insperity human resource specialist, In an effort to resolve the problem, the Insperity human
resource specialist will consider the facts and may conduct an investigation.

Additionally, the Anti-Harassment Policy in this handbock outlines procedures for employees to report complaints of
harassment and discrimination.

4-2 EMPLOYEE CLASSIFICATIONS
For purposes of this handbook, all Insight Schools of California employees fall within one of the classifications below.

Full-Time Employees - Employees who regularly work at least 30 hours per week who were not hired on a short-term
basis.

Part-Time Employees - Employees who regularly work fewer than 30 hours per week who were not hired on a short-
term basis.

Short-Term Employees - Employees who were hired for a specific short-term project, or on a short-term freelance, per
diem or temporary basis.

in addition to the above classifications, employees are categorized as either "exempt” or "non-exempt” for purposes of
federal and state wage and hour laws, Employees classified as exempt do not receive overtime pay; they generally
receive the same weekly salary regardless of hours worked. Such salary may be paid less frequently than weekly. The
employee will be informed of these classifications upon hire and informed of any subsequent changes to the
classifications.

4-3 JOB POSTINGS

tnsight Schools of California is dedicated to assisting employees in managing their careers and reaching their professional
goals through promation and transfer opportunities. This policy outlines the on-fine job posting program which is in
place for afl employees. To be eligible to apply for an open position, employees must meet the following requirements:

»  be a current, regular, full-time or part-time employee;

s have been in current position for at least six {6) months;

s maintain a performance rating of satisfactory or above;

« not be on conduct/performance-related probation or warning;

s meet the job qualifications listed on the job posting; and

¢ provide their current manager with notice prior to applying for the position.

If employees find a position of interest on the job posting website and they meet the eligibility requirements, an on-line
job posting application must be completed in order to be considered for the position. Not all positions are guaranteed to
be posted. The School reserves the right to seek applicants solely from outside sources or to post positions internally and
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externally simultaneously. For more specific information about the program, please contact the Human Resources
Department.

4-4 MANDATORY DEDUCTIONS FROM PAYCHECK

Insight Schools of California is required by law to make certain deductions from your paycheck each time one is
prepared. Among these are federal, state and ocal income taxes, and your contribution to Social Security and Medicare
{FICA).

The amount of the deductions will depend on your earnings and on the information you furnish on your W-4 form. If you
wish to modify your W-4, complete a new W-4 form obtained from Insperity Premier™ at http://portal.insperity.com,

- under Forms and Policies. Check your pay stub to ensure that it reflects the proper amount of withholdings and =
deductions,

Insight Schools of California will also make deductions from your pay for other voluntary deductions you have
authorized, such as your contribution to any group health insurance premiums or retirement plan contributions.

Insight Schools of California may make other mandatory deductions from your paycheck, such as court-ordered
garnishments. If you have a question about these or any deductions, you should speak to your Insperity payrofl
specialist.

The Company will also make deductions from your pay for other voluntary deductions you have autherized, such as your
contribution to any group health insurance premiums or retirement plan contributions.

Participants in the STRS/PERS programs will have deductions taken from their paycheck per state faw.
4-5 OVERTIME

Like most successful companies, Insight Schools of California experiences periods of extremnely high activity. During these
busy periods, additional work is required from all of us. Supervisors are responsible for monitoring business activity and
requesting overtime work if it is necessary. Effort will he made to provide employees with adequate advance notice In
such situations. It is our policy that no overtime can be worked without the advance approval of your supervisor. Failure
to obtain approval in advance of working the overtime is a violation of company policy and you may be subject to
disciplinary action.

Non-exempt employees generally will be paid overtime at the rate of time and one-half {1.5) times their regular hourly
wage for all hours worked in excess of eight (8} hours in one (1) day or 40 hours in one {1} week, or for the first eight {8)
hours on the seventh {7 day in the same workweek.

Non-exempt employees generally will be pald double-time for hours worked in excess of 12 in any workday or in excess
of eight (8} on the seventh (7Y) day of the workweek,

For purposes of calculating overtime for non-exempt employees, the workweek begins at 12 a.m. on Monday and ends
168 hours later at 12 a.m. on the following Monday. Employees may work overtime only with management
authorization.

Employees are not to work “off the clock” and are required to ensure that all time worked is properly recorded. If you
are given directions to perform work “off the clock,” you should promptly notify your supervisor. If your supervisor has
given you directions to work “off the clock” and/or has told you not to properly record all hours worked, notify your
human resource department. You will not be penalized in any way for making such a complaint.
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4-6 PERFORMANCE REVIEW

Depending on the employee's position and classification, Insight Schoals of California endeavors to review performance
annually. However, a positive performance evaluation does not guarantee an increase in salary, a promotion or
continued employment. Compensation increases and the terms and conditions of employment, including job
assighments, transfers, promotions, and demotions, are determined by and at the discretion of management. For
employees subject to an applicable CBA, performance reviews and changes to compensation shall be governed by the
CBA.

In addition to these formal performance evaluations, the Sthool encourages employees and supervisors to discuss job
performance on a frequent and ongoing basis.

Employee performance and conduct are expected to contribute toward the achievement of the School’s goals and
objectives. The purpose of documentation of employee performance and professional conduct is to:

» Improve employee performance through effective communication while honoring the Collective Bargaining
Agreements (CBA)

»  Provide clarity to both the employee and the District on facts surrounding a situation in question

e  Take necessary steps to deal with deficient employee performance and/or conduct

A positive performance review does not guarantee ejther an increase in compensation or continued employment.
Raises, if glven, may be based on a number of factors, such as the company’s performance and profitability, department
or group performance, and individual performance.

4-7 RECORD RETENTION

Insight Schools of California acknowledges its responsibility to preserve information relating to litigation, audits and
investigations. Failure on the part of employees to follow this policy can result in possible civil and criminal sanctions
against the School and its employees and possible disciplinary action against responsible individuals {up to and including
discharge of the employee). Each employee has an obligation to contact the Human Resources Department to inform
them of potential or actual litigation, external audit, investigation or similar proceeding involving the School that may
have an impact on record retention protocols.

4-8 REMOTE WORI(/TELECOMMUTING

Insight Schools of California allows employees to work remotely when their job duties and work performance are
determined to be eligible for remote work.

This policy provides general information regarding remote work/telecommuting. Employees who are approved to work
remotely should consult their individual agreement for specific details of their remote work/telecommuting
arrangement, such as expected work hours, equipment provided, and other important information.

Any remote work/telecommuting arrangement may be discontinued by the School at any time and at the discretion of
the School. Employees also may discontinue the arrangement but may not be guaranteed office space at the School’s
location.

At-Will Employment

This policy and any individual agreement addressing this work arrangement do not create a contract of employment and
are not intended to be considered or construed as a promise of continued employment. Employment is at will and may
be discontinued at any time by the School or employee without notice, cause, or liability.
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Hours of Work

Employees will work full time from home. Scheduled hours of work will be set by the employees’ manager or supervisor.
Employees should maintain regular contact with their supervisors and managers. Employees are expected to be available
and ready to work in a distraction-free location during their normally scheduled working hours.

Remote work is not a substitute for childcare or other dependent care. The employee shall make or maintain childcare
arrangements to permit concentration on work assignments during working hours.

Nonexempt employees must accurately record alf hours worked pursuant to the School’s timekeeping system and take
rest and meal breaks as if in the School's workplace and as required by law. Nonexempt employees may not work
beyond scheduled working hours {including working more than 40 hours in & workweek) without prior, written
authorization from their manager or supervisor.

Location

Employees will provide, at their expense, a secure, dedicated work area. Employees are responsible for maintaining the
work area in a safe, secure, and nonhazardous condition at all times. Employees will maintain security devices and
procedures necessary to prevent use by unauthorized persons, including by preventing the connection of any School-
furnished computer system, network, or database to any computer, network, or database other than a computer,
network, or database to which connections are provided or authorized by the School.

Duties

Employees are expected to follow all existing Schoof policies and procedures. The duties, obligations, responsibifities,
and conditions of employment with the School remain unchanged. Employees must stay engaged with work throughout
the workday and be fully available during normal business hours. If employees do not successfully perform their job
duties remotely, this arrangement will be revoked. Employees are expected to follow existing School policies with
respect to scheduled and unscheduled time off, including the obligation to speak with their manager or supervisar
before the scheduled start time in the event of an unscheduled absence, tardy, or early departure.

Virtual Meetings (other than the classroom)
While distractions are often unavoidable, try to keep them to a minimum,

» No music or television in the background during meetings.

»  Avoid having someone else seen on camera behind you.

*  Keep yourself muted during video or audio conferencing unless you are speaking.

e Turning on video is required.

* Avoid eating a meal during a virtual meeting unless invited to do so by the meeting host.

»  Smoking or vaping is not permitted during a video conference.

* Be on time and avoid multi-tasking. Give your full attention to the meeting as if you were face to face.

Accidents and injuries

Employees agree to maintain safe conditions in the remote workspace and to practice the same safety habits and rules
applied on School premises. If employees incur an injury arising out of the course and scope of the assigned job duties
while working in the remote workspace, the workers’ compensation provisions in place for the state in which the
employees are working will apply. Employees must notify their supervisor or manager immediately and complete all
necessary and/or requested documents regarding the reported injury. The School assumes no responsibility for injuries
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occurring in the remote workspace outside normal working hours or for injuries that occur as a result of a reasonably
recognizable unsafe remote workspace.

Equipment

Employees agree to use electronic equipment that has been encrypted and meets all of the School's security
requirements. if the School provides equipment for home use, employees agree to provide a secure location for School-
owned equipment and will not use, or allow others to use, such equipment for purposes other than School business.
Employees have no expectation of ownership in such equipment, linkages, property, or other items installed or provided
by the School. The School will bear the expense of removal of any such equipment, linkages, and installations provided
by the School upon the termination of the remote work/telecommuting arrangement but not modification of or repairs
to the work location, Employees hereby release the School from any damage or liability incurred in the installing or
removal of the equipment provided by the School.

Return of School Property

All equipment, records, and materials provided by the School will remain School property. Employees agree to return
School equipment, records, and materials upon request. All School equipment witt be returned by employees for
inspection, repair, or replacement as needed or requested or immediately upon termination of the remote
work/telecommuting arrangement. Alt equipment must be returned within five {5} business days of written notice to the
employees.

Expenses

Upon presentment of receipts and in accordance with the Business Expense Reimbursement policy, the School will
reimburse employees for certain preapproved expenses,

Regular household utility charges, such as electricity, water, phone, Internet service, auto, homeowners’ insurance, etc,,
are not reimbursable unless state [aw requires reimbursement.

Confidentiality

Employees agree that they are subject to the School’s policies prohibiting the nonbusiness use or dissemination of the
School's confidential business information. Employees will take all appropriate steps to safeguard the School's
confidential business information, including segregating it from personal papers and documents, not allowing
nonemployees 1o access such information, and keeping such information in focked drawers or file cabinets when not in
use. Employees will maintain confidential information, including, but not limited to, information regarding the School's
products or services, processing, marketing and sales, client lists, client e-mail addresses and mailing addresses, client
data, orders, memoranda, notes, records, technical data, sketches, designs, plans, drawings, trade secrets, research and
development data, experimental work, proposals, new product and/or service developments, project reports, sources of
supply and material, operating and cost data, and corporate financial information.

Contact

If employees have any questions concerning this policy or would like to apply to work remotely, they should contact
their supervisor.

4-9 SAFE HARBOR POLICY FOR EXEMPT EMPLOYEES

It is School policy and practice to accurately compensate employees and to do so in compliance with ail applicable state
and federal laws. To ensure employees are paid properly and no improper deductions are made, employees must review
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their pay stubs promptly to identify and to report all errors. If the employee believes a mistake has occurred or if the
employee has any questions, the employee should use the reporting procedure outlined below.

Exempt salaried employees receive a salary which is intended to compensate for all hours worked for the School. This
salary will be established at the time of hire or when the employee becomes classified as an exempt employee. While it
may be subject to review and modification from time-to-time, such as during salary review times, the salary will be a
predetermined amount that will not be subject to deductions for variations in the quantity or quality of the work
performed.,

Under state law, salary is subject to certain deductions. For example, the employee's salary can be reduced for the
following reasons:

e full-day absences for personal reasons;

s full-day absences for sickness or disability, if the available paid sick leave has been exhausted:

» intermittent absences, including partial-day absences, covered by the federal Family and Medical Leave
Act, if other available paid leave has been exhausted;

* tooffset amounts received as payment for jury and witness fees or military pay;

s during the first or last week of employment in the event the employee works less than a full weel; and

» any work week in which the employee performs no work for the School.

Salary also may be reduced for certain types of deductions, such as the employee portion of health, dental or life
insurance premiums; state, federal or local taxes, social security; or, voluntary contributions to a 401(k) or pension plan.

In any workweek in which the employee performed any work, the employee's salary will not be reduced for any of the
following reasons:

= partial-day absences for personal reasons, sickness or disability;

» absence on a holiday when the facility is closed or hecause the facility is otherwise closed on a scheduled
workday;

»  absences for jury duty, attendance as a witness or military Jeave in any week in which the employee has
performed any work; and

e any other deductions prohibited by state or federal law.

if employees believe they have been subject to any improper deductions, they should immediately report the matter to
their supervisor. If the supervisor is unavailable or if employees believe it would be inappropriate to contact that person
(or if they have not received a prompt and fully acceptable reply), they should immediately contact Human Resources or
any other supervisor in the School with whom the employee feels comfortable. If employees are unsure of whom to
contact if they have not received a satisfactory response within five (5) business days after reporting the incident, they
should immediately contact the Head of Human Resources, Insight School of California 50 Moreland Road Simi Valley,
California 93065, (805) 581-0202.

Every report will be fully investigated and corrective action will be taken where appropriate, up to and including
termination for any employee who violates this policy. In addition, the School will not allow any form of retaliation
against individuals who report alleged violations of this policy or who cooperate in the investigation of such reports.
Retaliation is unacceptable, and any form of retaliation in violation of this policy will result in disciplinary action, up to
and including termination.

4-10 SALARY ADVANCES

Insight Schools of California does not permit advances on paychecks or against accrued paid time off. Advance pay for
vacation must be requested in writing at least two weeks prior to the vacation period.
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4-11 TIMEKEEPING PROCEDURES

Employees must record their actual time worked for payroll and benefit purposes. Non-exempt employees must record
the time work begins and ends, as well as the beginning and ending time of any departure from work for any non-work-
related reason, as prescribed by management. All employees are required to accurately complete and submit their
timesheet reflecting all hours worked, including required meal and rest periods.

Altering, falsifying or tampering with time records is prohibited and subjects the employee to discipline, up to and
including discharge. Any discrepancies between time shown on a time record and actual hours worked, including
overtime, should be resolved with your supervisor before submitting your hours to payroll,

Exempt employees are required to record their daily work attendance and report full days of absence from work for
reasons such as leaves of absence, sick leave or personal business.

Non-exempt employees may not start work until their scheduled starting time.

it is the employee's responsibility to sign ime records to certify the accuracy of all time recorded. Any errors in the time
record should be reported immediately to a supervisor, who will attempt to correct legitimate errors.

You may not work “off the clock” and if you are asked to do so, you should immediately report this to management.
A-12 TRAVEL TIME FOR NON-EXEMPT EMPLOYEES

Qvernight, Out-of-Town Trips

Non-exempt employees will be compensated for time spent traveling {except for meal periods) during their normal
working hours, on days they are scheduled to work and on unscheduled work days (such as weekends}). Non-exempt
employees will also be paid for any time spent performing job duties during otherwise non-compensable travel time.
However, such work should be limited absent advance management authorization.

Qut-of-Town Trips for One Day

Non-exempt employees who travel out of town for a one-day assignment will be paid for all travel time, except for,
among other things: time spent traveling between the employee's home and the local railroad, bus or plane terminal;
and meal periods.

Local Travel
Non-exempt employees will be compensated for time spent traveling from one job site to another job site during a
workday. The trip home, however, is non-compensable when the employee goes directly home from the final job site,

uniess it is much longer than the regular commute home from the regular worksite. In such case, the portion of the trip
home in excess of the regular commute is compensable.

Commuting Time
Under the Portal to Portal Act, travel from home to work and from work to home is generally non-compensable.

However, if a non-exempt employee regularly reports to a worksite near their home but is required to reportto a
worksite farther away than the regular worksite, the additional time spent traveling is compensable.
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If compensable travel time results in more than 40 hours worked by a non-exempt employee, the employee will be
compensated at an overtime rate of one and one-half (1-1/2) times the regular rate. To the extent that applicable state
law provides greater benefits, state law applies.

4-13 VIRTUAL TEACHING PROTOCOL
Virtual Teaching Protecol While on Camera:

1. Teachers are expected to dress professionally and maintain a neat and appropriate appearance while on
camera. This includes adhering to the school's dress code policy.

2. Teachers should establish a dedicated workspace that is free from distractions and conducwe to teachmg

~ The backgraund should be-appropriate and devoid of personal or serisitive materials,

3. Teachers are expected to attend online sessions punctually and be prepared to start the lesson at the
scheduled time.

4. Teachers should keep their camera on throughout the session unless there are exceptional circumstances.
Maintaining a visible presence helps facilitate engagement and connection with students.

5. Teachers will enforce the same classroom management policies online as they would in a physical

classroom. Establish clear expectations for student behavior and address any disruptive or inappropriate

conduct promptly.

Teachers will use appropriate and professional language during virtual sessions.

7. Teachers should not use personal devices, such as cell phones or tablets, for non-instructional purposes
while on camera.

8. Teachers should respect the privacy of students and refrain from sharing any personal or identifizble
information about students during virtual sessions. Student work or contributions should not be shared
without consent.

9. Teachers will actively engage in professional development opportunities refated to virtual teaching and
technology-enhanced instruction. This helps ensure proficiency in using online platforms and tools
effectively.

10. Classrooms with students present are to be supervised at all times. In the event of an emergency, contact
an administrator to join the session or remove students from the session and lock the room; contact an
administrator immediately.

1. To maintain a professional and focused learning environment, teachers should refrain from having other
members of the family or household on camera during instructional sessions, including children, unless
there is an academic reason, such as hosting a guest speaker that has been approved by the administration.

*

itis important for schools and teachers to establish clear virtual teaching policies to ensure professionalism,
engagement, and effective learning experiences for students in the online setting. Remote work is not a substitute for
childcare or other dependent care. The employee shall make or maintain childcare arrangements to permit
concentration on work assignments during working hours.

4-14 WORKING HOURS AND SCHEDULE

Employees will be assigned a work schedule and will be expected to begin and end work according to the schedule. To
accommodate the needs of the business, at some point Insight Schools of California may need to change individual work
schedules on either a short-term or long-term basis.

Normal operating hours for Insight Schools of California classified staff are from 8:00 am to 4:30 pm, Monday through
Friday. Certificated staff normally work 8:30 am - 4:00 pm, Monday through Friday. These hours may vary depending
upon your position and work requirements. if applicable, your supervisor will provide direction for lunch and rest breaks
in order to facilitate the smooth flow of business and to maintain an adequate number of staff. Give your supervisor as
much advance notice as possible for any schedule changes.
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Rest Breaks

Non-exempt employees who work three-and-one-half (3-1/2) or more hours per day are authorized and permitted one
(1) 10-minute rest break for every four (4) hours or major fraction thereof worked. For purposes of this policy, "major
fraction™ means any time greater than two (2} hours. For example, if employees work more than six {6} hours, but no
more than 10 hours in a workday, they are authorized and permitted to take two (2} 10-minute rest breaks: one (1)
during the first half of a shift and a second rest break during the second half of the shift. If employees work more than 10
hours but no more than 14 hours in a day, they are authorized and permitted to take three (3) 10-minute rest breaks,
and so on.

Rest breaks should be taken as close to the middle of each work period of four (4) hours or major fraction thereof as is
practical. Employees do not need to obtain their supervisor's approval or notify their supervisor when taking a rest
break. Employees are encouraged to take their rest breaks; they are not expected to and should not work during their
rest breaks. Non-exempt employees are paid for all rest break periods and do not need to clock out when taking a rest
break.

Rest breaks may not be combined with another rest break or with the meal period. In addition, rest breaks may not be
taken at the beginning or end of the work day to arrive late or leave early. Each rest break must be a separate break,
meeting the requirements described above. If any work is performed during a rest break, or if the rest break is
interrupted for any work-related reason, the employee is entitled to another uninterrupted paid rest break.

insight Schools of California also provides cool-down rest and recovery periods as needed to prevent heat illness for
employees that perform work outdoors as required under applicable state law.

Meal Periods

Employees who work more than five (5) hours in a workday are provided an unpaid, off-duty meal period of at least 30
minutes. Employees are responsible for scheduling their own meal perlods, but they should confirm them with their
supertvisor. Meal periods must begin no later than the end of the fifth hour of work. For example, the employee who
begins working at 8:00 a.m. must begin the meal period no later than 12:59 p.m. When scheduling a meal period,
employees should try to anticipate work flow and deadlines.

Employees who work more than 10 hours in a day are entitled to a second unpaid, off-duty 30-minute meal period.
Employees entitled to a second meal period should schedule their second meal period so it begins no later than before
the end of their tenth hour of work, meaning the meat period should begin after working no more than nine (9) hours,
59 minutes.

During meal periods, employees are relieved of all duty and should not work during this time. When taking a meal
period, employees should completely stop working for at least 30 minutes. Employees are prohibited from working "off
the clock” during their meal period.

Those employees who use a time clock must clock out for their meal periods, These employees are expected to dock
back in and promptly return to work at the end of any meal period. Those employees who record their time manually
must accurately record their meal periods by recording the beginning and end of each work period. Unless otherwise
directed by a supervisor in writing, employees do not need to obtafn a supervisor's approval or notify a supervisor when
taking a meal period. Employees are to immediately notify Human Resources if they believe that they are prevented by
the nature of their work from taking a timely and/or complete meal period.

Meal Period Waiver

if no more than six (6) hours of work will complete the day's work, employees may voluntarily waive the meal period in
writing. Employees should see their supervisor to obtain this waiver form. If the employee works no more than twelve
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{12} hours, the employee can waive the second meal period, but only if the first meal period was received and not
waived in any manner. Any waiver of the second meal period must be in writing and submitted before the second meal
period. Employees should see their supervisor to obtain this waiver form. Employees who work more than 12 hours may
not waive, and should take, their second unpaid, off-duty and uninterrepted 30-minute meal perlod.

No Working During Rest Breaks and Meaf Periods

Employees are completely relieved of all work duties and responsibilities during their rest breaks and meal periods. All
rest breaks and meal periods must be taken outside the work area, such as in a break room. Employees may leave the
premises during rest breaks and meal periods. Employees should not visit or socialize with employees who are working
while they are taking a rest break or meal period. Employees, including those in a sensitive position like security or
information technology; are not expected to remain “on call” or available to respond to mriessages; monitor radios,
telephones, email or other devices during meal periods and rest breaks.

Employees are required to immediately notify Human Resources if they believe they are heing pressured or coerced by
any manager, supervisor or other employee to not take any portion of a provided rest break or meal period.

For employees subject to an applicable CBA, work schedules shalt be governed by the CBA.
4-15 YOUR EMPLOYMENT RECORDS

in order to obtain their position, employees have provided personal information, such as address and telephone
number. This information is contained in their personnel file,

Employees should keep their personnel file up to date by informing the Head of Human Resources of any changes.
Employees also should inform the Head of Human Resources of any specialized training or skills they acquire, as well as
any changes to any required visas. Unreported changes of address, marital status, etc. can affect withholding tax and
benefit coverage. Further, an "out of date” emergency contact or an inability to reach employees in a crisis could cause a
severe health or safety risk or other significant problem.

To ensure that your personnel file is up-to-date at all times, notify your supervisor or your payrolf spedcialist of any
changes in your name, telephone number, home address, withholding instructions, number of dependents, beneficiary
designations, or the individuals to notify in case of an emergency. Additionally, complete and forward an Employee
Change of Personal Information form to your Insperity payroll specialist or you may update your file through the
Insperity Premier’™ at http://portal.insperity.com. Assistance may also be provided through the Insperity Contact Center
at 866-715-3552, 7:00 a.m. to 7:00 p.m. CT Monday-Friday.

4-16 YOUR PAYCHECK

Employees will be paid semi-monthly on the 10th and 25th of the month for all the time worked during the past pay
period. For overtime calculations and salary administration, the fixed 7-day "workweek" is the period beginning at 12:01
a.m., Monday and ending at midnight, Sunday. Insight School of California does not grant employees pay advances. For
paydays falling on a weekend or holiday, you will be paid the prior business day.

Payroll stubs itemize deductions made from gross earnings. By law, Insight Schools of California is required to make
deductions for Soctal Security, federal income tax and any other appropriate taxes. These required deductions also may
include any court-ordered garnishments. Payroll stubs also will differentiate between regular pay received and overtime
pay received.

if there is an error in any employee's pay, the employee should bring the matter to the attention of Employee's
Supervisor or Human Resource immediately so the School can resolve the matter quickly and amicably.
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Paychecks will be given only to the employee, unless the employee requests that they be mailed or authorizes in writing
that another person may accept the check. The person designated to pick up your check will be asked to produce
satisfactory identification; otherwise, your check wili not be released.

Participants in the STRS/PERS programs will have deductions taken from their paycheck per state law.

The amount of the deductions will depend on your earnings and on the information you furnish on your W-4 form

regarding the number of exemptions you claim, If you wish to modify your W--4 deductions, log into your Insperity
PremierTM account at http://portal.insperity.com, and edit your W-4 details. Check your pay stub to ensure that it
reflects the proper number of withholdings and deductions.

If your employment ends, you will be paid your final wages in accordance with applicable state law. If you resign with at
least 72 hours’ notice, you will be paid on the date of separation for afl wages and any accrued unused vacation at the
date of separation. If you resign with less than 72 hours’ natice, you will be paid for all wages and accrued unused
vacation no later than 72 hours after notice is given. If your employment Is terminated, you will be paid on the date of
termination for all wages and any accrued unused vacation on the date of termination.
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Section 5 - BENEFITS
5-1 BENEFITS OVERVIEW

In addition to good working conditions and competitive pay, it is Insight Schools of California policy to provide a
combination of supplemental benefits to all eligible employees. in keeping with this goal, each benefit program has been
carefully devised. These benefits include time-off benefits, such as vacations and holidays, and insurance and other plan
benefits. We are constantly studying and evaluating our benefits programs and policies to better meet present and
future requirements. These policies have been developed over the years and continue to be refined to keep up with
changing times and needs,

The next few pages contain a brief outling of the benefits programs Insight Schools of California provides employees and
their families. Of course, the information presented here is intended to serve only as guidelines. Eligible employees will
receive pertinent materials upon beginning employment with the Schoot.

‘The descriptions of the insurance and other plan benefits merely highlight certain aspects of the applicable plans for
general information only. The details of those plans are spelled out in the official plan documents, which are available for
review upon request from the Insperity Contact Center at 1-866-715-3552, 7:00 a.m. — 7:00 p.m, CT, Monday through
Friday. Additionally, the provisions of the plans, including eligibility and benefits provisions, are summarized in the
summary plan descriptions {"SPDs") for the plans {which may be revised from time to time). In the determination of
benefits and all other matters under each plan, the terms of the official plan documents shall govern over the language
of any descriptions of the plans, including the SPDs and this handbook.

Further, Insight Schools of California (incuding the officers and administrators who are responsible for administering the
plans} retains full discretionary authority to interpret the terms of the plans, as well as fuli discretionary authority with
regard to administrative matters arising in connection with the plans and all issues concerning benefit terms, eligibifity
and entitiement.

While the School intends to maintain these employee benefits, it reserves the absolute right to modify, amend or
terminate these benefits at any time and for any reason.

If employees have any questions regarding benefits, they should contact the Insperity Contact Center at 1-866-715-3552,
7:00 a.m. ~ 7:00 p.m. CT, Monday through Friday.

Coverage under the Insperity Group Health Plan ends at midnight on the date of termination.
For employees subject to an applicable CBA, benefits offerings shall be governed by the CBA.
5-2 BEREAVEMENT LEAVE

Employees who have been employed for at least 30 days may take bereavement leave of up to five (5) days upon the
death of a family member. For the purposes of this policy, a family member includes a spouse or a child, parent, sibling,
grandparent, grandchild, domestic partner, or parent-in-law.

Bereavement leave need not be consecutive for non-unit members but must be completed within three (3) months of
the family member's death,

»  Up tofive {5) paid days off work for the death of a spouse, domestic partner, civil union relationship, child,
parent, sibling or comparable step-relation.

s Up tothree (3} paid and two (2} unpaid days off work for the death of a grandparent, father-in-law,
mother-in-law, son-in-law or daughter-in-law.
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e One {1) paid day off work for the death of a relative who is not a member of your immediate family.

Bereavement leave will be paid at the employee's base rate of pay at the time of absence for the number of hours the
employee otherwise would have worked that day. Bereavement leave is not counted as hours worked for purposes of
calculating overtime, When requesting time off for Bereavement Leave, please enter the relationship of the deceased
into the comments section.

Bereavement Leave for Unit Members per the CBA:

10.5.1 Up to five (5) consecutive days in the event of death of a spouse, domestic partner, child, parent, sibling, or
comparable step-relation, grandchild, grandparent, mother or father-in-law, or son or daughter-in-law.

Employees, if requested by the School, within 30 days of the first day’s leave must provide documentation of the death
of the family member. Documentation includes, but is not limited to, a death certificate, a published obituary, or written
verification of death, burial, or memorial services from a mortuary, funeral home, burial society, crematorium, religious
institution, or governmental agency.

The Schoo! will maintain the confidentiality of any employee requesting leave under this policy including documentation
provided to the School related to a request for leave. Employees wishing to utilize bereavement leave should contact
Human Resource Department. Employees will not be subject to adverse action for exercising rights or attempting to
exercise rights under this policy, opposing practices that they believe to be in violation of this policy, or supporting the
exercise of rights of another under this policy.

5-3 CONTINUATION OF BENEFITS

All active, full-time employees covered by the Insperity Group Health Plan or the Insperity Health Care Flexible Spending
Account {FSA) Plan may centinue plan coverage for up to 12 weeks during an approved leave of absence, or for any
longer peried, as required by law.

While on leave, you must continue to pay any required contribution for health coverage, as well as make payments for
any other applicable benefits which would otherwise be automatically deducted from your wages {e.g., supplemental life
insurance, credit union loans, and 401(K) loans). Your failure to pay any required employee contributions does not
relieve you of your obligation to pay such contributions. Contact the Insperity Contact Center at 866-715—3552%.@ for
details regarding employee contributions. For questions regarding 401(K) loan payments, contact Insperity Retirement

5Ty
Services at 888-401-5273%>,

If you do not return to work upon expiration of the applicable 12-week period {or such longer period as required by law),
coverage will terminate and you will have the opportunity to continue coverage for a limited period of time under
COBRA in accordance with applicable faw.

5-4 EMIPLOYEE ASSISTANCE PROGRAM

We care about our employees’ health and well-being and recognize that employees may be faced with personal
challenges. The Employee Assistance Program (EAP) provides confidential support, counseling, as well as customized
resources and referrals to help employees and their immediate famities with work-life services, health information lines,
and legal and finandial services referrals. All contact between an employee and the EAP s confidential and designed to

safeguard the participant’s privacy rights. The EAP's telephone number is 1-866-402-0003.

The company reserves the right to amend, suspend, or terminate any of the benefits plans it sponsors at any time.
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5-5 HOLIDAYS

Full-time employees will be paid for the following holidays:

New Year's Day
Martin Luther King ir. Day
President’s Day
Mermorial Day
luneteenth
“independence Day
Labor Day
Thanksgiving Day
Day after Thanksgiving
Christrnas Eve
Christmas Day

January 1st

Third Monday in January
Third Menday in February
lLast Monday in May

june 19th

July iR

First Monday in September
Fourth Thursday in Movember
Fourth Friday in November
December 24th

December 25th

Fuil-time employees are eligible for paid holidays during each calendar year. A paid holiday does not count as a day
worked in calculating overtime for the week. When holidays fall or are celebrated on a regular work day, eligible

employees will receive one (1) day's pay at their regular straight-time rate. Eligible employees who are called in to work
on a holiday will receive one {1) day's pay at their regular straight-time rate and an additional payment of straight-time
for the actual time they work that day.

If a paid holiday falls on a Saturday, the preceding Friday will normally be observed as the holiday. If a paid holiday falls
on a Sunday, the following Monday will normally be observed as the holiday. To receive holiday pay, a nonexempt
employee must work the regularly scheduled workday before and after the holiday, unless the onsite manager approves
an exception in writing. A paid holiday does not count as a day worked in calculating overtime for the week.

in addition, the education team will observe a winter and spring break each academic year. These breaks will be
announced at the start of the school year. The school office remains open during these breaks.

5-6 INSPERITY ONLINE SERVICES

Visit Insperity online to access training, secure personal information and work tools. Go to http://portal.insperity.com
and click CREATE ACCOUNT. Follow the steps below to log in and begin using Insperity Premier™:

Step 1: Enter your last name and date of birth
Step 2: Enter one of the following to identify yourself:
= Your Social Security Number
= Your individual Taxpayer tdentification
*  Your insperity ID (this can be found on your paystub)

Step 3: Enter a username and password of your choice. Then follow the remaining prompts to create the account,

Your personal information is accessible only to you through multiple layers of security and industry-standard data
encryption. Since payroll information and other sensitive data are accessible through your account, it is important you
do not share your username and password with others,
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Contact Insperity’s Contact Center toll-free at 866-715-3552, Monday through Friday from 7:00 a.m. to 7:00 p.m. CT for
questions about insperity Premier™ and your Insperity benefits,

Employment Verifications

Requests for employment verifications, for current or former employees, should be directed to Insperity’s Contact
Center at 866-715-3552, option 5. Insperity will only release your last title and dates of employment, unless you have
authorized in writing certain additional information to be provided.

5-7 INSURANCE PROGRAMS

Full-time employees may participate in Insight Schools of California insurance programs. Under these plans, eligible
employees will receive comprehensive health and other insurance coverage for themselves and their families, as well as
other benefits.

Upon becoming eligible to participate in these plans, employees will receive summary plan descriptions (SPDs)
describing the benefits in greater detail. Please refer to the SPDs for detailed plan information. Of course, feel free to
contact the Insperity Contact Center at 1-866-715-3552, 7:00 a.m. -~ 7:00 p.m. CT, Monday through Friday with any
further guestions.

5-8 JURY DUTY

Insight Schools of California realizes that it is the obligation of alf U.S. citizens to serve on a jury when summoned to do
s0. All employees will be allowed time off to perform such civic service as required by law. Employees are expected,
however, to provide proper notice of a request to perform jury duty and verification of their service to their supervisor.

Employees also are expacted to keep management informed of the expected length of jury duty service and to report to
work for the major portion of the day if excused by the court. if the required absence presents a serious conflict for
management, employees may be asked to try to postpone jury duty.

Employees on jury duty leave will be paid up to 5 days for their jury duty service in accordance with state law; however,
exempt employees will be paid their full salary for any week in which time is missed due to jury duty if work is performed
for the School during such week.

5-9 LACTATION BREAKS

Insight Schools of California supports the legal right and necessity of employees who choose to express milk in the
workplace. This policy establishes guidelines for promoting a breastfeeding-friendly work environment and supporting
lactating employees for as long as they desire to express breast milk.

The Schoot will provide a reasonable amount of break time for employees who wish to express breast milk for their
infant child each time the empioyee has a need to express milk, in accordance with applicable focal, state, and federal
law. If possible, the break time must run concurrently with rest and meal periods already provided. Employees should
clock out for time taken for 30 minutes or more that does not run concurrently with normally scheduled break periods.

The School will provide breastfeeding employees with space, in close proximity to their work area, that is shielded from
view and free from intrusion from co-workers and the public. The room or location may include the place where the
employee normally works i it otherwise meets the requirements of the lactation space. Restrooms are prohibited from
being used for factation purposes.
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Employees who need a lactation accommeodation should submit a request for possible accommodation to the
Employee's Supervisor. Upon receiving an accommodation request, the School will respond to the employee within five
(5) business days. The School and the employee shall engage in an interactive process to determine the appropriate
accommodations.

California law expressly prohibits discrimination or retaliation against lactating employees for exercising their rights
granted by the ordinance. This includes those who request time to express breast milk at work and/or who lodge a
complaint related to the right to lactation accommodations.

Employees have the right to file a complaint with the Labor Commissioner for any violation of the rights underlying this
policy. Insight Schools of California and Insperity will not permlt or condone any acts of retaiaataon agamst anyone who
requests-a lactation in the workplace accommodation: ' '

You should notify your immediate supervisor if you are requesting time to express breast milk under this policy.
Employees can consult their Human Resource Department with questions regarding this policy.

5-10 LONG-TERM DISABILITY BENEFITS

Full-time employees are eligible to participate in the Long-Term Disability plan, subject to all terms and conditions of the
agreement between Insight Schools of California and the insurance carrier.

This is solely a monetary benefit and not a leave of absence. Employees who will be out of work must also request a
formal leave of absence. See the Leave of Absence sections of this handbook for more information.

5-11 PAID SICK
Eligibility

Pursuant to the Healthy Workplaces, Healthy Families Act, the School provides paid sick leave to employees who, on or
after July 1, 2015, work for Insight Schools of California in California for 30 or more days within a year. For employees
who work in California who are eligible for sick time under the general Paid Sick Time policy and/or any other applicable
sick time/leave law or ordinance, this policy applies solely to the extent it provides greater benefits/rights on any specific
issue or issues than the general Paid Sick Time policy and/or any other applicable sick time/leave law or ordinance.

Employees begin to accrue sick time upon hire and are eligible to use the time immediately at fime of employment. Sick
time accrues at the rate of .0385 per hour worked, and unused sick time will carry over into the following year. There is
no limit to the amount of time that may be accrued; however, you may use only up to 48 hours in a year for locations
except San Francisco Employees who work in the City of San Francisco may use sick time provided it has been accrued
and does not result in a negative balance.

Employees classified as exempt may take sick time in 2-hour increments. Nonexempt employees should record their
absences in exact time increments to the quarter hour, (e.g., 1.5 hours, 6 hours, 2.75 hours).

Suspected abuse of sick leave may lead to disciplinary action. Indications of possible abuse include, but are not limited
to, repeated usage of sick leave to extend regularly scheduled days off, including weekends, holidays (before or after a
holiday), excessive absenteeism on Mondays and Fridays, and usage of sick leave on days previously requested and
denied as vacation. If you are absent for more than three consecutive workdays due to personal illness, you may be
required to provide a statement from your healthcare provider, Please familiarize yourself with the Absenteeism and
Tardiness Policy for the proper procedures to follow when an absence has or will occur.

Usage
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Paid sick leave may be used for the foliowing reasons:

e Fordiagnosis, care, or treatment of an existing health condition of or preventive care for, the employee or
the employee's family member; or
= For the employee who is a victim of domestic violence, sexual assault, or stalking:

1. to obtain or attempt to obtain a temporary restraining order, restraining order, or other injunctive
relief;

2. tohelp ensure the health, safety, or welfare of the victim or the victim's child;

3, to seek medical attention for injuries caused by domestic violence, sexual assault, or stalking;

4, to obtain services from a domestic violence shelter, program, or rape crisis center as a result of
domestic violence, sexual assault, or stalking;

5. to obtain psychological counseling related to an experience of domestic violence, sexual assault, or
stalking; or

6. to participate in safety planning and take other actions to increase safety from future domestic
violence, sexual assault, or stalking, including temporary or permanent relocation.

For purposes of this policy, family member means a child (including biological, adopted, or foster child, stepchild, legal
ward, or a chitd to whom the employee stands in loco parentis, alt regardless of age or dependency status); spouse;
registered domestic partner; parent {including biological, adoptive, or foster parent, stepparent, or legal guardian of the
employee or the employee's spouse or registered domestic partner or a person who stood in loco parentis when the
employee was a minor child}; grandparent; grandchild; a sibling; or a designated person. Employees are limited to
selecting one (1) designated person per 12-month period for paid sick days.

Unless the employee advises the Employee's Supervisor otherwise, the Schoot will assume employees want to use
available paid sick leave for absences for reasons set forth above and employees will be paid for such absences to the
extent they have paid sick leave available.

Employees will be notified of their available paid sick leave on each itemized wage statement.

Notice and Documentation

Notice to the Employee's Supervisor may be given orally or In writing. If the need for paid sick leave is foreseeable, the
employee must provide reasonable advance notification. If the need for paid sick ieave is unforeseeable, the employee
must provide notice of the need for the leave as soon as practicable.

Payment

Eligible employees will receive payment for paid sick leave at the same wage as the employee normally earns during

regular work hours, unless otherwise required by applicable law, by the next regular payroll period after the [eave was
taken. Use of paid sick leave is not considered hours worked for purposes of calculating overtime.

Carryover and Payout
Accrued but unused paid sick leave under this policy will not be paid at separation. Unused sick hours will be reinstated if
re-employed by School within one year of separation. While sick time is paid through Insperity, sick time is solely a

School policy.

Enforcement & Retaliation
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Retaliation or discrimination against the employee who requests paid sick days or uses paid sick days or hoth is
prohibited and employees may file a complaint with the Labor Commissioner against an employer who retaliates or
discriminates against any employee.

If employees have any questions regarding this policy, they should contact Human Resources Department,
5-12 PAID FAMLLY LEAVE BENEFITS

Employees may be eligible to receive benefits through the California Paid Family Leave (PFL) program, which is
administered by the Employment Development Department (EDD), when they take leave to:

= care for a child, spouse, parent, grandparent, grandchild, sibling, parent-in-law or registered domestic
partner, with a serious health condition;

s  bond with a minor child within the first year of the child’s birth or placement in connection with foster care
or adoption; or

=  participate in a qualifying exigency related to the covered active duty or call to covered active duty of the
employee’s spouse, domestic partner, child or parent in the Armed Forces of the United States.

These benefits are financed solely through employee contributions to the PFL program, That program is solely
responsible for determining if the employee is eligible for such benefits.

If employees need to take time off work for any of the reasons set forth above, they must advise Insight Schools of
California, and they wilt be given information about the EDD's PFL program and how to apply for benefits. Employees
also may contact their focal EDD Office for further information. Employees should maintain regular contact with the
School during the time off work so the School may monitor the employee’s return-to-work status. In addition, the
employee should contact the School when ready to return to work so the School may determine what positions, if any,
are open,

When the employee applies for PFL benefits, the Human Resources Department will determine if the employee has any
accrued but unused vacation and personal days available. if the employee has accrued but unused time available, then

the employee will be required to use up to two (2) weeks of such time before becoming eligible for PFL benefits.

Employees taking time off work for any of the reasons set forth above are not guaranteed job reinstatement unless they
qualify for such reinstatement under federal or state family and medical leave laws.

Any time off for Paid Family Leave purposes will run concurrently with other leaves of absence, such as Family and
Medical Leave/California Family Rights Act Leave, if applicable. Please see the "Family and Medical Leave/Cahforma
Family Rights Act" policies in this handbook for eligibility requirements, if applicable.

5-13 RETIREMENT PLAN

As part of our commitment to our employees and thelr well-being, all full-time eligible employees participate in the State
Teachers Retirement System {STRS} or the Public Employees Retirement System (PERS), whichever applies. Employees
will receive pertinent materials upon beginning employment with the School.

5-14 STATUTORY SHORT-TERM DISABILITY BENEFITS
Insight Schools of California also provides statutory short-term disabifity insurance.

This is solely a monetary benefit and not a leave of absence. Employees who will be out of work must also request a
formal leave of absence. See the Leave of Absence sections of this handbook for more information.
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5-15 WORKERS' COMPENSATION INSURANCE

On-the-job injuries are covered by Insight Schools of California Workers’ Compensation Insurance Policy, which is
provided at no cost to employees. If injured on the job, no matter how slightly, employees should report the incident
immediately to their supervisor. Failure to follow School procedures may affect one's ability to receive Workers'
Compensation benefits,

Any leave of absence due to a workpface injury runs concurrently with alt other School leaves of absence. Reinstatement
from leave is guaranteed only if required by law. Employees who need to miss work due to a workplace injury must also
request a formal leave of absence. See the Leave of Absence sectfons of this handbook for more information.

Questions regarding workers’ compensation insurance coverage should be directed to your supervisor or the Insperity
Workers' Compensation Department at 800-242-8893, ext. 4244,

5-16 VACATION FOR FULL-TIME CLASSIFIED EMIPLOYEES
Insight Schools of California appreciates how hard employees work and recognizes the importance of providing time for
rest and relaxation. Insight Schools of California fully encourages employees to get this rest by taking vacation time. Full-

time employees accrue paid vacation time as follows:

You will begin to accrue vacation as of your hire date and are eligible to use accrued time upon the 90th day of
employment. This policy is intended to comply with California’s Healthy Workplaces, Health Families Act of 2014.

in an academic year (August 1 - July 31), employees will be granted vacation according to the following schedule:

Length of Senvoe Accruat frate for cath Maximum Anncal saximum Anaoad
day worked Aceruat Cap
Date of Hire - 5 days por pay 1Z days 20 days
periad

*Exempt employees will accrue based on a 40-hour workweek

In the event that available vacation is not used by the end of the caiendar year you may carry unused time forward to
the next academic year. However, there is a maximum accrual {“cap”). if the total amount of unused vacation reaches
this "cap," further vacation accrual will stop. When you use vacation and bring the accrual balance below the “cap,”
vacation accrual will begin again.

The maximum vacation entitlement for part-time employees is pro-rated based on hours worked.

Vacations should be taken during the year acerued, unless otherwise required by law. Every effort will be made to grant
employees' vacation preference, consistent with operating schedules. However, if too many people request the same
period of time off, the School reserves the right to choose who may take vacation during that period. Employees with
the longest tength of service generally will be given preference. However, a more junior employee who already has an
approved for a vacation date will not be bumped by a more senior employee.

Employees classified as exempt may take vacation in 4-hour increments. Nonexempt employees should record their
absences in exact time increments to the quarter hour, (e.g., 1.5 hours, & hours, and 2.75 hours). Pay for vacation days
will be paid on the regular pay cycie. Vacation is not considered hours worked when calculating overtime hours.

If 3 planned vacation has to be canceled due to the needs of Insight Schools of California and you are unable to
reschedule the vacation within the year, Insight Schools of California reserves the option of paying you in lieu of taking
the canceled vacation or to allow rescheduling of that vacation. While vacation is paid through Insperity, vacation is
solely an Insight Schools of California policy.
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Accrued, unused vacation is paid out upon separation, computed at the hourly or salary rate of pay in effect upon
separation. If you separate employment and you have taken a vacation prior to actuaf accrual, you agree to repay the
company any such amounts.

Employees are required to use all accrued but unused vacation up to a maximum of 2 weeks of accrued vacation prior to
collecting benefits under the California Family Temporary Disability Insurance Act. Employees will not earn vacation
hours while on any type of leave.

5-17 VOTING LEAVE

in the event employees do not have sufficient time outside of working hours to vote in a statewide election, employees
may take off sufficient working tirme to vote: This titrie should be taker st tHe beginning or &nd of the regilar work
schedule, whichever ailows the most free time for voting and the least time off from work. Employees will be allowed a
maximum of two (2} hours of voting leave on Election Day without loss of pay. Where possible, supervisors should be
notified of the need for leave at Jeast three {3} working days prior to the Election Day,
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Section 6 - LEAVES OF ABSENCE
6-1 BONE MARROW DONATION LEAVE

The employee who has been employed for at feast 90 days may request a leave of absence for up to five {5} business
days in any one-year period to undergo a medical procedure to donate bone marrow. Employees must provide a
certification from their physician regarding the purpose and length of each leave requested. The employee must use any
accrued vacation time, sick leave or paid time off for this leave, but the use of vacation accrual, sick leave or paid time
off does not extend the term of this leave. If accrued vacation, sick leave or paid time off is not available, the time off for
such procedure shall be paid, but the paid time oif shall not exceed five (5) days. Bone marrow donation leave will not
be designated as FMLA or CFRA leave time. Employees will receive health benefits for the duration of their Bone Marrow
Donation Leave and upon returning from such [eave will have a right to return to the same or equivalent positions they
held before such leave.

6-2 CIVIL AIR PATROL LEAVE

Insight Schools of California provides up to 10 days per calendar year of unpaid leave time to eligible employees to serve
as a member of the Civil Air Patrol on the request of the state or its political subdivisions. To be eligible, you must have
completed 90 days of employment. You may choose to take accrued paid time off for the leave. You must give as much
advance notice as possible and provide certification from the Civil Air Patrol authority in advance, unless you are called
for emergency service.

6-3 EMERGENCY RESPONDER LEAVE

Employees who are volunteer firefighters, reserve peace officers or emergency rescue personnel are permitted unpaid
time off, not to exceed 14 days per calendar year, for the purpose of engaging in fire, law enforcement or emergency
rescue training.

Employees who become a member of a volunteer provider must notify Insight Schools of California in writing within 30
days that they are a volunteer firefighter, emergency medical technician, first responder or ambulance driver.
Additionally, if the employee's status changes, including termination of that status, the employee must notify the
Company of the change in status.

Employees who are going to be late or absent from work due to an emergency that involves their service as a volunteer
firefighter, emergency medical technician, first responder or ambulance driver, must make every effort to notify the
Company that they may be late or absent from work due to the emergency. If prior notification is not possible, the
employee must provide a written statement from the chief of the volunteer fire department or person in charge of the
ambulance service explaining why prior notification was not possible. Following being late or absent from work due to
responding to an emergency, employees must provide a written statement from the chief of the volunteer fire
department or person in charge of the ambulance service certifying that they were responding to an emergency and
indicating the date and time of the response to the emergency.

6-4 FAMILY AND MEDICAL LEAVE

Employees may be entitled to a [eave of absence under the Family and Medical Leave Act (FMLA) and/or the California
Family Rights Act {CFRA). Additionally, employees who are CFRA-eligible have certain rights to take both a pregnancy
disability leave (PDL) and CFRA leave for the birth of a child.

This policy provides employees with information concerning FMLA/CFRA entitlements and obligations they may have
during such leaves and afso explains differences between FMLA, CFRA, and PDL. Where more than one (1) of the laws
applies, leave taken may be counted under more than one law at the same time to the extent permitied by the
applicable faw(s). For example, where [eave for a pregnancy disability is also FMLA-qualifying, the leave will count
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against both FMLA and PDL entitlements. However, PDL is separate from and does not count against employees’ CFRA
leave entitlement. (Please consult the Pregnancy Disability Leave policy for more information on PBL.) This policy will be
interpreted to comply with the law(s) that apply to a particular leave.

If employees have any questions concerning FMLA/CFRA leave, they should contact Human Resources.
. Eligibility

The FMLA and CFRA provide eligible employees with a right to leave, health insurance benefits, and, with some limited
exceptions, job restoration. To be an "eligible employee,” the employee must: 1) have been employed by the School for
at least 12 months {which need not be consecutive} and 2) have worked for at Ieast 1 250 hours durmg the 12*month
period immediately preceding the commencement of the leave,

*Special hours of service eligibility requirements apply to airline flight crew employees.
ll. Entitlements for FMILA/CFRA Leave
A. Basic FMLA/CFRA Leave Entitlement

The FMLA/CFRA provides eligible employees up to 12 workweeks of unpaid leave for certain family and medical reasons
during a 12-month period. The 12-month period is determined by a rolling 12-month period measured backward from
the date the employee uses their FMLA leave. In some instances, leave may be counted under the FMLA but not CFRA or
CFRA but not the FMLA. Leave may be taken for any one (1), or for a combination, of the following reasons:

1. Disability due to pregnancy, childbirth, or related medical condition (counts only toward FMLA leave and PDL leave
entitlements);

2. Bonding and/or caring for a newborn child (counts toward FMLA and CFRA leave entitlements);

3. For placement with the employee of a child for adoption or foster care and to care for the newly placed child {counts
toward FMLA and CFRA leave entitlements);

4. To care for the employee's spouse, child, or parent with a serious health condition {counts toward FMLA and CFRA
leave entitlements);

5. To care for the employee’s registered domestic partner, parent-in-law, grandparent, grandchild, sibling, or designated
person with a serious health condition (counts towards CFRA entitlements only, except when grandparent, grandchild, or
sibling meets FMLA definition of parent or chiid);

6. For the employee's own serious health condition (excluding pregnancy), that makes the employee unable to perform
(1) one or more of the essential functions of their job {counts toward FMLA and CFRA leave entitlements); and/or

7. Because of any qualifying exigency arising out of the fact that the employee's spouse, registered domestic partner,
son, daughter, or parent is a military member on covered active duty status {or has been notified of an impending call or
order to covered active duty status} in the Reserve component of the Armed Forces for deployment to a foreign country
in support of a contingency operation or Regular Armed Forces for deployment to a foreign country (counts toward
FMLA/CFRA leave entitlements, except that leave taken for a registered domestic partner counts towards CFRA leave
entitlement only).

Leave to care for child after birth or placement for adoption or foster care must be taken within one {1} year of the
child's birth or placement.
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Under the FMLA, a serious health condition is an illness, injury, impairment, or physical or mental condition that involves
a period of incapacity or treatment connected with inpatient care (e.g., an overnight stay) in a medical care facility,
hospice, or residential health care facility; or continuing treatment by a health care provider for a condition that either
prevents the employee from performing the functions of their job or prevents the gualified family member from
participating in school or other daily activities.

Under the CFRA, a serious health condition is an illness, injury, impairment, or physical or mental condition that involves
either inpatient care in a hospital, hospice, or residential health care facility, any subsequent treatment in connection
with such inpatient care or any period of incapacity, or continuing treatment by a health care provider. The CFRA defines
"Inpatient care” broadly and includes a stay in a hospital, hospice, or residential heatth care facility, any subsequent
treatrent in connection with inpatient care, or any period of incapacity. A person will be considered an "inpatient”
when they are formaliy admitted to a health care facility with the expectation that they will remain at least overnight
and occupy a bed, even if the person is ultimately discharged or transferred to another facility and does not actually
remain overnight. The CFRA defines "incapacity” as the inability to work, attend school, or perform other regufar daily
activities due to a serious health condition, its treatment or the recovery that it requires.

Under the CFRA, a "designated person” means any individual related by blood or whose relationship with the employee
is the equivalent of a family relationship. The designated person may be identified by the employee at the time the
employee requests the eave. Insight Schools of California may limit an employee to one designated person every 12-
month period for family care and medical leave.

Under the FMLA and CFRA, subject to certain conditions, the cortinuing treatment requirement may be met by a pericd
of incapacity of more than three {3} consecutive calendar days combined with at least tweo (2} visits to a health care
provider or one (1) visit and a regimen of continuing treatment or incapacity due to pregnancy (FMLA only) or incapacity
due to a chronic condition. Other conditions may meet the definition of continuing treatment.

Qualifying exigencies may include attending certain military events, arranging for alternative childcare, addressing
certain financial and legal arrangements, attending certain counseling sessions, caring for the parents of the military
member on covered active duty, and attending post-deployment reintegration briefings.

A leave of absence in connection with a workers' compensation injury/iliness or for which the employee receives
disability or State of California Paid Farnily Leave benefits shall run concurrently with FMLA/CFRA leave.

B. Additional Military Family Leave Entitlement (FMLA Only)

In addition to the basic FMLA/CFRA leave entitlement described above, an eligible employee who is the spouse, son,
daughter, parent, or next of kin of a covered servicemember is entitled to take up to 26 weeks of leave during a 12-
month period to care for the servicemember with a serious injury or illness. Leave to care for a servicemember is
available during a single 12-month period and, when combined with other FMLA-qualifying leave, may not exceed 26
weeks during the single 12-month period. The single 12-month period begins on the first day an eligible employee takes
leave to care for the injured servicemember,

A "covered servicemember" is a current member of the Armed Forces, including a member of the National Guard or
Reserves, who is undergoing medical treatment, recuperation, or therapy, is otherwise In outpatient status, or is on the
temporary retired list for a serious injury or iliness, These individuals are referred to in this policy as "current members
of the Armed Forces." Covered servicemembers also include a veteran who is discharged or released from military
service under conditions other than dishonorable at any time during the five-{5-) year period prior to the first date the
eligible employee takes FMLA leave to care for the covered veteran and who is undergoing medical reatment,
recuperation, or therapy for a serious injury or liiness. These individuals are referred to in this policy as "covered
veterans.”
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The FMLA definition of a serious iliness or injury for current Armed Forces members and covered Veterans are distinct
from the definition of "serious health condition" applicable to leave to care for a family member or the employee's own
filness or injury.

C. Intermittent Leave and Reduced Leave Schedules

FMLA/CFRA leave usually will be taken for a period of consecutive days, weeks, or months. However, employees also are
entitled to take FMLA/CFRA leave intermittently or on a reduced leave schedule when medically necessary due to a
serious health condition of the employee or covered family member or the serious injury or ifiness of a covered
servicemember (FMLA only). Intermittent or reduced work schedule leave may be taken for absences where the
employee or family member is incapacitated or unable to perform the essential functions of the position because of a
chranic serious health condition; even if they do not receive treatment by a health care provider. Intermittent leave can’
also be taken for any qualifying exigency.

Employees also are eligible for intermittent leave for bonding with a child following birth or placement. Intermittent
leave for bonding purposes generally must be taken in two-(2-jweek increments, but the School permits two (2}
occasions where the leave may be for less than two (2) weeks,

D. Health Insurance Benefits Schedules

During FMLA/CFRA leave, eligible employees are entitled to receive group health plan coverage on the same terms and
conditions as if they had continued work,

E. No Work While on Leave

The taking of another job white on FMLA/CFRA leave or any other approved leave of absence is prohibited except as
authorized by the School or permitted by applicable Jaw.

F. Restoration of Employment and Benefits

At the end of FMLA/CFRA leave, employees generally have a right to return to the same or equivalent positions they held
before the FMLA/CFRA leave. There is an exception for certain "key employees"” under the FMLA that applies to leave for
a serjously ill or injured covered servicemember (the CFRA does not have an exception for "key employees”). The School
will provide notice if employees qualify as "key employees” if it intends to deny reinstatement and any applicable rights
in such instances.

Use of FMLA/CFRA leave will not result in the loss of any employment benefit that accrued prior to the start of an eligible
employee's FMLA/CFRA [eave.

G. Notice of Eligibility for, and Designation of, FMLA/CFRA Leave

Employees requesting FMLA/CFRA leave are entitled to receive written notice from the School telling them whether they
are eligible for FMLA/CFRA leave and, if not eligible, the reasons why they are not eligible. When eligible for FMLA/CFRA
teave, employees are entitled to receive written notice of: 1) their rights and responsibilities in connection with such
feave; 2} the School’s designation of leave as FMLA/CFRA-qualifying or non-qualifying, if not FMLA/CFRA-qualifying, the
reasons why; and 3) the amount of leave, if known, that will be counted against the employee's leave entitlement,

The School will respond to a leave request within five (5) business days. Once given, approval shall be deemed
retroactive to the date of the first day of the leave. The School may designate FMLA/CFRA leave retroactively with
appropsiate notice provided that doing so does not cause harm or injury to employees. in other cases, the School and
employees can mutually agree that leave is retroactively designated as FMLA/CFRA leave.
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H. Employee Obligations for FMLA/CFRA Leaves
a. Provide Notice of the Need for Leave

Employees who take FMLA/CFRA [eave must notify, in a timely manner, the School of their need for FMLA/CFRA leave.
The following describes the content and timing of such notices.

i. Content of Notice

To trigger FMLA/CFRA leave protections, employees must inform Human Resources of the need for FMLA/CFRA-
gualifying leave and the anticipated timing and duration of the leave, if known. Employees may do this by either
requesting FMLA/CFRA feave specifically or explaining the reasons for leave so as to allow the School to determine that
the leave is FMLA/CFRA-qualifying. For example, employees might explain that:

1. A medical condition renders them unable to perform the functions of their job;

2. They are pregnant;

3, They or a covered family member have been hospitalized overnight;

4. They or a covered family member are under the continuing care of a health care provider;

5. The leave is due to a qualifying exigency caused by a military member being on covered active duty or called to
covered active-duty status; or

6. If the leave is for a family member, that the condition renders the family member unable to perform daily activities or
that the family member is a covered servicemember with a serious injury or iliness,

Cailing in "sick,” without providing the reasons for the needed leave, will not be considered sufficient notice for
FMLA/CFRA leave under this policy. Employees must respond te the School's lawful questions to determine if absences
are potentially FMLA/CFRA-qualifying.

if employees fail to explain the reasons for FMLA/CFRA leave, the leave may be denied, When employees seek leave due
to FMLA/CFRA-qualifying reasons for which the School has previously provided FMLA/CFRA-protected leave, they must
specifically reference the qualifying reason for the leave or the need for FMLA/CFRA leave.

ii. Timing of Notice

Employees must provide 30 days' advance notice of the need to take FMLA/CFRA leave when the need is foreseeable.
When 30 days' notice is not possible, or the approximate timing of the need for leave is not foreseeable, employees
must notiy the School of the need for leave as soon as practicable under the circumstances. Employees who fall to give
30 days' notice for foreseeable leave without a reasonable excuse for the delay, or otherwise fail to satisfy FMLA/CFRA
notice obligations, may have FMLA/CFRA leave delayed or denied.

b. Cooperating in the Scheduling of Leave

When planning medical treatment for themselves or family members or requesting to take leave on an intermittent or
reduced schedule work basis, employees must consult with the School and make a reasonable effort to schedule
treatment so as not to unduly disrupt School operations. Employees must consult with the School prior to scheduling
treatment in order to work out a treatment schedule that best suits the needs of both the School and the employees,
subject to the approval of the applicable health care provider. To the extent permitted by applicable law, when
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employees take intermittent or reduced work schedule leave for foreseeable planned medical treatment for employees
or family members, including a period of recovery from a serious health condition or to care for a covered
servicemember, the School may temporarily transfer employees to alternative positions with equivatent pay and
benefits for which the employees are qualified and which better accommodate recurring periods of leave.

¢. Submit initial Medical Certifications Supporting Need for Leave (Unrelated to Requests for Military Family Leave)

Depending on the nature of FMLA/CFRA leave sought, employees may be required to submit medical certifications
supporting their need for FMLA/CFRA-qualifying leave. As described below, there generally are three types of
FMLA/CFRA medical certifications: an initial certification, a recertification, and a return to work/fitness for duty
certification,

t is the responsibility of employees to provide the Schoo! with timely, complete, and sufficient medical certifications.
Whenever the School requests employees to provide FMLA/CFRA medical certifications, they must provide the
requested certifications within 15 calendar days after the request, unless it is not practicable to do so despite diligent,
good-faith efforts. The School will inform employees if submitted medical certifications are incomplete or insufficient
and provide them at least seven (7} calendar days to address deficiencies. The School will delay or deny FMLA/CFRA
teave to employees who fail to address deficiencies or otherwise fail to submit requested medical certifications in a
timely manner.

The School (through individuals other than the employee's direct supervisor} may contact the employee's health care
provider to authenticate a medical certification.

Whenever the School deems it appropriate to do so, it may waive its right to receive timely, complete, and/or sufficient
FMLA/CFRA medical certifications.

i. Initial Medical Certifications

Employees requesting leave because of their own or a covered family member's serious health condition, or to care for a
covered servicemember, must supply medical certification supporting the need for such leave from their health care
provider or, if applicable, the health care provider of their covered family or service member. If employees provide at
least 30 days' notice of medical leave, they should submit the medical certification before leave begins.

If the School has reason to doubt the validity of an initial medical certification regarding the employee's own serious
health condition, it may require the employee to obtain a second opinion at the School's expense. If the opinions of the
initial and second health care providers differ, the School may, at its expense, require the employee to obtain a third,
final and binding certification from a health care provider designated or approved jointly by the School and the
employee. The School will reimburse employees for any reasonable "out of pocket” travel expenses incurred to obtain
second or third medical opinions.

ii. Medical Recertifications

Depending on the circumstances and duration of FMLA/CFRA leave, the School may require employees to provide
recertification of medical conditions giving rise to the need for leave. The School will notify employees if recertification is
required and will give employees at least 15 calendar days to provide medical recertification. In cases of leave that
qualifies under CFRA, recertification will be requested only when the original certification has expired and additional
leave is requested,

iti. Return-to-Work Release

Unless notified that providing such certifications is not necessary, employees returning to work from FMLA/CFRA leaves
that were taken because of their own serious health conditions must provide the School with a release o return to work
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from their healthcare provider stating they are able to resume work. Employees taking intermittent leave may be
required to provide a return-to-work release for such absences up to once every 30 days if reasonable safety concerns
exist regarding their ability to perform their duties. The School may delay and/or deny job restoration until employees
provide return-to-work releases.

d. Submit Certifications Supporting Need for Military Family Leave

Upon request, the first time employees seek leave due to qualifying exigencies arising out of the covered active duty or
call to covered active duty status of a military member, the School may require them to provide: 1} a copy of the military
member's active duty orders or other documentation issued by the military indicating the military member is on covered
active duty or call to active duty status and the dates of the military member's covered active duty service and, 2) a
certification from the employee setting forth information concerning the nature of the qualifying exigency for which
teave is requested. Employees shall provide a copy of new active-duty orders or other documentation fssued by the
military for leaves arising out of qualifying exigencies arising out of a different covered active duty or call to covered
active-duty status of the same or a different military member.

When leave is taken to care for a covered servicemember with a serious injury or illness as allowed by the FMLA only,
the School may reguire employees to obtain certifications completed by an authorized health care provider of the
covered servicemember, In addition, and in accordance with the FMLA regulations, the School may request that the
certification submitted set forth additional information provided by the employee and/or the covered servicemember
confirming entitlement to such leave.

e. Reporting Changes to Anticipated Return Date

if the anticipated return to work date changes and it becomes necessary for the employee to take more or less leave
than originally anticipated, the employee must provide the School with reasonable notice {i.e., within two (2) business
days) of their changed circumstances and new return-to-work date. If employees give the School unequivocal notice of
their intent not to return to work, they will be considered to have voluntarily resigned and the School's obligation to
maintain health benefits (subject to COBRA requirements} and to restore their positions will cease.

f. Substitute Paid Leave for Unpaid FMLA Leave
Employees are required to substitute accrued paid time while taking an unpaid FMLA/CFRA [eave as follows:

« If employees request FMLA/PDL leave because of disability due to pregnancy, childbirth, or related medical
conditions (excluding absences for which they are receiving short-term disabifity benefits), they must first
substitute any accrued paid sick leave for unpaid family/medical leave. Employees may make a written
request to substitute accrued, unused vacation, or other paid time off benefits for unpaid FMLA/PDL leave
once their sick time is exhausted.

s [f employees request FMLA/CFRA leave because of their own serious health condition {excluding absences
for which they are receiving workers’ compensation or short-term disability benefits), they must first
substitute any accrued paid vacation, sick, or other paid time off for unpaid family/medical leave.

s If employees request FMLA/CFRA {eave to care for a covered family member with a serious health
condition {excluding absences for which they are receiving Paid Family Leave benefits), they must first
substitute any accrued paid vacation or other paid time off for unpaid family/medical leave. Once vacation
or other paid time off is exhausted, upon their request, they can substitute paid sick leave for unpaid
FMLA/CFRA leave to care for a covered family member with a serious health condition.

» If employees request FMLA/CFRA leave to bond with a newborn or newly placed child (excfuding absences
for which they are receiving Paid Family Leave benefits), they must first substitute any accrued paid
vacation or other paid time off for unpaid leave.
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For purposes of this substitution reguirement, leave is not "unpaid” during any time for which the employee is receiving
compensation from the State of California under its State Disability insurance or Paid Family Leave programs or when
receiving compensation from worker's compensation. Employees will not be required fo use accrued paid leave hours
during any time off under this policy for which they are receiving compensation under these programs. However, where
applicable and permitted by law, they will be required to use paid leave accruals during any waiting periods applicable to
these programs, and upon written request, the School will allow them to use accrued paid time off to supplement any
paid workers' compensation, disability, or Paid Family Leave benefits.

The substitution of paid time off for unpaid family/medicat leave time does not extend the length of FMLA/CFRA leaves
and the paid time off runs concurrently with the FMLA/CFRA entitiement.

g. Pay Employee's Share of Heaith insurance Premiums

As noted above, during FMLA/CFRA leave, employees are entitled to continued group health plan coverage under the
same conditions as if they had continued to work. If paid leave is substituted for unpaid family/medical leave, the School
will deduct employees' shares of the health plan premium as a regular payroll deduction. If FMLA/CFRA leave is unpaid,
employees must pay their portion of the premium through a "pay-as-you-go" method. The School's obligation to
maintain health care coverage ceases if the premium payment is more than 30 days late. If the payment is more than 15
days late, the School will send a letter notifying the employee that coverage will be dropped on a specified date unless
the co-payment is received before that date,

If employees do not return to work for at least 30 calendar days after the end of the leave period {(unless they cannot
return to work because of a serious health condition or other circumstances beyond their control), they will be required
to reimburse the School for the cost of the premiums the School paid for maintaining coverage during their unpaid
FMLA/CFRA leave.

I. Coordination of FMLA Leave with Other Leave Policies

The FMLA and CFRA do not affect any federal, state, or local law prohibiting discrimination, or supersede any State or
tocal law which provides greater family or medical feave rights. For additional information concerning leave entittements
and obligations that might arise when FMLA/CFRA leave is either not available or exhausted, please consult the School's
other leave policies in this Handbook or contact Human Resources,

QUESTIONS AND/GR COMPLAENTS ABOUT FMLA/CFRA LEAVE

If employees have questions regarding this policy, they should contact Human Resources, The School is committed to
complying with the FMLA and CFRA and, whenever necessary, shall interpret and apply this policy in 2 manner consistent
with the FMLA and CFRA.

The FMLA makes it unlawful for employers to: 1) interfere with, restrain, or deny the exercise of any right provided
under FMLA; or 2) discharge or discriminate against any person for opposing any practice made unlawful by FMLA or
involvement in any proceeding under or relating to FMLA. If employees believe their FMLA rights have been violated,
they should contact Human Resources immediately. The Schoo! will investigate any FMLA complaints and take prompt
and appropriate remedial action to address and/or remedy any FMLA violation. Employees also may file FMLA
complaints with the United States Department of Labor or may bring private lawsuits alleging FMLA violations.

6-5 MILITARY L.EAVE
H employees are called into active military service or enlist in the uniformed services, they will be eligible to receive an
unpaid military leave of absence. To be eligible for military leave, employees must provide management with advance

notice of service obligations unless they are prevented from providing such notice by military necessity or it is otherwise
impossible or unreasonable to provide such notice. Provided the absence does not exceed applicable statutory
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limitations, employees will retain reemployment rights and accrue senijority and benefits in accordance with applicable
federal and state Jaws. Employees should ask management for further information about eligibility for Military Leave.

If employees are required to attend yearly Reserves or National Guard duty, they can apply for an unpaid temporary
military leave of absence not to exceed the number of days allowed by law {(including travel). They should give
management as much advance notice of their need for military leave as possible so that Insight Schools of California can
maintain proper coverage while employees are away.

The employee may use any accrued but unused vacation time or paid time off. Exempt employees who perform any
work in a week in which they also have military duty will be paid their full salary minus an offset for the military pay for
the week.

6-6 TIME OFF FOR MILITARY SPOUSES

If the employee works, on average, at least 20 hours per week and their spouse is a qualified member of the United
States Armed Forces, the National Guard or the Reserves, the employee is efigible to take leave for a period of up to 10
days while their spouse is home during a qualified leave period. When the employee is also eligible for military family
member exigency leave, leave under this policy shall also count toward the employee's leave entitlement under the
Family and Medical Leave Act (FMLA), where the time off meets the definition of FMLA military exigency leave.

Required Notice to Employer

Within two (2} business days of receiving official notice that the employee’s spouse will be on leave the employee must
provide notice to the School of their intent to take military spouse leave.

Required Documentation

The employee must submit written documentation to the School certifying that during the requested time off, the
employee’s spouse will be on feave from deployment during a period of military conflict,

Leave is Unpaid

Leave granted under this policy is unpaid.

Definitions

For the purposes of this policy, the following definitions apply:
"Qualified Member" means any of the following:

s amember of the United States Armed Forces who is deployed during a period of mifitary conflict to an area
designated as a combat theater or combat zone by the President of the United States; or

» a member of the National Guard who is deployed during a period of military conflict; or

* amember of the Reserves who is deployed during a period of military conflict.

"Period of Military Conflict” means any of the following:

= aperiod of war declared by the U.5. Congress; or
« aperiod of deployment for which members of the Reserves are ordered to active duty.
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"Qualified Leave Period" means the period durihg which the qualified mermber is on leave from deployment during a
period of military conflict.

6-7 ORGAN DONATION LEAVE

Employees who have been employed for at least 90 days may request a paid leave of absence for up to 30 business days
in any one-year period to undergo a medical procedure to donate an organ. Employees can request an additional 30
days of unpaid leave in any one-year period for this same purpose. Employees must provide a certification from their
physician regarding the purpose and length of each leave requested. The one-year period is measured from the start of
the leave,

For an initial request for organ donation leave, the employee must use up 6 two weeks of accrued vacation, sick leave
or paid time off for this leave, but the use of vacation accrual, sick leave or paid time off does not extend the term of the
leave. If accrued vacation, sick leave or paid time off is not available, the time off for such procedure shail be paid
however the paid time off shall not exceed 30 days. Organ donation Jeave wilt not be designated as FMLA or CFRA leave
time. Employees will receive health benefits for the duration of their organ donation leave and upon returning from such
leave will have a right to return to the same or equivalent positions they held before such leave. Absences due to organ
donation leave do not count as a break in service for the purpose of the employee’s right to salary adjustments, sick
leave, vacation and paid time off or senjority.

6-8 LITERACY ASSISTANCE

Insight Schools of California Is committed to providing assistance to employees who require time off to participate in an
adult education program for literacy assistance. If employees need time off to attend such a program, they should
infarm their direct supervisor or the Human Resources Department. The School will attempt to make reasonable
accommodations by providing unpaid time off or an adjusted work schedule, provided the accommodation does not
impose an undue hardship on the School. The School will attempt to safeguard the privacy of employees’ enroliment in
an adult education program.

6-9 PREGNANCY DISABILITY LEAVE

if employees are disabled by pregnancy, childbirth or related medical conditions, they are eligible to take a pregnancy
disability leave (PDL). If affected by pregnancy or a related medical condition, employees also are eligible to transfer to a
less strenuous or hazardous position or to less strenuous or hazardous duties, if such a transfer is medically advisable
and can be reasonably accommodated. Employees disabled by qualifying conditions may also be entitled to other
reasonable accommodations where doing so is medically necessary. In addition, if it is medicaily advisable for employees
to take intermittent leave or work a reduced schedule, the School may require them to transfer terporarily to an
alternative position with equivalent pay and benefits that can better accommodate recurring periods of leave.

The PDL s for any period(s) of actual disability caused by pregnancy, childbirth or refated medical condition up to four (4}
months per pregnancy. For purposes of this policy, "four months" means time off for the number of days the employee
would normally work within the four (4) calendar months (one-third of a year or 17 1/3 weeks), following the
commencement date of taking a pregnancy disability leave. For a full-time employee who works 40 hours per week,
*four months” means 693 hours of leave entitlement, based on 40 hours per week times 17 1/32 weeks. Employees
working a part-time schedule will have their PDL calculated on a pro-rata basis.

The PDL does not need to be taken in one continuous peried of time but can be taken on an intermittent basis purstant
to the law.

Time off needed for prenatal or postnatal care, severe morning sickness, gestational diabetes, pregnancy-induced
hypertension, preeclampsia, doctor-ordered bed rest, postpartum depression, loss or end of pregnancy, and recovery
from childbirth or loss or end of pregnancy are alt covered by PDL.
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To receive reasonable accommodation, obtain a transfer or take a PDL, employees must provide sufficient notice so the
School can make appropriate plans. Thirty days' advance notice is required if the need for the reasonable
accommaodation, transfer or PDL is foresecable, otherwise as soon as practicable if the need is an emergency or
unforeseeable.

Employees are required to obtain a certification from their health care provider of the need for pregnancy disability
leave or the medical advisability of an accommodation or for a transfer, The certification is sufficient if it contains: {1) a
description of the requested reasonable accommodation or transfer; (2} a statement describing the medical advisability
of the reasonable accommaodation or transfer because of pregnancy; and (3) the date on which the need for reasonable
accommeodation or transfer became or will become medically advisable and the estimated duration of the reasonable
accommodation or transfer.

A medical certification indicating disability necessitating a leave is sufficient if it contains: (1) a statement that the
employee needs to take pregnancy disability leave because of disability due to pregnancy, childbirth or a related medical
condition; (2} the date on which the employee became disabled because of pregnancy; and (3) the estimated duration of
the leave.

Upon request, the employee will be provided with a medical certification form that the employee can take to their
healthcare provider.

As a condition of returning from pregnancy disability leave or transfer, the School requires the employee to obtain a
release from a heaith care provider stating ability to resume the original job duties with or without reasonable
accommodation.

PDL is unpaid. At the employee's option, the employee can use any accrued vacation time or other accrued paid time off
as part of the PDL before taking the remainder of leave on an unpaid basis. Insight Schools of California requires,
however, that the employee use any avaitable sick time during the PDL. The substitution of any paid leave will not
extend the duration of the PDL. Employees who participate in the School's group health insurance plan will continue to
participate in the plan whiie on PDL under the same terms and conditions as if they were working. Benefit continuation
under PDL is distinct from benefit continuation for employees who also take birth bonding leave under the California
Family Rights Act. Employees should make arrangements for payment of their share of the insurance premiums.

Insight Schools of Cafifornia encourages employees to contact the California Employment Development Department
regarding eligibility for state disability insurance for the unpaid portion of the leave.

If employees do not return to work on the originally scheduled return date, nor request in advance an extension of the
agreed upon leave with appropriate medical documentation, they may be deemed to have voluntarily terminated their
employment with the School. Failure to notify the School of their ability to return to work when it occurs or continued
absence from work because the leave must extend beyond the maximum time allowed, may be deemed a voluntary
termination of employment with the School, unless employees are entitted to Family and Medical Leave or entitled to
further leave pursuant to applicable law.

Upon return from a covered PDL, the employee, in most instances, will be reinstated to the same position.

Taking a PDL may affect some benefits and the employee's seniority date. The employee may request more information
regarding eligibllity for PDL and the impact of the leave on seniority and benefits.

Any request for leave after the disability has ended will be treated as a request for family care leave under the California
Family Rights Act (CFRA) and the federal Family and Medicat Leave Act {FMLA}, if the employee is eligible for that type of
leave. PDL runs concurrently with FMEA {but not CFRA). Employees should refer to the FMLA policy. Employees who are
not eligible for feave under the CFRA or FMLA will have a request for additional leave treated as a request for disability
accommaodation.
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6-10 PERSONAL LEAVE

if employees are ineligible for any other School! leave of absence, Insight Schools of California, under certain
circumstances, may grant a personal leave of absence without pay. A written request for a personal leave should be
presented to management before the anficipated start of the leave. If the leave is requested for medical reasons and
employees are not eligible for FMLA and CFRA, medical certification also must be submitted, The request will be
considered on the basis of staffing requirements and the reasons for the requested leave, as well as performance and
attendance records. A personal leave may be extended if, prior to the end of leave, employees submit a written request
for an extension to management and the request is granted. During the leave, employees will not earn vacation,
personal days or sick days. We will continue health insurance coverage during the leave if employees submit their share
of the monthly premium payments to the School in a timely manner, subject to the terms of the plan documents. For
information on health care coverage during a leave of absence, refer to the Continuation of Benefits policy.

When the employees anticipate returning to work, they should notify management of the expected return date. This
notification should be made at least one week before the end of the leave.

Upon completion of the personal leave of absence, the Schoo! will attempt to return employees to their original job or a
similar position, subject to prevailing business considerations. Reinstatement, however, is not guaranteed.

Failure to advise management of avaifability to return to work, failure to return to work when notified or a continued
absence from work beyond the time approved by the School will be considered a voluntary resignation of employment.

Personal leave runs concurrently with any School-provided Short-Term Disability Leave of Absence.
6-11 REHABILITATION LEAVE

Insight Schools of California is committed to providing assistance to our employees to overcome substance abuse
problems. The School will reasonably accommodate any employee who wishes to voluntarily enter and participate in an
alcohol or drug rehabilitation program. This accommodation may include time off without pay or an adjusted work
schedule, provided the accommodation does not impose an undue hardship on the School. Employees may also use
accumulated sick days, if applicable, for this purpose,

Employees should notify Human Resources if they need such accommodation. The School will take reasonable steps to
safeguard privacy with respect to enrollment in an alcohol or drug rehabilitation program.

6-12 SCHOOL RELATED ACTIVITIES TIME OFF

Employees that work at a location with 25 or more employees are provided unpaid time off up to 40 hours in one (1)
calendar year if they are parents (including individuals acting in the capacity of a parent under the law), guardians,
stepparents, foster parents or grandparents with custody of a child attending, or of age to attend, a licensed child care
provider or kindergarten through Grade 12. The unpaid leave must be used for the following child-related activities:

1. tofind, enroll or reenroll the child in a school or with a licensed child care provider, or to participate in
activities of the school or licensed child care provider of the child.

2. to address a child care provider or school emergency, meaning that the child cannot remain in school or
with a child care provider due to one of the following:

o the school or child care provider has requested that the child be picked up or has an attendance
policy, excluding planned holidays, that prohibits the child from attending or requires the child to
be picked up from the school or child care provider;

o behavioral or discipline problems;
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o cdlosure or unexpected unavailability of the school or child care provider, excluding planned
holidays; or
o anatural disaster, including, but not limited to, fire, earthquake or flood.

The amount of time off for reason #1 cannot exceed eight (8) hours in any calendar month of the year. Prior to taking
leave for reason #1 above, the employee must provide reasonable notice of the planned absence {min 5 school days) to
their Supervisor. The employee must give notice to their Supervisor when taking leave for reason #2 above.

If more than one parent of a child is employed at the same worksite, leave for the reasons above apply, at any one time,
only to the parent who first gives notice, such that another parent may take a planned absence simultaneously as to that
same child for the reasons above, but only if the parent obtains approval from their Supervisor for the requested time
off.

Employees may be required to provide documentation of their participation in these activities. Parents, guardians or
grandparents with custody of schoolchildren who have been suspended alfso are allowed to take unpaid time off to
appear at the school pursuant to the school's request. Employees may use accrued paid time off for purposes of the
leave taken under this policy.

if you are a nonexempt employee taking school activity feave, you may choose to use accrued vacation or paid time off
(PTO). However, if no paid leave is available, you may take the time without pay.

6-13 WITNESS LEAVE

Employees called to serve as an expert witness in a judicial proceeding on behalf of the State will be granted leave with
pay. Employees summoned to appear in court as an expert witness, but not on behalf of the State may use available
vacation and personal time to cover the period of absence.

Employees subpoenaed for witness duty must notify their supervisor as soon as possible,
6-14 THVIE OFF FOR CRIME VICTIMS

Employees who have been victims of serious or violent felonies, as specified under California law, or felonies relating to
theft or embezzlement, may take time off work to attend judicial proceedings related to the crime. Employees also may
take time off if an immediate family member has been a victim of such crimes and the employee needs to attend judicial
proceedings related to the crime. "Immediate family member” is defined as spouse, registered domestic partner, child,
child of registered domestic partner, stepchild, brother, stepbrother, sister, stepsister, mother, stepmother, father or
stepfather.

Employees must give their supervisor a copy of the court notice given to the victim of each scheduled proceeding before
taking time off, unless advance notice to Insight Schools of California of the need for time off is not feasible. When
advance notice is not feasible, the employee must provide the School with documentation evidencing the judicial
proceeding, within a reasonable time after the absence. The documentation may be from the court or government
agency setting the hearing, the district attorney or prosecuting attorney's office or the victim/witness office that is
advocating on behalf of the victim.

Employees may elect to use accrued paid vacation time, paid sick leave time or other paid time off for the absence. If the
employee does not elect to use paid time off, the absence will be unpaid. However, exempt employees will be paid their
fuil salary for any workweek interrupted by the need for time off under this policy.

51



6-15 LEAVE FOR VICTIMS OF CRIME/ABUSE {INCLUDING DOMESTIC VIOLENCE, SEXUAL ASSAULT OR STALKING)

Employees who are victims of a crime or abuse, including domestic violence, sexual assault or stalking, may take unpaid
leave for up to 12 weeks for the following reasons:

* toseek medical attention for injuries caused by crime or abuse;

* to obtain services from a domestic violence shelter, program, rape crisis center or victim services
organization or agency as a result of the crime or abuse;
to obtain psychological counseling or mental health services related to an experience of crime or abuse; or

¢ to participate in safety planning and take other actions to increase safety from future crime or abuse,
including temporary or permanent relocation.

Employees are covered as victims and entitled to leave under this policy if they are:

& avictim of stalking, domestic violence or sexual assault;

* avictim of a crime that caused physical injury or that caused mental injury and a threat of physical injury;
or

*  aperson whose immediate family member is deceased as the direct result of a crime.

Insight Schools of California may require proof of the employee’s participation in these activities. Whenever possible,
employees must provide their supervisor reasonable notice before taking any time off under this policy.

Employees may substitute any accrued vacation, sick or other time off for the leave under this policy. Leave under this
policy does not extend the time allowable under the "Family and Medical Leave" policy in this handbook.

No employees will be subject to discrimination or retaliation because of their status as a victim of a crime or abuse,
including crime or abuse related to domestic violence, sexual assault or stalking. Victims of a crime or abuse, including
crime or abuse related to domestic violence, sexual assault or stalking, may request other accommodations in the
warkplace such as implementation of safety measures.

6-16 TIVIE OFF FOR VOLUNTEER FIREFIGHTERS, RESERVE PEACE OFFICERS & EMERGENCY RESCUE PERSONNEL
Employees who are volunteer firefighters, reserve peace officers, or emergency rescue personnel are permitted unpaid
time off, not to exceed 14 days per calendar year, for the purpose of engaging in fire, law enforcement, or emergency

rescue training.

Employees are also permitted unpaid time off from work to perform emergency duty as a volunteer firefighter, reserve
peace officer, or emergency rescue personnel,

If the employees request time off under the policy, they must notify their direct supervisor immediately after the need
for the leave becomes known.
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Section 7 - GENERAL STANDARDS OF CONDUCT
7-1 BUSINESS EXPENSE REIMBURSEMENT

Employees will be reimbursed for reasonable approved expenses incurred in the course of business. These expenses
must be approved by the employee's Supervisor, and may include air travel, hotels, motels, meals, cab fare, rental
vehicles, or gas and car mileage for personal vehicles. All expenses incurred should be submitted to Head of School along
with the receipts in a timely manner.

Employees are expected to exercise restraint and good judgment when incurring expenses. Employees should contact
their Supervisor in advance if they have any guestions about whether an expense will be reimbursed.

Employees shall submit an expense report as per the guidelines befow for all consumable items:
s Employees must submit expense reports for all expenses to the Head of School or designee for approval.
e The report must be accompanied by itemized receipts for all charges. In the case of mileage, a map showing
the mileage for the trip must be submitted.
s  Expenses should be submitted for reimbursement within 30 days of occurrence.
» Any denied expense, whether necessary or discretionary, may be appeated to the Head of Schools or
his/her designee.
Any falsification of expense reports wilf be grounds for discipline, up to and including termination from employment.
Employees are expected to make a diligent effort to limit expenses to economical aptions, recognizing the importance of
good stewardship of taxpayer dollars. Questions regarding this policy or extenuating circumstances should be directed to
your supervisor or to Human Resources.
Comwmon Reasonable and Necessary Expenditures for Consumable items:
The following are common expenditures that are routinely reimbursed pursuant to applicable taw:

Office Expenses — Consumable Items:

Office-related expenses must be necessary to complete job duties and be directly incurred as a result of such duties.
These expenses may include the foilowing:

Classroom Supplies, materials, student incentives, etc. ltems must be sofely for the use of an employee in their required
duties

Postage to mail items to students or School offices as required by school policies. Postage for any other reasen must be
pre-approved

Live Scan: Reimbursed for actual cost
Phone and Internet Expenses

Reimbursed up to a maximum dollar amount that can be found in the Business Expense Reimbursement Policy located in
SharePoint.

1. Phone expenses are limited to the employee’s share of plan cost, taxes, and access.
2. Insurance plans, phone/equipment installment plans, overage fees and/or additional paid services
associated with the phone line generally are not reimbursable expenses,
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¢ Example: a phone plan is shared between 3 fines. The cost of the plan is $60; each line pays an individual
access fee, taxes are $12. The reimbursable amount is 1/3 of the plan cost (520}, 1/3 of the taxes ($4}, and
the access fee associated with the employee’s line.

Travel:

Only expenses incurred on behalf of the School are eligible to be reimbursed. Economical and responsible use of schoaol
funds has priority over personal convenience or preference. Examples of acceptable travel may include, but are not
limited to:

¢ Professional Development or In-person meetings assigned by the school
*  Assessmentofstudents 0 0 ' o '
+ In-person instruction of students

» School-sponsaored events such as graduation, culmination and cutings

Examples of unacceptable travel-related charges include, but are not limited to:
s Charges for personal goods and services incurred during travel
e Entertainment-related charges incurred during travel
¢  Travel not related to school business
Mileage:
= Reimbursed for actual miles driven using a personal vehicle for business travel: reimbursed at the IRS rate

on the date of travel.
» Mileage is calculated from the employee’s home office to the approved location based on the most direct

route.
Meals:
e Reimbursed at actual cost incurred up to a set dollar limit, when traveling more than 100 miles* (one-way)
from the home office or when travel requires an overnight stay. See the Business Expense Reimbursement
Policy for details.
= Alcoholic beverages are not reimbursable.
Hotel:
e  Prior approval is required.
» Reimbursed at actual cost.
*  Where practical, rooms should cost no more than $150 per night. Higher limits will be considered should
local prevalent room rates require a higher amount.
= Must travel more than 100 miles* {one-way) from home-office for consideration.
Flight:

*  Requires pre-approval.
* Reimbursed when travel from home office to school-required meeting is such that driving is impractical.
s  Flights may be secured by the Head of Schools or designee if requested.

If an employee believes that they have incurred or will need to incur travel expenses falling outside of the limits as
prescribed by this policy, they should discuss the matter with the Head of Schools or other designee.
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Non-reimbursable Expenses:

The following items are generaliy not considered reimbursable. This is not an exhaustive list. As with alt other expenses,
should an employee believe that incurring any of the following expenses would be reasonable and necessary in carrying
out their jobs, they should speak with the Head of Schools of or other designee,

Airline headsets

«  Airline, auto or hotel memberships
s ATM fees

s Barbers and hairdressers

s Childcare

»  (lothing

»  Delinguent credit card fees

»  Fines incurred while traveling for school business
= Gum, candy, cigarettes

« Health elub dues

+ Hotel mini-bar

e Inroom movies

¢ Mileage incurred for personal reasons

* Magazines, books, newspapers for personal use
s Personal entertainment (including, but not limited to, sporting events or movies)
s  Personal tolletries

s Petcare

s Travel, flight or luggage insurance

« Travel upgrades

* There are some instances in which mileage may be less than 100 miles, but time of travel is excessive {2 hours). In
these cases, staff should work with the Head of Schools or designee to have additional travel expenses approved.

7-2 CAMIERA PHONES/RECORDING DEVICES

Due to the potential for issues such as invasion of privacy, sexual harassment, and foss of productivity, as well as
inappropriate disclosure of confidential information, no employee may use a camera phone function on any phone on
Insight Schools of California property or white performing work for the School.

The use of tape recorders, Dictaphones, or other types of voice recording devices anywhere on School property,
including to record conversations or activities of other employees or management, or while performing work for the
School, is also strictly prohibited, unless the device was provided to you by the School and is used solely for legitimate
business purposes.

7-3 COMMUNICATIONS AND COMPUTER SYSTEMS

Insight Schools of California communication and computer systems are intended primarily for business purposes;
however limited personal usage is permitted if it does not hinder performance of job duties or violate any other School
policy. This includes voice mail, e-maif and Internet systems. Users have no legitimate expectation of privacy in regard to
their use of the insight Schools of California systems.

Insight Schools of Californfa may access the voice mail and e-mail systems and obtain the communications within the
systems, including past voice mail and e-mail messages, without notice to users of the system, in the ordinary course of
business when the Schoo! deems it appropriate to do so. The reasons for which the School tmay obtain such access
include, but are not limited to: maintaining the system; preventing or investigating allegations of system abuse or
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misuse; assuring compliance with software copyright laws; compiying with legal and regulatory requests for information;
and ensuring that School operations contirue appropriately during the employee's absence.

Further, Insight Schools of California may review Internet usage to ensure that such use with School property, or
communications sent via the internet with School property, are appropriate. The reasons for which the School may
review employees' use of the Internet with School property include, but are not limited to: maintaining the system;
preventing or investigating allegations of system abuse or misuse; assuring compliance with software copyright laws;
complying with legal and regulatory requests for information; and ensuring that School operations continue
appropriately during the employee’s absence,

The School may store electronic communications for a period of time after the communication Is created. From time to
time, copies of communications may be deleted. : :

The School's policies prohibiting harassment, in their entirety, apply to the use of School's communication and computer
systems. No one may use any communication or computer system in a manner that may be construed by others as
harassing or offensive based on race, national origin, sex, sexual orientation, age, disability, religious beliefs or any other
characteristic protected by federal, state or local law.

Further, since the School's communication and computer systems are intended for business use, all employees, upon
request, must inform management of any private access codes or passwords.

Insight Schools of California intends to prevent computer viruses and unauthorized use of copyrighted materials
belonging to entities other than the company. You should obtain prior approval before downloading any software. Users
are not permitted to copy, transfer, rename, add or delete information or programs helonging to other users unless
given express permission to do so by the owner. Failure to observe copyright or license agreements may result in
disciplinary action from the company, up to and including immediate termination or legal action by the copyright owner.

No employee may access, or attempt to obtain access to, another employee's computer systems without appropriate
authorization.

Violators of this policy may be subject to disciplinary action, up to and including discharge.
7-4 CONFIDENTIAL COMPANY INFORMATION

During the course of work, employees may become aware of confidential information about insight Schools of California
business, including but not limited to information regarding School finances, pricing, products and new product
development, software and computer programs, marketing strategies, suppliers and customers and potential customers.
Employees also may become aware of similar confidential information belonging to the School's clients. It is extremely
important that all such information remain confidential, and particularly not be disclosed to insight Schools of California
competitors. Any employee who improperly copies, removes {whether physically or electronically}, uses or discloses
confidential information to anyone outside of the School may be subject to disciplinary action up to and including
termination. Employees may be required to sign an agreement reiterating these obligations.

This policy seeks to protect the Company’s confidential business information. This policy does not intend to restrict any
statutory right for employees to discuss their wages, hours, and other terms and conditions of employment for their
mutual aid or protection.

7-5 CONFLICT OF INTEREST AND BUSIMESS ETHICS

Itis Insight Schools of California policy that all employees avoid any conflict between their personal interests and those

of the School. The purpose of this policy is to ensure that the School’s honesty and integrity, and therefore its
reputation, are not compromised. The fundamental principle guiding this policy is that no employee should have, or
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appear to have, personal interests or relationships that actually or potentially conflict with the best interests of the
School.

It is not possible to give an exhaustive list of situations that might involve viclations of this policy. However, the
situations that would constitute a conflict in most cases include but are not limited to:

1. holding an interest in or accepting free or discounted goods from any organization that does, or is seeking
to do, business with the School, by any employee who is in a position to directly or indirectly influence
either the School's decision to do business, or the terms upon which business would be done with such
organization;

2. holding any interest in an organization that competes with the School;

3. being employed by (including as a consultant) or serving on the board of any organization which does, or is
seeking to do, business with the School or which competes with the School; and/for

4, profiting personally, e.g., through commissions, loans, expense reimbursements or other payments, from
any organization seeking to do business with the School.

A conflict of interest would also exist when a member of the employee's immediate family is involved in situations such
as those above.

This policy is not intended to prohibit the acceptance of modest courtesies, openly given and accepted as part of the
usual business amenities, for example, occasional business-related meals or promotional items of nominal or minor
value.

It is the employee's responsibility to report any actual or potentiaf conflict that may exist between the employee (and
the employee's immediate family} and the School.

7-6 CUSTOMER RELATIONS

One of our highest priorities is to help any customer or potential customer with outstanding service. In order to realize
our commitment to excellent customer service, we expect you to:

s  Provide courteous service in a prompt and efficient manner.

=  Establish and maintain positive relationships with customers by gaining their trust and respect through
professional, honest interaction,

» Handle complaints quickly and professionally; never argue with a customer. If you are unable to resolve the
complaint to the customer’s satisfaction, review the situation with your supervisor.

s Communicate with customers in a professional manner, whether in person, over the phone or via e-mail.

Always conduct yourself with professionalism and respect for others. Your conduct is a direct reflection on yourself and
the organization.

7-7 EMAIL AND SIGNATURE BLOCKS
Ermail Etiquette

s Use a clear, professional subject line

e Keep emails brief and concise

s Avoid all caps, exclamation points, and slang

« Do not overuse bold, underline, and italics

e Respond appropriately and timely {within 24 hours)
e Proofread every email you send
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»  Check your email multiple times a day
*  Reply All - limit replies to those who need to know the information

i you don't have an answer to a question within 24 hours, then you'll want to respond within the appropriate window of
time, indicating that you're looking into it and will get back with an answer.

It's important to present your email signature in a professional and unified manner, just as you would with your
traditional printed business card. Employees will not include additional information, visuals (i.e., headshots, quotes, or
memes), or custom fonts and colors in the signature block.

What to Include in Your Email Signature:
Logo, First and Last Name (bold}, Position/Title, Company Address, Office Phone Number, E-mail address

Font: Calibri Size: 11 Color: Black

Tvan Ingight
Frogram Specialist
30 Maretind foad
SRRt i Vatiey, T4 BE06ES
S e {4199} 3332322
%%%%g anssgitEed Hnsightes org

7-8 EMPLOYEE DRESS AND PERSONAL APPEARANCE

Employees are expected to report to work well groomed, clean, and dressed according to the requirements of their
position. Some employees may be required to wear uniforms or safety equipment/clothing. Employees should contact
their supervisor for specific information regarding acceptable attire for their position. If employees report to work
dressed or groomed inappropriately, they may be prevented from working until they return to work well groomed and
wearing the proper attire.

Some individuals may have sensitivity or alfergic reactions to perfumes, colognes, powders and lotions. if you use these
items, use them in moderation and with consideration for those around you.

The School will consider reasonable accommodation to appearance standards for medical and/or religious reasons.
Contact your supervisor if you have a request for accommodation in this area.

7-9 ERGONOMICS

The School is subject to California Occupational Safety and Health Administration (Cal/OSHA) ergonomic standards for
minimizing workplace Repetitive Motion Injuries (RMIs). The School wilt take all steps to reduce exposure to ergonomic
hazards by means of engineering controls, administrative controls and employee training. This School encourages safe
and proper work procedures and requires that all employees follow safety instructions and guidelines.

The School believes that reducing ergonomic risk is a key factor in maintaining an environment of personal safety and
well-being and is essential to our business, We are committed to providing appropriate resources to create a risk-free
environment. If you have any questions about ergonomics, please contact your manager.
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7-10 FACILITIES, EQUIPMENT AND PROPERTY, INCLUDING INTELLECTUAL PROPERTY

Equipment essential in accomplishing job duties is often expensive and may be difficult to replace. When using property,
employees are expected 1o exercise care, perform required maintenance, and follow all operating instructions, safety
standards and guidelines.

Employees should notify their supervisor if any equipment, machines, or tocls appear to be damaged, defective or in
need of repair. Prompt reporting of loss, damages, defects and the need for repairs could prevent deterioration of
equipment and possible injury to employees or others. Supervisors can answer any gquestions about the employees’
responsibility for maintenance and care of equipment used on the job.

Employees also are prohibited from any unauthorized use of the School's inteliectual property, such as audio and video
tapes, print materials and software.

Improper, careless, negligent, destructive, or unsafe use or operation of equipment can resuit in discipline, up to and
including discharge.

Further, the School is not responsible for any damage to employees’ personal belongings unless the employee's
supervisor provided advance approval for the employee to bring the personal property to work.

When your employment ends, you are required to return all School property in clean and satisfactory condition. This
includes but is not limited to alt student records, curriculum, manuals and guides, documents, phones, computers,
equipment, keys, and tools. We reserve the right to take any lawful action to recover and protect our property.

7-11 GIFTS AND FAVORS

Employees should not soliclt or accept a promise of future employment based on any gift, loan, gratuity, reward or
anything else of monetary value that might appear to Influence your judgment or create a conflict in the performance of
your job.

You may accept occasional unsolicited courtesy gifts or favors {such as business lunches, tickets to sporting events or
cultural events, holiday baskets, flowers, etc.) so fong as the gifts or favors have a market value under 5100, are
customary in the industry, and do not influence or appear to influence your judgment or conduct. Contact your
supervisor for guidance.

7-12 HEALTH AND SAFETY

The health and safety of employees and others on School property are of critical concern to Insight Schools of California.
The School intends to comply with all health and safety laws applicable to our business. To this end, we must rely upon
employees to ensure that work areas are kept safe and free of hazardous conditions. Employees are required to be
conscientious about workplace safety, including proper operating methods, and recognize dangerous conditions or
hazards. Any unsafe conditions or potential hazards should be reported to management immediately, even if the
problem appears to be corrected. Any suspicion of a concealed danger present on the School's premises, or in a product,
facility, piece of equipment, process or business practice for which the Schoaol is responsible should be brought to the
attention of management immediately.

Periodically, the School may issue rules and guidelines governing workplace safety and health. The School may also issue
rules and guidelines regarding the handling and disposal of hazardous substances and waste. All employees should

familiarize themselves with these rutes and guidelines, as strict compliance will be expected.

Any workplace injury, accident, or iliness must be reported to the employee’s supervisor or Human Resources as soon as
possible, regardless of the severity of the injury or accident.
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7-13 HIRING RELATIVES/EMPLOYEE RELATIONSHIPS

A familial relationship among employees can create an actual or at least a potential conflict of interest in the
employment setting, especially where one relative supervises another relative. To avoid this problem, Insight Schoaols of
California may refuse to hire or place a relative in a position where the potential for favoritism or conflict exists.

In other cases, such as personal relationships where a conflict or the potential for conflict arises, even if there is no
supervisory relationship involved, the parties may be separated by reassignment or discharged from employment, at the
discretion of the School. Accordingly, all parties to any type of intimate personal relationship must inform management.

If two employees marry, become related, or enter into an intimate relationship, they may not remain in a repomng
relationship or in positions where one individual sy afféct the compensation of other terms or conditions of '
employment of the other individual. The School generally will attempt to identify other available positions, but if no
alternate position is available, the School retains the right to decide which employee will remain with the School.

For the purposes of this policy, a relative is any person who is related by blood or marriage, or whose relationship with
the employee is similar to that of persons who are related by blood or marriage.

7-14 INSPECTIONS

insight Schools of California reserves the right to require employees while on School property, or on client property, to
agree to the inspection of their persons, personal possessions and property, personal vehicles parked on School or client
property, and work areas. This includes Jockers, vehicles, desks, cabinets, work stations, packages, handbags, briefcases
and other personal possessions or places of concealment, as well as personal mail sent to the School or to its clients.
Employees are expected to cooperate in the conduct of any search or inspection.

7-15 OPERATICN OF VEHICLES

All employees authorized to drive School owned or leased vehicles or personal vehicles in conducting School business
must possess a current, valid driver’s license and an acceptable driving record. Any change in license status or driving
record must be reported to management immediately.

Employees must have a valid driver's license in their possession while operating a vehicle off or on School property. itis
the responsibility of every employee to drive safely and obey all traffic, vehicle safety, and parking laws or regulations.
Drivers must demonstrate safe driving habits at all times.

Employees who use their own cars for school business shall be paid per mile allowance to cover the cost of gasoline, o,
depreciation, and insurance. Expenditures for parking and tolls may be claimed in addition to the mileage allowance.,
Claims for reimbursement must be approved by their Supervisor before they are submitted for payment.

Employees are expected to drive in a safe and responsible manner and to maintain a good driving record. Employees are
expected to follow all state and local taws. In the event of an automobile accident, employees are expected to cooperate
fully with the authorities. However, employees should make no voluntary statemnent other than in reply to guestions
from investigation officers. In the event of an automobile accident, employees are to take photos of the accident and
forward them as soon as possible to Human Resources. School-owned or leased vehicles may be used only as authorized
by management.

Portable Communication Device Use While Driving

Employees who drive on School business must abide by all state or local laws prohibiting or Hmiting portable
communication device (PCD) use, including cell phones or personal digital assistants, while driving. Further, even if use is
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permitted, employees may choose to refrain from using any PCD while driving. "Use” includes, but is not limited to,
talking or listening to another person or sending an electronic or text message via the PCD.

Regardless of the circumstances, including slow or stopped traffic, if any use is permitted while driving, employees
should proceed to a safe location off the road and safely stop the vehicle before placing or accepting a call. If acceptance
of a call is absolutely necessary while the employees are driving, and permitted by law, they must use a hands-free
option and advise the caller that they are unable to speak at that time and will return the calf shortly.

Under no circumstances should employees feel that they need to place themnselves at risk to fulfill business needs.

Since this policy does not require any employee to use a PCD while driving, employees who are charged with traffic
violations resulting from the use of their PCDs while driving will be solely responsible for all liabilities that result from
such actions.

Texting and e-mailing while driving is prohibited in all circumstances.
7-16 QUTSIDE EMPLOYMENT

If it is determined that an employee’s outside work conflicts or interferes with performance, safety or the ability to meet
the requirements of the School as they are modified from time to time, the employee may be asked to terminate outside
employment if he desires to remain with the School.

Qutside employment that constitutes a conflict of interest is prohibited. Full-time teachers are not permitted to have
outside employment during school hours. Employees also may not receive any income or material gain from individuals
outside the School for materials produced or services rendered while performing their jobs with the School.

7-17 PERSONAL AND COMPANY-PROVIDED PORTABLE COMMUNICATION DEVICES

Insight Schools of California may provide portabie communication devices {PCDs), including celt phones and personal
digital assistants, that should be used primarily for business purposes, Employees have no reasonable expectation of
privacy in regard to the use of such devices, and all use is subject to monitoring, to the maximum extent permitted by
applicable law. This includes, as permitted, the right to monitor personal communications as necessary.

Some employees may be authorized to use their own PCD for business purposes. These employees should work with the
IT department to configure their PCD for business use. Communications sent via a personal PCD also may be subject to
monitoring if sent through the School's networks and the PCD must be provided for inspection and review upon request.

All conversations, text messages and e-mails must be professional. When sending a text message or using a PCD for
business purposes, whether it is a School-provided or personal device, employees must comply with applicable School
guidelines, including policies on sexual harassment, discrimination, conduct, confidentiality, equipment use and
operation of vehicles. Using a School issued PCD to send or receive personal text messages is prohibited at all times and
personal use during working hours should be limited to emergency situations.

if employees who use a personal PCD for business resign or are discharged, they will be required to submit the device to
the IT department for resetting on or before their last day of work. At that time, the IT department will reset and remove
all information from the device, including but not limited to, School information and personal data {such as contacts, e-
mats and photographs). The IT department will make efforts to provide employees with personal data in another form
fe.g., on a disk) to the extent practicable; however, the employee may lose some or all personal data saved on the
device,

Employees may not use their personal PCD for business unless they agree to submit the device to the IT department on
or before their last day of work for resetting and removal of Schooi information. This is the only way currently possible to
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ensure that all School information is removed from the device at the time of termination. The removal of Schoo!
information is crucial to ensure compliance with the Schoal's confidentiality and proprietary information policies and
objectives.

Please note that whether employees use their personal PCD or a School-issued device, the School's electronic
communications policies, including but not limited to, proper use of communications and computer systems, remain in
effect.

Portable Communication Device Use While Driving

Employees who drive on School business must abide by all state or local laws prohibiting or limiting PCD (cell phone or
personal digital assistant) use while driving. Furthier, even'if Usage is permittéd; employees may choose to refrain from
using any PCD while driving. "Use" includes, but is not limited to, talking or fistening to another person or sending an
electronic or text message via PCD.

Regardless of the circumstances, including slow or stopped traffic, if any use is permitted while driving, employees
should proceed to a safe location off the road and safely stop the vehicle before placing or accepting a call. If acceptance
of a call is absolutely necessary while driving, and permitted by law, employees must use a hands-free option and advise
the caller that they are unable to speak at that time and will return the calf shortly.

Under no circumstances should employees feel that they need to place themselves at risk to fulfill business needs.

Since this policy does not require any employee to use a cell phone while driving, employees who are charged with
traffic violations resutting from the use of their PCDs while driving will be solely responsible for all liabilities that result
from such actions. Texting and e-mailing while driving is prohibited in all circumstances.

7-18 PERSONAL VISITS AND TELEPHONE CALLS

Disruptions during work time can lead to errors and delays, Therefore, personal telephone calls must be kept to a
minimum, and should only be made or received after working time, or during lunch or break time. No charged calls,
other than company business calls, are to be made from company telephones. If it s absolutely necessary that you make
a personal charged call from work, you must bill it to your personal credit card, home number or use your personal cell
phone. Telephone records are subject to periodic review by management.

If you need to leave the worksite to conduct personal business, you must first obtain permission from your immediate
supervisor. This will allow us to make modifications to the work schedule if necessary and will keep us aware of your
availability during the day. Personal visits from friends and family members to the worksite are discouraged.

7-19 PREVENTION OF SEXUAL MISCONDUCT AND ABUSE

information

The education code requires that schools post their staff/student interaction and professional boundaries policies on the
school’s website as well as distribute the policy to students and staff each year.

Policy Statement

Insight Schools of California is committed to providing students with a safe and supportive learning environment and
protecting its students from sexual misconduct and abuse. The responsibility to protect students from sexual misconduct
and abuse is shared by the Board, administrators, teachers, other employees, volunteers, parents, state agencies, and
law enforcement.
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Sexual misconduct or abuse in any form and as defined in this policy, is expressly prohibited. While the School recognizes
the importance of safe and appropriate communication and interaction between students and adults in student
achievement, successful learning, and instruction, dear and reasonable boundaries for educator-student relationships
are necessary to protect students from sexual misconduct and abuse and to protect adults from misunderstandings and
false accusations. This policy outlines safe and appropriate boundaries for stakeholder interactions with students and
strictly prohibits inappropriate or questionable conduct toward students by any stakeholders, including empfoyees.

This policy applies to all stakeholders, including administrators, empioyees, volunteers, and vendors providing
instructional services to students. In this policy, these individuals will be referred to as “adults.” This policy must be
reviewed and applied in conjunction with the School's mandated reporting policy and Professional Boundaries Policy.

Sexual Misconduct and Abuse Prohibited

Adults are prohibited from engaging in sexual misconduct and abuse of students, which includes unnecessary or intimate
physical touching; dating; making sexual advances; seeking romantic or sexual relationships; seeking an emotional bond
for the benefit of the adult; giving personal gifts that are intimate in nature; intentionally being alone with a student
away from school; teling/aflowing inappropriate sexual jokes or stories; becoming overly interested or attached, or
showing undue attention toward, a specific student or students; any behavior that could be described as “grooming”
behavior; having conversations of an intimate or sexual nature not related to the adult’s professional responsibilities;
and sexual contact.

This is a non-exhaustive list. Adults must also generally aveid any other conduct toward a student that would cause a
reasonable person to suspect inappropriate behavior. Although this policy gives specific, clear direction, itis each adult's
obligation to avoid situations that could prompt suspicion by parents, students, cofleagues, or school leaders.

In-Person Communication and Interaction

Personal contact between adults and students must be nonsexual, appropriate to the circumstances, and unambliguous
in meaning. Adults should avoid the appearance of impropriety in their interactions with students. Behaviors that can
create an appearance of impropriety include, but are not limited to:

s Conducting ongoing, private conversations with individual students that are unrelated to academics, school
activities, or the well-being of students and that take place in locations inaccessible to others;

e Inviting a student or students for home visits;

s Visiting the homes of students for any reason other than professional duties;

= Inviting students for social contact off school grounds without the permission or knowledge of
parents/guardians; and

s Transporting students in personal vehicles without the parents or supervisors

Adults, including employees and volunteers of the School, should respect boundaries consistent with their roles as
educators, mentors, and caregivers. Viotations of these boundaries include:

e Physical contact with a student that could be reasonably interpreted as constituting sexual harassment;

»  Exposing students to sexualized content via pictures, videos, the internet, or social media;

s Unnecessarily invading a student's personal privacy or physical space;

» Singling out a particular student or group of students for personal attention and friendship beyond the
bounds of an appropriate adult/student relationship;

s Conversation of a sexual nature with students not related to the adult’s professional responsibilities or role;
and

e A flirtatious, romantic, or sexual relationship with a student.

Electronic Communication
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Digital technology and social networking provide multiple means for adults, educators and other employees to
communicate appropriately with students and personalize learning. Such communication between adults and students
must be transparent, accessible to supervisors and parents/guardians, nonsexual, appropriate to the circumstances,
unambiguous in meaning, and professional in content and tone.

As with in-person communications, adults should avoid appearances of impropriety and refrain from inappropriate
electronic communications with students. Factors to consider in determining whether electronic communication is
inappropriate include, but are not limited to:

* Thesubject, content, purpose, authorization, timing, and frequency of the communication;

»  Whether there was an attempt to conceal the communication from supervisors and/or parents/guardians;

*  Whether the cormmunication could be reasonably interpréted as soliciting séxiial contact 6F aromantic”
relationship; and

*  Whether the communication was sexually explicit.

Adults must restrict one-on-one, electronic communications with individual students to accounts, systems, and
platforms that are provided by and accessible to the School. If an adult does not have access to a Board-approved
communication account, system, or platform and there is a time-sensitive or emergency School-related matter that must
be communicated to students, the adult may use a personal communication account, system, or personal social media
to communicate this information. The adult must note the date, time, and nature of the contact and make this
information available to the School upon request as communications with the student on behalf of the School are the
property of the School,

Parents/guardians are encouraged to have access to their student’s social networking and digital communications and to
supervise their student's use of these methods of communication.

Reporting of Violations

Adults are required to report any case of suspected sexual misconduct or abuse to their supervisor (or to the Principal
for non-employees}, who shall report such information to the Head of Scheol. This requirement is in addition to the
requirements for reporting cases of suspected child abuse or neglect under any mandatory reporting laws.

In addition, adults are required to report suspected violations of this policy regarding in-person and electronic
communications with students to their supervisor {or to the Principal for non-employees), who shall report such
information to the Head of School.

Adults should not attempt to confront the perpetrator or conduct their own investigation. Instead, the matter must be
referred to the School and a child protective agency as stated herein, For the privacy of the student and to avoid
drculating harmful or incorrect information, adults must not unnecessarily disseminate information about a pending
incident.

Training

The Board will provide training for employees and volunteers on the prevention of misconduct and abuse, in addition to
any required training under mandated reporting laws. Information about this policy will also be disseminated to
employees, volunteers, students and parents and posted on the School’s website.

Investigation and Consequences for Violations

All complaints of sexual abuse or misconduct shall be investigated by the School. Such investigations shall oceur within
30 days of the report.
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Violations of this policy may be considered egregious and gross misconduct and form the basis for immediate
termination without regard to the principles of progressive discipline. Employees found to be in violation of this policy
may be disciplined, up to and including termination from employment. Volunteers found to be in violation of this policy
may be ineligible for continued/future volunteer services and may be removed from their volunteer role.

7-20 PROFESSIONAL BOUNDARIES: STAFF/STUDENT INTERACTION POLICY

Insight Schools of Californfa recognizes its responsibility to make and enforce all rules and regulations governing student
and employee behavior to bring about the safest and most leaming-conducive environment possible.

Corporal Punishment

Corporal punishment shall not be used as a disciplinary measure against any student. Corporal punishment includes the
wiltful infliction of, or willfully causing the infliction of, physical pain on a student.

For purposes of this policy, corporal punishment does not include an employee’s use of force that is reasonable and
hecessary to protect the employee, students, staff or other persons or to prevent damage to property.

For clarification purposes, the following examples are offered for direction and guidance of School personnel:
A. Examples of PERMITTED actions {(NOT corporal punishment)

Stopping a student from fighting with another student;

Preventing a student from committing an act of vandalism;

Defending yourseif from physical injury or assault by a student;

Foreing a student to give up a weapon or dangerous object;

Requiring an athletic team to participate in strenuous physical training activities designed to strengthen or
condition team members or improve their coordination, agility, or physical skills;

6. Engaging in group calisthenics, team drills, or other physical education or voluntary recreational activities.

Wk

B. Examples of PROHIBITED actions {corporal punishment)

1. Hitting, shoving, pushing, or physically restraining a student as a means of control;
Making unruly students do push-ups, run laps, or perform other physical acts that cause pain or discomfort
as a form of punishment;

3. Paddfing, swatting slapping, grabbing, pinching, kicking, or otherwise causing physical pain.

Acceptable and Unacceptable Staff/Student Behavior

This policy is intended to guide all faculty and staff in conducting themselves in a way that reflects the high standards
of hehavior and professionalism required of school employees and to specify the boundaries between students and
staff. Although this policy pives specific, clear direction, it is each staff member’s obligation to avoid situations that
could prompt suspicion by parents, students, colleagues, or school leaders. One viable standard that can be quickly
applied, when you are unsure if certain conduct is acceptable, is to ask yourself, “Wouid | be engaged in this conduct
if my family or colleagues were standing next to me?”

For the purposes of this policy, the term “boundaries” is defined as acceptable professional behavior by staff members
white interacting with a student. Trespassing the boundaries of a student/teacher relationship is deemed an abuse of
power and a betrayal of public trust.

Some activities may seem innocent from a staff member’s perspective, but can be perceived as flirtation or sexual
insinuation from a student or parent's point of view. The objective of the following list of acceptable and unacceptable
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behaviors is not to restrain innocent, positive refationships between staff and students, but to prevent relationships
that could lead to, or may be perceived as, sexual misconduct.

Staff must understand their own responsibility for ensuring that they do not cross the boundaries as written in this
policy. Disagreeing with the wording or intent of the established boundaries will be considered irrelevant for
disciplinary purposes. Thus, itis crucial that all employees learn this policy thoroughly and apply the lists of acceptable
and unacceptable behaviors to their daily activities. Although sincere, competent interaction with students certainly
fosters learning, student/staff interactions must have boundaries surrounding potential activities, locations and
intentions.

Duty to Report Suspected Misconduct

When any employee reasonably suspects or believes that another staff member may have crossed the boundaries
specified in this policy, they must immediately report the matter to a school administrator. At reports shall be as
confidential as possible under the circumstances. It is the duty of the administrator to investigate and thoroughly
report the situation. Employees must also report to the administration any awareness or concern of student behavior
that crosses boundaries or where a student appears to be at risk for sexual abuse.

Examples of Specific Behaviors

The following examples are not an exhaustive list:
Unacceptable Staff/Student Behaviors {Violations of this Policy)

Giving gifts to an individual student that are of a personal and intimate nature.

Kissing of any kind.

Any type of unnecessary physical contact with a student in a private situation.

Intentionally being alone with a student away from school.

Making or participating in sexually inappropriate comments.

Sexual jokes.

Seeking emotional involvement with a student for your benefit,

Listening to or telling stories that are sexually oriented.

Discussing inappropriate personal problems or intimate issues with a student in an attempt to gain their
support and understanding.

j.  Becoming involved with a student so that a reasonable person may suspect inappropriate behavior.

SE@ e ap o

Unacceptable Staff/Student Behaviors without Parent and Supervisor Permission

{These behaviors should only be exercised when a staff member has parent and supervisor permission.)

a. Giving students a ride to/from school or schoo! activities.
b. Being alone in a room with a student at school with the door closed.
¢. Allowing students in your home,

Cautionary Staff/Student Behaviors

(These behaviors should only be exercised when a reasonable and prudent person, acting as an educator, is prevented
from using better practice or behavior. Staff members should inform their supervisor of the circumstance and
occurrence prior to or immediately after the occurrence)

a. Remarks about the physical attributes or development of anyone.
b. Excessive attention towards a particular student.
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¢.  Sending emails, text messages or letters to students if the content is not about school activities.

Acceptable and Recommended Staff/Student Behaviors

a. Getting parents’ written consent for any after-schoot activity.

b. Obtaining formal approval to take students off school property for activities such as field trips or
competitions. :

c. Emails, texts, phone and instant messages to students must be very professional and relate to school
activities or classes {Communication should be limited to schoot technology).

d. Keeping the door open when alone with a student.

e. Keeping reasonable space between you and your students.

f.  Stopping and correcting students if they cross your own personal boundaries.

g. Keeping parents informed when a significant issue develops about a student.

h. Keeping after-class discussions with a student professional and brief.

i.  Asking for advice from fellow staff or administrators if you find yourself in a difficuit situation related to
boundaries.

j.  Involving your supervisor if conflict arises with the student, )

k. Informing the Head of Schools about situations that have the potential to become more severe.

. Making detailed notes about an incident that could evolve into a more serious situation later.

m. Recognizing the responsibility to stop unacceptable behavior of students or coworkers.

n.  Asking another staff member to be present if you will be alone with any type of special needs student.

0. Asking another staff member to be present when you must be atone with a student after regular school
hours.

p. Giving students praise and recognition without touching them.

q. Pats on the back, high fives and handshakes are acceptable.

r. Keeping your professional conduct a high priority.

s. Asking yourseif if your actions are worth your job and career,

7-21 PUBLICITY/STATEMENTS TO THE MEDIA

All media inquiries regarding the position of the School as to any issues must be referred to Head of School. Only Head of
School is authorized to make or approve public statements on behalf of the School. No employees, unless specifically
designated by Head of School, are authorized to make those statements on behalf of School. Any employee wishing to
write and/or publish an article, paper, or other publication on behalf of the School must first obtain approval from Head
of School.

7-22 PUNCTUALITY AND ATTENDANCE

Employees are hired to perform important functions at Insight Schools of California. As with any group effort, operating
effectively takes cooperation and commitment from everyone. Therefore, attendance and punctuality are very
important. Unnecessary absences and lateness are expensive, disruptive and place an unfair burden on fellow
employees and Supervisors. We expect excellent attendance from all employees. Excessive absenteeism or tardiness will
result in disciplinary action up to and induding discharge.

We do recognize, however, there are times when absences and tardiness cannot be avoided. In such cases, employees
are expected to notify Supervisors as early as possible, but no later than the start of the work day. Asking another
employee, friend or relative to give this notice is improper and constitutes grounds for disciplinary action. Employees
should call, stating the nature of the iliness and its expected duration, for every day of absenteeism.

If you are absent for three or more consecutive workdays due to personal iliness, you may be required to provide a
statement from your healthcare provider, unless state or local law provides otherwise, before you will be permitted to
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return to work. Unreported absences of three (3) consecutive work days generally will be considered a voluntary
resignation of employment with the School.

7-23 REFERENCES

Insight Schools of California will respond to reference requests through Insperity’s Contact Center at 866-715-3552,
option 5 Department. The School will provide general information concerning the employee such as date of hire, date of
discharge, and positions held. Requests for reference information must be in writing, and responses will he in writing.
Please refer all requests for references to insperity’s Contact Center at 866-715-3552, option 5 Department.

Only Insperity’s Contact Center at 866-715-3552, option 5 Department may provide references.
7-24 SHAREPOINT

Important notices and items of general interest are continually posted on Insight Schools of California SharePoint site.
Employees should make it a practice to review frequently. This will assist employees in keeping up with what is current
at Insight Schools of California.

7-25 SOLICITATION AND DISTRIBUTION

To avoid distractions, solicitation by the employee of another employee is prohibited while either employee is on work
time. "Work time" is defined as the time the employee is engaged, or should be engaged, in performing their work tasks
for Insight Schools of California. Solicitation of any kind by non-employees on School premises is prohibited at all times,

Distribution of advertising material, handbills, printed or written literature of any kind in working areas of the School is
prohibited at all times. Distribution of literature by non-employees on School premises is prohibited at all times.

7-26 SOCIAL MEDIA

Insight Schools of California respects the right of any employee to maintain a blog or web page or to participate in a
social networking, Twitter or similar site, including but not limited to Facebook and Linkedin. However, to protect School!
interests and ensure employees focus on their job duties, employees must adhere to the following rules:

Employees may not post on a blog or web page or participate on a social networking platform, such as Twitter or similar
site, during work time or at any time with School equipment or property.

All rules regarding confidential and proprietary business information apply in full to blogs, web pages and social
networking platforms, such as Twitter, Facebook, Linkedin or similar sites. Any information that cannot be disclosed
through a conversation, a note or an e-mail also cannot be disclosed in a blog, web page or social networking site.

All employees are expected to follow these guidelines when using social media:

* Maintain the confidentiality of trade secrets and private, proprietary or confidential information. Trade
secrets may include information regarding the development of systems, processes, products, know-how
and technology. Do not post internal reports, policies, procedures or other internal business-related
confidential communications.

* Do not make any reference to the clients, partners or customers without their express written consent.

* Youare not authorized to represent the School in online communications unless assigned as part of your
responsibilities or given express permission in writing by an officer.
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« Do not post things such as, discriminatory remarks, harassment and threats of violence, bullying, retalfation
or similar inappropriate or unfawful conduct. The school’s Equal Employment and Anti-Harassment policies
apply to all social media communication.

¢ Do not use School's email addresses to register on social networks, blogs or other online tools utilized for
personal use. The school requires all employees who participate in such activities to comply with all school
guidelines and policies, including, but not limited to the Anti-Harassment policy.

Whether the employees are posting something on their own blog, web page, social networking, Twitter or similar site or
on someocne else's, if the employee mentions the Schoo! and also expresses either a political opinion or an opinion
regarding the School's actions that could pose an actual or potentiat conflict of interest with the School, the poster must
inciude a disclaimer. The poster should specifically state that the opinion expressed is a personal opinion and not the
School's position. This is necessary to preserve the School's good will in the marketplace.

Any conduct that is impermissible under the law if expressed in any other form or forum is impermissible if expressed
through a blog, web page, social networking, Twitter or similar site. For example, posted material that is discriminatory,
obscene, defarmnatory, libelous or violent is forbidden. School policies apply equally to employee social media usage.

insight Schools of California encourages ali employees to keep in mind the speed and manner in which information
posted on a blog, web page, and/or social networking site is received and often misunderstood by readers. Employees
must use their best judgment. Employees with any questions should review the guidelines above and/or consuit with
their manager. Failure to follow these guidelines may result in discipline, up to and including discharge.

Nothing in this policy or in any other company guideline and/or policy is intended to prohibit any employee from
receiving communication or engaging in activities that are protected by faw. Examples include, but are not limited to,
communications between employees related to wages, hours and other terms and conditions of employment.

7-27 SMOKING
Smoking, including the use of e-cigarettes, is prohibited on School premises and in all School vehicles.
7-28 WEAPONS

Insight Schools of California strives to provide a safe and secure workplace for employees, clients, customers and
visitors. The School has zero tolerance for, and forbids the passession of any type of weapon, firearm, explosive and/or
ammunition while on company property or conducting company business. For purposes of this policy, company property
includes, but is not limited to, all facilities, company-provided vehicles and eguipment that are either leased or owned by
the company or a company client.

Possession of firearms or other weapons may be cause for discipline, including, but not limited to, immediate
termination of employment. In enforcing this policy, Insight Schools of California reserves the right to request
inspections of any employee and their personal effects while on company property, to the extent aliowable under
applicable law. Any employee who refuses to allow an inspection will be subject to the same disciplinary action as having
been found in possession of firearms or other weapons.

tn the event an employee lawfully possesses a firearm, the employee can store the firearm in the employee’s personal
vehicle while on company-provided parking areas; however, the firearm must be stored in the employee’s locked
vehicle, or locked to the vehicle, and hidden from plain view.

Employees share the responsibility of identifying violators of this policy. If you either witness or suspect ancther
individual of violating this policy, you should immediately report this information to their onsite supervisor.
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7-29 WORKPLACE CONDUCT

insight Schools of California endeavors to maintain a positive work environment. Each employee plays a role in fostering
this environment. Accordingly, we all must abide by certain rules of conduct, based on honesty, common sense and fair

play.

Because everyone may not have the same idea about proper workplace conduct, it is helpful to adopt and enforce rules
all can follow. Unacceptable conduct may subject the offender to disciplinary action, up to and including discharge, at
the School's sole discretion. The following are examples of some, but not alt, conduct which can be considered
‘unacceptable:

-

- Obtaining employrient on the basis of false of wiisleading iformation.
Stealing, removing or defacing company property or a co-worker's property, and/or disclosure of
confidential information.

3. Completing another employee's time records.

4. Violation of safety rules and policies,

5. Violation of the Drug and Alcohol-Free Workplace Policy.

6. Fighting, threatening or disrupting the work of others or other violations of the Workplace Violence Policy.

7

8

9

W

Failure to follow lawful instructions of a supervisor.
Failure to perform assigned job duties.
Violation of the Punctuality and Attendance Policy, including but not limited to irregular attendance,
habitual lateness or unexcused absences.

10. Gambling on school property.

11, Willful or careless destruction or damage to School assets or to the equipment or possessions of another
employee.

12. Wasting work materials.

13. Performing work of a personal nature during working time.

14. Violation of the Solicitation and Distribution Policy.

15. Violation of the company Harassment or Equal Employment Opportunity Policies.

16. Violation of the Communication and Computer Systems Palicy.

17. Unsatisfactory job performance,

18. Any other violation of Insight Schools of California policy.

Obviously, not every type of misconduct can be listed. Note that all employees are employed at-will, and insight Schools
of California reserves the right to impose whatever discipline it chooses, or none at all, in a particular instance. The
School will deal with each situation individually and nothing in this handbook should be construed as a promise of
specific treatment in a given situation. However, Insight Schools of California will endeavor to utilize progressive
discipline but reserves the right in its sole discretion to terminate the employee at any time for any reason.

Where appropriate, supervisors will follow a process of progressive employee discipline. Before or during application of
any discipline, employees may be given an opportunity to relate their version of the incident or problem and provide an
explanation. Examples of progressive employee discipline may include:

s Verbal Counseling - A conversation with an employee explaining that the employee’s conduct or poor
performance is unacceptable, and repeated or continued unacceptable conduct or performance will result
in more severe disciplinary action. A record of the notice of the verbal counseling may be made and
retained in the employee's personne! file.

*  Written Counseling - A written document or memo that describes the unacceptable conduct or
performance of the employee and specifies needed changes or improvements. A copy of the written
counseling generally will be retained in the employee’s personnel file.

» Termination - If an employee fails to follow acceptable conduct or performance standards, the company
may terminate the employee’s employment,

70



Depending on the specific circumstances, the company may suspend or terminate an employee without prior discipline,
or without following a particular order of discipline. The observance of these rules will help to ensure that our workplace
remains a safe and desirable place to work.

7-30 SEPARATION - IF YOU MUST LEAVE US

Should any employees decide to leave the School, we ask that they provide a Supervisor with at least 2 weeks advance
notice of departure.

Thoughtfulness will be appreciated. All School, property including, but not limited to, keys, security cards, parking
passes, laptop computers, fax machines, uniforms, etc., must be returned at separation. Employees also must return all
of the School's Confidential Information upon separation. To the extent permitted by law, employees will be required to
repay the School {through payroll deduction, if lawful) for any lost or damaged School property. As noted previously, all
employees are employed at-will and nothing in this handbook changes that status.

7-31 EXIT INTERVIEWS

Employees who resign are requested to participate in an exit interview with management, if possible. During the exit
interview, you can provide insights into areas for improvement for the company and your specific position.

7-32 A FEW CLOSING WORDS

This handbook is intended to give employees a broad summary of things they should know about Insight Schools of
California. The information in this handbook is general in nature and, should questions arise, any member of
management should be consulted for complete details. While we intend to continue the policies, rules and benefits
described in this handbook, Insight Schools of California, in its sole discretion, may always amend, add to, delete from or
modify the provisions of this handbeook and/or change its interpretation of any provision set forth in this handbook.
Employees should not hesitate to speak to management if they have any questions about the School or its personnel
policies and practices.

For employees covered by a Collective Bargaining Agreement (CBA), in areas where the Handbook and CBA conflict, the
CBA governs.
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HANDBOOK ACKNOWLEDGEMENT

| acknowledge receipt of Insight Schools of California’s Employee Handbook ("Handbook"). { understand this handbook
contains information regarding the Company’s rules and benefits which affect me as an employee.

{ understand the Handbook is not a written employment contract for any specific term. My employment with Insperity is
at-will. My employment with the Company is at-will unless an authorized employment agreement with Insight Schools of
California provides otherwise.

Efurther understand that only Company authorized and designated Leadership personnel has any authority to change my
at-will status or enter into any agreement guaranteeing employment with the Company for any specific pericd of time. |
afso undérstand that if any agreement is made, it will not be authorized and enforceable unless it is in writing and signed
by both parties.

t also understand that an agreement made by designated Company Leadership personnel of Insight Schools of California is
not binding on Insperity unless it is agreed to in writing by either the president or senior vice president of Insperity.

I understand, if requested by Insight Schools of California, | must repay the company any vacation/PTO used but not
accrued at the time my employment ends, and | hereby authorize the company to deduct such amounts from my final
paycheck to the extent permitted by law. | also agree that if requested, | will complete a new deduction authorization form
to facilitate such deductions,

funderstand that if | have any questions about the interpretation or application of any policies contained in the Handbook,
I shoutd direct these questions to the onsite supervisor.

I further understand the Company reserves the right to modify the policies and benefits in the Handbook at any time
without notice.

My signature below acknowledges that | have received the Handbook and understand it is my responsibility to read and
comply with all policies contained in this Handbook, inciuding state specific addendums {if any}, and any revisions made
toit.

Employee Signature:

Date:

Print Name:

insperity Employee |1D Number:

Please sign and return one acknowledgment to your supervisor and retain the other for your records. A copy of this
signed acknowledgment should be sent to Insperity.
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TO: INSIGHT AT SAN JOAQUIN
GOVERNING BOARD

BOARD REPORT #08

VIA: INSIGHT STAFF
September 13, 2023

SUBJECT: Uniform Complaint Procedures Update

PROPOSAL: It is proposed that the Governing Board of Insight at San Joaquin approve the
Uniform Complaint Procedures Update.

BACKGROUND: A complaint under the Uniform Complaint Procedures (UCP) is a written and
signed statement alleging a violation of federal or state laws governing certain educational
programs. The UCP covers alleged violations by local educational agencies that receive direct or
indirect funding from the State to provide specific school programs, activities, or related
services. A Williams Complaint, another type of UCP complaint, regards instructional materials,
emergency or urgent facilities conditions that pose a threat to the health and safety of pupils, and
teacher vacancy or misassignment.

Education Code Section 35186(e)(2) updated the language of the Williams requirements for
teacher misassignment from, “A teacher who lacks credentials or training to teach English
learners is assigned to teach a class with more than 20% of English leamer pupil in the
class.” To, “A teacher who lacks credentials or training to teach English learners is
assigned to teach a class with one or more English learner pupils in the class.”

BUDGET IMPLICATIONS: There are no budget implications.

RECOMMENDATIONS: It is recommended that the Governing Board approve the Uniform
Complaint Procedures Update.

RESPECTFULLY SUBMITTED
Kimberly Odom
Head of School

PREPARED BY:
Krista Mount
Director of Categorical Programs



PRESENTED BY:
Krista Mount
Director of Categorical Programs

Ayes: 3 No: 0 Abstain: 0
A adtat pa
(gt

Approved: _Yes  Witnessed: Date: 9/13/2023

Name Ave No Abstain | Absent | Moved | Second
Fred Vallerga X
Laurie Fracolli X
Bill Bushman X X
Deanna Vallerga X X
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Uniform Complaint Procedures (UCP)
Policies and Procedures 2023-24

Adopted by our Governing Board (here and after “the board”} in September 2023.

This document contains rules and instructions about the filing, investigation, and resolution of a Uniform
Complaint Procedures (UCP) complaint regarding an alleged violation by Insight Schools of federal or
state laws or regulations governing educational programs.

This document presents information about how we process UCP complaints concerning programs or
activities that are subject to the UCP.

A UCP complaint is a written and signed statement alleging a violation of federal or state laws or
reguiations, which may include an allegation of unlawful discrimination, harassment, intimidation or
bullying. A signature may be handwritten, typed (including in an email), or electronically generated.
Some complaints may be filed anonymously. A UCP complaint filed on behalf of an individual student
may only be filed by that student or that student’s duly authorized representative.

A complainant is any individual, including a person's duly authorized representative or an interested
third party, public agency, or organization who files a written complaint alleging violation of federal or
state laws or regulations, including allegations of unlawful discrimination, harassment, intimidation or
butlying in programs and activities funded directly by the state or receiving any financial assistance from
the state.

If the complainant is unable to put the complaint in writing, due to a disability or illiteracy, we shall
assist the complainant in the filing of the complaint.

Insight Schools developed the Uniform Complaint Procedures (UCP) process with policies and
procedures adopted by the governing board.

According to state and federal codes and regulations, the programs and activities subject to the UCP are:
» Accommaodations for Pregnant and Parenting Pupils
* Aduit Education
s After School Education and Safety
= Agricultural Career Technical Education
« Career technical and technical education and career technical and technical training programs
s Child care and development programs
« Compensatory Education
» Consolidated categorical aid programs
» Course Periods without Educational Content

« Discrimination, harassment, intimidation, or bullying against any protected group as identified
under Fducation Code (EC) sections 200 and 220 and Government Code Section 11135, including
any actual or perceived characteristic as set forth in Penal Code Section 422.55, or on the basis
of a person’s association with a person or group with one or more of these actual or perceived
characteristics, in any program or activity conducted by an educational institution, as defined in
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EC Section 210.3, that is funded directly by, or that receives or benefits from, any state financial
assistance.

* Educational and graduation requirements for pupils in foster care, pupils who are homeless,
pupils from military families, pupils formerly in Juvenile Court now enrolled in a school district,
pupils who are migratory, and pupils participating in a newcomer program.

= Every Student Succeeds Act

+ Local control and accountability plans (LCAP)

* MigrantEducation

» Physical Education Instructional Minutes

* Pupil Fees

* Reasonable Accommodations to a Lactating Pupil
* Regional Occupational Centers and Programs

» School Plans for Student Achievement

* Schoolsite Councils

= State Preschool

* State Preschool Heaith and Safety Issues in LEAs Exempt from Licensing

= And any other state or federal educational program the State Superintendent of Public
-Instruction (5SPI) or designee deems appropriate.

The programs and activities subject to the UCP in which Insight Schools operates are:
= Accommodations for Pregnant and Parenting Pupils
= Compensatory Education
* Consolidated categorical aid programs

= Discrimination, harassment, intimidation, or bullying against any protected group as identified
under Education Code (EC) sections 200 and 220 and Government Code Section 11135, including
any actual or perceived characteristic as set forth in Penal Code Section 422.55, or on the basis
of a person’s association with a person or group with one or more of these actual or perceived
characteristics, in any program or activity conducted by an educational institution, as defined in
EC Section 210.3, that is funded directly by, or that receives or benefits from, any state financial
assistance.

* Educational and graduation requirements for pupils in foster care, pupils who are homeless,
pupils from military families, pupils formerly in Juvenile Court now enroliled in a school district,
pupils who are migratory, and pupils participating in a newcomer program.

* Every Student Succeeds Act

* Local control and accountability plans (LCAP)
* Migrant Education

* Physical Education Instructional Minutes

¢ Pupil Fees
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 And any other state or federal educational program the State Superintendent of Public
Instruction {SSP1) or designee deems appropriate.

The following complaints shall be referred to the specified agencies for appropriate resolution and are
not subject to our UCP complaint procedures set forth in this document:

(a) Allegations of child abuse shall be referred to the applicable County Department of Social
Services {DSS), Protective Services Division or appropriate law enforcement agency.

{b) Health and safety complaints regarding licensed facilities operating a Child Development
Program shall be referred to DSS.

{c) Employment discrimination complaints shall be sent to the State Department of Fair
Employment and Housing (DFEH). The complainant shall be notified in writing in a timely
manner of any DFEH transferal.

The Responsibilities of Insight Schools

We shall have the primary responsibility to ensure compliance with applicable state and federal laws
and regulations. We shall investigate and seek to resolve, in accordance with our approved UCP process,
complaints alleging failure to comply with applicable state and federal laws and regulations including,
but not limited to, allegations of discrimination, harassment, intimidation, bullying, or noncompliance
with laws relating to all programs and activities we implement that are subject to the UCP.

The UCP Annual Notice

We disseminate on an annual basis the UCP Annual Notice which is a written notice of our approved
UCP complaint procedures to all our students, employees, parents or guardians of its students, advisory
committee members, appropriate private school officials or representatives, and other interested
parties.

This notice may be made available on our website and shall include the following:
« information regarding allegations about discrimination, harassment, intimidation, or bullying;
» the list of ali federal and state programs within the scope of the UCP;

« the title of the position whose occupant is responsible for processing complaints, and the
identity{ies) of the person(s) currently occupying that position, if known;

» a statement that the occupant responsible for processing complaints is knowledgeable about
the laws and programs that they are assigned to investigate;

« a statement that in order to identify appropriate subjects of state preschool health and safety
issues pursuant to Section 1596.7925 of the Health and Safety Code {HSC) a notice, separate
from the UCP Annual Notice, shall be posted in each California state preschool program
classroom in each school in the local educational agency (LEA) notifying parents, guardians,
pupils, and teachers of (1) the health and safety requirements under Title 5 of the California
Code of Regulations {5 CCR) apply to California state preschool programs pursuant to H5C
Section 1596.7925, and {2) the location at which to obtain a form to file a complaint.

Fiting UCP Compfaints
All UCP complaints shall be filed no later than one year from the date the alleged violation occurred.

Complaints within the scope of the UCP are to be filed with the person responsible for processing
complaints:
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Krista Mount

Director of Categorical Programs
tnsight Schools

50 Moreland Road

Simi Valley, CA 93065

(805) 581-0202

A pupil fee includes a purchase that a pupil is required to make to obtain materials, supplies, equipment,
or clothes associated with an educational activity,

A pupil fees complaint may be filed with the principal of a school or with our superintendent or their
designee. A pupil fees complaint may be filed anonymously, that is, without an identifying signature, if
the complaint provides evidence or information leading to evidence to support an allegation of
noncompliance,

For complaints relating to Local Control and Accountability Plans (LCAP), the date of the alleged violation
is the date when the reviewing authority approves the LCAP or annual update that we adopted. An LCAP
complaint may be filed anonymously, that is, without an identifying signature, if the complaint provides
evidence or information leading to evidence to support an allegation of noncompliance.

We advise complainants of the right to pursue civil law remedies that may be available under state or
federal discrimination, harassment, intimidation, or builying laws, including, but not limited to,
injunctions, restraining orders, or other remedies or orders that may also be available to complainants.

Investigating UCP Complaints

The UCP complaint investigation is our administrative process for the purpose of gathering data
regarding the complaint. We provide an opportunity for complainants and/or representatives to present
evidence or information.

Refusal by the complainant to provide the investigator with documents or other evidence refated to the
allegations in the complaint, or to otherwise fail or refuse to cooperate in the investigation or engage in
any other obstruction of the investigation, may result in the dismissal of the complaint because of a fack
of evidence to support the allegations.

Refusal by insight Schools to provide the investigator with access to records and/or other information
related to the allegation in the complaint, or to otherwise fail or refuse to cooperate in the investigation
or engage in any other obstruction of the investigation, may result in a finding based on evidence
collected that a violation has occurred and may result in the imposition of a remedy in favor of the
complainant.

We ensure that complainants are protected from retaliation.

We investigate all allegations of unlawful discrimination, harassment, intimidation or bullying against
any protected group. Unlawful discrimination, harassment, intimidation or bullying complaints shali be
filed no later than six months from the date the alleged discrimination, harassment, intimidation or
bullying occurred, or six months from the date the complainant first obtained knowledge of the facts of
the alleged discrimination, harassment, intimidation or bullying.

UCP Complaint Resolution

We will thoroughly investigate the UCP complaint and issue a written Investigation Report to the
compiainant within 60 calendar days from the date of the receipt of the complaint unless the
complainant agrees in writing to an extension of time.
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This Investigation Report wiil contain the following elements:
= the findings of fact based on the evidence gathered;

« a conclusion that provides a clear determination for each allegation as to whether we are in
compliance with the relevant law;

» corrective actions i we find merit in a complaint:

- for complaints regarding Pupil Fees; LCAP; Physical Education instructional Minutes, or
Course Periods without Educational Content, the remedy shall go to all affected pupils,
parents, and guardians,

- for all other complaints within the scope of the Uniform Complaint Procedures the
remedy shall go to the affected pupil,

- With respect to a Pupil Fees complaint, corrective actions shall include reasonable
efforts to ensure full reimbursement to all pupils, parents and guardians who paid a
pupil fee within one year prior to the filing of the complaint.

« a notice of the complainant’s right to appeal our Investigation Report to the Department of
£ducation (CDE); and

« the procedures to be followed for initiating an appeai to the CDE.

UCP Complaint Appeal Process

An appeal is a written and signed request by the complainant to the CDE seeking review of an LEA
(charter school) investigation Report that was issued in response to a properly filed complaint. A
signature may be handwritten, typed (including in an email), or electronically generated.

The complainant may appeal our Investigation Report of a UCP complaint to the CDE by filing a written
appeal within 30 calendar days of the date. To request an appeal, the complainant must specify and
explain the basis for the appeal, including at least one of the following:

« Insight Schools failed to follow its complaint procedures, and/or
« the Investigation Report lacks material findings of fact necessary to reach a conclusion of law, and/or

+ the material findings of fact in the Investigation Report are not supported by substantial evidence,
and/or

» the legal conclusion in the Investigation Report is inconsistent with the law, and/or

* in a case in which we were found in noncompliance, the corrective actions fail to provide a proper
remedy.

The appeal shall be sent with: {1} a copy of the locally filed complaint; and (2) a copy of the LEA
Investigation Report.

All complaints and responses are public records.
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Legal References
20 United States Code (20 U.5.C.) Section 6301 et seq.
34 Code of Federal Regulations (34 CFR) Sections 106.8, 34 CFR 299.10-13

California Education Code (EC) Sections 200, 201, 210.1, 210.3, 220, 221.1, 222, 234.1, 260, 3031, 8200~
8498, 8235.5, 8235-8239.1, 8261, 8482-8484.65, 85008538, 17002(d), 17592.72, 33126(b)(5)(A),
33126(b){5)(B), 33315, 35161, 35186, 46015, 48645.7, 48853, 48853.5, 48987, 4901049013, 49069.5,
49531, 49556, 51210, 51222, 51223, 51225.1-3, 51228.1-51228.3, 52059, 52075, 52300-52462,
52334.7, 52355, 52451, 52460-52462, 52500-52617, 54440-54445, 54445, 56100(a) 56100@), 60010,
64001, 65000. . .

California Government Code (GC} Sections 11135, 11136
California Penal Code (PC) Section 422.55
California Code of Regulfations Title 5 (5 CCR} Sections 4600-4640, 4690-4694
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Uniform Complaint Procedures (UCP) Annual Notice 2023-2024
Insight Schools annually notify our students, employees, parents or guardians of its students, the
advisory committees, and other interested parties of our Uniform Complaint Procedures {UCP) process.

The UCP Annual Notice is available on our website.

We are primarily responsible for compliance with federal and state laws and regulations, including those
related to unlawful discrimination, harassment, intimidation, or bullying against any protected group, and
all programs and activities that are subject to the UCP.

Programs and Activities Subject to the UCP

¢ Accommodations for Pregnant and Parenting Pupils

Aduit Education

After School Education and Safety

Agricultural Career Technical Education

e Career Technical and Technical Education and Career Technical and Technical Training
Programs

s Child Care and Development Programs

¢ Compensatory Education

Consolidated Categorical Aid Programs

Course Periods without Educational Content

» Discrimination, harassment, intimidation, or bullying against any protected group as identified under
sections 200 and 220 and Section 11135 of the Government Code, including any actual or perceived
characteristic as set forth in Section 422.55 of the Penal Code, or on the basis of a person’s association
with a person or group with one or more of these actual or perceived characteristics, in any program or
activity conducted by an educational institution, as defined in Section 210.3, that is funded directly by,
or that receives or benefits from, any state financial assistance.

s Every Student Succeeds Act

s Local Control and Accountability Plans (LCAP)

+ Migrant Education

s Physical Education Instructional Minutes

s Pupil Fees

e Reasonable Accommodations to a Lactating Pupil
& Regional Occupational Centers and Programs

¢ School Plans for Student Achievement
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* School Safety Plans
* Schoolsite Councils
s State Preschool
¢ State Preschool Health and Safety Issues in LEAs Exempt from Licensing

And any other state or federal educational program the State Superintendent of Public Instruction (SSPF)
of the California Department of Education (CDE) or designee deems appropriate.

Filing a UCP Complaint
A UCP complaint shall be filed no fater than one year from the date the alleged violation occurred.

For complaints relating to Local Control and Accountability Plans (LCAP), the date of the alleged
violation is the date when the reviewing authority approves the LCAP or annual update that was
adopted by our agency.

A pupil enrolled in any of our public schools shall not be required to pay a pupil fee for participation in an
educational activity.

A pupil fee complaint may be filed with the principal of a school or our superintendent or their designee.

A pupil fee or LCAP complaint may be filed anonymously, that is, without an identifying signature, if the
complainant provides evidence or information leading to evidence to support an allegation of
noncompliance.

Respaonsibilities of Insight Schools

We shall post a standardized notice, in addition to this notice, with educational and graduation
requirements for pupils in foster care, pupils who are homeless, pupils from military families, and pupils
formerly in Juvenile Court now enrolled in a schoot district.

We advise complainants of the opportunity to appeal an Investigation Report of complaints regarding
programs within the scope of the UCP to the Department of Education {CDE).

We advise complainants of civil law remedies, including injunctions, restraining orders, or other remedies
or orders that may be available under state or federal discrimination, harassment, intimidation, or
bullying laws, if applicable.

Copies of our UCP procedures shall be available free of charge.
Contact Information

Complaints within the scope of the UCP are to be filed with the person responsible for processing
complaints:

Krista Mount

birector of Categorical Programs
Insight Schools

50 Moreland Road

Simi Valley, CA 93065

(805) 581-0202

The above contact is knowledgeabie about the laws and programs that they are assigned to investigate at
insight Schools.
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Williams Complaint Policies and Procedures 202324

Adopted by our Governing Board (here and after “the board”) in September 2023.

This document contains rufes and instructions about the filing, investigation, and resolution of a
Williams complaint regarding alleged deficiencies related to instructional materials, the condition of a
facility that is not maintained in a clean or safe manner or in good repair, and teacher vacancy or
misassignment.

Insight Schools adopted the Uniform Complaint Procedures (UCP} process in accordance with Chapter
5.1 (commencing with Section 4680} of the California Code of Regulations, Title 5, to resolve Williams
complaints. This document presents information about how we process complaints concerning Williams
Settlement issues. A UCP complaint is a written and signed statement by a complainant alleging a-
violation of state laws or regulations. A complainant is any individual, including a person's duly
authorized representative or an interested third party, public agency, or organization who files a written
complaint alleging violation of state laws or regulations, regarding alleged deficiencies related to
instructional materials, the condition of a facility that is not maintained in a clean or safe manner or in
good repair, and teacher vacancy or misassignment. If a complainant is unable to put the complaint in
writing, due to a disability or illiteracy, we shall assist the complainant in the filing of the complaint.

The Responsibility of insight Schools

Insight Schools is required to have local policies and procedures that enable Williams Complaints to be
handled through our UCP process, to post a classroom notice informing parents, guardians, pupils, and
teachers of their rights to file a Williams complaint on the charter school’s website, and to provide a
complaint form for Williams complaints regarding alleged deficiencies related to instructional materials,
conditions of facilities that are not maintained in a clean or safe manner or in good repair, and teacher
vacancy or misassignment.

If a response is requested by the complainant, the response will go to the mailing address of the
complainant indicated on the complaint.

If Education Code Section 48985 is applicable and 15 percent or more of the pupils in grades K-12
enrolled in our charter school speak a language other than English, the Williams Complaint Classroom
Notice and the Williams Complaint form shall be written in English and in the primary fanguage of the
complainant, The complaint response, if requested, and the final report shal be written in English and
the primary language in which the complaint was filed.

A Williams Complaint about problems beyond the authority of the school principal shall be forwarded in
a timely manner, but will not exceed 10 working days, to the appropriate charter school officiai for
resolution.

The principal or the designee of the charter school, as applicable, shall make all reasonable efforts to
investigate any problem within his or her authority.

The principal, or, where applicable, the head of schools or his or her designee shall remedy a valid
complaint within a reasonable time period but not to exceed 30 working days from the date the
complaint was received.
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The principal, or where applicable, the head of schools or his or her designee, shall report to the
complainant the resolution of the complaint within 45 working days of the initial filing if the
complainant identifies himself or herself and requests a response.

The principal makes this report; the principal shall also report the same information in the same
timeframe to the head of schools or his or her designee.

The charter school shall report summarized data on the nature and resolution of all complaints on a
quarterly basis to the county superintendent of schools and the governing board of the school.

The summaries shall be publicly reported on a quarterly basis at a regularly scheduled meeting of the
governing hoard of the schoot. . .. o e

The report shall include the number of complaints by the general subject area with the number of
- resolved and unresolved complaints.

The complaints and responses shall be available as public records.

The Williams Complaint Classroom Notice

We make sure that the Williams Complaint Classroom Notice is posted on the school website and
includes:

= The parents, guardians, pupils, and teachers,

e astatement proclaiming sufficient textbooks and instructional materials,

» astatement that school facilities must be clean, safe, and maintained in good repair,
¢ astatement that there should be no teacher vacancies or misassignments, and

» the location at which to obtain a form to file a complaint in case of a shortage.

The Wiiliams Complaint Eorm

We make sure that the Williams Complaint form is available for parents, guardians, pupils, and teachers
to use. The charter school is virtual and currently has no school sites for students.

The Williams Complaint form shall include:

s Asection to indicate if a response is requested,

* asection for contact information including mailing address if a response is requested.

+ astatement that a pupil, including an English Learner, does not have standards - aligned
textbooks or instructional materials or state adopted or charter school adopted textbooks or
other required instructional materials to use in class.

* astatement that a pupil does not have access to textbooks or instructional materials to use at
home or after school. This does not require two sets of textbooks or instructional materials for
each pupil.

* astatement that textbooks or instructional materials are in poor or unusable condition, having
missing pages, or are unreadabie due to damage.

* astatement that a pupil was provided photocopied sheets from only a portion of a textbook or
instructional materiais to address a shortage of textbooks or instructional materials.

¢ astatement that a condition poses an urgent or emergency threat to the health or safety of
pupils or staff, including: gas leaks, nonfunctioning heating, ventilation, fire sprinklers or air -
conditioning systems, electrical power failure, major sewer line stoppage, major pest or vermin
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infestation, broken windows or exterior doors or gates that will not fock and that pose a security
risk, abatement of hazardous materials previously undiscovered that pose an immediate threat
to pupils or staff, structural damage creating a hazardous or uninhabitable condition, and any
other emergency conditions the charter school determines appropriate.

s astatement that a school restroom has not been maintained or cleaned regularly, is not fully
operational, or has not been stocked at ali times with toilet paper, soap, and towels or
functional hand dryers.

e astatement that the school has not kept all restrooms open during school hours when pupils
are not in classes, and has not kept a sufficient number of restrooms open during school hours
when pupils are in classes. This does not apply when temporary closing of the restroom is
necessary for pupil safety or to make repairs.

e astatement that a semester begins and a teacher vacancy exists. (A position to which a single
designated certificate employee has not been assigned at the beginning of the year for an entire
year or, if the position is for a one - semester course, a position of which a single designated
certificated employee has not been assigned at the beginning of a semester for an entire
semester).

» astatement that a teacher who lacks credentials or training to teach English Learners is assigned
to teach a class with one or more English Learners pupils in the class.

» astatement that a teacher is assigned to teach a class for which the teacher lacks subject matter
competency.

e asection to identify the location of the school in which the alleged violation took place,

» asection to identify the course or grade level, if applicable,

s asection where the complainant describes the specific nature of the complaint in detail,

s astatement that the complainant may include as much text as the complainant feels is
necessary, and

e astatement identifying the place to file the complaint that includes the office and address of the
principal or his/her designee of the school in which the alleged violation took place.

Filing a Williams Complaint with the insight Schocls

A Williams complaint shall be filed with the principal of the school or his or her designee, in which the
complaint arises.

A Williams complaint may be filed anonymously.

The complainant need not use the Williams Complaint form to file a complaint.

How to Appeal a Williams Complaint

A complainant who is not satisfied with the resolution of the principal or the head of schools or his or
her designee, involving deficiencies related to instructional materials, the condition of a facility thatis
not maintained in a clean or safe manner or in good repair, and teacher vacancy or misassignment, has
the right to describe the complaint to the governing board of the school at a regularly scheduled
meeting of the governing board.

A complainant who is then not satisfied with the resolution proffered by the principai, or the head of
schools or his or her designee, involving a condition of a facility that poses an emergency or urgent
threat, as defined in paragraph (1} of subdivision {(¢) of EC Section 17592.72, has the right to file an
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appeal to the State Superintendent of Public instruction at the California Department of Education {CDE)
within 15 days of receiving the report.

Conditions that pose an emergency or urgent threat (not cosmetic or nonessential) to the heaith and
safety of pupils or staff while at school include the following:

s (Gas leaks.

» Nonfunctioning heating, ventilation, fire sprinkiers, or air-conditioning systems.

« Electrical power failure. :

* Major sewer fine stoppage.

* Major pest or vermin infestation. L L

» Broken windows or exterior doors or gates that will not lock and that pose a security risk.

¢ Abatement of hazardous materials previously undiscovered that pose an immediate threat to
pupil or staff,

e Structural damage creating a hazardous or uninhabitable condition.

In regards to the resolution proffered by the principal, or the head of schools or his or her designee,
involving a condition of a facility that poses an emergency or urgent threat, the complainant shali
comply with the appeal requirements of 5 CCR Section 4632,

A complainant may appeal the Decisicn of an emergency or urgent threat to the CDE by filing a written
appeal within 15 days of receiving the Decision.

The complainant shall specify the basis for the appeal of the Decision and whether the facts are
incorrect and/or the law is misapplied.

The appeal shall be accompanied by:
1. A copy of the original locally filed complaint; and

2. A copy of our Decision of this original locally filed complaint.

Legal References

£C sections 1240, 17592.72, 35186, 48985, 60640.

California Code of Regulations {CCR), Title 5 sections 4680-4687.
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Williams Complaint Classroom Notice

Notice to Parents, Guardians, Pupils, and Teachers

202324

There should be sufficient textbooks and instructional materials. That means each pupil,
including English fearners, must have a textbook or instructional materials, or both, to use in
class and to take home.

School facilities must be clean, safe, and maintained in good repair.

There should be no teacher vacancies or misassignments. There should be a teacher assigned to
each class and not a series of substitutes or other temporary teachers. The teacher shouid have
the proper credentials to teach the class, including the certification required to teach English
learners if present.

Teacher vacancy means a position to which a single designated certificated employee has not
been assigned at the beginning of the year for an entire year or, if the position is for a one-
semester course, a position to which a single designated certificated employee has not been
assigned at the beginning of a semester for an entire semester.

Misassignment means the placement of a certificated employee in a teaching or services
position for which the employee does not hold a legally recognized certificate or credential or
the placement of a certificated employee in a teaching or services position that the employee is
not otherwise authorized by statute to hold.

A compilaint form may be obtained at the school office or downloaded from the school’s
website.

You may also download a copy of the Sample Williams Complaint Form in English and in other
languages from the California Department of Education website.
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Williams Complaints Form

California Education Code (EC} Section 35186 created a procedure for the filing of complaints concerning
deficiencies related to instructional materials, conditions of facilities that are not maintained in a clean or
safe manner or in good repair, and teacher vacancy or misassignment. The complaint and response are
public documents as provided by statute. Complaints may be filed anonymously. However, if you wish to
receive a response, you must provide the following contact information.

Is a response requested — yes or no?
Name:

Mailing Address:

Email Address:

Phone Number:

Essﬁe of complaint:

Textbooks and Instructional Materials

O A pupil, including an English learner, does not have standards-aligned textbooks or instructional materials
or state-adopted or district-adopted textbooks or other required instructional materials to use in
class.

L1 A pupil does not have access to textbooks or instructional materials to use at home or after
school. This does not require two sets of textbooks or instructional materials for each pupil.

[0 Texthooks or instructional materials are in poor or unusable condition, have missing pages, or are
unreadable due to damage.

L1 A pupil was provided photacopied sheets from only a portion of a textbook or instructional
materials to address a shortage of textbooks or instructional materials.

Facility Conditions

[0 A condition poses an urgent or emergency threat to the heakth or safety of students or staff,
including: gas leaks, nonfunctioning heating, ventilation, fire sprinklers or air-conditioning systems,
electrical power failure, major sewer line stoppage, major pest or vermin infestation, broken
windows or exterior doors or gates that will not lock and that pose a security risk, abatement of
hazardous materials previously undiscovered that pose an immediate threat to pupils or staff,
structural damage creating a hazardous or uninhabitable condition, and any other emergency
conditions the school district determines appropriate.

O A school restroom has not been maintained or cleaned regularly, is not fully operational and has not
been always stocked with toilet paper, soap, and paper towels or functional hand dryers.

[0 The school has not kept all restrooms open during school hours when pupils are not in classes and has
not kept a sufficient number of restrooms open during school hours when pupils are in classes.



50 Moreland Road
Simi Valley, CA 53065
Phone (805) 581-0202

POWERED &Y

Teacher Vacancy or Misassignment

[0 Teacher vacancy - A semester begins, and a teacher vacancy exists. {A teacher vacancy is a
position to which a single designated certificated employee has not been assigned at the
beginning of the year for an entire year or, if the position is for a one-semester course, a
position to which a single designated certificated employee has not been assigned at the
beginning of a semester for an entire semester.)

0 Teacher misassignment - A teacher who lacks credentials or training to teach English learners is
assigned to teach a class with one or more English learner pupils in the class.

[1 Teacher misassignment - A teacher is assigned to teach a class for which the teacher lacks

subject matter competency.
Date of Problem:
Location of problem:
School name:
Address:
Course or Grade Level and Teacher Name:

Describe the complaint in detail. You may attach additional pages if necessary to fully describe the
situation.

File this complaint with the following:

Krista Mount

Director of Categorical Programs
Insight Schools

50 Moreland Road

Simi Valley, CA 93065

A complaint about problems beyond the authority of the principal shall be forwarded within 10 working
days to the appropriate school official for resolution.






