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Sequoia Grove Charter Alliance

SEQUOIA GROVE
W CHARTER ALLIANCE

Regular Board Meeting

Date and Time:
April 25, 2022
6:00 pm

Location:
Join Zoom Meeting
https://sequoiagrove-org.zoom.us/j/85071021338?pwd=VTNZWWZOcjZ5VXVia1thsY1hOOGIQUTO09

Meeting ID: 850 7102 1338
Passcode: 421829

Agenda:
l. Opening items

A. Record Attendance

B. Call the Meeting to Order
C. Approval of the Agenda
D. Public Comments

E. Approval of Minutes

Ill. Action Items

A. Director’s Report - Royce
B. Update: Budget, Taxes, Audit - Cory
C. Discussion and Possible Action: Calendar (Options) - Royce
D. Discussion and Possible Action: Job Descriptions - Royce
E. Discussion and Possible Action: Services Agreement - Royce
Il. Closed Session
A. PUBLIC EMPLOYEE PERFORMANCE EVALUATION

(Gov. Code section 54957(b)(1).)
Title: CEO

B. CONFERENCE WITH LEGAL COUNSEL—ANTICIPATED LITIGATION
Gov. Code section 54956.9(d)(2).): ([1 matter]).


https://sequoiagrove-org.zoom.us/j/85071021338?pwd=VTNZWWZOcjZ5VXVia1hsY1hOOGlQUT09

IV. Closing items
A. Board of Director's Comments & Requests

B. Announcement of Next Regular Scheduled Board Meeting

May 16, 2022
6:00 pm

C. Adjourn Meeting

Public Comment Rules: Members of the public may address the Board on agenda or non-agenda items
through the teleconference platform, Zoom. Zoom does not require the members of the public to have an
account or login. Please either utilize the chat option to communicate to the administrative team of your desire
to address the Board or simply communicate orally your desire to address the Board when the Board asks for
public comments. Speakers may be called in the order requests are received. Comments are limited to 2
minutes each, with no more than 16 minutes per single topic. If a member of the public utilizes a translator to
address the Board, those individuals are allotted 4 minutes each. If the Board utilizes simultaneous translation
equipment in a manner that allows the Board to hear the translated public testimony simultaneously, those
individuals are allotted 2 minutes each. By law, the Board is allowed to take action only on items on the
agenda. The Board may, at its discretion, refer a matter to school staff or calendar the issue for future
discussion.

Note: The Governing Board encourages those with disabilities to participate fully in the public meeting process.
If you need a disability-related modification or accommodation, including auxiliary aids or services, to
participate in the public meeting, please contact the Sequoia Grove Office at (916) 526-3794 at least 48 hours
before the scheduled board meeting so every reasonable effort can be made to accommodate you.
(Government Code § 54954.2; Americans with Disabilities Act of 1990, § 202 (42 U.S.C. § 12132)).



	Lake View Administrative Support Services Agreement with Sequoia Grove Charter Alliance (2022-23).pdf
	ADMINISTRATIVE SUPPORT SERVICES AGREEMENT
	ATTACHMENT A DESCRIPTION OF SGCA SERVICES
	A. Compliance Support
	B. Development
	C. Orientation
	D. Meeting Support
	1. Scheduling
	2. Compilation and Creation of the Board Packets and Agendas
	3. Posting of Agendas

	E. Support schools with training for new board members regarding governance
	F. Assist with policy development
	A. BeneTrac Site Maintenance
	B. Open Enrollment
	C. Secure group rates
	A. Enrichment Ordering development, operation, staff
	B. Field Trips
	C. Curriculum Ordering
	D. Regional Lending Library
	E. Vendor site
	F. Online Subscriptions
	A. Support school's administration in recruiting, screening, recommending employees
	B. Provide pre-employment screening, verification
	C. Coordinate and administer health, life, and retirement benefits
	D. New hire orientation, training, onboarding, and off-boarding
	E. Track leave of absence benefits
	F. Recommend changes and revisions to employment policies and employee handbooks
	A. OSP system maintenance
	B. Maintain Single Sign-On through clever with the various subscriptions.  (Subscriptions to vary year to year based on school input and availability)
	C. Negotiate bulk pricing
	D. Coordinate bulk purchases and subscriptions
	A. Oversee standardized curriculum options
	1. Maintain Curriculum Ordering
	2. Load student accounts for group managed curriculum
	3. Provide information, support, and load all curriculum

	B. Project annual and multi-year planning amounts
	C. Provide curriculum information and training for Homeschool Teacher Handbook
	D. Maintain the curriculum support site with updated tutorials for school staff
	A. Google Suite
	1. Domain management
	2. Email management

	B. Maintain School Website
	1. Design, launch, and maintain all websites
	2. Coordinate with the web development team on daily website edits
	3. Facilitate photoshoots to procure images for websites

	C. Provide Template for HST Handbook
	A. Enrollment
	1. Live Registration Support
	a) Regional Phone Hotline
	b) Email
	c) SMS
	d) Remote Assistance
	e) Supported Languages (Spanish, Russian, Chinese, Japanese)

	2. Registration System (Reg-Online) Administration
	a) Configuration and Update
	b) Student Registration
	(1) New
	(2) Returning
	(3) Sibling

	c) Provide oversight for Household Accounts

	3. Student Information System (SIS) Administration
	a) Data Entry
	b) Post-Import Revisions
	c) Internal Audits
	d) Custom Tags

	4. Enrollment Reporting and Analysis
	a) Trend Analysis & Projections
	b) Provide Enrollment Strategies and Support

	5. Lottery System Administration and Implementation

	B. School Pathways
	1. Align student data collection with CALPADS
	2. Programming of Student Information System
	3. Liaison between Student Information System and Schools
	4. Maintenance of School Pathways
	5. Collaborates on State and Federal Reporting
	a) Fall I, II, and EOY CALPADS Reporting
	b) Civil Rights Data Collection Report
	c) CBEDS Report

	6. Handle attendance data requests and reports
	7. Upon request, review and recommend updates to School’s attendance policies
	8. Monitors, maintains, and updates the school’s data within CALPADS
	9. Create staff accounts
	10. Update and maintain accurate data for staff
	a) Credentials
	b) SEID number
	c) Classification
	d) Personnel Information
	e) Job Title
	f) Employment date

	11. Work with staff to provide necessary access to data in Pathways related to job duties
	12. Maintain accurate FTE counts for all staff
	13. Process changes to Proof of Residence in Pathways
	14. Report Immunizations
	15. Facilitate student transfers between schools
	16. Maintain course catalogs

	C. Records
	1. New Enrollments
	a) Request student CUMEs from previous schools
	b) House and maintain all student records (CUMEs)
	c) Store SPED records
	d) Work with Registrars from other schools/districts to ensure overlapping enrollments are satisfactorily resolved

	2. Withdrawals
	a) Maintain and update Withdrawal Survey
	b) Process CUME requests and send student records to new schools
	c) Collaborate with School Accountability & Compliance to ensure proper documentation is being received from teacher/family upon withdrawal
	d) Confirm and verify in writing which school the withdrawing student will be attending
	e) Follow up with a School letter when unable to verify new school
	f) Call all withdrawing families and perform a short Exit Survey
	g) Follow up with Private Schools that are not listed on CALPADS

	3. High School Support
	a) Fill out, sign, and return High School Work Permit Applications
	b) Maintain and update Transcript Request Survey
	c) Provide official/unofficial transcripts to families
	d) Request transcripts from previous schools
	e) Check-in high school and college transcripts from previous schools
	f) Process high school Concurrent Enrollments (CCE’s) that require transcript attachment
	g) Fill out, sign, and return Military Security Clearance Forms
	h) Print and mail High School Diplomas and official transcripts to families upon graduation
	i) Archive and house graduated senior CUMEs

	4. Student/Teacher Services
	a) Fill out, sign, and return Entertainment Work Permit Applications
	b) Provide Enrollment Verification letters to families
	c) Provide Withdrawal Verification letters to families
	d) In collaboration with teachers, SPED case managers, and counselors - Fill out, sign, and return DSS, SS, DCFS,

	5. CWS teacher and administrative questionnaires
	a) Provide copies of student CUME’s to parents
	b) Process and mail 5th and 8th grade Promotion Certificates to families

	6. Miscellaneous
	a) File ELL, RFEP identification letters into student CUME’s
	b) Process legal name changes and upload appropriate legal paperwork to student’s dashboard
	c) Ensure CalPads information is up to date and accurate for each student. Work with CALPADS Team to ensure dual enrollments are resolved in an accurate and timely manner.
	d) Archive and maintain Legal Documents including restraining orders and custody arrangements.
	e) End of year CUME cleanup - forward all withdrawn student CUME’s that have not been requested to schools listed on CALPADS
	f) Provide student information/student records to law offices, law enforcement agencies, and probation departments as requested


	D. School Accountability & Compliance
	1. State Compliance Documents
	a) Verifies & Audits Independent Study Agreement
	b) Verifies & Audits Attendance Logs
	c) Verifies & Audits Work Samples
	d) Verifies & Audits Household Data Collection Forms (HDCF)
	e) Performs Internal Audit
	f) Prepares all documents for Annual Audit Guide including:
	(1) CALPADS 1.18 and 1.17
	(2) Student Selections: Master Agreement, Attendance, Work Samples
	(3) Special Programs documentation (HDCF & EL)


	2. State Attendance Reports
	a) Prepares all state reports: Review, analyze, and clarify data with teachers
	(1) 20-day Report
	(2) P1
	(3) P2
	(4) EOY
	(5) Estimated Attendance Reports


	3. Student Information System Support to Homeschool Teachers
	a) Parent Portal
	b) Troubleshoot Student Information System (SIS)
	c) Update demographics in SIS
	d) Provide Attendance Codes, Printing, Archiving
	e) Provide resources to support teachers with work sample, printing, archiving
	f) Provide resources to support in generating report card
	g) Add TK8 Classes to teachers
	h) Presentations on compliance documents via PowerPoint, video, or in person
	i) Provide Weekly Updates

	4. Live Support to Homeschool Teachers
	a) Individualized Support
	b) SAA Email Group
	c) SAA Phoneline
	d) Virtual Conference


	A. Process and check all enrichment orders
	B. Provide customer phone support
	C. Audits accounts and makes sure funds are correct
	D. Social Media moderating support related to Enrichment questions
	A. Student Tech Equipment Order Fulfillment, Returns, and Repairs
	B. Teacher & Staff Tech Equipment Order Fulfillment, Returns, and Repairs
	C. Information Technology Desktop Support for Staff & Students
	D. Set up and maintenance of equipment in physical offices (internet, infrastructure, printing)
	E. Accounting and inventory of all Tech assets
	F. Maintain software agreements and licensing
	G. Tech Vendor interface
	H. AUP (Acceptable Use Policy) Compliance Support
	I. Network and Device Content Filtering and Virus Support (Compliance with: The Children Internet Protection Act (CIPA), Children’s Online Privacy Protection Act and Rule (COPPA), Family Educational Rights and Privacy Act (FERPA), and Health Insurance...
	J. Coordinating bulk hardware and software purchases
	A. Maintain Lending Library System
	B. Maintain Lending Library Materials/Inventory
	C. Suggest Lending Library Schedule
	D. Maintain Returns System
	E. Develop and engage Inventory Returns Process
	A. Graphic Design
	1. Develop logos, advertisements, and collateral for School and special projects for the School (i.e. PowerPoint templates, letterhead, Graduation Programs, Certificates)
	2. Design graphics to represent the School
	3. Design and order promotional flyers
	4. Create social media graphics for School programs and events

	B. Spirit Wear
	1. Develop new spirit wear items
	2. Facilitate bulk orders for special events (conferences, retreats, meetings)

	C. Website Administration
	1. Design, launch, and maintain all School websites
	2. Coordinate with the web development team on daily website edits
	3. Facilitate photoshoots to procure images for websites

	D. Communication
	1. Support sending emails to parents using school-wide communication platform
	2. Support systems for  mass communication platforms

	E. Social Media Engagement
	1. Develop, support and assess a coordinated social media strategy for School
	2. Oversee social media channels and curation of content on the following platforms: Facebook (Pages & moderate Groups), Twitter, Instagram, Pinterest
	3. Share out School news (School announcements, policy changes) and monitor real-time social media sentiment and engagement, especially during crisis moments or when the School is in the news
	4. Provide guidance and messaging to Family Liaisons (or other School contact(s)) to disseminate on regional Facebook Groups
	5. Provide customer service support to prospective families by answering inquiries with accuracy
	6. Develop social media advertising, ensuring that money is spent strategically to accomplish the goals of the social media strategy for School

	F. Events
	a) Graduation
	b) Maintain Graduation Manual
	c) Provide guidance to all regional graduation leads
	d) Facilitate payments for venues
	e) Verify ceremony logistics and order of events
	f) Sort and ship loaner caps and gowns
	g) Design, print and ship ceremony programs
	h) Design, print, and mail promotion certificates to families
	2. Staff Events
	a) Assist with planning, logistics, and execution of high priority staff events, including:
	(1) Back to School Professional Development Meetings
	(2) Classified Professional Development Meetings
	(3) School Leadership / School Staff Meetings
	(4) Holiday Celebrations

	b) Coordinate catering, research, and book venues, set up and tear down, create a checklist of supplies needed, ship materials needed for events
	c) Research and order staff appreciation gifts

	3. Recruiting/Community Events
	a) Support School Leader, Teachers, and Family Liaisons by completing event applications, managing payment, and facilitating insurance certificates for local community events
	b) Lead and coordinate School’s presence as a sponsor/vendor at events
	(1) Set up and tear down booths
	(2) Coordinate staffing



	G. Promotional Material
	1. Inventory stock of recruiting supplies
	2. Place orders of recruiting supplies
	3. Ship supplies to staff as-needed

	H. Branding
	1. Ensure brand consistency and promote uniformity
	2. Identify brand-building areas and develop a plan to educate organization members (i.e. Style Guide)
	3. Format and proofread documents for consistency (i.e. school planners, Parent Student Handbook)

	I. Miscellaneous
	1. School Planners
	2. Work with vendor to create custom planner books that meet the needs of homeschool families
	3. Project grade-level enrollment growth to determine order quantities
	4. Design front cover, create handbook pages, insert holidays and calendar dates
	5. Orchestrate delivery logistics for planner distribution

	A. Star 360
	1. Monitor/recommend purchasing of licenses
	2. Create, maintain, problem solve bridge with Pathways and Renaissance Portal
	3. Set up Renaissance portal with school year dates, benchmark windows, and other settings for the school year
	4. Provide School with training for teachers and messaging to families
	5. Create, implement, and monitor paper assessment process
	6. Create and share Not Tested Report for School staff to monitor completion
	7. Upload scores to student dashboard on School Pathways
	8. Answer general questions from School team regarding use of the program
	9. Delete invalid assessments at the request of Homeschool Teacher (HST)
	10. Create and share reports with scores to School
	11. Create accounts for school administrators without students
	12. Provide HST with their correct username and password as needed

	B. ELPAC (Initial and Summative)
	1. Train School Testing staff to determine which student(s) need the Initial ELPAC, CALPADs, and Pathways reports
	2. Train School Testing staff to enter ELAS information on EL Tab in Pathways
	3. Supply emails for notifying HSTs and instructions for Moodle proctor training
	4. Order and track supplies for Initial and Summative ELPAC
	5. Monitor ELPAC spreadsheet to see when tests need to be mailed out
	6. Mail and collect returned materials; Advise School Testing staff on follow up to ensure all students are tested within the appropriate window
	7. Review materials to make sure bubbles are completed and spot check books for scoring errors
	8. Input scores for Initial ELPAC into TOMS LST
	9. Upload scores to spreadsheet for mail merged school letter
	10. Print and mail score reports with mail merged ELPAC letter to parents
	11. Upload scores to student dashboard on Pathways
	12. Add labels and prepare materials to be returned to the state for RSVP Initial ELPAC tests
	13. Scan or inventory unused materials and return to State
	14. Monitor TOMS ELPAC eligible students to verify testing or correction of ELAS as needed
	15. Track students tested, materials returned, scores received and mailed to families for all eligible students for Share score spreadsheet with EL Designee

	C. Physical Fitness Test (PFT)
	1. Train and provide sample emails for School Testing staff to communicate with School staff regarding:
	a) Test window/locations/dates for each region
	b) Enrollment numbers/size of test locations
	c) Assist with proof of liability insurance when needed
	d) Monitor payment for locations when needed
	e) Flyers for test locations
	f) Proctor assignments
	g) Hold training meetings for School Testing staff
	h) HST instructions for student registration
	i) Follow-up on student registration
	j) Test participation by HST

	2. Set up and engage all aspects of the back end of student registration in Pathways
	3. Create and maintain PFT Data Collection spreadsheet
	4. Prepare and upload data sheets to school PFT portal
	5. Provide sample parent information and communication including location master list

	D. CAASPP
	1. Train and provide sample emails for School Testing staff to communicate with School staff regarding:
	a) Test window
	b) Test locations/dates for each region
	c) Enrollment numbers/size of test locations
	d) Assist with proof of liability insurance when needed
	e) Monitor payment for locations when needed
	f) Flyers for test locations
	g) HST instructions for student registration
	h) Follow-up on student registration (which HSTs still need to register students)
	i) Proctor assignments
	j) Test participation by HST (during the testing window; which teachers have students who still need to complete testing)

	2. Enter instructional calendar and set up test window in TOMS
	3. Set up and engage all aspects of the back end of student registration in Pathways
	4. Work with SPED and Student Support departments to ensure that all students have accurate accommodations and that they are properly implemented at test locations
	5. Upload student accommodations and designated supports into TOMS
	6. Generate reports for Not-tested and Expiring Tests
	7. Process opt-outs internally and in TOMS
	8. Work with Tech department to ensure adequate equipment is available for all schools
	9. Track and oversee computer and router numbers
	10. Hold training meetings for School Testing Staff
	11. Provide location master list
	12. Monitor security affidavits in TOMS
	13. Produce teacher trainings and support documents on various topics, including but not limited to:
	a) Talking points for families
	b) Designated supports and how to enter them
	c) Test security
	d) Proctoring
	e) Checking student demographics and test settings (designated supports) in TOMS

	14. Provide support to all test locations and teachers throughout the window, including but not limited to:
	a) Basic tech troubleshooting
	b) Student login issues


	A. Smartsheet Development and
	B. Invoice routing
	C. Audit compliance
	A. Vendor invoicing
	1. Enrichment Certificate reconciliation/adjustments
	2. Liaison between Accounts Payable and vendors, and teachers and families when issues arise

	B. Vendor onboarding
	C. Develop and Oversee Vendor Portal (Maintain vendor supporting document including insurance and W-9s)
	A. Maintain Field Trip Ordering System
	B. Process all Field Trip Requests
	C. Coordinate logistics with various field trip vendors and field trip venues
	D. Coordinate insurance with CharterSAFE
	E. Reporting and support for any accident or incident that occurs at a school sponsored field trip





