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INVOICE

Page # 1
- PISTRANC Capistrano Unified School District
33122 Valle Road
San Juan Capistrano, CA 92675
Phone: (949) 234-9332
ACCT ID: C68001133
INVOICE NUMBER: 68WI10120
CALIFORNIA CONNECTIONS ACADEMY - CARTER DIVISION: 68CH
ATTN: LACHELLE CARTER TERM: 2526
DIRECTOR OF FINANCE INVOICE DATE: 09/03/25
33272 VALLE ROAD DUE DATE: 09/30/25
SAN JUAN CAPISTRANO, CA 92675 AMOUNT DUE $70,606.00
ltem Account Description Amount
1 0101 0000 0 8699 0000 0000 205 69000000 | 1% OVERSIGHT-SEP '25 70,606.00
INVOICE TOTAL $70,606.00
- Please remit a copy with payment-Thank You
Remit to: Capistrano Unified School District Account 1D C68001133

Attention: Accounts Receivable
33122 Valle Road
San Juan Capistrano, CA 92675

Account Name CALIFORNIA CONNECTIONS ACADEMY

Invoice Number 68WI0120

DIV: 68CH
TERM: 2526
Due Date 09/30/25

Amount Due $70,606.00

Amount Paid $
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INVOICE

Page # 1
-KPISTRANC Capistrano Unified School District
33122 Valle Road
San Juan Capistrano, CA 92675
Phone: (949) 234-9332
ACCT ID: C68001133
INVOICE NUMBER: 68WI0113
CALIFORNIA CONNECTIONS ACADEMY - CARTER DIVISION: 68CH
ATTN: LACHELLE CARTER TERM: 2526
DIRECTOR OF FINANCE INVOICE DATE: 09/03/25
33272 VALLE ROAD DUE DATE: 09/30/25
SAN JUAN CAPISTRANO, CA 92675 AMOUNT DUE $35,303.00
Item Account Description Amount
1 0101 0000 O 8699 0000 0000 205 69000000 { 1% OVERSIGHT-AUG '25 35,303.00
INVOICE TOTAL $35,303.00
Please remit a copy with payment-Thank You
Remit to: Capistrano Unified School District Account ID 68001133

Attention: Accounts Receivable
33122 Valle Road
San Juan Capistrano, CA 92675

Account Name CALIFORNIA CONNECTIONS ACADEMY

Invoice Number 68WI0113

DIV: 68CH
TERM: 2526
Due Date 09/30/25

Amount Due $35,303.00

Amount Paid $
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Use of Public Funds

All monies received by CalOPs are considered public funds. The overarching principle in the
spending of school funds is that all expenditures must clearly and directly be necessary and
benefit the schools and support their purpose to provide a quality free education to the students
within its eligible boundaries.

Nonpublic funds are dollars that are collected and retained by outside organizations such as
booster organizations, associations and foundations. This also includes employee association
accounts. The schools and the nonprofit shall not act as custodian for privately funded monies of
a separately maintained agency fund or account, such as a staff social fund paid for exclusively
by employee contributions.

To protect from the misuse of public money, the use of school funds should be to provide a
benefit to the public, and not to benefit any individual, employee, corporation or other agency.
The public funds of the Organization and its Schools may be expended if a direct and substantial
public purpose is served by the expenditure and private individuals are only benefitted
incidentally by the promotion of the public purpose. Even if an expenditure has a noble or
virtuous purpose (such as supporting an employee experiencing a loss), or a moral or justifiable
obligation (such as gratitude for services provided), this is not sufficient to determine that a
public benefit exists. If expenditures provide a direct and tangible benefit to students’ education,
such as for staffing costs, materials, software, administrative expenses, etc., then these are easily
justified as providing the public benefit of educating the Schools’ students. For expenditures
which are not as direct or tangible, the Board must make a determination of the public purpose
prior to expenditure of these funds. This may be done via the budgeting process, and/or on a
case-by-case basis as needed.

When considering the use of public funds and whether an expenditure is appropriate, the schools
and its board will consider the public scrutiny test outlines below:

1. Is the expenditure within policy and how will it benefit the mission of our program and
the success of our students?

2. Will the tax-paying public view the expenditure as necessary to support public education?

3. Can the expenditure be defended to a person outside of the organization?

4. Would it pass the “smell test™?

Any expenditure that is not board approved and/or that does not benefit the schools” mission or
our students will be denied. Any expenditure found to be an unlawful use of public funds will not
be reimbursed and the employee may be subject to disciplinary action including legal liability,
taxpayer lawsuits, civil and criminal penalties (California Government Code Section 8314 and
Penal Code Section 424).
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As a 501(c)(3) organization, no funds or assets of CalOPS may be contributed to any political
party or organization or to any individual who either holds public office or is a candidate for
public office. The direct or indirect use of any funds or other assets of the schools for political
contributions in any form, whether in cash or other property, services, or the use of facilities, is
strictly prohibited. CalOPS also cannot be involved with any committee or other organization
that raises funds for political purposes.

Following are examples of prohibited activities:

e Contributions and/or endorsements by an employee that are reimbursed through expense
accounts or in other ways.

e Purchase by the organization of tickets for political fundraising events.

Expenditures for political advertisements.

e Contributions in kind, such as lending employees to political parties or using the Schools’
assets in political campaigns.

e Endorsement of or opposition to any ballot measure.

The Schools and Organization may expend a limited amount of funds on lobbying efforts on
legislative matters which may have an impact on the Schools or Organization, such as proposed,
pending or current legislative bills, and regulations. Typically, the resources used for this type of
allowable activity would be a small amount of staff time to contact or meet with legislators. Staff
time and other costs, if applicable, for such activities will be estimated annually and reported
with the best estimate of cost on the Organization’s tax returns.

The Schools will comply with any other federal and state laws and regulations regarding political
contributions, lobbying, and expenditures. No federal funds, or assets obtained from federal
funds, may be used for any political purposes.

The Organization’s employees, Board members, and other representatives may engage in the
above political activities on their own time, using their own personal assets and resources,
however, they may not act or appear to be acting on behalf of the Schools or Organization, and
may not use Organization resources to assist any non-allowable political activities. If the title of
a school employee is used, it shall be used for name identification purposes only.

Record Keeping

To provide an accurate and auditable record of all financial transactions, the Schools’ books,
records, and accounts are maintained in conformity with the Generally Accepted Accounting
Principles (GAAP) as applicable to Charter Schools.

Transaction ledgers, invoices, receipts, canceled/duplicate checks, attendance and entitlement
records, payroll records, and any other necessary fiscal documents will be maintained by the
Organization in accordance with applicable state law, and as required in any contract or
agreement, in a secure location for at least seven (7) years as set out in the Records Retention
policy, or as long as required by applicable law, whichever is longer. Appropriate back-up copies
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Superintendent can appoint or delegate someone else to perform the responsibilities as needed.

Financial duties and responsibilities must be separated between the Director of Finance,
Assistant Directors, Financial Service Provider, and other key members of the Finance
Department to ensure that no single employee has sole control over authorizing transactions,
recording financial transactions, and custody of assets.

Important Deadlines

Adopted Budget (submitted by July 1st)

Unaudited Actuals Report (submitted by September 15th)
Audited Financial Statements (submitted by December 15th)
First Interim Financial Report (submitted by December 15th)
Second Interim Financial Report (submitted by March 15th)
Form 990 tax return (submitted by May 15th with extension)

Budget

The Director of Finance, in consultation with the Executive Cabinet and with recommendations
from the Financial Services Provider and other appropriate school staff, prepares an annual
budget of revenues and expenses for Board approval. Budgets can be reviewed and modified as
necessary throughout the school year to account for enrollment and revenue changes. Any
adjustments to the budget will be shared with the Board during First Interims, Second Interims or
any other time throughout the school year. These forward-looking budgets and projections are
reviewed and approved by the Board at an open and public meeting prior to July 1st annually.
Approved annual operating budgets will be submitted to appropriate entities required by law in
the format required by statute and/or regulation and/or contractual agreements, and by any
required deadlines.

e Budgets will be prepared that show the revenues and expenditures and financial position
for each School, as well as the Organization as a whole.

e The fiscal year (budget year) of the school is July Ist through June 30th. The appropriate
accounting period is used for all adjusting entries and accruals.

e Financial statements displaying budget vs. actuals are prepared by the Financial Service
Provider with the support of the Director of Finance and are to be reviewed by Executive
Cabinet and are presented to the Board at each regular Board meeting. In the event that
there is more than one regular Board meeting in a month, it shall only be presented at one
of the meetings.

e All employees shall follow the Board-approved budgets, with exceptions approved by the
Board.

Budget Development Process:

The budget development process starts with a review of the Governor's proposed state budget for
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the upcoming fiscal year. This is typically shared in January and identifies the likely range of
revenues for the school’s upcoming fiscal year, as well as any cost-of-living adjustments. Once
the revenue estimates are complete, projected enrollment changes and expenditures are discussed
and are prepared for the remainder of the budget. This process includes a concise examination of
staffing levels, fixed costs, discretionary spending, legal, auditing costs and facilities. Additional
data from the department leaders such as usage, success rates, ease of use, department goals, and
needs should also be considered for key program expenditures such as curriculum, professional
development, systems, and supplies. Decisions should be finalized during the Leadership Retreat
in March/April annually. The Financial Service Provider will input the financial decisions made
by CalOPS into the agreed upon budget template to be approved by the Board.

The Governor’s annual “May Revise” budget is made public in the spring and outlines the
funding projection that will likely be included in the final state budget for the next fiscal year.
With this information, the Director of Finance, Executive Cabinet, and all other key parties will
work together and make any adjustments to the budget draft. This process involves a thorough
review of the budget in its draft form to make sure all spending requirements set by law,
contractual agreement, or otherwise are met. Finally, a five-year budget projection is developed
in accordance with the schools’ established strategic and growth plans before providing it to the
Board for approval by July 1.

CalOPS will work to maintain a minimum of 3% reserve at the end of every current school year
and two subsequent fiscal years. The board is notified immediately with a plan and/or
explanation when the reserve is projected to drop below this threshold. Reserves in excess of
10% will be taken into consideration to fulfill school needs outlined in the Components of the
End Fund Balance section of the budget.

In addition to the budget, cash flow analysis (when needed throughout the budget cycle), budget
projections, and budget revisions will be prepared periodically during the year to adjust for
changes in revenue or expenses.

Budget Updates:

The Board-approved budgets will act as living documents throughout the school year. They will
be used to monitor the financial health of the school and aid the Executive Cabinet as
expenditures are considered throughout the year that were not previously budgeted for and have
since been identified as a need. Budget updates will be prepared and presented to the Board of
Directors for approval by the Director of Finance and Executive Cabinet with the support of the
Financial Service Provider. Budget updates will be considered and in some cases required
throughout the year. The Board will approve the first interim and second interim budget reports.

The preferred first update is the day after census day, when attendance numbers are provided to
the state as an official count of the students to determine the schools initial funding. At this time,
the ADA projected and used to calculate revenues built in the initial budget should be compared
to the census day number to ensure all the schools will get the revenue planned for to continue
spending as planned in the approved budget.
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The Board will annually engage someone to prepare and submit the annual tax returns (Form 990
and Form 199) for the corporation of the Organization. The Board (and/or the Audit Committee
of the Board) will annually review its policies and practices to be sure it is complying with any
regulations or requirements of the Internal Revenue Service. Prior to submission of the tax
returns, the Director of Finance, other designated staff of the school, and/or Financial Service
Provider will review the tax returns for accuracy. Following completion of a final draft of the tax
returns, the Board will receive and review the returns prior to the submission deadline.
Appropriate extensions may be filed when needed. Typically, an annual extension from the
November deadline to May is expected as the annual audit has not yet been conducted prior to
November 15. Other extensions may be filed if necessary to allow for thorough preparation and
review of the tax returns prior to submission.

Internal Controls

CalOPS will maintain the following principles in its ongoing fiscal management practices to
ensure that, (1) expenditures are authorized by and in accordance with amounts specified in the
board-adopted budget, (2) the Organization and Schools’ funds are managed and held in a
manner that provides a high degree of protection of the Organization’s assets, and (3) all
transactions are recorded and documented in an appropriate manner. Additionally, as a publicly
supported entity, the school acknowledges the additional responsibility to ensure the public’s
confidence and the integrity of the schools’ activities.

To help ensure adequate internal controls, the School has established, implemented, and
maintained these policies and procedures based on laws, regulations, and sound business
principles and communicates them to those involved (e.g., School staff). It is essential that all
employees, volunteers, and students (when necessary) be aware of expectations regarding
internal accounting controls. The District Office provides annual training for all individuals who
are expected to follow these policies and carry out their procedures. Executive Cabinet will
ensure that, wherever possible, more than one person is trained for each function (cross-training).

The internal controls that are outlined in this policy have been put in place to help prevent fraud
and malfeasance through a number of checks and balances embedded in each financial task.
They include maintaining multiple layers of fiscal oversight in our policies and procedures at all
times.

e An independent financial auditor conducts annual financial audits. This selection will be
board approved and shared with our authorizers annually by April 1st.

e A Financial Service Provider is used to: compile financial statements for reporting
purposes to stakeholders, input and review external transactions, ensure proper
segregation of duties, disburse funds (e.g. check writing), and ensure fiscal compliance.

e The Board of Directors is provided all major financial statements and financial reports to
approve during the subsequent board meeting.

e The Director of Finance or designee authorizes reimbursements and the use of credit
cards by key executives (i.e. executive cabinet members, directors, assistant directors,
principals and assistant principals)

10
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e Major financial statements (e.g. Audited Financial Statements) are provided on the
school’s website.

e Financial presentations are made at monthly Board meetings, which are attended by
Executive Cabinet, board members, other stakeholders and members of the public.

If issues with the School’s internal controls are identified through any means, the Executive
Cabinet will inform the Board and the District Office will work with the leadership team to
address such issues as soon as possible.

The basic components of internal controls, set forth in this policy, include the following:

Segregation of duties

System of checks and balances

Staff cross-training

Controlled use of pre-numbered documents, i.e., checks
Asset security and restricted access

Timely reconciliations

Up-to-date inventory records

Appropriate review and approval of transactions
Comprehensive, up-to-date annual budget

Expectation that all staff and the District Office, including administrators, will follow all
internal controls

Audit

The Board or its Audit Committee (if one exists) shall contract for the services of an independent
public accountant to perform an annual fiscal audit in compliance with State law. The audit shall
cover the business of the Schools and Organization during the full fiscal year; be a financial audit
conducted in accordance with generally accepted auditing standards; and, include, but not be
limited to all audit procedures contained in the California K-12 Audit Guide. The audit shall be
completed and submitted to the Board for review at a public meeting as soon as reasonably
possible following the close of the fiscal year for which the audit is conducted. The audit report,
after review by the Board of Directors, will be submitted to the Charter granting agency,
California Department of Education, County Superintendent of Schools, and State Controller's
Office by December 15th of each year. The Schools will address any audit exceptions or adverse
findings through audit correction plans.

The Audit engagement and review process may be conducted by the Board’s Audit Committee
(if one is formed) on behalf of the Board.

Segregation of Duties
To ensure proper internal controls, the duties of custody, approvals, recording, and reconciliation

have been delegated and are kept separate. The segregation of duties is to avoid exposing the
schools to a higher risk of potential cash skimming, delayed deposits, or other errors or

11
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irregularities by implementing a dual role processing system to avoid one sole person from being
able to complete a financial related task from start to finish.

The following structures have been established and will be maintained with the oversight of the
Director of Finance and the Executive Cabinet to properly segregate duties within CalOPs. The
Director of Finance, Assistant Directors of Finance and Executive Cabinet share the
responsibility amongst themselves for authorizing, initiating, approving, and executing
transactions; never completing two consecutive steps without a different approved staff
completing the in-between step. The appropriate Finance Department staff and the Financial
Service Provider are responsible for recording, reconciling, reporting, and reviewing
transactions; never completing two consecutive steps without a different approved staff
completing the in-between step. In this capacity, these individuals are responsible for:

e Setting a good example by following established policies and procedures.

e Ensuring that all staff, volunteers, and others associated with the schools are informed
about and follow established policies and procedures.

e Providing continual assistance and training for all staff members involved in all aspects
of financial management, including purchasing and procurement practices.

e Take immediate action when an infraction occurs.

The Organization will develop and maintain Purchase Requisition, Purchase Order and Payment
Request forms to document the authorization of non-payroll expenditures. Such documentation
may be accepted via an electronic processing software, such as but not limited to DocuSign,
through a designated procurement software or paper form. Any purchases and payments over
twenty thousand ($20,000) dollars must be approved by the Board of Directors during the
subsequent board meeting before being sent to the vendor to confirm the agreement and/or
payment. All purchases must be reviewed by a combination of the Finance Department, Director
of Finance, Assistant Director of Finance and/or Executive Cabinet, please reference the Finance
Department Handbook for specifics. All payments must be approved by the Director of Finance
and an authorized bank signer, or the Director of Finance and two for amounts of five thousand
($5.,000) dollars or more. If a purchase order is issued, and the subsequent invoice changes more
than 10% during the time of the exchange of said goods and services, a new purchase order must
be created and approved prior to the transaction being completed.

Expenditures that do not require a Purchase Requisition, Purchase Order, or Payment Request
Form such as reoccurring or standard operating expenses can be paid in the form of a check,
ACH or Wire transaction following the segregation of duties as outlined in the Finance
Department Handbook. These duties start with a review from appropriate staff in the Finance
Department, followed by oversight from the Director of Finance or designee, then signed by
authorized bank signers before being sent to the Financial Service Provider for final processing.
Any amount over five thousand ($5,000) dollars will require a signature from two authorized
bank signers.

ACHs and wire transactions must be initiated by designated staff within the Finance Department.
The Director of Finance, Assistant Directors of Finance and the Executive Cabinet are
responsible for authorizing, initiating, approving, and executing transactions; never completing
two consecutive steps without a different approved staff completing the in-between step. For

12
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instance, the Assistant Director of Finance can not initiate a payment he/she authorized nor can
he/she approve it. Once payments have been processed, all supporting documentation is to be
shared with the Financial Service Provider for proper accounting.

The Finance Department may issue district credit cards to certain employees for use in their jobs
and oversee their usage. The employee assigned to the district credit card must sign that they
have received, understand and agree to the terms of the District Credit Card Policy before
issuance. Once in the possession of the district credit card, they are solely responsible for all
purchases on the card and for ensuring that the card is not used by unauthorized personnel. Card
numbers may not be distributed and should not be saved on any public devices and/or unsecured
online accounts. District credit cards are issued for business related expenses, such as food and
lodging while on Organization approved business travel. This includes booking travel
transportation such as: flights, car rentals, and approved rideshare cost and/or purchasing meals
while traveling in accordance to the more recent Travel Policy. All purchases other than travel
must be pre-approved by the Director of Finance with a Purchase Requisition Form. All
purchases must also be within the guidelines of this policy. Misuse of the card will result in
cancellation of the card, withdrawal of the employee's district credit card privileges, and
discipline up to and including potential termination of employment. If the card is used for an
employee's personal expenses, California Online Public Schools reserves the right to recover
these monies from the employee cardholder. The method will be up to the discretion of the
Superintendent of California Online Public Schools.

In all cases, payments for operational services (lease payments, payroll and other taxes, ongoing
marketing efforts, utilities, student related-service providers, etc) contracted by the schools, and
previously approved by the Board do not need to be countersigned or dually approved. All
transactions will be posted on an electronic general ledger by a bookkeeper or through the
account manager assigned by the approved financial services provider. This ledger will be
maintained either with the local contracted bookkeeper, or with the Financial Service Provider in
alignment with the standardized account code structure (SACS) and generally accepted
accounting principles (GAAP),and will be available upon request by the Organization or any
School at any time. To ensure segregation of recording and authorization, the bookkeeper or
assigned account manager may not co-sign check requests or purchase orders or approve
purchases or expenses.

New bank accounts or changes to existing bank accounts may be initiated by the Director of
Finance, Superintendent or Board Chair with Board Approval. Each school is to have at least one
account to receive and expend monies dedicated to the operational needs of the school. For all
funds, the Board must appoint and approve all individuals authorized to sign checks or electronic
payments in accordance with these policies. The Executive Cabinet and Director of Finance act
as the Account Administrators and will be responsible for managing access and the internal
controls through a dual process initiation and approval process with no one person able to
complete both steps. Bank access is to be limited to assigned board members, Superintendent,
appropriate employees in the Finance Department, Director of Operations and Director of
Educational Services and the Financial Service Provider unless otherwise approved by the Board
of Directors. Money transfers outside of the internal accounts must follow a dual approval
process limited to one Executive Cabinet member, the Director of Finance or Assistant Director
of Finance, with no one person doing more than one step consecutively. Additionally, the

13
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Financial Service Provider may be given access to initiate and approve payroll transactions also
using a dual initiation and approval process. Fraud protections, including but not limited to
Positive Pay and ACH Block or the equivalent, will be established on all accounts and reviewed
annually for the most secure options.

The Schools may hold funds received on behalf of the school in a county treasury account and
passed through to the Organization’s commercial bank upon request of the Director of Finance,
Executive Cabinet and/or board approved designee when required by the MOU. Transfer from
these accounts may be pre-scheduled or per request. Requests can be initiated by the
Superintendent, Director of Finance or designee or the Board Chair. Funds can be moved
electronically or via check.

Cash and checks collected for CalOPS must be handled, verified and deposited by at least two
different staff separately and recorded by the Finance Service Provider. At no time should one
sole person perform two consecutive steps of the cash handling process. All persons handling
cash on behalf of the schools must complete a mandatory training prior to participating in any
collection of cash. All funds must be promptly logged in a receipt log and securely stored until
transferred to the designated staff members for processing and deposit. Deposit will be
reconciled by the Financial Service Provider at month end.

All agreements in the amount of twenty thousand ($20,000) dollars or more require board
approval. Unless otherwise authorized or designated by the Board, all contracts entered into by
the CalOPS for a monetary amount over twenty thousand ($20,000) dollars shall require the
signature of the Superintendent or Board Chair. Routine contracts for the operation of the School
such as for field trips, school events, state testing proctors and testing sites, janitorial services,
other services etc. in a monetary amount of less than twenty thousand ($20,000) dollars may be
signed by the Executive Cabinet, Principal, Director of Finance, Director of Business Services or
Director of Education Services. All contracts must be shared with the Finance team for budget
consideration and oversight.

Fraud Protection

It is in the best interests of the Schools and Organization to prevent fraud. Reporting of potential
fraud is encouraged, and employees have access to the whistleblower policy included in the
Employee Handbook. The employee policies also include a description of both unethical
behavior and of the professional and ethical behavior expected of all employees of the
Organization. Methods to report unethical conduct are described, including confidential and
anonymous methods to raise a concern or report fraudulent or otherwise illegal or unethical
behavior. Creating a culture of professional and ethical behavior is an important goal which the
leadership and management staff of the Organization are responsible for.

Strong internal controls also prevent fraud and misuse of School funds. The administrative staff
is responsible for creating and carrying out strong internal control processes, for being well
informed about the various types of fraud, for creating a culture of accountability and honesty,
and for implementing actions to limit the possibility of fraud. The internal controls, as described
throughout this policy, help limit the opportunity, incentive, capability and rationalization which
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make fraud more likely, and also helps to identify the person suspected while excluding innocent
individuals from suspicion.

The School’s accounting data will be backed up regularly by the designated staff in the Finance
Department and the Financial Back Office Service Provider to ensure the recoverability of
financial information in the event of fraud or lost data due to other uncontrolled reasons. Further,
the School specifically requires that:

1. No funds or accounts may be established or maintained for purposes that are not fully and
accurately described within the School's books and records.

2. Receipts and disbursements must be fully and accurately described in the books and
records.

3. No false entries may be made on the books or records, or any false or misleading reports
issued.

4. Payments may be made only to the contracting party and only for the actual services
rendered or products delivered. No false or fictitious invoices may be paid.

5. All accounts will include the most up to date security functions such as ACH Block and
Positive Pay.

6. Employees are responsible for immediately reporting questionable or suspicious activity
to their Supervisor, the Executive Cabinet or the Schools’ Board of Directors. This
includes reporting any concerns regarding the potentially improper activity. This could
range from financial concerns such as theft or misstated financial statements to workplace
concerns such as harassment, discrimination, safety issues, substance abuse, etc.

Conflict of Interest

CalOPS complies with all applicable laws regarding conflicts of interest and related party
transactions, including, but not limited to, the California Corporations Code, the Political Reform
Act, and Government Code section 1090.

It is the policy of CalOPS that all school officials, including board members, officers, and
employees, shall not place themselves in any position where their private, personal interests may
conflict with their official duties, or where they may directly or indirectly receive personal
financial gain through direct or indirect personal influence. School decision-makers shall be
neither personally nor financially interested in any contract made by them in their official
capacity.

Related Party Transactions

Related party transactions shall include but not be limited to transactions between a school and
members of the Board, management, contracted management organization, employees, related
individuals and affiliated contractors/consultants. Examples of related individuals within the
scope of this definition include spouses, domestic partners, parents, children (natural adopted,
legal or guardianship), step-relationships, spouses of children, grandparents, grandchildren,
siblings, father-in-law, mother-in-law, sister-in-law and brother-in-law of a board member or
school employee.
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The schools will not be operated for the benefit of any affiliated or unaffiliated organization or
any individual in his or her own private capacity or individuals related to the Charter School or
members of its management, unless the private benefit is considered merely incidental. This
private benefit preclusion will extend to:

A. Sale or exchange, or leasing, of property between the agency (Charter School) and an
affiliated or unaffiliated organization or a private or related individual.

B. Furnishing of goods, services or facilities between the agency and an affiliated or
unaffiliated organization or a private or related individual.

C. Payment of compensation, unless authorized by the Board of Directors, by the School
to an affiliated or unaffiliated organization or a private or related individual.

D. Transfer to, use by, or for the benefit of a private or related individual of the income or
assets of the Schools.

Nepotism

Nepotism describes a work-related situation in which there is the potential for favoritism toward
a family member (such as giving a job, promotion, biased performance reviews, or more
favorable working conditions) based on the familial relationship.

It is the policy of CalOPS to avoid Nepotism, which means to avoid creating or maintaining
circumstances in which the appearance or possibility of favoritism, conflicts of interest, or
management disruptions exist due to a relationship between a school decision-maker and his or
her family member. This policy ensures effective supervision, internal discipline, security,
safety, and positive morale in the workplace and to avoid the potential for problems of actual or
perceived favoritism, conflicts in loyalty, discrimination, and appearances of impropriety or
conflict of interest. This policy applies to all school board members, employees, individual
consultants hired or retained by the school, and school services providers hired or retained by the
School.

Relationships between School board members, employees, consultants, or school services
providers are permissible under the following circumstances:

(a) Family Members of the School board members shall not be eligible for employment.
Family members, for this purpose, shall be spouses, domestic partners, parents,
children (natural adopted, legal or guardianship), step-relationships, spouses of
children, grandparents, grandchildren, siblings, father-in-law, mother-in-law, sister-
in-law and brother-in-law of a board member.

(b) Family members of employees, individual consultants, or school services providers
shall not be hired for or retained in an employment position if one family member
would have the authority or be in a position to supervise directly or indirectly, hire, or
discharge the other.

(c) Any time an employee, individual consultant, or school services provider is a family
member of another, the relationship shall not adversely impact work productivity or
performance. The determination of whether there is an adverse impact shall be in the
discretion of the supervisor(s) of the employee(s), consultant(s), or school services
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provider(s), or in the case of a board member, in the discretion of the school board of
directors.

(d) Any time a board member, employee, individual consultant, or school services
provider is a Family Member of another; the relationship shall not create an actual
conflict of interest under the law and shall not create a detrimental perceived conflict
of interest. The determination of whether there is a detrimental perceived conflict of
interest shall be in the discretion of the supervisor (s) of the employee(s),
consultant(s), or school services provider(s), or in the case of a board member, in the
discretion of the school board of directors.

In implementing this policy, it is permissible to ask an applicant, potential consultant, or school
services provider to state whether he or she has a family member who is presently employed by
or on the Board of the school, but such information may not be used as a basis for an
employment decision except as stated herein.

Human Resources shall coordinate with the current employee’s direct supervisor to develop
appropriate plans to ensure that a family member’s employment does not conflict with this
policy. If the situation cannot be resolved by a transfer, then Human Resources will deny the
employment application.

Human Resources will investigate reports of nepotism and take appropriate action. Employees
must immediately disclose changes in their personal situations to Human Resources, which may
be covered by this policy. Supervisors may inquire about the family relationship between
employees to determine the appropriateness of the working relationship under this policy. The
Board shall make the final determination concerning potential conflicts with this policy
involving the school decision makers.

Accounting

The accounting policies and financial reporting adopted are consistent with the not-for-profit
requirements of the Financial Accounting Standards Board (FASB). FASB is the recognized
standard setting body for establishing not-for-profit accounting and financial reporting
principles.

The accounts of the Schools are organized on a basis of the California School Account Code
Structure or SACS. The operations of the fund are accounted for by providing a separate set of
self-balancing accounts, which comprise its assets, liabilities, net assets, revenues and
expenditures.

General Operating Fund

This fund of each respective school is used to account for all financial resources associated with
the operation of each respective school.

Inter-school Transfers, Intra-organizational Loans and Blending of Funds
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The Organization governs and operates multiple charter schools. It is important to keep accurate
fiscal records for each school separately as each is its own Local Educational Agency for
funding purposes, and each has its own authorizer and serves students in different counties. It is
also important to maximize efficiency of operations and keep fiscal records for the Organization
as a whole. For this reason, funds from the different Schools may be commingled but shall not be
blended, as defined below.

Commingling mixes or joins funds, however the origin and use must be identity or source and
the use of the funds must always be traceable to the school originally allocated to, audited and
documented. Funds may be mixed together, but they shall be accounted for separately.

Blending occurs when the origin, identify, source or use of the funds is lost or unidentifiable, and
the transaction cannot be traced. The source of funds must be matched with the use of funds, and
if the funds sources and uses cannot be tracked to the origin, identity and purpose, then the funds
would be considered blended and the transaction is not auditable. Blending of funds should not
occur.

Commingling of funds to such an extent that the funds become blended is prohibited. Inter-fund
or inter-school loans and due to/due from transactions are allowable with advance Board
approval and in accordance with the standards set forth in the FCMAT Charter School
Accounting Manual. Because one non-profit corporation with one federal identification number
oversees and operates multiple charter schools, allocation of expenses will take place, however,
the accounting system and methods will be in place to ensure that blending of funds does not
take place. In occurrences where school expenses are shared, central cost can be allocated to the
schools based on a rational of attendance percentages.

Transfer of Special Education funding between Schools of the Organization is not allowed under
the policies of the Special Education Local Plan Area unless it is done in accordance with the
Board approved Fund Reallocation Policy. The organization shall avoid in transfer of Special
Education funds between schools, as best as possible.

If there is a need for one School to access funds from a different School in the Organization,
temporary transfer of funds is allowable from a school with surplus funds to a school in need of
funds. This type of transfer will take place as a Intra-Organizational Loan with Board approval
and with the following terms:

e All intra-organizational receivables and payables that are settled or result in a zero
balance as of the end of the fiscal year, as of the time the books for each school are
closed, are not subject to any repayment terms or interest accruals.

e Any intra-organizational receivables and payables that are not settled to a zero balance as
of the end of the fiscal year (as of the time the books for each school are closed) may be
converted to an intra-organizational loan agreement, which will include the terms of
repayment, the interest rate, which, if not zero, shall be reasonable, and the duration of
the loan. The final terms of such a loan are subject to approval by the Board at the next
regular meeting, but no later than prior to the completion of the annual audits.
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Revenues

The Schools will record revenue on the modified accrual basis of accounting, consistent with
generally accepted accounting principles applicable to special-purpose governmental units.

Reserves and Fund Balance

Each School will maintain a minimum cumulative ending fund balance as a “Reserve” that is at
least ten thousand ($10,000) dollars. The goal for each school would be a minimum reserve
amount that is equal to 3% of the annual expenditures, with an ideal target of 10% of annual
expenditures. However, one purpose of the reserve funds is the use in a year when revenue is
lower so that school services and programs do not need to be reduced. The cumulative ending
fund balance, otherwise known as the School’s Reserves, will be considered
“Unassigned/Unappropriated” unless the Board takes action to assign some or all of the Reserves
to a particular designation.

Expenditures

Expenses will be recorded on a full accrual basis, if material, because they are always
measurable when they are incurred.

Cash Management

A schedule of aged accounts and grants receivable is prepared monthly for each school. Aged
account payables and receivables are also reflected in regular financial materials provided to the
Director of Finance and key members of the Finance Department. Appropriate collection
procedures are initiated, when necessary.

Outstanding checks aged over ninety days from the issue date will be flagged as outstanding and
reviewed. After 180 days, the Finance Department will initiate follow-up procedures. This
includes:

e Confirming with the vendor or payee whether the check was received.
e Reviewing mail delivery status and payment address.
e Determining if the check is lost or requires reissuance.

The Finance Department is responsible for tracking all receivables owed to CalOPS, including
vendor credits, state or federal monies and third-party payments related to services or grants. No
check should be withheld from the deposit unless it is legally imperfect (e.g., no maker
signature). All account receivable entries must be recorded in the financial system with
appropriate documentation and reviewed as part of the reconciliation process.

CalOPS reserves the right to collect payment for any fees incurred due to checks that are

returned for insufficient funds or other bank-related issues. The School should never provide
cash to any individual or organization in exchange for their personal checks.
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The Board member incurring authorized expenses while carrying out the duties of the Schools
will complete and sign a reimbursement report for the full board to review at the subsequent
board meeting. The full Board will review the reimbursement report, and if they approve the
report, it will be submitted to the Finance Department for payment.

Volunteer Compensation

Individuals volunteering with CalOPS shall do without compensation, but may be reimbursed
for actual and necessary expenses incurred while engaging in CalOPS business. All expenses
need to be reasonable and allowable uses of public funds and pre-approved by the Director of
Finance or designee. Eligible travel expenses and amounts will follow the employee eligible
expenses outlined in this policy.

Executive Compensation

At the time of hiring or increasing the compensation (including benefits costs) of any executive
leadership position, the Board will review a comparison of salaries for such positions or
positions with similar job duties at comparative schools or organizations and make a
determination, to be recorded in the minutes of the Board, that the proposed compensation for
each position is “just and reasonable”. The compensation study will be performed by an
independent consultant or legal counsel who reports directly to the Board of Directors, not a
subordinate of any of the executives.

Employee Compensation

Employees will be paid based on their position on the Board approved salary structure
determined at the time of hire or most recent position change. Employees will be compensated
based on their contract as a CalOPS employee under the following categories: full-time or part-
time and 12-month or 10-month.

Discretionary Incentive Pay Policy

Qualifying employees of California Online Public Schools, a nonprofit public benefit corporation
may, from time to time, be awarded discretionary incentive pay subject to the terms and
conditions of this Discretionary Incentive Pay Policy (“Policy™).

Employer shall determine, with board approval, the following: (1) if any incentive pay will be
awarded; (2) the amount of the incentive pay to be awarded; (3) additional eligibility factors for
incentive pay, if any; (4) the recipients of the incentive pay; and (5) when incentive pay will be
awarded and paid to recipients. Employees shall have no expectation of receiving any incentive
pay under this Policy and there is no guarantee that an employee’s receipt of incentive pay will
result in receipt of any future incentive pay. This policy may be amended from time to time at
the Employer's sole discretion, with Board approval

Minimum Eligibility Requirements
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To be eligible for incentive pay under this Policy, the employee must, at a minimum, be listed as
a paid employee by the Employer on the date the payment is to be made. The Superintendent,
with Board approval, may impose additional eligibility requirements in his or her sole discretion.

New Hire Payment

To help CalOPS hire the best possible candidates for employment and/or to fill those positions
that are difficult to fill or are high-need, the schools have discretion to offer newly hired
employees a one-time hiring incentive payment of up to ten thousand ($10,000) dollars per
employee, with Board approval. CalOPS may award new hire payments where the
Superintendent and Board agree that any of the following conditions exist: the position is in high
need, there is a lack of qualified applicants, there is an urgency to fill the position, and/or any
other relevant consideration.

Retention Payment

The Board has the ability to approve Retention Payments to help CalOPS retain qualified
employees, build institutional knowledge and promote stability throughout the school. Any such
retention payment may be paid to the employee in installments over the course of the school year
and the employee’s right to payment must be conditioned on his or her continued employment
with CalOPS on the date the retention payment is to be made.

Performance Payment

The Board has the ability to approve Performance Payments to encourage and reward excellent
performance. Determination of such payments, shall be based on any of the following
achievements or contributions by the employee as an individual or by the school as a whole:
curriculum development, student performance improvements, positive evaluations, and/or any
other relevant consideration. Employees must have advance administrative approval to undertake
curriculum development or other projects that could qualify for a performance payment.

Independent Contractors

If the Organization or School engages anyone to provide services who are classified as an
Independent Contractor, the Organization will track and document the payments in a manner
that will allow reporting to the IRS as required by law (https://www.irs.gov/businesses/small-
businesses-self-employed/am-i-required-to-file-a-form-1099-or-other-information-return). A
determination must be made in accordance with current state and federal guidelines as to
whether a service provider qualifies as an Independent Contractor. If the contractor does not
meet the currently recognized standards as an independent contractor, then that person may
need to become an employee of the Organization in order to provide the service. The Finance
Team and/or the Financial Service Provider in support of Human Resources will be responsible
for the required annual reporting for all Independent Contractors hired directly by the
Organization and/or Schools and will require appropriate documentation to support the proper
reporting to the IRS and other applicable agencies, including collecting an IRS W9 form from
each contractor upon engagement, and then as needed when information is updated by the
contractor.
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maintain personal contemporaneous records.
Overtime

Advanced approval in writing by the authorized supervisor is required for compensatory time
and overtime. Overtime only applies to non-exempt employees and is defined as hours worked in
excess of eight (8) hours within a day. Any hours worked in excess of an employee’s regular
work schedule must be pre-approved by the supervisor, unless it is prompted by an emergency.
Overtime will not be granted on a routine basis and is only reserved for extraordinary or
unforeseen circumstances. If a supervisor identifies a recurring need for overtime in any given
position, the supervisor should immediately consult with the Executive Cabinet and Director of
Finance for further guidance.

Payroll Taxes and Reporting

The Financial Service Provider will prepare payroll check summaries, tax and withholding
summaries, and other payroll tracking summaries based on the reporting submitted. The
Financial Service Provider will also prepare the state and federal quarterly and annual payroll tax
forms for income tax withholdings, Social Security and Medicare and submit the forms to the
respective agencies on behalf of the school. The Financial Service Provider will prepare the
quarterly state returns for unemployment and disability, review the forms with the Human
Resource Department, and submit the forms to the state on behalf of the school upon request.

Student Attendance Accounting

The Director of Finance or designee, in consultation with the Director of Operations and the
Executive Cabinet, will establish and maintain an appropriate attendance accounting system to
ensure each School claims only the average daily attendance that it is entitled to under state law.
The annual audit will review actual attendance accounting records and practices to ensure
compliance. The attendance accounting practices will be in conformance with the Charter
Schools Act and the applicable California regulations defining Charter School Average Daily
Attendance (ADA). In doing so,

1. ADA will be computed by dividing the actual number of days of student attendance by
the number of calendar days of instruction by the School.

2. The School’s instructional calendar will include at least 180 days of instruction to avoid
the fiscal penalty for providing fewer than 180 days of instruction as provided by
regulations. The calendar must also document that the school offers an amount of annual
minutes of instruction as required pursuant to applicable law.

3. Independent study must be pre-arranged by the student’s parent or guardian and the
School and that the parent or guardian will be required to complete and submit
documentation of engagement in instructional activity to the school in our student
learning platforms as outlined by the school during orientation. Such study shall be in full
compliance with law governing independent study.
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Asset purchases that cost Five Thousand ($5,000) Dollars or more and have a useful life of more
than one year will be capitalized and depreciated. Remodeling of facilities and replacement of
structural components are capitalized only when their cost exceeds Fifty Thousand ($50,000)
Dollars.

The Financial Service Provider or local contractor shall establish, maintain and regularly update
a listing of all equipment or furniture purchased by the Schools of with a value of over Five
Thousand ($5,000) Dollars. When the individual piece of equipment or furniture has an initial
value over Five Thousand ($5,000) Dollars it will be considered a capital asset rather than a non-
capitalized expenditure. The listing shall include the original purchase price and date, a brief
description, serial numbers or other identifying information when available, and other
information appropriate for documenting the School’s assets. The School shall maintain a
separate segregated list of assets that were purchased with non-public funds, where applicable.

Inventory Management

The IT Department or designee shall establish and maintain an inventory of all non-consumable
goods and equipment worth over five hundred ($500) dollars. This inventory shall include the
original purchase price and date, a brief description, serial numbers, and other information
appropriate for documenting the school’s assets. This property will be inventoried on an annual
basis and lists of any missing property shall be presented to the Board.

Constructed or Donated Equipment

Any equipment constructed by School employees or donated to the School will be received and
managed by the Finance Department if the item has a value of five hundred ($500) dollars or
more. The report will include a complete description of the property, the date it was
manufactured or received, the number of items, the cost or estimated value, and a statement
indicating whether it was constructed by employees or donated.

Donated equipment becomes the property of the School. Also, the Superintendent or designee
should approve the donation. If the equipment has no reasonable use or purpose for the Schools,
the donation should not be accepted.

Standard Issued Equipment

All individuals associated with CalOPS will be issued the established standard equipment based
on their association with the school and responsibilities. Users are responsible for the security of
the equipment and its contents and will be held responsible for mismanagement. No user may
use any of the School’s property, equipment, materials, or supplies for personal use. Equipment
must be returned when the users association with the school concludes. All materials should be
returned to the instructed location within 30 days following the separation.

Equipment recipients are responsible for storing their equipment and all passwords in a secure

location. Any lost or damaged equipment should be reported to the IT department as soon as
possible. The I'T Department should determine the proper course of action and should notify the

27

aegrga



California Online Public Schools - California Online Public Schools (CalOPS) Board Meeting - Agenda - Tuesday October 14, 2025 at 4:00 PM

School’s insurance carrier and any outside authorities if deemed appropriate. If the asset is not
recovered, it can be removed from the asset records.

Board Issued Equipment

All CalOPS Board Members will be offered equipment to facilitate communication and aid in the
oversight of the Schools in respect to their outlined board responsibilities. These tools are to
include but not limited to a standard ipad.

Staff Issued Equipment

All CalOPS staff will be issued a standard laptop, mouse, keyboard, monitor, and USB hub.
Staff in specified departments may receive additional equipment based on their daily job
responsibilities.

Student Issued Equipment

Students are issued at minimum a laptop, mouse, and keyboard. Other items can be issued if
deemed warranted by the Executive Cabinet or outlined in a student’s IEP. Equipment not
documented in an IEP and over the amount of One Thousand ($1,000) Dollars will be shared
with the Board in its subsequent board meeting package.

Disposal of Property and Equipment

No item of property or equipment shall be removed from the premises without prior
approval from the Executive Cabinet and Director of Finance. When property is retired, the
appropriate asset in the fixed asset schedule will be adjusted and properly reflected in the
accounting system.

The Organization will follow the established laws pertaining to the disposal of school district
surplus and obsolete equipment.

Transfers of items between CalOPS sites require approval from the Superintendent or Director of
Finance. If assistance with moving items is needed, the Equipment Transfer Request Form must
be submitted to the Finance Department.

Items with an original cost over one thousand ($1,000) dollars cannot be disposed of without
approval from the Superintendent or the Director of Finance in accordance with state and federal
law. Items originally costing less than one thousand ($1,000) dollars may be disposed of locally
at the discretion of the Director of Finance in accordance with state and federal law, but
documentation of the disposal must be maintained. Under no circumstances are items to be given
away or sold to students, staff, or others.

Surplus items that still have value to CalOPS (Excess Equipment) must go through evaluation

and appropriate disposition. To request the removal of surplus items, the Surplus Equipment
Declaration Form must be completed and submitted to the Finance Department. [tems will be
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those specified are authorized to make purchases request without pre-approval from the
department head and the Director of Finance or designee.

All authorized purchases should be processed through the Finance Department. In the rare
instance when a purchase must be made using personal funds, the purchase must still have an
approved Purchase Request on file prior to the purchase being made and will be promptly
reimbursed upon receipt of appropriate documentation of the purchase.

Individuals who use personal funds to make unauthorized purchases will not be reimbursed.

All proposed non-payroll purchases and invoices are reviewed by the Finance Department for
required vendor documentation and to ensure alignment with the Board-adopted budget and any
applicable contracts. Payment cannot be processed until the vendor’s profile is fully established
and approved by the Finance Department. All purchases, contracts, or check requests of twenty
thousand ($20,000) dollars or more require Board approval. This includes vendor contracts, even
if the expenditure is budgeted.

CalOPS is committed to all procurements being completely impartial and based strictly on the
merits of supplier and contractor proposals and applicable related considerations such as
delivery, quantity, etc. All purchases will be reviewed to ensure they are in the best interests of
the Schools and their funding sources. CalOPS will seek to obtain maximum value for all
expenditures while acting above suspicion of unethical behavior at all times and avoiding any
conflict of interest.

Purchase Requisition

Authorization to make purchases is granted by the Director of Finance and is limited to
personnel who have completed procurement training and have been assigned purchasing
responsibilities.

All purchase requisitions must be submitted through the school’s designated purchasing system
or form. Requisitions must be reviewed and approved by the CalOPS administrator or their
designee and then submitted to the Finance Department for budget verification and final
processing. Unauthorized purchases made without proper requisition and approval may not be
reimbursed and may result in disciplinary action.

Purchase Orders

The Finance Department will issue Purchase Orders, when applicable upon the approval of a
Purchase Requisition. All Purchase Orders and Payment Requests must be signed by a member
of the Executive Cabinet, Principal or Director and the Director or Assistant Directors of

Finance. Purchases Orders will be reconciled regularly by the Finance Department for timely
closures and accurate financial reporting.

Purchasing Deadlines
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e [fthe work location is 30 miles or more from the employee’s home AND the assignment
is two or more days, the employee may request lodging starting after the first day of work
and ending the morning of the last day.

e [f the work location is 90 miles or more from the employee’s home AND the assignment
is one day only, the employee may request lodging for the night before the assignment.

Meal Reimbursements

Staff will be eligible when non-local travel is required for business purposes. Meal
reimbursements must comply with CalOPS thresholds:

e $25 for breakfast (eligible if travel begins before 7:00 a.m.)
e $25 for lunch
e $40 for dinner (eligible if travel ends after 7:00 p.m.)

When meals are included in conference or event registration, outside meals are not eligible for
reimbursement.

Transportation Reimbursements

Staff may be eligible for mileage reimbursements, rental car reimbursements or air travel for
approved school-related business, based on the guidelines below. All travel must be pre-
approved by the staff’s Principal or Director and is subject to reasonable Public Funds Policies,
including practical and cost effective considerations that could override the following:

Mileage and Transportation Thresholds:
e (-350 miles (one way):
Reimbursement will be based on the current IRS mileage rate.
e 351+ miles (one way):
Staff must travel by air.

Rental cars will only be reimbursed when travel is not local and the staff travels to or from an
airport or hotel for business purposes. All other travel will be subject to mileage reimbursement
only.

Mileage Reimbursement Requirements

Mileage will be reimbursed at the current IRS rate. Reimbursements must be submitted through
Concur and must include the purpose of travel, event dates, total miles driven and any special
written approvals if applicable. Reimbursement claims should be submitted within 30 days of the
event.

Rental Car Use and Reimbursements

Rental Cars are only reimbursed in rare circumstances; for instance, when a staff does not have
access to their own means of transportation because the approved business related event is not in
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their local area and air travel was required for attendance. Rental cars are not reimbursable
solely because an employee does not have access to a personal vehicle.

Rental cars beyond mid-size will not be reimbursed unless given prior approval by the Director
of Finance. This approval is reserved for special circumstances such as carpooling and/or
transporting supplies or equipment for business purposes. Requests for larger vehicles (SUVs or
vans) must include written justification.

The following rules apply to rental car use:

e Fuel costs are reimbursable with original itemized receipts.

e Staff must re-fuel the vehicle before returning it to avoid additional charges.

e Optional insurance coverage (e.g., collision damage waiver, liability insurance) will not
be reimbursed unless it is pre-approved by the Finance Department and determined
necessary.

Failure to comply may result in the denial of reimbursement and additional restrictions on future
travel privileges. Repeated misuse or submission of ineligible expenses is considered abuse of
public funds and may also result in actions led by Human Resources including but not limited to
potential disciplinary action.

Temporary Living Arrangement (TLA) Reimbursements

CalOPS staff are dedicated to ensuring that students do not face barriers to accessing academic
and extracurricular activities [42 U.S.C. § 11432(g)(1)(F)(iii)]. Students that meet the relevant
eligibility criteria under the McKinney Vento Act (MKV Act) will be identified as Temporary
Living Arrangements (TLA) students and will be considered for additional resources to ensure
their access to our curriculum, materials and program are sufficient for academic growth.
Expenditures must align with their educational pursuits and need for academic focus and
engagement.

CalOPS is not responsible for directly covering costs or waiving fees for extracurricular
activities. Support for needs beyond those required for academic instruction may not be funded
by the Schools, however, when known, staff should involve the appropriate team that will
attempt to connect immediate resources from other agencies to help support such costs.

All purchases and reimbursement claims must follow the Purchasing and Procurement standards
including pre-approval. The Finance Department reserves the right to deny claims that do not

relate directly to the school support plan, comply with policy guidelines or lack appropriate
documentation. Staff will not process payments that would be deemed gifts of public funds.

Family Reimbursements for School-Hosted Events
Families may be eligible for reimbursements related to costs for approved school-hosted events.

Reimbursements are contingent upon prior approval by the Finance Department and must align
with allowable use of public funds policies.
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ELECTRONIC RECORD AND SIGNATURE DISCLOSURE

From time to time, Instructure, Inc. (we, us or Company) may be required by law to provide to
you certain written notices or disclosures. Described below are the terms and conditions for
providing to you such notices and disclosures electronically through your DocuSign, Inc.
(DocuSign) Express user account. Please read the information below carefully and thoroughly,
and if you can access this information electronically to your satisfaction and agree to these terms
and conditions, please confirm your agreement by clicking the Al agreeAT button at the bottom
of this document.

Getting paper copies

At any time, you may request from us a paper copy of any record provided or made available
electronically to you by us. For such copies, as long as you are an authorized user of the
DocuSign system you will have the ability to download and print any documents we send to you
through your DocuSign user account for a limited period of time (usually 30 days) after such
documents are first sent to you. After such time, if you wish for us to send you paper copies of
any such documents from our office to you, you will be charged a $0.00 per-page fee. You may
request delivery of such paper copies from us by following the procedure described below.
Withdrawing your consent

If you decide to receive notices and disclosures from us electronically, you may at any time
change your mind and tell us that thereafter you want to receive required notices and disclosures
only in paper format. How you must inform us of your decision to receive future notices and
disclosure in paper format and withdraw your consent to receive notices and disclosures
electronically is described below.

Consequences of changing your mind

If you elect to receive required notices and disclosures only in paper format, it will slow the
speed at which we can complete certain steps in transactions with you and delivering services to
you because we will need first to send the required notices or disclosures to you in paper format,
and then wait until we receive back from you your acknowledgment of your receipt of such
paper notices or disclosures. To indicate to us that you are changing your mind, you must
withdraw your consent using the DocuSign A “Withdraw ConsentA{ form on the signing page of
your DocuSign account. This will indicate to us that you have withdrawn your consent to receive
required notices and disclosures electronically from us and you will no longer be able to use your
DocuSign Express user account to receive required notices and consents electronically from us
or to sign electronically documents from us.

All notices and disclosures will be sent to you electronically

Unless you tell us otherwise in accordance with the procedures described herein, we will provide
electronically to you through your DocuSign user account all required notices, disclosures,
authorizations, acknowledgements, and other documents that are required to be provided or
made available to you during the course of our relationship with you. To reduce the chance of
you inadvertently not receiving any notice or disclosure, we prefer to provide all of the required
notices and disclosures to you by the same method and to the same address that you have given
us. Thus, you can receive all the disclosures and notices electronically or in paper format through
the paper mail delivery system. If you do not agree with this process, please let us know as
described below. Please also see the paragraph immediately above that describes the
consequences of your electing not to receive delivery of the notices and disclosures
electronically from us.
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other electronic notices and disclosures that we will provide to you, please verify that you were
able to read this electronic disclosure and that you also were able to print on paper or
electronically save this page for your future reference and access or that you were able to e-mail
this disclosure and consent to an address where you will be able to print on paper or save it for
your future reference and access. Further, if you consent to receiving notices and disclosures
exclusively in electronic format on the terms and conditions described above, please let us know
by clicking the All agreeA+ button below.

By checking the All AgreeA+ box, I confirm that:

¢ I can access and read this Electronic CONSENT TO ELECTRONIC RECEIPT OF
ELECTRONIC RECORD AND SIGNATURE DISCLOSURES document; and

* I can print on paper the disclosure or save or send the disclosure to a place where I can
print it, for future reference and access; and

e Until or unless I notify Instructure, Inc. as described above, I consent to receive from
exclusively through electronic means all notices, disclosures, authorizations,
acknowledgements, and other documents that are required to be provided or made
available to me by Instructure, Inc. during the course of my relationship with you.
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Master Services Agreement
Contract Number: California Connections Academy

This Contract for Scribbles Software’s student life cycle applications (the “Contract™) is made
and entered into this January 1, 2024 by and between the California Connections Academy (the
“Client”) and Scribbles Software (“Scribbles™), a corporation in good standing authorized to do
business in the State of CA with its principal place of business at 1235 East Blvd Ste E PMB
2051 Charlotte, NC 28203.

For and in consideration of the mutual promises set forth in the Contract, the adequacy of which
is hereby expressly acknowledged, the parties do mutually agree as follows:

1.

Basic Obligations of Scribbles. Scribbles hereby agrees to provide the services
described in the attached Statement of Work (attached hereto as Exhibit 1) in accordance
with the terms and conditions of this Contract as requested in writing by the Client.

Basic Obligations of the Client. For any services requested in writing by the Client, the
Client agrees to compensate Scribbles at the rates set forth in the attached Statement of
Work (Exhibit 1).

Term. Contract will be effective from January 1, 2024 through December 31st, 2024,
with an auto-renewal annually thereafter. After the initial term, the Client or Scribbles
may terminate the agreement with a notification. The notification must be received a
minimum of 60-days prior the renewal date.

Termination for Cause. At any time, the Client may terminate this contract
immediately and without prior notice if Scribbles is unable to meet goals and timetables
or if the Client is dissatisfied with the quality of services provided.

Insurance. Scribbles agrees to maintain a minimum of $2,000,000 in general liability
and other appropriate insurance, as well as Workers Compensation in the required
statutory amount, for all employees participating in the provision of services under this
Contract. Certificates of such insurance shall be furnished by Scribbles to the Client and
shall contain the provision that the Client is given ten (10) days’ written notice of any
intent to cancel or terminate by either Scribbles or the insuring company. Failure to
furnish such insurance certificates or maintain such insurance shall be deemed a material
breach and grounds for immediate termination of this Contract. All Scribbles liabilities
as defined within this Contract will be capped at the greater of the compensation received
by Scribbles, the actual damages incurred, or the $2,000,000 limit of general liability
policy.

Taxes. Scribbles shall pay all federal, state and FICA taxes for all of its employees
participating in the provision of services under this Contract.

Monitoring and Auditing. Scribbles shall cooperate with the Client, or with any other
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person or agency acting at the direction of the Client, in their efforts to monitor, audit, or
investigate activities related to this Contract. Scribbles shall provide any auditors
retained by the Client with access to any records and files related to the provision of
services under this Contract upon reasonable notice. The Client agrees that its auditors
will maintain the confidentiality of any trade secrets of Scribbles that may be accessed
during an audit conducted under this Contract.

8. Confidentiality Information. Scribbles agrees that all student records, data, personnel
records, and/or other confidential information that come within Scribbles’ possession in
the course of providing services to the Client under this Contract (hereinafter,
“Confidential Information™) shall be subject to the confidentiality and disclosure
provisions of all applicable federal and state statutes and regulations, as well as any
relevant policies of the Client. All data and/or records provided by the Client to Scribbles
shall be presumed to be Confidential Information subject to the terms of this section
unless the Client specifically indicates in writing that the requirements of this section do
not apply to a particular document or group of documents.

Scribbles agrees to receive and hold Confidential Information, whether transmitted orally,
in writing or in any other form, and whether prepared by a party or its Representatives, in
strict confidence, and to use the Confidential Information solely for the purpose of
facilitating Client’s use of Scribbles’ products and services. Scribbles shall take all such
action as may be necessary to comply with The Family Educational Rights and Privacy
Act (“FERPA”) as well as with any other applicable statutory provisions, and with the
rules and regulations promulgated under all of the foregoing, to the extent that they may
require Client to maintain the confidentiality of the Confidential Information. Except as
essential to Scribbles” obligations to Client, Scribbles shall not copy any of the
Confidential Information, nor shall Scribbles remove any Confidential Information or
proprietary property or documents from Client premises without written authorization of
the Client. Scribbles acknowledges its understanding that any unauthorized disclosure of
Confidential Information may violate FERPA and may result in penalties and other
damages for which it shall be liable and for which it shall indemnify and hold Client
harmless.

9. Security. Scribbles represents and warrants that all documents and information provided
to Scribbles by or behalf of the Client, including but not limited to Confidential Records,
shall be stored and maintained by Scribbles with the utmost care and in conformity with
standards generally accepted in Scribbles’ industry for the types of records being stored
and maintained. Scribbles further represents and warrants that any online access to the
Client’s records by authorized persons pursuant to this Contract shall be safe, secure, and
password-protected and provided with the utmost care and in conformity with standards
generally accepted in Scribbles’ industry for the types of records being stored and
maintained, and that no person shall be permitted to obtain unauthorized access to any of
the Client’s records. Without limiting the foregoing, Scribbles specifically warrants that:
9.1.  All servers, computers, and computer equipment used to provide services

pursuant to this Contract shall be maintained in good working order in compliance
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10.

11.

12.

13.

with generally accepted industry standards in light of the confidential nature of
the documents in question and shall be located in a safe, controlled, and
environmentally stable environment (including moisture and temperature
controls) and adequately protected against fires, hurricanes, flooding, or similar
occurrences;

9.2. Facilities where services are provided shall be secure and access shall be limited
to employees trained in security protocols with a legitimate business need to
access such facilities (with access removed immediately upon termination of
employment) and shall be protected from unauthorized access by commercially
reasonable security systems;

9.3.  All websites, files transfer protocols (FTPs), and any other online electronic
system used to provide services pursuant to this Contract shall be protected from
security breaches by commercially reasonable firewalls and other intrusion
detections systems and antivirus software, which shall be kept updated at all
times. Access shall be limited to those agents and employees of Scribbles
assigned to the project and any individuals identified in writing by the Client or
Client’s Designee as authorized to obtain access.

9.4.  Scribbles have technical controls in place that ensure the security, availability and
confidentiality of client data.

9.5.  All information provided to Scribbles pursuant to this Contract shall be encrypted
while in transit over an open network.

Standard of Care. Notwithstanding anything in this Contract to the contrary, Scribbles
represents and warrants that the services provided by Scribbles shall be performed by
qualified and skilled individuals in a timely and professional manner with the utmost care
and in conformity with standards generally accepted in Scribbles’ industry for the types
of services and records governed by this Contract.

Indemnification. Scribbles shall indemnify in accordance with the limits set in section
5, defend and hold harmless the Client, its agents, and employees, from and against all
claims, actions, demands, costs, damages, losses and/or expenses of any kind whatsoever,
in whole or in part in accordance with the limits set in section 5, resulting from or
connected with any acts under this Contract or from the omission or commission of any
act, lawful or unlawful, by Scribbles, its agents and/or employees, including but not
limited to court costs and attorney’s fees incurred by the Client in connection with the
defense of said matters. This provision shall survive the expiration or termination of this
Agreement and remain in full force and effect after such expiration or termination.

Relationship of Parties. Scribbles shall be an independent contractor of the Client, and
nothing herein shall be construed as creating a partnership or joint venture; nor shall any
employee of Scribbles be construed as an employee, agent or principal of the Client.

Compliance with Applicable Laws. Scribbles shall comply with all applicable laws and
regulations in providing services under this Contract. Without limiting the foregoing,
Scribbles specifically represents that it is aware of and in compliance with the
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