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WHEREAS, the People of Michigan through their Constitution have provided that 
schools and the means of education shall forever be encouraged and have authorized the 
Legislature to maintain and support a system of free public elementary and secondary schools; 
and 

WHEREAS, all public schools are subject to the leadership and general supervision of 
the State Board of Education; and 

WHEREAS, the Michigan Legislature has authorized an alternative form of public school 
designated a “public school academy” to be created to serve the educational needs of pupils and 
has provided that pupils attending these schools shall be eligible for support from the State 
School Aid Fund; and 

WHEREAS, the Michigan Legislature has delegated to the governing boards of state 
public universities, community college boards, including tribally controlled community college 
boards, intermediate school district boards and local school district boards, the responsibility for 
authorizing the establishment of public school academies; and 

WHEREAS, the Bay Mills Community College Board of Regents has considered the 
authorization of the Academy and has approved the issuance of a contract to the Academy; 

NOW, THEREFORE, pursuant to the Revised School Code, the College Board grants a 
contract conferring certain rights, franchises, privileges, and obligations of a public school 
academy and confirms the status of a public school academy in this state to the Academy.  In 
addition, the parties agree that the granting of this Contract is subject to the following terms and 
conditions: 

ARTICLE I

DEFINITIONS 

Section 1.1. Certain Definitions.  For purposes of this Contract, and in addition to the 
terms defined throughout this Contract, each of the following words or expressions, whenever 
initially capitalized, shall have the meaning set forth in this section: 

(a) “Academy” means the Michigan nonprofit corporation named Universal 
Learning Academy which is established as a public school academy 
pursuant to this Contract. 

(b) “Academy Board” means the Board of Directors of the Academy. 

(c) “Applicable Law” means all state and federal law applicable to public 
school academies. 

(d) “Application” means the public school academy application and 
supporting documentation submitted to the College Board for the 
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establishment of the Academy and supplemented by material submitted 
pursuant to the College Board’s requirements for reauthorization. 

(e) “Authorizing Resolution” means Resolution No. 19-98 adopted by the 
College Board on November 22, 2019. 

(f) “Charter Schools Office Director” or “CSO Director” means the person 
designated by the College Board to administer the operations of the 
Charter Schools Office. 

(g) “Charter Schools Office” or “CSO” means the office designated by the 
College Board as the initial point of contact for public school academy 
applicants and public school academies authorized by the College Board.  
The Charter Schools Office is also responsible for administering the 
College Board’s responsibilities with respect to the Contract. 

(h) “Code” means the Revised School Code, Act No. 451 of the Public Acts 
of 1976, as amended, being Sections 380.1 to 380.1852 of the Michigan 
Compiled Laws. 

(i) “College” means Bay Mills Community College, a federally tribally 
controlled community college that is recognized under the tribally 
controlled colleges and universities assistance act of 1978, 25 USC 1801 
et seq., and which has been determined by the Michigan Department of 
Education to meet the requirements for accreditation by a recognized 
regional accreditation body. 

(j) “College Board” means the Bay Mills Community College Board of 
Regents, an authorizing body as designated under Section 501 of the 
Code, MCL 380.501 et seq. 

(k) “College Board Chairperson” means the Chairperson of the Bay Mills 
Community College Board of Regents or his or her designee.  In Section 
1.1(l) below, “College Board Chairperson” means the Board Chairperson 
of the Bay Mills Community College Board of Regents. 

(l) “College Charter Schools Hearing Panel” or “Hearing Panel” means such 
person(s) as designated by the College Board Chairperson. 

(m) “Community District” means a community school district created under 
part 5B of the Code, MCL 380.381 et seq. 

(n) “Conservator” means the individual appointed by the College President in 
accordance with Section 10.9 of these Terms and Conditions. 
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(o) “Contract” means, in addition to the definition set forth in the Code, these 
Terms and Conditions, Exhibit A containing the Authorizing Resolution 
and the Resolution, the Master Calendar, the ESP Policies, the Lease 
Policies, the Schedules, and the Application. 

(p) “Director” means a person who is a member of the Academy Board of 
Directors. 

(q) “Educational Service Provider” or “ESP” means an educational 
management organization as defined under section 503c of the Code, 
MCL 380.503c, that has entered into a contract or agreement with the 
Academy Board for operation or management of the Academy, which 
contract has been submitted to the CSO Director for review as provided in 
Section 11.11 and has not been disapproved by the CSO Director, and is 
consistent with the CSO Educational Service Provider Policies, as they 
may be amended from time to time, and Applicable Law. 

(r) “Educational Service Provider Policies” or “ESP Policies” means those 
policies adopted by the Charter Schools Office that apply to a 
Management Agreement.  The Charter Schools Office Director may, at 
any time and at his or her sole discretion, amend the ESP Policies.  The 
ESP Policies in effect as of this date are incorporated into and part of this 
Contract.  Upon amendment, changes to the ESP Policies shall 
automatically be incorporated into this Contract and shall be exempt from 
the amendment procedures under Article IX of these Terms and 
Conditions. 

(s) “Fund Balance Deficit” means the Academy has more liabilities than 
assets at the end of any given school fiscal year, and includes any fiscal 
year where the Academy would have had a budget deficit but for a 
financial borrowing by the Academy or a monetary contribution by an 
Educational Service Provider or other person or entity to the Academy.  If 
the Academy receives a gift or grant of money or financial support from 
an Educational Service Provider or other person or entity that does not 
require repayment by the Academy, and is not conditioned upon the 
actions or inactions of the Academy or the Academy Board, then such gift 
or grant shall not constitute a financial borrowing or contribution for 
purposes of determining a Fund Balance Deficit. 

(t) “Lease Policies” means those policies adopted by the Charter Schools 
Office that apply to real property lease agreements entered into by the 
Academy.  The Charter Schools Office Director may, at any time and at 
his or her sole discretion, amend the Lease Policies.  The Lease Policies in 
effect as of this date are incorporated into and part of this Contract.  Upon 
amendment, changes to the Lease Policies shall automatically be 
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incorporated into this Contract and shall be exempt from the amendment 
procedures under Article IX of these Terms and Conditions. 

(u) “Management Agreement” or “ESP Agreement” means an agreement as 
defined under section 503c of the Code, MCL 380.503c, that has been 
entered into between an ESP and the Academy Board for the operation 
and/or management of the Academy, which has been submitted to the 
CSO Director for review as provided in Section 11.11, and has not been 
disapproved by the CSO Director. 

(v) “Master Calendar” or “MCRR” means the Master Calendar of Reporting 
Requirements developed and administered by the Charter Schools Office 
setting forth a reporting time line for certain governance, financial, 
administrative, facility and educational information relating to the 
Academy.  The Charter Schools Office Director may, at any time and at 
his or her sole discretion, amend the Master Calendar.  Upon amendment, 
changes to the Master Calendar shall automatically be incorporated into 
this Contract and shall be exempt from the amendment procedures under 
Article IX of these Terms and Conditions. 

(w) “President” means the President of Bay Mills Community College or his 
or her designee. 

(x) “Resolution” means Resolution No. 12-01 adopted by the College Board 
on January 20, 2012, establishing the standard method of selection, length 
of term and number of members format for public school academies 
issued a Contract by the College Board, as amended from time to time. 

(y) “Schedules” means the following Contract documents of the Academy: 
Schedule 1: Articles of Incorporation, Schedule 2: Bylaws, Schedule 3: 
Fiscal Agent Agreement, Schedule 4: Oversight Agreement, Schedule 5: 
Description of Staff Responsibilities, Schedule 6: Physical Plant 
Description, and Schedule 7: Required Information for Public School 
Academies. 

(z) “State Board” means the State Board of Education, established pursuant to 
Article 8, Section 3 of the 1963 Michigan Constitution and MCL 388.1001 
et seq. 

(aa) “State School Reform/Redesign Office” means the office created within 
the Michigan Department of Technology Management and Budget by 
Executive Reorganization Order 2015-02, codified at MCL 18.445, and 
transferred from the Michigan Department of Technology Management 
and Budget to the Michigan Department of Education by Executive 
Reorganization Order 2017-02, codified at MCL 388.1282. 



5 

(bb) “Superintendent” means the Michigan Superintendent of Public 
Instruction. 

(cc) “Terms and Conditions” means this document entitled “Terms and 
Conditions of Contract, Dated July 1, 2020, Issued by the Bay Mills 
Community College Board of Regents to Universal Learning Academy 
Confirming the Status of Universal Learning Academy as a Michigan 
Public School Academy.” 

Section 1.2. Captions.  The captions and headings used in this Contract are for 
convenience only and shall not be used in construing the provisions of this Contract. 

Section 1.3. Gender and Number.  The use of any gender in this Contract shall be 
deemed to be or include the other genders, including neuter, and the use of the singular shall be 
deemed to include the plural (and vice versa) wherever applicable. 

Section 1.4. Statutory Definitions.  Statutory terms defined in Part 6A of the Code 
shall have the same meaning in this Contract. 

Section 1.5. Schedules.  All Schedules to this Contract are incorporated into, and 
made part of, this Contract. 

Section 1.6. Application.  The Application submitted to the College Board for the 
establishment of the Academy is incorporated into, and made part of, this Contract.  Portions of 
the Applicant’s Application have been incorporated into this Contract.  In the event that there is 
an inconsistency or dispute between materials in the Application and the Contract, the language 
or provisions in the Contract shall control. 

Section 1.7. Conflicting Contract Provisions.  In the event that there is a conflict 
between language contained in the provisions of this Contract, the Contract shall be interpreted 
as follows: (i) the Resolution shall control over any other conflicting language in the Contract; 
(ii) the Authorizing Resolution shall control over any other conflicting language in the Contract 
with the exception of language in the Resolution; (iii) the Terms and Conditions shall control 
over any other conflicting language in the Contract with the exception of language in the 
Resolution and the Authorizing Resolution; and (iv) the Articles of Incorporation shall control 
over any other conflicting language in the Contract with the exception of language in the 
Resolution, Authorizing Resolution and these Terms and Conditions. 

ARTICLE II

RELATIONSHIP BETWEEN 
THE ACADEMY AND THE COLLEGE BOARD 

Section 2.1. Independent Status of Bay Mills Community College.  The College Board 
is an authorizing body as defined by the Code.  In approving this Contract, the College Board 
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voluntarily exercises additional powers given to the College Board under the Code.  Nothing in 
this Contract shall be deemed to be any waiver of the College Board’s autonomy or powers and 
the Academy shall not be deemed to be a part of the College Board or the College.  If applicable, 
the College Board has provided to the Department the accreditation notice required under 
Section 502 of the Code, MCL 380.502. 

Section 2.2. Independent Status of the Academy.  The Academy is a body corporate 
and governmental entity authorized by the Code.  The Academy is organized and shall operate as 
a public school academy and a nonprofit corporation.  The Academy is not a division or part of 
the College Board or the College.  The relationship between the Academy and the College Board 
is based solely on the applicable provisions of the Code and the terms of this Contract or other 
agreements between the College Board and the Academy, if applicable. 

Section 2.3. Financial Obligations of the Academy Are Separate From the State of 
Michigan, College Board and the College.  Any contract, agreement, note, mortgage, loan or 
other instrument of indebtedness entered into by the Academy and a third party shall not in any 
way constitute an obligation, either general, special, or moral, of the State of Michigan, the 
College Board, or the College.  Neither the full faith and credit nor the taxing power of the State 
of Michigan or any agency of the State, nor the full faith and credit of the College Board or the 
College shall ever be assigned or pledged for the payment of any Academy contract, agreement, 
note, mortgage, loan or other instrument of indebtedness. 

Section 2.4. Academy Has No Power To Obligate or Bind State of Michigan, the 
College Board or the College.  The Academy has no authority whatsoever to enter into any 
contract or other agreement that would financially obligate the State of Michigan, College Board 
or the College, nor does the Academy have any authority whatsoever to make any 
representations to lenders or third parties, that the State of Michigan, College Board or the 
College in any way guarantee, are financially obligated, or are in any way responsible for any 
contract, agreement, note, mortgage, loan or other instrument of indebtedness entered into by the 
Academy. 

ARTICLE III

ROLE OF THE COLLEGE BOARD 
AS AUTHORIZING BODY 

Section 3.1. College Board Resolutions.  The College Board has adopted the 
Resolution providing for the method of selection, length of term, number of Directors and the 
qualification of Directors.  The College Board has adopted the Authorizing Resolution which 
approves the issuance of this Contract.  The Resolution and the Authorizing Resolution are 
hereby incorporated into this Contract as Exhibit A.  At any time and at its sole discretion, the 
College Board may amend the Resolution.  Upon College Board approval, changes to the 
Resolution shall automatically be incorporated into this Contract and shall be exempt from the 
amendment procedures under Article IX of these Terms and Conditions. 
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Section 3.2. College Board as Fiscal Agent for the Academy.  The College Board is 
the fiscal agent for the Academy.  As fiscal agent, the College Board assumes no responsibility 
for the financial condition of the Academy.  The College Board is not liable for any debt or 
liability incurred by or on behalf of the Academy, or for any expenditure approved by or on 
behalf of the Academy Board.  Except as provided in the Oversight Agreement and Article X of 
these Terms and Conditions, the College Board shall promptly, within five (5) business days of 
receipt, forward to the Academy all state school aid funds or other public or private funds 
received by the College Board for the benefit of the Academy.  The responsibilities of the 
College Board, the State of Michigan, and the Academy are set forth in the Fiscal Agent 
Agreement incorporated herein as Schedule 3. 

Section 3.3. Oversight Responsibilities of the College Board.  The College Board has 
the responsibility to oversee the Academy’s compliance with the Contract and all Applicable 
Law.  The responsibilities of the Academy and the College Board are set forth in the Oversight 
Agreement executed by the parties and incorporated herein as Schedule 4. 

Section 3.4. Reimbursement of College Board Expenses.  The Academy shall pay the 
College Board an administrative fee to reimburse the College Board for the expenses associated 
with the execution of its authorizing body and oversight responsibilities.  The terms and 
conditions of the administrative fee are set forth in Schedule 4. 

Section 3.5. College Board Approval of Condemnation.  In the event that the 
Academy desires to acquire property pursuant to the Uniform Condemnation Procedures Act or 
other applicable statutes, it shall obtain express written permission for such acquisition from the 
College Board.  The Academy shall submit a written request to the College Board describing the 
proposed acquisition and the purpose for which the Academy desires to acquire the property.  
Provided the Academy Board submits the written request at least sixty (60) days before the 
College Board’s next regular meeting, the College Board shall vote on whether to give express 
written permission for the acquisition at its next regular meeting. 

Section 3.6. Authorization of Employment.  The College Board authorizes the 
Academy to employ or contract directly with personnel according to the position information 
outlined in Schedule 5.  However, the Academy Board shall prohibit any individual from being 
employed by the Academy, an Educational Service Provider or an employee leasing company 
involved in the operation of the Academy, in more than one (1) full-time position and 
simultaneously being compensated at a full-time rate for each of these positions.  Additionally, 
the Academy Board shall require each individual who works at the Academy to disclose to the 
Academy Board any other public school or educational service provider at which that individual 
works or to which that individual provides services.  An employee hired by the Academy shall 
be an employee of the Academy for all purposes and not an employee of the College for any 
purpose.  With respect to Academy employees, the Academy shall have the power and 
responsibility to (i) recruit, select and engage employees; (ii) pay their wages; (iii) evaluate 
performance; (iv) discipline and dismiss employees; and (v) control the employees’ conduct, 
including the method by which the employee carries out his or her work.  The Academy Board 
shall be responsible for carrying workers’ compensation insurance and unemployment insurance 
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for its employees.  The Academy shall ensure that the term or length of any employment contract 
or consultant agreement does not extend beyond the term of this Contract and shall terminate in 
the event this Contract is revoked or terminated.  In no event may an Academy employee’s 
employment contract term, inclusive of automatic renewals, extend beyond the term of this 
Contract. 

Section 3.7. Code Requirements for College Board to Act as Authorizing Body.  The 
College Board has complied with the requirements of Section 1475 of the Code, MCL 380.1475, 
and will continue to comply with the Code during the term of this Contract. 

Section 3.8. College Board Subject to Open Meetings Act.  As required by Section 
1475 of the Code, MCL 380.1475, College Board meetings conducted for the purpose of 
carrying out or administering any authorizing body function shall be administered in accordance 
with the Open Meetings Act, MCL 15.261 et seq. 

Section 3.9. College Board Authorizing Body Activities Subject to Freedom of 
Information Act.  As required by Section 1475 of the Code, MCL 380.1475, all authorizing body 
functions performed by the College Board shall be subject to public disclosure in accordance 
with the Freedom of Information Act, MCL 15.231 et seq. 

Section 3.10. College Board Review of Certain Financing Transactions.  In the event 
that the Academy desires to finance the acquisition, by lease, purchase, or other means, of 
facilities or equipment, in excess of $150,000, pursuant to arrangements calling for payments 
over a period greater than one (1) year, and which include a pledge, assignment or direction to 
one or more third parties of a portion of the funds to be received by the Academy from the State 
of Michigan pursuant to the State School Aid Act of 1979, as amended, being MCL 388.1601 et 
seq., then Academy shall obtain prior review for such financing from the College Board.  The 
Academy shall submit a written request to the College Board describing the proposed financing 
transaction, and the facilities or equipment to be acquired with the proceeds thereof.  Provided 
the Academy submits the written request at least sixty (60) days before the College Board’s next 
regular meeting, the College Board shall vote on whether to disapprove the proposed financing 
transaction at the next meeting.  If the proposed transaction is not disapproved, the College 
Board may still condition the decision not to disapprove on compliance by the Academy and any 
lender, lessor, seller or other party with such terms as the College Board deems appropriate 
under the circumstances.  If the proposed transaction is disapproved, such disapproval may, but 
shall not be required to, state one or more conditions which, if complied with by the Academy 
and any lender, lessor, seller or other party, would cause such disapproval to be deemed 
withdrawn.  No transaction described in this Section may be entered into by the Academy if the 
proposed transaction is disapproved by the College Board.  By not disapproving a proposed 
transaction, the College Board is in no way giving approval of the proposed transaction, or 
representing that the Academy has the ability to meet or satisfy any of the terms or conditions 
thereof. 

Section 3.11. Authorizing Body Contract Authorization Process.  Pursuant to the Code, 
the College Board is not required to issue a contract to the Academy.  This Contract is for a fixed 
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term and will terminate at that end of the Contract term set forth in Section 12.9 without any 
further action of either the Academy or the College Board.  The Academy shall seek a new 
contract by making a formal request to the College Board in writing at least two years prior to 
the end of the Contract term.  The College Board shall provide to the Academy a description of 
the timeline and process by which the Academy may be considered for issuance of a new 
contract.  The timeline and process for consideration of whether to issue a new contract to the 
Academy shall be solely determined by the College Board.  The standards for the issuance of a 
new contract shall include increases in academic achievement for all groups of pupils as 
measured by assessments and other objective criteria established by the College Board as the 
most important factor of whether to issue or not issue a new contract.  The College Board, at its 
own discretion, may change its timeline and process for issuance of a new contract at any time, 
and any such changes shall take effect automatically without the need for any amendment to the 
Contract.  Consistent with the Code, the College Board may elect, at its sole discretion, not to 
consider the issuance of a contract, consider reauthorization of the Academy and elect not to 
issue a contract, or consider reauthorization of the Academy and issue a contract for a fixed term. 

Section 3.12. College Board’s Invitation to Academy to Apply For Conversion to 
Schools of Excellence.  If the College Board is interested in accepting applications to issue 
contracts to charter Schools of Excellence under Part 6E of the Code, and the College Board 
determines that the Academy meets the College Board’s and the Code’s eligibility criteria for 
applying to convert the Academy to a School of Excellence, then the College Board may invite 
the Academy to submit an application to apply for a contract to convert the Academy to a school 
of excellence.  In accordance with the Code, the College Board shall establish its own 
competitive application process and provide the necessary forms and procedures to eligible 
public school academies. 

ARTICLE IV

REQUIREMENT THAT THE ACADEMY 
ACT SOLELY AS GOVERNMENTAL ENTITY 

Section 4.1. Limitation on Actions in Performance of Governmental Functions.  The 
Academy shall act exclusively as a governmental entity and shall not undertake any action 
inconsistent with its status as a governmental entity authorized to receive state school aid funds 
pursuant to Section 11 of Article IX of the State Constitution of 1963. 

Section 4.2. Other Permitted Activities.  Consistent with the provisions of this 
Contract, the Academy is permitted to engage in lawful activities that are not in derogation of the 
Academy’s mission and status of operating a public school academy or that would not jeopardize 
the eligibility of the Academy for state school aid funds. 

Section 4.3. Academy Board Members Serve In Their Individual Capacity.  All 
Directors of the Academy Board shall serve in their individual capacity, and not as a 
representative or designee of any other person or entity.  A person who does not serve in their 
individual capacity, or who serves as a representative or designee of another person or entity, 
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shall be deemed ineligible to continue to serve as a Director of the Academy Board.  A Director 
who violates this Section shall be removed from office, in accordance with the removal 
provisions found in the Resolution or Schedule 2: Bylaws.  As set forth in the Resolution, a 
Director serves at the pleasure of the College Board, and may be removed with or without cause 
at any time. 

Section 4.4. Incompatible Public Offices and Conflicts of Interest Statutes.  The 
Academy shall comply with the Incompatible Public Offices statute, being MCL 15.181 et seq. 
of the Michigan Compiled Laws, and the Contracts of Public Servants with Public Entities 
statute, being MCL 15.321 et seq. of the Michigan Compiled Laws.  The Academy Board shall 
ensure compliance with Applicable Law relating to conflicts of interest.  Notwithstanding any 
other provision of this Contract, the following shall be deemed prohibited conflicts of interest for 
purposes of this Contract: 

(a) An individual simultaneously serving as an Academy Board member and 
as an owner, officer, director, employee or consultant of or independent 
contractor to an Educational Service Provider or an employee leasing 
company, or a subcontractor to an Educational Service Provider or an 
employee leasing company that has an ESP Agreement with the Academy; 

(b) An individual simultaneously serving as an Academy Board member and 
an Academy employee; 

(c) An individual simultaneously serving as an Academy Board member and 
an independent contractor to the Academy; 

(d) An individual simultaneously serving as an Academy Board member and a 
member of the governing board of another public school;  

(e) An individual simultaneously serving as an Academy Board member and a 
College official, employee, or paid consultant, as a representative of the 
College; and 

(f) An individual simultaneously serving as an Academy Board member and 
having an ownership or financial interest in any real or personal property 
leased or subleased to the Academy. 

Section 4.5. Prohibition of Identified Family Relationships.  The Academy Board 
shall prohibit specifically identified family relationships pursuant to Applicable Law and the 
Terms and Conditions of this Contract.  Notwithstanding any other provision of this Contract, the 
following shall be deemed prohibited familial relationships for the purposes of this Contract: 

(a) No person shall be appointed or reappointed to serve as an Academy 
Board member if the person’s mother, mother-in-law, father, father-in-
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law, son, son-in-law, daughter, daughter-in-law, sister, sister-in-law, 
brother, brother-in-law, spouse or same-sex domestic partner: 

(i) Is employed by the Academy; 

(ii) Works at or is assigned to work at the Academy; 

(iii) Has an ownership, officer, policymaking, managerial, 
administrative non-clerical, or other significant role with the 
Academy’s ESP or employee leasing company; or 

(iv) Has an ownership or financial interest in any school building lease 
or sublease agreement with the Academy. 

(b) The Academy Board shall require each individual who works at the 
Academy to annually disclose any familial relationship with any other 
individual who works at, or provides services to, the Academy.  For 
purposes of this subsection, familial relationship means a person’s mother, 
mother-in-law, father, father-in-law, son, son-in-law, daughter, daughter-
in-law, sister, sister-in-law, brother, brother-in-law, spouse or same-sex 
domestic partner. 

Section 4.6. Dual Employment Positions Prohibited.  Any person working at the 
Academy is prohibited by law from being employed at the Academy in more than one full-time 
position and simultaneously being compensated for each position. 

Section 4.7. Oath of Public Office.  Academy Board members are public officials.  
Before entering upon the duties of a public school board member, each Academy Board member 
shall take, sign and file the constitutional oath of office with the Charter Schools Office. 

Section 4.8. Academy Counsel.  The Academy Board shall select, retain and pay legal 
counsel to represent the Academy.  The Academy shall not retain any attorney to represent the 
Academy if the attorney or the attorney’s law firm also represents the Academy’s Educational 
Service Provider or any person or entity leasing real property to the Academy, if any. 

ARTICLE V

CORPORATE STRUCTURE OF THE ACADEMY 

Section 5.1. Nonprofit Corporation.  The Academy shall be organized and operated as 
a public school academy corporation organized under the Michigan Nonprofit Corporation Act, 
as amended, Act No. 162 of the Public Acts of 1982, being Sections 450.2101 to 450.3192 of the 
Michigan Compiled Laws.  Notwithstanding any provision of the Michigan Nonprofit 
Corporation Act, as amended, the Academy shall not take any action inconsistent with the 
provisions of Part 6A of the Code or other Applicable Law. 
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Section 5.2. Articles of Incorporation.  The Articles of Incorporation of the Academy, 
as set forth in Schedule 1, shall be the Articles of Incorporation of the Academy.  Any 
subsequent amendments to the Academy’s Articles of Incorporation shall only be incorporated 
into this Contract pursuant to Article IX of these Terms and Conditions. 

Section 5.3. Bylaws.  The Bylaws of the Academy, as set forth in Schedule 2, shall be 
the Bylaws of the Academy.  Any subsequent amendments to the Academy’s Bylaws shall only 
be incorporated into this Contract pursuant to Article IX of these Terms and Conditions. 

Section 5.4. Quorum.  Notwithstanding any document in the Contract that is 
inconsistent with this Section, including the Academy’s Articles of Incorporation and Bylaws, a 
quorum of the Academy Board that is necessary to transact business and to take action shall be a 
majority of the Academy Board member positions as set by the Authorizing Resolution. 

ARTICLE VI

OPERATING REQUIREMENTS 

Section 6.1. Governance Structure.  The Academy shall be organized and 
administered under the direction of the Academy Board and pursuant to the Governance 
Structure as set forth in Schedule 7a.  The Academy shall have four officers:  President, Vice-
President, Secretary and Treasurer.  The officer positions shall be filled by persons who are 
members of the Academy Board.  A description of their duties is included in Schedule 2. 

Section 6.2. Educational Goals.  The Academy shall pursue the educational goals 
identified in Schedule 7b.  The educational goals shall include demonstrated improved pupil 
academic achievement for all groups of pupils. 

Section 6.3. Educational Programs.  The Academy shall deliver the educational 
programs identified in Schedule 7c. 

Section 6.4. Curriculum.  The Academy shall implement and follow the curriculum 
identified in Schedule 7d. 

Section 6.5. Method of Pupil Assessment.  The Academy shall evaluate pupils’ work 
based on the assessment strategies identified in Schedule 7e.  To the extent applicable, pupil 
performance at the Academy shall be assessed using the Michigan Student Test of Educational 
Progress (“M-STEP”) and/or the Michigan Merit Examination (“MME”) designated under the 
Code.  The Academy shall provide the Charter Schools Office with copies of reports, 
assessments and test results concerning the following: 

(a) educational outcomes achieved by pupils attending the Academy and other 
reports reasonably requested by the Charter Schools Office; 

(b) an assessment of student performances at the end of each academic school 
year or at such other times as the College Board may reasonably request; 
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(c) an annual education report in accordance with the Code; 

(d) an annually administered nationally recognized norm-referenced 
achievement test for the Academy’s grade configuration, or a program of 
testing approved by the Charter Schools Office; and 

(e) all tests required under Applicable Law. 

Section 6.6. Application and Enrollment of Students.  The Academy shall comply 
with the application and enrollment policies identified in Schedule 7f.  With respect to the 
Academy’s pupil admissions process, the Academy shall provide any documentation or 
information requested by the Charter Schools Office that demonstrates the following: 

(a) The Academy has made a reasonable effort to advertise its enrollment 
efforts to all pupils; and 

(b) The Academy’s open enrollment period was for a duration of at least 2 
weeks and permitted the enrollment of pupils at times in the evening and 
on weekends. 

Section 6.7. School Calendar and School Day Schedule.  The Academy shall comply 
with the school calendar and school day schedule guidelines as set forth in Schedule 7g. 

Section 6.8. Age or Grade Range of Pupils.  The Academy shall comply with the age 
and grade ranges as stated in Schedule 7h. 

Section 6.9. Collective Bargaining Agreements.  Collective bargaining agreements, if 
any, with employees of the Academy shall be the responsibility of the Academy. 

Section 6.10. Accounting Standards.  The Academy shall at all times comply with 
generally accepted public sector accounting principles and accounting system requirements that 
comply with the Code, this Contract, the State School Aid Act of 1979, as amended, and 
applicable State Board of Education and Department of Education rules. 

Section 6.11. Annual Financial Statement Audit.  The Academy shall conduct an 
annual financial statement audit prepared and reviewed by an independent certified public 
accountant.  The Academy Board shall select, retain, and pay the Academy’s independent 
auditor.  The Academy Board shall not approve the retention of any independent auditor if that 
independent auditor or the auditor’s firm is also performing accounting and/or auditing services 
for the Academy’s Educational Service Provider, if any.  In accordance with timeframes set forth 
in the Master Calendar, the Academy shall submit one (1) copy of the annual financial statement 
audit, auditor’s management letters and any responses to auditor’s management letters to the 
Charter Schools Office. 

Section 6.12. Address and Description of Physical Plant; Process for Expanding 
Academy’s Site Operations.  The address and description of the physical plant for the Academy 
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is set forth in Schedule 6.  With the approval of the College Board, the Academy Board may 
operate the same configuration of age or grade levels at more than one (1) site if each 
configuration of age or grade levels and each site identified in Schedule 6 are under the direction 
and control of the Academy Board. 

The College Board’s process for evaluating and approving the same configuration of age 
or grade levels at more than one (1) site is as follows: 

By formal resolution, the Academy Board may request the authority to operate the same 
configuration of age or grade levels at more than one site.  The Academy Board shall submit to 
the CSO a contract amendment, in a form and manner determined by the CSO.  The contract 
amendment shall include all information requested by the CSO, including detailed information 
about the site, the Academy’s proposed operations at the site and the information provided in 
Contract Schedules 4, 5, 6 and 7.  Upon receipt of a complete contract amendment, the CSO 
Director shall review the contract amendment and make a recommendation to the College Board 
on whether the Academy’s request for site expansion should be approved.  A positive 
recommendation by the CSO Director of the contract amendment shall include a determination 
by the CSO Director that the Academy is operating in compliance with the Contract and is 
making measureable progress toward meeting the Academy’s educational goals.  The College 
Board may consider the Academy Board’s site expansion request contract amendment following 
submission by the CSO Director of a positive recommendation.  If the College Board approves 
the Academy Board’s site expansion request contract amendment, the Contract shall be amended 
in accordance with Article IX of these Terms and Conditions.  The College Board reserves the 
right to modify, reject or approve any site expansion request contract amendment in its sole and 
absolute discretion. 

Section 6.13. Contributions and Fund Raising.  The Academy may solicit and receive 
contributions and donations as permitted by law.  No solicitation shall indicate that a 
contribution to the Academy is for the benefit of the College or the College Board. 

Section 6.14. Disqualified Organizational or Contractual Affiliations.  The Academy 
shall comply with all state and federal law applicable to public schools concerning church-state 
issues.  To the extent disqualified under the state or federal constitutions, the Academy shall not 
be organized by a church or other religious organization and shall not have any organizational or 
contractual affiliation with or constitute a church or other religious organization.  Nothing in this 
Section shall be deemed to diminish or enlarge the civil and political rights, privileges and 
capacities of any person on account of his or her religious belief. 

Section 6.15. Method for Monitoring Academy’s Compliance with Applicable Law and 
Performance of its Targeted Educational Outcomes.  The Academy shall perform the compliance 
certification duties required by the College Board and outlined in the Oversight Agreement set 
forth as Schedule 4.  In addition to the College Board’s oversight responsibilities and other 
reporting requirements set forth in this Contract, the Academy’s compliance certification duties 
shall serve as the method for monitoring the Academy’s compliance with Applicable Law and its 
performance in meeting its educational goals. 
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Section 6.16. Matriculation Agreements.  Before the Academy Board approves a 
matriculation agreement with another public school, the Academy shall provide a draft copy of 
the agreement to the Charter Schools Office for review.  Any matriculation agreement entered 
into by the Academy shall be incorporated into Schedule 7f by contract amendment pursuant to 
Article IX of these Terms and Conditions.  Postings of Accreditation Status.  The Academy shall 
post notices to the Academy’s homepage of its website disclosing the accreditation status of each 
school as required by the Code. 

Section 6.18. New Public School Academies Located Within The Boundaries of A 
Community District.  If the Academy is a new public school academy and either of the 
circumstances listed below in (a) or (b) apply to the Academy’s proposed site(s), the Academy 
represents to the College Board, intending that the College Board rely on such representation as a 
precondition to issuing this Contract, that the Academy has a substantially different governance, 
leadership and curriculum than the public school previously operating at the site: 

(a) The Academy’s proposed site is the same location as a public school that (i) is 
currently on the list under Section 1280c(1), MCL 380.1280c(1) or Section 1280g(3), MCL 
380.1280g(3), as applicable; or (ii) has been on the list during the immediately preceding 3 
school years. 

(b) The Academy’s proposed site is the same location of another public school academy, 
urban high school academy, school of excellence or strict discipline academy whose contract was 
revoked or terminated by an authorizing body under the applicable part or section of the Code. 

ARTICLE VII

TUITION PROHIBITED 

Section 7.1. Tuition Prohibited; Fees and Expenses.  The Academy shall not charge 
tuition.  The Academy may impose fees and require payment of expenses for activities of the 
Academy where such fees and payments are not prohibited by Applicable Law. 

ARTICLE VIII

COMPLIANCE WITH APPLICABLE LAWS 

Section 8.1. Compliance with Applicable Law.  The Academy shall comply with all 
applicable state and federal laws, including, but not limited to, to the extent applicable, the Code, 
the State School Aid Act of 1979, the Open Meetings Act, the Freedom of Information Act 
(“FOIA”), the Public Employees Relations Act, the Uniform Budgeting and Accounting Act, the 
Revised Municipal Finance Act of 2001, the Elliott-Larsen Civil Rights Act, , the Michigan 
Person with Disabilities Civil Rights Act, , and Subtitle A of Title II of the Americans with 
Disabilities Act of 1990, Public Law 101-336, 42 USC & 12101 et seq. or any successor law.  
The Academy agrees to participate in state assessments, data collection systems, state level 
student growth models, state accountability and accreditation systems, and other public 
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comparative data collection required for public schools.  Additionally, the Academy shall 
comply with other state and federal laws which are applicable to public school academies.  
Nothing in this Contract shall be deemed to apply any other state or federal law to the Academy. 

ARTICLE IX

AMENDMENT 

Section 9.1. Amendments.  The College Board and the Academy acknowledge that the 
operation and administration of a public school academy and the improvement of educational 
outcomes over time will require amendment of this Contract.  In order to assure a proper balance 
between the need for independent development of the Academy and the statutory responsibilities 
of the College Board as an authorizing body, the parties have established a flexible process for 
amending this Contract. 

Section 9.2. Process for Amendment Initiated by the Academy.  The Academy, by a 
majority vote of its Board of Directors, may, at any time, propose specific changes in this 
Contract or may propose a meeting to discuss potential revision of this Contract.  The proposal 
will be made to the College Board through its designee.  Except as provided in Section 6.12 of 
these Terms and Conditions, the College Board delegates to the CSO Director the review and 
approval of changes or amendments to this Contract.  In the event that a proposed change is not 
accepted by the CSO Director, the College Board may consider and vote upon a change proposed 
by the Academy following an opportunity for a presentation to the College Board by the 
Academy. 

Section 9.3. Process for Amendment Initiated by the College Board.  The College 
Board, or an authorized designee, may, at any time, propose specific changes in this Contract or 
may propose a meeting to discuss potential revision of this Contract.  The College Board 
delegates to the CSO Director the review and approval of changes or amendments to this 
Contract.  The Academy Board may delegate to an officer of the Academy the review and 
negotiation of changes or amendments to this Contract.  The Contract shall be amended as 
requested by the College Board upon a majority vote of the Academy Board. 

Section 9.4. Final Approval of Amendments.  Amendments to this Contract take effect 
only after they have been approved by the Academy Board and by the College Board or the CSO 
Director.  If the proposed amendment conflicts with any of the College Board’s general policies 
on public school academies, the proposed amendment shall take effect only after approval by the 
Academy and the College Board. 

Section 9.5. Change in Existing Law.  If, after the effective date of this Contract, there 
is a change in Applicable Law which alters or amends rights, the responsibilities or obligations 
of either the Academy or the College Board, this Contract shall be altered or amended to reflect 
the change in existing law as of the effective date of such change.  To the extent possible, the 
responsibilities and obligations of the Academy and the College Board shall conform to and be 
carried out in accordance with the change in Applicable Law. 
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Section 9.6. Emergency Action on Behalf of College Board.  Notwithstanding any 
other provision of this Contract to the contrary, the contents of this Section shall govern in the 
event of an emergency situation that arises between meetings of the College Board.  An 
emergency situation shall be deemed to occur if the Charter Schools Office Director, in his or her 
sole discretion, determines that the facts and circumstances warrant that emergency action take 
place before the next meeting of the College Board.  Upon the determination that an emergency 
situation exists, the Charter Schools Office Director may temporarily take action on behalf of the 
College Board with regard to the Academy or the Contract, so long as such action is in the best 
interest of the College Board and the Charter Schools Office Director consults with the College 
Board Chairperson or the College President prior to taking the intended actions.  When acting 
during an emergency situation, the Charter Schools Office Director shall have the authority to act 
in place of the College Board, and such emergency action shall only be effective in the interim 
before the earlier of (a) rejection of the emergency action by the Chairperson of the College 
Board; or (b) the next meeting of the College Board.  The Charter Schools Office Director shall 
immediately report such action to the College Board for confirmation at the next meeting so that 
the emergency action continues or, upon confirmation by the College Board, becomes 
permanent. 

ARTICLE X

CONTRACT TERMINATION, SUSPENSION, AND REVOCATION 

Section 10.1. Statutory Grounds for Revocation. In addition to the other grounds for 
revocation in Section 10.2 and the automatic revocation in Section 10.3 of these Terms and 
Conditions, the College Board may revoke this Contract, pursuant to the procedures set forth in 
Section 10.6, upon a determination that one or more of the following has occurred: 

(a) Failure of the Academy to demonstrate improved pupil academic 
achievement for all groups of pupils or meet the educational goals and 
related measures set forth in this Contract; 

(b) Failure of the Academy to comply with all Applicable Law;  

(c) Failure of the Academy to meet generally accepted public sector 
accounting principles and demonstrate sound fiscal stewardship; or 

(d) The existence of one or more other grounds for revocation as specified in 
this Contract. 

Section 10.2. Other Grounds for Revocation.  In addition to the statutory grounds for 
revocation set forth in Section 10.1 and the grounds for an automatic revocation set forth in 
Section 10.3, the College Board may revoke this Contract, pursuant to the procedures set forth in 
Section 10.6, upon a determination that one or more of the following has occurred: 
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(a) The Academy fails to achieve or demonstrate measurable progress 
toward achieving the educational goals and related measures identified in 
this Contract; 

(b) The Academy fails to properly implement, consistently deliver, 
and support the educational programs or curriculum identified in this 
Contract; 

(c) The Academy is insolvent, has been adjudged bankrupt, or has 
operated for two or more school fiscal years with a fund balance deficit; 

(d) The Academy has insufficient enrollment to successfully operate a 
public school academy, or the Academy has lost more than fifty percent 
(50%) of its student enrollment from the previous school year; 

(e) The Academy fails to fulfill the compliance and reporting 
requirements or defaults in any of the terms, conditions, promises or 
representations contained in or incorporated into this Contract or, during 
the term of this Contract, it is discovered by the Charter Schools Office 
that the Academy failed to fulfill the compliance and reporting 
requirements or there was a violation of a prior Contract issued by the 
College Board; 

(f) The Academy files amendments to its Articles of Incorporation 
with the Michigan Department of Licensing and Regulatory Affairs, 
Bureau of Commercial Services without first obtaining the Charter 
Schools Office’s approval; 

(g) The Charter Schools Office discovers grossly negligent, fraudulent 
or criminal conduct by the Academy’s applicant(s), directors, officers, 
employees or agents in relation to their performance under this Contract; 
or 

(h) The Academy’s applicant(s), directors, officers, employees or 
agents have provided false or misleading information or documentation to 
the Charter Schools Office in connection with the College Board's 
approval of the Application, the issuance of this Contract, or the 
Academy's reporting requirements under this Contract or Applicable Law. 

Section 10.3. Automatic Amendment Of Contract; Automatic Termination of Contract 
If All Academy Sites Closed; Economic Hardship Termination.   

Except as otherwise provided in this Section 10.3, if the College Board is notified by the 
Department that an Academy site is subject to closure under section 507 of the Code, MCL 
380.507 (“State’s Automatic Closure Notice”), then this Contract shall automatically be 
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amended to eliminate the Academy’s authority to operate certain age and grade levels at the site 
or sites identified in the State’s Automatic Closure Notice.  If the State’s Automatic Closure 
Notice includes all of the Academy’s existing sites, then this Contract shall automatically be 
terminated at the end of the current school year in which either the State’s Automatic Closure 
Notice is received without any further action of the College Board or the Academy. 

Following receipt of the State’s Automatic Closure Notice, the Charter Schools Office 
shall forward a copy of the notice to the Academy Board and may request a meeting with the 
Academy Board representatives to discuss the Academy’s plans and procedures for the 
elimination of certain age or grade levels at the identified site or sites, or if all of the Academy’s 
existing sites are included in that notice, then wind-up and dissolution of the Academy 
corporation at the end of the current school year.  All Academy inquiries and requests for 
reconsideration of the State’s Automatic Closure Notice, including the granting of any hardship 
exemption by the Department rescinding the State’s Automatic Closure Notice (“Pupil Hardship 
Exemption”), shall be directed to the Department, in a form and manner determined by the 
Department.  

If the Department rescinds the State’s Automatic Closure Notice for an Academy site or 
sites by granting a Pupil Hardship Exemption, the Academy is not required to close the identified 
site(s), but shall present to the Charter Schools Office a proposed Contract amendment 
incorporating the Department’s school improvement plan, if applicable, for the identified site(s). 

If the Department elects not to issue a Pupil Hardship Exemption and the CSO Director 
determines, in his or her discretion, that the closure of one or more sites as directed by the 
Department creates a significant economic hardship for the Academy as a going concern or the 
possibility of a mid-year school closure, then the CSO Director may recommend to the College 
Board that the Contract be terminated at the end of the current school year (hereinafter 
“Economic Hardship Termination”).  If the College Board approves the Economic Hardship 
Termination recommendation, then this Contract shall terminate at the end of the current school 
year without any further action of the parties. 

The College Board’s revocation procedures set forth in Section 10.6(c) do not apply to an 
automatic termination initiated by the State’s Automatic Closure Notice or an Economic 
Hardship Termination under this Section 10.3. 

Section 10.4. Grounds and Procedures for Academy Termination of Contract.  The 
Academy Board, by majority vote of its Directors, may, at any time and for any reason, request 
termination of this Contract.  The Academy Board’s request for termination shall be made to the 
Charter Schools Office Director not less than six (6) calendar months in advance of the 
Academy’s proposed effective date of termination.  Upon receipt of an Academy request for 
termination, the Charter Schools Office Director shall present the Academy Board’s request for 
termination to the College Board.  A copy of the Academy Board’s resolution approving of the 
Contract termination, including a summary of the reasons for terminating the Contract, shall be 
included with the Academy Board’s request for termination.  Upon receipt of the Academy 
Board’s request for termination, the College Board shall consider and vote on the proposed 
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termination request.  The College Board may, in its sole discretion, waive the six (6) month 
advance notice requirement for terminating this Contract. 

Section 10.5. Grounds and Procedures for College Termination of Contract.  The 
College Board, in its sole discretion, reserves the right to terminate the Contract (i) for any 
reason or for no reason provided that such termination shall not take place less than six (6) 
months from the date of the College Board’s action; or (ii) if there is a change in Applicable Law 
that the College Board, in its sole discretion, determines impairs its rights and obligations under 
the Contract or requires the College Board to make changes in the Contract that are not in the 
best interest of the College Board or the College, then such termination shall take effect at the 
end of the current Academy fiscal year.  Following College Board approval, the Charter Schools 
Office Director shall provide notice of the termination to the Academy.  If during the period 
between the College Board action to terminate and the effective date of termination, the 
Academy has violated the Contract or Applicable Law, the Contract may be revoked or 
suspended sooner pursuant to this Article X.  If this Contract is terminated pursuant to this 
Section 10.5, the revocation procedures in Section 10.6 shall not apply.  

Section 10.6. College Board Procedures for Revoking Contract.  The College Board's 
process for revoking the Contract is as follows: 

(a) Notice of Intent to Revoke. The Charter Schools Office Director, upon reasonable 
belief that grounds for revocation of the Contract exist, shall notify the Academy Board of such 
grounds by issuing the Academy Board a Notice of Intent to Revoke for non-compliance with 
the Contract or Applicable Law.  The Notice of Intent to Revoke shall be in writing and shall set 
forth in sufficient detail the alleged grounds for revocation. 

(b) Academy Board's Response. Within thirty (30) days of receipt of the Notice of 
Intent to Revoke, the Academy Board shall respond in writing to the alleged grounds for 
revocation.  The Academy Board's response shall be addressed to the Charter Schools Office 
Director, and shall either admit or deny the allegations of non-compliance.  If the Academy's 
response includes admissions of non-compliance with the Contract or Applicable Law, the 
Academy Board's response must also contain a description of the Academy Board's plan and 
time line for correcting the non-compliance with the Contract or Applicable Law.  If the 
Academy's response includes a denial of non-compliance with the Contract or Applicable Law, 
the Academy's response shall include sufficient documentation or other evidence to support a 
denial of non-compliance with the Contract or Applicable Law.  A response not in compliance 
with this Section shall be deemed to be non-responsive.  As part of its response, the Academy 
Board may request that a meeting be scheduled with the Charter Schools Office Director prior to 
a review of the Academy Board's response. 

(c) Plan of Correction. Within fifteen (15) days of receipt of the Academy Board's 
response or after a meeting with Academy Board representatives, the Charter Schools Office 
Director shall review the Academy Board's response and determine whether a reasonable plan 
for correcting the deficiencies can be formulated. If the Charter Schools Office Director 
determines that a reasonable plan for correcting the deficiencies set forth in the Notice of Intent 
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to Revoke can be formulated, the Charter Schools Office Director shall develop a plan for 
correcting the non-compliance ("Plan of Correction") which may include reconstitution pursuant 
to 10.6(d) of these Terms and Conditions.  In developing a Plan of Correction, the Charter 
Schools Office Director is permitted to adopt, modify or reject some or all of the Academy 
Board's response for correcting the deficiencies outlined in the Notice of Intent to Revoke.  The 
Notice of Intent to Revoke shall be closed if the Charter Schools Office Director determines any 
of the following: (i) the Academy Board's denial of non-compliance is persuasive; (ii) the non-
compliance set forth in the Notice of Intent to Revoke has been corrected by the Academy 
Board; or (iii) the Academy Board has successfully completed the Plan of Correction.  

(d) College Board’s Contract Reconstitution Provision. The Charter Schools Office 
Director may reconstitute the Academy in an effort to improve student educational performance 
or to avoid interruption of the educational process. Reconstitution may include, but is not limited 
to, one of the following actions: (i) removal of 1 or more members of the Academy Board; (ii) 
termination of at-will board appointments of 1 or more Academy Board members in accordance 
with the Resolution; (iii) withdrawing approval of a contract under Section 506 of the Code; (iv) 
the appointment of a new Academy Board of Directors or a Conservator to take over operations 
of the Academy; or (v) closure of an Academy site(s).   

Reconstitution of the Academy does not restrict the Department from issuing an order 
under section 507 of the Code, MCL 380.507, directing the automatic closure of the Academy’s 
site(s).   

(e) Request for Revocation Hearing.  The Charter Schools Office Director may 
initiate a revocation hearing before the College Charter Schools Hearing Panel if the Charter 
Schools Office Director determines that any of the following has occurred: 

(i) the Academy Board has failed to respond to the Notice of Intent to Revoke 
as set forth in Section 10.6(b); 

(ii) the Academy Board's response to the Notice of Intent to Revoke is non-
responsive; 

(iii) the Academy Board's response admits violations of the Contract or 
Applicable Law which the Charter Schools Office Director deems cannot be remedied or 
cannot be remedied in an appropriate period of time, or for which the Charter Schools 
Office Director determines that a Plan of Correction cannot be formulated; 

(iv) the Academy Board's response contains denials that are not supported by 
sufficient documentation or other evidence showing compliance with the Contract or 
Applicable Law; 

(v) the Academy Board has not complied with part or all of a Plan of 
Correction established in Section 10.6(c); 
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(vi) the Academy Board has engaged in actions that jeopardize the financial or 
educational integrity of the Academy; or 

(vii) the Academy Board has been issued multiple or repeated Notices of Intent 
to Revoke. 

The Charter Schools Office Director shall send a copy of the request for revocation 
hearing to the Academy Board at the same time the request is sent to the Hearing Panel. The 
request for revocation shall identify the reasons for revoking the Contract. 

(f) Hearing before the College Charter Schools Hearing Panel. Within thirty (30) 
days of receipt of a request for revocation hearing, the Hearing Panel shall convene a revocation 
hearing.  The Hearing Panel shall provide a copy of the notice of hearing to the Charter Schools 
Office and the Academy Board at least ten (10) days before the hearing.  The purpose of the 
Hearing Panel is to gather facts surrounding the Charter Schools Office Director's request for 
Contract revocation, and to make a recommendation to the College Board on whether the 
Contract should be revoked.  The revocation hearing shall be held at a location, date and time as 
determined by the Charter Schools Office Director and shall not last more than three hours.  The 
hearing shall be transcribed and the cost shall be divided equally between the College and the 
Academy.  The Charter Schools Office Director or his or her designee, and the Academy Board 
or its designee, shall each have equal time to make their presentation to the Hearing Panel.  
Although each party is permitted to submit affidavits and exhibits in support of their positions, 
the Hearing Panel will not hear testimony from any witnesses for either side.  The Hearing Panel 
may, however, question the Charter Schools Office Director and the Academy Board.  Within 
thirty (30) days of the revocation hearing, the Hearing Panel shall make a recommendation to the 
College Board concerning the revocation of the Contract.  For good cause, the Hearing Panel 
may extend any time deadline set forth in this subsection.  A copy of the Hearing Panel's 
recommendation shall be provided to the Charter Schools Office and the Academy Board at the 
same time that the recommendation is sent to the College Board. 

(g) College Board Decision. If the Hearing Panel's recommendation is submitted to 
the College Board at least fourteen (14) days before the College Board's next regular meeting, 
the College Board shall consider the Hearing Panel's recommendation at its next regular meeting 
and vote on whether to revoke the Contract.  The College Board reserves the right to modify, 
reject or approve all or any part of the Hearing Panel’s recommendation.  The College Board 
shall have available to it copies of the Hearing Panel's recommendation and the transcript from 
the hearing.  The College Board may waive the fourteen (14) day submission requirement or 
hold a special board meeting to consider the Hearing Panel's recommendation.  A copy of the 
College Board's decision shall be provided to the Charter Schools Office, the Academy Board 
and the Department.  

(h) Effective Date of Revocation.  If the College Board votes to revoke the Contract, 
the revocation shall be effective on the date of the College Board's act of revocation, or at a later 
date as determined by the College Board. 
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(i) Disposition of State School Aid Funds. Notwithstanding any other provision of 
the Contract, any state school aid funds received by the College Board after a recommendation is 
made by the Hearing Panel to revoke the Contract, or a decision by the College Board to revoke 
the Contract, may be withheld by the College Board or returned to the Michigan Department of 
Treasury upon request.  The College Board may also direct that a portion of the Academy’s state 
school aid funds be directed to fund the Academy’s dissolution account established under 
Section 10.10 of these Terms and Conditions. 

Section 10.7. Contract Suspension. The College Board's process for suspending the 
Contract is as follows: 

(a) The Charter Schools Office Director Action. If the Charter Schools Office 
Director determines, in his or her sole discretion, that certain conditions or circumstances exist 
such that the Academy Board:  

(i) has placed staff or students at risk;  

(ii) is not properly exercising its fiduciary obligations to protect and preserve 
the Academy's public funds and property;  

(iii) has lost its right to occupancy of the physical facilities described in 
Schedule 6, and cannot find another suitable physical facility for the Academy prior to the 
expiration or termination of its right to occupy its existing physical facilities;  

(iv) has failed to secure or has lost the necessary fire, health, and safety 
approvals as required by Schedule 6;  

(v) has willfully or intentionally violated this Contract or Applicable Law; or  

(vi) has violated Section 10.2(g) or (h), then the Charter Schools Office 
Director may immediately suspend the Contract, pending completion of the procedures set forth 
in Section 10.6.  A copy of the suspension notice, setting forth the grounds for suspension, shall 
be sent to the Academy Board and to the Hearing Panel.  If this subsection is implemented, the 
notice and hearing procedures set forth in Section 10.6 shall be expedited as much as possible.   

(b) Disposition of State School Aid Funds. Notwithstanding any other provision of 
the Contract, any state school aid funds received by the College Board after a decision by the 
Charter Schools Office Director to suspend the Contract, may be retained by the College Board 
for the Academy until the Contract is reinstated, or may be returned to the Michigan Department 
of Treasury upon the State’s request. 

(c) Immediate Revocation Proceeding. If the Academy Board, after receiving a notice 
of Contract suspension from the Charter Schools Office Director, continues to engage in conduct 
or activities that are covered by the suspension notice, the Hearing Panel may immediately 
convene a revocation hearing in accordance with the procedures set forth in section 10.6(e) of 
this Contract.  The Hearing Panel has the authority to accelerate the time line for revoking the 
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Contract, provided that notice of the revocation hearing shall be provided to the Charter Schools 
Office and the Academy Board at least five (5) days before the hearing.  If the Hearing Panel 
determines that the Academy Board has continued to engage in conduct or activities that are 
covered by the suspension notice, the Hearing Panel may recommend revocation of the Contract.  
The College Board shall proceed to consider the Hearing Panel's recommendation in accordance 
with Sections 10.6(f) through (h). 

Section 10.8. Venue; Jurisdiction.  The parties agree that all actions or proceedings 
arising in connection with this Contract will be tried and litigated only in the Circuit Court of 
Chippewa County, Michigan, the Michigan Court of Claims or the Federal District Court for the 
Western District of Michigan.  The parties hereby irrevocably accept for themselves and in 
respect of their property, generally and unconditionally, the jurisdiction of such courts.  The 
parties irrevocably consent to the service of process out of any such courts in any such action or 
proceedings by the mailing of copies thereof by registered or certified mail, postage prepaid, to 
each such party, at its address set forth for notices in this Contract, such service to become 
effective ten (10) days after such mailing.  The parties irrevocably waive any right they may 
have to assert the doctrine of forum non conveniens or to object to venue to the extent any 
proceedings is brought in accordance with this Section 10.8.  This Section 10.8 shall not in any 
way be interpreted as an exception to the Academy’s covenant not to sue contained in Section 
11.3 of these Terms and Conditions. 

Section 10.9. Appointment of Conservator/Trustee.  Notwithstanding any other 
provision of the Contract, in the event that the College President, in his or her sole discretion, 
determines that the health, safety and welfare of Academy students, property or funds are at risk, 
the College President, after consulting with the College Board Chairperson, may appoint a 
person to serve as the Conservator of the Academy.  Upon appointment, the Conservator shall 
have all the powers of a Board of Directors of a Public School Academy and act in the place and 
stead of the Academy Board.  The College President shall appoint the Conservator for a definite 
term which may be extended in writing at his or her discretion.  During the appointment, the 
Academy Board members and their terms in office are suspended and all powers of the Academy 
Board are suspended.  All appointments made under this section must be presented to the 
College Board for final determination at its next regularly scheduled meeting.  During their 
appointment, the Conservator shall have the following powers: 

(a) take into his or her possession all Academy property and records, including 
financial, Academy Board, employment and student records; 

(b) institute and defend actions by or on behalf of the Academy; 

(c) continue the business of the Academy including entering into contracts, 
borrowing money, and pledging, mortgaging, or otherwise encumbering the property of the 
Academy as security for the repayment of loans. However, the power shall be subject to any 
provisions and restrictions in any existing credit documents; 

(d) hire, fire, evaluate and discipline employees of the Academy; 
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(e) settle or compromise with any debtor or creditor of the Academy, including any 
governmental or  taxing authority; 

(f) review all outstanding agreements to which the Academy is a party and to take 
those actions which the Academy Board may have exercised to pay, extend, rescind, renegotiate 
or settle such agreements as needed; and 

(g) perform all acts necessary and appropriate to fulfill the Academy’s purposes as set 
forth under this Contract or Applicable Law. 

Section 10.10. Academy Dissolution Account.  If the College Board terminates, revokes 
or fails to issue a new Contract to the Academy, the CSO Director shall notify the Academy that, 
beginning thirty (30) days after notification of the College Board’s decision, the College Board 
may direct up to $10,000 from each subsequent state school aid fund payment, not to exceed a 
combined total of $30,000, to a separate Academy account (“Academy Dissolution Account”) to 
be used exclusively by the Academy to pay the costs associated with the wind up and dissolution 
responsibilities of the Academy.  Within five (5) business days of the CSO Director’s notice, the 
Academy Board Treasurer shall provide the CSO Director, in a form and manner determined by 
the CSO, with account detail information and authorization to direct such funds to the Academy 
Dissolution Account.  The Academy Dissolution Account shall be under the sole care, custody 
and control of the Academy Board, and such funds shall not be used by the Academy to pay any 
other Academy debt or obligation until such time as all the wind-up and dissolution expenses 
have been satisfied.  An intercept agreement entered into by the Academy and a third party 
lender or trustee shall include language that the third party lender or trustee acknowledges and 
consents to the funding of the Academy’s dissolution account in accordance with this Contract.  
Any unspent funds remaining in the Academy’s dissolution account after payment of all wind up 
and dissolution expenses shall be returned to the Academy. 

ARTICLE XI

PROVISIONS RELATING TO PUBLIC SCHOOL ACADEMIES 

Section 11.1. The Academy Budget; Transmittal of Budgetary Assumptions; Budget 
Deficit; Enhanced Deficit Elimination Plan.  The Academy agrees to comply with all of the 
following: 

(a) The Academy Board is responsible for establishing, approving, and 
amending an annual budget in accordance with the Uniform Budgeting 
and Accounting Act, MCL 141.421 et seq.  Within ten (10) days after 
adoption by the Academy Board (but not later than July 1st) each year, the 
Academy Board shall submit to the Charter Schools Office a copy of its 
annual budget for the upcoming fiscal year.  The budget must detail 
budgeted expenditures at the object level as described in the Michigan 
Department of Education’s Michigan School Accounting Manual.  In 
addition, the Academy Board is responsible for approving all revisions 
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and amendments to the annual budget.  Within 10 days after Academy 
Board approval, revisions or amendments to the Academy’s budget shall 
be submitted to the Charter Schools Office. 

(b) Unless exempted from transmitting under section 1219 of the Code, MCL 
380.1219, the Academy, on or before July 7th of each school fiscal year, 
shall transmit to the Center for Educational Performance and Information 
(“CEPI”) the budgetary assumptions used when adopting its annual budget 
pursuant to the Uniform Budgeting and Accounting Act, MCL 141.421 et 
seq. 

(c) The Academy shall not adopt or operate under a deficit budget, or incur an 
operating deficit in a fund during any fiscal year.  At any time during the 
term of this Contract, the Academy shall not have an existing deficit fund 
balance, incur a deficit fund balance, or adopt a current year budget that 
projects a deficit fund balance.  If the Academy has an existing deficit 
fund balance, incurs a deficit fund balance in the most recently completed 
school fiscal year, or adopts a current year budget that projects a deficit 
fund balance, all of the following apply: 

(i) The Academy shall notify the Superintendent and the State 
Treasurer immediately upon the occurrence of the circumstance, 
and provide a copy of the notice to the Charter Schools Office. 

(ii) Within 30 days after making notification under subdivision (c)(i), 
the Academy shall submit to the Superintendent in the form and 
manner prescribed by the Department an amended budget for the 
current school fiscal year and a deficit elimination plan approved 
by the Academy Board, with a copy to the State Treasurer.  The 
Academy shall transmit a copy of the amended budget and the 
deficit elimination plan to the Charter Schools Office. 

(iii) After the Superintendent approves the Academy's deficit 
elimination plan, the Academy shall post the deficit elimination 
plan on the Academy's website. 

(d) If the Academy is required by the State Treasurer to submit an enhanced 
deficit elimination plan under section 1220 of the Code, MCL 380.1220, 
the Academy shall do all of the following: 

(i) The enhanced deficit elimination plan shall be approved by the 
Academy Board before submission. 
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(ii) After the State Treasurer approves an enhanced deficit elimination 
plan for the Academy, the Academy shall post the enhanced deficit 
elimination plan on the Academy’s website. 

(iii) Submit to the Superintendent and State Treasurer an enhanced 
monthly monitoring reports in a form and manner prescribed by 
the State Treasurer and post such monthly reports on the 
Academy’s website. 

Section 11.2. Insurance.  The Academy Board shall secure and maintain in its own 
name as the “first named insured” at all times the following insurance coverages required by the 
Michigan Universities Self-Insurance Corporation (“M.U.S.I.C.”) for public school academies 
authorized by university board authorizing bodies: 

M.U.S.I.C. INSURANCE COVERAGE REQUIREMENTS 

for Public School Academies (PSA), Strict Discipline Academies (SDA)  

Urban High Schools (UHS) & Schools of Excellence (SOE) 

NOTE: Insurance carriers must have an AM Best Rating of "A - VII" or better 

EFFECTIVE DATE: 07/01/12 -- MUSIC Board Approval Date: 12/15/2011 
COVERAGE REQUIREMENTS

General or Public Liability (GL) Must be Occurrence form 

Must include Sexual Abuse & Molestation coverage which can be Occurrence or Claims 
Made. If this coverage is Claims Made the Retroactive Date must be the same or before 
date of original College PSA/SDA/UHS/SOE contract. If this coverage is Claims Made, 
and the PSA/SDA/UHS/SOE goes out of business, the PSA/SDA/UHS/SOE needs to 
purchase the longest-available tail coverage. This requirement could be stated in the exit 
language of the Charter Contract with the PSA/SDA/UHS/SOE. 

Must include Corporal Punishment coverage. 

$1,000,000 per occurrence & $2,000,000 aggregate. 

In the event of name changes, mergers, etc., every past and present PSA/SDA/UHS/SOE 
name must be listed on the policy with the new entity as the First Named Insured. 

College must be included as an Additional Insured with Primary and Non-Contributory 
Coverage. 

NOTE: SDA must also have Security/Police Professional Liability coverage with MINIMUM 

of $1,000,000 limit which can be Occurrence or Claims Made. If this coverage is Claims 
Made, and the SDA goes out of business, the SDA needs to purchase the longest-
available tail coverage. This requirement could be stated in the exit language of the 
Charter Contract with the SDA. 
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COVERAGE REQUIREMENTS 
Errors & Omissions (E&O) Must include Employment Practices Liability. 

Must include Corporal Punishment coverage. 

Must include Sexual Abuse & Molestation coverage. 

Must include Directors' & Officers' coverage. 

Must include School Leaders' E&O. 

Can be Claims Made or Occurrence form. 

If Claims Made, retroactive date must be the same or before date of original College -

PSA/SDA/UHS/SOE Charter Contract. If this coverage is Claims Made, and the 
PSA/SDA/UHS/SOE goes out of business, the PSA/SDA/UHS/SOE needs to purchase the 
longest-available tail coverage. This requirement could be stated in the exit language of the 
Charter Contract with the PSA/SDA/UHS/SOE. 

$1,000,000 per occurrence & $3,000,000 aggregate. 

In the event of name changes, mergers, etc., every past and present PSA/SDA/UHS/SOE 
name must be listed on the policy with the new entity as the First Named Insured. 

College must be included as an Additional Insured with Primary and Non-Contributory 
Coverage. 

M.U.S.I.C. INSURANCE COVERAGE REQUIREMENTS 

for Public School Academies (PSA), Strict Discipline Academies (SDA)  

Urban High Schools (UHS) & Schools of Excellence (SOE) 

NOTE: Insurance carriers must have an AM Best Rating of "A - VII" or better 

COVERAGE REQUIREMENTS
Automobile Liability (AL) for Owned and 

Non-Owned Autos 

$1,000,000 per accident. 

In the event of name changes, mergers, etc., every past and present 
PSA/SDA/UHS/SOE name must be listed on the policy with the new entity as 
the First Named Insured. 

College must be included as Additional Insured with Primary and Non-
Contributory Coverage. 

See Umbrella section for higher limit

Higher limits are required if PSA/SDA/UHS/SOE has its own buses. 

COVERAGE REQUIREMENTS
Workers' Compensation Must be Occurrence form. 

Statutory Limits with $1,000,000 Employers Liability Limits. 

Requirement for PSA/SDA/UHS/SOE when leasing 

employees from Educational Service Provider (ESP) or 

Management Firm (MF) 

NOTE: Must have Alternate Employer Endorsement from 
ESP/MF. Schedule PSA/SDA/UHS/SOE location on the ESP/MF 
Contract. 

NOTE: If PSA/SDA/UHS/SOE is leasing employees from ESP/MF and the 
PSA/SDA/UHS/SOE name does not have payroll, PSA/SDA/UHS/SOE still 
must carry Workers' Compensation coverage including Employers' Liability 
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COVERAGE REQUIREMENTS
Crime Must include Employee Dishonesty coverage.

Must include third party coverage. 

$500,000 limit. 

COVERAGE REQUIREMENTS
Umbrella Can be Claims Made or Occurrence form. If this coverage is Claims Made, 

and the PSA/SDA/UHS/SOE goes out of business, the PSA/SDA/UHS/SOE 
needs to purchase the longest-available tail coverage. This requirement could 
be stated in the exit language of the Charter Contract with the 
PSA/SDA/UHS/SOE. 

Umbrella is acceptable with a $4,000,000 limit and aggregate. Also, an 
Umbrella policy with an unlimited aggregate is acceptable at a $2,000,000 
limit.If PSA/SDA/UHS/SOE has its own buses AND/OR has more than 1,000 
students, must have MINIMUM $5,000,000 per occurrence. 

If PSA/SDA/UHS/SOE purchases additional Umbrella limits to meet the 
$1,000,000/$3,000,000 for E&O then they must be in addition to the required 
Umbrella limit. 

In the event of name changes, mergers, etc., every past and present 
PSA/SDA/UHS/SOE name must be listed on the policy with the new entity as 
the First Named Insured. 

College must be included as Additional Insured with Primary and Non-
Contributory Coverage. 

All coverages have to be included in the Umbrella that are in General Liability, 
Automobile and E&O. 

M.U.S.I.C. INSURANCE COVERAGE REQUIREMENTS 

for Public School Academies (PSA), Strict Discipline Academies (SDA)  

Urban High Schools (UHS) & Schools of Excellence (SOE) 

NOTE: Insurance carriers must have an AM Best Rating of "A - VII" or better 

ADDITIONAL RECOMMENDATIONS
COVERAGE RECOMMENDATION

Property Limits to cover replacement for PSA/SDA/UHS/SOE's property exposures, 
including real and personal, owned or leased. 

Cyber Risk Coverage Cyber Liability addresses the first- and third-party risks regarding Internet 
business, the Internet, networks and other assets. Cyber Liability Insurance 
coverage offers protection for exposures from Internet hacking and 
notification requirements. 

Automobile Physical Damage Coverage for damage to the owned or used vehicle. 

DISCLAIMER:

By requiring such minimum insurance, the College shall not be deemed or construed to have assessed the risks that may be applicable to every 

PSA/SDA/UHS/SOE's operation and related activities. Each PSA/SDA/UHS/SOE should assess its own risks and if it deems appropriate and/or prudent, 

maintain higher limits and/or broader coverage. 
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The insurance must be obtained from a licensed mutual, stock, or other responsible 
company licensed to do business in the State of Michigan.  The Academy may join with other 
public school academies to obtain insurance if the Academy Board finds that such an association 
provides economic advantages to the Academy, provided that each Academy maintains its 
identity as first named insured.  The Academy shall list the College and the College Board on the 
insurance policies as an additional insured on insurance coverages as noted above.  The 
Academy shall have a provision included in all policies requiring notice to the College Board, at 
least thirty (30) days in advance, upon termination or non-renewal of the policy.  In addition, the 
Academy shall provide copies of all insurance policies required by this Contract on site for 
inspection by the College Board or its designee. 

All insurance certificates must accurately reflect the coverage provided under the 
Academy’s policy.  Certificate must expressly list or state the coverage for each item specified in 
the Contract.  Policy and corresponding certificates, should reflect an annual expiration date of 
June 30th to correspond with the Contract, unless a different date provides an economic 
advantage to the Academy, so long as such date does not create a gap in coverage at any time 
during the term of the Contract. 

When changing insurance programs or carriers, the Academy must provide copies of the 
proposed policies to the College Board, or its designee, at least thirty (30) days prior to the 
proposed change.  The Academy shall not cancel its existing coverage without the prior approval 
of the Charter Schools Office.  In the event the Academy fails to purchase the insurance 
coverage required by this Section 11.2, the College Board may purchase on the Academy’s 
behalf the insurance required under this Section 11.2 and subtract the total cost for placed 
insurance from the next state school aid payment received by the College Board for forwarding 
to the Academy. 

The Academy may expend funds for payment of the cost of participation in an accident 
or medical insurance program to insure protection for pupils while attending school or 
participating in a school program or activity.  Other insurance policies and higher minimums 
may be required depending upon academic offerings and program requirements. 

If the Academy utilizes an Educational Service Provider, the following insurance requirements 
apply to the Educational Service Provider and such coverages must be secured prior to providing 
any services or personnel to the Academy: 

COVERAGE REQUIREMENTS 

General or Public 
Liability (GL) 

Must be Occurrence form 

Must include Sexual Abuse & Molestation coverage 

Must include Corporal Punishment coverage 

$1,000000 per occurrence & $2,000,000 aggregate 
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PSA must be included as First Named Insured 
College must be included as Additional Insured with Primary Coverage 
NOTE:  Strict Disciplinary Academies must also have Security/Police Professional Liability 
coverage with MINIMUM of $1,000,000 per occurrence 

COVERAGE REQUIREMENTS 

Errors & Omissions 
(E&O) 

Must include Employment Practices Liability 

Must include Directors' and Officers' coverage 
Must include School Leaders' E&O 
Can be Claims Made or Occurrence form 
If Claims Made, Retroactive Date must be the same or before date of original College-PSA 
contract 

$1,000,000 per occurrence & $3,000,000 aggregate 
PSA must be included as First Named Insured 
College must be included as Additional Insured with Primary Coverage 

COVERAGE REQUIREMENTS 

Automobile Liability 
(AL) 

$1,000,000 per accident 

for Owned and Non-
Owned Autos 

PSA must be included as First Named Insured 

College must be included as Additional Insured with Primary Coverage 
Higher limits may be required if PSA has its own buses  

COVERAGE REQUIREMENTS 

Workers' Compensation Must be Occurrence Form 
Statutory Limits 

NOTE:  If PSA is leasing employees from ESP, ESP must have Employers' Liability with 
$1,000,000 per occurrence AND Alternate Employer Endorsement naming PSA.  

PSA must be included as First Named Insured 
COVERAGE REQUIREMENTS 

Crime Must include Employee Dishonesty coverage 
Must be Occurrence form 
$500,000 per occurrence 

PSA must be included as First Named Insured 

COVERAGE REQUIREMENTS 

Umbrella Can be Claims Made or Occurrence form 

$2,000,000 per occurrence & $4,000,000 aggregate 

If PSA has its own buses AND/OR has more than 1,000 students, must have MINIMUM 
$5,000,000 per occurrence  

PSA must be included as First Named Insured 

College must be included as Additional Insured with Primary Coverage 
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ADDITIONAL RECOMMENDATIONS 

COVERAGE REQUIREMENTS 

Property 
Limits to cover replacement for PSA's property exposures, including real and personal, owned or 
leased 

COVERAGE REQUIREMENTS 

Performance Bond (or 
Letter of Credit with 
Indemnification) 

$1,000,000 per claim/aggregate 

Insurance carrier(s) must have an AM Best Rating of “A - VII” or better. 

The College’s insurance carrier periodically reviews the types and amounts of insurance 
coverages that the Academy must secure in order for the College to maintain insurance coverage 
for the authorization and oversight of the Academy.  In the event that the College’s insurance 
carrier requests additional changes in coverage identified in this Section 11.2, or M.U.S.I.C 
requires changes in coverage and amounts for public school academies authorized by university 
board public school academy authorizing bodies, the Academy agrees to comply with any 
additional changes in the types and amounts of coverage requested by the College’s insurance 
carrier or adopted by M.U.S.I.C. within thirty (30) days after notice of the insurance coverage 
change. 

Section 11.3. Legal Liabilities and Covenant Against Suit.  The Academy 
acknowledges and agrees that it has no authority to extend the full faith and credit of the College 
Board, the College or any other authorizing body, or to enter into a contract that would bind the 
College Board or the College.  The Academy is also limited in its authority to contract by the 
amount of funds obtained from the state school aid fund, as provided hereunder, or from other 
independent sources.  The Academy hereby agrees and covenants not to sue the College Board, 
the College, or any of its Regents, officers, employees, agents or representatives for any matters 
that arise under this Contract.  The College Board and the College do not assume any obligation 
with respect to any Director, employee, agent, parent, guardian, student, or independent 
contractor of the Academy, and no such person shall have the right or standing to bring suit 
against the College Board or the College, or any of its Regents, employees, agents, or 
independent contractors as a result of the issuing, overseeing, suspending, terminating or 
revoking of this Contract, or as a result of not issuing a new Contract at the end of the term of 
this Contract. 

Section 11.4. Lease or Deed for Proposed Single Site.  Prior to entering into any lease 
agreement for real property, the Academy shall provide to the Charter Schools Office copies of 
its lease or deed for the premises in which the Academy shall operate in a form and manner 
consistent with the Lease Policies, which are incorporated into and be deemed part of this 
Contract.  A copy of the final executed lease agreement shall be included in this Contract under 
Schedule 6.  The Charter Schools Office may, from time to time during the term of this Contract, 
amend the Lease Policies and such amended Lease Policies shall automatically apply to the 
Academy without the need for a Contract amendment under article IX of these Terms and 



33 

Conditions.  The Charter Schools Office may disapprove the proposed lease agreement 
submitted by the Academy if the lease agreement is contrary to this Contract, the Lease Policies, 
or Applicable Law.  Any subsequent amendment to a lease agreement shall be submitted for 
review by the Charter Schools Office in the same form and manner as a new lease agreement. 

Any lease agreement entered into by the Academy shall include a termination provision 
permitting the Academy to terminate the lease, without cost or penalty to the Academy, in the 
event that the Academy is required to close an Academy site covered by the lease (i) pursuant to 
a notice issued by the Department under Section 507 of the Code, MCL 380.507; or (ii) pursuant 
to a reconstitution by the College pursuant to Section 507 of the Code, MCL 380.507 and these 
Contract Terms and Conditions.  The provision shall also provide that the lessor/ landlord shall 
have no recourse against the Academy or the College Board for implementing the site closure or 
reconstitution.  Nothing in this paragraph shall prevent the lessor/ landlord from receiving lease 
payments owed prior to site closure or reconstitution, or relieve the Academy from paying any 
costs or expenses owed under the lease prior to site closure or reconstitution. 

A copy of the Academy’s amended lease or deed shall be incorporated into this Contract 
under Schedule 6.  Any subsequent amendments to any Academy lease agreement shall only be 
incorporated into this Contract pursuant to Article IX of these Terms and Conditions. 

Section 11.5. Occupancy and Safety Certificates.  The Academy Board shall: (i) ensure 
that the Academy’s physical facilities comply with all fire, health and safety standards applicable 
to schools; and (ii) possess the necessary occupancy and safety certificates for the Academy’s 
physical facilities.  The Academy Board shall not conduct classes until the Academy has 
complied with this Section 11.5.  Copies of these certificates shall be incorporated into this 
Contract under Schedule 6. 

Section 11.6. Criminal Background and History Checks; Disclosure of Unprofessional 
Conduct.  The Academy shall comply with the Code concerning criminal background and 
criminal history checks for its teachers, school administrator(s), and for any other position 
requiring State Board approval.  In addition, the Academy shall comply with the Code 
concerning the disclosure of unprofessional conduct by persons applying for Academy 
employment.  This Section 11.6 shall apply to such persons irrespective of whether they are 
employed by the Academy or employed by an Educational Service Provider contracting with the 
Academy. 

Section 11.7. Special Education.  Pursuant to Section 1701a of the Code, the Academy 
shall comply with Article III, Part 29 of the Code, MCL 380.1701 et seq., concerning the 
provision of special education programs and services at the Academy.  Upon receipt, the 
Academy shall notify the Charter Schools Office of any due process or state complaint filed 
against the Academy. 

Section 11.8. Deposit of Public Funds by the Academy.  The Academy Board agrees to 
comply with Section 1221 of the Revised School Code, being MCL 380.1221, regarding the 
deposit of all public or private funds received by the Academy.  Such deposit shall be made 
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within three (3) business days after receipt of the funds by the Academy.  Only Academy Board 
members or designated Academy employees may be a signatory on any Academy bank account. 

Section 11.9. Nonessential Elective Courses.  If the Academy Board elects to provide 
nonessential elective courses to part-time pupils at a nonpublic school building, the Academy 
shall comply with Section 166b of the State School Aid Act of 1979, as amended, MCL 
388.1166b.  Prior to providing instruction, the Academy Board shall ensure that the Academy 
has sufficient documentation to qualify for part-time pupil funding under the State School Aid 
Act.  The provision of nonessential elective courses by the Academy shall be incorporated into 
Schedule 7c of this Contract by amendment pursuant to Article IX of these Terms and 
Conditions. 

Section 11.10. Required Provisions for ESP Agreements.  Any Management Agreement 
with an ESP entered into by the Academy must contain the following provisions: 

“Indemnification of Bay Mills Community College.  The parties acknowledge and 
agree that the Bay Mills Community College Board of Regents, Bay Mills 
Community College and its respective members, officers, employees, agents or 
representatives (all collectively referred to as “Bay Mills Community College”) 
are deemed to be third party beneficiaries for purposes of this Agreement.  As 
third party beneficiaries, [insert name of Educational Service Provider] hereby 
promises to indemnify, defend, and hold harmless Bay Mills Community College 
against all claims, demands, actions, suits, causes of action, losses, judgments, 
damages, fines, penalties, forfeitures, or any other liabilities or losses of any kind, 
including costs, attorney fees, and related expenses, imposed upon or incurred by 
Bay Mills Community College on account of injury, loss or damage, including, 
without limitation, claims arising from bodily injury, personal injury, sickness, 
disease, death, property loss or damage or any other losses of any kind 
whatsoever and not caused by the sole negligence of Bay Mills Community 
College, which arise out of or are in any manner connected with Bay Mills 
Community College Board of Regents’ approval of the Academy’s application, 
Bay Mills Community College Board of Regents’ consideration of or issuance of 
a Contract, [insert the name of Educational Service Provider] preparation for and 
operation of the Academy, or which are incurred as a result of the reliance by Bay 
Mills Community College upon information supplied by [insert the name of 
Educational Service Provider], or which arise out of the failure of [insert the name 
of Education Service Provider] to perform its obligations under the Contract, the 
Agreement or Applicable Law, as applicable.  The parties expressly acknowledge 
and agree that Bay Mills Community College, Bay Mills Community College 
Board of Regents and its members, and their respective officers, employees, 
agents or representatives, or any of them, may commence legal action against  
[insert name of Educational Service Provider] to enforce its rights as set forth in 
this Agreement.” 
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“Agreement Coterminous With Academy’s Contract.  If the Academy’s Contract 
issued by the Bay Mills Community College Board of Regents is suspended, 
revoked or terminated, or a new charter contract is not issued to the Academy 
after expiration of the Contract, this Agreement shall automatically be suspended 
or terminated, as the case may be, on the same date as the Academy’s Contract is 
suspended, revoked, terminated or expires without further action of the parties.” 

“Compliance with Academy’s Contract.  The Educational Service Provider agrees 
to perform its duties and responsibilities under this Agreement in a manner that is 
consistent with the Academy’s obligations under the Academy’s Contract issued 
by the Bay Mills Community College Board of Regents.  The provisions of the 
Academy’s Contract shall supersede any competing or conflicting provisions 
contained in this Agreement.” 

“Compliance with Section 503c.  On an annual basis, the ESP agrees to provide 
the Academy Board with the same information that a school district is required to 
disclose under section 18(2) of the State School Aid Act of 1979, MCL 388.1618, 
for the most recent school fiscal year for which the information is available.  
Within thirty (30) days of receipt of this information, the Academy Board shall 
make the information available on the Academy’s website home page, in a form 
and manner prescribed by the Department.  The defined terms in section 503c of 
the Code, MCL 380.503c, shall have the same meaning in this agreement.” 

“Amendment Caused By Academy Site Closure or Reconstitution.  In the event 
that the Academy is required (i) to close an Academy site pursuant to a notice 
issued by the Department under Section 507 of the Code, MCL 380.507; or (ii) to 
undergo a reconstitution pursuant to Section 507 of the Code, MCL 380.507, and 
the Contract Terms and Conditions, and such closure of an Academy site or 
reconstitution causes an amendment to or termination of this ESP Agreement, the 
parties agree that this ESP Agreement shall be amended or terminated to 
implement the Academy site closure or reconstitution, with no cost or penalty to 
the Academy, and the Educational Service Provider shall have no recourse against 
the Academy or the College Board for implementing such site closure or 
reconstitution.” 

“Compliance with Section 12.17 of Contract Terms and Conditions.  The 
Educational Service Provider shall make information concerning the operation 
and management of the Academy, including without limitation the information 
described in Schedule 4 of the Contract, available to the Academy as deemed 
necessary by the Academy Board in order to enable the Academy to fully satisfy 
its obligations under Section 12.17(a) of the Contract Terms and Conditions.” 

Section 11.11. Management Agreements.  The Academy may enter into a Management 
Agreement with an ESP to contract out its administrative and/or educational functions and 
personnel.  For purposes of this Contract, an employee leasing agreement shall be considered a 
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Management Agreement, and an employee leasing company shall be considered an ESP.  Any 
Management Agreement shall state that the ESP must acquire insurance in addition to the 
insurance the Academy must obtain under the Contract.  The coverage must be similar to the 
insurance coverage required by the Contract and the Management Agreement must detail the 
type and amount of such required coverage.  Prior to entering any Management Agreement with 
an ESP, the Academy shall submit a copy of the final draft Management Agreement to the 
Charter Schools Office in a form and manner consistent with the ESP Policies.  A copy of the 
final executed Management Agreement shall be included in this Contract under Schedule 5.  The 
Charter Schools Office may, from time to time during the term of this Contract, amend the ESP 
Policies and the amended ESP Policies shall automatically apply to the Academy without the 
need for a Contract amendment under article IX of these Terms and Conditions.  The Charter 
Schools Office may disapprove the proposed Management Agreement submitted by the 
Academy if the Management Agreement is contrary to this Contract or Applicable Law.  Any 
subsequent amendment to a Management Agreement shall be submitted for review by the 
Charter Schools Office in the same form and manner as a new Management Agreement. 

Section 11.12. Administrator and Teacher Evaluation Systems.  The Academy Board 
shall adopt and implement for all individuals employed by or contracted for the Academy as 
teachers or school administrators a rigorous, transparent, and fair performance evaluation system 
that complies with Applicable Law.  If the Academy enters into an agreement with an 
Educational Service Provider, the Academy Board shall ensure that the Educational Service 
Provider complies with this section. 

Section 11.13.  K to 3 Reading.  If the Academy offers kindergarten through third grade, 
the Academy Board shall comply with section 1280f of the Code, MCL 380.1280f.  The 
Academy shall ensure that all required actions, notices and filings required under section 1280f, 
MCL 380.1280f, are timely completed.  The Master Calendar shall be updated to include the 
requirements set forth in section 1280f, MCL 380.1280f. 

ARTICLE XII

GENERAL TERMS 

Section 12.1. Notices.  Any and all notices permitted or required to be given hereunder 
shall be deemed duly given: (i) upon actual delivery, if delivery is by hand; or (ii) upon receipt 
by the transmitting party of confirmation or answer back if delivery is by facsimile or telegram; 
or (iii) upon delivery into United States mail if delivery is by postage paid first class mail.  Each 
such notice shall be sent to the respective party at the address indicated below or to any other 
address or person as the respective party may designate by notice delivered pursuant hereto: 

If to the College Board: President 
Bay Mills Community College 
12214 West Lakeshore Drive 
Brimley, Michigan 49715 
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If to the Tribal Office: Tribal Attorney’s Office 
Bay Mills Indian Community 
12140 West Lakeshore Drive 
Brimley, Michigan  49715 

If to Outside Counsel: Leonard C. Wolfe 
Dykema Gossett PLLC 
201 Townsend Street, Suite 900 
Lansing, Michigan 48933 

If to Academy: Academy Board President 
Hassan Alaouie  
28015 Joy Road 
Westland, MI  48185 

If to Academy Counsel: Joe Urban  
Clark Hill 
151 S. Old Woodward 
Suite 200 
Birmingham, MI 48009 

Section 12.2. Severability.  If any provision in this Contract is held to be invalid or 
unenforceable, it shall be ineffective only to the extent of the invalidity, without affecting or 
impairing the validity and enforceability of the remainder of the provision or the remaining 
provisions of this Contract.  If any provision of this Contract shall be or become in violation of 
Applicable Law, such provision shall be considered null and void, and all other provisions shall 
remain in full force and effect. 

Section 12.3. Successors and Assigns.  The terms and provisions of this Contract are 
binding on and shall inure to the benefit of the parties and their respective successors and 
permitted assigns. 

Section 12.4. Entire Contract.  Except as specifically provided in this Contract, this 
Contract sets forth the entire agreement between the College Board and the Academy with 
respect to the subject matter of this Contract.  All prior contracts, representations, statements, 
negotiations, understandings, and undertakings are superseded by this Contract. 

Section 12.5. Assignment.  This Contract is not assignable by either the Academy or 
the College Board. 

Section 12.6. Non Waiver.  Except as provided herein, no term or provision of this 
Contract shall be deemed waived and no breach or default shall be deemed excused, unless such 
waiver or consent shall be in writing and signed by the party claimed to have waived or 
consented.  No consent by any party to, or waiver of, a breach or default by the other, whether 
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expressed or implied, shall constitute a consent to, waiver of, or excuse for any different or 
subsequent breach or default. 

Section 12.7. Governing Law.  This Contract shall be governed and controlled by the 
laws of the State of Michigan as to interpretation, enforcement, validity, construction, and effect, 
and in all other respects. 

Section 12.8. Counterparts.  This Contract may be executed in any number of 
counterparts.  Each counterpart so executed shall be deemed an original, but all such counterparts 
shall together constitute one and the same instrument. 

Section 12.9. Term of Contract.  This Contract shall commence on the date first set forth 
above and shall remain in full force and effect for 8 years until June 30, 2028, unless sooner 
revoked or terminated according to the terms hereof. 

Section 12.10. Indemnification.  As a condition to receiving a grant of authority from the 
College Board to operate a public school pursuant to the terms and conditions of this Contract, 
the Academy agrees to indemnify, defend and hold the College Board, the College and its Board 
of Regents members, officers, employees, agents or representatives harmless from all claims, 
demands, or liability, including attorney fees, and related expenses, on account of injury, loss or 
damage, including, without limitation, claims arising from bodily injury, personal injury, 
sickness, disease, death, property loss or damage or any other losses of any kind whatsoever and 
not caused by the sole negligence of the College, which arise out of or are in any manner 
connected with the College Board’s receipt, consideration or approval of the Application, the 
College Board’s approval of the Resolution or Authorizing Resolution, legal challenges to the 
validity of Part 6A of the Code or actions taken by the College Board as an authorizing body 
under Part 6A of the Code, the College Board’s consideration of or issuance of a Contract, the 
Academy’s preparation for and operation of a public school, or which are incurred as a result of 
the reliance of the College Board, the College and its Board of Regents members, officers, 
employees, agents or representatives upon information supplied by the Academy, or which arise 
out of the failure of the Academy to perform its obligations under this Contract.  The foregoing 
provision shall not be deemed a relinquishment or waiver of any kind of governmental immunity 
provided under Section 7 of the Governmental Liability for Negligence Act, being MCL 
691.1407 of the Michigan Compiled Laws. 

Section 12.11. Construction.  This Contract shall be construed fairly as to both parties 
and not in favor of or against either party, regardless of which party prepared the Contract. 

Section 12.12. Force Majeure.  If any circumstances occur which are beyond the control 
of the parties, which delay or render impossible the obligations of one or both of the parties, the 
parties’ obligations to perform such services shall be postponed for an equivalent period of time 
or shall be canceled, if such performance has been rendered impossible by such circumstances. 

Section 12.13. No Third Party Rights.  This Contract is made for the sole benefit of the 
Academy and the College Board and no other person or entity, including without limitation, the 
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Educational Service Provider.  Except as otherwise provided, nothing in this Contract shall 
create or be deemed to create a relationship between the parties hereto, or either of them, and any 
third person, including a relationship in the nature of a third party beneficiary or fiduciary. 

Section 12.14. Non-agency.  It is understood that the Academy is not the agent of the 
College. 

Section 12.15. College Board or CSO General Policies on Public School Academies 
Shall Apply.  Notwithstanding any provision of this Contract to the contrary, and with the 
exception of existing College Board or CSO policies regarding public school academies which 
shall apply immediately, College Board or CSO general policies clarifying procedure and 
requirements applicable to public school academies under this Contract, as from time to time 
adopted or amended, will automatically apply to the Academy, provided they are not inconsistent 
with provisions of this Contract.  Before issuing general policies under this Section, the College 
Board or the CSO shall provide a draft of the proposed policies to the Academy Board.  The 
Academy Board shall have at least thirty (30) days to provide comment to the CSO on the 
proposed policies before such policies shall become effective. 

Section 12.16. Survival of Provisions.  The terms, provisions, and representations 
contained in Section 11.2, Section 11.3, Section 12.10, Section 12.13 and any other provisions of 
this Contract that by their sense and context are intended to survive termination of this Contract 
shall survive. 

Section 12.17. Information Available to the Public.   

(a) Information to be provided by the Academy.  The Academy shall make 
information concerning its operation and management, including without 
limitation the information described in Schedule 4, available to the public 
in the same manner and to the same extent as is required for public schools 
and school districts under Applicable Law. 

(b) Information to be provided by Educational Service Providers.  If the 
Academy enters into an agreement with an Educational Service Provider 
for operation or management of the Academy, the Management 
Agreement shall contain a provision requiring the Educational Service 
Provider to make information concerning the operation and management 
of the Academy, including without limitation the information described in 
Schedule 4, available to the Academy as deemed necessary by the 
Academy Board in order to enable the Academy to fully satisfy its 
obligations under subparagraph (a). 

Section 12.18. Termination of Responsibilities.  Upon termination or revocation of the 
Contract, the College Board or its designee shall have no further obligations or responsibilities 
under this Contract to the Academy or any other person or persons in connection with this 
Contract.  Upon termination or revocation of the Contract, the Academy may amend its articles 
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of incorporation or bylaws as necessary to allow the Academy Board to: (a) take action to 
appoint Academy Board members in order to have a quorum necessary to take Academy Board 
action; or (b) effectuate a dissolution, provided that the Academy Board may not amend any 
provision in the Academy’s articles of incorporation or bylaws regarding the disposition of assets 
upon dissolution. 

Section 12.19.    Disposition of Academy Assets Upon Termination or Revocation of 
Contract.  Following termination or revocation of the Contract, the Academy shall follow the 
applicable wind-up and dissolution provisions set forth in the Academy’s articles of 
incorporation , Part 6A of the Code and Applicable Law. 

Section 12.20.  Student Privacy.  In order to protect the privacy of students enrolled at the 
Academy, the Academy Board shall not: 

(a) sell or otherwise provide to a for-profit business entity any personally identifiable 
information that is part of a pupil’s education records.  This subsection does not apply to any of 
the following situations: 

(i) for students enrolled in the Academy, providing such information to an 
educational management organization that has a contract with the Academy and whose contract 
has not been disapproved by the College; 

(ii) providing the information as necessary for standardized testing that 
measures a student’s academic progress and achievement; or 

(iii) providing the information as necessary to a person that is providing 
educational or educational support services to the student under a contract with either the 
Academy or an educational management organization that has a contract with the Academy and 
whose contract has not been disapproved by the College. 

(b) The terms “education records” and “personally identifiable information” shall 
have the same meaning as defined in MCL 380.1136. 

Section 12.21.   Disclosure of Information to Parents and Legal Guardians. 

(a) Within thirty (30) days after receiving a written request from a student’s parent or 
legal guardian, the Academy shall disclose without charge to the student’ parent or legal 
guardian any personally identifiable information concerning the student that is collected or 
created by the Academy as part of the student’s education records.   

(b) Except as otherwise provided in this subsection (b) and within thirty (30) days 
after receiving a written request from a student’s parent or legal guardian, the Academy shall 
disclose to a student’s parent or legal guardian without charge any personally identifiable 
information provided to any person, agency or organization.  The Academy’s disclosure shall 
include the specific information that was disclosed, the name and contact information of each 
person, agency, or organization to which the information has been disclosed; and the legitimate 
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reason that the person, agency, or organization had in obtaining the information.  The parental 
disclosure requirement does not apply to information that is provided: 

(i) to the Department or CEPI; 
(ii) to the student’s parent or legal guardian; 
(iii) by the Academy to the College Board, College, Charter Schools   

Office or to the educational management organization with which the  
Academy has a management agreement that has not been disapproved by  
the College; 

(iv) by the Academy to the Academy’s intermediate school district or another  
intermediate school district providing services to Academy or the   
Academy’s students pursuant to a written agreement; 

(v) to the Academy by the Academy’s intermediate school district or another  
immediate school district providing services to pupils enrolled in the  
Academy pursuant to a written agreement; 

(vi) to the Academy by the College Board, College, Charter Schools   
Office; 

(vii) to a person, agency, or organization with written consent from the   
student’s parent or legal guardian, or from the student if the student is 18  
years of age; 

(viii) to a person, agency, or organization seeking or receiving records in  
accordance with an order, subpoena, or ex parte order issued by a court of  
competent jurisdiction;  

(ix) to a person, agency, or organization as necessary for standardized testing  
that measures a student’s academic progress and achievement; or 

(x) in the absence of, or in compliance with, a properly executed opt-out form, 
as adopted by the Academy in compliance with section 1136(6) of the  
Code, pertaining to uses for which the Academy commonly would   
disclose a pupil’s “directory information.” 

(c) If the Academy considers it necessary to make redacted copies of all or part of a 
student’s education records in order to protect personally identifiable information of another 
student, the Academy shall not charge the parent or legal guardian for the cost of those redacted 
copies. 

(d) The terms “education records,” “personally identifiable information,” and 
“directory information” shall have the same meaning as defined in MCL 380.1136. 

Section 12.22.   List of Uses for Student Directory Information; Opt-Out Form; Notice to 
Student’s Parent or Legal Guardian. 

(a) The Academy shall do all of the following: 

(i) Develop a list of uses (the “Uses”) for which the Academy commonly  
would disclose a student’s directory information. 
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(ii) Develop an opt-out form that lists all of the Uses and allows a student’s  
parent or guardian to elect not to have the student’s directory information  
disclosed for 1 or more Uses. 

(iii) Present the opt-out form to each student’s parent or guardian within the  
first thirty (30) days of the school year and at other times upon request. 

(iv) If an opt-out form is signed and submitted to the Academy by a student’s  
parent or guardian, then the Academy shall not include the student’s  
directory information in any of the Uses that have been opted out of in the  
opt-out form. 

(b) The terms “directory information” shall have the same meaning as defined in 
MCL 380.1136. 

Section 12.23.   Partnership Agreement. If the Department and State Reform Office 
imposes a partnership agreement on the Academy, the Academy shall work collaboratively with 
the Department, the State Reform Office and other partners to implement the partnership 
agreement.  In the event that a provision in the partnership agreement is inconsistent with a 
provision in this Contract, this Contract shall control. 

Section 12.24.  Statewide Safety Information Policy.  The Academy shall adopt and 
adhere to the statewide school safety information policy required under section 1308 of the 
Code, MCL 380.1308.  The statewide school safety information policy may also address 
Academy procedures for reporting incidents involving possession of a dangerous weapon as 
required under section 1313 of the Code, MCL 380.1313. 

Section 12.25.  Criminal Incident Reporting Obligation.  Within twenty-four (24) hours 
after an incident occurs, the Academy shall provide a report to the Michigan State Police, in a 
form and manner prescribed by State Police, either of the following: (i) an incident involving a 
crime that must be reported under section 1310A(2) of the Code, MCL 380.1310A(2); or (ii) an 
incident, if known to the Academy, involving the attempted commission of a crime that must be 
reported under section 1310A(2) of the Code, MCL 380.1310A(2).  Failure to comply may result 
in the Academy being ineligible to receive any school safety grants from the Michigan State 
Police for the fiscal year in which the noncompliance is discovered by State Police. 

Section 12.26.  Academy Emergency Operations Plan.  (a)  Beginning in the 2019-2020 
school year, and at least biennially thereafter, the Academy shall, in conjunction with at least 1 
law enforcement agency having jurisdiction over the Academy, conduct either (i) a review of the 
Academy’s emergency operations plan, including a review of the vulnerability assessment; or (ii) 
a review of the Academy’s statewide school safety information policy, as applicable. 

(b)  Not later than January 1, 2020, the Academy shall either (i) develop an emergency 
operations plan for each school building, including recreational structure or athletic field,  
operated by the Academy with input from the public; or (ii) adopt a statewide school safety 
information policy under section 1308 of the Code, MCL 380.1308.  The emergency operations 
plan or statewide school safety information policy shall comply with section 1308B(3) of the 
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Code, MCL 380.1308B(3).  Within thirty (30) days, the Academy shall provide to the 
Department, in a form and manner determined by the Department, notice of the adoption of an 
emergency operations plan or the completion of an emergency operations plan review, as 
applicable. 

Section 12.27.  School Safety Liaison.  The Academy Board shall designate a liaison to 
work with the School Safety Commission created under Section 5 of the Comprehensive School 
Safety Plan Act created under Public Act 548 of 2018, MCL 28.805 and the Office of School 
Safety created under MCL 28.681.  The Liaison shall be an individual employed or assigned to 
regularly and continuously work under contract in the school operated by the Academy.  The 
Liaison shall work with the School Safety Commission and the Office of School Safety to 
identify mode practices for determining school safety measures. 

Section 12.28.  New Building Construction or Renovations.  The Academy shall not 
commence construction on a new school building or the major renovation of an existing school 
building unless the Academy consults on the plans of the construction or major renovation 
regarding school safety issues with the law enforcement agency that is or will be the first 
responder for that school building.  School building includes either a building intended to be 
used to provide pupil instruction or a recreational or athletic structure or field used by pupils. 

Section 12.29.  Annual Expulsion Report and Website Report on Criminal Incidents.  On 
an annual basis, the Academy Board shall do the following: 

(i) prepare and submit to the Superintendent, in a form and manner prescribed by the 
Superintendent, a report stating the number of pupils expelled from the Academy during the 
immediately preceding school year, with a brief description of the incident causing each 
expulsion; 

(ii)  post on its website, in a form and manner prescribed by the Superintendent, a report 
on the incidents of crime occurring at schools operated by the Academy.  Each school building 
shall collect and keep current on a weekly basis the information required for the website report, 
and must provide that information, within seven (7) days upon request; and 

(iii)  make a copy of the report on the incidents of crime, disaggregated by school 
building, available to the parent or legal guardian of each pupil enrolled in the Academy. 
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ARTICLES OF INCORPORATION



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This is to Certify That  
 

 
 

 
corporation is validly in existence under the laws of this state. 
 
 
 
 
 
 
 
This certificate is issued pursuant to the provisions of 1982 PA 162 to attest to the fact that the corporation 
is in good standing in Michigan as of this date and is duly authorized to conduct affairs in Michigan and for 
no other purpose. 
 
 
 
This certificate is in due form, made by me as the proper officer, and is entitled to have full faith and credit 
given it in every court and office within the United States. 
 
 
 

 
  

 

 

In testimony whereof, I have hereunto set my hand,  

 

  

 
 
 

 Linda Clegg, Interim Director

Corporations, Securities & Commercial Licensing Bureau

UNIVERSAL LEARNING ACADEMYUNIVERSAL LEARNING ACADEMYUNIVERSAL LEARNING ACADEMYUNIVERSAL LEARNING ACADEMY

in the City of Lansing, this 8th day of June , 2020.

was validly Incorporated on March 2 , 2004 as a Michigan nonprofit corporation, and said

Certificate Number: 20061355570

Verify this certificate at: URL to eCertificate Verification Search http://www.michigan.gov/corpverifycertificate.
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 SCHEDULE 4 
 
 OVERSIGHT AGREEMENT 
 

This Agreement is part of the Contract issued by the Bay Mills Community College Board of 
Regents ("College Board"), an authorizing body as defined by the Revised School Code, as amended 
(the "Code"), to the Universal Learning Academy (the "Academy"), a public school academy. 
 
 Preliminary Recitals 
 

WHEREAS, the College Board, subject to the leadership and general supervision of the State 
Board of Education over all public education, is responsible for overseeing the Academy's 
compliance with the Contract and all Applicable Law, 
 

NOW, THEREFORE, in consideration of the premises set forth below, the parties agree to 
the following: 
 
 ARTICLE I 
 
 DEFINITIONS AND INTERPRETATIONS 
 

Section 1.01. Definitions.  Unless otherwise provided, or unless the context requires 
otherwise, the following terms shall have the following definitions: 
 

"Agreement" means this Oversight Agreement. 
 

"Compliance Certification Duties" means the Academy's duties set forth in Section 2.02 of 
this Agreement. 
 
"Charter Schools Office" means the office designated by the College Board as the initial 
point of contact for public school academy applicants and public school academies 
authorized by the College Board.  The Charter Schools Office is responsible for 
administering the Oversight Responsibilities with respect to the Contract. 

 
"Oversight Responsibilities" means the College Board's oversight responsibilities set forth in 
Section 2.01 of this Agreement. 

 
"State School Aid Payment" means any payment of money the Academy receives from the 
state school aid fund established pursuant to Article IX, Section 11 of the Michigan 
Constitution of 1963 or under the State School Aid Act of 1979, as amended. 
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 ARTICLE II 
 
 OVERSIGHT AND COMPLIANCE CERTIFICATION RESPONSIBILITIES 
 

Section 2.01. Oversight Responsibilities.  The Charter Schools Office, as it deems necessary 
to fulfill the College Board's Oversight Responsibilities, may undertake the following: 

 
a.  Conduct a review of the Academy's audited financial reports as submitted, including the 
auditor's management letters, and report to the College Board any exceptions as well as any 
failure on the part of the Academy to meet generally accepted public sector accounting 
principles. 

 
b.  Conduct a review of the records, internal controls or operations of the Academy to 
determine compliance with the Contract and Applicable Law. 
 
c.  Conduct a meeting annually between the Academy Board of Directors and a designee of 
the College Board to determine compliance with the Contract and Applicable Law. 

 
d.  Institute action pursuant to the terms of the Contract to suspend, terminate, reconstitute or 
revoke the Contract. 

 
e.  Monitor the Academy's compliance with the Contract, the Code, and all other Applicable 
Law. 

 
f.  Request periodic reports from the Academy regarding any aspect of its operation, 
including, without limitation, whether the Academy has met or is achieving its targeted 
educational goals and applicable academic performance standards set forth in the Contract. 

 
g.  Request evidence that the Academy has obtained the necessary permits and certificates of 
compliance to operate as a public school from the applicable governmental agencies, 
including, without limitation, the Michigan Department of Licensing and Regulatory Affairs, 
Bureau of Construction Codes and the Bureau of Fire Services, and local health departments. 

 
h.  Determine whether the Academy has failed to abide by or meet the educational goals or 
applicable academic performance standards as set forth in the Contract. 

 
i.  Provide supportive services to the Academy as deemed necessary and/or appropriate by 
the College Board or its designee. 

 
j.  Evaluate whether the Academy appropriately administers all optional or statutorily 
mandated assessments pursuant to the Academy’s student population, goals and programs. 
 
k.  Take other actions, as authorizing body, as permitted or required by the Code. 
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Section 2.02. Compliance Certification Duties.  The Academy agrees to perform all of the 
following Compliance Certification Duties: 
 

a.  Submit information to the Charter Schools Office in accordance with the Master Calendar 
of Reporting Requirements adopted by the Charter Schools Office.  The Master Calendar 
may be amended from time to time as deemed necessary by the Charter Schools Office 
Director. 

 
b. Submit quarterly financial reports to the Charter Schools Office in a form and manner 
determined by the Charter Schools Office.  Submit other financial reports as established by 
the Charter Schools Office. 

 
c.  Permit inspection of the Academy's records and/or premises at any reasonable time by the 
Charter Schools Office. 

 
d.  Report any litigation or formal proceedings alleging violation of any Applicable Law by 
the Academy to counsel for the College Board as designated in Article XII of  the Terms and 
Conditions. 

 
e.  Upon request, provide copies of information submitted to the Michigan Department of 
Education, the Superintendent of Public Instruction, or State Board of Education to the 
Charter Schools Office. 

 
f.  Provide proposed minutes of all Academy Board of Directors' meetings to the Charter 
Schools Office no later than ten (10) business days after such meeting, and provide approved 
final minutes to the Charter Schools Office within five (5) business days after the minutes are 
approved. 

 
g.  Submit to the Charter Schools Office prior to the issuance of the Contract, copies of 
insurance policies evidencing all insurance as required by the Contract. 
 
h.  Submit to the Charter Schools Office a copy of the Academy’s lease, deed or other 
purchase arrangement for its physical facilities as required by the Contract. 

 
i. Submit to the Charter Schools Office, copies of all fire, health and safety approvals 
required by Applicable Law for the operation of a school. 

 
j.  Submit annually to the Charter Schools Office, the dates, times and a description of how 
the Academy will provide notice of the Academy’s pupil application and enrollment process. 
The Academy’s pupil application and enrollment admission process must be conducted in a 
fair and open manner in compliance with the Contract and the Code.  At a minimum, the 
Academy shall make a reasonable effort to advertise its enrollment openings by newspaper, 
mail, media, internet or other acceptable communication process.  All Academy notices of 
the open enrollment period must include language that the open enrollment period includes 
evening and weekend times for enrolling students in the Academy.  In addition, the Academy 
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must set forth in all public notices the date for the holding of a random selection drawing if 
such a drawing becomes necessary. 

 
k.  Upon receipt from the Michigan Department of Licensing and Regulatory Affairs, Bureau 
of Construction Codes and the Bureau of Fire Services, the Academy shall submit to the 
Charter Schools Office a copy of any Certificate of Occupancy approval for the Academy's 
school facility outlined in Schedule 6.  The Academy shall not occupy or use the school 
facility identified in Schedule 6 until such facility has been approved for occupancy by the 
Bureau of Construction Codes and the Bureau of Fire Services or other local authorized 
building department. 

 
l.  Submit to the Charter Schools Office copies of ESP agreements, if any, in compliance 
with the Contract and the Code. 

 
m.  By July 1st of each year, the Academy Board shall provide a copy of the Academy 
Board's public meeting schedule for the upcoming school year.  The Academy Board's public 
meeting schedule shall include the date, time and location of the public meetings for the 
upcoming school year.  Within ten (10) business days of Academy Board approval, the 
Academy Board shall provide a copy to the Charter Schools Office of any changes to the 
Academy Board public meeting schedule.  
 
n.  Prior to December 31 of each year and whenever necessary thereafter, the Academy Board 
shall approve and submit a revised operating school budget that includes, without limitation, 
the following: (i) the total projected amount of state school aid revenues based on the 
Academy’s October pupil membership count; (ii) revised personnel costs; (iii) any start-up 
expenses incurred by the Academy; and (iv) the total amount of short-term cash flow loans 
obtained by the Academy.  The Academy will make budget revisions in a manner prescribed 
by law.  Within thirty (30) days of the Academy Board approving the budget (original and 
amended, if applicable), the Academy shall place a copy of that budget on the Academy’s 
website within a section of the website that is accessible to the public. 
 
o.  Within 5 days of its submission to the Center for Educational Performance and 
Information (CEPI) of the budgetary assumptions that are required by Section 1219 of the 
Code, the Academy shall provide a copy of those budgetary assumptions to the Charter 
Schools Office, and confirm that the submitted budgetary assumptions were used in the 
adoption of the Academy’s annual budget.   
 
p.  Submit copies to the Charter Schools Office of any periodic financial status reports 
required of the Academy by the Department of Treasury. 
 
q.  Provide copies of notices, reports and plans, including deficit elimination or enhanced 
deficit elimination plans, to the Charter Schools Office under Section 1220 of the Code. 
 

To the extent that any dates for the submission of materials by the Academy under Section 2.02 
conflict with dates set forth in the Master Calendar, the dates in the Master Calendar shall control. 
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Section 2.03. Waiver and Delegation of Oversight Procedures.  The College Board or its 

designee and the Academy may agree to modify or waive any of the Oversight Duties or Compliance 
Certification Duties.  The College Board may delegate its Oversight Duties, or any portion of its 
Oversight Duties, to an officer of the College or other designee. 
 
 ARTICLE III 
 
 RECORDS AND REPORTS 
 

Section 3.01.  Records.  The Academy will keep records in which complete and correct 
entries shall be made of all Compliance Certification Duties conducted, and these records shall be 
available for inspection at reasonable hours and under reasonable conditions by the Charter Schools 
Office. 
 
 ARTICLE IV 
 
 MISCELLANEOUS 
 

Section 4.01.  Administrative Fee.  The Academy agrees to pay to the College Board an 
administrative fee of 3% of the State School Aid Payments received by the Academy.  This fee shall 
be retained by the College Board from each State School Aid Payment received by the College Board 
for forwarding to the Academy.  This fee shall compensate the College Board for overseeing the 
Academy’s compliance with the Contract and all Applicable Law and other related activities for 
which compensation is permissible.  If the Academy elects to enter into a contract for an 
administrative review with the Charter Schools Office, the costs of performing an administrative 
review shall not be part of the administrative fee under this section but shall be an added service 
provided by the Charter Schools Office to the Academy on a fee for service basis, as authorized 
under the Code. 
 

Section 4.02.  Time of the Essence.  Time shall be of the essence in the performance of 
obligations from time to time imposed upon the Academy and the College Board by this Agreement. 

 
Section 4.03.  Audit and Evaluation.  The Academy: 
 
a.  hereby authorizes the Charter Schools Office to perform audit and evaluation studies 
using Academy data including, but not limited to, personally identifiable information about 
the Academy’s students and staff submitted by the Academy to agencies including, but not 
limited to, Center for Educational Performance and Information (“CEPI”), Office of 
Educational Assessment and Accountability (“OEAA”) and the Michigan Department of 
Education (“MDE”).  Pursuant to this authorization, the Charter Schools Office shall abide 
by the regulations that govern the use of student data within the Family Educational Rights 
and Privacy Act (FERPA - 34 CFR Part 99), the Michigan Identity Theft Protection Act of 
2004, and the Privacy Act of 1974. 
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b.  shall upon request, provide the Charter Schools Office with copies or access to data, 
documents or information submitted to the Michigan Department of Education, the 
Superintendent of Public Instruction, the State Board of Education, the Center for 
Educational Performance and Information, the Michigan DataHub or any other state or 
federal agency. 
 
Section 4.04.   Fiscal Stress Notification from State Treasurer.  If the State Treasurer notifies 

the Academy that the State Treasurer has declared the potential for Academy financial stress exists, 
the Academy shall provide a copy of the notice to the Charter Schools Office.  Within fifteen (15) 
days of receipt of the notification from the Academy, the Charter Schools Office Director shall notify 
the Academy whether the Charter Schools Office is interested in entering into a contract to perform 
an administrative review for the Academy.  The parties shall consult with the Department of 
Treasury on the development of the contract and the contract for administrative review shall comply 
with the Code.  If the College is not interested in performing an administrative review or the parties 
are unable to reach agreement on an administrative review, the Academy shall consider entering into 
a contract for an administrative review with an intermediate school district.  Nothing in this Section 
4.04 shall prohibit the Academy from electing to enter into a contract for an administrative review 
with the College or an intermediate school district.   

 
ARTICLE V 

 
TRANSPARENCY PROVISION 

 
Section 5.01.  Information to Be Made Publicly Available by the Academy and ESP. 
 
 A. Information to Be Made Publicly Available by the Academy.  The following 
described categories of information are specifically included within those to be made available to the 
public and the Charter Schools Office by the Academy in accordance with Section 12.17(a) of the 
Terms and Conditions: 
 
1. Copy of the Contract 

2. Copies of the executed Constitutional Oath of public office form for each serving Director 

3. List of currently serving Directors with name, address, and term of office 

4. Copy of the Academy Board’s meeting calendar 

5. Copy of public notice for all Academy Board meetings 

6. Copy of Academy Board meeting agendas 

7. Copy of Academy Board meeting minutes 

8. Copy of Academy Board approved budget and amendments to the budget 

9. Copies of bills paid for amounts of $10,000.00 or more as submitted to the Academy 
Board 
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10. Copy of the quarterly financial reports submitted to the Charter Schools Office 

11. Copy of curriculum and other educational materials given to the Charter Schools Office 

12. Copy of school improvement plan (if required) 

13. Copies of facility leases, mortgages, modular leases and/or deeds 

14. Copies of equipment leases 

15. Proof of ownership for Academy owned vehicles and portable buildings 

16. Copy of Academy Board approved ESP Agreement(s) 

17. Copy of Academy Board approved services contract(s) 

18. Office of Fire Safety certificate of occupancy for all Academy facilities 

19. MDE letter of continuous use (if required) 

20. Local County Health Department food service permit (if required) 

21. Asbestos inspection report and Asbestos management plan (if required) 

22. Boiler inspection certificate and lead based paint survey (if required) 

23. Phase 1 environmental report (if required) 

24. List of current Academy teachers and school administrators with names and addresses 
and their individual salaries as submitted to the Registry of Educational Personnel 

25. Copies of administrator and teacher certificates or permits for all current administrative 
and teaching staff 

26. Evidence of fingerprinting, criminal background and record checks and unprofessional 
conduct check required by the Code for all Academy teachers and administrators 

27. Academy Board approved policies 

28. Copy of the annual financial audit and any management letters issued to the Academy Board 
 
29. Proof of insurance as required by the Contract 
 
30. Any other information specifically required under the Code 
 

B. Information to Be Made Publicly Available by the ESP.  The following information is 
specifically included within the types of information available to the Academy by the Educational 
Service Provider (if any) in accordance with Section 12.17(b) of the Terms and Conditions: 
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1. Any information needed by the Academy in order to comply with its obligations to 
disclose the information listed under Section 5.01(A) above. 
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REPORTING AND COMPLIANCE 
� Updates and submits to Supervisor a report of family engagement and community liaison activities consistent with the job description and requirements 

and expectations of the position.  
� Is available when needed to ensure completion of tasks and the full safety of the Academy, students, staff, and parents. 
� Prepares and submits all documentation required for department authorization and evaluation.  
� Complies with all districts, Academies, and department-wide policies and follows established rules and guidelines in daily operations. 
� Maintains and submits accurate and up-to date reports, checklists, and databases as required for efficient performance of assignments. 

PROFESSIONAL QUALITIES 
� Maintains documentation of all meeting minutes, community outreach data, contact information and related community resources. 
� Attends and assists in coordinating and directing family engagement activities as may be directed by the HES President, such as Parent-Teacher 

Conferences, open houses, orientations, PTC meetings, athletic meetings, fundraising activities and other events where families and community 
members are engaged. 

� Maintains the privacy of students and their families by keeping all cases confidential and sharing with concerned parties only. 
� Maintains open communication between community resources, donors and administrators, and promptly inform the school administration of any 

issues.  
� Provides the HES President and with support as needed in matters involving community engagement supporter and donors and their concerns. 
� Performs all duties with quality, efficiency, with the highest ethics, and dedication to the Academies, AEF and their Management. 
� Performs other duties as may be assigned by the HES President or assigned designee. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 138) enacted 
in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, submit criminal background 
checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under contract in the Academy prior to the first day 
of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM Manual and 
policies or as may be delegated by the HES Vice President or by the HES President in writing.  Activities that involve any business contractual agreements or 
monetary cost must be pre-approved by the HES President or Vice President and may need to be presented to the Academy Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The responsibility does not 
include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences beyond the maximum allowed 
sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff transfers or assignments, school closings, facility use 
and key distribution and copying, making business or legal contractual and/or consulting agreements on behalf of the Academy, or Hamadeh Educational Services, 
and/or Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall RLLW JVUMPKLU[PHS HUK UV[ KPZJSVZL( VY THRL HU` \ZL VM( L_JLW[ MVY ;HTHKLO 9K\JH[PVUHS CLY]PJLZ VY [OL 5JHKLTPLZb ILULMP[( H[ any time, 
either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, computations, 
knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, selling ideas, selling 
concepts, equipping processes, customer lists, staff information, student naTLZ VY HKKYLZZLZ( Z[\KLU[ WHYLU[Zb UHTLZ HUK HKKYLZZLZ( MVYLJHZ[Z( THYRL[PUN WSHUZ(

strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other confidential information or subject matter pertaining to the 
Company's VY ZJOVVSZ% I\ZPULZZ( VY HU` VM P[Z JSPLU[Z( J\Z[VTLYZ( Z[\KLU[Z( Z[\KLU[Zb WHYLU[Z( JVUZ\S[HU[Z( Z\WWSPLYZ VY 5MMPSPH[LZ( ^Oich a Covenanter may 
produce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression skills, visual acuity, speech clarity & recognition skills, interpersonal 
communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time management skills 

EDUCATION AND TRAINING  
� 6HJOLSVYbZ 8LNYLL PU 5KTPUPZ[YH[PVU VY 7VTT\UPJH[PVU VY HU` YLSH[LK MPLSK VY H JVTIPUH[PVU VM LK\JH[PVU HUK L_WLYPLUJL4

� Must meet continuing education requirements as prescribed by rules promulgated by the State of Michigan, as applicable. 

PHYSICAL DEMANDS
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. The ability 
to perform the functions requires sitting or standing for extended periods of time. The employee occasionally is required to manually move, lift, carry, 
pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and Title: 

Signature: 

Employee Name and Title: Signature: 
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PROFESSIONAL QUALITIES 
� Performs clerical duties, not limited to drafting letters, bookkeeping, copying, mailing, faxing, sending correspondence via email, and 

filing accounting documents.  
� Collaborates with supervisor, staff, and stakeholder in a positive environment in the best interest of the staff and organization. 
� Upholds the confidentiality of all and any information pertaining to the Academies, Board, Management, staff, vendors, contractors, 

and students.  
� Represents the best possible impression of our organization when interacting with the community, prospective employees, current 

employees, and other industry professionals. 
� Attends to assignments punctually and considers the impact of his/her attendance on organization efficiency. 
� Performs all duties with quality, efficiency and dedication to the Academies and their Management. 
� Performs other duties as may be assigned by the Supervisor and Chief Financial Officer. 

SAFETY LEGISLATION:
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 
and 138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 
2006, submit criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work 
under contract in the Academy prior to the first day of employment.  

APPROVALS:
All activities requiring supervisor review must be pre-approved by the immediate supervisor before their final implementation as may be consistent 
with the policies in the OPM Manual and policies or as may be delegated by the HES Vice President or by the HES President in writing.  Activities 
that involve any business contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to 
be presented to the Academy Board for final approval. 

EXCLUSIONS:
The responsibility does not include authority to hire and/or fire staff. All purchases must be pre-approved by the HES President.  The responsibility 
does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences beyond 
the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff transfers or 
assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting agreements on 
behalf of the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President unless specifically delegated by her in 
writing.  

CONFIDENTIALITY OF INFORMATION 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or thJ 5HFIJRNJX` GJSJKNY(

at any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, 
techniques, computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, 
marketing, teaching, selling ideas, selling concepts, equipping processes, customer lists, student names or addresses, student UFWJSYX` SFRJX FSI

addresses, forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other 
confidential information or subject matter pertaining to the Company's or schools' business, or any of its clients, customers( XYZIJSYX( XYZIJSYX`

parents, consultants, suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to 
this Agreement ("Proprietary/Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression skills, visual acuity, speech clarity & recognition skills, 
interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time management 
skills. 

EDUCATION AND EXPERIENCE:   
� 6FHMJQTW`X IJLWJJ NS 5HHTZSYNSL( 6Zsiness Administration or similar field.  
� Minimum two years of experience or training; or equivalent combination of education and experience. 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this 
job. The ability to perform the functions by sitting or standing for extended periods of time. The employee occasionally is required to 
manually move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer.

Issued and Approved by: 
Name and Title  : 

Signature: 

Employee Name and Title: Signature:  

5-4



Page 1 of 2      July 2019 

1KA ;GPHD' 4GGSYRXMRK 4WWMWXERX +DL@NPIDJP' 4GGSYRXMRK

:QLDNRGOKN' 6LMIJ 9MRERGMEP >JJMGIV ,ILHKSDN' :EQEHIL 8HYGEXMSREP AIVZMGIW %:8A&

)(:0* -<5*;065'

CRHIV XLI HMVIGXMSR SJ XLI 6LMIJ 9MRERGMEP >JJMGIV TIVJSVQW E ZEVMIX] SJ UYEPMX] EGGSYRXMRK EGXMZMXMIW VIPEXIH XS XLI TE]QIRX ERH VIGIMTX SJ

QSRI]' XLI QEMRXIRERGI SJ VIGSVHW' ERH XLI MWWYERGI SJ VITSVXW) BLI 4GGSYRXMRK 4WWMWXERX GSQTYXIW' GPEWWMJMIW' VIGSVHW' ERH VIGSRGMPIW

XVERWEGXMSRW MRXS XLI 4GEHIQMIW_ JMRERGMEP EGGSYRXMRK W]WXIQW)

9,:765:0)030;0,:'

+,7(9;4,5; 73(5505. (5+ 04796=,4,5;

� 4WWMWXW MR TVITEVEXMSR ERH QSRMXSVMRK SJ FYHKIX3 WYTTSVXW TVSNIGX ERH XEWO QEREKIQIRX)

� 4WWMWXW MR XLI GSQTMPEXMSR SJ EGGSYRXMRK MRJSVQEXMSR ERH TIVMSHMG JMRERGMEP VITSVXW)

� ?VITEVIW NSYVREP IRXVMIW ERH VIGSRGMPI KIRIVEP PIHKIV)

� 4WWMWXW [MXL MRXIVREP EYHMXW ERH QEMRXIRERGI SJ ZEVMSYW FEPERGI WLIIX EGGSYRXW)

� 4WWMWX XLI 6LMIJ 9MRERGMEP >JJMGIV MR XLI QSRXL IRH GPSWMRK IRXVMIW ERH EGGSYRX EREP]WMW)

� 7MPMKIRXP] VIZMI[W MRZSMGIW ERH QEXGLIW [MXL TYVGLEWI SVHIVW' TEGOMRK PMWXW' ERH WLMTTMRK HSGYQIRXW EKEMRWX ZIRHSV_W MRZSMGIW XS

IRWYVI TVSTIV ZEPMH MRZSMGMRK ERH TVSTIV VIGIMTX SJ QEXIVMEPW SV WIVZMGIW TVMSV XS MWWYMRK TE]QIRX)

� ?VITEVIW ERH XVEGOW 4GGSYRX ?E]EFPI ERH 4GGSYRX @IGIMZEFPI TE]QIRX ZSYGLIVW MRZSMGIW XS IRWYVI XLI XMQIP] TE]QIRX SJ SYXWXERHMRK

MRZSMGIW XS TVIZIRX PEXI JIIW SV HIPE]IH WIVZMGIW)

� BMQIP] GSSVHMREXIW' GSQTMPIW' ERH HITSWMXW EGGSYRXW VIGIMZEFPIW EW QE] FI RIGIWWEV] XS IRWYVI GSQTPMERGI [MXL XLI HMWXVMGX TSPMGMIW

ERH AXEXI VIUYMVIQIRXW)

� 4WWMWXW MR HIZIPSTMRK IJJIGXMZI QIXLSHW SJ QEREKMRK' GSQTMPMRK' SVKERM^MRK ERH XVEGOMRK HITEVXQIRX HSGYQIRXEXMSR ERH TIVJSVQW

VIPEXIH XEWOW EW EWWMKRIH F] AYTIVZMWSV)

:<7,9=0:065 (5+ 0473,4,5;(;065

� 6SQTMPIW ERH KIRIVEXIW VITSVXW' WTVIEHWLIIXW' HEXEFEWIW' ERH TVIWIRXEXMSRW EW EWWMKRIH F] AYTIVZMWSV)

� =EMRXEMRW YT(XS(HEXI VIGSVHW SJ TVSNIGXW' EWWMKRQIRXW ERH YTGSQMRK IZIRXW*XEWOW)

� 9SPPS[W YT ERH IRWYVI XMQIP] WYFQMWWMSR SJ EWWMKRQIRXW ERH VITSVXW)

� ;RXIVREPM^IW ERH VIJPIGXW YTSR AYTIVZMWSV HMVIGXMZIW ERH WXEOILSPHIV JIIHFEGO XS MQTVSZI MRHMZMHYEP TIVJSVQERGI)

� ?EVXMGMTEXIW MR HITEVXQIRX MQTVSZIQIRX TPERRMRK F] WLEVMRK MHIEW ERH MRTYX XS IRLERGI STIVEXMSREP TVSGIHYVIW ERH MRXIVREP GSRXVSPW)

796-,::065(3 3,(9505. 67769;<50;0,: "736O#

� 4XXIRHW ERH*SV TPERW XLI GSSVHMREXMSR ERH JEGMPMXEXMSR SJ WXEJJ QIIXMRKW' XVEMRMRK WIWWMSRW' ERH WGLSSP EGXMZMXMIW EW QE] FI RIIHIH)

� ?PERW KSEPW JSV WIPJ(MQTVSZIQIRX GSRWMWXIRX [MXL XLI NSF VIUYMVIQIRXW ERH*SV 4GEHIQ] SV :8A RIIHW)

� CXMPM^IW XVEMRMRK ORS[PIHKI XS MQTPIQIRX RI[ ERH IJJIGXMZI WXVEXIKMIW)

� @IJPIGXW YTSR WYTIVZMWSV HMVIGXMZIW ERH WXEOILSPHIV JIIHFEGO XS MQTVSZI TIVJSVQERGI)

� ?PERW ERH VIEGLIW S[R KSEPW JSV WIPJ(MQTVSZIQIRX GSRWMWXIRX [MXL XLI NSF VIUYMVIQIRXW ERH*SV XLI 4GEHIQMIW_ RIIHW)

� 9SPPS[W HITEVXQIRX KYMHIPMRIW ERH IRWYVIW IJJIGXMZI MQTPIQIRXEXMSR SJ EPP :8A ERH 4GEHIQ] TSPMGMIW)

9,:<3;: (5+ +(;( 4(5(.,4,5;

� 4GGYVEXIP] GSQTPIXIW MRZSMGIW ERH HITSWMXW GSHMRK ERH EGGSYRX EWWMKRQIRXW GSRWMWXIRX [MXL XLI 4GEHIQMIW_ 4GGSYRXMRK =ERYEP)

� AIPIGXW GSVVIGX EGGSYRX TSWXW' ZIVMJMIW ERH FEPERGIW HIFX ERH GVIHMX IRXVMIW)

� BMQIP] ERH IJJMGMIRX GSQTPIXMSR SJ XEWOW' TE]QIRX SJ MRZSMGIW' ERH QEOMRK HITSWMXW)

� BMQIP] JSPPS[W XLVSYKL SR SYXWXERHMRK XVERWEGXMSRW)

� 8\IVGMWIW XMQI QEREKIQIRX' QSRMXSVW HIEHPMRIW' ERH IRWYVIW XMQIP] GSQTPIXMSR SJ EWWMKRQIRXW)

9,769;05. (5+ *64730(5*,

� =EMRXEMRW EGGYVEXI ERH YTHEXIH VIGSVHW ERH JMPIW)

� >VKERM^IW ERH TVIWIVZIW TETIV ERH GSQTYXIV JMPIW JSV VIEH] VIJIVIRGI ERH IJJMGMIRX STIVEXMSR SJ XLI

� ?VITEVIW WTVIEHWLIIXW JSV ZEVMSYW I\TIRWIW' HITSWMXW ERH XVERWEGXMSRW' MRGPYHMRK GVIHMX GEVH ERH QSRI] LERHPMRK XVERWEGXMSRW)

� 4GGYVEXIP] TVITEVIW NSYVREP IRXVMIW' MRGPYHMRK EPP FERO HITSWMXW*[MVI XVERWJIVW' EGGVYEPW' ZSYGLIVW' EHNYWXQIRXW IXG)

� CXMPM^IW HIXEMP(SVMIRXIH ETTVSEGL XS VIGSVH I\TIRHMXYVIW' MRGSQI' JYRH FEPERGIW' VIWIVZIW' ERH ETTVSTVMEXMSRW)

5-5
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796-,::065(3 8<(30;0,:

� ?IVJSVQW GPIVMGEP HYXMIW' RSX PMQMXIH XS HVEJXMRK PIXXIVW' FSSOOIITMRK' GST]MRK' QEMPMRK' JE\MRK' WIRHMRK GSVVIWTSRHIRGI ZME IQEMP' ERH

JMPMRK EGGSYRXMRK HSGYQIRXW)

� 6SPPEFSVEXIW [MXL WYTIVZMWSV' WXEJJ' ERH WXEOILSPHIV MR E TSWMXMZI IRZMVSRQIRX MR XLI FIWX MRXIVIWX SJ XLI WXEJJ ERH SVKERM^EXMSR)

� CTLSPHW XLI GSRJMHIRXMEPMX] SJ EPP ERH ER] MRJSVQEXMSR TIVXEMRMRK XS XLI 4GEHIQMIW' 5SEVH' =EREKIQIRX' WXEJJ' ZIRHSVW' GSRXVEGXSVW'

ERH WXYHIRXW)

� @ITVIWIRXW XLI FIWX TSWWMFPI MQTVIWWMSR SJ SYV SVKERM^EXMSR [LIR MRXIVEGXMRK [MXL XLI GSQQYRMX]' TVSWTIGXMZI IQTPS]IIW' GYVVIRX

IQTPS]IIW' ERH SXLIV MRHYWXV] TVSJIWWMSREPW)

� 4XXIRHW XS EWWMKRQIRXW TYRGXYEPP] ERH GSRWMHIVW XLI MQTEGX SJ LMW*LIV EXXIRHERGI SR SVKERM^EXMSR IJJMGMIRG])

� ?IVJSVQW EPP HYXMIW [MXL UYEPMX]' IJJMGMIRG] ERH HIHMGEXMSR XS XLI 4GEHIQMIW ERH XLIMV =EREKIQIRX)

� ?IVJSVQW SXLIV HYXMIW EW QE] FI EWWMKRIH F] XLI AYTIVZMWSV ERH 6LMIJ 9MRERGMEP >JJMGIV)

:(-,;? 3,.0:3(;065'

:8A MW GSQQMXXIH XS XLI QE\MQYQ WEJIX] SJ MXW WXYHIRXW ERH IQTPS]IIW) :8A [MPP GSQTP] [MXL XLI "AGLSSP AEJIX]" PIKMWPEXMSR %-++/ ?4 ,-2(,.,

ERH ,.1& IREGXIH MR PE[ IJJIGXMZI <ERYEV] ,' -++0) 4W E GSRHMXMSR SJ IQTPS]QIRX' :8A [MPP VIUYMVI XLEX IEGL RI[ IQTPS]II LMVIH EJXIV <ERYEV] ,'

-++0' WYFQMX GVMQMREP FEGOKVSYRH GLIGOW JSV EPP JYPP(XMQI ERH TEVX(XMQI IQTPS]IIW ERH JSV MRHMZMHYEPW EWWMKRIH XS VIKYPEVP] ERH GSRXMRYSYWP] [SVO

YRHIV GSRXVEGX MR XLI 4GEHIQ] TVMSV XS XLI JMVWX HE] SJ IQTPS]QIRX)

(7796=(3:'

4PP EGXMZMXMIW QYWX FI TVI(ETTVSZIH F] XLI MQQIHMEXI WYTIVZMWSV FIJSVI XLIMV JMREP MQTPIQIRXEXMSR EW QE] FI GSRWMWXIRX [MXL XLI TSPMGMIW MR XLI

>?= =ERYEP ERH TSPMGMIW SV EW QE] FI HIPIKEXIH F] XLI :8A DMGI ?VIWMHIRX SV F] XLI :8A ?VIWMHIRX MR [VMXMRK) 4GXMZMXMIW XLEX MRZSPZI ER]

FYWMRIWW GSRXVEGXYEP EKVIIQIRXW SV QSRIXEV] GSWX QYWX FI TVI(ETTVSZIH F] XLI :8A ?VIWMHIRX SV DMGI ?VIWMHIRX ERH QE] RIIH XS FI TVIWIRXIH XS

XLI 4GEHIQ] 5SEVH JSV JMREP ETTVSZEP)

,>*3<:065:'

BLI VIWTSRWMFMPMX] HSIW RSX MRGPYHI LMVMRK SV JMVMRK SJ WXEJJ) 4PP TYVGLEWIW QYWX FI TVI(ETTVSZIH F] XLI AYTIVMRXIRHIRX ERH :8A ?VIWMHIRX) BLI

VIWTSRWMFMPMX] HSIW RSX MRGPYHI QEOMRK HIGMWMSRW VIKEVHMRK WXEJJ FIRIJMXW' TE]VSPP' ETTVSZEP SJ XLIMV ZEGEXMSR HE]W SV WMGO*TIVWSREP HE]W MRGPYHMRK

EFWIRGIW FI]SRH XLI QE\MQYQ EPPS[IH WMGO*TIVWSREP HE]W SJJ %TIV IQTPS]QIRX GSRXVEGX ERH EW HMVIGXIH F] XLI :@ 7ITEVXQIRX&' WXEJJ TVSQSXMSRW'

WXEJJ XVERWJIVW SV EWWMKRQIRXW' WGLSSP GPSWMRKW' JEGMPMX] YWI ERH OI] HMWXVMFYXMSR ERH GST]MRK' QEOMRK FYWMRIWW SV PIKEP GSRXVEGXYEP ERH*SV GSRWYPXMRK

EKVIIQIRXW SR FILEPJ SJ XLI 4GEHIQ]' SV :EQEHIL 8HYGEXMSREP AIVZMGIW' ERH*SV @ITVIWIRXEXMSR SJ XLI :8A 5SEVH ?VIWMHIRX YRPIWW WTIGMJMGEPP]

HIPIKEXIH F] LIV MR [VMXMRK)

*65-0+,5;0(30;? 6- 05-694(;065

BLI IQTPS]II WLEPP OIIT GSRJMHIRXMEP ERH RSX HMWGPSWI' SV QEOI ER] YWI SJ' I\GITX JSV :EQEHIL 8HYGEXMSREP AIVZMGIW SV XLI 4GEHIQMIW_

FIRIJMX' EX ER] XMQI' IMXLIV HYVMRK SV WYFWIUYIRX XS XLI XIVQMREXMSR SJ XLI 8QTPS]QIRX 6SRXVEGX 4KVIIQIRX' ER] XVEHI WIGVIXW' JSVQYPEI'

QIXLSHW' XIGLRMUYIW' GSQTYXEXMSRW' ORS[PIHKI' HEXE SV SXLIV MRJSVQEXMSR SJ XLI 6SQTER] ERH WGLSSPW VIPEXMRK XS TVSHYGXW' TVSGIWWIW'

ORS[(LS[' QEVOIXMRK' XIEGLMRK' WIPPMRK MHIEW' WIPPMRK GSRGITXW' IUYMTTMRK TVSGIWWIW' GYWXSQIV PMWXW' WXYHIRX REQIW SV EHHVIWWIW' WXYHIRX

TEVIRXW_ REQIW ERH EHHVIWWIW' JSVIGEWXW' QEVOIXMRK TPERW' WXVEXIKMIW' TVMGMRK WXVEXIKMIW' GSQTYXIV TVSKVEQW ERH GST]VMKLXEFPI SV TEXIRXEFPI

QEXIVMEPW' SV SXLIV GSRJMHIRXMEP MRJSVQEXMSR SV WYFNIGX QEXXIV TIVXEMRMRK XS XLI 6SQTER]$W SV WGLSSPW$ FYWMRIWW' SV ER] SJ MXW GPMIRXW' GYWXSQIVW'

WXYHIRXW' WXYHIRXW_ TEVIRXW' GSRWYPXERXW' WYTTPMIVW SV 4JJMPMEXIW' [LMGL E 6SZIRERXIV QE] TVSHYGI' YWI' ZMI[ SV SXLIV[MWI EGUYMVI HYVMRK [LMPI

IRKEKIH TYVWYERX XS XLMW 4KVIIQIRX %"?VSTVMIXEV]*;RJSVQEXMSR"&)

:2033:&,>7,90,5*,'

� >VEP GSQTVILIRWMSR # I\TVIWWMSR WOMPPW' [VMXXIR GSQTVILIRWMSR # I\TVIWWMSR WOMPPW' ZMWYEP EGYMX]' WTIIGL GPEVMX] # VIGSKRMXMSR WOMPPW'

MRXIVTIVWSREP GSQQYRMGEXMSR WOMPPW' SVKERM^EXMSR ERH TPERRMRK WOMPPW' TVSJIWWMSREPMWQ' GSQTYXIV PMXIVEG]' OI]FSEVH WOMPPW' XMQI

QEREKIQIRX WOMPPW)

,+<*(;065 (5+ ,>7,90,5*,'

� 5EGLIPSV_W HIKVII MR 4GGSYRXMRK' 5YWMRIWW 4HQMRMWXVEXMSR SV WMQMPEV JMIPH)

� =MRMQYQ X[S ]IEVW_ I\TIVMIRGI SV XVEMRMRK3 SV IUYMZEPIRX GSQFMREXMSR SJ IHYGEXMSR ERH I\TIVMIRGI)

7/?:0*(3 +,4(5+:'

BLI TL]WMGEP HIQERHW EVI VITVIWIRXEXMZI SJ XLSWI XLEX QYWX FI QIX F] ER IQTPS]II XS WYGGIWWJYPP] TIVJSVQ XLI IWWIRXMEP JYRGXMSRW SJ XLMW

NSF) BLI EFMPMX] XS TIVJSVQ XLI JYRGXMSRW F] WMXXMRK SV WXERHMRK JSV I\XIRHIH TIVMSHW SJ XMQI) BLI IQTPS]II SGGEWMSREPP] MW VIUYMVIH XS

QERYEPP] QSZI' PMJX' GEVV]' TYPP' SV TYWL SFNIGXW YT XS -/ TSYRHW MR EHHMXMSR XS SGGEWMSREP WXSSTMRK' FIRHMRK' ERH VIEGLMRK)

/@I@CDF ,CQB@PGKJ@H :DNRGBDO$ 0JB% GO @J DMQ@H KLLKNPQJGPS DILHKSDN%

0OOQDC @JC (LLNKRDC AS'

5@ID @JC ;GPHD '
:GEJ@PQND'

,ILHKSDD 5@ID @JC ;GPHD' :GEJ@PQND'
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)(:0* -<5*;065'

EUKLY [OL KPYLJ[PVU VM [OL 6OPLM 9PUHUJPHS @MMPJLY ZJOLK\SLZ' WSHUZ' VYNHUPaLZ' HZZPNUZ' HUK YL]PL^Z ;8C 4JHKLTPLZb HJJV\U[PUN HJ[P]P[PLZ3 WLYMVYTZ YLSH[LK

^VYR HZ YLX\PYLK3 LZ[HISPZOLZ HUK YL]PZLZ HJJV\U[PUN WYVJLK\YLZ3 JVUK\J[Z HJJV\U[PUN HUHS`ZPZ HUK WYLWHYLZ MPUHUJPHS Z[H[LTLU[Z3 HUK HZZPZ[Z 6OPLM 9PUHUJPHS

@MMPJLY PU [OL 4JHKLTPLZb I\KNL[ WYLWHYH[PVU' WSHUUPUN' HUHS`ZPZ' HUK TVUP[VYPUN HZ ULLKLK)

9,:765:0)030;0,:'

+,7(9;4,5; 73(5505. (5+ 0476=,4,5;:

� ASHUZ HUK VYNHUPaLZ [OL HJJV\U[PUN ZLY]PJLZ KLWHY[TLU[ ^VYR SVHK' PUJS\KPUN I\[ UV[ SPTP[LK [V I\KNL[ JVU[YVS YLJVYKZ' WYVWLY YLJLPW[ HUK KPZI\YZLTLU[

VM M\UKZ' JHML[LYPH HJJV\U[PUN' W\WPS H[[LUKHUJL' ZWLJPHS WYVQLJ[Z' PU[LYUHS H\KP[PUN' HUK V[OLY MPZJHS HJ[P]P[PLZ)

� 4ZZPZ[Z PU [OL JVTWPSH[PVU VM HJJV\U[PUN PUMVYTH[PVU HUK WLYPVKPJ MPUHUJPHS YLWVY[Z)

� AYLWHYLZ QV\YUHS LU[YPLZ HUK YLJVUJPSL NLULYHS SLKNLY)

� 4ZZPZ[Z ^P[O PU[LYUHS H\KP[Z HUK THPU[LUHUJL VM ]HYPV\Z IHSHUJL ZOLL[ HJJV\U[Z)

� 4ZZPZ[ [OL 6OPLM 9PUHUJPHS @MMPJLY PU [OL TVU[O LUK JSVZPUN LU[YPLZ HUK HJJV\U[ HUHS`ZPZ)

� 4ZZPZ[Z PU WYLWHYPUN MPUHUJPHS YLWVY[Z HUK KVJ\TLU[Z ULLKLK I` [OL 4JHKLTPLZb 6A4 MPYT)

� ASHUZ' VYNHUPaLZ' HUK JVVYKPUH[LZ H ]HYPL[` VM [LJOUPJHS I\ZPULZZ' HJJV\U[PUN' HUK MPUHUJPHS M\UJ[PVUZ)

� 4ZZPZ[Z PU WYLWHYPUN HUK YL]PL^PUN [OL 4UU\HS 5\KNL[Z HUK 5\KNL[ 4TLUKTLU[Z HZ YLX\PYLK I` [OL C\WLY]PZVY HUK [OL 5VHYK VM 7PYLJ[VYZ)

� ASHUZ HUK PTWSLTLU[Z H\[VTH[LK Z`Z[LTZ MVY THPU[HPUPUN PU]LU[VY` HUK W\YJOHZL VYKLYZ \ZPUN ?<A TVK\SLZ)

:<7,9=0:065 (5+ 0473,4,5;(;065

� BLJVTTLUKZ HUK HZZPZ[Z PU [OL MVYT\SH[PVU HUK PTWSLTLU[H[PVU VM WVSPJPLZ HUK WYVJLK\YLZ YLSH[LK [V MPZJHS HJ[P]P[PLZ PUJS\KPUN [OL JVTWSL[PVU VM

HUHS`[PJHS Z[\KPLZ YLX\PYLK [V HZZLZZ WLYMVYTHUJL)

� 4ZZPZ[Z PU [OL WYVJLZZPUN VM I\KNL[ JVU[YVS YLJVYKZ' HUK [OL WYVWLY YLJLPW[ HUK KPZI\YZLTLU[ VM M\UKZ' JHML[LYPH HJJV\U[PUN' W\WPS H[[LUKHUJL' ZWLJPHS

WYVQLJ[Z' PU[LYUHS H\KP[PUN HUK V[OLY MPZJHS HJ[P]P[PLZ) BLJVTTLUKZ \WKH[LZ [V [OL KLWHY[TLU[ HUK WYVJLK\YLZ [V LUZ\YL JVZ[ LMMLJ[P]L HUK [PTLS`

HJJVTWSPZOTLU[ VM NVHSZ HUK VIQLJ[P]LZ)

� <KLU[PMPLZ HUK YLJVTTLUKZ TL[OVKZ [V PTWYV]L VWLYH[PVUHS WYVJLK\YLZ HUK PU[LYUHS JVU[YVS)

� DYHJRZ PU]VPJLZ [V LUZ\YL [OL [PTLS` WH`TLU[ VM V\[Z[HUKPUN PU]VPJLZ [V WYL]LU[ SH[L MLLZ VY KLSH`LK ZLY]PJLZ)

� GVYRZ JVSSHIVYH[P]LS` ^P[O V[OLYZ LUNHNLK PU ]HYPV\Z ZJOVVS I\ZPULZZ HJ[P]P[PLZ)

� 7L]LSVWZ LMMLJ[P]L TL[OVKZ VM THUHNPUN' JVTWPSPUN' VYNHUPaPUN HUK [YHJRPUN KLWHY[TLU[ KVJ\TLU[H[PVU) ALYMVYTZ YLSH[LK [HZRZ HZ HZZPNULK I`

C\WLY]PZVY)

796-,::065(3 3,(9505. 67769;<50;0,: "736O#

� AHY[PJPWH[LZ PU MPUHUJPHS TLL[PUNZ HUK HJ[P]P[PLZ HZ YLX\PYLK)

� 6VSSHIVYH[LZ PU L]HS\H[PUN HUK YLJVTTLUKPUN Z[HMM KL]LSVWTLU[ ULLKZ)

� ASHUZ HUK YLHJOLZ V^U NVHSZ MVY ZLSM(PTWYV]LTLU[ JVUZPZ[LU[ ^P[O [OL QVI YLX\PYLTLU[Z HUK*VY [OL 4JHKLT`bZ ULLKZ)

� 9VZ[LYZ WYVMLZZPVUHS NYV^[O HUK WYV]PKLZ WYVMLZZPVUHS HZZPZ[HUJL [V Z[HMM HZ YLX\PYLK)

� 4[[LUKZ Z[HMM TLL[PUNZ HUK [YHPUPUN ZLZZPVUZ HZ TH` IL ULLKLK HUK PTWSLTLU[Z UL^ Z[YH[LNPLZ HJJVYKPUNS`)

� 8UZ\YLZ [PTLS` HUK JVTWSL[L WHY[PJPWH[PVU PU HUK KVJ\TLU[H[PVU VM [YHPUPUN ZLZZPVUZ PUJS\KPUN A>@Z HZ ULLKLK)

9,:<3;: (5+ +(;( 4(5(.,4,5;

� ?HPU[HPUZ YLJVYKZ VM L_WLUKP[\YLZ HUK PUJVTL' M\UK IHSHUJLZ' YLZLY]LZ HUK HWWYVWYPH[PVUZ)

� 4ZZPZ[Z PU JVTWPSPUN KH[H ULLKLK [V WYLWHYL YLN\SHY YLWVY[Z JVUJLYUPUN KPZ[YPJ[ MPUHUJPHS JVUKP[PVUZ)

� AYLWHYLZ QV\YUHS ]V\JOLYZ HUK LU[YPLZ HUK THRLZ HKQ\Z[TLU[Z HUK JSVZPUN LU[YPLZ)

� AYLWHYLZ' WSHUZ' HUK Z\WLY]PZLZ HJ[P]P[PLZ YLSH[LK [V `LHY(LUK JSVZPUN HUK WYVJLZZLZ IHUR KLWVZP[Z HUK YLJVUJPSL IHUR HJJV\U[Z HUK IHSHUJL ZOLL[Z ^P[O

ZJOVVSZb HJJV\U[PUN Z`Z[LT)

� 8U[LYZ HJJV\U[Z WH`HISL JOLJR YLX\LZ[Z HUK JHZO KPZI\YZLTLU[Z HUK [YHJRZ PU]VPJLZ [V LUZ\YL WYVTW[ WH`TLU[Z HYL THKL [V WYL]LU[ SH[L MLLZ VY KLSH`LK

ZLY]PJLZ)

� AYLWHYLZ NLULYHS QV\YUHS HKQ\Z[TLU[Z HUK HJJY\HSZ HSS PU ?<A' YL]PL^Z [YPHS IHSHUJL PU VYKLY [V WYLWHYL TVU[OS` 9PUHUJPHS C[H[LTLU[Z)

9,769;05. (5+ *64730(5*,

� ?HPU[HPUZ \UPMVYTP[` PU [OL \ZL VM [OL HJJV\U[PUN Z`Z[LTZ*HWWSPJH[PVU I` Z[YPJ[S` \ZPUN [OL ?<A*C4:8 HWWSPJH[PVU

� @YNHUPaLZ HSS LSLJ[YVUPJ YLJVYKZ' KH[HIHZLZ' HUK Z\WWVY[PUN KVJ\TLU[H[PVU HSS I` `LHY HUK JH[LNVY` ZV [OH[ PUMVYTH[PVU PZ LHZPS` HJJLZZLK)

� ?HPU[HPUZ [OL PU[LNYP[` VM [OL HJJV\U[PUN Z`Z[LTZ*YLJVYKZ) 4ZZ\YLZ [OH[ MPUHUJPHS PUJVTL HUK L_WLUKP[\YL [YHUZHJ[PVUZ HUK YLJVYKZ HYL PU JVTWSPHUJL ^P[O

9LKLYHS' C[H[L' HUK 6V\U[` Y\SLZ' HUK YLN\SH[PVUZ HUK YLX\PYLTLU[Z HUK [OH[ ;8C HUK 7PZ[YPJ[Z WVSPJPLZ HUK WYVJLK\YLZ HYL TL[3

� 4ZZPZ[Z [OL 6OPLM 9PUHUJPHS @MMPJLY PU [OL WYLWHYH[PVU HUK TVUP[VYPUN VM [OL 4JHKLTPLZb I\KNL[Z)

� 4ZZPZ[Z PU WYLWHYPUN H ]HYPL[` VM KPZ[YPJ[ MPUHUJPHS Z[H[LTLU[Z' JVUK\J[Z ZWLJPHS H\KP[Z VY HUHS`[PJHS Z[\KPLZ [V PUZ\YL JVTWSPHUJL

� BL]PL^Z HUK \WKH[LZ MPUHUJPHS YLWVY[Z' YLJLPW[Z' KPZI\YZLTLU[ YLJVYKZ' HUK JVTW\[LY WYPU[(V\[Z [V PUZ\YL HJJ\YHJ`

� 4ZZPZ[Z PU JVTWPSPUN YLJVYKZ HUK KH[H YLX\PYLK [V KL]LSVW TVU[OS`' X\HY[LYS`' HUK HUU\HS I\KNL[Z HUK HTLUKLK I\KNL[Z

� AYLWHYLZ HUU\HS YLWVY[Z HZ YLX\PYLK I` [OL 7LWHY[TLU[ VM 8K\JH[PVU %ZJOVVS TLHSZ `LHY(LUK YLWVY[Z' [YHUZWVY[H[PVU L_WLUKP[\YLZ YLWVY[Z' HUK ZWLJPHS

LK\JH[PVU HJ[\HS JVZ[ YLWVY[Z&)

� AYLWHYLZ `LHY(LUK MPUHUJPHSZ HUK ZJOLK\SLZ ULLKLK I` [OL 6A4 MPYT MVY H\KP[ HUK MPUHUJPHS YL]PL^Z)

� C\ITP[Z `LHYS` H\KP[LK MPUHUJPHS PUMVYTH[PVU VUSPUL ]PH 9<7 %9PUHUJPHS <UMVYTH[PVU 7H[HIHZL&)

1KA ;GPHD' 4JJV\U[PUN ?HUHNLY +DL@NPIDJP' 4JJV\U[PUN

:QLDNRGOKN' 6OPLM 9PUHUJPHS @MMPJLY ,ILHKSDN' ;HTHKLO 8K\JH[PVUHS CLY]PJLZ %;8C&

5-7
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796-,::065(3 8<(30;0,:

� 9VSSV^Z HU VYNHUPaH[PVUHS Z`Z[LT MVY KVJ\TLU[PUN HUK JVTT\UPJH[PUN HSS 4JJV\U[PUN PZZ\LZ HUK JVUJLYUZ ^P[O C\WLY]PZVY)

� BLWYLZLU[Z [OL ILZ[ WVZZPISL PTWYLZZPVU VM V\Y VYNHUPaH[PVU ^OLU PU[LYHJ[PUN ^P[O [OL JVTT\UP[`' J\YYLU[ LTWSV`LLZ' HUK V[OLY PUK\Z[Y` WYVMLZZPVUHSZ)

� 6OHUULSZ JVUJLYUZ [V HKTPUPZ[YH[PVU MVY ZVS\[PVUZ PU [OL ILZ[ PU[LYLZ[ VM [OL VYNHUPaH[PVU)

� 6VTT\UPJH[LZ ^P[O ]LUKVYZ HUK LTWSV`LLZ [V HYYHUNL WH`TLU[ VY YLZVS]L KPZJYLWHUJPLZ HZ ULJLZZHY`3 HZZPZ[Z HZZPNULK WLYZVUULS ^P[O YLZVS]PUN

HJJV\U[PUN PZZ\LZ)

� ALYMVYTZ HSS K\[PLZ ^P[O X\HSP[`' LMMPJPLUJ` HUK KLKPJH[PVU [V [OL 4JHKLTPLZ HUK [OLPY ?HUHNLTLU[)

� ALYMVYTZ V[OLY K\[PLZ HZ TH` IL HZZPNULK I` [OL C\WLY]PZVY' 6OPLM 9PUHUJPHS @MMPJLY)

:(-,;? 3,.0:3(;065'

;8C PZ JVTTP[[LK [V [OL TH_PT\T ZHML[` VM P[Z Z[\KLU[Z HUK LTWSV`LLZ) ;8C ^PSS JVTWS` ^P[O [OL "CJOVVS CHML[`" SLNPZSH[PVU %-++/ A4 ,-2(,., HUK ,.1& LUHJ[LK PU SH^

LMMLJ[P]L =HU\HY` ,' -++0) 4Z H JVUKP[PVU VM LTWSV`TLU[' ;8C ^PSS YLX\PYL [OH[ LHJO UL^ LTWSV`LL OPYLK HM[LY =HU\HY` ,' -++0' Z\ITP[ JYPTPUHS IHJRNYV\UK JOLJRZ MVY HSS

M\SS([PTL HUK WHY[([PTL LTWSV`LLZ HUK MVY PUKP]PK\HSZ HZZPNULK [V YLN\SHYS` HUK JVU[PU\V\ZS` ^VYR \UKLY JVU[YHJ[ PU [OL 4JHKLT` WYPVY [V [OL MPYZ[ KH` VM LTWSV`TLU[)

C[\KLU[ [LHJOLYZ HUK*VY V[OLY ]VS\U[LLYZ HYL YLX\PYLK [V Z\ITP[ H JYPTPUHS IHJRNYV\UK JOLJR WYPVY [V [OL MPYZ[ KH` VM ZLY]PJL)

(7796=(3:'

4SS HJ[P]P[PLZ T\Z[ IL WYL(HWWYV]LK I` [OL PTTLKPH[L Z\WLY]PZVY ILMVYL [OLPY MPUHS PTWSLTLU[H[PVU HZ TH` IL JVUZPZ[LU[ ^P[O [OL WVSPJPLZ PU [OL @A? ?HU\HS HUK WVSPJPLZ

VY HZ TH` IL KLSLNH[LK I` [OL ;8C FPJL AYLZPKLU[ VY I` [OL ;8C AYLZPKLU[ PU ^YP[PUN) 4J[P]P[PLZ [OH[ PU]VS]L HU` I\ZPULZZ JVU[YHJ[\HS HNYLLTLU[Z VY TVUL[HY` JVZ[ T\Z[

IL WYL(HWWYV]LK I` [OL ;8C AYLZPKLU[ VY FPJL AYLZPKLU[ HUK TH` ULLK [V IL WYLZLU[LK [V [OL 4JHKLT` 5VHYK MVY MPUHS HWWYV]HS)

,>*3<:065:'

DOL YLZWVUZPIPSP[` KVLZ UV[ PUJS\KL OPYPUN VY MPYPUN VM Z[HMM) 4SS W\YJOHZLZ T\Z[ IL WYL(HWWYV]LK I` [OL C\WLYPU[LUKLU[ HUK ;8C AYLZPKLU[) DOL YLZWVUZPIPSP[` KVLZ UV[

PUJS\KL THRPUN KLJPZPVUZ YLNHYKPUN Z[HMM ILULMP[Z' WH`YVSS' HWWYV]HS VM [OLPY ]HJH[PVU KH`Z VY ZPJR*WLYZVUHS KH`Z PUJS\KPUN HIZLUJLZ IL`VUK [OL TH_PT\T HSSV^LK

ZPJR*WLYZVUHS KH`Z VMM %WLY LTWSV`TLU[ JVU[YHJ[ HUK HZ KPYLJ[LK I` [OL ;B 7LWHY[TLU[&' Z[HMM WYVTV[PVUZ' Z[HMM [YHUZMLYZ VY HZZPNUTLU[Z' ZJOVVS JSVZPUNZ' MHJPSP[` \ZL HUK

RL` KPZ[YPI\[PVU HUK JVW`PUN' THRPUN I\ZPULZZ VY SLNHS JVU[YHJ[\HS HUK*VY JVUZ\S[PUN HNYLLTLU[Z VU ILOHSM VM [OL 4JHKLT`' VY ;HTHKLO 8K\JH[PVUHS CLY]PJLZ' HUK*VY

BLWYLZLU[H[PVU VM [OL ;8C 5VHYK AYLZPKLU[ \USLZZ ZWLJPMPJHSS` KLSLNH[LK I` OLY PU ^YP[PUN)

*65-0+,5;0(30;? 6- 05-694(;065

DOL LTWSV`LL ZOHSS RLLW JVUMPKLU[PHS HUK UV[ KPZJSVZL' VY THRL HU` \ZL VM' L_JLW[ MVY ;HTHKLO 8K\JH[PVUHS CLY]PJLZ VY [OL 4JHKLTPLZb ILULMP[' H[ HU` [PTL' LP[OLY

K\YPUN VY Z\IZLX\LU[ [V [OL [LYTPUH[PVU VM [OL 8TWSV`TLU[ 6VU[YHJ[ 4NYLLTLU[' HU` [YHKL ZLJYL[Z' MVYT\SHL' TL[OVKZ' [LJOUPX\LZ' JVTW\[H[PVUZ' RUV^SLKNL' KH[H VY

V[OLY PUMVYTH[PVU VM [OL 6VTWHU` HUK ZJOVVSZ YLSH[PUN [V WYVK\J[Z' WYVJLZZLZ' RUV^(OV^' THYRL[PUN' [LHJOPUN' ZLSSPUN PKLHZ' ZLSSPUN JVUJLW[Z' LX\PWWPUN WYVJLZZLZ'

J\Z[VTLY SPZ[Z' Z[\KLU[ UHTLZ VY HKKYLZZLZ' Z[\KLU[ WHYLU[Zb UHTLZ HUK HKKYLZZLZ' MVYLJHZ[Z' THYRL[PUN WSHUZ' Z[YH[LNPLZ' WYPJPUN Z[YH[LNPLZ' JVTW\[LY WYVNYHTZ HUK

JVW`YPNO[HISL VY WH[LU[HISL TH[LYPHSZ' VY V[OLY JVUMPKLU[PHS PUMVYTH[PVU VY Z\IQLJ[ TH[[LY WLY[HPUPUN [V [OL 6VTWHU`$Z VY ZJOVVSZ$ I\ZPULZZ' VY HU` VM P[Z JSPLU[Z'

J\Z[VTLYZ' Z[\KLU[Z' Z[\KLU[Zb WHYLU[Z' JVUZ\S[HU[Z' Z\WWSPLYZ VY 4MMPSPH[LZ' ^OPJO H 6V]LUHU[LY TH` WYVK\JL' \ZL' ]PL^ VY V[OLY^PZL HJX\PYL K\YPUN ^OPSL LUNHNLK

W\YZ\HU[ [V [OPZ 4NYLLTLU[ %"AYVWYPL[HY`*<UMVYTH[PVU"&)

:2033:&,>7,90,5*,'

� @YHS JVTWYLOLUZPVU # L_WYLZZPVU ZRPSSZ' ^YP[[LU JVTWYLOLUZPVU # L_WYLZZPVU ZRPSSZ' ]PZ\HS HJ\P[` ' ZWLLJO JSHYP[` # YLJVNUP[PVU ZRPSSZ' PU[LYWLYZVUHS

JVTT\UPJH[PVU ZRPSSZ' VYNHUPaH[PVU HUK WSHUUPUN ZRPSSZ' WYVMLZZPVUHSPZT' JVTW\[LY SP[LYHJ`' RL`IVHYK ZRPSSZ' [PTL THUHNLTLU[ ZRPSSZ)

� 8_WLYPLUJL ^P[O HJJV\U[PUN' MPZJHS JVU[YVS' I\KNL[PUN WYVJLK\YLZ HUK TL[OVKZ' PU[LYUHS H\KP[PUN' W\YJOHZPUN' JVU[YHJ[ HKTPUPZ[YH[PVU' THUHNLTLU[

PUMVYTH[PVU Z`Z[LTZ' HUK YLJVYKZ YL[LU[PVU) 9HTPSPHYP[` ^P[O SH^Z HWWSPJHISL [V MPUHUJPHS WYVJLK\YLZ' M\UKPUN PU W\ISPJ ZJOVVSZ' C[H[L HUK 9LKLYHS M\UKZ'

HUK [OL ?PJOPNHU 7LWHY[TLU[ VM 8K\JH[PVU 6VKL WYV]PZPVUZ VM ZJOVVS HJJV\U[PUN3 SLNHS JVU[YHJ[Z HUK V[OLY IPUKPUN HNYLLTLU[Z3 L_WLYPLUJL ^P[O ?<A PZ H

WS\Z)

,+<*(;065 &;9(0505.

� 4U` JVTIPUH[PVU LX\P]HSLU[ [V H 5HJOLSVYbZ 7LNYLL PU 5\ZPULZZ 4KTPUPZ[YH[PVU' 9PUHUJL' 4JJV\U[PUN VY YLSH[LK MPLSK' WYLMLYHIS` ^P[O H ZWLJPHSPaH[PVU PU

A\ISPJ VY CJOVVS 4KTPUPZ[YH[PVU)

� ?\Z[ JVTWS` ^P[O HSS HWWSPJHISL SH^Z YLSH[LK [V I\ZPULZZ VY 6A4 SPJLUZPUN PZ YLX\PYLK)

� ?\Z[ TLL[ JVU[PU\PUN LK\JH[PVU YLX\PYLTLU[Z HZ WYLZJYPILK I` Y\SLZ WYVT\SNH[LK I` [OL C[H[L VM ?PJOPNHU' HZ HWWSPJHISL)

7/?:0*(3 +,4(5+:'

DOL WO`ZPJHS KLTHUKZ HYL YLWYLZLU[H[P]L VM [OVZL [OH[ T\Z[ IL TL[ I` HU LTWSV`LL [V Z\JJLZZM\SS` WLYMVYT [OL LZZLU[PHS M\UJ[PVUZ VM [OPZ QVI) DOL HIPSP[` [V

WLYMVYT [OL M\UJ[PVUZ I` ZP[[PUN VY Z[HUKPUN MVY L_[LUKLK WLYPVKZ VM [PTL) DOL LTWSV`LL VJJHZPVUHSS` PZ YLX\PYLK [V THU\HSS` TV]L' SPM[' JHYY`' W\SS' VY W\ZO

VIQLJ[Z \W [V -/ WV\UKZ PU HKKP[PVU [V VJJHZPVUHS Z[VVWPUN' ILUKPUN' HUK YLHJOPUN)

/@I@CDF ,CQB@PGKJ@H :DNRGBDO$ 0JB% GO @J ,MQ@H 6LLKNPQJGPS ,ILHKSDN%

0OOQDC @JC (LLNKRDC )S'

5@ID @JC ;GPHD '
:GEJ@PQND'

,ILHKSDD 5@ID @JC ;GPHD' :GEJ@PQND'
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1KA ;GPHD' 5MVRWR\][J]R_N 5\\R\]JW] JWM 7XX[MRWJ]X[ XO

E^K\]R]^]N EN[_RLN\
+DL@NPIDJP' AXW( =W\][^L]RXWJU E^YYX[] E]JOO

:QLDNRGOKN' C[RWLRYJU JWM 5\\R\]JW] E^YN[RW]NWMNW] ,ILHKSDN' <JVJMNQ 9M^LJ]RXWJU EN[_RLN\ %<9E&

)(:0* -<5*;065'
GWMN[ ]QN X_N[\RPQ] XO ]QN C[RWLRYJU*5\\R\]JW] E^YN[RW]NWMNW]' ]X ]XY UN_NU JMVRWR\][J]R_N \^YYX[] J\ JW 5MVRWR\][J]R_N 5\\R\]JW] JWM 7XX[MRWJ]X[

XO E^K\]R]^]N EN[_RLN\4 YN[OX[V J K[XJM [JWPN XO \NL[N]J[RJU JWM JMVRWR\][J]R_N O^WL]RXW\4 YN[OX[V LXVYUNa ]J\T\ JWM J\\^VN [N\YXW\RKRUR]RN\ ^\RWP

RWR]RJ]R_N' Y[XKUNV(\XU_RWP \TRUU\ JWM RWMNYNWMNW] S^MPVNW] RW ]QN RW]N[Y[N]J]RXW JWM JYYURLJ]RXW XO N\]JKUR\QNM MR\][RL] JWM MNYJ[]VNW] YXURLRN\ JWM

Y[XLNM^[N\ `R]QRW <9E) 7XX[MRWJ]N\ JWM VJWJPN\ JUU Na]N[WJU \^K\]R]^]N \N[_RLN\ OX[ JUU ]QN 5LJMNVRN\)

9,:765:0)030;0,:'

+,7(9;4,5; 73(5505. (5+ 04796=,4,5;:

� E^YYX[]\ 5\\R\]JW] E^YN[RW]NWMNW] JWM C[RWLRYJU OX[ ]QN Y^[YX\N XO Y[X_RMRWP J\\R\]JWLN `R]Q ]QNR[ JMVRWR\][J]R_N O^WL]RXW\)

� 7XX[MRWJ]N\' VJWJPN\ JWM ][JLT\ JUU RW]N[WJU JWM Na]N[WJU \^K\]R]^]N \N[_RLN\ OX[ JUU ]QN JLJMNVRN\

� 9W\^[N\ JUU \^K\]R]^]N\ Z^JURORLJ]RXW\' YN[VR] [NZ^R[NVNW]\ JWM ORWPN[ Y[RW]RWP J[N RW YUJLN JQNJM XO \^K\]R]^]N YUJLNVNW] RWLU^MRWP JUU \^K\]R]^]N\

VNN] @89 JWM <9E Z^JURORLJ]RXW [NZ^R[NVNW]\)

� CJ[]RLRYJ]N\ RW MNYJ[]VNW] RVY[X_NVNW] YUJW Kb \QJ[RWP RMNJ\ JWM RWY^] ]X NWQJWLN \N[_RLN\ JWM Y[XP[JV)

� 8N_NUXY\ NOONL]R_N VN]QXM\ XO VJWJPRWP' LXVYRURWP' X[PJWRcRWP JWM ][JLTRWP MNYJ[]VNW] MXL^VNW]J]RXW XO \]^MNW] [NLX[M\ RW JW X[PJWRcNM JWM

JLLN\\RKUN VJWWN[) CN[OX[V\ ]J\T\ J\ J\\RPWNM Kb E^YN[_R\X[)

� EN]\ LUNJ[ XKSNL]R_N\ OX[ MNYJ[]VNW]' YJ[]RLRYJ]N\ RW RVY[X_NVNW] YUJW\ Kb \QJ[RWP RMNJ\ JWM RWY^] ]X NWQJWLN \N[_RLN\ JWM Y[XP[JV\' RWLU^MRWP

\QJ[RWP Y[XLN\\N\ ]X RVY[X_N X[ \][NJVURWN JMVRWR\][J]R_N \N[_RLN\

� CJ[]RLRYJ]N\ RW MNYJ[]VNW] RVY[X_NVNW] YUJW Kb \QJ[RWP RMNJ\ JWM RWY^] ]X NWQJWLN \N[_RLN\ JWM Y[XP[JV)

� 7XX[MRWJ]N\ JWM VJWJPN(\ LJUNWMJ[ JL]R_R]RN\3 LXWON[NWLN\' \LQXXU _R\R]\' \NVRWJ[\' `X[T\QXY\' \YNJTRWP NWPJPNVNW]\' N]L) @Jb JU\X KN [NZ^R[NM

J\ [NZ^N\]NM ]X LXX[MRWJ]N \^K\]R]^]N ]NJLQN[ X[ \]JOO \N[_RLN\ JWM J\\RPWVNW]\)

� :JLRUR]J]N\ \LQNM^URWP' NW[XUUVNW] JL]R_R]RN\ JWM LXVV^WRLJ]RXW\)

� 5\\R\]\ RW X[MN[RWP JWM VJRW]JRWRWP \^YYUb RW_NW]X[b JWM \]XLT' Y[X_RMN\ OXUUX` ^Y XW Y^[LQJ\N X[MN[\' YJLTRWP \URY\' JWM [NLNRY] XO Y^[LQJ\N\)

:<7,9=0:065 (5+ 0473,4,5;(;065

� @XWR]X[\ JWM LXX[MRWJ]N\ \LQXXU(`RMN Y^[LQJ\N X[MN[\ XW @RL[XRa)

� @JRW]JRW\ MXL^VNW]\' ORUN\' JWM [NLX[M\ OX[ ]QN Y^[YX\N XO Y[X_RMRWP ^Y ]X MJ]N [NON[NWLN JWM J^MR] ][JRU OX[ LXVYURJWLN)

� CN[OX[V\ _J[RN]b XO JMVRWR\][J]R_N Y[XSNL]\ JWM M^]RN\ J\ J\\RPWNM Kb ]QN 5\\R\]JW] E^YN[RW]NWMNW] JWM C[RWLRYJU JWM ]QN E^YN[RW]NWMNW])

� EN]\ ^Y X[ LXX[MRWJ]N\ ]QN J\\RPWVNW] XO Na]N[WJU \^K\]R]^]N\ RW ]QN LUJ\\[XXV JWM RW\][^L]\ XW PNWN[JU JWM \LQXXU(`RMN YXURLRN\ JWM Y[XLNM^[N\)

� 5\\R\]\ RW \]^MNW] JMVR\\RXW\ Y[XLN\\' @JRW BOORLN JL]R_R]RN\' JWM [NLX[M TNNYRWP JWM Y^YRU JLLX^W]JW] MXL^VNW]\ \^LQ J\ LX^W] MJb [NYX[]RWP)

� 5]]NWM\ JWM [NLX[M\ VRW^]N\ J] VNN]RWP\) C[NYJ[N\ JPNWMJ\' WX]RLN\' JWM [NYX[]\ OX[ VNN]RWP\)

� 5\\R\]\ RW ]QN L[NJ]RXW XO [NYX[]\' [NLX[M\ JWM X]QN[ YJYN[`X[T J\ J\\RPWNM Kb ]QN 5\\R\]JW] E^YN[RW]NWMNW])

� 9OONL]R_NUb LXVV^WRLJ]N\ `R]Q \]JTNQXUMN[\4 JMM[N\\N\ ]QNR[ WNNM\ ]X NW\^[N \J]R\OJL]X[b L^\]XVN[ \N[_RLN)

� :XUUX`\ ^Y `R]Q \]JOO ]X LXUUNL] J\\RPWVNW]\ JWM [NYX[]\ JWM NW\^[N LXVYURJWLN `R]Q ]QN <9E YXURLRN\)

� :^WL]RXW\ J\ URJR\XW' J\ WNLN\\J[b' KN]`NNW C[RWLRYJUd\ XOORLN JWM \]JOO)

� @Jb J] ]RVN\ KN J\TNM ]X Y[X_RMN ][JRWRWP X[ LXJLQRWP ]X X]QN[ \]JOO)'

796-,::065(3 3,(9505. 67769;<50;0,: "736O#

� 5]]NWM\ JUU \LQXXU N_NW]\' VNN]RWP\' \NVRWJ[\' `X[T\QXY\' JWM JL]R_R]RN\ \^LQ J\ K^] WX] URVR]NM ]X CJ[NW](FNJLQN[ 7XWON[NWLN\' XYNW QX^\N\'

X[RNW]J]RXW\' CF7' JWM J\\NVKURN\ J\ MR[NL]NM Kb ]QN E^YN[_R\X[' BOORLN @JWJPN[' C[RWLRYJU' JWM*X[ ]QN <9E C[N\RMNW])

� DNLX[M\ VNN]RWP VRW^]N\' VJRW]JRW\ Y[XON\\RXWJU MN_NUXYVNW] KRWMN[' Y[XON\\RXWJU UNJ[WRWP \N\\RXW\ MXL^VNW]J]RXW' JWM \RPW(RW OX[V\)

� 9W\^[N\ ]RVNUb JWM LXVYUN]N YJ[]RLRYJ]RXW RW JWM MXL^VNW]J]RXW XO VNN]RWP JWM C?B\ `QN[N JYYURLJKUN)

� C[X_RMN\ \]JOO `R]Q ][JRWRWP \N\\RXW\ J\ J\\RPWNM Kb E^YN[_R\X[ X[ C[RWLRYJU)

� ;^RMN\ \]JOO' \]^MNW]\ JWM YJ[NW]\ ]X NW\^[N ]QN \VXX]Q XYN[J]RXW XO ]QN \LQXXU)

� CUJW\ YN[\XWJU MN_NUXYVNW] PXJU\ ]X KN LXW\R\]NW] `R]Q JWM \^YYX[]R_N XO SXK [NZ^R[NVNW]\ JWM ]QN 5LJMNVb WNNM\)

9,:<3;: (5+ +(;( 4(5(.,4,5;

� C[NYJ[N\ JWM NMR]\ LX[[N\YXWMNWLN' LXVV^WRLJ]RXW\ JWM X]QN[ MXL^VNW]\ OX[ [N_RN` JWM JYY[X_JU XO C[RWLRYJU

� @JWJPN\ OUX` XO LXVV^WRLJ]RXW ]X JWM O[XV C[RWLRYJU

� @JWJPN[\ C[RWLRYJUd\ \LQNM^UN\' JYYXRW]VNW]\' JWM RO WNLN\\J[b ][J_NU J[[JWPNVNW]\)

� 7[NJ]N\ \Y[NJM\QNN]\' MJ]JKJ\N\' Y[N\NW]J]RXW\' JWM [NYX[]\ J\ J\\RPWNM Kb 5\\R\]JW] E^YN[RW]NWMNW] JWM C[RWLRYJU)

� G\N\ MJ]J ]X P^RMN MNLR\RXW(VJTRWP JWM OX[V^UJ]RXW XO [NLXVVNWMJ]RXW\ JWM RVY[X_NVNW]\ OX[ ]QN 8NYJ[]VNW])

� B[PJWRcN\ JWM Y[N\N[_N\ YJYN[ JWM LXVY^]N[ ORUN\ OX[ NOORLRNW] [NON[NWLN JWM XYN[J]RXW)

� ELJW\' ORUN\' JWM Y[XLN\\N\ VJRU JWM MXL^VNW]\ J\ [NZ^N\]NM Kb 5\\R\]JW] E^YN[RW]NWMNW] C[RWLRYJU X[ JMVRWR\][J]X[\ MNUNPJ]NM Kb 5\\R\]JW]

E^YN[RW]NWMNW] JWM C[RWLRYJU))

� DNLX[M\ \]^MNW] MJ]J XW]X ]QN LXVY^]N[ PNWN[J]N\ \]J]R\]RLJU [NYX[]\ XW3 NW[XUUVNW]' ][JW\YX[]J]RXW' Y^[LQJ\N\' MR[NL]X[RN\ %\]^MNW]\ JWM YJ[NW]\'

\]JOO' JWM _NWMX[\&' JWM J]]NWMJWLN)

5-9
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� C[X_RMN\ J `RMN _J[RN]b XO LXVYUNa JWM LXWORMNW]RJU JMVRWR\][J]R_N JWM \NL[N]J[RJU \^YYX[] ]X ]QN 5\\R\]JW] E^YN[RW]NWMNW])

9,769;05. (5+ *64730(5*,

� @JRW]JRW\ JWM RW\^[N\ ]QN [NLNRY] XO JUU \^K\]R]^]N \]JOORWP YN[\XWWNU ORUN\ JWM MXL^VNW]J]RXW

� ENL^[N\ E^K\]R]^]N CN[VR]\ OX[ LXW][JL]NM \^K\]R]^]N\

� DNYX[]\ JUU LXVYUJRW]\' JL]RXW\' JWM R\\^N\ [NUJ]NM ]X \LQXXU ]X 5\\R\]JW] E^YN[RW]NWMNW] C[RWLRYJU X[ JMVRWR\][J]X[\ MNUNPJ]NM Kb 5\\R\]JW]

E^YN[RW]NWMNW] JWM C[RWLRYJU)

� DNLX[M\ \]JOO J]]NWMJWLN' JWM \^K\]R]^]N ]RVN\QNN]\ JWM MXL^VNW]J]RXW

� 7XW]NVYUJ]N\ JWM [NOUNL]\ ^YXW 5\\R\]JW] E^YN[RW]NWMNW] JWM C[RWLRYJUd\ MR[NL]R_N\ JWM \]JTNQXUMN[ ONNMKJLT ]X RVY[X_N RWMR_RM^JU YN[OX[VJWLN4

Y[XVX]N\ YX\R]R_N `X[TRWP NW_R[XWVNW]' XYN[J]N\ Y[XON\\RXWJUUb JWM LX^[]NX^\Ub J\ NaQRKR]NM Kb \]JTNQXUMN[\$ \J]R\OJL]RXW)

� 5\\R\]\ RW Y[XLN\\RWP XO JUU \]^MNW] NW[XUUVNW] JWM JMVR\\RXW\ MXL^VNW]J]RXW J\ VJb KN [NZ^R[NM Kb UXLJU JWM E]J]N J^]QX[R]RN\' ELQXXU 6XJ[M

JWM YN[\XWWNU' JWM ]QN <9E JMVRWR\][J]RXW)

� 7XVYURN\ `R]Q JUU MR\][RL]' \LQXXU' JWM MNYJ[]VNW]JU YXURLRN\4 ^YQXUM\ :9DC5 Y[X]NL]RXW\ XO LXWORMNW]RJUR]b JWM Y[XYN[ MJRUb XYN[J]RXW\)

� G\N\ NaYN[]Ub J _J[RN]b XO LXVY^]N[ JYYURLJ]RXW\' RWLU^MRWP `X[M Y[XLN\\RWP' MJ]JKJ\N' \Y[NJM\QNN]\' JWM Y[N\NW]J]RXW \XO]`J[N)

796-,::065(3 8<(30;0,:

� C[X_RMN\ NaLNUUNW] L^\]XVN[ \N[_RLN JWM RVYJ[]\ YX\R]R_N LXVV^WRLJ]RXW `R]Q JUU \]JTNQXUMN[\)

� 8NVXW\][J]N\ Y[XON\\RXWJUR\V RW `X[T N]QRL\' QJWMURWP LXWORMNW]RJU RWOX[VJ]RXW JWM VJWJPRWP LXWOURL]\ NOONL]R_NUb

� <XUM\ J\ LXWORMNW]RJU' JUU J\YNL]\ XO ]QN SXK MN\RPWJ]NM LXWORMNW]RJU Kb ]QN 5\\R\]JW] E^YN[RW]NWMNW] JWM C[RWLRYJU)

� @JRW]JRW\ Y[XON\\RXWJU JYYNJ[JWLN JWM KNQJ_N\ RW VJWWN[ JYY[XY[RJ]N ]X J Y^KURL \N]]RWP JWM ]QN <9E YQRUX\XYQb)

� C[JL]RLN\ ]RVN VJWJPNVNW]' YN[OX[V\ JUU M^]RN\ [NURJKUb' NOORLRNW]Ub' `R]Q ]QN QRPQN\] N]QRL\' JWM \][XWP \NW\N XO MNMRLJ]RXW ]X ]QN 5LJMNVb JWM

R]\ @JWJPNVNW])

� :XUUX`\ X[PJWRcJ]RXWJU \b\]NV OX[ MXL^VNW]RWP JWM LXVV^WRLJ]RWP \]^MNW] Y[XP[N\\ JWM*X[ LXWLN[W\ ]X \]JTNQXUMN[\)

� 7QJWWNU\ LXWLN[W\ ]X JMVRWR\][J]RXW OX[ \XU^]RXW\4 YN[OX[V\ X]QN[ M^]RN\ J\ J\\RPWNM)

� 8NVXW\][J]N\ OUNaRKRUR]b RW NW\^[RWP ]QJ] J\\RPWVNW]\ J[N LXVYUN]NM RW J ]RVNUb VJWWN[

� GWMN[\]JWM\ ]QN \LQXXU VR\\RXW JWM JMXY]\ JWM `X[T\ `R]QRW ]QN _R\RXW JWM YRUUJ[\ N\]JKUR\QNM Kb <9E

� CN[OX[V\ JUU M^]RN\ `R]Q Z^JUR]b' NOORLRNWLb JWM MNMRLJ]RXW ]X ]QN 5LJMNVb JWM R]\ @JWJPNVNW])

� CN[OX[V\ X]QN[ M^]RN\ J\ VJb KN J\\RPWNM Kb ]QN \^YN[_R\X[' E^YN[RW]NWMNW]' JWM <9E C[N\RMNW] X[ QN[*QR\ MN\RPWNN)

:(-,;? 3,.0:3(;065'

<9E R\ LXVVR]]NM ]X ]QN VJaRV^V \JON]b XO R]\ \]^MNW]\ JWM NVYUXbNN\) <9E `RUU LXVYUb `R]Q ]QN "ELQXXU EJON]b" UNPR\UJ]RXW %-++/ C5 ,-2(,., JWM ,.1&

NWJL]NM RW UJ` NOONL]R_N >JW^J[b ,' -++0) 5\ J LXWMR]RXW XO NVYUXbVNW]' <9E `RUU [NZ^R[N ]QJ] NJLQ WN` NVYUXbNN QR[NM JO]N[ >JW^J[b ,' -++0' \^KVR] L[RVRWJU

KJLTP[X^WM LQNLT\ OX[ JUU O^UU(]RVN JWM YJ[](]RVN NVYUXbNN\ JWM OX[ RWMR_RM^JU\ J\\RPWNM ]X [NP^UJ[Ub JWM LXW]RW^X^\Ub `X[T ^WMN[ LXW][JL] RW ]QN 5LJMNVb

Y[RX[ ]X ]QN OR[\] MJb XO NVYUXbVNW])

(7796=(3:'

5UU JL]R_R]RN\ [NZ^R[RWP \^YN[_R\X[d\ [N_RN` V^\] KN Y[N(JYY[X_NM Kb ]QN RVVNMRJ]N \^YN[_R\X[ KNOX[N ]QNR[ ORWJU RVYUNVNW]J]RXW J\ VJb KN LXW\R\]NW] `R]Q

]QN YXURLRN\ RW ]QN BC@ @JW^JU JWM YXURLRN\ X[ J\ VJb KN MNUNPJ]NM Kb ]QN <9E HRLN C[N\RMNW] X[ Kb ]QN <9E C[N\RMNW] RW `[R]RWP) 5L]R_R]RN\ ]QJ] RW_XU_N

JWb K^\RWN\\ LXW][JL]^JU JP[NNVNW]\ X[ VXWN]J[b LX\] V^\] KN Y[N(JYY[X_NM Kb ]QN <9E C[N\RMNW] X[ HRLN C[N\RMNW] JWM VJb WNNM ]X KN Y[N\NW]NM ]X ]QN

5LJMNVb 6XJ[M OX[ ORWJU JYY[X_JU)

,>*3<:065:'

FQN [N\YXW\RKRUR]b MXN\ WX] RWLU^MN J^]QX[R]b ]X QR[N JWM*X[ OR[N \]JOO) 5UU Y^[LQJ\N\ V^\] KN Y[N(JYY[X_NM Kb ]QN E^YN[RW]NWMNW] JWM <9E C[N\RMNW]) FQN

[N\YXW\RKRUR]b MXN\ WX] RWLU^MN VJTRWP MNLR\RXW\ [NPJ[MRWP \]JOO KNWNOR]\' YJb[XUU' JYY[X_JU XO ]QNR[ _JLJ]RXW MJb\ X[ \RLT*YN[\XWJU MJb\ RWLU^MRWP JK\NWLN\

KNbXWM ]QN VJaRV^V JUUX`NM \RLT*YN[\XWJU MJb\ XOO %YN[ NVYUXbVNW] LXW][JL] JWM J\ MR[NL]NM Kb ]QN <D 8NYJ[]VNW]&' \]JOO Y[XVX]RXW\' \]JOO ][JW\ON[\ X[

J\\RPWVNW]\' \LQXXU LUX\RWP\' OJLRUR]b ^\N JWM TNb MR\][RK^]RXW JWM LXYbRWP' VJTRWP K^\RWN\\ X[ UNPJU LXW][JL]^JU JWM*X[ LXW\^U]RWP JP[NNVNW]\ XW KNQJUO XO

]QN 5LJMNVb' X[ <JVJMNQ 9M^LJ]RXWJU EN[_RLN\' JWM*X[ DNY[N\NW]J]RXW XO ]QN <9E 6XJ[M C[N\RMNW] ^WUN\\ \YNLRORLJUUb MNUNPJ]NM Kb QN[ RW `[R]RWP)

*65-0+,5;0(30;? 6- 05-694(;065'

FQN NVYUXbNN \QJUU TNNY LXWORMNW]RJU JWM WX] MR\LUX\N' X[ VJTN JWb ^\N XO' NaLNY] OX[ <JVJMNQ 9M^LJ]RXWJU EN[_RLN\ X[ ]QN 5LJMNVRN\d KNWNOR]' J] JWb

]RVN' NR]QN[ M^[RWP X[ \^K\NZ^NW] ]X ]QN ]N[VRWJ]RXW XO ]QN 9VYUXbVNW] 7XW][JL] 5P[NNVNW]' JWb ][JMN \NL[N]\' OX[V^UJN' VN]QXM\' ]NLQWRZ^N\'

LXVY^]J]RXW\' TWX`UNMPN' MJ]J X[ X]QN[ RWOX[VJ]RXW XO ]QN 7XVYJWb JWM \LQXXU\ [NUJ]RWP ]X Y[XM^L]\' Y[XLN\\N\' TWX`(QX`' VJ[TN]RWP' ]NJLQRWP' \NUURWP

RMNJ\' \NUURWP LXWLNY]\' NZ^RYYRWP Y[XLN\\N\' L^\]XVN[ UR\]\' \]JOO RWOX[VJ]RXW' \]^MNW] WJVN\ X[ JMM[N\\N\' \]^MNW] YJ[NW]\d WJVN\ JWM JMM[N\\N\' OX[NLJ\]\'

VJ[TN]RWP YUJW\' \][J]NPRN\' Y[RLRWP \][J]NPRN\' LXVY^]N[ Y[XP[JV\ JWM LXYb[RPQ]JKUN X[ YJ]NW]JKUN VJ]N[RJU\' X[ X]QN[ LXWORMNW]RJU RWOX[VJ]RXW X[ \^KSNL]

VJ]]N[ YN[]JRWRWP ]X ]QN 7XVYJWb$\ X[ \LQXXU\$ K^\RWN\\' X[ JWb XO R]\ LURNW]\' L^\]XVN[\' \]^MNW]\' \]^MNW]\d YJ[NW]\' LXW\^U]JW]\' \^YYURN[\ X[ 5OORURJ]N\'

`QRLQ J 7X_NWJW]N[ VJb Y[XM^LN' ^\N' _RN` X[ X]QN[`R\N JLZ^R[N M^[RWP `QRUN NWPJPNM Y^[\^JW] ]X ]QR\ 5P[NNVNW] %"C[XY[RN]J[b I=WOX[VJ]RXW"&)

:2033:&,>7,90,5*,'

� B[JU LXVY[NQNW\RXW # NaY[N\\RXW \TRUU\' `[R]]NW LXVY[NQNW\RXW # NaY[N\\RXW \TRUU\' _R\^JU JL^R]b ' \YNNLQ LUJ[R]b # [NLXPWR]RXW \TRUU\'

RW]N[YN[\XWJU LXVV^WRLJ]RXW \TRUU\' X[PJWRcJ]RXW JWM YUJWWRWP \TRUU\' Y[XON\\RXWJUR\V' LXVY^]N[ UR]N[JLb' TNbKXJ[M \TRUU\' ]RVN VJWJPNVNW] \TRUU\

,+<*(;065 (5+ ;9(0505.'

� <RPQ \LQXXU MRYUXVJ X[ ;NWN[JU 9M^LJ]RXW 8NP[NN %;98&)

� @RWRV^V ]`X bNJ[\d NaYN[RNWLN X[ ][JRWRWP4 X[ NZ^R_JUNW] LXVKRWJ]RXW XO NM^LJ]RXW JWM NaYN[RNWLN)

7/?:0*(3 +,4(5+:'

FQN YQb\RLJU MNVJWM\ J[N [NY[N\NW]J]R_N XO ]QX\N ]QJ] V^\] KN VN] Kb JW NVYUXbNN ]X \^LLN\\O^UUb YN[OX[V ]QN N\\NW]RJU O^WL]RXW\ XO ]QR\ SXK) FQN

JKRUR]b ]X YN[OX[V ]QN O^WL]RXW\ [NZ^R[N\ \R]]RWP X[ \]JWMRWP OX[ Na]NWMNM YN[RXM\ XO ]RVN) FQN NVYUXbNN XLLJ\RXWJUUb R\ [NZ^R[NM ]X VJW^JUUb VX_N'

URO]' LJ[[b' Y^UU' X[ Y^\Q XKSNL]\ ^Y ]X -/ YX^WM\ RW JMMR]RXW ]X XLLJ\RXWJU \]XXYRWP' KNWMRWP' JWM [NJLQRWP)
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PROFESSIONAL QUALITIES 
� Provides excellent customer service and imparts positive communication with all stakeholders.  
� Maintains professional appearance and behavior appropriate to a public setting and the HES philosophy. 
� Demonstrates professionalism in work ethics, handling confidential information and managing conflicts effectively 
� Performs all duties with quality, efficiency and dedication to the Academy and its Management 
� Follows organizational system for documenting and communicating student progress and/or concerns to stakeholders.  
� Channels concerns to administration for solutions; performs other duties as assigned.  
� Demonstrates flexibility in ensuring that assignments are completed in a timely manner  
� Understands the school mission and adopts and works within the vision and pillars established by HES 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 138) 
enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, submit 
criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under contract in the 
Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the HES Vice President or by the HES President in writing.  Activities that involve any business contractual 
agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be presented to the Academy Board for final 
approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences 
beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff transfers or 
assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting agreements on behalf of 
the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the AcaMNVRN\d KNWNOR]( J] JWb

time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, 
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, 
selling ideas, selling concepts, equipping processes, customer lists, staff information, \]^MNW] WJVN\ X[ JMM[N\\N\( \]^MNW] YJ[NW]\d WJVN\ JWM JMM[N\\N\(

forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other confidential information 
or \^KSNL] VJ]]N[ YN[]JRWRWP ]X ]QN 8XVYJWb%\ X[ \LQXXU\% K^\RWN\\( X[ JWb XO R]\ LURNW]\( L^\]XVN[\( \]^MNW]\( \]^MNW]\d YJ[NW]s, consultants, suppliers or 
Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprietary 
\Information"). 

SKILLS/EXPERIENCE: 
� Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & recognition skills, 

interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time management 
skills 

EDUCATION AND TRAINING:   
� High school diploma or General Education Degree (GED).   
� Minimum two bNJ[\d NaYN[RNWLN or training; or equivalent combination of education and experience. 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. The 
ability to perform the functions requires sitting or standing for extended periods of time. The employee occasionally is required to manually 
move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and Title : Signature: 

Employee Name and Title: Signature: 
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2MB <IRJE( 5KTPUPZ[YH[P]L 5ZZPZ[HU[(6\PSKPUN # :HJPSP[PLZ ,ENAPRKELR( 6ML%1LQRPSCRIMLAJ ;SNNMPR ;RAFF

;SNEPTIQMP( 8PYLJ[VY VM 6\PSKPUNZ' :HJPSP[PLZ # DYHUZWVY[H[PVU HUK

AYPUJPWHS
-KNJMUEP( <HTHKLO 9K\JH[PVUHS CLY]PJLZ %<9C&

*);1+ .=6+<176(

EUKLY [OL KPYLJ[PVU VM [OL 8PYLJ[VY VM 6\PSKPUNZ' :HJPSP[PLZ # DYHUZWVY[H[PVU HUK AYPUJPWHS' WLYMVYTZ H ]HYPL[` VM JSLYPJHS' HKTPUPZ[YH[P]L' HUK VMMPJL

[HZRZ PUJS\KPUN JVTWPSPUN HUK THPU[HPUPUN YLJVYKZ' HUK YLWVY[PUN)

:-;876;1*141<1-;(

,-8):<5-6< 84)6616/ )6, 158:7>-5-6<;

� 5ZZPZ[Z PU KL]LSVWPUN LMMLJ[P]L TL[OVKZ YLSH[LK [V I\PSKPUN HUK MHJPSP[PLZ VM THUHNPUN' JVTWPSPUN' VYNHUPaPUN' HUK [YHJRPUN KLWHY[TLU[

KVJ\TLU[H[PVU HZ HZZPNULK I` Z\WLY]PZVYZ)

� CJHUZ' MPSLZ' HUK WYVJLZZLZ KVJ\TLU[Z HZ YLX\LZ[LK)

� =UW\[Z KH[H' YLJVYKZ' HUK NLULYH[LZ Z[H[PZ[PJHS YLWVY[Z)

� 5ZZPZ[Z ^P[O [OL JVTT\UPJH[PVU HUK KVJ\TLU[H[PVU VM YLWVY[PUN JVUKP[PVUZ VM [OL MHJPSP[PLZ ^P[O JVU[YHJ[VYZ' ]LUKVYZ' Z\WLY]PZVYZ' HUK <9C

AYLZPKLU[)

� CL[Z JSLHY VIQLJ[P]LZ MVY KLWHY[TLU[' WHY[PJPWH[LZ PU PTWYV]LTLU[ WSHUZ I` ZOHYPUN PKLHZ HUK PUW\[ [V LUOHUJL ZLY]PJLZ HUK WYVNYHTZ)

� 5ZZPZ[Z PU JVVYKPUH[PUN HUK THUHNPUN JHSLUKHY HJ[P]P[PLZ YLSH[LK [V I\PSKPUN HUK MHJPSP[PLZ)

� :HJPSP[H[LZ ZJOLK\SPUN' ]LUKVYZ' JVU[YHJ[VYZ' HUK ]PZP[VYZ)

� 5ZZPZ[Z ^P[O [OL HKTPUPZ[YH[PVU VM ZJOLK\SLZ HUK WYVJLK\YLZ MVY [OL KHPS`' VUNVPUN WYL]LU[H[P]L THPU[LUHUJL VM MHJPSP[PLZ)

� 5ZZPZ[Z PU VYKLYPUN HUK THPU[HPUPUN Z\WWS` PU]LU[VY` HUK Z[VJR' WYV]PKLZ MVSSV^ \W VU W\YJOHZL VYKLYZ' WHJRPUN ZSPWZ' HUK YLJLPW[ VM W\YJOHZLZ)

;=8-:>1;176 )6, 1584-5-6<)<176

� 5ZZPZ[Z PU JVVYKPUH[PUN ZLY]PJLZ YLSH[LK [V KLWHY[TLU[ THPU[LUHUJL HUK ZHML[`)

� ?HPU[HPUZ \W([V(KH[L YLJVYKZ VM ]LUKVYZ' JVU[YHJ[VYZ' ]PZP[VYZ' L[J)

� ALYMVYTZ ]HYPL[` VM JSLYPJHS K\[PLZ HZ HZZPNULK I` C\WLY]PZVY' AYPUJPWHS' HUK C\WLYPU[LUKLU[)

� 5ZZPZ[Z PU KLWHY[TLU[ HJ[P]P[PLZ HUK YLJVYK RLLWPUN)

� 5ZZPZ[Z PU THRPUN W\YJOHZLZ WLY W\YJOHZPUN WVSPJ` HUK THPU[HPUPUN PU]LU[VY` VM I\PSKPUN THPU[LUHUJL HUK J\Z[VKPHS Z\WWSPLZ' LX\PWTLU[' HUK

[VVSZ)

� 9MMLJ[P]LS` JVTT\UPJH[LZ ^P[O Z[HRLOVSKLYZ4 HKKYLZZLZ [OLPY ULLKZ [V LUZ\YL ZH[PZMHJ[VY` J\Z[VTLY ZLY]PJL PUJS\KPUN LZJHSH[PUN ZP[\H[PVUZ [OH[

ULLK HJ[PVU HZ ULJLZZHY` [V [OL <9C AYLZPKLU[ HUK C\WLYPU[LUKLU[)

� :VSSV^Z \W ^P[O Z[HMM [V JVSSLJ[ HZZPNUTLU[Z HUK YLWVY[Z HUK LUZ\YL JVTWSPHUJL ^P[O SVJHS HUK C[H[L YLX\PYLTLU[Z' 5JHKLT` 6VHYK HUK <9C

HKTPUPZ[YH[PVU)

8:7.-;;176)4 4-):616/ 7887:<=61<1-; "847Q#

� 5[[LUKZ HSS HWWYVWYPH[L [YHPUPUN HUK KL]LSVWTLU[ WYVNYHTZ' TLL[PUNZ' HUK HJ[P]P[PLZ)

� BLJVYKZ TPU\[LZ VM KLWHY[TLU[ TLL[PUNZ HUK [YHPUPUN ZLZZPVUZ HZ TH` IL YLX\PYLK)

� 9UZ\YLZ [PTLS` HUK JVTWSL[L WHY[PJPWH[PVU PU HUK KVJ\TLU[H[PVU VM TLL[PUNZ)

� 5[[LUKZ Z[HMM TLL[PUNZ' [YHPUPUN' HUK ZJOVVS L]LU[Z HZ YLX\PYLK)

� ;\PKLZ Z[HMM' JVU[YHJ[VYZ' HUK ]LUKVYZ [V LUZ\YL [OL ZTVV[O VWLYH[PVU VM [OL ZJOVVS)

� ASHUZ WLYZVUHS KL]LSVWTLU[ NVHSZ [V IL JVUZPZ[LU[ ^P[O HUK Z\WWVY[P]L VM QVI YLX\PYLTLU[Z HUK [OL <9C Z[\KLU[ ^LSS(ILPUN)

:-;=4<; )6, ,)<) 5)6)/-5-6<

� 7YLH[LZ ZWYLHKZOLL[Z' KH[HIHZLZ' HNLUKHbZ' UV[PJLZ' WYLZLU[H[PVUZ' HUK YLWVY[Z HZ HZZPNULK HUK HWWYV]LK I` C\WLY]PZVYZ)

� EZLZ KH[H [V N\PKL KLJPZPVU(THRPUN HUK MVYT\SH[PVU VM YLJVTTLUKH[PVUZ HUK PTWYV]LTLU[Z MVY [OL 8LWHY[TLU[)

� @YNHUPaLZ HUK WYLZLY]LZ WHWLY HUK JVTW\[LY MPSLZ MVY LMMPJPLU[ YLMLYLUJL HUK VWLYH[PVU)

� CJHUZ' MPSLZ' HUK WYVJLZZLZ THPS HUK KVJ\TLU[Z HZ YLX\LZ[LK I` Z\WLY]PZVYZ)

� BLJVYKZ KLWHY[TLU[ KH[H VU[V [OL JVTW\[LY NLULYH[LZ Z[H[PZ[PJHS YLWVY[Z VU3 [YHUZWVY[H[PVU' W\YJOHZLZ' Z[HMM' WHYLU[Z' ]LUKVYZ' HUK JVU[YHJ[VYZ)

� ?HUHNLZ JVW` THJOPUL THPU[LUHUJL HUK YLJVYKZ' YV\[PULS` L_HTPULZ PU]LU[VY` VM VMMPJL THJOPULZ' M\YUP[\YL' HUK Z\WWSPLZ)

:-87:<16/ )6, +75841)6+-

� BLWVY[Z HSS JVTWSHPU[Z' HJ[PVUZ' HUK PZZ\LZ YLSH[LK [V ZJOVVS [V C\WLY]PZVYZ)

� 7VU[LTWSH[LZ HUK YLMSLJ[Z \WVU C\WLY]PZVYZ KPYLJ[P]LZ HUK Z[HRLOVSKLY MLLKIHJR [V PTWYV]L PUKP]PK\HS WLYMVYTHUJL4 WYVTV[LZ WVZP[P]L ^VYRPUN

LU]PYVUTLU[' VWLYH[LZ WYVMLZZPVUHSS` HUK JV\Y[LV\ZS` HZ [V PUZ\YL Z[HRLOVSKLYZ$ ZH[PZMHJ[PVU)

� 5ZZPZ[Z PU WYVJLZZPUN VM HSS Z[\KLU[ LUYVSSTLU[ HUK HKTPZZPVUZ KVJ\TLU[H[PVU HZ TH` IL YLX\PYLK I` SVJHS HUK C[H[L H\[OVYP[PLZ' CJOVVS 6VHYK'

HUK [OL <9C HKTPUPZ[YH[PVU)

� 7VTWSPLZ ^P[O HSS KPZ[YPJ[' ZJOVVS' HUK KLWHY[TLU[HS WVSPJPLZ [V \WOVSK :9BA5 WYV[LJ[PVUZ VM JVUMPKLU[PHSP[` HUK THUKH[VY` KHPS` VWLYH[PVUZ)

� BLJVYKZ' [YHJRZ' HUK NLULYH[L YLWVY[Z VU Z[\KLU[*Z[HMM H[[LUKHUJL' SH[L HYYP]HS' LHYS` KPZTPZZHS' ]PZP[VYZ' Z\IZ[P[\[L*Z[HMM [PTL JHYKZ HZ HZZPNULK4

THPU[HPUZ HJJ\YH[L HUK \WKH[LK KH[HIHZL' YLJVYKZ' YLWVY[Z' HUK JOLJRSPZ[Z)
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8:7.-;;176)4 9=)41<1-;

� AYV]PKLZ L_JLSSLU[ J\Z[VTLY ZLY]PJL HUK PTWHY[Z WVZP[P]L JVTT\UPJH[PVU ^P[O HSS Z[HRLOVSKLYZ)

� ?HPU[HPUZ WYVMLZZPVUHS HWWLHYHUJL HUK ILOH]PVY HWWYVWYPH[L [V H W\ISPJ ZL[[PUN HUK [OL <9C WOPSVZVWO`)

� 8LTVUZ[YH[LZ WYVMLZZPVUHSPZT PU ^VYR L[OPJZ' OHUKSPUN JVUMPKLU[PHS PUMVYTH[PVU HUK THUHNPUN JVUMSPJ[Z LMMLJ[P]LS`

� ALYMVYTZ HSS K\[PLZ ^P[O X\HSP[`' LMMPJPLUJ` HUK KLKPJH[PVU [V [OL 5JHKLT` HUK P[Z ?HUHNLTLU[

� :VSSV^Z VYNHUPaH[PVUHS Z`Z[LT MVY KVJ\TLU[PUN HUK JVTT\UPJH[PUN Z[\KLU[ WYVNYLZZ HUK*VY JVUJLYUZ [V Z[HRLOVSKLYZ)

� 7OHUULSZ JVUJLYUZ [V HKTPUPZ[YH[PVU MVY ZVS\[PVUZ4 WLYMVYTZ V[OLY K\[PLZ HZ HZZPNULK)

� 8LTVUZ[YH[LZ MSL_PIPSP[` PU LUZ\YPUN [OH[ HZZPNUTLU[Z HYL JVTWSL[LK PU H [PTLS` THUULY

� EUKLYZ[HUKZ [OL ZJOVVS TPZZPVU HUK HKVW[Z HUK ^VYRZ ^P[OPU [OL ]PZPVU HUK WPSSHYZ LZ[HISPZOLK I` <9C

;).-<@ 4-/1;4)<176(

<9C PZ JVTTP[[LK [V [OL TH_PT\T ZHML[` VM P[Z Z[\KLU[Z HUK LTWSV`LLZ) <9C ^PSS JVTWS` ^P[O [OL "CJOVVS CHML[`" SLNPZSH[PVU %-++/ A5 ,-2(,., HUK ,.1&

LUHJ[LK PU SH^ LMMLJ[P]L >HU\HY` ,' -++0) 5Z H JVUKP[PVU VM LTWSV`TLU[' <9C ^PSS YLX\PYL [OH[ LHJO UL^ LTWSV`LL OPYLK HM[LY >HU\HY` ,' -++0' Z\ITP[ JYPTPUHS

IHJRNYV\UK JOLJRZ MVY HSS M\SS([PTL HUK WHY[([PTL LTWSV`LLZ HUK MVY PUKP]PK\HSZ HZZPNULK [V YLN\SHYS` HUK JVU[PU\V\ZS` ^VYR \UKLY JVU[YHJ[ PU [OL 5JHKLT`

WYPVY [V [OL MPYZ[ KH` VM LTWSV`TLU[)

)88:7>)4;(

5SS HJ[P]P[PLZ YLX\PYPUN Z\WLY]PZVYbZ YL]PL^ T\Z[ IL WYL(HWWYV]LK I` [OL PTTLKPH[L Z\WLY]PZVY ILMVYL [OLPY MPUHS PTWSLTLU[H[PVU HZ TH` IL JVUZPZ[LU[ ^P[O

[OL WVSPJPLZ PU [OL @A? ?HU\HS HUK WVSPJPLZ VY HZ TH` IL KLSLNH[LK I` [OL <9C FPJL AYLZPKLU[ VY I` [OL <9C AYLZPKLU[ PU ^YP[PUN) 5J[P]P[PLZ [OH[ PU]VS]L

HU` I\ZPULZZ JVU[YHJ[\HS HNYLLTLU[Z VY TVUL[HY` JVZ[ T\Z[ IL WYL(HWWYV]LK I` [OL <9C AYLZPKLU[ VY FPJL AYLZPKLU[ HUK TH` ULLK [V IL WYLZLU[LK [V [OL

5JHKLT` 6VHYK MVY MPUHS HWWYV]HS)

-?+4=;176;(

DOL YLZWVUZPIPSP[` KVLZ UV[ PUJS\KL H\[OVYP[` [V OPYL HUK*VY MPYL VM Z[HMM) 5SS W\YJOHZLZ T\Z[ IL WYL(HWWYV]LK I` [OL C\WLYPU[LUKLU[ HUK <9C AYLZPKLU[) DOL

YLZWVUZPIPSP[` KVLZ UV[ PUJS\KL THRPUN KLJPZPVUZ YLNHYKPUN Z[HMM ILULMP[Z' WH`YVSS' HWWYV]HS VM [OLPY ]HJH[PVU KH`Z VY ZPJR*WLYZVUHS KH`Z PUJS\KPUN HIZLUJLZ

IL`VUK [OL TH_PT\T HSSV^LK ZPJR*WLYZVUHS KH`Z VMM %WLY LTWSV`TLU[ JVU[YHJ[ HUK HZ KPYLJ[LK I` [OL <B 8LWHY[TLU[&' Z[HMM WYVTV[PVUZ' Z[HMM [YHUZMLYZ VY

HZZPNUTLU[Z' ZJOVVS JSVZPUNZ' MHJPSP[` \ZL HUK RL` KPZ[YPI\[PVU HUK JVW`PUN' THRPUN I\ZPULZZ VY SLNHS JVU[YHJ[\HS HUK*VY JVUZ\S[PUN HNYLLTLU[Z VU ILOHSM VM

[OL 5JHKLT`' VY <HTHKLO 9K\JH[PVUHS CLY]PJLZ' HUK*VY BLWYLZLU[H[PVU VM [OL <9C 6VHYK AYLZPKLU[ \USLZZ ZWLJPMPJHSS` KLSLNH[LK I` OLY PU ^YP[PUN)

+76.1,-6<1)41<@ 7. 16.7:5)<176(

DOL LTWSV`LL ZOHSS RLLW JVUMPKLU[PHS HUK UV[ KPZJSVZL' VY THRL HU` \ZL VM' L_JLW[ MVY <HTHKLO 9K\JH[PVUHS CLY]PJLZ VY [OL 5JHKLTPLZb ILULMP[' H[ HU`

[PTL' LP[OLY K\YPUN VY Z\IZLX\LU[ [V [OL [LYTPUH[PVU VM [OL 9TWSV`TLU[ 7VU[YHJ[ 5NYLLTLU[' HU` [YHKL ZLJYL[Z' MVYT\SHL' TL[OVKZ' [LJOUPX\LZ'

JVTW\[H[PVUZ' RUV^SLKNL' KH[H VY V[OLY PUMVYTH[PVU VM [OL 7VTWHU` HUK ZJOVVSZ YLSH[PUN [V WYVK\J[Z' WYVJLZZLZ' RUV^(OV^' THYRL[PUN' [LHJOPUN' ZLSSPUN

PKLHZ' ZLSSPUN JVUJLW[Z' LX\PWWPUN WYVJLZZLZ' J\Z[VTLY SPZ[Z' Z[HMM PUMVYTH[PVU' Z[\KLU[ UHTLZ VY HKKYLZZLZ' Z[\KLU[ WHYLU[Zb UHTLZ HUK HKKYLZZLZ' MVYLJHZ[Z'

THYRL[PUN WSHUZ' Z[YH[LNPLZ' WYPJPUN Z[YH[LNPLZ' JVTW\[LY WYVNYHTZ HUK JVW`YPNO[HISL VY WH[LU[HISL TH[LYPHSZ' VY V[OLY JVUMPKLU[PHS PUMVYTH[PVU VY Z\IQLJ[

TH[[LY WLY[HPUPUN [V [OL 7VTWHU`$Z VY ZJOVVSZ$ I\ZPULZZ' VY HU` VM P[Z JSPLU[Z' J\Z[VTLYZ' Z[\KLU[Z' Z[\KLU[Zb WHYLU[Z' JVUZ\S[HU[Z' Z\WWSPLYZ VY 5MMPSPH[LZ'

^OPJO H 7V]LUHU[LY TH` WYVK\JL' \ZL' ]PL^ VY V[OLY^PZL HJX\PYL K\YPUN ^OPSL LUNHNLK W\YZ\HU[ [V [OPZ 5NYLLTLU[ %"AYVWYPL[HY` G=UMVYTH[PVU"&)

;3144;'-?8-:1-6+-(

� @YHS JVTWYLOLUZPVU # L_WYLZZPVU ZRPSSZ' ^YP[[LU JVTWYLOLUZPVU # L_WYLZZPVU ZRPSSZ' ]PZ\HS HJ\P[` ' ZWLLJO JSHYP[` # YLJVNUP[PVU ZRPSSZ'

PU[LYWLYZVUHS JVTT\UPJH[PVU ZRPSSZ' VYNHUPaH[PVU HUK WSHUUPUN ZRPSSZ' WYVMLZZPVUHSPZT' JVTW\[LY SP[LYHJ`' RL`IVHYK ZRPSSZ' [PTL THUHNLTLU[ ZRPSSZ

-,=+)<176 )6, <:)1616/(

� <PNO ZJOVVS KPWSVTH VY ;LULYHS 9K\JH[PVU 8LNYLL %;98&)

� ?PUPT\T [^V `LHYZb L_WLYPLUJL VY [YHPUPUN4 VY LX\P]HSLU[ JVTIPUH[PVU VM LK\JH[PVU HUK L_WLYPLUJL)

80@;1+)4 ,-5)6,;(

DOL WO`ZPJHS KLTHUKZ HYL YLWYLZLU[H[P]L VM [OVZL [OH[ T\Z[ IL TL[ I` HU LTWSV`LL [V Z\JJLZZM\SS` WLYMVYT [OL LZZLU[PHS M\UJ[PVUZ VM [OPZ QVI) DOL

HIPSP[` [V WLYMVYT [OL M\UJ[PVUZ YLX\PYLZ ZP[[PUN VY Z[HUKPUN MVY L_[LUKLK WLYPVKZ VM [PTL) DOL LTWSV`LL VJJHZPVUHSS` PZ YLX\PYLK [V THU\HSS` TV]L'

SPM[' JHYY`' W\SS' VY W\ZO VIQLJ[Z \W [V -/ WV\UKZ PU HKKP[PVU [V VJJHZPVUHS Z[VVWPUN' ILUKPUN' HUK YLHJOPUN)

0AKADEH -DSCARIMLAJ ;EPTICEQ$ 1LC& IQ AL EOSAJ MNNMPRSLIRU EKNJMUEP&

1QQSED ALD )NNPMTED BU(

6AKE ALD <IRJE (
;IGLARSPE(

-KNJMUEE 6AKE ALD <IRJE( ;IGLARSPE(
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0K@ :GPHC& 5LUQVQ[\ZI\Q^M 5[[Q[\IV\ \W \PM E]XMZQV\MVLMV\ *CL?NPICJP& 4KJ#/JOPNQAPGKJ?H 9QLLKNP 9P?DD

9QLCNRGOKN& E]XMZQV\MVLMV\+;9E CZM[QLMV\ +ILHKSCN& ;IUILMP 9L]KI\QWVIT EMZ^QKM[ &;9E'

('9/) ,;4):/54&

CZW^QLM[ PQOP)TM^MT M`MK]\Q^M []XXWZ\ \W \PM E]XMZQV\MVLMV\+;9E XZM[QLMV\( QVKT]LQVO UIVIOQVO KWUXTM` \I[S[ IVL M`MZKQ[QVO

LQ[KZM\QWV IVL QVLMXMVLMV\ R]LOUMV\ \W KWUXTM\M ^IZQW][ XZWRMK\[ IVL QVQ\QI\Q^M[*

8+96549/(/2/:/+9&

*+6'8:3+4: 62'44/4- '4* /3685<+3+4:9

� @IVIOM[ \PM LIa)\W)LIa J][QVM[[ IK\Q^Q\QM[ WN \PM E]XMZQV\MVLMV\+;9E CZM[QLMV\ IVL LMUWV[\ZI\M[ \PM IJQTQ\a \W PIVLTM

KWVNQLMV\QIT QVNWZUI\QWV*

� CZQWZQ\QbM[ IVL PIVLTM[ QV\MZVIT IVL M`\MZVIT KWZZM[XWVLMVKM QVKT]LQVO [KZMMVQVO QVKWUQVO KWV\IK\[ QV \PM UW[\ XZWNM[[QWVIT

UIVVMZ*

� 5K\[ I[ I TMIL QV LM^MTWXQVO IVL QUXTMUMV\QVO [KPWWT)_QLM IVL LMXIZ\UMV\ [XMKQNQK XWTQKQM[ IVL XZWKML]ZM[ QVKT]LQVO XZWKM[[

QUXZW^MUMV\ IVL TMIV \PQVSQVO KWV[Q[\MV\ _Q\P ;9E IVL \PM 5KILMUQM[ UQ[[QWV IVL ^Q[QWV( O]QLMTQVM[ IVL ZMY]QZMUMV\[*

� @IVIOM[ \PM QVQ\QI\QWV IVL IKK]ZI\M IVL \QUMTa KWUXTM\QWV WN 6WIZL WN 9L]KI\QWV UMM\QVO UQV]\M[ QVKT]LQVO ILPMZQVO \W

KWUXTQIVKM _Q\P ?WKIT( E\I\M( :MLMZIT( 5]\PWZQbMZ[ IVL 8Q[\ZQK\ ZMO]TI\QWV[ IVL O]QLMTQVM[*

� @IVIOM[ \PM LM^MTWXUMV\ IVL XZWKM[[QVO WN ITT UIZSM\QVO UI\MZQIT[ QVKT]LQVO KWTTIJWZI\QVO _Q\P ITT LMXIZ\UMV\[ \W QVQ\QI\Q^M

KW[\ [I^QVO[ IVL MTQUQVI\QVO L]XTQKI\QWV WN MNNWZ\[*

� @IVIOM[ IVL []XMZ^Q[M[ \PM 5KILMUa ]VQNWZU XZWOZIU QVKT]LQVO \PM UWVQ\WZQVO IVL LWK]UMV\I\QWV WN QV^WQKM[ IVL XIaUMV\[*

9;6+8</9/54 '4* /362+3+4:':/54

� @IVIOM[ IVL W^MZ[MM[ FPM AI_IT ;IUILMP EKPWTIZ[PQX CZWOZIU( Q\[ LM^MTWXUMV\( XZWKM[[QVO( IVL XZWKML]ZM[ \W MVPIVKM \PM

XZWOZIUc[ WXMZI\QWV*

� 7WUXQTM[ IVL WZOIVQbM[ ZMXWZ\[ IVL UI\MZQIT[ NWZ JW\P M`\MZVIT IVL QV\MZVIT KWUXTQIVKM IVL ZMXWZ\QVO X]ZXW[M[*

� E]XMZ^Q[M[ \PM LM^MTWXUMV\ WN [KPWWT X]JTQKI\QWV[( QVKT]LQVO J]\ VW\ TQUQ\ML \W [\]LMV\)XIZMV\ PIVLJWWS( [KPWWT VM_[TM\\MZ[(

[\]LMV\ \ZIV[KZQX\[ IVL N]VLZIQ[QVO NWZU[ QV ITQOVUMV\ _Q\P ;9E IVL 5KILMUa [XMKQNQKI\QWV[*

� E]XMZ^Q[M[ \PM ;9E UWVMa PIVLTQVO XZWKM[[ QVKT]LQVO LM^MTWXQVO IVL QUXTMUMV\QVO QV\MZVIT KWV\ZWT[ \W MV[]ZM NQLMTQ\a*

� DM[XWV[QJTM NWZ \PM LM^MTWXUMV\ IVL UIQV\MVIVKM WN \PM IVV]IT 5KILMUa KITMVLIZ( MV[]ZQVO KWUXTQIVKM _Q\P \PM 5]\PWZQbMZ[(

@89( 5KILMUQM[ IVL ;9Ec ZMY]QZMUMV\[ IVL O]QLMTQVM[*

685,+99/54'2 2+'84/4- 56658:;4/:/+9

� 5[[Q[\[ QV KWWZLQVI\QVO IVL KWVL]K\QVO [\INN UMM\QVO[ ZMTI\ML \W ^IZQW][ XZWRMK\[ IVL QVQ\QI\Q^M[

� CZW^QLM[ [\ISMPWTLMZ[ _Q\P VMKM[[IZa XZWNM[[QWVIT LM^MTWXUMV\ WXXWZ\]VQ\QM[ I[ UIa JM LQZMK\ML Ja \PM E]XMZQV\MVLMV\ \W

MVPIVKM \PM W]\KWUM[ WN ^IZQW][ QVQ\QI\Q^M[ \W XW[Q\Q^MTa QUXIK\ \PM W]\KWUM[ WN XZWRMK\[*

� EM\[ IVL ZMIKPM[ W_V OWIT[ NWZ [MTN)QUXZW^MUMV\ KWV[Q[\MV\ _Q\P \PM RWJ ZMY]QZMUMV\[ IVL+WZ [KPWWT VMML[*

� 5\\MVL[ UMM\QVO[ IVL \ZIQVQVO I[ UIa JM VMKM[[IZa IVL I[ UIa JM LQZMK\ML Ja \PM []XMZ^Q[WZ \W MVPIVKM \PM VMMLML [SQTT[ NWZ

\PQ[ XW[Q\QWV*

� 9V[]ZM[ \QUMTa IVL KWUXTM\M XIZ\QKQXI\QWV QV IVL LWK]UMV\I\QWV WN C?B[ _PMZM IXXTQKIJTM*

8+9;2:9 '4* *':' 3'4'-+3+4:

� @IVIOM[ LMXIZ\UMV\ IK\Q^Q\QM[ _Q\P NQLMTQ\a QV KWUXTQIVKM _Q\P ITT Z]TM[( ZMO]TI\QWV[( XWTQKQM[( UIVLI\M[( IVL [\IVLIZL[

� 7WV[Q[\MV\Ta M^IT]I\M[ LMXIZ\UMV\ XZWOZM[[ QVKT]LQVO QVQ\QI\QVO LQ[K][[QWV \W QLMV\QNa IZMI[ WN VMML( XZWKM[[ QUXZW^MUMV\ IVL

MV[]ZQVO MNNQKQMV\ WXMZI\QWV WN J][QVM[[ IK\Q^Q\QM[

� DM[XWV[QJTM NWZ PIVLTQVO KWUXTM` IVL KWVNQLMV\QIT UI\\MZ[ \PI\ IZM WN [QOVQNQKIVKM \W ;9E IVL \PM IKILMUQM[*

� CMZNWZU[ KWUXTM` ILUQVQ[\ZI\Q^M L]\QM[ IVL \I[S[ \W []XXWZ\ XZWRMK\[ IVL QVQ\QI\Q^M[ QVKT]LQVO ][QVO LQ[KZM\QWV IVL QVLMXMVLMV\

R]LOUMV\ \W UISM LMKQ[QWV[*

� DM[XWV[QJTM NWZ XTIVVQVO ZMXWZ\QVO IK\Q^Q\QM[ IVL MV[]ZQVO -,,# KWUXTQIVKM _Q\P \PM 5]\PWZQbMZ[ 9XQKMV\MZ ZMXWZ\QVO

ZMY]QZMUMV\[ IVL UMM\QVO LMILTQVM[*

8+658:/4- '4* )5362/'4)+

� DM[XWV[QJTM NWZ \PM I]LQ\ WN IVL KWUXTQIVKM _Q\P ;9E O]QLMTQVM[ LMXIZ\UMV\ X]ZKPI[M[ QVKT]LQVO QVQ\QI\QVO IVL WJ\IQVQVO

IXXZWXZQI\M I]\PWZQbI\QWV[ IVL IXXZW^IT[*

� 7WWZLQVI\M[ [\INN( [KPWWT IVL KWUU]VQ\a M^MV\[ IVL XMZNWZU[ W\PMZ L]\QM[ I[ UIa JM I[[QOVML Ja []XMZ^Q[WZ*
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� EMZ^M[ I[ I XWQV\ WN KWV\IK\ _Q\P 5KILMUa 6WIZL WN 8QZMK\WZ[( 5]\PWZQbMZ[ IVL W\PMZ ML]KI\QWVIT WZ KWUU]VQ\a QV[\Q\]\QWV[*

� 7WUXQTM[ ^IZQW][ KWUXTM` ZMXWZ\[ IVL LI\I ZMKWZL[ \W MV[]ZM IKK]ZIKa( KWUXTM\MVM[[( IVL \QUMTa []JUQ\\IT*

� >MMX[ \PM E]XMZ^Q[WZ QVNWZUML WN SMa LM^MTWXUMV\[ QVKT]LQVO UI\\MZ[ WN [QOVQNQKIVKM \W ;9E MV[]ZQVO XZWXMZ IK\QWV Q[ \ISMV*

685,+99/54'2 7;'2/:/+9

� CMZNWZU[ ITT L]\QM[ _Q\P Y]ITQ\a( MNNQKQMVKa( IVL LMLQKI\QWV \W \PM 5KILMUQM[ IVL \PMQZ @IVIOMUMV\*

� 8MUWV[\ZI\M[ XZWNM[[QWVITQ[U _Q\P \PM PQOPM[\ _WZS M\PQK[ QV PIVLTQVO KWVNQLMV\QIT QVNWZUI\QWV IVL UIVIOQVO KWVNTQK\[*

� 8MUWV[\ZI\M[ NTM`QJQTQ\a IVL PI[ I [MV[M WN ]ZOMVKa QV XZQWZQ\QbQVO _WZS IVL LMXIZ\UMV\ IK\Q^Q\QM[*

� @IQV\IQV[ I XZWNM[[QWVIT IVL XW[Q\Q^M KWUU]VQKI\QWV _Q\P ITT UMUJMZ[ WN \PM 6WIZL WN 8QZMK\WZ[( 5KILMUQM[ [\INN( XIZMV\[( [\]LMV\[

IVL KWUU]VQ\a UMUJMZ[*

� CMZNWZU[ W\PMZ L]\QM[ I[ UIa JM I[[QOVML Ja \PM E]XMZQV\MVLMV\+;9E CZM[QLMV\ WZ PMZ LM[QOVMM*

9',+:> 2+-/92':/54&

;9E Q[ KWUUQ\\ML \W \PM UI`QU]U [INM\a WN Q\[ [\]LMV\[ IVL MUXTWaMM[* ;9E _QTT KWUXTa _Q\P \PM "EKPWWT EINM\a" TMOQ[TI\QWV &.,,0 C5

-.3)-/- IVL -/2' MVIK\ML QV TI_ MNNMK\Q^M =IV]IZa -( .,,1* 5[ I KWVLQ\QWV WN MUXTWaUMV\( ;9E _QTT ZMY]QZM \PI\ MIKP VM_ MUXTWaMM PQZML

IN\MZ =IV]IZa -( .,,1( []JUQ\ KZQUQVIT JIKSOZW]VL KPMKS[ NWZ ITT N]TT)\QUM IVL XIZ\)\QUM MUXTWaMM[ IVL NWZ QVLQ^QL]IT[ I[[QOVML \W ZMO]TIZTa

IVL KWV\QV]W][Ta _WZS ]VLMZ KWV\ZIK\ QV \PM 5KILMUa XZQWZ \W \PM NQZ[\ LIa WN MUXTWaUMV\*

'6685<'29&

5TT IK\Q^Q\QM[ U][\ JM XZM)IXXZW^ML Ja \PM QUUMLQI\M []XMZ^Q[WZ JMNWZM \PMQZ NQVIT QUXTMUMV\I\QWV I[ UIa JM KWV[Q[\MV\ _Q\P \PM XWTQKQM[ QV

\PM BC@ @IV]IT IVL XWTQKQM[ WZ I[ UIa JM LMTMOI\ML Ja \PM ;9E GQKM CZM[QLMV\ WZ Ja \PM ;9E CZM[QLMV\ QV _ZQ\QVO* 5K\Q^Q\QM[ \PI\ QV^WT^M

IVa J][QVM[[ KWV\ZIK\]IT IOZMMUMV\[ WZ UWVM\IZa KW[\ U][\ JM XZM)IXXZW^ML Ja \PM ;9E CZM[QLMV\ WZ GQKM CZM[QLMV\ IVL UIa VMML \W JM

XZM[MV\ML \W \PM 5KILMUa 6WIZL NWZ NQVIT IXXZW^IT*

+=)2;9/549&

FPM ZM[XWV[QJQTQ\a LWM[ VW\ QVKT]LM PQZQVO WZ NQZQVO WN [\INN* 5TT X]ZKPI[M[ U][\ JM XZM)IXXZW^ML Ja \PM E]XMZQV\MVLMV\ IVL ;9E

CZM[QLMV\* FPM ZM[XWV[QJQTQ\a LWM[ VW\ QVKT]LM UISQVO LMKQ[QWV[ ZMOIZLQVO [\INN JMVMNQ\[( XIaZWTT( IXXZW^IT WN \PMQZ ^IKI\QWV LIa[ WZ

[QKS+XMZ[WVIT LIa[ QVKT]LQVO IJ[MVKM[ JMaWVL \PM UI`QU]U ITTW_ML [QKS+XMZ[WVIT LIa[ WNN &XMZ MUXTWaUMV\ KWV\ZIK\ IVL I[ LQZMK\ML Ja \PM

;D 8MXIZ\UMV\'( [\INN XZWUW\QWV[( [\INN \ZIV[NMZ[ WZ I[[QOVUMV\[( [KPWWT KTW[QVO[( NIKQTQ\a ][M IVL SMa LQ[\ZQJ]\QWV IVL KWXaQVO( UISQVO

J][QVM[[ WZ TMOIT KWV\ZIK\]IT IVL+WZ KWV[]T\QVO IOZMMUMV\[ WV JMPITN WN \PM 5KILMUa( WZ ;IUILMP 9L]KI\QWVIT EMZ^QKM[( IVL+WZ

DMXZM[MV\I\QWV WN \PM ;9E 6WIZL CZM[QLMV\ ]VTM[[ [XMKQNQKITTa LMTMOI\ML Ja PMZ QV _ZQ\QVO*

)54,/*+4:/'2/:> 5, /4,583':/54&

FPM MUXTWaMM [PITT SMMX KWVNQLMV\QIT IVL VW\ LQ[KTW[M( WZ UISM IVa ][M WN( M`KMX\ NWZ ;IUILMP 9L]KI\QWVIT EMZ^QKM[ WZ \PM 5KILMUQM[c

JMVMNQ\( I\ IVa \QUM( MQ\PMZ L]ZQVO WZ []J[MY]MV\ \W \PM \MZUQVI\QWV WN \PM 9UXTWaUMV\ 7WV\ZIK\ 5OZMMUMV\( IVa \ZILM [MKZM\[( NWZU]TIM(

UM\PWL[( \MKPVQY]M[( KWUX]\I\QWV[( SVW_TMLOM( LI\I WZ W\PMZ QVNWZUI\QWV WN \PM 7WUXIVa IVL [KPWWT[ ZMTI\QVO \W XZWL]K\[( XZWKM[[M[(

SVW_)PW_( UIZSM\QVO( \MIKPQVO( [MTTQVO QLMI[( [MTTQVO KWVKMX\[( MY]QXXQVO XZWKM[[M[( K][\WUMZ TQ[\[( [\INN QVNWZUI\QWV( [\]LMV\ VIUM[ WZ

ILLZM[[M[( [\]LMV\ XIZMV\[c VIUM[ IVL ILLZM[[M[( NWZMKI[\[( UIZSM\QVO XTIV[( [\ZI\MOQM[( XZQKQVO [\ZI\MOQM[( KWUX]\MZ XZWOZIU[ IVL

KWXaZQOP\IJTM WZ XI\MV\IJTM UI\MZQIT[( WZ W\PMZ KWVNQLMV\QIT QVNWZUI\QWV WZ []JRMK\ UI\\MZ XMZ\IQVQVO \W \PM 7WUXIVa%[ WZ [KPWWT[%

J][QVM[[( WZ IVa WN Q\[ KTQMV\[( K][\WUMZ[( [\]LMV\[( [\]LMV\[c XIZMV\[( KWV[]T\IV\[( []XXTQMZ[ WZ 5NNQTQI\M[( _PQKP I 7W^MVIV\MZ UIa

XZWL]KM( ][M( ^QM_ WZ W\PMZ_Q[M IKY]QZM L]ZQVO _PQTM MVOIOML X]Z[]IV\ \W \PQ[ 5OZMMUMV\ &"CZWXZQM\IZa H<VNWZUI\QWV"'*

91/229%+=6+8/+4)+&

� BZIT KWUXZMPMV[QWV $ M`XZM[[QWV [SQTT[( _ZQ\\MV KWUXZMPMV[QWV $ M`XZM[[QWV [SQTT[( ^Q[]IT IK]Q\a( [XMMKP KTIZQ\a $

ZMKWOVQ\QWV [SQTT[( QV\MZXMZ[WVIT KWUU]VQKI\QWV [SQTT[( WZOIVQbI\QWV IVL XTIVVQVO [SQTT[( XZWNM[[QWVITQ[U( KWUX]\MZ

TQ\MZIKa( SMaJWIZL [SQTT[( \QUM UIVIOMUMV\ [SQTT[

+*;)':/54 '4* :8'/4/4-&

� 6IKPMTWZc[ 8MOZMM QV 6][QVM[[ 5LUQVQ[\ZI\QWV( 9L]KI\QWV( WZ IVa ZMTI\ML NQMTL*

� @QVQU]U \_W aMIZ[c M`XMZQMVKM WZ \ZIQVQVO4 WZ MY]Q^ITMV\ KWUJQVI\QWV WN ML]KI\QWV IVL M`XMZQMVKM*

6.>9/)'2 *+3'4*9&

FPM XPa[QKIT LMUIVL[ IZM ZMXZM[MV\I\Q^M WN \PW[M \PI\ U][\ JM UM\ Ja IV MUXTWaMM \W []KKM[[N]TTa XMZNWZU \PM M[[MV\QIT N]VK\QWV[ WN

\PQ[ RWJ* DMY]QZM[ XZWTWVOML [Q\\QVO WZ [\IVLQVO* BKKI[QWVITTa ZMY]QZM[ XPa[QKIT M`MZ\QWV \W UIV]ITTa UW^M( TQN\( KIZZa( X]TT( WZ X][P

PMI^a WJRMK\[ ]X \W .0 XW]VL[* BKKI[QWVIT [\WWXQVO( JMVLQVO( IVL ZMIKPQVO*

.?I?BCF +BQA?PGKJ?H 9CNRGACO" /JA$ GO ?J CMQ?H KLLKNPQJGPS CILHKSCN$

/OOQCB ?JB 'LLNKRCB @S&

4?IC ?JB :GPHC &
9GEJ?PQNC&

+ILHKSCC 4?IC ?JB :GPHC& 9GEJ?PQNC&
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1KA ;GPHD' 4]]S]^KX^ B\SXMSZKV # 7S]^\SM^ 6YY\NSXK^Y\

YP 6_\\SM_V_W # <X]^\_M^SYXKV 6YKMR
+DL@NPIDJP' <X]^\_M^SYXKV 4NWSXS]^\K^SYX

:QLDNRGOKN' B\SXMSZKV ,ILHKSDN' ;KWKNOR 8N_MK^SYXKV EO\`SMO] %;8E&

)(:0* -<5*;065'

4]]S]^] SX ^RO YZO\K^SYX' O`KV_K^SYX KXN WYNSPSMK^SYX YP ^RO 4MKNOWce] Z\YQ\KW] YPPO\ON Lc ^RO 4MKNOWc KXN ]^\S`O] ^Y

Z\Y`SNO K ]KPO KXN ]OM_\O VOK\XSXQ OX`S\YXWOX^ PY\ KVV ]^_NOX^] KXN ]^KPP _XNO\ ^RO NS\OM^SYX YP ^RO B\SXMSZKV) 4]]S]^] ^RO

B\SXMSZKV SX Z\Y`SNSXQ PY\ Z\YZO\ SX]^\_M^SYX KXN ]_ZO\`S]SYX YP ]^_NOX^] KXN ]^KPP SX KMMY\NKXMO aS^R ^RO ]^K^ON WS]]SYX KXN

QYKV] YP ^RO 4MKNOWc3 ]_ZO\`S]O] ^RO M_\\SM_V_W KVSQXWOX^ MYWWS^^OO PY\ ^RO 7OZK\^WOX^3 SX ^RO NO`OVYZWOX^ YP ]^KXNK\N](

LK]ON M_\\SM_V_W KXN K]]O]]WOX^ YZZY\^_XS^SO]' \O]OK\MR(LK]ON SX]^\_M^SYXKV WO^RYN] KXN ^RO KVSQXSXQ YP WK^O\SKV] KXN
\O]Y_\MO] ^Y M_\\SM_V_W Y_^MYWO])

9,:765:0)030;0,:'

+,7(9;4,5; 73(5505. (5+ 04796=,4,5;:

Assistant Principal  & District Coordinator of Curriculum 
� 4]]S]^] SX ^RO Y`O\KVV YZO\K^SYX YP KVV ^RO 4MKNOWce] KM^S`S^SO] KXN Z\YQ\KW] Lc OX]_\SXQ ]KPO^c' [_KVS^c ZO\PY\WKXMO KXN

SWZVOWOX^K^SYX YP KVV ;8E KXN ^RO 4MKNOWce] ZYVSMSO])

� 4]]S]^] ^RO B\SXMSZKV SX VOKNSXQ KXN NS\OM^SXQ ^RO Y`O\KVV ZVKXXSXQ' NO`OVYZWOX^' SWZVOWOX^K^SYX' KXN O`KV_K^SYX YP ^RO

4MKNOWce] SX]^\_M^SYXKV KXN ]^KPP NO`OVYZWOX^ Z\YQ\KW] aS^R ZK\^SM_VK\ PYM_] YX K]]O]]WOX^] KXN ]^_NOX^ KMRSO`OWOX^)

� BK\^SMSZK^O] SX ^RO MYY\NSXK^SYX' NO`OVYZWOX^' KXN SWZVOWOX^K^SYX YP ^RO EMRYYV <WZ\Y`OWOX^ BVKX %E<B&)

� 4]]S]^] SX Y`O\]OOSXQ ^RO NO`OVYZWOX^' SWZVOWOX^K^SYX KXN WYXS^Y\SXQ YP ^RO 4MRSO`OWOX^ 6KWZO\] B\YQ\KW %46B&
KXN ]_WWO\ ZVKX] KXN Z\YQ\KW] ^Y OX]_\O KVSQXWOX^ aS^R ^RO E<B)

� BVKX]' O`KV_K^O]' KXN \OMYWWOXN] Z\YQ\KW] KXN ]^_NOX^ KM^S`S^SO]' ]ZOMSKV O`OX^]' ZYVSMSO]' QYKV] KXN YLTOM^S`O] OX]_\SXQ

^ROS\ KVSQXWOX^ aS^R ^RO E<B)

� 6YVVKLY\K^O] aS^R NS]^\SM^ MYVVOKQ_O] ^Y MYX]^\_M^ LOXMRWK\U VO]]YX] KXN ^Y ZVKX KXN WKXKQO] ^RO NO`OVYZWOX^ YP

]^KXNK\N](LK]ON M_\\SM_V_W' SX]^\_M^SYX' K]]O]]WOX^ ZVKX]' KXN ]^\K^OQSO])

� 8X]_\O] ^RK^ KVV ^Ob^LYYU] K\O _]ON OPPOM^S`OVc K] K \O]Y_\MO ^Y WOO^ M_\\SM_V_W QYKV]

� 4]]S]^] SX ^RO MYY\NSXK^SYX KXN SX NO`OVYZWOX^ YP KX 4XX_KV 7OZK\^WOX^ <WZ\Y`OWOX^ BVKX aS^R MVOK\Vc ]^K^ON QYKV] KXN

YLTOM^S`O])

� 4]]S]^] SX Z_\MRK]SXQ KXN \O[_S]S^SYX YP SX]^\_M^SYXKV WK^O\SKV])

� IY\U] MYVVKLY\K^S`OVc aS^R Y^RO\] YX M_\\SM_V_W KXN SX]^\_M^SYXKV ZVKXXSXQ' NOZK\^WOX^ ZVKXXSXQ' KXN aSVV _^SVSdO KXN

SWZVOWOX^ POONLKMU P\YW ]_ZO\`S]Y\)

Instructional Coach 
� EO\`O] K] ^RO MYKMR KXN WOX^Y\ SX ^RO MY\O ]_LTOM^ K\OK%]& ^Y PKMSVS^K^O NSPPO\OX^SK^ON SX]^\_M^SYX KXN MYVVKLY\K^SYX KWYXQ

^RO ^OKMRO\])

� 9KMSVS^K^O] ^RO Z\YZO\ MYX]^\_M^SYX YP LOXMRWK\U VO]]YX]3 ZVKX] KXN WKXKQO] ^RO NO`OVYZWOX^ YP ]^KXNK\N](LK]ON

M_\\SM_V_W' SX]^\_M^SYX KXN K]]O]]WOX^ ZVKX] KXN ]^\K^OQSO])

� 9KMSVS^K^O] ^RO OPPOM^S`O _]O YP KVV MY\O ]_LTOM^%]& ^Ob^LYYU]' \O]Y_\MO] KXN SX]^\_M^SYXKV WK^O\SKV] ^Y WOO^ ^RO M_\\SM_V_W

QYKV] KXN MYY\NSXK^O] ^RO M\OK^SYX*_ZNK^SXQ YP ^ROWO]*_XS^] aS^RSX ^RO MY\O ]_LTOM^%]&)

� EO\`O] K] ^RO PKMSVS^K^Y\ PY\ ^RO MY\O ]_LTOM^%]& Lc SNOX^SPcSXQ KXN K]]S]^SXQ SX ^RO KNYZ^SYX YP M_\\SM_V_W \O]Y_\MO] KXN

WKSX^KSXSXQ SX`OX^Y\c)

� 9KMSVS^K^O] ^RO NO`OVYZWOX^ YP KX KXX_KV MY\O ]_LTOM^%]& ZVKX aS^R MVOK\Vc ]^K^ON QYKV] KXN YLTOM^S`O])

� 9KMSVS^K^O] ^RO Z_\MRK]O KXN \O[_S]S^SYX YP SX]^\_M^SYXKV WK^O\SKV] ^Y ]_ZZY\^ ^OKMRO\] KXN ^RO E<B QYKV])

� IY\U] MYVVKLY\K^S`OVc aS^R Y^RO\ ^OKW WOWLO\] YX M_\\SM_V_W KXN SX]^\_M^SYXKV ZVKXXSXQ' NOZK\^WOX^ ZVKXXSXQ' KXN aSVV

KMMOZ^ KXN KM^ _ZYX POONLKMU P\YW ]_ZO\`S]Y\)

� 6YVVKLY\K^O] aS^R KNWSXS]^\K^Y\] KXN ^OKMRO\] ^Y OX]_\O ^RO Z\YZO\ SWZVOWOX^K^SYX YP ^RO ]MRYYVe] K]]O]]WOX^ Z\YQ\KW

%E^KXNK\NSdON KXN Y^RO\ ^cZO] YP K]]O]]WOX^]&)

:<7,9=0:065 (5+ 0473,4,5;(;065

Assistant Principal& District Coordinator of Curriculum 
� 4]]S]^] SX ^RO ]_ZO\`S]SYX' NO`OVYZWOX^' KXN SWZVOWOX^K^SYX YP ^RO SX]^\_M^SYXKV Z\YQ\KW)

� 4]]S]^] SX NOPSXSXQ KXN MYWW_XSMK^SXQ ^RO QYKV] KXN ObZOM^K^SYX] YP ^RO Y`O\KVV ]MRYYV Z\YQ\KW)

� E_ZO\`S]O] KXN Q_SNO] ]^_NOX^] MYX]S]^OX^ aS^R 4MKNOWce] ZYVSMSO] KXN Q_SNOVSXO])

� 4]]S]^] SX ^RO ]OVOM^SYX YP ^Ob^LYYU]' M_\\SM_V_W WK^O\SKV] KXN \O]Y_\MO]' ]_ZZVSO] KXN O[_SZWOX^)
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� 4]]S]^] SX ^RO MYY\NSXK^SYX KXN KNWSXS]^\K^SYX YP KVV ]^KXNK\NSdON ^O]^SXQ' PY\WK^S`O KXN ]_WWK^S`O K]]O]]WOX^])

� ?OKN] ]^_NOX^*MVK]] ]_ZO\`S]SYX KXN SX]^\_M^SYX K] XOONON)

� 7OWYX]^\K^O VOKNO\]RSZ aS^R ZK\OX^]' ]^KPP' KXN MOX^\KV YPPSMO PY\ SWZ\Y`ON Z\YQ\KW] KXN ]MRYYV MVSWK^O

Instructional Coach 
� EO\`O] K] K \O]Y_\MO ^Y ^RO ]MRYYV SWZ\Y`OWOX^ MYWWS^^OO] KXN aY\U] aS^R KNWSXS]^\K^Y\] ^Y NO`OVYZ' SWZVOWOX^ KXN

O`KV_K^O ^RO ]MRYYVe] MYX^SX_Y_] SWZ\Y`OWOX^ ZVKX)

� AL]O\`O]' Z\Y`SNO] Q_SNKXMO' KXN ]_ZZY\^ ^Y K]]SQXON MYVVOKQ_O] KXN ZK\^SMSZK^O SX ^RO PY\WKV O`KV_K^SYX Z\YMO]])

� 6YY\NSXK^O] MYWW_XSMK^SYX KXN ZVKXXSXQ KWYXQ KVV VOK\XSXQ MYWW_XS^SO] KXN ]O\`O K] ^RO MYY\NSXK^Y\ PY\ ^RO
4MKNOWce] M_\\SM_V_W SX ^RO K]]SQXON ]_LTOM^ K\OK YP ]ZOMSKV^c)

� 6YKMRO] KXN WOX^Y\] ^RO ^OKMRO\] LK]ON YX MVK]]\YYW YL]O\`K^SYX] KXN YX ^OKMRSXQ Z\KM^SMO]*^OMRXS[_O] YX K MYX^SX_KV

LK]S])

� 7OWYX]^\K^O] VOKNO\]RSZ [_KVS^SO] Lc ]O^^SXQ K ZO\]YXKV ObKWZVO K^ RSQR ]^KXNK\N] SX KVV \OQK\N])

796-,::065(3 3,(9505. 67769;<50;0,: "736O#

Assistant Principal
� DOMYWWOXN] KXN NS\OM^] MYWWS^^OO] KXN ^K]U ^OKW] K] XOONON)

� 8PPSMSOX^Vc ^\KSX]' ]_ZO\`S]O]' KXN O`KV_K^O] ZO\]YXXOV K]]SQXON ^Y K\OK YP \O]ZYX]SLSVS^c' SXMV_NSXQ B?A])

� F\KSX] KXN ]_ZO\`S]O] ZO\]YXXOV K]]SQXON ^Y K\OK YP \O]ZYX]SLSVS^c)

� BVKX]' Z\Y`SNO]' Y\ PKMSVS^K^O] KZZ\YZ\SK^O ^\KSXSXQ KXN \O]Y_\MO] PY\ ]^_NOX^] KXN ]^KPP K] K]]SQXON Lc ^RO B\SXMSZKV)

� 4^^OXN] WOO^SXQ]' KM^S`S^SO]' KXN ^\KSXSXQ KXN OPPOM^S`OVc SWZVOWOX^] XOa ]^\K^OQSO])

� 4^^OXN] ]^KPP WOO^SXQ] KXN ]MRYYV KM^S`S^SO]' KXN MYXPO\OXMO] K] XOMO]]K\c' KXN MYWZVO^O] Z\YZO\ NYM_WOX^K^SYX YP KVV

WOO^SXQ])

� 6YXN_M^] ]^KPP WOO^SXQ]' K] XOMO]]K\c' PY\ ^RO Z\YZO\ P_XM^SYXSXQ YP ^RO 4MKNOWc)

 District Coordinator of Curriculum
� BK\^SMSZK^O] SX KXN Z\Y`SNO] Z\YPO]]SYXKV VOK\XSXQ YZZY\^_XS^SO] ^RK^ aSVV OXRKXMO ]^_NOX^ KMRSO`OWOX^ ^R\Y_QR SWZ\Y`ON

VO]]YX ZVKXXSXQ' M_\\SM_V_W KVSQXWOX^' SWZVOWOX^K^SYX' KXN ]^_NOX^ K]]O]]WOX^)

� 4]]S]^] SX ^RO MYY\NSXK^SYX YP KVV ]MRYYV(LK]ON Z\YPO]]SYXKV VOK\XSXQ YZZY\^_XS^SO] VSXUON ^Y SXNS`SN_KV Z\YPO]]SYXKV

NO`OVYZWOX^ ZVKX]' ^RO EMRYYV <WZ\Y`OWOX^ BVKX' KXN SXNS`SN_KVSdON KM^SYX ZVKX])

� 4]]S]^] aS^R ^RO ^\KSXSXQ YP FOKMRO\]' KXN M_\\SM_V_W MYY\NSXK^Y\])

� B\Y`SNO] ]^KPP aS^R YXQYSXQ MVK]]\YYW YL]O\`K^SYX]' aKVU^R\Y_QR] KXN O`KV_K^SYX] KXN OX]_\O K NOZOXNKLVO OX`S\YXWOX^

PY\ ]^_NOX^]e aOVV(LOSXQ)

9,:<3;: (5+ +(;( 4(5(.,4,5;

Assistant Principal& District Coordinator of Curriculum 
� 4]]S]^] ^RO 5_SVNSXQ B\SXMSZKV SX ]_ZO\`S]SXQ ^RO VYMKV KXN E^K^O K]]O]]WOX^])

� 8X]_\O] ^RK^ ZK\OX^] K\O UOZ^ _Z(^Y(NK^O YP ]^_NOX^]e Z\YQ\O]] KXN MYXMO\X]' K] aOVV K] ]MRYYV O`OX^] KXN KM^S`S^SO])

� E_ZO\`S]O] NKSVc 4MKNOWc YZO\K^SYX]' OX]_\SXQ Z_XM^_KV ]^_NOX^ K^^OXNKXMO' OPPSMSOX^ YZO\K^SYX YP MVK]]\YYW] KXN

]_LTOM^])

� G]O] W_V^SZVO ]Y_\MO] YP NK^K ^Y WYXS^Y\ KXN K]]O]] ]^_NOX^ KMRSO`OWOX^ KXN OPPOM^S`OVc ]RKZO NOMS]SYX(WKUSXQ' QYKV
PY\WK^SYX' KXN ]^_NOX^ KMRSO`OWOX^ \OMYQXS^SYX)

� E_ZO\`S]O] KXN O`KV_K^O] ]^KPP ZO\PY\WKXMO PYM_]SXQ YX ]^_NOX^ KMRSO`OWOX^ KXN OX]_\SXQ KMMY_X^KLSVS^c)

� 6\OK^O] KXN WKSX^KSX] ]^_NOX^ KXN ]^KPP NK^K SX ]Z\OKN]ROO^]' NK^KLK]O]' Z\O]OX^K^SYX]' KXN \OZY\^] K] K]]SQXON Lc

E_ZO\`S]Y\

Instructional Coach
� :_SNO]' WOX^Y\] KXN ]_ZZY\^] ]^KPP KXN OX]_\O] ^SWOVc PYVVYa _Z KXN KMMY_X^KLSVS^c ^R\Y_QR YXQYSXQ MVK]]\YYW

YL]O\`K^SYX]' aKVU^R\Y_QR] KXN ]^KPP O`KV_K^SYX])

� 6YVVOM^] NK^K' KXN O]^KLVS]RO] SWZ\Y`OWOX^ ZVKX] LK]ON YX `K\SON ]^_NOX^ K]]O]]WOX^ \O]_V^])

� 8XMY_\KQO] KXN ]_ZZY\^] K Z\YMO]] YP Z\YZO\Vc \O`SOaSXQ KXN KXKVcdSXQ MVK]]\YYW K]]O]]WOX^ \O]_V^]' K] aOVV K] ]RK\SXQ

^ROW aS^R ]^_NOX^] KXN ZK\OX^])

� 4]]O]]O] M_\\SM_V_W KVSQXWOX^ ^R\Y_QR KXKVc]S] YP ]^KXNK\NSdON K]]O]]WOX^]' NS]^\SM^ aSNO K]]O]]WOX^ NK^K' @SMRSQKX
]^KXNK\N ObKW]' LOXMRWK\U]' KXN 6YWWYX 6Y\O E^K^O E^KXNK\N] %66EE&)

9,769;05. (5+ *64730(5*,

Assistant Principal
� 4]]S]^] SX ^RO Z\OZK\K^SYX YP ^SWOVc ]MRYYV \OZY\^] ^Y Z\O]OX^ ^Y ^RO E_ZO\`S]Y\ KXN ^RO ;8E B\O]SNOX^)

� E_LWS^] ]_MR \OZY\^] KXN \OMY\N] K] \O[_S\ON Lc VKa' 5YK\N ZYVSMSO]' KXN KNWSXS]^\K^S`O NS\OM^S`O])

� 8X]_\O] ^RK^ KVV ;8E' 4MKNOWc 5YK\N KXN KNWSXS]^\K^SYX ZYVSMSO] K\O OPPOM^S`OVc SWZVOWOX^ON)

� >OOZ] ^RO B\SXMSZKV' E_ZO\SX^OXNOX^' KXN ;8E B\O]SNOX^ SXPY\WON YP WKSX S]]_O] KXN MYXMO\X])

� <] K`KSVKLVO aROX XOONON ^Y OX]_\O MYWZVO^SYX YP ^K]U] KXN ^RO P_VV ]KPO^c YP ^RO 4MKNOWc' ]^_NOX^]' ]^KPP' KXN ZK\OX^])
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District Coordinator of Curriculum 
� 4MM_\K^OVc MYWZVO^O] KXN ]_LWS^] SX K ^SWOVc WKXXO\ KVV \O[_S\ON \OZY\^] ZO\ ]ZOMSPSMK^SYX])

� B\OZK\O] KXN ]_LWS^] KVV NYM_WOX^K^SYX \O[_S\ON PY\ NOZK\^WOX^ K_^RY\SdK^SYX KXN O`KV_K^SYX)

� 8]^KLVS]RO] KXN WKSX^KSX] MYWZVO^ON aY\U]RYZ K^^OXNKXMO KXN ]MRYYV `S]S^] SX Y\NO\ ^Y OX]_\O O[_KVS^c YP YZZY\^_XS^c

KXN SNOX^SPc YXQYSXQ XOON])

� 6YWZVSO] aS^R KVV NS]^\SM^' 4MKNOWc' KXN NOZK\^WOX^(aSNO ZYVSMSO] KXN PYVVYa] O]^KLVS]RON \_VO]*Q_SNOVSXO])

� EO\`O] YX ^RO EMRYYV <WZ\Y`OWOX^ BVKX %E<B& KXN FY^KV C_KVS^c @KXKQOWOX^ %FC@& 6YWWS^^OO])

796-,::065(3 8<(30;0,:

� 9YVVYa] KX Y\QKXSdK^SYXKV ]c]^OW PY\ NYM_WOX^SXQ KXN MYWW_XSMK^SXQ ]^_NOX^ Z\YQ\O]] KXN MYXMO\X])

� EO\`O] K] VSKS]YX PY\ ]YMSKV' Z\YPO]]SYXKV' MS`SM' KXN Y^RO\ MYWW_XS^c KQOXMSO] KXN Q\Y_Z] SX^O\O]^ON SX ^RO 4MKNOWc)

� EO\`O] K] \YVO WYNOV' Z\Y`SNO] ObMOVVOX^ M_]^YWO\ ]O\`SMO KXN ZY]S^S`O MYWW_XSMK^SYX aS^R ]^KPP' ]^_NOX^]' ZK\OX^]' KXN

MYWW_XS^c)

� 6YVVKLY\K^O] SX ]MRYYV MYWWS^^OO] ^Y MYX^\SL_^O ^Y KX SXM\OK]ON ZY]S^S`O VOK\XSXQ OX`S\YXWOX^)

� 4]]S]^] SX ^RO SX^O\`SOa' ]OVOM^SYX' KXN K]]SQXWOX^ YP ZO\]YXXOV3 LY^R MO\^SPSON KXN MVK]]SPSON OWZVYcOO])

� 7OWYX]^\K^O] Z\YPO]]SYXKVS]W SX aY\U O^RSM' RKXNVSXQ MYXPSNOX^SKV SXPY\WK^SYX' KXN WKXKQSXQ MYXPVSM^] OPPOM^S`OVc)

� BO\PY\W] KVV N_^SO] aS^R [_KVS^c' OPPSMSOXMc' KXN NONSMK^SYX ^Y ^RO 4MKNOWc KXN S^] @KXKQOWOX^)

� BO\PY\W] Y^RO\ N_^SO] K] WKc LO K]]SQXON Lc ^RO B\SXMSZKV' E_ZO\SX^OXNOX^' KXN*Y\ ;8E B\O]SNOX^ Y\ RO\ NO]SQXOO)

� B\Y`SNO] PY\ OPPOM^S`O MYWW_XSMK^SYX KXN \OVK^SYX] LO^aOOX ^RO KNWSXS]^\K^SYX KXN ]^KPP' KXN PY\ L_SVNSXQ ]^KPP WY\KVO)

� @KSX^KSX] NOZK\^WOX^ VSKS]YX aS^R ]YMSKV' Z\YPO]]SYXKV' MS`SM' `YV_X^OO\' KXN Y^RO\ MYWW_XS^c KQOXMSO] KXN Q\Y_Z]

RK`SXQ KX SX^O\O]^ SX ^RO ]MRYYV aS^RSX ^RO NOZK\^WOX^)

� <XPY\W] ZK\OX^]' ]^KPP' KXN ]^_NOX^] KLY_^ ^RO ]MRYYV Z\YQ\KW]e O`OX^] KXN KM^S`S^SO])

:(-,;? 3,.0:3(;065'

;8E S] MYWWS^^ON ^Y ^RO WKbSW_W ]KPO^c YP S^] ]^_NOX^] KXN OWZVYcOO]) ;8E aSVV MYWZVc aS^R ^RO "EMRYYV EKPO^c" VOQS]VK^SYX %-++/
B4 ,-2(,., KXN ,.1& OXKM^ON SX VKa OPPOM^S`O =KX_K\c ,' -++0) 4] K MYXNS^SYX YP OWZVYcWOX^' ;8E aSVV \O[_S\O ^RK^ OKMR XOa

OWZVYcOO RS\ON KP^O\ =KX_K\c ,' -++0' ]_LWS^ M\SWSXKV LKMUQ\Y_XN MROMU] PY\ KVV P_VV(^SWO KXN ZK\^(^SWO OWZVYcOO] KXN PY\

SXNS`SN_KV] K]]SQXON ^Y \OQ_VK\Vc KXN MYX^SX_Y_]Vc aY\U _XNO\ MYX^\KM^ SX ^RO 4MKNOWc Z\SY\ ^Y ^RO PS\]^ NKc YP OWZVYcWOX^)

(7796=(3:'

4VV KM^S`S^SO] W_]^ LO Z\O(KZZ\Y`ON Lc ^RO SWWONSK^O ]_ZO\`S]Y\ LOPY\O ^ROS\ PSXKV SWZVOWOX^K^SYX K] WKc LO MYX]S]^OX^ aS^R ^RO
ZYVSMSO] SX ^RO AB@ @KX_KV KXN ZYVSMSO] Y\ K] WKc LO NOVOQK^ON Lc ^RO ;8E HSMO B\O]SNOX^ Y\ Lc ^RO ;8E B\O]SNOX^ SX

a\S^SXQ) 4M^S`S^SO] ^RK^ SX`YV`O KXc L_]SXO]] MYX^\KM^_KV KQ\OOWOX^] Y\ WYXO^K\c MY]^ W_]^ LO Z\O(KZZ\Y`ON Lc ^RO ;8E B\O]SNOX^ Y\

HSMO B\O]SNOX^ KXN WKc XOON ^Y LO Z\O]OX^ON ^Y ^RO 4MKNOWc 5YK\N PY\ PSXKV KZZ\Y`KV)

,>*3<:065:'

FRO \O]ZYX]SLSVS^c NYO] XY^ SXMV_NO RS\SXQ Y\ PS\SXQ YP ]^KPP) 4VV Z_\MRK]O] W_]^ LO Z\O(KZZ\Y`ON Lc ^RO E_ZO\SX^OXNOX^ KXN ;8E

B\O]SNOX^) FRO \O]ZYX]SLSVS^c NYO] XY^ SXMV_NO WKUSXQ NOMS]SYX] \OQK\NSXQ ]^KPP LOXOPS^]' ZKc\YVV' KZZ\Y`KV YP ^ROS\ `KMK^SYX NKc] Y\

]SMU*ZO\]YXKV NKc] SXMV_NSXQ KL]OXMO] LOcYXN ^RO WKbSW_W KVVYaON ]SMU*ZO\]YXKV NKc] YPP %ZO\ OWZVYcWOX^ MYX^\KM^ KXN K] NS\OM^ON

Lc ^RO ;D 7OZK\^WOX^&' ]^KPP Z\YWY^SYX]' ]^KPP ^\KX]PO\] Y\ K]]SQXWOX^]' ]MRYYV MVY]SXQ]' PKMSVS^c _]O KXN UOc NS]^\SL_^SYX KXN

MYZcSXQ' WKUSXQ L_]SXO]] Y\ VOQKV MYX^\KM^_KV KXN*Y\ MYX]_V^SXQ KQ\OOWOX^] YX LORKVP YP ^RO 4MKNOWc' Y\ ;KWKNOR 8N_MK^SYXKV

EO\`SMO]' KXN*Y\ DOZ\O]OX^K^SYX YP ^RO ;8E 5YK\N B\O]SNOX^ _XVO]] ]ZOMSPSMKVVc NOVOQK^ON Lc RO\ SX a\S^SXQ)

*65-0+,5;0(30;? 6- 05-694(;065'

FRO OWZVYcOO ]RKVV UOOZ MYXPSNOX^SKV KXN XY^ NS]MVY]O' Y\ WKUO KXc _]O YP' ObMOZ^ PY\ ;KWKNOR 8N_MK^SYXKV EO\`SMO] Y\ ^RO

4MKNOWSO]e LOXOPS^' K^ KXc ^SWO' OS^RO\ N_\SXQ Y\ ]_L]O[_OX^ ^Y ^RO ^O\WSXK^SYX YP ^RO 8WZVYcWOX^ 6YX^\KM^ 4Q\OOWOX^' KXc ^\KNO

]OM\O^]' PY\W_VKO' WO^RYN]' ^OMRXS[_O]' MYWZ_^K^SYX]' UXYaVONQO' NK^K Y\ Y^RO\ SXPY\WK^SYX YP ^RO 6YWZKXc KXN ]MRYYV] \OVK^SXQ

^Y Z\YN_M^]' Z\YMO]]O]' UXYa(RYa' WK\UO^SXQ' ^OKMRSXQ' ]OVVSXQ SNOK]' ]OVVSXQ MYXMOZ^]' O[_SZZSXQ Z\YMO]]O]' M_]^YWO\ VS]^]' ]^KPP

SXPY\WK^SYX' ]^_NOX^ XKWO] Y\ KNN\O]]O]' ]^_NOX^ ZK\OX^]e XKWO] KXN KNN\O]]O]' PY\OMK]^]' WK\UO^SXQ ZVKX]' ]^\K^OQSO]' Z\SMSXQ

]^\K^OQSO]' MYWZ_^O\ Z\YQ\KW] KXN MYZc\SQR^KLVO Y\ ZK^OX^KLVO WK^O\SKV]' Y\ Y^RO\ MYXPSNOX^SKV SXPY\WK^SYX Y\ ]_LTOM^ WK^^O\

ZO\^KSXSXQ ^Y ^RO 6YWZKXc$] Y\ ]MRYYV]$ L_]SXO]]' Y\ KXc YP S^] MVSOX^]' M_]^YWO\]' ]^_NOX^]' ]^_NOX^]e ZK\OX^]' MYX]_V^KX^]' ]_ZZVSO\]
Y\ 4PPSVSK^O]' aRSMR K 6Y`OXKX^O\ WKc Z\YN_MO' _]O' `SOa Y\ Y^RO\aS]O KM[_S\O N_\SXQ aRSVO OXQKQON Z_\]_KX^ ^Y ^RS] 4Q\OOWOX^

%"B\YZ\SO^K\c J<XPY\WK^SYX"&)

:2033:&,>7,90,5*,'

� A\KV MYWZ\OROX]SYX # ObZ\O]]SYX ]USVV]' a\S^^OX MYWZ\OROX]SYX # ObZ\O]]SYX ]USVV]' `S]_KV KM_S^c ' ]ZOOMR MVK\S^c #
\OMYQXS^SYX ]USVV]' SX^O\ZO\]YXKV MYWW_XSMK^SYX ]USVV]' Y\QKXSdK^SYX KXN ZVKXXSXQ ]USVV]' Z\YPO]]SYXKVS]W' MYWZ_^O\

VS^O\KMc' UOcLYK\N ]USVV]' ^SWO WKXKQOWOX^ ]USVV]

� 8bZO\SOXMO aS^R ?OKNO\]RSZ' E_ZO\`S]SYX' 7SZVYWKMc' 6YXPVSM^ DO]YV_^SYX KXN ]O\`SXQ K NS`O\]O ]^_NOX^ ZYZ_VK^SYX KXN
MYWW_XS^c)
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,+<*(;065& ;9(0505.'

� @SXSW_W YP K 5KMROVY\e] NOQ\OO SX ON_MK^SYX Y\ \OVK^ON PSOVN)

� @_]^ RK`O EMRYYV 4NWSXS]^\K^SYX 6O\^SPSMK^SYX Y\ LO OX\YVVON SX KX KMM\ONS^ON Z\YQ\KW SX aRSMR K EMRYYV 4NWSXS]^\K^Y\

6O\^SPSMK^SYX aSVV LO K^^KSXON aS^RSX . cOK\])

� FRY\Y_QR UXYaVONQO YP @SMRSQKX 6_\\SM_V_W E^KXNK\N])

� 4 WSXSW_W YP ^R\OO cOK\] Z\YPO]]SYXKV ObZO\SOXMO SX ^OKMRSXQ KXN ]MRYYV KNWSXS]^\K^SYX MYWLSXON)

� @_]^ MYWZVc aS^R KVV KZZVSMKLVO VKa] \OVK^ON ^Y ^RO 4NWSXS]^\K^Y\e] 6O\^SPSMK^O)

� @_]^ WOO^ MYX^SX_SXQ ON_MK^SYX \O[_S\OWOX^] K] Z\O]M\SLON Lc \_VO] Z\YW_VQK^ON Lc ^RO E^K^O YP @<' K] KZZVSMKLVO)

7/?:0*(3 +,4(5+:'

FRO ZRc]SMKV NOWKXN] K\O \OZ\O]OX^K^S`O YP ^RY]O ^RK^ W_]^ LO WO^ Lc KX OWZVYcOO ^Y ]_MMO]]P_VVc ZO\PY\W ^RO O]]OX^SKV

P_XM^SYX] YP ^RS] TYL) FRO KLSVS^c ^Y ZO\PY\W ^RO P_XM^SYX] Lc ]S^^SXQ Y\ ]^KXNSXQ PY\ Ob^OXNON ZO\SYN] YP ^SWO) FRO OWZVYcOO

YMMK]SYXKVVc S] \O[_S\ON ^Y WKX_KVVc WY`O' VSP^' MK\\c' Z_VV' Y\ Z_]R YLTOM^] _Z ^Y -/ ZY_XN] SX KNNS^SYX ^Y YMMK]SYXKV

]^YYZSXQ' LOXNSXQ' KXN \OKMRSXQ) @_]^ aY\U SXNYY\] KXN Y_^NYY\] cOK\(\Y_XN

/@I@CDF ,CQB@PGKJ@H :DNRGBDO$ 0JB% GO @J DMQ@H KLLKNPQJGPS DILHKSDN%

0OOQDC @JC (LLNKRDC AS'

5@ID @JC ;GPHD'
:GEJ@PQND'

,ILHKSDD 5@ID @JC ;GPHD' :GEJ@PQND'
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1KA ;GPHD' 4\\R\]JW] B[RWLRYJU JWM <W\][^L]RXWJU 6XJLQ +DL@NPIDJP' 0JOPNQBPGKJ@H 4MVRWR\][J]RXW

:QLDNRGOKN' B[RWLRYJU ,ILHKSDN' ;JVJMNQ 8M^LJ]RXWJU DN[_RLN\ %;8D&

)(:0* -<5*;065'

4\\R\]\ RW ]QN XYN[J]RXW' N_JU^J]RXW JWM VXMRORLJ]RXW XO ]QN 4LJMNVbd\ Y[XP[JV\ XOON[NM Kb ]QN 4LJMNVb JWM \][R_N\ ]X

Y[X_RMN J \JON JWM \NL^[N UNJ[WRWP NW_R[XWVNW] OX[ JUU \]^MNW]\ JWM \]JOO ^WMN[ ]QN MR[NL]RXW XO ]QN B[RWLRYJU)

9,:765:0)030;0,:'

+,7(9;4,5; 73(5505. (5+ 04796=,4,5;:

� 4\\R\]\ RW ]QN X_N[JUU XYN[J]RXW XO JUU ]QN 4LJMNVbd\ JL]R_R]RN\ JWM Y[XP[JV\ Kb NW\^[RWP \JON]b' Z^JUR]b YN[OX[VJWLN JWM

RVYUNVNW]J]RXW XO JUU ;8D JWM ]QN 4LJMNVbd\ YXURLRN\)

� 4\\R\]\ RW ]QN LXX[MRWJ]RXW XO L^[[RL^U^V J\ J\\RPWNM Kb ]QN B[RWLRYJU RWLU^MRWP NW\^[RWP ]QN JMXY]RXW JWM LXVYUN]RXW XO
L^[[RL^U^V ]J\T\ JWM UN\\XW YUJWWRWP Kb RW\][^L]RXWJU \]JOO)

� 4\\R\]\ ]QN B[RWLRYJU RW UNJMRWP JWM MR[NL]RWP ]QN X_N[JUU YUJWWRWP' MN_NUXYVNW]' RVYUNVNW]J]RXW' JWM N_JU^J]RXW XO ]QN

4LJMNVbd\ RW\][^L]RXWJU JWM \]JOO MN_NUXYVNW] Y[XP[JV\ `R]Q YJ[]RL^UJ[ OXL^\ XW J\\N\\VNW]\ JWM \]^MNW] JLQRN_NVNW])

� BJ[]RLRYJ]N\ RW ]QN LXX[MRWJ]RXW' MN_NUXYVNW]' JWM RVYUNVNW]J]RXW XO ]QN DLQXXU <VY[X_NVNW] BUJW %D<B&)

� 4\\R\]\ RW X_N[\NNRWP ]QN MN_NUXYVNW]' RVYUNVNW]J]RXW JWM VXWR]X[RWP XO ]QN 4LQRN_NVNW] 6JVYN[\ B[XP[JV %46B&
JWM \^VVN[ YUJW\ JWM Y[XP[JV\ ]X NW\^[N JURPWVNW] `R]Q ]QN D<B)

� BUJW\' N_JU^J]N\' JWM [NLXVVNWM\ Y[XP[JV\ JWM \]^MNW] JL]R_R]RN\' \YNLRJU N_NW]\' YXURLRN\' PXJU\ JWM XKSNL]R_N\ NW\^[RWP

]QNR[ JURPWVNW] `R]Q ]QN D<B)

� B[XJL]R_NUb YJ[]RLRYJ]N\ RW MNYJ[]VNW] RVY[X_NVNW] YUJW Kb \QJ[RWP RMNJ\ JWM RWY^] ]X NWQJWLN \N[_RLN\ JWM Y[XP[JV)

Instructional Coach 
� DN[_N\ J\ ]QN LXJLQ JWM VNW]X[ RW ]QN LX[N \^KSNL] J[NJ%\& ]X OJLRUR]J]N MROON[NW]RJ]NM RW\][^L]RXW JWM LXUUJKX[J]RXW JVXWP

]QN ]NJLQN[\)

� 9JLRUR]J]N\ ]QN Y[XYN[ LXW\][^L]RXW XO KNWLQVJ[T UN\\XW\3 YUJW\ JWM VJWJPN\ ]QN MN_NUXYVNW] XO \]JWMJ[M\(KJ\NM

L^[[RL^U^V' RW\][^L]RXW JWM J\\N\\VNW] YUJW\ JWM \][J]NPRN\)

� 9JLRUR]J]N\ ]QN NOONL]R_N ^\N XO JUU LX[N \^KSNL]%\& ]Na]KXXT\' [N\X^[LN\ JWM RW\][^L]RXWJU VJ]N[RJU\ ]X VNN] ]QN L^[[RL^U^V

PXJU\ JWM LXX[MRWJ]N\ ]QN L[NJ]RXW*^YMJ]RWP XO ]QNVN\*^WR]\ `R]QRW ]QN LX[N \^KSNL]%\&)

� DN[_N\ J\ ]QN OJLRUR]J]X[ OX[ ]QN LX[N \^KSNL]%\& Kb RMNW]RObRWP JWM J\\R\]RWP RW ]QN JMXY]RXW XO L^[[RL^U^V [N\X^[LN\ JWM

VJRW]JRWRWP RW_NW]X[b)

� 9JLRUR]J]N\ ]QN MN_NUXYVNW] XO JW JWW^JU LX[N \^KSNL]%\& YUJW `R]Q LUNJ[Ub \]J]NM PXJU\ JWM XKSNL]R_N\)

� 9JLRUR]J]N\ ]QN Y^[LQJ\N JWM [NZ^R\R]RXW XO RW\][^L]RXWJU VJ]N[RJU\ ]X \^YYX[] ]NJLQN[\ JWM ]QN D<B PXJU\)

� HX[T\ LXUUJKX[J]R_NUb `R]Q X]QN[ ]NJV VNVKN[\ XW L^[[RL^U^V JWM RW\][^L]RXWJU YUJWWRWP' MNYJ[]VNW] YUJWWRWP' JWM `RUU

JLLNY] JWM JL] ^YXW ONNMKJLT O[XV \^YN[_R\X[)

� 6XUUJKX[J]N\ `R]Q JMVRWR\][J]X[\ JWM ]NJLQN[\ ]X NW\^[N ]QN Y[XYN[ RVYUNVNW]J]RXW XO ]QN \LQXXUd\ J\\N\\VNW] Y[XP[JV

%D]JWMJ[MRcNM JWM X]QN[ ]bYN\ XO J\\N\\VNW]\&)

:<7,9=0:065 (5+ 0473,4,5;(;065

� 4\\R\]\ RW ]QN \^YN[_R\RXW' MN_NUXYVNW]' JWM RVYUNVNW]J]RXW XO ]QN RW\][^L]RXWJU Y[XP[JV)

� 4\\R\]\ RW MNORWRWP JWM LXVV^WRLJ]RWP ]QN PXJU\ JWM NaYNL]J]RXW\ XO ]QN X_N[JUU \LQXXU Y[XP[JV)

� D^YN[_R\N\ JWM P^RMN\ \]^MNW]\ LXW\R\]NW] `R]Q 4LJMNVbd\ YXURLRN\ JWM P^RMNURWN\)

� 4\\R\]\ RW ]QN \NUNL]RXW XO ]Na]KXXT\' L^[[RL^U^V VJ]N[RJU\ JWM [N\X^[LN\' \^YYURN\ JWM NZ^RYVNW])

� 4\\R\]\ RW ]QN LXX[MRWJ]RXW JWM JMVRWR\][J]RXW XO JUU \]JWMJ[MRcNM ]N\]RWP' OX[VJ]R_N JWM \^VVJ]R_N J\\N\\VNW]\)

� ?NJM\ \]^MNW]*LUJ\\ \^YN[_R\RXW JWM RW\][^L]RXW J\ WNNMNM)

� 7NVXW\][J]N UNJMN[\QRY `R]Q YJ[NW]\' \]JOO' JWM LNW][JU XOORLN OX[ RVY[X_NM Y[XP[JV\ JWM \LQXXU LURVJ]N

Instructional Coach 
� DN[_N\ J\ J [N\X^[LN ]X ]QN \LQXXU RVY[X_NVNW] LXVVR]]NN\ JWM `X[T\ `R]Q JMVRWR\][J]X[\ ]X MN_NUXY' RVYUNVNW] JWM

N_JU^J]N ]QN \LQXXUd\ LXW]RW^X^\ RVY[X_NVNW] YUJW)

� AK\N[_N\' Y[X_RMN\ P^RMJWLN JWM \^YYX[] ]X J\\RPWNM LXUUNJP^N\ JWM YJ[]RLRYJ]N RW ]QN OX[VJU N_JU^J]RXW Y[XLN\\)

� 6XX[MRWJ]N\ LXVV^WRLJ]RXW JWM YUJWWRWP JVXWP JUU UNJ[WRWP LXVV^WR]RN\ JWM \N[_N J\ ]QN LXX[MRWJ]X[ OX[ ]QN
4LJMNVbd\ L^[[RL^U^V RW ]QN J\\RPWNM \^KSNL] J[NJ XO \YNLRJU]b)

� 6XJLQN\ JWM VNW]X[\ ]QN ]NJLQN[\ KJ\NM XW LUJ\\[XXV XK\N[_J]RXW\ JWM XW ]NJLQRWP Y[JL]RLN\*]NLQWRZ^N\ XW J LXW]RW^JU

KJ\R\)

� 7NVXW\][J]N\ UNJMN[\QRY Z^JUR]RN\ Kb \N]]RWP J YN[\XWJU NaJVYUN J] QRPQ \]JWMJ[M\ RW JUU [NPJ[M\)
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796-,::065(3 3,(9505. 67769;<50;0,: "736O#

� CNLXVVNWM\ JWM MR[NL]\ LXVVR]]NN\ JWM ]J\T ]NJV\ J\ WNNMNM)

� 8OORLRNW]Ub ][JRW\' \^YN[_R\N\' JWM N_JU^J]N\ YN[\XWWNU J\\RPWNM ]X J[NJ XO [N\YXW\RKRUR]b' RWLU^MRWP B?A\)

� E[JRW\ JWM \^YN[_R\N\ YN[\XWWNU J\\RPWNM ]X J[NJ XO [N\YXW\RKRUR]b)

� BUJW\' Y[X_RMN\' X[ OJLRUR]J]N\ JYY[XY[RJ]N ][JRWRWP JWM [N\X^[LN\ OX[ \]^MNW]\ JWM \]JOO J\ J\\RPWNM Kb ]QN B[RWLRYJU)

� 4]]NWM\ VNN]RWP\' JL]R_R]RN\' JWM ][JRWRWP JWM NOONL]R_NUb RVYUNVNW]\ WN` \][J]NPRN\)

� 4]]NWM\ \]JOO VNN]RWP\ JWM \LQXXU JL]R_R]RN\' JWM LXWON[NWLN\ J\ WNLN\\J[b' JWM LXVYUN]N\ Y[XYN[ MXL^VNW]J]RXW XO JUU

VNN]RWP\)

� 6XWM^L]\ \]JOO VNN]RWP\' J\ WNLN\\J[b' OX[ ]QN Y[XYN[ O^WL]RXWRWP XO ]QN 4LJMNVb)

9,:<3;: (5+ +(;( 4(5(.,4,5;

� 4\\R\]\ ]QN 5^RUMRWP B[RWLRYJU RW \^YN[_R\RWP ]QN UXLJU JWM D]J]N J\\N\\VNW]\)

� 8W\^[N\ ]QJ] YJ[NW]\ J[N TNY] ^Y(]X(MJ]N XO \]^MNW]\d Y[XP[N\\ JWM LXWLN[W\' J\ `NUU J\ \LQXXU N_NW]\ JWM JL]R_R]RN\)

� D^YN[_R\N\ MJRUb 4LJMNVb XYN[J]RXW\' NW\^[RWP Y^WL]^JU \]^MNW] J]]NWMJWLN' NOORLRNW] XYN[J]RXW XO LUJ\\[XXV\ JWM

\^KSNL]\)

� F\N\ V^U]RYUN \X^[LN\ XO MJ]J ]X VXWR]X[ JWM J\\N\\ \]^MNW] JLQRN_NVNW] JWM NOONL]R_NUb \QJYN MNLR\RXW(VJTRWP' PXJU

OX[VJ]RXW' JWM \]^MNW] JLQRN_NVNW] [NLXPWR]RXW)

� D^YN[_R\N\ JWM N_JU^J]N\ \]JOO YN[OX[VJWLN OXL^\RWP XW \]^MNW] JLQRN_NVNW] JWM NW\^[RWP JLLX^W]JKRUR]b)

� 6[NJ]N\ JWM VJRW]JRW\ \]^MNW] JWM \]JOO MJ]J RW \Y[NJM\QNN]\' MJ]JKJ\N\' Y[N\NW]J]RXW\' JWM [NYX[]\ J\ J\\RPWNM Kb
D^YN[_R\X[

Instructional Coach
� :^RMN\' VNW]X[\ JWM \^YYX[]\ \]JOO JWM NW\^[N\ ]RVNUb OXUUX` ^Y JWM JLLX^W]JKRUR]b ]Q[X^PQ XWPXRWP LUJ\\[XXV

XK\N[_J]RXW\' `JUT]Q[X^PQ\ JWM \]JOO N_JU^J]RXW\)

� 6XUUNL]\ MJ]J' JWM N\]JKUR\QN\ RVY[X_NVNW] YUJW\ KJ\NM XW _J[RNM \]^MNW] J\\N\\VNW] [N\^U]\)

� 8WLX^[JPN\ JWM \^YYX[]\ J Y[XLN\\ XO Y[XYN[Ub [N_RN`RWP JWM JWJUbcRWP LUJ\\[XXV J\\N\\VNW] [N\^U]\' J\ `NUU J\ \QJ[RWP

]QNV `R]Q \]^MNW]\ JWM YJ[NW]\)

� 4\\N\\N\ L^[[RL^U^V JURPWVNW] ]Q[X^PQ JWJUb\R\ XO \]JWMJ[MRcNM J\\N\\VNW]\' MR\][RL] `RMN J\\N\\VNW] MJ]J' @RLQRPJW

\]JWMJ[M NaJV\' KNWLQVJ[T\' JWM 6XVVXW 6X[N D]J]N D]JWMJ[M\ %66DD&)

9,769;05. (5+ *64730(5*,

� 4\\R\]\ RW ]QN Y[NYJ[J]RXW XO ]RVNUb \LQXXU [NYX[]\ ]X Y[N\NW] ]X ]QN D^YN[_R\X[ JWM ]QN ;8D B[N\RMNW])

� D^KVR]\ \^LQ [NYX[]\ JWM [NLX[M\ J\ [NZ^R[NM Kb UJ`' 5XJ[M YXURLRN\' JWM JMVRWR\][J]R_N MR[NL]R_N\)

� 8W\^[N\ ]QJ] JUU ;8D' 4LJMNVb 5XJ[M JWM JMVRWR\][J]RXW YXURLRN\ J[N NOONL]R_NUb RVYUNVNW]NM)

� >NNY\ ]QN B[RWLRYJU' D^YN[RW]NWMNW]' JWM ;8D B[N\RMNW] RWOX[VNM XO VJRW R\\^N\ JWM LXWLN[W\)

� <\ J_JRUJKUN `QNW WNNMNM ]X NW\^[N LXVYUN]RXW XO ]J\T\ JWM ]QN O^UU \JON]b XO ]QN 4LJMNVb' \]^MNW]\' \]JOO' JWM YJ[NW]\)

Instructional Coach 
� 6[NJ]N\ JWM VJRW]JRW\ JW JLL^[J]N JWM X[PJWRcNM \b\]NV OX[ MXL^VNW]RWP JWM LXVV^WRLJ]RWP \LQXXU JWM \^KSNL]

NaYNL]J]RXW\ JWM ]NJLQN[ N_JU^J]RXW\)

� 4LL^[J]NUb LXVYUN]N\ JWM \^KVR]\ RW J ]RVNUb VJWWN[ JUU [NZ^R[NM [NYX[]\ YN[ \YNLRORLJ]RXW\)

796-,::065(3 8<(30;0,:

� 9XUUX`\ JW X[PJWRcJ]RXWJU \b\]NV OX[ MXL^VNW]RWP JWM LXVV^WRLJ]RWP \]^MNW] Y[XP[N\\ JWM LXWLN[W\)

� DN[_N\ J\ URJR\XW OX[ \XLRJU' Y[XON\\RXWJU' LR_RL' JWM X]QN[ LXVV^WR]b JPNWLRN\ JWM P[X^Y\ RW]N[N\]NM RW ]QN 4LJMNVb)

� DN[_N\ J\ [XUN VXMNU' Y[X_RMN\ NaLNUUNW] L^\]XVN[ \N[_RLN JWM YX\R]R_N LXVV^WRLJ]RXW `R]Q \]JOO' \]^MNW]\' YJ[NW]\' JWM

LXVV^WR]b)

� 6XUUJKX[J]N\ RW \LQXXU LXVVR]]NN\ ]X LXW][RK^]N ]X JW RWL[NJ\NM YX\R]R_N UNJ[WRWP NW_R[XWVNW])

� 4\\R\]\ RW ]QN RW]N[_RN`' \NUNL]RXW' JWM J\\RPWVNW] XO YN[\XWWNU3 KX]Q LN[]RORNM JWM LUJ\\RORNM NVYUXbNN\)

� 7NVXW\][J]N\ Y[XON\\RXWJUR\V RW `X[T N]QRL' QJWMURWP LXWORMNW]RJU RWOX[VJ]RXW' JWM VJWJPRWP LXWOURL]\ NOONL]R_NUb)

� BN[OX[V\ JUU M^]RN\ `R]Q Z^JUR]b' NOORLRNWLb' JWM MNMRLJ]RXW ]X ]QN 4LJMNVb JWM R]\ @JWJPNVNW])

� BN[OX[V\ X]QN[ M^]RN\ J\ VJb KN J\\RPWNM Kb ]QN B[RWLRYJU' D^YN[RW]NWMNW]' JWM*X[ ;8D B[N\RMNW] X[ QN[ MN\RPWNN)

:(-,;? 3,.0:3(;065'

;8D R\ LXVVR]]NM ]X ]QN VJaRV^V \JON]b XO R]\ \]^MNW]\ JWM NVYUXbNN\) ;8D `RUU LXVYUb `R]Q ]QN "DLQXXU DJON]b" UNPR\UJ]RXW %-++/

B4 ,-2(,., JWM ,.1& NWJL]NM RW UJ` NOONL]R_N =JW^J[b ,' -++0) 4\ J LXWMR]RXW XO NVYUXbVNW]' ;8D `RUU [NZ^R[N ]QJ] NJLQ WN`

NVYUXbNN QR[NM JO]N[ =JW^J[b ,' -++0' \^KVR] L[RVRWJU KJLTP[X^WM LQNLT\ OX[ JUU O^UU(]RVN JWM YJ[](]RVN NVYUXbNN\ JWM OX[

RWMR_RM^JU\ J\\RPWNM ]X [NP^UJ[Ub JWM LXW]RW^X^\Ub `X[T ^WMN[ LXW][JL] RW ]QN 4LJMNVb Y[RX[ ]X ]QN OR[\] MJb XO NVYUXbVNW])

(7796=(3:'

4UU JL]R_R]RN\ V^\] KN Y[N(JYY[X_NM Kb ]QN RVVNMRJ]N \^YN[_R\X[ KNOX[N ]QNR[ ORWJU RVYUNVNW]J]RXW J\ VJb KN LXW\R\]NW] `R]Q ]QN

YXURLRN\ RW ]QN AB@ @JW^JU JWM YXURLRN\ X[ J\ VJb KN MNUNPJ]NM Kb ]QN ;8D GRLN B[N\RMNW] X[ Kb ]QN ;8D B[N\RMNW] RW
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`[R]RWP) 4L]R_R]RN\ ]QJ] RW_XU_N JWb K^\RWN\\ LXW][JL]^JU JP[NNVNW]\ X[ VXWN]J[b LX\] V^\] KN Y[N(JYY[X_NM Kb ]QN ;8D B[N\RMNW] X[
GRLN B[N\RMNW] JWM VJb WNNM ]X KN Y[N\NW]NM ]X ]QN 4LJMNVb 5XJ[M OX[ ORWJU JYY[X_JU)

,>*3<:065:'

EQN [N\YXW\RKRUR]b MXN\ WX] RWLU^MN QR[RWP X[ OR[RWP XO \]JOO) 4UU Y^[LQJ\N\ V^\] KN Y[N(JYY[X_NM Kb ]QN D^YN[RW]NWMNW] JWM ;8D

B[N\RMNW]) EQN [N\YXW\RKRUR]b MXN\ WX] RWLU^MN VJTRWP MNLR\RXW\ [NPJ[MRWP \]JOO KNWNOR]\' YJb[XUU' JYY[X_JU XO ]QNR[ _JLJ]RXW MJb\ X[

\RLT*YN[\XWJU MJb\ RWLU^MRWP JK\NWLN\ KNbXWM ]QN VJaRV^V JUUX`NM \RLT*YN[\XWJU MJb\ XOO %YN[ NVYUXbVNW] LXW][JL] JWM J\ MR[NL]NM
Kb ]QN ;C 7NYJ[]VNW]&' \]JOO Y[XVX]RXW\' \]JOO ][JW\ON[\ X[ J\\RPWVNW]\' \LQXXU LUX\RWP\' OJLRUR]b ^\N JWM TNb MR\][RK^]RXW JWM

LXYbRWP' VJTRWP K^\RWN\\ X[ UNPJU LXW][JL]^JU JWM*X[ LXW\^U]RWP JP[NNVNW]\ XW KNQJUO XO ]QN 4LJMNVb' X[ ;JVJMNQ 8M^LJ]RXWJU

DN[_RLN\' JWM*X[ CNY[N\NW]J]RXW XO ]QN ;8D 5XJ[M B[N\RMNW] ^WUN\\ \YNLRORLJUUb MNUNPJ]NM Kb QN[ RW `[R]RWP)

*65-0+,5;0(30;? 6- 05-694(;065'

EQN NVYUXbNN \QJUU TNNY LXWORMNW]RJU JWM WX] MR\LUX\N' X[ VJTN JWb ^\N XO' NaLNY] OX[ ;JVJMNQ 8M^LJ]RXWJU DN[_RLN\ X[ ]QN

4LJMNVRN\d KNWNOR]' J] JWb ]RVN' NR]QN[ M^[RWP X[ \^K\NZ^NW] ]X ]QN ]N[VRWJ]RXW XO ]QN 8VYUXbVNW] 6XW][JL] 4P[NNVNW]' JWb ][JMN

\NL[N]\' OX[V^UJN' VN]QXM\' ]NLQWRZ^N\' LXVY^]J]RXW\' TWX`UNMPN' MJ]J X[ X]QN[ RWOX[VJ]RXW XO ]QN 6XVYJWb JWM \LQXXU\ [NUJ]RWP

]X Y[XM^L]\' Y[XLN\\N\' TWX`(QX`' VJ[TN]RWP' ]NJLQRWP' \NUURWP RMNJ\' \NUURWP LXWLNY]\' NZ^RYYRWP Y[XLN\\N\' L^\]XVN[ UR\]\' \]JOO

RWOX[VJ]RXW' \]^MNW] WJVN\ X[ JMM[N\\N\' \]^MNW] YJ[NW]\d WJVN\ JWM JMM[N\\N\' OX[NLJ\]\' VJ[TN]RWP YUJW\' \][J]NPRN\' Y[RLRWP

\][J]NPRN\' LXVY^]N[ Y[XP[JV\ JWM LXYb[RPQ]JKUN X[ YJ]NW]JKUN VJ]N[RJU\' X[ X]QN[ LXWORMNW]RJU RWOX[VJ]RXW X[ \^KSNL] VJ]]N[
YN[]JRWRWP ]X ]QN 6XVYJWb$\ X[ \LQXXU\$ K^\RWN\\' X[ JWb XO R]\ LURNW]\' L^\]XVN[\' \]^MNW]\' \]^MNW]\d YJ[NW]\' LXW\^U]JW]\' \^YYURN[\

X[ 4OORURJ]N\' `QRLQ J 6X_NWJW]N[ VJb Y[XM^LN' ^\N' _RN` X[ X]QN[`R\N JLZ^R[N M^[RWP `QRUN NWPJPNM Y^[\^JW] ]X ]QR\ 4P[NNVNW]

%"B[XY[RN]J[b I<WOX[VJ]RXW"&)

:2033:&,>7,90,5*,'

� A[JU LXVY[NQNW\RXW # NaY[N\\RXW \TRUU\' `[R]]NW LXVY[NQNW\RXW # NaY[N\\RXW \TRUU\' _R\^JU JL^R]b' \YNNLQ LUJ[R]b #
[NLXPWR]RXW \TRUU\' RW]N[YN[\XWJU LXVV^WRLJ]RXW \TRUU\' X[PJWRcJ]RXW JWM YUJWWRWP \TRUU\' Y[XON\\RXWJUR\V' LXVY^]N[

UR]N[JLb' TNbKXJ[M \TRUU\' ]RVN VJWJPNVNW] \TRUU\

� 8aYN[RNWLN `R]Q ?NJMN[\QRY' D^YN[_R\RXW' 7RYUXVJLb' 6XWOURL] CN\XU^]RXW JWM \N[_RWP J MR_N[\N \]^MNW] YXY^UJ]RXW JWM

LXVV^WR]b)

,+<*(;065& ;9(0505.'

� @RWRV^V XO J 5JLQNUX[d\ MNP[NN RW NM^LJ]RXW X[ [NUJ]NM ORNUM)

� @^\] QJ_N DLQXXU 4MVRWR\][J]RXW 6N[]RORLJ]RXW X[ KN NW[XUUNM RW JW JLL[NMR]NM Y[XP[JV RW `QRLQ J DLQXXU 4MVRWR\][J]X[
6N[]RORLJ]RXW `RUU KN J]]JRWNM `R]QRW . bNJ[\)

� EQX[X^PQ TWX`UNMPN XO @RLQRPJW 6^[[RL^U^V D]JWMJ[M\)

� 4 VRWRV^V XO ]Q[NN bNJ[\ Y[XON\\RXWJU NaYN[RNWLN RW ]NJLQRWP JWM \LQXXU JMVRWR\][J]RXW LXVKRWNM)

� CNUJ]R_N NaYN[RNWLN RW LXVV^WR]b UNJMN[\QRY JWM \]JOO \^YN[_R\RXW)

� @^\] LXVYUb `R]Q JUU JYYURLJKUN UJ`\ [NUJ]NM ]X ]QN 4MVRWR\][J]X[d\ 6N[]RORLJ]N)

� @^\] VNN] LXW]RW^RWP NM^LJ]RXW [NZ^R[NVNW]\ J\ Y[N\L[RKNM Kb [^UN\ Y[XV^UPJ]NM Kb ]QN D]J]N XO @<' J\ JYYURLJKUN)

7/?:0*(3 +,4(5+:'

EQN YQb\RLJU MNVJWM\ J[N [NY[N\NW]J]R_N XO ]QX\N ]QJ] V^\] KN VN] Kb JW NVYUXbNN ]X \^LLN\\O^UUb YN[OX[V ]QN N\\NW]RJU

O^WL]RXW\ XO ]QR\ SXK) EQN JKRUR]b ]X YN[OX[V ]QN O^WL]RXW\ Kb \R]]RWP X[ \]JWMRWP OX[ Na]NWMNM YN[RXM\ XO ]RVN) EQN NVYUXbNN

XLLJ\RXWJUUb R\ [NZ^R[NM ]X VJW^JUUb VX_N' URO]' LJ[[b' Y^UU' X[ Y^\Q XKSNL]\ ^Y ]X -/ YX^WM\ RW JMMR]RXW ]X XLLJ\RXWJU

\]XXYRWP' KNWMRWP' JWM [NJLQRWP) @^\] `X[T RWMXX[\ JWM X^]MXX[\ bNJ[([X^WM

/@I@CDF ,CQB@PGKJ@H :DNRGBDO$ 0JB% GO @J DMQ@H KLLKNPQJGPS DILHKSDN%

0OOQDC @JC (LLNKRDC AS'

5@ID @JC ;GPHD'
:GEJ@PQND'

,ILHKSDD 5@ID @JC ;GPHD' :GEJ@PQND'
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1KA ;GPHD' 6^RUMRWP JWM :JLRUR]RN\ BYN[J]RXW\ @JWJPN[ +DL@NPIDJP' AXW(<W\][^L]RXWJU 5MVRWR\][J]RXW

:QLDNRGOKN' 8R[NL]X[ XO 6^RUMRWP\' :JLRUR]RN\ JWM F[JW\YX[]J]RXW ,ILHKSDN' ;JVJMNQ 9M^LJ]RXWJU EN[_RLN\ %;9E&

)(:0* -<5*;065'

7XX[MRWJ]N\' VJWJPN\' JWM VJRW]JRW\ ]QN \LQXXU K^RUMRWP\' Y[XYN[]RN\' JWM ][JW\YX[]J]RXW ]X NW\^[N XYN[J]RWP NaLNUUNWLN' LUNJWURWN\\' JWM \JON]b

`R]QRW ]QN [NLXVVNWMNM K^MPN]) C[X_RMN\ JMVRWR\][J]R_N \^YYX[] JWM VJWJPN\ MNYJ[]VNW] XOORLN O^WL]RXW\ RWLU^MRWP3 HX[T B[MN[

LXX[MRWJ]RXW' ENL^[R]b KJMPN JWM JLLN\\ J\\RPWVNW]\' MJ]JKJ\N VJWJPNVNW]' MJRUb XOORLN XYN[J]RXW\' LXX[MRWJ]RXW XO K^MPN]RWP*JLLX^W]RWP

\b\]NV\' VJRW]JRWRWP XOORLN [NLX[M\' JWM Y[X_RMRWP PNWN[JU \^YYX[] \N[_RLN\ OX[ ]QN K^RUMRWP MNYJ[]VNW] \]JOO) @JWJPN\ JUU MNYJ[]VNW]

LXW][JL]X[\ RWLU^MRWP VJRW]JRWRWP [NLX[M\ JWM LXW][JL]\' JWM LXX[MRWJ]RWP Y[XSNL] JL]R_R]RN\' JWM Y[X_RMN\ \LQNM^URWP \^YYX[]) @JRW]JRW\ \LQXXU

OJLRUR]RN\ XYN[J]RXW\ JWM ][JW\YX[]J]RXW RW LXVYURJWLN `R]Q E]J]N JWM :NMN[JU P^RMNURWN\ JWM [NP^UJ]RXW\ J\ `NUU J\ Y[X_RMN \^LQ \N[_RLN\

NOONL]R_NUb JWM `R]QRW J_JRUJKUN [N\X^[LN\)

9,:765:0)030;0,:'

+,7(9;4,5; 73(5505. (5+ 04796=,4,5;:

� 7XX[MRWJ]N\ JWM X_N[\NN\ ]QN \N[_RLN\ [NUJ]NM ]X OJLRUR]RN\ YUJWWRWP' Y[XP[JV\' VJRW]NWJWLN JWM \JON]b' L^\]XMRJU \N[_RLN\' JWM ][JW\YX[]J]RXW

VJRW]NWJWLN)

� B_N[\NN\ K^RUMRWP \JON]b JWM [N\YXWM\ ]X JUU K^RUMRWP NVN[PNWLRN\4 NW\^[N\ YJ][XW JWM \]JOO \JON]b4 RWLU^MRWP UJ`W LJ[N JWM \WX` [NVX_JU X[

X]QN[ WNLN\\J[b M^]RN\)

� 7XWM^L]\ [NP^UJ[ `JUT]Q[X^PQ\ XO ]QN OJLRUR]b ]X J\\R\] _R\^JU VJRW]NWJWLN' \NL^[R]b JWM \JON]b)

� @JWJPN\ ]QN OR[N \JON]b JWM TNb JLLN\\ MJ]JKJ\N\ RW LXWS^WL]RXW `R]Q ]QN OR[N JWM NW][b JLLN\\)

� DNY[N\NW]\ ]QN :JLRUR]RN\ 8NYJ[]VNW] RW RW]N[MNYJ[]VNW]JU VNN]RWP\ ]X \^YYX[] JWM OJLRUR]J]N LXVV^WRLJ]RXW JWM JL]RXW KN]`NNW MNYJ[]VNW]\)

� EN]\ ^Y' VJRW]JRW\' JWM X[PJWRcN\ MNYJ[]VNW]$\ LNW][JU ORUN\' RWOX[VJ]RXW' ORURWP' JWM VN\\JPN\)

� 5\\R\]\ OJLRUR]RN\ \]JOO RW UXLJ]RWP _NWMX[\' YJ[]\' \^YYURN\' VJ]N[RJU\' JWM \N[_RLN\)

� 8N_NUXY\ MXL^VNW]\ JWM X_N[\NN\ JW RW\YNL]RXW YUJW OX[ JUU OJLRUR]RN\ JWM P[X^WM\ [NYX[]RWP ]QN LXWMR]RXW XO ]QN OJLRUR]RN\ RW LXUUJKX[J]RXW

`R]Q ]QN E^YN[RW]NWMNW])

� 9\]JKUR\QN\ JWM JMVRWR\]N[\ \LQNM^UN\ JWM Y[XLNM^[N\ OX[ ]QN MJRUb' XW(PXRWP Y[N_NW]R_N VJRW]NWJWLN XO OJLRUR]RN\' P[X^WM\' JWM NZ^RYVNW]

JWM [X^]RWN L^\]XMRJU LJ[N XO ]QN OJLRUR]RN\ JWM P[X^WM\)

� 5M_R\N\ \LQXXU C[RWLRYJU\ XW ]NLQWRLJU VJ]]N[\ LXWLN[WRWP Y[XSNL]\ RW ]QNR[ \LQXXU\)

� 8N_NUXY\ MXL^VNW]\ JWM X_N[\NN\ JW RW\YNL]RXW YUJW OX[ JUU OJLRUR]RN\ JWM P[X^WM\ [NYX[]RWP ]QN LXWMR]RXW XO ]QN OJLRUR]RN\ RW LXUUJKX[J]RXW

`R]Q ]QN E^YN[RW]NWMNW])

� 8N_NUXY\' [NLXVVNWM\ JWM RVYUNVNW]\ JYY[X_NM QNJU]Q JWM \JON]b Y[XLNM^[N\ JWM YUJW\ [NPJ[MRWP XYNWRWP\ JWM LUX\RWP\ XO \LQXXU

K^RUMRWP\ RW\^[RWP \NL^[R]b OX[ JUU \]JOO' \]^MNW]\' JWM _NWMX[ JWM _R\R]X[\

:<7,9=0:065 (5+ 0473,4,5;(;065

� 7XX[MRWJ]N\ JWM JMVRWR\]N[\ ]QN \N[_RLN\ [NUJ]NM ]X MNYJ[]VNW] VJRW]NWJWLN' \JON]b' L^\]XMRJU \N[_RLN\' JWM ][JW\YX[]J]RXW)

� 5\\RPW\ JWM \^YN[_R\N\ JUU L^\]XMRJU' VJRW]NWJWLN' JWM P[X^WM\ YN[\XWWNU' LXW][JL]X[\' X[ \^KLXW][JL]X[\)

� <W\YNL]\ JWM NW\^[N\ LXVYUN]RXW\ XO ]J\T\ XO VJRW]NWJWLN JWM*X[ L^\]XMRJU NVYUXbNN\ JWM*X[ LXW][JL]X[\ JWM*X[ \^KLXW][JL]X[\)

� 5^MR]\ JWM N_JU^J]N\ L^\]XMRJU JWM VJRW]NWJWLN \]JOO JWM Y[X_RMN\ ]RVNUb' JLL^[J]N JWM ^\NO^U ONNMKJLT)

� B[PJWRcN\' \^YN[_R\N\' JWM \LQNM^UN\ OJLRUR]RN\ JL]R_R]RN\' `X[T MR[NL]RXW' L^\]XMRJU \N[_RLN\' \^VVN[ LUNJWRWP' JWM VJRW]NWJWLN Y[XP[JV\

RWLU^MRWP \^VVN[ Y[XSNL] `X[T XW \LQXXU P[X^WM\)

� EX^[LN\' N_JU^J]N\ JWM [NLXVVNWM\ OX[ QR[N _NWMX[\' LXW][JL]X[\' JWM \^YYX[] \]JOO ]X VJRW]JRW ]QN OJLRUR]RN\ JWM P[X^WM\ RW J \JON JWM LX\](

NOONL]R_N VJWWN[)

� @JRW]JRW\ JMNZ^J]N RW_NW]X[b XO VJRW]NWJWLN JWM L^\]XMRJU \^YYURN\' NZ^RYVNW] JWM ]XXU\)

� DN\XU_N\ LXWLN[W\' LXWOURL]\' JWM Y[XKUNV\ XO ]QN YJ][XW\ NW\^[RWP ]QJ] \N[_RLN\ J[N Y[X_RMNM RW J Y[XON\\RXWJU JWM \JON VJWWN[)

� ANPX]RJ]N\ JWM LXX[MRWJ]N\ _NWMX[ Z^X]N\ JWM JP[NNVNW]\ OX[ MNYJ[]VNW] NZ^RYVNW]' \^YYURN\ JWM \N[_RLN\)

796-,::065(3 3,(9505. 67769;<50;0,: "736O#

� CUJW\' X[PJWRcN\ JWM OJLRUR]J]N\ JYY[XY[RJ]N ][JRWRWP JWM MN_NUXYVNW] Y[XP[JV\ RWLU^MRWP [N\X^[LN\ OX[ JUU L^\]XMRJU JWM VJRW]NWJWLN

YN[\XWWNU LXW\R\]NW] `R]Q ]QN [NZ^R[NVNW]\)

� CUJW\ JWM [NJLQN\ X`W PXJU\ OX[ \NUO(RVY[X_NVNW] LXW\R\]NW] `R]Q ]QN SXK [NZ^R[NVNW]\ JWM*X[ 5LJMNVb WNNM\)

� 5]]NWM\ \]JOO VNN]RWP\' ][JRWRWP JWM \LQXXU N_NW]\ J\ [NZ^R[NM JWM NOONL]R_NUb RVYUNVNW]\ WN` \][J]NPRN\)

� 7XX[MRWJ]N\' QXUM\ JWM TNNY VRW^]N\ XO MNYJ[]VNW]\d \]JOO VNN]RWP\ JWM ][JRWRWP \N\\RXW\ J\ VJb KN [NZ^R[NM)

� 7XX[MRWJ]N\ JWM J]]NWM\ JUU \LQXXU N_NW]\ JWM JL]R_R]RN\ J\ VJb KN MR[NL]NM' \^LQ J\ CJ[NW](FNJLQN[ LXWON[NWLN\' X[RNW]J]RXW\' N]L) J\ VJb KN

MR[NL]NM)

� 9W\^[N\ ]RVNUb JWM LXVYUN]N YJ[]RLRYJ]RXW RW JWM MXL^VNW]J]RXW XO ][JRWRWP JWM C?B\ `QN[N JYYURLJKUN)

9,:<3;: (5+ +(;( 4(5(.,4,5;

� C[NYJ[N\ [NZ^R[NM MXL^VNW]J]RXW OX[ \^YN[_R\X[d\ JYY[X_JU XW JUU YJbVNW]\ ]X LXW][JL]X[\ X[ \^KLXW][JL]X[\ OX[ `X[T LXVYUN]NM)

� CN[OX[V\ MNYJ[]VNW] Y^[LQJ\RWP M^]RN\ \^LQ J\ XK]JRWRWP V^U]RYUN Z^X]N\' LXX[MRWJ]RWP DNZ^N\]\ :X[ C[XYX\JU\ %D:C\&' WNPX]RJ]RWP Y[RLN\'

JWM NW\^[RWP Y[XYN[ MXL^VNW]J]RXW XO RW_XRLN\ JWM JYY[XY[RJ]N JYY[X_JU\ LXW\R\]NW] `R]Q 6XJ[M' E]J]N' JWM ONMN[JU YXURLRN\ JWM P^RMNURWN\)
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� 9W\^[N\ L^\]XMRJU \N[_RLN\ J[N XW \LQNM^UN' RW LXVYURJWLN `R]Q Y[XLNM^[N\' N_JU^J]NM' VJRW]JRWNM' [NYX[]NM JWM XW K^MPN])

� CUJW\' MN_NUXY\ JWM X_N[\NN\ MNYJ[]VNW] K^MPN]' RW_NW]X[b JWM Y^[LQJ\N\' JWM L^[[NW] O^]^[N Y[XSNL] XKSNL]R_N\ J[N JURPWNM `R]QRW ]QN

N\]JKUR\QNM K^MPN])

� 5\\R\]\ RW ]QN \^YN[_R\RXW JWM N_JU^J]RXW XO \]JOO YN[OX[VJWLN OXL^\RWP XW \]^MNW] \JON]b JWM NW\^[RWP JLLX^W]JKRUR]b)

9,769;05. (5+ *64730(5*,

� 8NVXW\][J]N\ J_JRUJKRUR]b `QNW WNNMNM JWM R\ XW LJUU RW LJ\N XO NVN[PNWLRN\ ]QJ] VJb ]Q[NJ]NW ]QN 5LJMNVbd\ Y[XYN[]b X[ NZ^RYVNW]

RWLU^MRWP ][JW\YX[]J]RXW)

� 9W\^[N\ JUU YXURLRN\ JWM Y[XLNM^[N\ XO ]QN OJLRUR]b J[N NWOX[LNM)

� DNLXVVNWM\' VJRW]JRW\ JWM RVYUNVNW]\ MNYJ[]VNW] JMVRWR\][J]R_N YXURLRN\ JWM Y[XLN\\N\)

� >NNY\ JWM \^KVR]\ VXW]QUb [NYX[]\ JWM MJ]JKJ\N ]X RVVNMRJ]N \^YN[_R\X[ XO JUU JL]R_R]RN\ XO K^RUMRWP VJRW]NWJWLN' L^\]XMRJU \N[_RLN\' JWM

][JW\YX[]J]RXW VJRW]NWJWLN)

� 5MQN[N\ ]X JUU N\]JKUR\QNM YXURLRN\' Y[XLNM^[N\ JWM LXMN XO N]QRL\)

� 7XVYURN\ `R]Q JUU MR\][RL]' 5LJMNVRN\' MNYJ[]VNW](`RMN YXURLRN\ JWM MJRUb [X^]RWN\ JWM P^RMNURWN\)

� 7QJWWNU\ LXWLN[W\*R\\^N\ [NUJ]NM ]X VJRW]NWJWLN' OJLRUR]b JWM ][JW\YX[]J]RXW ]X ]QN E^YN[_R\X[ JWM E^YN[RW]NWMNW]*;9E C[N\RMNW])

796-,::065(3 8<(30;0,:

� :XUUX`\ JW X[PJWRcJ]RXWJU \b\]NV OX[ MXL^VNW]RWP JWM LXVV^WRLJ]RWP Y[XP[N\\ JWM LXWLN[W\)

� 5\\^VN\ X]QN[ [NJ\XWJKUN JWM NZ^R]JKUN SXK([NUJ]NM M^]RN\ J\ J\\RPWNM Kb ]QN RVVNMRJ]N \^YN[_R\X[)

� @JRW]JRW\ Y[XON\\RXWJU JYYNJ[JWLN JWM KNQJ_N\ RW J VJWWN[ JYY[XY[RJ]N ]X J Y^KURL \N]]RWP)

� >NNY\ ]QN E^YN[_R\X[' E^YN[RW]NWMNW] JWM ;9E C[N\RMNW] RWOX[VNM XO VJRW R\\^N\ JWM LXWLN[W\)

� 5]]NWM\ ]X J\\RPWVNW]\ Y^WL]^JUUb JWM LXW\RMN[\ ]QN RVYJL] XO QR\*QN[ J]]NWMJWLN XW MNYJ[]VNW] JWM \LQXXU JLQRN_NVNW])

� 8NVXW\][J]N\ Y[XON\\RXWJUR\V RW `X[T N]QRL\' QJWMURWP LXWORMNW]RJU RWOX[VJ]RXW JWM VJWJPRWP LXWOURL]\ NOONL]R_NUb)

� CN[OX[V\ JUU M^]RN\ `R]Q Z^JUR]b' NOORLRNWLb JWM MNMRLJ]RXW ]X ]QN 5LJMNVb JWM R]\ @JWJPNVNW])

� CN[OX[V\ X]QN[ M^]RN\ J\ VJb KN J\\RPWNM Kb ]QN E^YN[_R\X[ JWM ]QN ;9E C[N\RMNW] X[ QN[*QR\ MN\RPWNN)

:(-,;? 3,.0:3(;065'

;9E R\ LXVVR]]NM ]X ]QN VJaRV^V \JON]b XO R]\ \]^MNW]\ JWM NVYUXbNN\) ;9E `RUU LXVYUb `R]Q ]QN "ELQXXU EJON]b" UNPR\UJ]RXW %-++/ C5 ,-2(,., JWM

,.1& NWJL]NM RW UJ` NOONL]R_N =JW^J[b ,' -++0) 5\ J LXWMR]RXW XO NVYUXbVNW]' ;9E `RUU [NZ^R[N ]QJ] NJLQ WN` NVYUXbNN QR[NM JO]N[ =JW^J[b ,' -++0'

\^KVR] L[RVRWJU KJLTP[X^WM LQNLT\ OX[ JUU O^UU(]RVN JWM YJ[](]RVN NVYUXbNN\ JWM OX[ RWMR_RM^JU\ J\\RPWNM ]X [NP^UJ[Ub JWM LXW]RW^X^\Ub `X[T ^WMN[

LXW][JL] RW ]QN 5LJMNVb Y[RX[ ]X ]QN OR[\] MJb XO NVYUXbVNW])

(7796=(3:'

5UU JL]R_R]RN\ V^\] KN Y[N(JYY[X_NM Kb ]QN RVVNMRJ]N \^YN[_R\X[ KNOX[N ]QNR[ ORWJU RVYUNVNW]J]RXW J\ VJb KN LXW\R\]NW] `R]Q ]QN YXURLRN\ RW ]QN BC@

@JW^JU JWM YXURLRN\ X[ J\ VJb KN MNUNPJ]NM Kb ]QN ;9E GRLN C[N\RMNW] X[ Kb ]QN ;9E C[N\RMNW] RW `[R]RWP) 5L]R_R]RN\ ]QJ] RW_XU_N JWb K^\RWN\\

LXW][JL]^JU JP[NNVNW]\ X[ VXWN]J[b LX\] V^\] KN Y[N(JYY[X_NM Kb ]QN ;9E C[N\RMNW] X[ GRLN C[N\RMNW] JWM VJb WNNM ]X KN Y[N\NW]NM ]X ]QN 5LJMNVb

6XJ[M OX[ ORWJU JYY[X_JU)

,>*3<:065:'

FQN [N\YXW\RKRUR]b MXN\ WX] RWLU^MN QR[RWP X[ OR[RWP XO \]JOO) 5UU Y^[LQJ\N\ V^\] KN Y[N(JYY[X_NM Kb ]QN E^YN[RW]NWMNW] JWM ;9E C[N\RMNW]) FQN

[N\YXW\RKRUR]b MXN\ WX] RWLU^MN VJTRWP MNLR\RXW\ [NPJ[MRWP \]JOO KNWNOR]\' YJb[XUU' JYY[X_JU XO ]QNR[ _JLJ]RXW MJb\ X[ \RLT*YN[\XWJU MJb\ RWLU^MRWP JK\NWLN\

KNbXWM ]QN VJaRV^V JUUX`NM \RLT*YN[\XWJU MJb\ XOO %YN[ NVYUXbVNW] LXW][JL] JWM J\ MR[NL]NM Kb ]QN ;D 8NYJ[]VNW]&' \]JOO Y[XVX]RXW\' \]JOO ][JW\ON[\ X[

J\\RPWVNW]\' \LQXXU LUX\RWP\' OJLRUR]b ^\N JWM TNb MR\][RK^]RXW JWM LXYbRWP' VJTRWP K^\RWN\\ X[ UNPJU LXW][JL]^JU JWM*X[ LXW\^U]RWP JP[NNVNW]\ XW KNQJUO

XO ]QN 5LJMNVb' X[ ;JVJMNQ 9M^LJ]RXWJU EN[_RLN\' JWM*X[ DNY[N\NW]J]RXW XO ]QN ;9E 6XJ[M C[N\RMNW] ^WUN\\ \YNLRORLJUUb MNUNPJ]NM Kb QN[ RW `[R]RWP)

*65-0+,5;0(30;? 6- 05-694(;065'

FQN NVYUXbNN \QJUU TNNY LXWORMNW]RJU JWM WX] MR\LUX\N' X[ VJTN JWb ^\N XO' NaLNY] OX[ ;JVJMNQ 9M^LJ]RXWJU EN[_RLN\ X[ ]QN 5LJMNVRN\d KNWNOR]' J]

JWb ]RVN' NR]QN[ M^[RWP X[ \^K\NZ^NW] ]X ]QN ]N[VRWJ]RXW XO ]QN 9VYUXbVNW] 7XW][JL] 5P[NNVNW]' JWb ][JMN \NL[N]\' OX[V^UJN' VN]QXM\' ]NLQWRZ^N\'

LXVY^]J]RXW\' TWX`UNMPN' MJ]J X[ X]QN[ RWOX[VJ]RXW XO ]QN 7XVYJWb JWM \LQXXU\ [NUJ]RWP ]X Y[XM^L]\' Y[XLN\\N\' TWX`(QX`' VJ[TN]RWP' ]NJLQRWP'

\NUURWP RMNJ\' \NUURWP LXWLNY]\' NZ^RYYRWP Y[XLN\\N\' L^\]XVN[ UR\]\' \]JOO RWOX[VJ]RXW' \]^MNW] WJVN\ X[ JMM[N\\N\' \]^MNW] YJ[NW]\d WJVN\ JWM

JMM[N\\N\' OX[NLJ\]\' VJ[TN]RWP YUJW\' \][J]NPRN\' Y[RLRWP \][J]NPRN\' LXVY^]N[ Y[XP[JV\ JWM LXYb[RPQ]JKUN X[ YJ]NW]JKUN VJ]N[RJU\' X[ X]QN[ LXWORMNW]RJU

RWOX[VJ]RXW X[ \^KSNL] VJ]]N[ YN[]JRWRWP ]X ]QN 7XVYJWb$\ X[ \LQXXU\$ K^\RWN\\' X[ JWb XO R]\ LURNW]\' L^\]XVN[\' \]^MNW]\' \]^MNW]\d YJ[NW]\'

LXW\^U]JW]\' \^YYURN[\ X[ 5OORURJ]N\' `QRLQ J 7X_NWJW]N[ VJb Y[XM^LN' ^\N' _RN` X[ X]QN[`R\N JLZ^R[N M^[RWP `QRUN NWPJPNM Y^[\^JW] ]X ]QR\

5P[NNVNW] %"C[XY[RN]J[b I<WOX[VJ]RXW"&)

:2033:&,>7,90,5*,'

� B[JU LXVY[NQNW\RXW # NaY[N\\RXW \TRUU\' `[R]]NW LXVY[NQNW\RXW # NaY[N\\RXW \TRUU\' _R\^JU JL^R]b' \YNNLQ LUJ[R]b # [NLXPWR]RXW \TRUU\'

RW]N[YN[\XWJU LXVV^WRLJ]RXW \TRUU\' X[PJWRcJ]RXW JWM YUJWWRWP \TRUU\' Y[XON\\RXWJUR\V' LXVY^]N[ UR]N[JLb' TNbKXJ[M \TRUU\' ]RVN VJWJPNVNW]

\TRUU\

,+<*(;065&;9(0505.'

� @RWRV^V XO J ;RPQ ELQXXU 8NP[NN

� @RWRV^V XO OR_N bNJ[\ XO NaYN[RNWLN

� >WX`UNMPN JWM JKRUR]b ]X [NJM JWM RW]N[Y[N] KU^N Y[RW]\)

� >WX`UNMPN XO ]QN K^RUMRWP ][JMN\ JWM JYYURLJKUN O^WL]RXW\' E]J]N JWM ?XLJU K^RUMRWP LXMN\' YXURLRN\ JWM [NZ^R[NVNW]\)

� @^\] LXVYUb `R]Q JUU JYYURLJKUN UJ`\ [NUJ]NM ]X K^RUMRWP JWM ][JW\YX[]J]RXW LXMN\ JWM [NP^UJ]RXW\

� @^\] VNN] LXW]RW^RWP NM^LJ]RXW [NZ^R[NVNW]\ J\ Y[N\L[RKNM Kb [^UN\ Y[XV^UPJ]NM Kb ]QN E]J]N XO @RLQRPJW' J\ JYYURLJKUN)
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7/?:0*(3 +,4(5+:'

FQN YQb\RLJU MNVJWM\ J[N [NY[N\NW]J]R_N XO ]QX\N ]QJ] V^\] KN VN] Kb JW NVYUXbNN ]X \^LLN\\O^UUb YN[OX[V ]QN N\\NW]RJU O^WL]RXW\ XO ]QR\ SXK)

FQN JKRUR]b ]X YN[OX[V ]QN O^WL]RXW\ [NZ^R[N\ \R]]RWP' \]JWMRWP JWM*X[ `JUTRWP OX[ Na]NWMNM YN[RXM\ XO ]RVN) FQN NVYUXbNN XLLJ\RXWJUUb R\

[NZ^R[NM ]X VJW^JUUb VX_N' URO]' LJ[[b' Y^UU' X[ Y^\Q XKSNL]\ ^Y ]X -/ YX^WM\ RW JMMR]RXW ]X XLLJ\RXWJU \]XXYRWP' KNWMRWP' TWNNURWP' L[J`URWP JWM

[NJLQRWP) @^\] `X[T RWMXX[\ JWM X^]MXX[\ bNJ[([X^WM

/@I@CDF ,CQB@PGKJ@H :DNRGBDO$ 0JB% GO @J DMQ@H KLLKNPQJGPS DILHKSDN%

0OOQDC @JC (LLNKRDC AS'

5@ID @JC ;GPHD'
:GEJ@PQND'

,ILHKSDD 5@ID @JC ;GPHD' :GEJ@PQND'
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)(:0* -<5*;065'

DN\YXW\RKUN OX[ VJWJPRWP JWM X_N[\RPQ] XO ]QN O^WL]RXWJU XYN[J]RXW XO J\\RPWNM K^RUMRWP JWM OJLRUR]RN\' RWLU^MRWP X_N[\RPQ] XO L^\]XMRJU ]NJV

VNVKN[\' X^]\RMN _NWMX[\ Y[X_RMRWP \N[_RLN\' JWM Y[NVR\N\ \NL^[R]b JWM \JON]b) AJb J] ]RVN\ KN [NZ^R[NM ]X Y[X_RMN \JON JWM NOORLRNW]

][JW\YX[]J]RXW' YN[OX[V VRWX[ VJRW]NWJWLN JWM [NYJR[ M^]RN\' JWM VXWR]X[ \]^MNW]\d LXWM^L] RW ]QN QJUU`Jb\)

9,:765:0)030;0,:'

+,7(9;4,5; 73(5505. (5+ 04796=,4,5;:

� ELQNM^UN\ MJb\ JWM ]RVN\ ]X LXWM^L] [NP^UJ[ VJRW]NWJWLN LQNLTRWP ]X NW\^[N JUU NZ^RYVNW] R\ [^WWRWP Y[XYN[Ub)

� <NUY\ NW\^[N LUNJWURWN\\ JWM X[MN[ XO \LQXXU K^RUMRWP J] JUU ]RVN\ Kb VXWR]X[RWP JWM N_JU^J]RWP RW]N[RX[ JWM Na]N[RX[ XO \LQXXU LJVY^\ RWLU^MRWP

U^WLQ J[NJ\' QJUU`Jb\' `JUT`Jb\' LUJ\\[XXV\' [N\][XXV\' YJ[TRWP UX]\' `JR]RWP [XXV\ JWM JWb X]QN[ J[NJ\ J\\RPWNM)

� ELQNM^UN\ MJb\ JWM ]RVN\ ]X LXWM^L] [NP^UJ[ L^\]XMRJU LQNLTRWP ]X NW\^[N JUU J[NJ\ J[N \JWR]J[b' LUNJW' JWM O[NN XO _JWMJUR\V)

� G]RURcN\ \YNLRJU \TRUU\ JWM ]NLQWRZ^N\ [NZ^R[NM RW MNJURWP `R]Q LQNVRLJU\ JWM `J\]N RW LXVYURJWLN R̀]Q BE<5 \]JWMJ[M\ JWM <9E JWM 5LJMNVb

YXURLb)

� CJ[]RLRYJ]N\ RW MNYJ[]VNW] RVY[X_NVNW] YUJW Kb \QJ[RWP RMNJ\ JWM RWY^] ]X NWQJWLN \N[_RLN\ JWM Y[XP[JV)

� 7XUUJKX[J]N\ `R]Q ]QN L^\]XMRJU ]NJV VNVKN[\ ]X \N[_RLN \]^MNW]\)

� 7J]NPX[RcN\ Y[RX[R]RN\ JWM MNVXW\][J]N\ J]]NW]R_NWN\\ ]X `X[T \LQNM^UN)

� 8NVXW\][J]N\ OUNaRKRUR]b RW ^W\LQNM^UNM J\\RPWVNW]\ JWM*X[ YUJLNVNW]\ JWM ^WMN[\]JWM\' JMXY]\ JWM `X[T\ ]X`J[M\ ]QN \LQXXU VR\\RXW)

� CUJW\ JWM RVYUNVNW]\ [X^]RWN K^\ VJRW]NWJWLN JWM RW\YNL]RXW\)

� 8NVXW\][J]N\ ^WMN[\]JWMRWP XO ]QN \TRUU\ JWM ]NLQWRZ^N\ [NZ^R[NM OX[ \]^MNW]\ RW \YNLRJU Y[XP[JV\ JWM [NYX[]\ JUU \]^MNW] R\\^N\ ]X ]QN C[RWLRYJU)

� AJRW]JRW\ ]QN TWX`UNMPN XO YU^VKRWP' NUNL][RLJU' ^Y TNNY XO OUXX[\ JWM [XXORWP)

� =MNW]RORN\ YX]NW]RJU R\\^N\ ]QJ] J[R\N `QNW VJRW]JRWRWP JWM Y[X_RMRWP JW XYN[J]RXWJU JWM \JON K^RUMRWP' JWM VJTN\ [NLXVVNWMJ]RXW\ OX[ JMM[N\\RWP

YX]NW]RJU R\\^N\

� 5\\R\]\ `R]Q TNNYRWP ]QN K^RUMRWP LUNJW' X[MN[Ub JWM `NUU TNY])

� DN\YXW\RKUN OX[ VJWJPN[RJU XYN[J]RXW\ `QRLQ LJW RWLU^MN K^] WX] URVR]NM ]X3 X[MN[RWP K^RUMRWP \^YYURN\ JWM JMM[N\\RWP ]QN WNNM\ XO ]QN K^RUMRWP' JWM

X_N[\RPQ] XO L^\]XMRJU ]NJV VNVKN[\)

:<7,9=0:065 (5+ 0473,4,5;(;065

� AXWR]X[\ JWM Y[XVY]Ub [NYX[]\ VJRW]NWJWLN R\\^N\' P[JOOR]R' JWM \JON]b QJcJ[M\ ]X \^YN[_R\X[)

� B_N[\NN\ X^]\RMN _NWMX[ K^RUMRWP JWM OJLRUR]b VJRW]NWJWLN JWM X]QN[ \N[_RLN\)

� B_N[\NN\ `X[T YN[OX[VNM Kb L^\]XMRJU ]NJV VNVKN[\ RW ]QN OJLRUR]b) 9OONL]R_NUb LXVV^WRLJ]N\ L^\]XMRJU JWM X]QN[ OJLRUR]b XYN[J]RXW WNNM\ ]X ]NJV

VNVKN[\)

� 9W\^[N\ ]QJ] JUU LUJ\\[XXV\ QJ_N X_N[QNJM Y[XSNL]X[\' FHE' JWM JUU WNLN\\J[b \^YYURN\ \^LQ J\ MN\T\' LQJR[\' JWM KXXTLJ\N\)

� 8NUR_N[\ WN` ]Na]KXXT\ JWM VJ]N[RJU\ ]X LUJ\\[XXV\)

� 9W\^[N\ ]QJ] [NYJR[\ J[N VJMN ]X MJVJPN\ ]X \LQXXU O^[WR]^[N JWM M[b `JUU JWM YN[OX[V\ VRWX[ NUNL][RLJU JWM YU^VKRWP [NYJR[\)

� AJb J] ]RVN\ KN [NZ^R[NM ]X YN[OX[V PNWN[JU VJRW]NWJWLN M^]RN\' `QN]QN[ RWMR_RM^JUUb X[ RW LXWS^WL]RXW R̀]Q L^\]XMRJU ]NJV VNVKN[\' \^LQ J\3

� =W\]JUU YNWLRU \QJ[YNWN[\ RW JUU LUJ\\[XXV\ JWM [NYJR[\ X[ [NYUJLN\ ]QNV J\ WNNMNM)

� 5\\R\] RW YJRW]RWP ]QN \LQXXU K^RUMRWP J] ]QN NWM XO ]QN \LQXXU bNJ[)

� AJRW]JRW P[X^WM \N[_RLN\ J\ WNNMNM' MR\YX\N\ ][J\Q KJP\ JWM `J\]N Y[XYN[Ub)

� DNYUJLN <H57 ORU]N[\ JWM VJRW]JRW\ LUNJWURWN\\ XO [XXO J\ WNNMNM)

� 7UNJW ]QN K^RUMRWP\ JWM VJRW]JRW\ R] RW ]XY LXWMR]RXW ]Q[X^PQX^] ]QN MJb)

� <JWMUN JUU NZ^RYVNW] JWM LUNJWRWP LQNVRLJU\ Y[XYN[Ub RW JLLX[MJWLN `R]Q E8E*AE8E' E^YN[_R\X[$\ MR[NL]R_N\ JWM VJW^OJL]^[N[$\

RW\][^L]RXW\)

� 9W\^[N ]QJ] YJYN[ Y[XM^L]\' \XJY JWM JR[ O[N\QNWN[\ J[N JU`Jb\ J_JRUJKUN JWM Y[XYN[Ub \]XLTNM)

� C[XVY]Ub JWM Y[XYN[Ub LUNJW\ ^WNaYNL]NM \YRUU\ JWM OXUUX`\ Y[XYN[ \JON]b Y[XLNM^[N\ ]X Y[N_NW] QJcJ[MX^\ \R]^J]RXW\)

� 7UNJW' YXUR\QN\ JWM \JWR]RcN\ KJ]Q[XXV\ XW J MJRUb KJ\R\ JWM J\ \LQNM^UNM)

� HJL^^V' M^\] JWM LUNJW XOORLN\' LUJ\\[XXV\' PbVWJ\R^V' `NRPQ] [XXV JWM UXLTN[ [XXV\ J\ \LQNM^UNM J\ WNNMNM)

� AXWR]X[ \]^MNW] KNQJ_RX[ M^[RWP U^WLQ' ][J_NU' RW QJUU`Jb\ JWM RW ]QN J]QUN]RL Y[XP[JV)

� E^YN[_R\N \]^MNW]\d LXWM^L] `QRUN XW KXJ[M' JWM VJTN\ \^[N ]QNb J[N OXUUX`RWP \JON]b Y[XLNM^[N\

� F[JW\YX[] \]^MNW]\ JWM \]JOO ]X JUU J]QUN]RL N_NW]\ JWM ORNUM ][RY\)

� =W\YNL] K^\ KNOX[N XYN[J]RWP' JWM [NYX[] JWb Y[XKUNV\ ]X ]QN E^YN[_R\X[

� AJRW]JRW K^\ OX[ Y[XYN[ LUNJWURWN\\ JWM XYN[J]RWP LXWMR]RXW

� F[X^KUN\QXX] JWb VRWX[ K^\ Y[XKUNV\ XW JWM XOO ]QN [XJM)

� =W\YNL] ]QN K^\ JO]N[ ][RY\ JWM VJTN \^[N \]^MNW]\ MRM WX] UNJ_N JWb]QRWP KNQRWM

1KA ;GPHD' 6^RUMRWP AJWJPN[ +DL@NPIDJP' 6^RUMRWP BYN[J]RXW\

:QLDNRGOKN' 6^RUMRWP JWM :JLRUR]RN\ BYN[J]RXW\ AJWJPN[ # 8R[NL]X[ XO

6^RUMRWP\' OJLRUR]RN\' JWM F[JW\YX[]J]RXW
,ILHKSDN' <JVJMNQ 9M^LJ]RXWJU EN[_RLN\ %<9E&
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796-,::065(3 3,(9505. 67769;<50;0,: "736O#

� 5]]NWM\ \]JOO VNN]RWP\' JL]R_R]RN\ JWM ][JRWRWP \N\\RXW\ J\ [NZ^R[NM JWM \NNT\ XYYX[]^WR]RN\ JWM VNW]X[RWP OX[ Y[XON\\RXWJU MN_NUXYVNW])

� CJ[]RLRYJ]N\ RW [NLXVVNWMNM ][JRWRWP Y[XP[JV\' LXWON[NWLN\' LX^[\N\ X[ X]QN[ Y[XON\\RXWJU MN_NUXYVNW] XYYX[]^WR]RN\

� 5]]NWM\ JUU CJ[NW](FNJLQN[ LXWON[NWLN\' XYNW QX^\N\' JWM X[RNW]J]RXW\' J\ `NUU J\ JWb X]QN[ \LQXXU N_NW]\ J\ [NZ^R[NM)

� 9W\^[N\ ]RVNUb JWM LXVYUN]N YJ[]RLRYJ]RXW RW JWM MXL^VNW]J]RXW XO C@B\ `QN[N JYYURLJKUN)

� EN]\ JWM [NJLQN\ X`W PXJU\ OX[ \NUO(RVY[X_NVNW] LXW\R\]NW] `R]Q SXK [NZ^R[NVNW]\ JWM*X[ \LQXXU WNNM\)

� CJ[]RLRYJ]N\ RW MNYJ[]VNW] RVY[X_NVNW] YUJW Kb \QJ[RWP RMNJ\ JWM RWY^] ]X NWQJWLN \N[_RLN\ JWM Y[XP[JV)

9,:<3;: (5+ +(;( 4(5(.,4,5;

� BK\N[_N\ JWM MXL^VNW]\ LN[]JRW J[NJ\ RW ]QN \LQXXU ]QJ] J[N RW LXW]RW^X^\ WNNM XO [NYJR[ X[ LUNJWRWP)

� ?NNY\ J L^\]XMRJU UXP JWM MXL^VNW]\ JWb Y[XKUNV\*LXWLN[W\ ]QJ] VJb XLL^[ JWM [NLXVVNWM\ \XU^]RXW\ ]X ]QN Y[XKUNV\*LXWLN[W\ OX[ [N_RN` JWM

YX]NW]RJU JYY[X_JU)

� DN\YXW\RKUN OX[ RVYUNVNW]J]RXW XO JMXY]NM \XU^]RXW\ ]X OJLRUR]b Y[XKUNV\*LXWLN[W\ ]QJ] VJb XLL^[

� BK\N[_N\ ]QN QRPQN[ ][JOORL J[NJ\ M^[RWP ]QN MJb JWM LUNJW\ J\ WNNMNM)

� 9W\^[N\ \LQXXU _NQRLUN\ J[N VJRW]JRWNM JWM TNY] LUNJWNM JWM [NJMb OX[ ^\N

� 9W\^[N\ ]QN ][JW\YX[] Y[XLN\\ [^W\ \JONUb' \VXX]QUb' JWM ]RVNUb)

� ?NNY\ J ][JW\YX[]J]RXW UXP JWM MXL^VNW] ][RY\' K^\ [RMN[\ JWM JWb Y[XKUNV\*LXWLN[W\

9,769;05. (5+ *64730(5*,

� DNYX[]\ JWM MXL^VNW]\ JWb K^RUMRWP X[ K^\ VJRW]NWJWLN Y[XKUNV\ ]X \^YN[_R\X[)

� C[N_NW]\ QJcJ[MX^\ \R]^J]RXW\ Kb RVVNMRJ]NUb LUNJWRWP ^Y JWb \YRUU\ JWM OXUUX`RWP Y[XYN[ \JON]b Y[XLNM^[N\)

� 5MQN[N\ ]X JUU N\]JKUR\QNM YXURLRN\' Y[XLNM^[N\ JWM LXMN XO N]QRL\)

� =VVNMRJ]NUb [NYX[]\ JWb ^W^\^JU LR[L^V\]JWLN\' R\\^N\ X[ XK\N[_J]RXW\ [NPJ[MRWP \JON]b JWM LXVYURJWLN LXWLN[W\ ]X JYY[XY[RJ]N \^YN[_R\X[%\&)

� 7XVYURN\ `R]Q JUU 5LJMNVb' MNYJ[]VNW]' <9E' E]J]N JWM UXLJU [^UN\ JWM P^RMNURWN\ LXWLN[WRWP QNJU]Q JWM \JON]b)

� :XUUX`\ QRPQ \]JWMJ[M\ XO \JWR]J]RXW JWM \JON]b Y[XLNM^[N\)

� 8NVXW\][J]N\ Y[XON\\RXWJUR\V RW `X[T N]QRL\' QJWMURWP LXWORMNW]RJU RWOX[VJ]RXW' JWM VJWJPRWP LXWOURL]\)

� 8NVXW\][J]N\ J_JRUJKRUR]b `QNW WNNMNM)

� 7XVV^WRLJ]N\ `R]Q \^YN[_R\X[\ JWb LXWLN[W\ JKX^] RWMR_RM^JU \]^MNW]d\ KNQJ_RX[' M[N\\ LXMN X[ J]]R]^MN `QRLQ R\ WX] RW URWN R̀]Q \LQXXU [NP^UJ]RXW\'

JWM*X[ [NOUNL]\ WNNM OX[ RVVNMRJ]N RW]N[_NW]RXW)

796-,::065(3 8<(30;0,:

� C[X_RMN\ NaLNUUNW] L^\]XVN[ \N[_RLN JWM RVYJ[]\ YX\R]R_N LXVV^WRLJ]RXW `R]Q JUU \]JTNQXUMN[\)

� CN[OX[V\ JUU M^]RN\ `R]Q Z^JUR]b' NOORLRNWLb JWM MNMRLJ]RXW ]X ]QN 5LJMNVRN\ JWM ]QNR[ AJWJPNVNW])

� CN[OX[V\ X]QN[ M^]RN\ J\ J\\RPWNM Kb ]QN E^YN[_R\X[' C[RWLRYJU X[ <9E C[N\RMNW] X[ QN[ MN\RPWNN)

� 7XVV^WRLJ]N\ NOONL]R_NUb JWM YX\R]R_NUb `R]Q \]JOO' \]^MNW]\ JWM YJ[NW]\ J\ WNNMNM)

� :XUUX`\ JW X[PJWRcJ]RXWJU \b\]NV OX[ MXL^VNW]\ JWM LXVV^WRLJ]RWP Y[XP[N\\ JWM LXWLN[W\ `R]Q \]JTNQXUMN[\)

:(-,;? 3,.0:3(;065'

<9E R\ LXVVR]]NM ]X ]QN VJaRV^V \JON]b XO R]\ \]^MNW]\ JWM NVYUXbNN\) <9E `RUU LXVYUb `R]Q ]QN "ELQXXU EJON]b" UNPR\UJ]RXW %-++/ C5 ,-2(,., JWM

,.1& NWJL]NM RW UJ` NOONL]R_N >JW^J[b ,' -++0) 5\ J LXWMR]RXW XO NVYUXbVNW]' <9E `RUU [NZ^R[N ]QJ] NJLQ WN` NVYUXbNN QR[NM JO]N[ >JW^J[b ,' -++0'

\^KVR] L[RVRWJU KJLTP[X^WM LQNLT\ OX[ JUU O^UU(]RVN JWM YJ[](]RVN NVYUXbNN\ JWM OX[ RWMR_RM^JU\ J\\RPWNM ]X [NP^UJ[Ub JWM LXW]RW^X^\Ub `X[T ^WMN[

LXW][JL] RW ]QN 5LJMNVb Y[RX[ ]X ]QN OR[\] MJb XO NVYUXbVNW])

(7796=(3:'

5UU JL]R_R]RN\ [NZ^R[RWP \^YN[_R\X[d\ [N_RN`U V^\] KN Y[N(JYY[X_NM Kb ]QN RVVNMRJ]N \^YN[_R\X[ KNOX[N ]QNR[ ORWJU RVYUNVNW]J]RXW J\ VJb KN LXW\R\]NW]

`R]Q ]QN YXURLRN\ RW ]QN BCA AJW^JU JWM YXURLRN\ X[ J\ VJb KN MNUNPJ]NM Kb ]QN <9E HRLN C[N\RMNW] X[ Kb ]QN <9E C[N\RMNW] RW `[R]RWP) 5L]R_R]RN\ ]QJ]

RW_XU_N JWb K^\RWN\\ LXW][JL]^JU JP[NNVNW]\ X[ VXWN]J[b LX\] V^\] KN Y[N(JYY[X_NM Kb ]QN <9E C[N\RMNW] X[ HRLN C[N\RMNW] JWM VJb WNNM ]X KN Y[N\NW]NM

]X ]QN 5LJMNVb 6XJ[M OX[ ORWJU JYY[X_JU)

,>*3<:065:'

FQN [N\YXW\RKRUR]b MXN\ WX] RWLU^MN J^]QX[R]b ]X QR[N JWM*X[ OR[N \]JOO) 5UU Y^[LQJ\N\ V^\] KN Y[N(JYY[X_NM Kb ]QN <9E C[N\RMNW]) FQN [N\YXW\RKRUR]b MXN\

WX] RWLU^MN VJTRWP MNLR\RXW\ [NPJ[MRWP \]JOO KNWNOR]\' YJb[XUU' JYY[X_JU XO ]QNR[ _JLJ]RXW MJb\ X[ \RLT*YN[\XWJU MJb\ RWLU^MRWP JK\NWLN\ KNbXWM ]QN

VJaRV^V JUUX`NM \RLT*YN[\XWJU MJb\ XOO %YN[ NVYUXbVNW] LXW][JL] JWM J\ MR[NL]NM Kb ]QN <D 8NYJ[]VNW]&' \]JOO Y[XVX]RXW\' \]JOO ][JW\ON[\ X[

J\\RPWVNW]\' \LQXXU LUX\RWP\' OJLRUR]b ^\N JWM TNb MR\][RK^]RXW JWM LXYbRWP' VJTRWP K^\RWN\\ X[ UNPJU LXW][JL]^JU JWM*X[ LXW\^U]RWP JP[NNVNW]\ XW KNQJUO

XO ]QN 5LJMNVb' X[ <JVJMNQ 9M^LJ]RXWJU EN[_RLN\' JWM*X[ DNY[N\NW]J]RXW XO ]QN <9E 6XJ[M C[N\RMNW] ^WUN\\ \YNLRORLJUUb MNUNPJ]NM Kb QN[ RW `[R]RWP)

*65-0+,5;0(30;? 6- 05-694(;065'

FQN NVYUXbNN \QJUU TNNY LXWORMNW]RJU JWM WX] MR\LUX\N' X[ VJTN JWb ^\N XO' NaLNY] OX[ <JVJMNQ 9M^LJ]RXWJU EN[_RLN\ X[ ]QN 5LJMNVRN\d KNWNOR]' J]

JWb ]RVN' NR]QN[ M^[RWP X[ \^K\NZ^NW] ]X ]QN ]N[VRWJ]RXW XO ]QN 9VYUXbVNW] 7XW][JL] 5P[NNVNW]' JWb ][JMN \NL[N]\' OX[V^UJN' VN]QXM\' ]NLQWRZ^N\'

LXVY^]J]RXW\' TWX`UNMPN' MJ]J X[ X]QN[ RWOX[VJ]RXW XO ]QN 7XVYJWb JWM \LQXXU\ [NUJ]RWP ]X Y[XM^L]\' Y[XLN\\N\' TWX`(QX`' VJ[TN]RWP' ]NJLQRWP'

\NUURWP RMNJ\' \NUURWP LXWLNY]\' NZ^RYYRWP Y[XLN\\N\' L^\]XVN[ UR\]\' \]JOO RWOX[VJ]RXW' \]^MNW] WJVN\ X[ JMM[N\\N\' \]^MNW] YJ[NW]\d WJVN\ JWM

JMM[N\\N\' OX[NLJ\]\' VJ[TN]RWP YUJW\' \][J]NPRN\' Y[RLRWP \][J]NPRN\' LXVY^]N[ Y[XP[JV\ JWM LXYb[RPQ]JKUN X[ YJ]NW]JKUN VJ]N[RJU\' X[ X]QN[ LXWORMNW]RJU

RWOX[VJ]RXW X[ \^KSNL] VJ]]N[ YN[]JRWRWP ]X ]QN 7XVYJWb$\ X[ \LQXXU\$ K^\RWN\\' X[ JWb XO R]\ LURNW]\' L^\]XVN[\' \]^MNW]\' \]^MNW]\d YJ[NW]\' LXW\^U]JW]\'

\^YYURN[\ X[ 5OORURJ]N\' `QRLQ J 7X_NWJW]N[ VJb Y[XM^LN' ^\N' _RN` X[ X]QN[`R\N JLZ^R[N M^[RWP `QRUN NWPJPNM Y^[\^JW] ]X ]QR\ 5P[NNVNW]

%"C[XY[RN]J[b I=WOX[VJ]RXW"&)

:2033:&,>7,90,5*,'

� B[JU LXVY[NQNW\RXW # NaY[N\\RXW \TRUU\' `[R]]NW LXVY[NQNW\RXW # NaY[N\\RXW \TRUU\' _R\^JU JL^R]b' \YNNLQ LUJ[R]b # [NLXPWR]RXW \TRUU\'
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RW]N[YN[\XWJU LXVV^WRLJ]RXW \TRUU\' X[PJWRcJ]RXW JWM YUJWWRWP \TRUU\' Y[XON\\RXWJUR\V JWM ]RVN VJWJPNVNW] \TRUU\

� 5KRUR]b ]X URO] JWM VJWRY^UJ]N QNJ_b XKSNL]\4 5KRUR]b ]X XYN[J]N J _J[RN]b XO NZ^RYVNW]4 5KRUR]b ]X \JONUb YN[OX[V VRWX[ VJRW]NWJWLN Y[XLNM^[N\

� 5KRUR]b ]X ^WMN[\]JWM' OXUUX`' JWM NWOX[LN \JON]b Y[XLNM^[N\)

,+<*(;065&;9(0505.

� <RPQ ELQXXU 8RYUXVJ X[ ;98 Y[NON[[NM4 5] UNJ\] , bNJ[ XO `X[T NaYN[RNWLN)

� A^\] QJ_N _JURM ARLQRPJW 7XVVN[LRJU 8[R_N[$\ URLNW\N `R]Q J ELQXXU 6^\ 9WMX[\NVNW] %E&' WX VX[N ]QJW ]`X VX_RWP _RXUJ]RXW\ JWM*X[ J](OJ^U]

JLLRMNW]\ XW M[R_RWP [NLX[M RW ]QN YJ\] ]Q[NN bNJ[\)

7/?:0*(3 +,4(5+:'

FQN YQb\RLJU MNVJWM\ MN\L[RKNM QN[N J[N [NY[N\NW]J]R_N XO ]QX\N ]QJ] V^\] KN VN] ]X \^LLN\\O^UUb YN[OX[V ]QN N\\NW]RJU O^WL]RXW\ XO ]QR\ SXK)

DN\YXW\RKRUR]RN\ RWLU^MN QNJ_b URO]RWP JWM LJ[[bRWP' `JUTRWP JWM \]JWMRWP OX[ Na]NWMNM YN[RXM\ XO ]RVN' JWM `X[TRWP X^]\RMN RW JUU ]bYN\ XO

`NJ]QN[)

/@I@CDF ,CQB@PGKJ@H :DNRGBDO$ 0JB% GO @J DMQ@H KLLKNPQJGPS DILHKSDN%

-.210/2 %),%'"%# $(%'*+&3$

0OOQDC @JC (LLNKRDC AS'

5@ID @JC ;GPHD '
:GEJ@PQND'

,ILHKSDD 5@ID @JC ;GPHD' :GEJ@PQND'
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1KA ;GPHD' 5][ 7ZQ^MZ IVL 6][\WLQIV +DL@NPIDJP' 5]QTLQVO AXMZI\QWV[

:QLDNRGOKN' 5]QTLQVO IVL 9IKQTQ\QM[ AXMZI\QWV[ @IVIOMZ #

7QZMK\WZ WN 5]QTLQVO[' 9IKQTQ\QM[' IVL EZIV[XWZ\I\QWV
,ILHKSDN' ;IUILMP 8L]KI\QWVIT DMZ^QKM[ %;8D&

)(:0* -<5*;065'

FVLMZ \PM LQZMK\QWV WN \PM 5]QTLQVO IVL 9IKQTQ\QM[ AXMZI\QWV[ @IVIOMZ # 7QZMK\WZ WN 5]QTLQVO[' 9IKQTQ\QM[' IVL EZIV[XWZ\I\QWV XZW^QLM[ [INM

IVL MNNQKQMV\ \ZIV[XWZ\I\QWV IVL XMZNWZU[ I ^IZQM\a WN K][\WLQIT IK\Q^Q\QM[ \W UIQV\IQV I KTMIV' XZM[MV\IJTM IVL WZLMZTa KWVLQ\QWV WN \PM

[KPWWT J]QTLQVO%[&)

9,:765:0)030;0,:'

+,7(9;4,5; 73(5505. (5+ 04796=,4,5;:

� @IQV\IQV[ KTMIVTQVM[[ IVL WZLMZ WN [KPWWT J]QTLQVO I\ ITT \QUM[ Ja UWVQ\WZQVO QV\MZQWZ IVL M`\MZQWZ WN [KPWWT KIUX][ QVKT]LQVO T]VKP IZMI['

PITT_Ia[' _ITS_Ia[' KTI[[ZWWU[' ZM[\ZWWU[' XIZSQVO TW\[' _IQ\QVO ZWWU[ IVL IVa W\PMZ IZMI[ I[[QOVML)

� F\QTQbM[ ITT IXXTQKIJTM [INM\a [SQTT[ IVL \MKPVQY]M[ ZMY]QZML QV LMITQVO _Q\P KPMUQKIT[ IVL _I[\M QV KWUXTQIVKM _Q\P AD;4 [\IVLIZL[ IVL ;8D

IVL 4KILMUa XWTQKa)

� BIZ\QKQXI\M[ QV LMXIZ\UMV\ QUXZW^MUMV\ XTIV Ja [PIZQVO QLMI[ IVL QVX]\ \W MVPIVKM [MZ^QKM[ IVL XZWOZIU

� 6I\MOWZQbM[ XZQWZQ\QM[ IVL LMUWV[\ZI\M[ I\\MV\Q^MVM[[ \W _WZS [KPML]TM)

� 7MUWV[\ZI\M[ NTM`QJQTQ\a _Q\P ]V[KPML]TML I[[QOVUMV\[ IVL MV[]ZM[ \PI\ I[[QOVUMV\[ IZM KWUXTM\ML QV I \QUMTa UIVVMZ

� FVLMZ[\IVL[ \PM [KPWWT UQ[[QWV IVL ILWX\[ IVL _WZS[ _Q\PQV \PM ^Q[QWV IVL XQTTIZ[ M[\IJTQ[PML Ja ;8D

� BTIV[ IVL QUXTMUMV\[ ZW]\QVM J][ UIQV\MVIVKM IVL QV[XMK\QWV[)

� 7MUWV[\ZI\M[ ]VLMZ[\IVLQVO WN \PM [SQTT[ IVL \MKPVQY]M[ ZMY]QZML NWZ [\]LMV\[ QV [XMKQIT XZWOZIU[ IVL ZMXWZ\[ ITT [\]LMV\ Q[[]M[ \W \PM BZQVKQXIT)

:<7,9=0:065 (5+ 0473,4,5;(;065

� @IQV\IQV[ OZW]VL [MZ^QKM[ I[ VMMLML' LQ[XW[M[ \ZI[P JIO[ IVL _I[\M XZWXMZTa)

� CMXTIKM[ ;G46 NQT\MZ[ IVL UIQV\IQV[ KTMIVTQVM[[ WN ZWWN I[ VMMLML)

� 8V[]ZM[ \PI\ XIXMZ XZWL]K\[' [WIX IVL IQZ NZM[PMVMZ[ IZM IT_Ia[ I^IQTIJTM IVL XZWXMZTa [\WKSML)

� BZWUX\Ta IVL XZWXMZTa KTMIV[ ]VM`XMK\ML [XQTT[ IVL NWTTW_[ XZWXMZ [INM\a XZWKML]ZM[ \W XZM^MV\ PIbIZLW][ [Q\]I\QWV[)

� 6TMIV[' XWTQ[PM[ IVL [IVQ\QbM[ ITT I[[QOVML JI\PZWWU[ WV I LIQTa JI[Q[ IVL I[ [KPML]TML)

� GIK]]U[' L][\[ IVL KTMIV[ WNNQKM[' KTI[[ZWWU[' OaUVI[Q]U' _MQOP\ ZWWU IVL TWKSMZ ZWWU[ I[ [KPML]TML I[ VMMLML)

� @WVQ\WZ[ [\]LMV\ JMPI^QWZ L]ZQVO T]VKP' \ZI^MT' QV PITT_Ia[ IVL L]ZQVO I\PTM\QK M^MV\[)

� D]XMZ^Q[M[ [\]LMV\[c KWVL]K\ L]ZQVO \ZI^MT' IVL UISM[ []ZM \PMa IZM NWTTW_QVO ITT IXXTQKIJTM [INM\a XZWKML]ZM[

� EZIV[XWZ\[ [\]LMV\[ IVL [\INN \W ITT I\PTM\QK M^MV\[ IVL NQMTL \ZQX[)

� <V[XMK\[ J][ JMNWZM WXMZI\QVO' IVL ZMXWZ\ IVa XZWJTMU[ \W \PM D]XMZ^Q[WZ

� @IQV\IQV[ J][M[ NWZ XZWXMZ KTMIVTQVM[[ IVL WXMZI\QVO KWVLQ\QWV

� EZW]JTM[PWW\[ IVa UQVWZ J][ XZWJTMU[ WV IVL WNN \PM ZWIL)

� <V[XMK\[ \PM J][ IN\MZ \ZQX[ IVL UISM []ZM [\]LMV\[ LQL VW\ TMI^M IVa\PQVO JMPQVL

796-,::065(3 3,(9505. 67769;<50;0,: "736O#

� 4\\MVL[ [\INN UMM\QVO[' IK\Q^Q\QM[ IVL \ZIQVQVO [M[[QWV[ I[ ZMY]QZML IVL [MMS[ WXXWZ\]VQ\QM[ IVL UMV\WZQVO NWZ OZW_\P IVL XZWNM[[QWVIT

LM^MTWXUMV\)

� BIZ\QKQXI\M[ QV ZMKWUUMVLML \ZIQVQVO XZWOZIU[' KWVNMZMVKM[' KW]Z[M[ WZ W\PMZ I[XMK\[ WN XZWNM[[QWVIT OZW_\P)

� 4\\MVL[ BIZMV\(EMIKPMZ 6WVNMZMVKM[' WXMV PW][M[' IVL WZQMV\I\QWV[' I[ _MTT I[ IVa W\PMZ [KPWWT M^MV\[ I[ LQZMK\ML Ja []XMZ^Q[WZ)

� 8V[]ZM[ \QUMTa IVL KWUXTM\M XIZ\QKQXI\QWV QV IVL LWK]UMV\I\QWV WN B?A[ _PMZM IXXTQKIJTM)

� DM\[ IVL ZMIKPM[ W_V OWIT[ NWZ [MTN(QUXZW^MUMV\ KWV[Q[\MV\ _Q\P RWJ ZMY]QZMUMV\[ IVL*WZ [KPWWT VMML[)

� BIZ\QKQXI\M[ QV LMXIZ\UMV\ QUXZW^MUMV\ XTIV Ja [PIZQVO QLMI[ IVL QVX]\ \W MVPIVKM [MZ^QKM[ IVL XZWOZIU)

9,:<3;: (5+ +(;( 4(5(.,4,5;

� AJ[MZ^M[ IVL LWK]UMV\[ KMZ\IQV IZMI[ QV \PM [KPWWT \PI\ IZM QV KWV\QV]W][ VMML WN KTMIVQVO)

� >MMX[ I K][\WLQIT TWO IVL LWK]UMV\[ IVa XZWJTMU[*KWVKMZV[ \PI\ UIa WKK]Z)

� AJ[MZ^M[ \PM PQOPMZ \ZINNQK IZMI[ L]ZQVO \PM LIa IVL KTMIV[ I[ VMMLML)

� 8V[]ZM[ [KPWWT ^MPQKTM[ IZM _MTT(UIQV\IQVML)

� 8V[]ZM[ \PM \ZIV[XWZ\ XZWKM[[ Z]V[ [INMTa' [UWW\PTa' IVL \QUMTa)

� >MMX[ I \ZIV[XWZ\I\QWV TWO IVL LWK]UMV\ \ZQX[' J][ ZQLMZ[ IVL IVa XZWJTMU[*KWVKMZV[)

9,769;05. (5+ *64730(5*,

� CMXWZ\[ IVL LWK]UMV\[ IVa J]QTLQVO WZ J][ UIQV\MVIVKM XZWJTMU[ \W []XMZ^Q[WZ)

� <UUMLQI\MTa ZMXWZ\[ IVa ]V][]IT KQZK]U[\IVKM[' Q[[]M[ WZ WJ[MZ^I\QWV[ ZMOIZLQVO [INM\a IVL KWUXTQIVKM KWVKMZV[ \W IXXZWXZQI\M []XMZ^Q[WZ%[&)

� 6WUXTQM[ _Q\P ITT 4KILMUa' LMXIZ\UMV\' ;8D' D\I\M IVL TWKIT Z]TM[ IVL O]QLMTQVM[ KWVKMZVQVO PMIT\P IVL [INM\a)

� 9WTTW_[ PQOP [\IVLIZL[ WN [IVQ\I\QWV IVL [INM\a XZWKML]ZM[)

� 7MUWV[\ZI\M[ XZWNM[[QWVITQ[U QV _WZS M\PQK[' PIVLTQVO KWVNQLMV\QIT QVNWZUI\QWV' IVL UIVIOQVO KWVNTQK\[)
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� 6WUU]VQKI\M[ _Q\P []XMZ^Q[WZ[ IVa KWVKMZV[ IJW]\ QVLQ^QL]IT [\]LMV\c[ JMPI^QWZ' LZM[[ KWLM WZ I\\Q\]LM _PQKP Q[ VW\ QV TQVM _Q\P [KPWWT

ZMO]TI\QWV[' IVL*WZ ZMNTMK\[ VMML NWZ QUUMLQI\M QV\MZ^MV\QWV)

796-,::065(3 8<(30;0,:

� BZW^QLM[ M`KMTTMV\ K][\WUMZ [MZ^QKM IVL QUXIZ\[ XW[Q\Q^M KWUU]VQKI\QWV _Q\P ITT [\ISMPWTLMZ[ BMZNWZU[ ITT L]\QM[ _Q\P LMLQKI\QWV \W \PM

4KILMUa IVL Q\[ @IVIOMUMV\)

� BMZNWZU[ W\PMZ L]\QM[ I[ I[[QOVML Ja \PM D]XMZ^Q[WZ' BZQVKQXIT WZ ;8D BZM[QLMV\ WZ PMZ LM[QOVMM)

� 6WUU]VQKI\M[ MNNMK\Q^MTa IVL XW[Q\Q^MTa _Q\P [\INN' [\]LMV\[ IVL XIZMV\[ I[ VMMLML)

� 9WTTW_[ IV WZOIVQbI\QWVIT [a[\MU NWZ LWK]UMV\[ IVL KWUU]VQKI\QVO XZWOZM[[ IVL KWVKMZV[ _Q\P [\ISMPWTLMZ[)

� 7MUWV[\ZI\M[ I^IQTIJQTQ\a _PMV VMMLML)

:(-,;? 3,.0:3(;065'

;8D Q[ KWUUQ\\ML \W \PM UI`QU]U [INM\a WN Q\[ [\]LMV\[ IVL MUXTWaMM[) ;8D _QTT KWUXTa _Q\P \PM "DKPWWT DINM\a" TMOQ[TI\QWV %-++/ B4 ,-2(,.,

IVL ,.1& MVIK\ML QV TI_ MNNMK\Q^M =IV]IZa ,' -++0) 4[ I KWVLQ\QWV WN MUXTWaUMV\' ;8D _QTT ZMY]QZM \PI\ MIKP VM_ MUXTWaMM PQZML IN\MZ =IV]IZa ,'

-++0' []JUQ\ KZQUQVIT JIKSOZW]VL KPMKS[ NWZ ITT N]TT(\QUM IVL XIZ\(\QUM MUXTWaMM[ IVL NWZ QVLQ^QL]IT[ I[[QOVML \W ZMO]TIZTa IVL KWV\QV]W][Ta _WZS

]VLMZ KWV\ZIK\ QV \PM 4KILMUa XZQWZ \W \PM NQZ[\ LIa WN MUXTWaUMV\)

(7796=(3:'

4TT IK\Q^Q\QM[ U][\ JM XZM(IXXZW^ML Ja \PM QUUMLQI\M []XMZ^Q[WZ JMNWZM \PMQZ NQVIT QUXTMUMV\I\QWV I[ UIa JM KWV[Q[\MV\ _Q\P \PM XWTQKQM[ QV \PM AB@

@IV]IT IVL XWTQKQM[ WZ I[ UIa JM LMTMOI\ML Ja \PM ;8D GQKM BZM[QLMV\ WZ Ja \PM ;8D BZM[QLMV\ QV _ZQ\QVO) 4K\Q^Q\QM[ \PI\ QV^WT^M IVa J][QVM[[

KWV\ZIK\]IT IOZMMUMV\[ WZ UWVM\IZa KW[\ U][\ JM XZM(IXXZW^ML Ja \PM ;8D BZM[QLMV\ WZ GQKM BZM[QLMV\ IVL UIa VMML \W JM XZM[MV\ML \W \PM

4KILMUa 5WIZL NWZ NQVIT IXXZW^IT)

,>*3<:065:'

EPM ZM[XWV[QJQTQ\a LWM[ VW\ QVKT]LM PQZQVO WZ NQZQVO WN [\INN) 4TT X]ZKPI[M[ U][\ JM XZM(IXXZW^ML Ja \PM D]XMZQV\MVLMV\ IVL ;8D BZM[QLMV\) EPM

ZM[XWV[QJQTQ\a LWM[ VW\ QVKT]LM UISQVO LMKQ[QWV[ ZMOIZLQVO [\INN JMVMNQ\[' XIaZWTT' IXXZW^IT WN \PMQZ ^IKI\QWV LIa[ WZ [QKS*XMZ[WVIT LIa[ QVKT]LQVO

IJ[MVKM[ JMaWVL \PM UI`QU]U ITTW_ML [QKS*XMZ[WVIT LIa[ WNN %XMZ MUXTWaUMV\ KWV\ZIK\ IVL I[ LQZMK\ML Ja \PM ;C 7MXIZ\UMV\&' [\INN XZWUW\QWV['

[\INN \ZIV[NMZ[ WZ I[[QOVUMV\[' [KPWWT KTW[QVO[' NIKQTQ\a ][M IVL SMa LQ[\ZQJ]\QWV IVL KWXaQVO' UISQVO J][QVM[[ WZ TMOIT KWV\ZIK\]IT IVL*WZ KWV[]T\QVO

IOZMMUMV\[ WV JMPITN WN \PM 4KILMUa' WZ ;IUILMP 8L]KI\QWVIT DMZ^QKM[' IVL*WZ CMXZM[MV\I\QWV WN \PM ;8D 5WIZL BZM[QLMV\ ]VTM[[ [XMKQNQKITTa

LMTMOI\ML Ja PMZ QV _ZQ\QVO)

*65-0+,5;0(30;? 6- 05-694(;065'

EPM MUXTWaMM [PITT SMMX KWVNQLMV\QIT IVL VW\ LQ[KTW[M' WZ UISM IVa ][M WN' M`KMX\ NWZ ;IUILMP 8L]KI\QWVIT DMZ^QKM[ WZ \PM 4KILMUQM[c JMVMNQ\'

I\ IVa \QUM' MQ\PMZ L]ZQVO WZ []J[MY]MV\ \W \PM \MZUQVI\QWV WN \PM 8UXTWaUMV\ 6WV\ZIK\ 4OZMMUMV\' IVa \ZILM [MKZM\[' NWZU]TIM' UM\PWL['

\MKPVQY]M[' KWUX]\I\QWV[' SVW_TMLOM' LI\I WZ W\PMZ QVNWZUI\QWV WN \PM 6WUXIVa IVL [KPWWT[ ZMTI\QVO \W XZWL]K\[' XZWKM[[M[' SVW_(PW_'

UIZSM\QVO' \MIKPQVO' [MTTQVO QLMI[' [MTTQVO KWVKMX\[' MY]QXXQVO XZWKM[[M[' K][\WUMZ TQ[\[' [\INN QVNWZUI\QWV' [\]LMV\ VIUM[ WZ ILLZM[[M[' [\]LMV\

XIZMV\[c VIUM[ IVL ILLZM[[M[' NWZMKI[\[' UIZSM\QVO XTIV[' [\ZI\MOQM[' XZQKQVO [\ZI\MOQM[' KWUX]\MZ XZWOZIU[ IVL KWXaZQOP\IJTM WZ XI\MV\IJTM

UI\MZQIT[' WZ W\PMZ KWVNQLMV\QIT QVNWZUI\QWV WZ []JRMK\ UI\\MZ XMZ\IQVQVO \W \PM 6WUXIVa$[ WZ [KPWWT[$ J][QVM[[' WZ IVa WN Q\[ KTQMV\[' K][\WUMZ['

[\]LMV\[' [\]LMV\[c XIZMV\[' KWV[]T\IV\[' []XXTQMZ[ WZ 4NNQTQI\M[' _PQKP I 6W^MVIV\MZ UIa XZWL]KM' ][M' ^QM_ WZ W\PMZ_Q[M IKY]QZM L]ZQVO _PQTM

MVOIOML X]Z[]IV\ \W \PQ[ 4OZMMUMV\ %"BZWXZQM\IZa H<VNWZUI\QWV"&)

:2033:&,>7,90,5*,'

� AZIT KWUXZMPMV[QWV # M`XZM[[QWV [SQTT[' _ZQ\\MV KWUXZMPMV[QWV # M`XZM[[QWV [SQTT[' ^Q[]IT IK]Q\a' [XMMKP KTIZQ\a # ZMKWOVQ\QWV [SQTT['

QV\MZXMZ[WVIT KWUU]VQKI\QWV [SQTT[' WZOIVQbI\QWV IVL XTIVVQVO [SQTT[' XZWNM[[QWVITQ[U IVL \QUM UIVIOMUMV\ [SQTT[

� 4JQTQ\a \W ]VLMZ[\IVL' NWTTW_' IVL MVNWZKM [INM\a XZWKML]ZM[)

,+<*(;065&;9(0505.

� ;QOP DKPWWT 7QXTWUI WZ :87 XZMNMZZML3 4\ TMI[\ , aMIZ WN _WZS M`XMZQMVKM)

� @][\ PI^M ^ITQL @QKPQOIV 6WUUMZKQIT 7ZQ^MZ$[ TQKMV[M _Q\P I DKPWWT 5][ 8VLWZ[MUMV\ %D&' VW UWZM \PIV \_W UW^QVO ^QWTI\QWV[ IVL*WZ I\(NI]T\

IKKQLMV\[ WV LZQ^QVO ZMKWZL QV \PM XI[\ \PZMM aMIZ[)

7/?:0*(3 +,4(5+:'

EPM XPa[QKIT LMUIVL[ LM[KZQJML PMZM IZM ZMXZM[MV\I\Q^M WN \PW[M \PI\ U][\ JM UM\ \W []KKM[[N]TTa XMZNWZU \PM M[[MV\QIT N]VK\QWV[ WN \PQ[

RWJ) CM[XWV[QJQTQ\QM[ QVKT]LM PMI^a TQN\QVO IVL KIZZaQVO' _ITSQVO IVL [\IVLQVO NWZ M`\MVLML XMZQWL[ WN \QUM' IVL _WZSQVO W]\[QLM QV ITT

\aXM[ WN _MI\PMZ)

/@I@CDF ,CQB@PGKJ@H :DNRGBDO$ 0JB% GO @J DMQ@H KLLKNPQJGPS DILHKSDN%

0OOQDC @JC (LLNKRDC AS'

5@ID @JC ;GPHD'
:GEJ@PQND'

,ILHKSDD 5@ID @JC ;GPHD' :GEJ@PQND'
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1KA ;GPHD' 7QRNO :RWJWLRJU BOORLN[ +DL@NPIDJP' 5LLX^W]RWP

:QLDNRGOKN' <9E C[N\RMNW] ,ILHKSDN' <JVJMNQ 9M^LJ]RXWJU EN[_RLN\ %<9E&

)(:0* -<5*;065'

GWMN[ ]QN MR[NL]RXW XO ]QN <9E C[N\RMNW]' \LQNM^UN\' YUJW\' X[PJWRcN\' J\\RPW\' [N_RN`\' JWM VJWJPN\ 5LJMNVRN\e JLLX^W]RWP JWM ORWJWLRJU \N[_RLN\ JL]R_R]RN\4

YN[OX[V\ [NUJ]NM `X[T J\ [NZ^R[NM4 N\]JKUR\QN\ JWM [N_R\N\ JLLX^W]RWP Y[XLNM^[N\4 LXWM^L]\ JLLX^W]RWP JWJUb\R\ JWM Y[NYJ[N\ ORWJWLRJU \]J]NVNW]\4 JWM J\\R\]\

]QN <9E C[N\RMNW] RW JUU J\YNL]\ XO ]QN JLJMNVRN\ K^MPN] Y[NYJ[J]RXW' YUJWWRWP' JWJUb\R\' JWM VXWR]X[RWP)

9,:765:0)030;0,:'

+,7(9;4,5; 73(5505. (5+ 0476=,4,5;:

� B[PJWRcN\ ]QN `X[T XO ]QN JLLX^W]RWP \]JOO `R]QRW ]QN JLLX^W]RWP \N[_RLN\ MNYJ[]VNW]' RWLU^MRWP3 K^MPN] LXW][XU [NLX[M\' Y[XYN[ [NLNRY] JWM MR\K^[\NVNW] XO

O^WM\' LJON]N[RJ JLLX^W]RWP' Y^YRU J]]NWMJWLN' \YNLRJU Y[XSNL]\' RW]N[WJU J^MR]RWP' JWM X]QN[ OR\LJU JL]R_R]RN\)

� DN\YXW\RKUN OX[ ]QN 5LLX^W]RWP 8NYJ[]VNW] \][J]NPRL YUJWWRWP)

� 7XUUJKX[J]N\ JWM Y[NYJ[N\ ORWJWLRJU [NYX[]\ JWM MXL^VNW]\ WNNMNM Kb ]QN 5LJMNVRN\e 7C5 OR[V JWM MXL^VNW]\ VJb KN WNNMNM Kb ]QN 5^MR]X[)

� CUJW\' X[PJWRcN\' VJWJPN\' JWM LXX[MRWJ]N\ J _J[RN]b XO ]NLQWRLJU K^\RWN\\' JLLX^W]RWP' JWM ORWJWLRJU O^WL]RXW\)

� 8N_NUXY\ ]QN 5WW^JU 6^MPN]\ JWM 6^MPN] 5VNWMVNW]\ J\ [NZ^R[NM Kb ]QN E^YN[_R\X[\' ]QN 6XJ[M XO 8R[NL]X[\ JWM 5^]QX[RcN[\)

� CUJW\ JWM RVYUNVNW]\ J^]XVJ]NM \b\]NV\ OX[ VJRW]JRWRWP RW_NW]X[b JWM Y^[LQJ\RWP ^\RWP Y[NJYY[X_NM VXM^UN\)

� 9W\^[N ]QN ORWJWLRJU [NYX[]\ J[N VJRW]JRWNM RW LXVYURJWLN `R]Q <9E JWM ]QN 5LJMNVRN\ YXURLRN\ J\ `NUU J\ GE ;55C)

:<7,9=0:065 (5+ 0473,4,5;(;065

� 5M_R\N\ \NWRX[ VJWJPNVNW]' RWLU^MRWP ]QN 6XJ[M XO 8R[NL]X[\' <9E C[N\RMNW] JWM HRLN C[N\RMNW] LXWLN[WRWP 8R\][RL] JLLX^W]RWP JWM ORWJWLRJU \N[_RLN\'

K^MPN]' OR\LJU \]JKRUR]b XO 8R\][RL] Y[XP[JV\' JWM RW]N[WJU LXW][XU)

� E^YN[_R\N\ JWM N_JU^J]N\ ]QN `X[T XO ]QN JLLX^W]RWP \]JOO `R]QRW ]QN 5LLX^W]RWP 8NYJ[]VNW]' RWLU^MRWP K^] WX] URVR]NM ]X K^MPN] LXW][XU [NLX[M\' JWM ]QN

Y[XYN[ [NLNRY] JWM MR\K^[\NVNW] XO O^WM\' LJON]N[RJ JLLX^W]RWP' Y^YRU J]]NWMJWLN' \YNLRJU Y[XSNL]\' RW]N[WJU J^MR]RWP JWM X]QN[ OR\LJU JL]R_R]RN\)

� DNLXVVNWM\ ^YMJ]N\ ]X ]QN MNYJ[]VNW] JWM Y[XLNM^[N\ ]X NW\^[N LX\] NOONL]R_N JWM ]RVNUb JLLXVYUR\QVNW] XO PXJU\ JWM XKSNL]R_N\)

� DNLXVVNWM\ JWM J\\R\]\ RW ]QN OX[V^UJ]RXW JWM RVYUNVNW]J]RXW XO YXURLRN\ JWM Y[XLNM^[N\ [NUJ]NM ]X OR\LJU JL]R_R]RN\)

� CN[OX[V\ JWJUb]RLJU \]^MRN\ RW ]QN OX[V^UJ]RXW JWM RVYUNVNW]J]RXW XO WN` YXURLRN\ JWM Y[XLNM^[N\) =MNW]RORN\ JWM [NLXVVNWM\ VN]QXM\ ]X RVY[X_N

XYN[J]RXWJU Y[XLNM^[N\ JWM RW]N[WJU LXW][XU)

� B[PJWRcN\' VX]R_J]N\' MR[NL]\ JWM*X[ \^YN[_R\N\ ]QN JL]R_R]RN\ XO X]QN[\ NWPJPNM RW _J[RX^\ \LQXXU K^\RWN\\ JL]R_R]RN\)

� 9\]JKUR\QN\ Y[RX[R]RN\ JWM MNUNPJ]N\ NOONL]R_NUb)

796-,::065(3 3,(9505. 67769;<50;0,: "736O#

� 7XX[MRWJ]N\' YJ[]RLRYJ]N\' JWM X_N[\NN\ JUU ]QN 5LLX^W]RWP 8NYJ[]VNW] VNN]RWP\ JWM JL]R_R]RN\)

� CUJW\' X[PJWRcN\' [NLXVVNWM\' JWM MR[NL]\ RW(\N[_RLN ][JRWRWP JWM MN_NUXYVNW]' RWLU^MRWP MN]N[VRWRWP ][JRWRWP WNNM\ OX[ ]QN 5LLX^W]RWP MNYJ[]VNW] \]JOO)

� CUJW\ JWM \N]\ X`W PXJU\ OX[ \NUO(RVY[X_NVNW] LXW\R\]NW] `R]Q ]QN SXK [NZ^R[NVNW]\ JWM*X[ ]QN 5LJMNVRL WNNM\)

� 9W\^[N ]RVNUb MXL^VNW]J]RXW XO VNN]RWP VRW^]N\ JWM C@B\ `QN[N JYYURLJKUN)

� 9_JU^J]N\ JWM [NLXVVNWM\ C@B\ WNNM\ OX[ JLLX^W]RWP \]JOO)

� =W]N[Y[N]\ JWM RVYUNVNW]\ ]QN [^UN\' E]J]N JWM :NMN[JU [NP^UJ]RXW\' JWM YXURLRN\ XO <9E JWM ]QN JLJMNVRN\ 6XJ[M XO 9M^LJ]RXW' J\ ]QNb [NUJ]N ]X J\\RPWNM

J[NJ\ XO [N\YXW\RKRUR]b)

9,:<3;: (5+ +(;( 4(5(.,4,5;

� AJRW]JRW\ [NLX[M\ XO NaYNWMR]^[N\ JWM RWLXVN' O^WM KJUJWLN\' [N\N[_N\ JWM JYY[XY[RJ]RXW\' JWM Y[NYJ[N\ [NP^UJ[ [NYX[]\ LXWLN[WRWP 8R\][RL] ORWJWLRJU

LXWMR]RXW\ JWM MN_NUXY\ JWM JMVRWR\]N[\ J UJ[PN' LXVYUNa K^MPN] JWM 7QJ[] XO 5LLX^W]\' ^\N\ MJ]J ]X P^RMN RW MNLR\RXW VJTRWP\)

� C[NYJ[N\ SX^[WJU _X^LQN[\ JWM NW][RN\ JWM VJTN\ JMS^\]VNW]\ JWM LUX\RWP NW][RN\4 Y[NYJ[N\' YUJW\' JWM \^YN[_R\N\ JL]R_R]RN\ [NUJ]NM ]X bNJ[(NWM LUX\RWP JWM

Y[XLN\\N\ KJWT MNYX\R]\ JWM [NLXWLRUN KJWT JLLX^W]\ JWM KJUJWLN \QNN]\ `R]Q ]QN 5LJMNVRN\e JLLX^W]RWP \b\]NV)

� B_N[\NN ]QN YJb[XUU JWM NVYUXbNN KNWNOR]\ NW][RN\)

� 9W]N[\ JLLX^W]\ YJbJKUN LQNLT [NZ^N\]\ JWM LJ\Q MR\K^[\NVNW]\ JWM ][JLT\ RW_XRLN\ ]X NW\^[N Y[XVY] YJbVNW]\ J[N VJMN KNOX[N UJ]N ONN\ RWL^[ X[ \N[_RLN R\

MNUJbNM)

� C[NYJ[N\ PNWN[JU SX^[WJU JMS^\]VNW]\ JWM JLL[^JU\ JUU RW A=C' [N_RN`\ ][RJU KJUJWLN RW X[MN[ ]X Y[NYJ[N VXW]QUb :RWJWLRJU E]J]NVNW]\)

� 9W\^[N ]QN JLL^[JLb JWM NOORLRNWLb `R]Q JUU JLLX^W]RWP ][JW\JL]RXW)

9,769;05. (5+ *64730(5*,

� AJRW]JRW\ ^WROX[VR]b RW ]QN ^\N XO ]QN JLLX^W]RWP \b\]NV\*JYYURLJ]RXW Kb \][RL]Ub ^\RWP ]QN A=C*E5;9 JYYURLJ]RXW JWM X[PJWRcN\ JUU NUNL][XWRL [NLX[M\'

MJ]JKJ\N\' JWM \^YYX[]RWP MXL^VNW]J]RXW JUU Kb bNJ[ JWM LJ]NPX[b \X ]QJ] RWOX[VJ]RXW VJb KN NJ\RUb JLLN\\NM)

� AJRW]JRW\ ]QN RW]NP[R]b XO ]QN JLLX^W]RWP \b\]NV\*[NLX[M\)

� 5\\^[N\ ]QJ] ORWJWLRJU RWLXVN JWM NaYNWMR]^[N ][JW\JL]RXW\ JWM [NLX[M\ LXVYUb `R]Q :NMN[JU' E]J]N' JWM 7X^W]b [^UN\' JWM [NP^UJ]RXW\ JWM [NZ^R[NVNW]\

JWM ]QJ] <9E JWM 8R\][RL]\ YXURLRN\ JWM Y[XLNM^[N\ J[N VN]4

� 9W\^[N\ LXVYURJWLN `R]Q <9E' 8R\][RL] JWM J^MR] YXURLRN\' Y[XLNM^[N JWM [NZ^R[NVNW]\)

� 5\\R\]\ ]QN \^YN[_R\X[\ RW ]QN Y[NYJ[J]RXW JWM VXWR]X[RWP XO ]QN JLJMNVRN\ K^MPN]\)

� C[NYJ[N\ J _J[RN]b XO 8R\][RL] ORWJWLRJU \]J]NVNW]\ JWM LXWM^L]\ \YNLRJU J^MR]\' X[ JWJUb]RLJU \]^MRN\ ]X J\\R\] RW ]QN LXVYURJWLN `R]Q YXURLRN\ JWM [NP^UJ]RXW\

XO WN` X[ [N_R\NM Y[XP[JV\)

� DN_RN`\ ORWJWLRJU [NYX[]\' [NLNRY]\' MR\K^[\NVNW] [NLX[M\' JWM LXVY^]N[ Y[RW](X^]\ ]X J\\^[N JLL^[JLb JWM LXVYUN]NWN\\4 VJTN\ LX[[NL]RXW\ JWM JMS^\]VNW]\

J\ WNLN\\J[b)

� DNLXWLRUN ]QN [NLNRY] XO JUU [N_NW^N JWM NaYNW\N\ RW JLLX[MJWLN XO J^]QX[R]b YXURLN\)
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� 9W\^[N JUU _NWMX[ YJbVNW]\ RW LXVYURJWLN `R]Q ]QN E]J]N JWM :NMN[JU KRMRWP [NP^UJ]RXW)

� C[NYJ[N\ X]QN[ bNJ[Ub [NYX[]\ J\ [NZ^R[NM Kb ]QN 8NYJ[]VNW] XO 9M^LJ]RXW %ELQXXU ANJU\ bNJ[(NWM DNYX[]' F[JW\YX[]J]RXW 9aYNWMR]^[N\ DNYX[]' JWM EYNLRJU

9M^LJ]RXW 5L]^JU 7X\] DNYX[] d;EDC( :=8 d GE 6JWT&)

� B_N[\NN\ ]QN 5LJMNVbe\ Y^[LQJ\RWP Y[XLN\\ JWM JL]R_R]RN\

796-,::065(3 8<(30;0,:

� AJRW]JRW\ LXVV^WRLJ]RXW `R]Q _J[RX^\ 8R\][RL]\' LX^W]b MNYJ[]VNW]\' YN[\XWWNU ]X [N\YXWM ]X RWZ^R[RN\' XK]JRW RWOX[VJ]RXW' [N\XU_N R\\^N\ JWM Y[X_RMN

RWOX[VJ]RXW LXWLN[WRWP [NUJ]NM JLLX^W]RWP O^WL]RXW\)

� AJRW]JRW\ LXVV^WRLJ]RXW `R]Q ]QN E^YN[_R\X[ XO VJRW R\\^N\ JWM LXWLN[W\ JWM Y[XKUNV \XU_N\ R\\^N\ J\ ]QNb J[R\N)

� 7XVV^WRLJ]N\ `R]Q _NWMX[\ JWM NVYUXbNN\ ]X J[[JWPN YJbVNW] X[ [N\XU_N MR\L[NYJWLRN\ J\ WNLN\\J[b4 J\\R\]\ J\\RPWNM YN[\XWWNU `R]Q MROORL^U] JWM

LXVYUNa R\\^N\' JWM NWPJPN\ RW Y^KURL \YNJTRWP `R]Q UJ[PN P[X^Y\' NaYUJRW\ LXVYUNa LXWLNY]\ RW J LUNJ[ JWM LXQN[NW] VJWWN[)

� CN[OX[V\ JUU M^]RN\ `R]Q Z^JUR]b' NOORLRNWLb JWM MNMRLJ]RXW ]X ]QN 5LJMNVb JWM R]\ AJWJPNVNW])

� CN[OX[V\ X]QN[ M^]RN\ J\ VJb KN J\\RPWNM Kb ]QN RVVNMRJ]N E^YN[_R\X[ X[ QN[ MN\RPWNN)

:(-,;? 3,.0:3(;065'
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Job Title:  Cook and Lunch Aide Department: Food Services
Supervisor: Coordinator or Director of Food Services  Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the supervision of the Coordinator or the Director of Food Services, ensures that student and staff meals are timely 
prepared according to all applicable health standards, and to assist in serving meals to students and staff. 

RESPONSIBILITIES: 
DEPARTMENT PLANNING AND IMPROVEMENTS 

� Participates in department improvement plan by sharing ideas and input to enhance services and programs. 
� Assists in planning and coordinating the menu for all staff events taking into account the likely number of attendees and the nature of the events 
� Assists in identifying and purchasing ingredients and supplies needed for the event, while staying within the allocated budget and following the 

approved purchase procedures 
� Assists in planning, directing and supervising the activities of food service team  throughout the preparation and execution of the event  
� Adheres to sanitation and safety procedures as stated in the Michigan Food Code, HACCP guidelines and all standard food 

preparation and kitchen operations procedures and directs students and staff to remain in compliance with the mandated rules and 
regulations. 

� Assists in preparation of meals, including but not limited to:  washing, cutting, peeling vegetables.  Cleaning, cutting and preparing 
meats, seafood and poultry. Stirring and straining soups and sauces. Carrying pans, kettles and trays of food to and from work stations, 
etc.    

� Assembles food, dishes, utensils and supplies needed for timely meal preparations and ensures equipment is kept clean, maintained, 
and used properly and safely. 

� Assists in coordinating all the Academy’s functions involving food services with the Supervisor and the Principal. 
� Collaborates with the food services team members to meet the scheduled service timely and efficiently. 
� Sets clear goals and objectives for the department and participates in departmental improvement plans by sharing ideas and input to 

enhance services and programs. 

SUPERVISION AND IMPLEMENTATION 
� Prepares meals following established protocols and keeps work area around clean and safe. 
� Follows standardized recipes. 
� Operates kitchen equipment in a proper manner to assure safety as well as to avoid damage to the equipment. 
� Ensures cleanliness of kitchen, service line, and cafeteria area including lunch equipment, floors, lunch tables, chairs, etc.  
� Oversees routine maintenance of kitchen and equipment, including weekly deep cleaning. 
� Ensures all items are returned to their proper storage site. 
� Assists if needed with production records and inventory. 
� Serves staff and students on the service line in a professional and timely manner, while following portion control guidelines. 
� Runs cash register on the service line if cashier is absent and/or handles monies properly and honestly. 

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs) 
� Performs routine self-evaluation to identify areas of strengths and needs and seek ways to improve and enhance work related skills 
� Plans own goals for self-improvement consistent with the job requirements and/or the Academy’s needs. 
� Utilizes supervisor’s feedback on professional methods in the best interest of the students and the Academy. 
� Participates in recommended training programs, conferences, courses or other aspects of professional growth and effectively 

implements new strategies. 
� Attends all Parent-Teacher Conferences, open houses, and orientations, as well as any other school events as may be directed. 
� Attends meetings, activities, training programs, conferences, seminars, workshops (MDE, MOR), and courses (Servsafe certification 

class) as required and seeks opportunities and mentoring from designated staff for growth and professional development. 
� Demonstrates self-motivation for improving own techniques, reflections and effectiveness based on stakeholder input. 

RESULTS AND DATA MANAGEMENT 
� Measures and reads measuring devices when following recipes and prepares meals following established protocols. 
� Assists in PowerSchool data count.  
� Assists in filing all necessary paperwork.  
� Ensures cleanliness of cafeteria before and after meals. 
� Ensures food is distributed efficiently and properly. 
� Redirects staff and students to follow pay and quantity serving policy. 
� Exemplifies quality customer service per stakeholder satisfaction as exhibited in surveys and input.  

REPORTING AND COMPLIANCE 
� Follows and remains in compliance with all the district, Academy, department-wide policies and daily routines and guidelines.  
� Monitors, reports, documents and redirects any concerns/issues coming from students, staff or parent to the supervisor.  
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� Immediately reports any, unusual circumstances, issues or observations regarding food health, safety and compliance concerns to 
appropriate supervisor(s).  

� Utilizes supervisor directives and stakeholder feedback to improve performance. 
� Adheres to sanitation and safety procedures as stated in the Michigan Food Code, HACCP guidelines and all standard operating 

procedures. 
� Participates in documentation of PLOs where applicable. 
� Establishes and follows standardized recipes. 
� Participates in school activities and contributes to a more positive learning environment. 
� Completes and timely submits all required reports per specifications. 

PROFESSIONAL QUALITIES 
� Maintains good customer service and positive communication with administration, staff, students, parents and community. 
� Establishes and maintains positive team spirit among all staff and school community creating a more efficient work environment. 
� Performs all duties with quality, efficiency and dedication to the Academy and its Management. 
� Performs other duties as assigned by the Supervisor, Principal or HES President or her designee. 
� Attends to assignments punctually and considers the impact of his/her attendance on student achievement. 
� Demonstrates professionalism in work ethics, handling confidential information and managing conflicts. 
� Communicates effectively and positively with staff, students and parents as needed. 
� Demonstrates availability when needed. 
� Follows an organizational system for documents and communicating progress and concerns with stakeholders. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 138) 
enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, submit 
criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under contract in the 
Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the Chief Operating Officer, HES Vice President or by the HES President in writing.  Activities that 
involve any business contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be presented 
to the Academy Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences 
beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff transfers or 
assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting agreements on behalf of 
the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Academies’ benefit, at any 
time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, 
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, 
selling ideas, selling concepts, equipping processes, customer lists, staff information, student names or addresses, student parents’ names and addresses, 
forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other confidential information 
or subject matter pertaining to the Company's or schools' business, or any of its clients, customers, students, students’ parents, consultants, suppliers or 
Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprietary 
\Information"). 

SKILLS/EXPERIENCE 

� Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & recognition 
skills, interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, 
time management skills 

EDUCATION/TRAINING 
� High School Diploma or equivalent 
� Knowledge of Sanitation and Safety issues (Training sessions will be provided) 

PHYSICAL DEMANDS: 
Requires prolonged standing; physical exertion to manually move, lift, carry, pull or push heavy objects or materials up to 75 
pounds at a time; stooping, bending and reaching; daily repetitive motion with hands and arms in food preparation and serving. 
Requires regular crouching occurs to retrieve items from lower shelves; regular reaching occurs to retrieve utensils and food items 
from storage shelves. Must be able to work in a noisy environment; Must be able to work in and around fumes and odors. 

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and title  : 

Signature: 

Employee Name and title  : Signature:  
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Complies with HES, school, department-wide, district, state and local policies and guidelines concerning health and safety on daily 
routines. 
Manages all aspects of Food Service Program in compliance with MDE requirements and regulations. 
Maintains compliance with audit reports and funding reimbursement requirements. 
Collects and reports all lunch money per school and HES money handling policy. 
Adheres to all established policies, procedures and code of ethics. 

PROFESSIONAL QUALITIES 
Cancels lunch and/or deliveries when required and during school closings. 
Maintains files in an organized and accessible manner by updating information, purging files on a regular basis and creating new filing 
systems as needed. 
Establishes and maintains good customer service and positive communication with administration, staff, students, parents and 
community. 
Performs all duties with quality, efficiency and dedication to the Academy and its management. 
Performs other duties as may be assigned by the Principal or HES President or her/his designee. 
Keeps the Principal and HES President informed of issues and concerns. 
Demonstrates professionalism in work ethics, handling confidential information and managing conflicts 
Participates in school committees that contribute to a positive learning environment. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 
and 138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 
2006, submit criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work 
under contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the HES Vice President or by the HES President in writing.  Activities that involve any business 
contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be presented to the 
Academy Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including 
absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, 
staff transfers or assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting 
agreements on behalf of the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically 
delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep 
at any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, 
techniques, computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, 
marketing, teaching, selling ideas, selling concepts, equipping processes, customer lists, staff information, student names or addresses, student 

 or patentable 
materials, or other confidential information or subject matter pertaining to the Company's or schools' business, or any of its clients, customers, 

uire during while 
engaged pursuant to this Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression skills, visual acuity, speech clarity & recognition skills, 
interpersonal communication skills, organization and planning skills, professionalism and time management skills 
Knowledge of Food Service Program requirements and experienced leadership Skills 

EDUCATION/TRAINING: 
High School Diploma or Equivalent and Food Handlers Permit (as may be required by the local Health Department) 

PHYSICAL DEMANDS:
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this 
job. The employee is required to perform the functions by sitting, standing and/or walking for extended periods of time. The position 
requires physical exertion to manually move, lift, carry, pull, or push objects up to 75 pounds in addition to stooping, bending, and 
reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and Title: 

Signature: 

Employee Name and Title: Signature: 
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BASIC FUNCTION:
Utilizing leadership, advocacy, and collaboration, the Academy counselor promotes student success, provides preventive services, and 
responds to identified student needs by implementing a comprehensive school counseling program that addresses academic, career, and 
personal/social development for all students. 

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS 

Participates in department improvement plan by sharing ideas and input to enhance services and program. 
Plans academic counseling activities that are aligned with the Academy, State, National standards and individualized student needs. 
Provides instruction, team teaching, or assistance in teaching the school guidance curriculum, learning activities or units in classrooms, the 
career center, or other school facilities.
Participates in interdisciplinary teams to develop and refine guidance curriculum that is integrated across the curriculum.   
Develops rapport with students to facilitate and conduct planned small group activities to respond to students’ identified needs or interests. 
Such topics may include balancing friendship and responsibilities, time management, and careers, providing information, counsel and/or 
referrals 
Utilizes tests and other data as the basis for advising and helping students develop and review their EDPs.  
Assists students in evaluating their abilities, interest, talents, and personality characteristics in order to develop realistic, academic and 
career goals. 
Monitors students who are achieving a “D” or lower and devise and implements motivational strategies for students and teachers. 
Participates in Individualized Educational Programs (IEP) meetings, offering support, suggestions and resources to maximize student 
achievement. 
Researches, promotes, disseminates, and actively participates in assisting students with their scholarship programs, Dual enrollment, career 
planning and personal growth 
Counsels students and their parents on matters relating to the student’s adjustment, progress, achievement and aptitude in school; 
plans/implements appropriates measures to address and effectively coordinate crisis situations.  
Develops student schedules in a way that maximizes students’ potential consistent with the Academy’s guidelines. 

SUPERVISION AND IMPLEMENTATION 
Serves as student advocate and consults with parents, guardians, teachers, other educators, and community agencies regarding strategies to 
assist students and families. 
Provides small group or individual counseling (short and long term as needed) for students experiencing difficulties dealing with 
relationships, personal concerns, or normal developmental tasks to help them identify problems, causes, alternatives, and possible 
consequences so they can take appropriate action and provides prevention, intervention, and follow-up.  
Uses referral sources to deal with crises such as suicide ideation, violence, abuse, depression, and family difficulties.  These referral 
sources may include mental health agencies, employment and training programs, juvenile services and other social and community 
services. 
Collaborates with supervisor during student crises to ensure effective outcomes and positive resolutions for all parties involved.  
Trains students as peer mediators, conflict managers, tutors, and mentors to help them engage positively with each other.   
Implements a guidance curriculum through teaching/integrating individualized and group activities to further students’ career, academic 
and social development. 
Contributes to the Academy’s mission through consultation, collaboration, program coordination, and teamwork. 

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)  
Attends school professional development training to maintain licensure and to ensure skills are updated in the areas of curriculum 
development, technology, and data analysis and implements new strategies.   
Conducts workshops and informational sessions for parents or guardians to address the needs of the school community and to reflect on the 
student school guidance curriculum. 
Assists, redirects and guides staff, students and parents, to ensure the smooth operation of the counseling program. 
Utilizes supervisor directives and stakeholder feedback to improve individual and department performance. 
Participates in PLO’s where applicable and completes proper documentation of meetings. 
Plans individual goals for self-improvement, consistent with the job requirements and/or the Academy and HES needs. 

RESULTS AND DATA MANAGEMENT
Analyzes student achievement/progress and counseling program-related data to evaluate the counseling program. 
Conducts research on student activity outcomes for addressing gaps that may exist between different groups of students.  
Uses data to effectively impact decision-making, goals setting, and planning and make recommendations and improvements to the 
department and the Academy as needed and to ensure each student obtain educational equity and access. 

Job Title: Counselor Department: Counseling

Supervisor: Principal Employer: Hamadeh Educational Services (HES)

5-48



Page 2 of 2 August 2019

Maintains database and reports of all students assigned to counselor ensuring student transcripts and Power School reports are accurate and 
up-to-date. 
Shares data and their interpretation with staff and administration to ensure each student have educational equity and access. 

REPORTING AND COMPLIANCE 
Creates and maintains an accurate and organized system for documenting and timely communicating school and department expectations, 
teacher evaluations and timely and accurately submits required reports. 
Establishes and maintains completed planners, workshop attendance and school visits. 
Complies with all the district, Academy, and department-wide policies, daily routines and guidelines. 

PROFESSIONAL QUALITIES  
Demonstrates professionalism in work ethics, handling confidential information, and conflict management. 
Provides significant contributions to the Academy’s mission through consultation, collaboration and program coordination. 
Coordinates school and community resources on behalf of all students and those requiring additional and unique services. 
Consults with the school social worker to provide activities designed to improve and support the emotional, behavioral, and social skills 
development of students. 
Flexible to work occasional evenings 
Provides classroom and community/ PTC presentations concerning a variety of topics (friendship, stress reduction or current trends.). 
Performs all duties with quality, efficiency, and dedication to the Academy and its Management. 
Performs other duties as may be assigned by the immediate supervisor, the Superintendent or her designee 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 
138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, 
submit criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under 
contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the HES Vice President or by the HES President in writing.  Activities that involve any business 
contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be presented to the Academy 
Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including 
absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff 
transfers or assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting 
agreements on behalf of the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically 
delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Academies’ benefit, at 
any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, 
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, 
selling ideas, selling concepts, equipping processes, customer lists, staff information, student names or addresses, student parents’ names and 
addresses, forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other 
confidential information or subject matter pertaining to the Company's or schools' business, or any of its clients, customers, students, students’ 
parents, consultants, suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this 
Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE:
Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & recognition skills, 
interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time management 
skills. Experience in individual, group and family counseling with adolescents; Experience working in schools;  

EDUCATION/TRAINING: 
Master’s Degree in School Counseling, or related field; Must be certified or certifiable in state of Michigan as a school counselor; Must 
comply with all applicable laws related to the State of Michigan School Administrator requirements; Must meet continuing education 
requirements as prescribed by rules promulgated by the State of Michigan, as applicable 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. 
The ability to perform the functions by sitting, standing and/or walking for extended periods of time. The employee occasionally is required 
to manually move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching. 

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and Title:  

Signature: 

Employee Name and Title:  Signature:  
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Follows an organizational system for documenting and communicating progress and concerns with stakeholders. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 
PA 129-131 and 138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new 
employee hired after January 1, 2006, submit criminal background checks for all full-time and part-time employees and for individuals 
assigned to regularly and continuously work under contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the 
policies in the OPM Manual and policies or as may be delegated by the HES Vice President or by the HES President in 
writing.  Activities that involve any business contractual agreements or monetary cost must be pre-approved by the HES President or 
Vice President and may need to be presented to the Academy Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES 
President.  The responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or 
sick/personal days including absences beyond the maximum allowed sick/personal days off (per employment contract and as directed 
by the HR Department), staff promotions, staff transfers or assignments, school closings, facility use and key distribution and copying, 
making business or legal contractual and/or consulting agreements on behalf of the Academy, or Hamadeh Educational Services, 
and/or Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the 

de 
secrets, formulae, methods, techniques, computations, knowledge, data or other information of the Company and schools relating 
to products, processes, know-how, marketing, teaching, selling ideas, selling concepts, equipping processes, customer lists, staff 
information, student na
strategies, computer programs and copyrightable or patentable materials, or other confidential information or subject matter 
pertaining to the Company's 
or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement 
("Proprietary \Information"). 

SKILLS/EXPERIENCE:
Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity, speech clarity & recognition 
skills, interpersonal communication skills, organization and planning skills, professionalism and time management skills 
Ability to lift and manipulate heavy objects; ability to operate a variety of equipment; ability to safely perform minor maintenance 
procedures 
Ability to understand, follow, and enforce safety procedures 

EDUCATION/TRAINING 
High School Diploma or GED preferred 
At least 1 year of work experience 

PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met to successfully perform the essential 
functions of this job.   
Ability to lift 75 pounds, climb to high and difficult places and work at those places. Repetitive motion with wrists, hands and 
fingers; frequent bending, carrying, hearing, lifting and stooping; occasional climbing and crawling 
Occasionally use of special clothing and protective devices. Walking and standing for extended periods of time and working 
outside in all types of weather. 

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved 
by:

Signature: 

Employee Name and 
Title: 

Signature:  
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Job Title: Dean of Student Affairs and Family Engagement Liaison Department: Non-Instructional Administration

Supervisor: Principal Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Assists the Principal in managing all Student affairs related matters by providing for school-wide leadership in accordance with the stated mission and 
goals of the Academy and serves as a Liaison with students, parents, teachers to successfully address issues of concerns or areas in need of improvement 
and implementing strategic methods for obtaining student improvement. 

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVMENTS 
Dean of Student Affairs

Coordinates the development of effective discipline techniques and strategies for teachers to use in the classroom. 
Effectively develops and recommends ongoing list of community resources that are needed and useful to students and parents. 
Recommends changes to the department and procedures as needed to ensure achievement of goals and objectives. 
Collaborates with Social Worker and teachers to identify areas of needs in discipline and develop strategies for improvement. 
Coordinates the school-wide safety program and the crisis assessment and intervention team 
Assists in coordination of staff and student mentoring program. 
Prepares the necessary classroom and hallway postings for fire exits and safety prevention.   
Prepares fire, tornado, and lockdown drill schedule and oversees its implementation 
Schedules busing and field trip as may be directed by the Principal. 

Family Engagement Liaison 
Effectively assists in the formulation and implementation of policies and procedures related to parental involvement activities. 
Coordinates the parent/family involvement and helps evaluate effectiveness through surveys, documentation of activities held, attendance sheets, etc. 
Organizes, advertises and facilitates parent meetings/events. 

SUPERVISION AND IMPLEMENTATION 
Dean of Student Affairs

Supervises student discipline and oversees the implementation of the classroom and the Academy’s discipline to support teachers and promote a 
positive learning environment 
Assists teachers in providing and promoting positive learning environment that motivates students to be active learners.  
Coordinates and properly manages the student uniform distribution and locker assignments. 
Provides students with counseling, guidance and proper supervision as needed. 
Assists in the effective monitoring the daily operation of all classrooms, subjects, and hourly attendance. 
Consults with all departments on use of equipment, fire prevention and safety program. 
Supervises students during lunch, recess, school events, safety drills, assemblies, arrival, dismissal and after-school events. 

Family Engagement Liaison 
Monitors outside/community resources and programs and evaluates their effectiveness on student and parental involvement. 
Evaluates current program guidelines that are in effect to reach optimal quality and efficiency. 
Monitors the effectiveness of parental surveys, PD's, activities and communications. 
Effectively interprets and implements the rules, State and Federal regulations, and policies of the Board of Education, as they relate to assigned areas 
of responsibility. 
Tracks and records stakeholders' suggestions for new program and activities for possible future implementation. 
Coordinates the development of and implementation of student safety patrol, student government, and alumni programs if applicable 

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs) 
Attends staff meetings and seminars or conferences in areas related to job responsibilities as needed. 
Assists in coordinating and conducting staff meetings related to student affairs 
Provides staff with classroom management, and behavior management workshops 
Provides staff with www.disclipinehelp.com, Core Values, and ISAFE workshops.   
Assists in staff training and development programs and schedule 
Coordinates the school discipline committee.  Recommends programs and activities to improve the school discipline, safety and health of students. 

RESULTS AND DATA MANAGEMENT 
Dean of Student Affairs

Tracks hourly and daily students’ attendance by printing Absentee Reports periodically and following up on cases where students are suspected of 
cutting classes and/or excessive absenteeism.  
Tracks and monitors suspensions, time spent in the Reflection Room, as well as all other disciplinary actions. 
Encourages students referred for disciplinary actions to create an action plan and oversees its implementation. Continuously evaluates and makes 
recommendations to assessments and surveys. 

Family Engagement Liaison 
Works closely with all parties involved in students’ affairs by constantly monitoring, evaluating and discussing progress/needs. 
Observes, records, and recommends programs/activities to parents for improving student achievement and behavior. 
Uses Data to guide decision-making, analyzes data and issues reports monthly to evaluate progress and recommends programs for improvements. 

REPORTING AND COMPLIANCE 
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Formulates general safety policies and procedures to be followed in the academy in compliance with local, State, and Federal OSHA rules and 
regulations including HES and Academy policy 
Inputs data and records of disciplinary referrals and infraction slips into the computer. 
Reports all necessary reports required by regulatory agencies to the HES Vice President and Support Center. 
Participates in the investigation and recording of accidents and injuries on Academy premises. 
Complies with all district, school, and department-wide policies and follows established rules and guidelines in daily operations 
Coordinates, maintains and submits accurate and up-to date signed handbook forms, checklists and databases as required for efficient performance of 
assignments 

PROFESSIONAL QUALITIES 
Organizes and files all disciplinary referrals, suspension notices, and negotiation forms on a routine basis. 
Attends and assists in coordinating and directing school activities as may be directed by the Principal or Superintendent and the HES President, such 
as Parent-Teacher Conferences, open houses, orientations, PTC meetings, athletic meetings, events, etc. 
Maintains the privacy of students and their families by keeping all cases confidential and sharing with concerned parties only. 
Maintains open communication between parents, teachers and administrators, and promptly inform parents of any concerns and/or situations 
involving their children.  
Backs up the Principal during her/his absence and/or as needed. 
Performs all duties with quality, efficiency, with the highest ethics, and loyalty to the School and its Management. 
Performs other duties as may be assigned by the Principal, the Superintendent, and the HES President or her designee. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 138) enacted 
in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, submit criminal background 
checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under contract in the Academy prior to the first day 
of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM Manual and 
policies or as may be delegated by the HES Vice President or by the HES President in writing.  Activities that involve any business contractual agreements or 
monetary cost must be pre-approved by the HES President or Vice President and may need to be presented to the Academy Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The responsibility does 
not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences beyond the maximum 
allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff transfers or assignments, school closings, 
facility use and key distribution and copying, making business or legal contractual and/or consulting agreements on behalf of the Academy, or Hamadeh Educational 
Services, and/or Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Academies’ benefit, at any time, 
either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, computations, 
knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, selling ideas, selling 
concepts, equipping processes, customer lists, staff information, student names or addresses, student parents’ names and addresses, forecasts, marketing plans, 
strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other confidential information or subject matter pertaining to the 
Company's or schools' business, or any of its clients, customers, students, students’ parents, consultants, suppliers or Affiliates, which a Covenanter may 
produce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & recognition skills, interpersonal 
communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time management skills 

EDUCATION / TRAINING: 
Bachelor’s Degree in Administration or Communications or any related field or a combination of education and experience.  Must meet continuing 
education requirements as prescribed by rules promulgated by the State of Michigan, as applicable. 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. 
The ability to perform the functions by sitting, standing and/or for extended periods of time. The employee occasionally is required to manually move, 
lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and Title: Signature: 

Employee Name and Title: Signature:  
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Job Title: Director of Buildings, Facilities and Transportation  Department: Building Operations

Supervisor: HES President or Designee Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the direction of the HES President, manages and maintains the school buildings and properties in order to ensure operating excellence, 
cleanliness, and safety within the recommended budget. Maintains school facilities operations and transportation in compliance with State and 
Federal guidelines and regulations as well as provide such services effectively and within available resources. 

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS 
Coordinates and administers the services related to facilities planning and construction, maintenance and safety, and facilities custodial 
services and transportation maintenance.  
Establishes and administers schedules and procedures for the daily, on-going preventive maintenance of facilities, grounds, and equipment 
and routine custodial care of the facilities and grounds. 
Establishes guidelines for minor in-school repairs and emergency repairs. 
Advises school Principals on technical matters concerning projects in their schools.  
Develops documents and oversees an inspection plan for all facilities and grounds reporting the condition of the facilities in collaboration 
with the Superintendent.  
Develops, recommends and implements approved health and safety procedures and  plans regarding openings and closings of school 
buildings insuring security for all  staff , students, and vendor and visitors 

SUPERVISION AND IMPLEMENTATION 
Coordinates and administers the services related to facilities’ planning and construction, maintenance, safety, remodeling, renovation, 
custodial services, and transportation maintenance.  
Assigns and supervises all custodial, maintenance, and grounds personnel, contractors, or subcontractors. 
Inspects and ensures completions of tasks of maintenance and/or custodial employees and/or contractors and/or subcontractors.  
Audits and evaluates custodial and maintenance staff and provides timely, accurate and useful feedback. 
Organizes, supervises, and schedules custodial services, summer cleaning, renovation and maintenance programs including summer project 
work on school grounds. 
Recruit, screen, evaluate, and recommend for hire vendors, contractors, and support staff to maintain the facilities and grounds in a safe and 
cost effective manner. 
Arranges for necessary contracted repair and/or maintenance of all school transportation. 
Supervises the planning and construction of additions or remodeling of existing facilities. 
Maintains adequate inventory of maintenance and custodial supplies, equipment and tools.  
Negotiates and coordinates lease agreements for building support services.  
Supervises the overall system for energy management programs.  

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs) 
Plans, organizes and facilitates appropriate training and development programs including resources for all custodial and maintenance 
personnel consistent with the requirements. 
Plans and reaches own goals for self-improvement consistent with the job requirements and/or Academy needs. 
Attends staff meetings, training and school events as required and effectively implements new strategies. 
Coordinates, holds and keep minutes of departments’ staff meetings and training sessions as may be required. 
Coordinates and attends all school events and activities as may be directed, such as Parent-Teacher conferences, orientations, etc. 
Ensures timely and complete participation in and documentation of training and PLOs where applicable. 

RESULTS AND DATA MANAGEMENT 
Prepares required documentation for supervisor’s approval on all payments to contractors or subcontractors for work completed.  
Performs purchasing duties such as obtaining quotes, Requests For Proposals (RFPs), negotiating prices, and ensuring proper documentation 
of statements requesting construction, maintenance, remodeling and renovation 
Ensures custodial services are on schedule, in compliance with procedures, evaluated, maintained, reported and on budget. 
Plans, develops and oversees department budget, inventory and purchases, and current future project objectives  are aligned within the 
established budget. 
Assists in the supervision and evaluation of staff performance focusing on student safety and ensuring accountability. 

REPORTING AND COMPLIANCE 
Demonstrates availability when needed and is on call in case of emergencies that may threaten the Academy’s property or equipment 
including transportation.  
Keeps and submits monthly reports and database to immediate supervisor of all activities of building maintenance, custodial services, and 
transportation maintenance. 
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Adheres to all established policies, procedures and code of ethics. 
Complies with all district, Academies, department-wide policies and daily routines and guidelines. 
Channels concerns/issues related to maintenance, facility and transportation to the Superintendent/HES President. 

PROFESSIONAL QUALITIES 
Follows an organizational system for documenting and communicating progress and concerns. 
Assumes other reasonable and equitable job related duties as assigned by the immediate supervisor.  
Maintains professional appearance and behaves in a manner appropriate to a public setting. 
Keeps the Superintendent and HES President informed of main issues and concerns. 
Attends to assignments punctually and considers the impact of his/her attendance on departmental and school achievement. 
Demonstrates professionalism in work ethics, handling confidential information and managing conflicts effectively. 
Performs all duties with quality, efficiency and dedication to the Academy and its Management. 
Performs other duties as may be assigned by the Superintendent and the HES President or her/his designee. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 
138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, 
submit criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under 
contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the HES Vice President or by the HES President in writing.  Activities that involve any business 
contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be presented to the Academy 
Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences 
beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff transfers or 
assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting agreements on behalf 
of the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Academies’ benefit, at 
any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, 
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, 
selling ideas, selling concepts, equipping processes, customer lists, staff information, student names or addresses, student parents’ names and 
addresses, forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other confidential 
information or subject matter pertaining to the Company's or schools' business, or any of its clients, customers, students, students’ parents, 
consultants, suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this 
Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE: 

Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & 
recognition skills, interpersonal communication skills, organization and planning skills, professionalism, computer literacy, 
keyboard skills, time management skills 

EDUCATION/TRAINING:
Minimum of a Bachelor’s Degree or equivalent between experience and education. 
Minimum of five years of experience in school building maintenance and custodial services. 
Knowledge and ability to read and interpret blue prints. 
Knowledge of the building trades and applicable functions, State and Local building codes, policies and requirements.  
Must comply with all applicable laws related to building and transportation codes and regulations 
Must meet continuing education requirements as prescribed by rules promulgated by the State of Michigan, as applicable. 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. 
The ability to perform the functions requires sitting, standing and/or walking for extended periods of time. The employee occasionally is 
required to manually move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, kneeling, crawling and 
reaching. Must work indoors and outdoors year-round 

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and Title  : 

Signature: 

Employee Name and Title : Signature:  
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Maintains compliance with audit reports and funding reimbursement requirements. 
Collects and reports all lunch money per school and HES money handling policy. 
Adheres to all established policies, procedures and code of ethics. 

PROFESSIONAL QUALITIES 
Cancels lunch and/or deliveries when required and during school closings. 
Develops effective methods of managing, compiling, organizing and tracking department documentation of student records in an 
organized and accessible manner. 
Maintains an organized food service calendar and documentation. 
Provides and maintains excellent customer service and positive communication with administration, staff, students, parents and 
community. 
Performs all duties with quality, efficiency and dedication to the Academies and their Management. 
Performs other duties as may be assigned by the Principal or HES President or her/his designee. 
Keeps the Principal and HES President informed of issues and concerns. 
Demonstrates professionalism in work ethics, handling confidential information including collaborating with Supervisor and 
Administration in managing conflicts within the department. 
Participates in school committees that contribute to a positive learning environment. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 
138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, 
submit criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under 
contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the HES Vice President or by the HES President in writing.  Activities that involve any business 
contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be presented to the Academy 
Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including 
absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, 
staff transfers or assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting 
agreements on behalf of the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically 
delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall 
any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, 
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, 
selling ideas, selling concepts, equipping processes, customer lists, staff information, student na
addresses, forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other 
confidential information or subject matter pertaining to the Company's 
parents, consultants, suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this 
Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE:
Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & recognition skills, 
interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time 
management skills, knowledge of Food Service Program requirements, and leadership skills   

EDUCATION/TRAINING: 
High School Diploma or Equivalent and Food Handlers Permit (as may be required by the local Health Department) 

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential 
functions of this job.  Requires prolonged standing; physical exertion to manually move, lift, carry, pull or push heavy objects or materials up 
to 75 pounds at a time; stooping, bending and reaching; daily repetitive motion with hands and arms in food preparation and serving. 
Requires regular crouching occurs to retrieve items from lower shelves; regular reaching occurs to retrieve utensils and food items from 
storage shelves. Must be able to work in a noisy environment and must be able to work in and around fumes and odors. 

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and Title  : 

Signature: 

Employee Name and Title: Signature: 
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BASIC FUNCTION: 
Under the supervision of the Lead Pre-K teacher and the Early Childhood Specialist, assists in the smooth and efficient operation 
of the Pre-K classroom in a team teaching model and assists with implementing curriculum, child assessments, home visits, and 
supporting parent engagement activities.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

Assists the classroom teacher in creating an orderly classroom environment conducive to learning and appropriate to the appropriate 
developmental levels of the Pre-K students. 
Partners with the classroom teacher to proactively plan and deliver effective large group, individual and small group instructional 
activities to that are consistent with students’ developmental levels, interests and abilities. 
In Collaboration with the Lead Pre-K teacher to create lesson plans and maintains a detailed documentation as may be required. 
Collaborates with Lead Pre-K teacher with common goals to increase student development. 
Reports to duties on time and contributes to effectively ensuring student safety, orderly behavior and maintaining classroom routines. 
Performs job duties to support student development consistent with the job description. 

SUPERVISION AND IMPLEMENTATION 

Collaborates with the Lead Pre-K teacher  to effectively implement lesson plans consistent with the needs and abilities of students  
Assists with snack time, meal time, rest time,  transitions, physical activities and  indoor and outdoor activities 
Handles confidential/sensitive information appropriately. 
Uses appropriate interventions when responding to student behaviors. 
Enforces the Academy’s Pre-K student discipline policies clearly and consistently. 
Insures that Adult to student ratios are continually maintained  

PROFESSIONAL LEARNING OPPORTUNITIES 

Performs routine self-evaluation to identify areas of strengths and needs and seeks ways to improve and enhance work related skills. 
Attends meetings, conferences, courses and other training sessions as may be needed for professional growth and development and 
effectively implements new strategies.  
Ensures timely and complete participation in and documentation of training and PLOs where applicable. 
 Attends all parent- teacher conferences, open houses, and orientations, as well as any other school events as required. 
Utilizes supervisor’s directives and stakeholder feedback to improve performance. 
Sets and reaches own goals for self-improvement consistent with the job requirements and/or Academy needs. 

RESULTS AND DATA MANAGEMENT 

Maintains and updates student files and documentation per GSRP and Academy requirements. 
Evaluates student progress review of child assessment data and provides feedback to Lead Pre-K teacher on recommendations best 
suited for student. 
Tracks students’ developmental progress and evaluates growth improvements as indicated by GSRP and curriculum guidelines.  
Uses data to inform decision-making; analyzes disciplinary data; evaluates progress; recommends programs for improvements; 
awards progress and achievement. 
Ensures lessons are effectively followed and student achievement is evident. 

REPORTING AND COMPLIANCE 

Accurately completes and timely submits all required paperwork and up-to-date reports per specifications including records of 
individualized student activities. 
Demonstrates positive support to the School Improvement Plan (SIP).Documents students’ progress and achievement in daily 
interactions. 
Complies with all Academy and department-wide policies, daily routines and guidelines. 
Collaboratively participates in Academy committees that contribute to a positive learning environment. 

Job Title:  Early Childhood Associate Teacher Department: Academic – Instruction 

Supervisor: Early Childhood Specialist Employer: Hamadeh Educational Services (HES)
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PROFESSIONAL QUALITIES  

Maintains good customer service and positive communication with all students, parents and stakeholders. 
Fosters teamwork and demonstrates flexibility as to unscheduled assignments and/or placements and understands and works towards 
the Academy’s mission. 
Demonstrates professionalism in work ethics, handling confidential information and managing conflicts effectively. 
Attends to assignments punctually and considers the impact of his/her attendance on student achievement. 
Follows an organizational system for documenting and communicating student progress and concerns. 
Performs all duties with quality, efficiency and commitment consistent with the Academy’s mission. 
Performs other duties as may be assigned in writing by the Supervisor, Principal and Superintendent or her designee. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation 
(2005 PA 129-131 and 138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each 
new employee hired after January 1, 2006, submit criminal background checks for all full-time and part-time employees and for 
individuals assigned to regularly and continuously work under contract in the Academy prior to the first day of employment. 

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the 
policies in the OPM Manual and policies or as may be delegated by the Chief Operating Officer, HES Vice President or by the 
HES President in writing.  Activities that involve any business contractual agreements or monetary cost must be pre-approved by 
the HES President or Vice President and may need to be presented to the Academy Board for final approval. 

EXCLUSIONS 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES 
President.  The responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or 
sick/personal days including absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by 
the HR Department), staff promotions, staff transfers or assignments, school closings, facility use and key distribution and copying, making 
business or legal contractual and/or consulting agreements on behalf of the Academy, or Hamadeh Educational Services, and/or 
Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the 
Academies’ benefit, at any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade 
secrets, formulae, methods, techniques, computations, knowledge, data or other information of the Company and schools relating to 
products, processes, know-how, marketing, teaching, selling ideas, selling concepts, equipping processes, customer lists, staff 
information, student names or addresses, student parents’ names and addresses, forecasts, marketing plans, strategies, pricing strategies, 
computer programs and copyrightable or patentable materials, or other confidential information or subject matter pertaining to the 
Company's or schools' business, or any of its clients, customers, students, students’ parents, consultants, suppliers or Affiliates, which a 
Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & 
recognition skills, interpersonal communication skills, organization and planning skills, professionalism, computer literacy, 
keyboard skills, time management skills 

EDUCATION/TRAINING: 
Must have  a valid CDA or Associates Degree in Early Childhood Education or Child Development from one or more 
regionally accredited two- or four-year colleges or universities  (Accredited by either a regional accrediting agency or by the 
National Council for the Accreditation of Teacher Education (NCATE) or an existing  MDE 120 hour approval   
Official Transcripts must be provided. Transcripts from a foreign University must be evaluated by an MDE accredited 
evaluation entity for US credit/degree equivalency. 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions 
of this job. The ability to perform the functions requires sitting or standing for extended periods of time. The employee 
occasionally is required to manually move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, 
bending, and reaching. Ability to work indoors and outdoors year round 

Hamadeh Educational Services, Inc. is an equal opportunity employer 

Issued and Approved By: 
Name and Title  : 

Signature: 

Employee Name and Title  : Signature:  
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BASIC FUNCTION: 
Under the direction of the Principal, serves as a consultant/resource person as well as instructor of students identified as eligible for secondary 
services and recovery, using a variety of instructional techniques to improve student achievement.  

RESPONSIBILITIES: 
DEPARTMENT PLANNING AND IMPROVEMENTS 

Provides direct instruction to individual and groups of students identified as eligible for intervention services and recovery in individual, 
small group or full classroom settings.
Works collaboratively with teachers to plan and implement clear objectives for all lessons, units and projects that best meet the learning 
needs of students. 
Ensures continuity between regular programs and other special areas (e.g., ESL and special education). 
Uses a variety of instructional techniques and literacy materials consistent with content standards and the needs and capabilities of the 
individuals or student groups involved. 
Creates a learning environment and research-based program of study conducive to learning and appropriate to the maturity and interests of 
the students. 

SUPERVISION AND IMPLEMENTATION 
Effectively plans support strategies for students with major learning gaps to facilitate diagnostic information gathering, targeting instruction 
and intervention strategies. 
Uses identified needs and content expectations to guide the learning process toward student achievement of district’s content standards. 
Supervises, guides, and redirects students when performing assessments and delivering instruction to ensure focus on achievement and 
academic progress.  
Integrates appropriate technology tools and resources in planning and instruction to engage students and promote learning and computer 
literacy. 
Ensures that all requirements of program and procedures are carried out properly and deadlines are met. 

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs) 
Participates in the School Improvement Plan (SIP) activities consistent with the SIP and the Academy’s mission and guidelines. 
Participates in conferences, workshops and other staff development opportunities related to instructional support and effectively implements 
new strategies and improved instructional methods as may be needed or required. 
In coordination with the Principal; plans, organizes, and facilitates in-service training and development for staff consistent with the SIP and 
departmental needs. 
Attends staff meetings and all school events and activities as may be directed, such as parent-teacher conferences, open houses, orientations 
and PTO meetings, etc. 
Ensures timely and complete participation in and documentation of PLOs as needed Plans and reaches own goals for self-improvement 
consistent with the job requirements and/or the Academy’s needs. 
Utilizes supervisor directives and stakeholder feedback to improve performance. 

RESULTS AND DATA MANAGEMENT 
Analyzes students’ test results and data, and uses the results to advance students’ achievement by establishing and implementing instruction 
and improvement plans. 
Uses data to effectively impact decision-making, goal setting, planning and awarding student achievement. 
Assesses the strengths and needs of students on a regular basis and communicates these to classroom teachers and parents. 
Monitors latest research, trends and developments in curriculum instruction.  
Assists classroom teachers and administrators. with the interpretation of formal and informal diagnostic test data  
Maintains current and accurate records to demonstrate student performance, achievement, and growth. 
Recognizes and promotes student achievement by posting student work, making parental contacts, and providing incentives and awards.  

REPORTING AND COMPLIANCE 
Completes, submits, and maintains comprehensive, accurate, and updated reports per specifications (lesson plans, student attendance, 
portfolios, correspondence, grade book, lesson plan records, progress reports, logs, etc.) 
Assists the administration in implementing policies and rules governing student life and conduct and developing reasonable rules of 
classroom behavior and procedures to maintain order in the classroom in a fair and just manner. 
Keeps supervisor informed of issues and concerns. 
Complies with all the district, Academy, and department-wide policies and complies with rules and guidelines in daily routines. 
Plans and implements department guidelines and procedures including communication, meetings, training, etc. 
Takes all necessary and reasonable precautions to protect students, equipment, materials and facilities. 

Job Title:    Interventionist Teacher Department: Instructional
Supervisor: Principal Employer:    Hamadeh Educational Services (HES)
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PROFESSIONAL QUALITIES 
Maintains good customer service and positive communication between administration, staff, students, parents and community.  
Consults frequently with classroom teachers on instructional matters. 
Demonstrates professionalism in work ethics, handling confidential information and managing conflicts effectively. 
Establishes and maintains positive team spirit among all staff and the administration. 
Follows an organizational system for documenting and communicating student progress and concerns with stakeholders. 
Attends to assignments punctually and considers the impact of his/her attendance on student achievement. 
Collaboratively participates in school committees that contribute to a more positive learning environment. 
Performs all duties with quality, efficiency and dedication to the Academy and its management. 
Performs other duties as may be assigned in writing by the Principal, the Superintendent or her/his designee. 
Demonstrates availability when needed. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-
131 and 138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after 
January 1, 2006, submit criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and 
continuously work under contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the 
OPM Manual and policies or as may be delegated by the HES Vice President or by the HES President in writing.  Activities that involve any 
business contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be presented 
to the Academy Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences 
beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff transfers or 
assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting agreements on behalf of 
the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Academies’ 
benefit, at any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, 
methods, techniques, computations, knowledge, data or other information of the Company and schools relating to products, processes, 
know-how, marketing, teaching, selling ideas, selling concepts, equipping processes, customer lists, staff information, student names or 
addresses, student parents’ names and addresses, forecasts, marketing plans, strategies, pricing strategies, computer programs and 
copyrightable or patentable materials, or other confidential information or subject matter pertaining to the Company's or schools' business, or 
any of its clients, customers, students, students’ parents, consultants, suppliers or Affiliates, which a Covenanter may produce, use, view or 
otherwise acquire during while engaged pursuant to this Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression skills, visual acuity, speech clarity & recognition skills, 
interpersonal communication skills, diplomacy, math aptitude, organization, planning, professionalism, reading skills, computer literacy, 
keyboard skills, time management skills 

EDUCATION / TRAINING 
Must hold at least a Bachelor’s Degree 
Full State Certification in the subject and/or grade level(s) being assigned to teach including passing state mandated comprehensive skill 
assessment and all other examination(s) required by Section 1531 of the revised school code 
Official Transcripts must be provided.  Transcripts from a foreign University must be evaluated by an MDE accredited evaluation entity for 
US credit/degree equivalency. 
Reading Endorsement is recommended. 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. The 
ability to perform the functions requires sitting or standing for extended periods of time. The employee occasionally is required to manually 
move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and title  : 

Signature: 

Employees Name and title  : Signature: 
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Job Title:  Lunch Aide Department: Food Services
Supervisor: Coordinator or Director of Food Services  Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the supervision of the Coordinator or Director of Food Services, assists in preparing and serving meals to staff and 
students, as well as maintaining a safe a clean working area. 

RESPONSIBILITIES: 
DEPARTMENT PLANNING AND IMPROVEMENTS 

Adheres to sanitation and safety procedures as stated in the Michigan Food Code, HACCP guidelines and all standard 
food preparation and kitchen operations procedures and directs students and staff to remain in compliance with the 
mandated rules and regulations. 
Assists in preparation of meals, including but not limited to:  washing, cutting, peeling vegetables.  Cleaning, cutting and 
preparing meats, seafood and poultry. Stirring and straining soups and sauces. Carrying pans, kettles and trays of food to 
and from work stations, etc.    
Assembles food, dishes, utensils and supplies needed for timely meal preparations and ensures equipment is kept clean, 
maintained, and used properly and safely. 
Assists in coordinating all the Academy’s functions involving food services with the Supervisor and the Principal. 

SUPERVISION AND IMPLEMENTATION 
Follows standardized recipes. 
Assists with preparation of meals following established protocols and keeps work area clean and safe. 
Operates kitchen equipment in a proper manner to assure safety as well as to avoid damage to the equipment. 
Cleaning of kitchen, service line, and cafeteria area (wiping down tables, chairs, removing garbage, trays, etc.) 
Washing dishes, pots, pans, and utensils using approved sanitation methods. 
Returns all items to their proper storage site 
Completes routine maintenance of kitchen and equipment, including weekly deep cleaning. 
Serves staff and students on the service line in a professional and timely manner, while following portion control 
guidelines. 

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs) 
Performs routine self-evaluation to identify areas of strengths and needs and seek ways to improve and enhance work 
related skills. 
Plans own goals for self-improvement consistent with the job requirements and/or the Academy’s needs. 
Utilizes supervisor’s feedback on professional methods in the best interest of the students and the Academy. 
Participates in recommended training programs, conferences, courses or other aspects of professional growth. 
Attends all Parent-Teacher Conferences, open houses, and orientations, as well as any other school events as required. 
Attends meetings, seminars, workshops (MDE, MOR), and Servsafe certification classes. 

RESULTS AND DATA MANAGEMENT 
Measures and reads measuring devices when following recipes and prepares meals following established protocols. 
Runs cash register on the service line if cashier is absent 
Assists in PowerSchool data count.  
Assists in filing all necessary paperwork.  
Ensures cleanliness of cafeteria before and after meals. 
Ensures food is distributed efficiently and properly. 

REPORTING AND COMPLIANCE 
Communicates effectively with staff and students. 
Follows and remains in compliance with all the district, Academy, department-wide policies and daily routines and 
guidelines.  
Observes school policies during all activities. 
Monitors, reports, documents and redirects any concerns/issues coming from students, staff or parent to the supervisor.  
Immediately reports any, unusual circumstances, issues or observations regarding food health, safety and compliance 
concerns to appropriate supervisor(s).  
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Prevents hazardous situations by immediately cleaning up any spills when they occur, and following proper safety 
procedures. 
Utilizes supervisor directives and stakeholder feedback to improve performance. 

PROFESSIONAL QUALITIES 
Establishes and maintains positive interpersonal relationships with all children, parents/guardians and fellow staff. 
Establishes and maintains positive team spirit among all staff  school community creating a more efficient work 
environment. 
Performs all duties with quality, efficiency and dedication to the Academy and its Management. 
Performs other duties as assigned by the Supervisor, Principal or HES President or her designee. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 
129-131 and 138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired 
after January 1, 2006, submit criminal background checks for all full-time and part-time employees and for individuals assigned to 
regularly and continuously work under contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in 
the OPM Manual and policies or as may be delegated by the Chief Operating Officer, HES Vice President or by the HES President in 
writing.  Activities that involve any business contractual agreements or monetary cost must be pre-approved by the HES President or Vice 
President and may need to be presented to the Academy Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES 
President.  The responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or 
sick/personal days including absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by 
the HR Department), staff promotions, staff transfers or assignments, school closings, facility use and key distribution and copying, making 
business or legal contractual and/or consulting agreements on behalf of the Academy, or Hamadeh Educational Services, and/or 
Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the 
Academies’ benefit, at any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade 
secrets, formulae, methods, techniques, computations, knowledge, data or other information of the Company and schools relating to 
products, processes, know-how, marketing, teaching, selling ideas, selling concepts, equipping processes, customer lists, staff 
information, student names or addresses, student parents’ names and addresses, forecasts, marketing plans, strategies, pricing strategies, 
computer programs and copyrightable or patentable materials, or other confidential information or subject matter pertaining to the 
Company's or schools' business, or any of its clients, customers, students, students’ parents, consultants, suppliers or Affiliates, which a 
Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprietary 
\Information"). 

SKILLS/EXPERIENCE 
Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & recognition 
skills, interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, 
time management skills 

EDUCATION/TRAINING 
High School Diploma or equivalent 
Knowledge of Sanitation and Safety issues (Training sessions will be provided) 

PHYSICAL DEMANDS: 
Requires prolonged standing; physical exertion to manually move, lift, carry, pull or push heavy objects or materials up to 75 
pounds at a time; stooping, bending and reaching; daily repetitive motion with hands and arms in food preparation and serving. 
Requires regular crouching occurs to retrieve items from lower shelves; regular reaching occurs to retrieve utensils and food items 
from storage shelves. Must be able to work in a noisy environment; Must be able to work in and around fumes and odors. 

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and title  : 

Signature: 

Employee Name and title  
:

Signature:  
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Job Title:  Nurse Aide (UA & ULA) Department: Nursing – Non-Instructional Support

Supervisor: Principal Employer:     Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the direction of the Principal, to assist and care for the health needs of  students in accordance to the academy’s 
guidelines and policies and perform necessary emergency care services such as CPR and First Aid for students and staff;   

RESPONSIBILITIES: 

DEPARTMENT PLANNING AND IMPROVEMENTS 
Proactively participates in department improvement plan by sharing ideas and input to enhance services and program. 
In collaboration with parents and staff, develops appropriate health management plan for students with special health 
needs. 
Effectively prioritizes services on the basis of medical urgency and need. 
Plans and implements appropriate measures to address crisis situations. 
Properly manages the time students spend at nurse's station to avoid overcrowding and unnecessary loss of instruction 
time. 

SUPERVISION AND IMPLEMENTATION 
Provides care for the health needs of students in accordance to the academy's guidelines and policies. 
Performs appropriate emergency care services such as CPR and First Aid for students and staff when needed. 
Follows a precise and consistent system for storing and administering medications. 
Collaborates with staff and administration to identify and act on health concerns and situations interfering with learning. 
Effectively supervises students referred to Nurse Aide's office consistent with the Academy’s policies and guidelines. 

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs) 
Participates in recommended training programs, conferences, courses or other aspects of professional growth when needed 
and effectively implements new strategies. 
Attends all Parent- Teacher Conferences, open houses, and orientations, as well as any other school events as required. 
Ensures timely and complete participation in and documentation of PLOs where applicable. 
Plans personal development goals to be consistent with and supportive of job requirements and HES Academy needs 
Coordinates and implements school wide health awareness programs. 
Seeks and makes available outside resources that can be beneficial to students, their families and school personnel. 

RESULTS AND DATA MANAGEMENT 
Ensures that students receive appropriate and sufficient health care services. 
Keeps accurate and up-to date physical and electronic emergency and daily incidents files in Nurse Aide's station. 
Ensures clean sanitary and efficiently organized set-up Nurse Aides' station. 
Ensures communication with parents and staff is prompt, productive and well-documented. 
Compiles and analyzes students' health data to make informed recommendations to students, staff and parents. 

REPORTING AND COMPLIANCE 
Communicates effectively with staff and students. 
Observes school policies during all activities. 
Monitors, reports, documents and redirects any concerns/issues coming from students, staff or parent to the supervisor.  
Immediately reports any concerns or observations regarding health and safety.  
Effectively follows supervisors directives and uses stakeholders feedback to improve own and department performance. 
Complies with all the district, Academy, department-wide policies, daily routines and guidelines. 
Demonstrates professionalism in work ethics, handling confidential information and managing conflicts. 
Promptly reports cases of communicable diseases to supervisors. 
Timely informs parents of any concerns related to their child(ren)’s health and safety. 
Demonstrates availability when needed. 
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PROFESSIONAL QUALITIES 
Maintains good customer service and positive communication with administration, staff, students, parents/guardians and 
community. 
Follows an organizational system for documenting and communicating student progress and concerns with stakeholders. 
Participates collaboratively in school functions, activities, and committees for continued improvements. 
Attends to assignments punctually and considers the impact of his/her attendance on student achievement. 
Channels concerns to administration for solutions. 
Performs all duties with quality, efficiency and dedication to the Academy and its Management. 
Performs other duties as may be assigned in writing by the Supervisor, Principal, Superintendent or her/his designee. 
Demonstrates flexibility in ensuring that assignments are completed in a timely manner  
Understands the school mission and adopts and works within the vision and pillars established by HES 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation 
(2005 PA 129-131 and 138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each 
new employee hired after January 1, 2006, submit criminal background checks for all full-time and part-time employees and for 
individuals assigned to regularly and continuously work under contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the 
policies in the OPM Manual and policies or as may be delegated by the Chief Operating Officer, HES Vice President or by the 
HES President in writing.  Activities that involve any business contractual agreements or monetary cost must be pre-approved by 
the HES President or Vice President and may need to be presented to the Academy Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES 
President.  The responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or 
sick/personal days including absences beyond the maximum allowed sick/personal days off (per employment contract and as 
directed by the HR Department), staff promotions, staff transfers or assignments, school closings, facility use and key distribution 
and copying, making business or legal contractual and/or consulting agreements on behalf of the Academy, or Hamadeh 
Educational Services, and/or Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the 
Academies’ benefit, at any time, either during or subsequent to the termination of the Employment Contract Agreement, any 
trade secrets, formulae, methods, techniques, computations, knowledge, data or other information of the Company and schools 
relating to products, processes, know-how, marketing, teaching, selling ideas, selling concepts, equipping processes, customer 
lists, staff information, student names or addresses, student parents’ names and addresses, forecasts, marketing plans, strategies, 
pricing strategies, computer programs and copyrightable or patentable materials, or other confidential information or subject 
matter pertaining to the Company's or schools' business, or any of its clients, customers, students, students’ parents, consultants, 
suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this 
Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE 
Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & 
recognition skills, interpersonal communication skills, organization and planning skills, professionalism, computer 
literacy, keyboard skills, time management skills 

EDUCATION/TRAINING 
Certificate in Nursing Assistant 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential 
functions of this job. The ability to perform the functions requires sitting or standing for extended periods of time. The 
employee occasionally is required to manually move, lift, carry, pull, or push objects up to 25 pounds in addition to 
occasional stooping, bending, and reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and Title  : 

Signature: 

Employee Name and Title: Signature:  
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BASIC FUNCTION: 
Under the supervision of the Early Childhood Specialist, assists in the smooth and efficient operation of the Pre-K classroom and 
provides Additional support to the classroom teacher and the Associate Teacher. 

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

Assists the classroom teacher and associate Teacher in creating an orderly classroom environment conducive to learning and to the 
appropriate developmental levels of the Pre-K students. 
Collaborates with the classroom teacher and associate teacher to provide effective individual and small group instruction, activities 
and projects that are relevant to students’ needs, interests and abilities. 
Follows teacher lesson plans and maintains a detailed report as may be required. 
Collaborates with teacher(s) with common goals to increase student achievement. 
Reports to duties on time and contributes to effectively ensuring student safety, orderly behavior and maintaining classroom routines. 
Performs job duties to support student achievement consistent with the job description. 

SUPERVISION AND IMPLEMENTATION 

Collaborates with the Lead Pre-K teacher & Associate Teacher to effectively implement lesson plans consistent with the needs and 
abilities of students  
Maximizes instruction time to students who are designated at-risk  
Handles confidential/sensitive information appropriately. 
Uses appropriate interventions when responding to student behaviors. 
Assists with snack time, meal time, rest time,  transitions, physical activities and  indoor and outdoor activities 
Enforces the Academy’s Pre-K student discipline policies clearly and consistently. 

PROFESSIONAL LEARNING OPPORTUNITIES 

Performs routine self-evaluation to identify areas of strengths and needs and seeks ways to improve and enhance work related skills. 
Attends meetings, conferences, courses and other training sessions as may be needed for professional growth and development and 
effectively implements new strategies.  
Ensures timely and complete participation in and documentation of training and PLOs where applicable. 
 Attends all parent- teacher conferences, open houses, and orientations, as well as any other school events as required. 
Utilizes supervisor’s directives and stakeholder feedback to improve performance. 
Sets and reaches own goals for self-improvement consistent with the job requirements and/or Academy needs. 

RESULTS AND DATA MANAGEMENT 

Maintains and updates student files and documentation of individualized instruction. 
Evaluates student progress review of child assessment data and provides feedback to Lead Pre-K teacher on recommendations best 
suited for student. 
Tracks students’ developmental progress and evaluates growth improvements as indicated by GSRP and curriculum guidelines.  
Uses data to inform decision-making; analyzes disciplinary data; evaluates progress; recommends programs for improvements; 
awards progress and achievement. 
Ensures lessons are effectively followed and student achievement is evident. 

REPORTING AND COMPLIANCE 

Accurately completes and timely submits all required paperwork and up-to-date reports per specifications including records of 
individualized student activities. 
Demonstrates positive support to the School Improvement Plan (SIP).Documents students’ progress and achievement in tutorial 
sessions. 
Tracks daily assignments and evaluates students’ accuracy and completion of practice exercises/activities. 
Consistently and thoroughly completes the Individualized Instruction Reports. 
Complies with all Academy and department-wide policies, daily routines and guidelines. 
Collaboratively participates in Academy committees that contribute to a positive learning environment. 

Job Title:   Pre-K Support Aide Department:  Tutorial 

Supervisor:  Early Childhood Specialist  Employer: Hamadeh Educational Services (HES)
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PROFESSIONAL QUALITIES  

Maintains good customer service and positive communication with all students and stakeholders. 
Fosters teamwork and demonstrates flexibility as to unscheduled assignments and/or placements and understands and works towards 
the Academy’s mission. 
Demonstrates professionalism in work ethics, handling confidential information and managing conflicts effectively. 
Attends to assignments punctually and considers the impact of his/her attendance on student achievement. 
Follows an organizational system for documenting and communicating student progress and concerns. 
Performs all duties with quality, efficiency and commitment consistent with the Academy’s mission. 
Performs other duties as may be assigned in writing by the Supervisor, Principal and Superintendent or her designee. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation 
(2005 PA 129-131 and 138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each 
new employee hired after January 1, 2006, submit criminal background checks for all full-time and part-time employees and for 
individuals assigned to regularly and continuously work under contract in the Academy prior to the first day of employment. 

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the 
policies in the OPM Manual and policies or as may be delegated by the Chief Operating Officer, HES Vice President or by the 
HES President in writing.  Activities that involve any business contractual agreements or monetary cost must be pre-approved by 
the HES President or Vice President and may need to be presented to the Academy Board for final approval. 

EXCLUSIONS 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES 
President.  The responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or 
sick/personal days including absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by 
the HR Department), staff promotions, staff transfers or assignments, school closings, facility use and key distribution and copying, making 
business or legal contractual and/or consulting agreements on behalf of the Academy, or Hamadeh Educational Services, and/or 
Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the 
Academies’ benefit, at any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade 
secrets, formulae, methods, techniques, computations, knowledge, data or other information of the Company and schools relating to 
products, processes, know-how, marketing, teaching, selling ideas, selling concepts, equipping processes, customer lists, staff 
information, student names or addresses, student parents’ names and addresses, forecasts, marketing plans, strategies, pricing strategies, 
computer programs and copyrightable or patentable materials, or other confidential information or subject matter pertaining to the 
Company's or schools' business, or any of its clients, customers, students, students’ parents, consultants, suppliers or Affiliates, which a 
Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & 
recognition skills, interpersonal communication skills, organization and planning skills, professionalism, computer literacy, 
keyboard skills, time management skills 

EDUCATION/TRAINING: 
Must have  a valid CDA or Associates Degree in Early Childhood Education or Child Development from one or more regionally 
accredited two- or four-year colleges or universities  (Accredited by either a regional accrediting agency or by the National Council 
for the Accreditation of Teacher Education (NCATE) or an existing  MDE 120 hour approval   
Official Transcripts must be provided. Transcripts from a foreign University must be evaluated by an MDE accredited evaluation 
entity for US credit/degree equivalency. 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions 
of this job. The ability to perform the functions requires sitting or standing for extended periods of time. The employee 
occasionally is required to manually move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, 
bending, and reaching. Ability to work indoors and outdoors year round 

Hamadeh Educational Services, Inc. is an equal opportunity employer 

Issued and Approved By: 
Name and Title  : 

Signature: 

Employee Name and Title  : Signature:  
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Job Title: Principal Department: Instructional Administration
Supervisor: Superintendent and HES President Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the direction of the Superintendent and HES President, the Principal shall serve as the instructional and administrative leader of the 
Academy. 

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENT 

Directs the overall activities of planning, developing, implementing, and evaluating the Academy’s instructional programs and staff 
development in alignment with national standards & the Michigan Curriculum Standards with a special focus on student achievement.   
Provides leadership in curriculum, instruction, staff development and administration. 
Oversees the Achievement Campers Program (ACP) and Athletic Programs, in collaboration with the ACP Coordinator and Athletic Program 
Director to ensure alignment with the Academy’s academic program goals and policies. 
Researches, recommends, evaluates and oversees the implementation of programs and activities with the objective of enhancing students’ 
academic performance, increasing staff morale and in the best interest of the academy. 
Researches, recommends and implements programs and activities to improve the safety, discipline and health of students. 
Recommends and implements programs for proper utilization of the building, physical facilities, and school playgrounds. 

SUPERVISION AND IMPLEMENTATION 
Supervises the instructional program, evaluates, develops, and reviews the curricular offerings and instructional program of the Academy. 
Supervises the daily operations of the Academy ensuring the smooth and efficient operation and is available for direct supervision. 
Supervises the development, implementation and monitoring of after school and summer programs. 
Plans and develops students, staff and the Academy schedules in the best interests of the students and within HES guidelines and the 
Academy policies.  
Supervises and guides students consistent with the Academy’s policies and guidelines. 
Recommends requisitions and adequate books, resources, supplies and equipment. 
Ensures all plans, recommendations and activities are consistent with the designated budget and provides continual budgetary adherence. 
Supervises building custodial care with the Director of Buildings, Facilities and Transportation. 
Supervises the Academy’s Food Service Program. 

PROFESSIONAL LEARNING OPPORTUNITIES 
Recommends and directs committees and task teams as needed. 
Trains, supervises and evaluates personnel assigned within the areas of responsibility. 
Conducts a program of in-service education for assigned personnel. 
Conducts meetings of the staff as are necessary to the proper functioning of the Academy. 
Plans, provides or facilitates appropriate training and resources for students and staff consistent with the requirements. 

RESULTS AND DATA MANAGEMENT 
Coordinates the local and State student assessment program for the Academy and directs programs to improve student performance.   
Develops, recommends, administers consistent with the departments and programs budgets. Ensures that parents are kept up-to-date with 
timely communication of students’ progress and concerns, as well as school events and activities. 
Supervises the daily operations of the Academy ensuring the classrooms and subjects are running smooth and efficient, and is available for 
direct supervision.   
Supervises and evaluates staff performance, focusing on student achievement and ensuring accountability. 
Uses data to effectively impact decision-making, goal setting, planning and awarding student achievement.  

REPORTING AND COMPLIANCE 
Directs the planning for and coordinates implementation to special, federal and state-funded projects to ensure compliance and to meet 
student needs. 
Assists the Superintendent in preparing and submitting compliance reports and documents, and records as required by law, Board policies, and 
administrative directives to the Board of Directors. 
Prepares and submits compliance reports, documents and records as required by law, Academy Board policies, and administrative directives. 
Ensures that all Academy Board and HES policies are effectively explained and implemented. 
Keeps the Superintendent and HES President informed of issues and concerns. 

PROFESSIONAL QUALITIES 
Maintains exceptional customer service and positive communication with staff, students’ parents and community while serving as a role 
model and example for others to follow.   
Maintains liaison with social, professional, civic, volunteer, and other community agencies having an interest in the Academy. 
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Assists in the interview, selection and assignment of personnel, certified and classified employees. 
Conducts a community relations program and coordinates it with the district program. 
Performs all duties with quality, efficiency and commitment to the Academy and its Management. 
Performs other duties as may be assigned by the Supervisor. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 138) 
enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, submit 
criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under contract in the 
Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the HES Vice President or by the HES President in writing.  Activities that involve any business contractual 
agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be presented to the Academy Board for final 
approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences 
beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff transfers or 
assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting agreements on behalf of 
the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Academies’ benefit, at any 
time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, 
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, 
selling ideas, selling concepts, equipping processes, customer lists, staff information, student names or addresses, student parents’ names and 
addresses, forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other confidential 
information or subject matter pertaining to the Company's or schools' business, or any of its clients, customers, students, students’ parents, consultants, 
suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement 
("Proprietary \Information"). 

SKILLS/EXPERIENCE: 
Must have advanced oral comprehension & expression skills, advanced written comprehension & expression  skills, visual acuity , speech 
clarity & recognition skills, interpersonal communication skills, and  highly developed organization and planning skills 
Must exhibit exemplary professionalism, accomplished computer literacy skills, and advanced time management skills. 
Requires extensive experience with Leadership, Supervision and  Diplomacy 
Must have advanced conflict resolution skills, negotiation and persuasion skills and  experience working under rigorous pressure 
Extensive experience working and serving a diverse student population and community.   
Must be able to work long hours 

EDUCATION/ TRAINING: 
Minimum of a Master’s Degree in Education or related field or an equivalent combination of education and experience. 
Must have School Administration Certification or be enrolled in and accredited program in which a School Administrator Certification will 
be attained within 3 years. 
Thorough knowledge of Michigan Curriculum Standards 
A minimum of three years professional experience in an educational setting. 
Experience in school Administration, preferably as a School Principal. 
Must comply with all applicable laws related to maintaining an Administrator’s Certificate. 

PHYSICAL DEMANDS:
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. 
The ability to perform the functions requires sitting or standing for extended periods of time. The employee occasionally is required to manually 
move, lift, carry, pull, or push objects up to 25 pounds, in addition to occasional stooping, bending, and reaching. Must work indoors and 
outdoors year-round. 

Hamadeh Educational Services, Inc. is an equal opportunity employer 

Issued and Approved by: 
Name and Title  : 

Signature: 

Employee Name and Title: Signature:  
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Job Title: School Social Worker Department: Student Services

Supervisor: Principal  Employer: Hamadeh Educational Services(HES)

BASIC FUNCTION:
 Under the supervision of the Principal, provides direct and indirect services to students, parents, and the school staff at the assigned 
Academy. Performs the functions outlined in the Michigan Administrative Rules for Special Education. 

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS 
Provides adequate direct and/or indirect services for students with behavior, emotional, learning and other impairments/disabilities if and 
when the Academies have such cases. 
Collaborates with the Principal, teachers, and other school personnel to improve the use of existing school programs and procedures 
Plans and implements new programs and procedures related to the educational, social and emotional needs of students. 
Plans, organizes, recommends academic programs to help students improve their academic achievement and become successful at their 
grade level. 
Plans, organizes, recommends, and schedules appropriate direct in-service training programs or courses for parents and students, 
including determining training needs programs.  
Identifies problems and situations interfering with the students’ abilities in optimal use of the educational experience. 
Participates with staff in altering situations that are adversely affecting the personal, social-emotional, and active subjects and studies. 
Plans and implements new school-wide programs/procedures related to students' educational, social and emotional needs. 
Plans and implements individual and group social work sessions to guide and assist students as needed. 
Plans and implements appropriate measures to address crisis situations. 
Researches best practices and identifies resources to supplement class instruction for students with special needs. 

SUPERVISION AND IMPLEMENTATION 
Provides assistance to teachers, staff and parents in the interpretation of abilities and needs of individual students. 
Provides the IEP committees with comprehensive diagnostic evaluations and reports of at-risk students as needed. 
Shares data and data interpretation with proper staff and administration to ensure each student has equity and access. 
Collaborates with counselor(s) to provide activities designed to improve and support the emotional, behavioral and social skills 
development of students. 
Collaborates with staff and administration to identify and acts on problems and situations interfering with learning. 
Collaborates with the IEP Committees to determine the eligibility of students for resource room and social work services. 
Conducts individual student and group sessions using staff schedules that are conducive to learning. 

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs) 
Attends meetings, activities and training sessions as may be needed and effectively implements new strategies.  
Ensures timely and complete participation in and documentation of PLOs where applicable. 
Coordinates and develops resources within and outside of the school system that are beneficial to students, their families, and school 
personnel. 
Provides problem-solving services to students and their families through individualized groups and community social work methods; 
enabling those served to cope with problems adversely enhancing the ability of the students’ to optimally acquire the educational 
experience. 
Plans and reaches own goals for self-improvement consistent with the job requirements and/or the Academy’s needs. 
Plans, provides or facilitates appropriate student, staff and parent training consistent with the SIP, IEP's and department needs. 

RESULTS AND DATA MANAGEMENT 
Provides the individualized educational planning committees, with comprehensive diagnostic evaluations of students at risk, such as the 
emotionally impaired if and when the Academies have such cases. 
Collaborates with the individualized Educational Planning Committees in determining the eligibility of the emotionally impaired 
programs and services. 
Uses data to effectively impact decision-making, goal setting and planning in the best interest of students and the Academy. 
Utilizes appropriate resources and information to resolve concerns in a consistent and timely manner. 
Consistently updates, tracks, and analyzes data to inform progress or needed changes in social work services. 
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REPORTING AND COMPLIANCE 
Adheres to all established policies, procedures and code of ethics. 
Coordinates all IEP meetings, updates and record keeping. 
Documents and provides reports to the immediate supervisor of appropriate records, service logs, schedules, and other documentations as 
needed for management, planning and reporting. 
Complies with all the district, Academy and department-wide policies and daily routines and guidelines. 
Collaborates with the administration and uses referral sources as needed in dealing with situations pertinent to external agencies. 

PROFESSIONAL QUALITIES  
Maintains good customer service and positive communication with administration, staff, students, parents and community. 
Demonstrates professionalism in work ethics, handling confidential information, and conflict management. 
Follows an organizational system for documenting and communicating student progress and concerns with stakeholders. 
Performs all duties with quality, efficiency and dedication to the Academy and its Management. 
Performs other duties as may be assigned in writing by the Principal, Superintendent, and HES President or her/his delegate. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 
138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, 
submit criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under 
contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the Chief Operating Officer, HES Vice President or by the HES President in writing.  Activities that 
involve any business contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be 
presented to the Academy Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including 
absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, 
staff transfers or assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting 
agreements on behalf of the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically 
delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Academies’ benefit, at 
any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, 
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, 
selling ideas, selling concepts, equipping processes, customer lists, staff information, student names or addresses, student parents’ names and 
addresses, forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other 
confidential information or subject matter pertaining to the Company's or schools' business, or any of its clients, customers, students, students’ 
parents, consultants, suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this 
Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE:

Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & 
recognition skills, interpersonal communication skills, organization and planning skills, professionalism, computer literacy, 
keyboard skills, time management skills; Experience in individual, group and family therapy with adolescents; Experience working in 
schools

EDUCATION/ TRAINING 
Master’s Degree in Social Work and eligibility for a Master’s Level Social Work license or limited Master’s Level Social Work License.  
Full or temporary school social work approval is also required to provide social work services in the school setting. 
Must comply with all applicable laws related to the Administrator’s certificate. 
Must meet continuing education requirements as prescribed by rules promulgated by the State of Michigan, as applicable 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. 
The ability to perform the functions requires sitting or standing for extended periods of time. The employee occasionally is required to 
manually move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and Title  : 

Signature: 

Employee Name and Title: Signature:  
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Job Title: Student Monitor Department: Student Services and Library

Supervisor: Dean of Student Affairs Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the direction of the Dean of Student Affairs, monitors students’ conducts during lunch hours, in the hallways, and throughout 
the school buildings to ensure proper order and safety as well as assist students with weekly library checkout by helping student 
choose appropriate grade level books; both check in and check out.  

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

Collaborates with supervisor to service and monitor students. 
Organizes books on shelves 
Supervises students in a proactive and alert  manner during lunch time to include, but not limited to, walking up and down cafeteria aisles 
monitoring students, looking around ensuring that students are in their assigned seats, redirecting inappropriate behavior in a professional 
manner, assisting students as needed such as opening milk cartons, ketchup packets, etc. 
Student monitor must be aware of and consistent with the following:  Lunch schedules, students safety, monitor students and stopping 
them from running in the cafeteria, ensuring that students are raising their hands to get up, stopping students from playing with their food, 
or throwing their food away before trying to eat it with time allowed, and pay attention to allergic reactions among students and reporting 
them promptly to the school nurse and/or the closest administrator in charge. 
Categorizes priorities and demonstrates attentiveness to work schedule. 
Becomes familiar with the special skills and techniques required in dealing with students in special programs, and should a problem occur, 
brings the student to the attention of the supervisor and/or Principal. 

SUPERVISION AND IMPLEMENTATION 
Performs outside arrival and dismissal supervision duties per the schedule assigned by supervisor.  
Monitors and immediately reports issues, graffiti, and safety hazards to supervisor. 
Monitors student behavior during lunch, travel, in hallways and in the athletic program as may be assigned. 
Supervises students’ conduct while on board, and makes sure they are following safety procedures 
Appropriately handles minor class infractions according to the school and classroom policies. 

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs) 
Performs routine self-evaluation to identify areas of strengths and needs and seek ways to improve and enhance work related skills. 
Attends staff meetings, activities and training sessions as required. Participates in recommended training programs, conferences, courses or 
other aspects of professional growth. 
Attends all Parent-Teacher Conferences, open houses, and orientations, as well as any other school events as may be required. 
Ensures timely and complete participation in and documentation of PLOs where applicable.  
Participates in department improvement plan by sharing ideas and input to enhance services and program. 

RESULTS AND DATA MANAGEMENT 
Use library circulation system (circulation) to check out books 
Sets and reaches own goals for self-improvement consistent with job requirements and/or school needs.  
Observes and reports to certain areas in the school that require additional monitoring. 
Monitors and reports safety hazards with the appropriate school personnel. 
Establishes and maintains positive interpersonal relationships with all stakeholders. 
Demonstrates professionalism in work ethics, handling confidential information, and managing conflicts.  
Effectively performs administrative duties (Ex. copying, posting student work, and assisting staff in non-instructional activities, etc.) 

REPORTING AND COMPLIANCE 
Reports and documents any issues to supervisor.  
Reports lost or damaged books to appropriate staff member and/or Supervisor to follow up. 
Assesses books for damages and reports to appropriate staff member and/or Supervisor. 
Adheres to all established policies, procedures and code of ethics. 
Immediately reports any unusual circumstances, issues or observations regarding safety and compliance concerns to appropriate 
supervisor(s). 
Communicates with supervisors any concerns about individual student’s behavior, dress code or attitude which is not in line with school 
regulations, and/or reflects need for immediate intervention. 

5-110



PROFESSIONAL QUALITIES 
Demonstrates flexibility in unscheduled assignments and/or placements and understands, adopts and works towards the school mission. 
Complies with all the HES, department-wide, State and local rules and guidelines concerning safety. 
Performs all duties with quality, efficiency and dedication to the Academy and its Management. 
Performs other duties as may be assigned by the Supervisor, Principal or Superintendent or her designee.  
Communicates effectively and positively with staff, students and parents as needed. 
Follows an organizational system for documents and communicating progress and concerns with stakeholders. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 
PA 129-131 and 138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new 
employee hired after January 1, 2006, submit criminal background checks for all full-time and part-time employees and for 
individuals assigned to regularly and continuously work under contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the 
policies in the OPM Manual and policies or as may be delegated by the Chief Operating Officer, HES Vice President or by the HES 
President in writing.  Activities that involve any business contractual agreements or monetary cost must be pre-approved by the HES 
President or Vice President and may need to be presented to the Academy Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES 
President.  The responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or 
sick/personal days including absences beyond the maximum allowed sick/personal days off (per employment contract and as directed 
by the HR Department), staff promotions, staff transfers or assignments, school closings, facility use and key distribution and 
copying, making business or legal contractual and/or consulting agreements on behalf of the Academy, or Hamadeh Educational 
Services, and/or Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the 
Academies’ benefit, at any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade 
secrets, formulae, methods, techniques, computations, knowledge, data or other information of the Company and schools relating 
to products, processes, know-how, marketing, teaching, selling ideas, selling concepts, equipping processes, customer lists, staff 
information, student names or addresses, student parents’ names and addresses, forecasts, marketing plans, strategies, pricing 
strategies, computer programs and copyrightable or patentable materials, or other confidential information or subject matter 
pertaining to the Company's or schools' business, or any of its clients, customers, students, students’ parents, consultants, suppliers 
or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement 
("Proprietary \Information"). 

SKILLS/EXPERIENCE:
Oral comprehension & expression skills, written comprehension & expression skills, visual acuity , speech clarity & recognition 
skills, interpersonal communication skills, organization and planning skills, professionalism, computer literacy,  time management 
skills, Ability to understand, follow, and enforce safety procedures.  

EDUCATION/TRAINING 
High School Diploma or GED preferred 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential 
functions of this job. The ability to perform the functions requires sitting or standing for extended periods of time. The 
employee occasionally is required to manually move, lift, carry, pull, or push objects up to 25 pounds in addition to 
occasional stooping, bending, kneeling, crawling and reaching. Ability to work indoors and outdoors year round. 

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved By: 
Name and Title : 

Signature: 

Employee Name and Title: Signature:  
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BASIC FUNCTION: 
Under the supervision of the classroom teacher, assists in the smooth and efficient operation of the classroom and provides 
challenged/at-risk students with individualized instruction.  

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

Assists the classroom teacher in creating an orderly classroom environment conducive to learning and appropriate to the 
maturity and interests of the students. 
Collaborates with the classroom teacher to proactively plan and provide effective individual and small group instruction, 
activities, and projects that are relevant to students’ needs, interests, and abilities. 
Follows teacher lesson plans and maintains a detailed report as may be required. 
Collaborates with teacher(s) with common goals to increase student achievement. 
Reports to duties on time and contributes to effectively ensuring student safety, orderly behavior, and maintaining classroom 
routines 
Performs job duties to support student achievement consistent with the job description. 

SUPERVISION AND IMPLEMENTATION 
Collaborates with the classroom teacher to effectively implement lesson plans consistent with the needs and abilities of students 
Maximizes instruction time for students who are designated at-risk 
Handles confidential/sensitive information appropriately. 
Uses appropriate interventions when responding to student behaviors. 
Enforces the Academy’s student discipline policies clearly and consistently. 

PROFESSIONAL LEARNING OPPORTUNITIES 
Performs routine self-evaluation to identify areas of strengths and needs and seek ways to improve and enhance work related 
skills. 
Attends meetings, conferences, courses and other training sessions as may be needed for professional growth and development 
and effectively implements new strategies.  
Ensures timely and complete participation in and documentation of training and Professional Learning Outcomes PLOs where 
applicable. 
 Attends all parent- teacher conferences, open houses, and orientations, as well as any other school events as required Utilizes 
supervisor’s directives and stakeholder feedback to improve performance. 

RESULTS AND DATA MANAGEMENT 
Maintains and updates student files and documentation of individualized instruction. 
Evaluates student achievement through review of assessment data and makes recommendations to teacher on course of action 
best suited for student. 
Tracks students’ daily assignments and evaluates students’ performance and improvements as evidenced by progress reports and 
report cards.  
Uses data to inform decision-making, analyzes disciplinary data and to evaluate progress and recommends programs for 
improvements and award progress and achievement. 
Ensures lessons are effectively followed and student achievement is evident. 

REPORTING AND COMPLIANCE 
Accurately completes and timely submits all required paperwork and up-to-date reports per specifications including records of 
individualized student activities. 
Demonstrates positive support to School Improvement Plan (SIP). 
Documents students’ progress and achievement in tutorial sessions. 
Tracks daily assignments and evaluates students’ accuracy and completion of practice exercises /activities. 
Consistently and thoroughly completes the Individualized Instruction Reports. 
Complies with all the district, Academy, department-wide policies and daily routines and guidelines. 
Collaboratively participates in school committees that contribute to a positive learning environment. 

Job Title:  Substitute/Paraprofessional Department:  Tutorial 
Supervisor: Coordinator of Tutorial,  ESL and Title III 
Programs  Employer: Hamadeh Educational Services (HES)
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PROFESSIONAL QUALITIES  
Maintains good customer service and positive communication with all students and stakeholders. 
Fosters teamwork and demonstrates flexibility as to unscheduled assignments and/or placements and understands and works 
towards the Academy’s mission. 
Demonstrates professionalism in work ethics, handling confidential information and managing conflicts effectively. 
Attends to assignments punctually and considers the impact of his/her attendance on student achievement. 
Follows an organizational system for documenting and communicating student progress and concerns. 
Performs all duties with quality, efficiency and dedication to the Academy and its Management. 
Performs other duties as may be assigned in writing by the supervisor, Principal, Superintendent or her/his designee. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation 
(2005 PA 129-131 and 138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each 
new employee hired after January 1, 2006, submit criminal background checks for all full-time and part-time employees and for 
individuals assigned to regularly and continuously work under contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation or as may be delegated by the 
HES Vice President or President in writing.  Activities that involve any business contractual agreements or monetary cost must be 
pre-approved by the HES President or Vice President and may need to be presented to the Academy Board for final approval. 

EXCLUSIONS 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES 
President.  The responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or 
sick/personal days including absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by the 
HR Department), staff promotions, staff transfers or assignments, school closings, facility use and key distribution and copying, making 
business or legal contractual and/or consulting agreements on behalf of the Academy, or Hamadeh Educational Services, and/or 
Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the 
Academies’ benefit, at any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade 
secrets, formulae, methods, techniques, computations, knowledge, data or other information of the Company and schools relating to 
products, processes, know-how, marketing, teaching, selling ideas, selling concepts, equipping processes, customer lists, staff 
information, student names or addresses, student parents’ names and addresses, forecasts, marketing plans, strategies, pricing 
strategies, computer programs and copyrightable or patentable materials, or other confidential information or subject matter 
pertaining to the Company's or schools' business, or any of its clients, customers, students, students’ parents, consultants, suppliers 
or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement 
("Proprietary \Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & recognition 
skills, interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, 
time management skills 

EDUCATION/TRAINING: 
Must have at least 90 credit hours satisfactory credit (grade ‘C’ or better) combined from one or more regionally accredited two- 
or four-year colleges or universities.  (Accredited by either a regional accrediting agency or by the National Council for the 
Accreditation of Teacher Education (NCATE). 
Official Transcripts must be provided.  Transcripts from a foreign University must be evaluated by an MDE accredited 
evaluation entity for US credit/degree equivalency. 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of 
this job. The ability to perform the functions requires sitting or standing for extended periods of time. The employee occasionally is 
required to manually move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and 
reaching. Ability to work indoors and outdoors year round 

Hamadeh Educational Services, Inc. is an equal opportunity employer 

Issued and Approved by: 
Name and title  : 

Signature: 

Employee Name and title  : Signature:  
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Reports any damages as a result of negligence by staff or students to supervisor. 
Responds to written or verbal requests within 1-2 school days. 
Submits formal requests to supervisor for items that need purchasing such as software or hardware for out-of-warranty computers. 
Submits weekly reports to the CTO at the end of the day on Thursdays, preferably through email. 
Complies with all District, school, and departmental policies; upholds the employment and FERPA protections of confidentiality and proper 
daily operations 

PROFESSIONAL QUALITIES  
Uses, manages, stores, and analyzes data effectively and appropriately. 
Creates and composes memos and letters to appropriate parents, students or staff. 
Maintains confidentiality of communication and only discusses matters with the appropriate individuals.  
Performs all duties with quality, efficiency and commitment to the Academy and its Management. 
Follows all duties and assignments directed by the CTO only and not by the staff directly. 
Performs other duties as may be assigned by the HES President or the CTO. 
Demonstrates flexibility to unscheduled assignments and/or placements ensuring that assignments are completed in a timely manner 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 138) 
enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, submit 
criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under contract in the 
Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the HES Vice President or by the HES President in writing.  Activities that involve any business contractual 
agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be presented to the Academy Board for final 
approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences 
beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff transfers or 
assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting agreements on behalf of 
the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 

The employee shall  any 
time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, 
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, 
selling ideas, selling concepts, equipping processes, customer lists, staff information, student na
forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other confidential information 
or subject matter pertaining to the Company's 
Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprietary 
\Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression skills, visual acuity, speech clarity & recognition skills, 
interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time management 
skills, Technical Communication skills, Project Management experience, presentation and Technical Writing skills 

EDUCATION/TRAINING: 
Minimum of in Computer Science or related field and/or an equivalent combination of education and experience. 

PHYSICAL DEMANDS:
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. The 
ability to perform the functions requires sitting or standing for extended periods of time. The employee occasionally is required to manually 
move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, crouching, crawling, kneeling, balancing, 
climbing and reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and Title: 

Signature: 

Employee Name and Title: Signature: 
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Job Title: Teacher and Director of Early Childhood Program Department: Administration – Instructional  

Supervisor: Early Childhood Specialist or Principal Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the direction of the Principal and the Early Childhood Specialist, serves as a consultant/resource person as well as instructor of early 
childhood students and facilitates appropriate instruction and effective intervention strategies to maximize students’ potential and 
achievement. 

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS 

Directs the overall activities of planning, developing, implementing, and evaluating the Early Childhood Program with a special focus 
on student achievement.   
Serves as an instructional resource and advisor for teachers, associate teachers, student monitors, and students in the Pre-K Program and 
assist by further developing, supervising and evaluating the Early Childhood Instructional Program. 
Coordinating the development of the Early Childhood Program curriculum in alignment with the Michigan standards of early childhood. 
Recommends changes and improvements as may be needed, including the formulation of curriculum objectives, and the selection, 
development and revision of curriculum materials. 
Collaborates with teachers, associate teachers and student monitors to plan and implement units that best meet the learning needs of 
students

SUPERVISION AND IMPLEMENTATION 
Monitors and oversees the daily operation of the Early Childhood Program classrooms and subjects.  
Coordinates, prepares, and supervises the purchases of curriculum materials and resources for early childhood education. 
Provides for mentoring of the teachers, associate teachers and student monitors in the Early Childhood Program to ensure effective 
academic program implementation as needed 
Schedules, facilitates and conducts student home visits, parent/teacher conferences, and maintenance of the classroom assessment toolkit 
(Creative Curriculum)  
Supervises and evaluates staff performance focusing on student achievement and ensuring accountability. 
Provides students with counseling, guidance and proper supervision as needed. 
Supervises the selection of textbooks, materials, and equipment needed in the Early Childhood Instructional Program. 
Reviews and recommends requisitions of adequate supplies, resources and equipment. 
Plans academic contests, activities, and concerts, fairs, and parents events. 

PROFESSIONAL LEARNING OPPORTUNITIES 
Coordinates, participates, and oversees all educational team meetings and team activities 
Plans, provides, or facilitates appropriate training and resources for students and staff consistent with the requirements. 
Provides teachers with training individually or by groups as needed in Understanding by Design as a strategy to increase student 
understanding of the information they are learning 
Fosters professional growth and provides professional assistance and mentoring to staff as required 
Attends Staff meetings and training sessions as may be needed 
Plans and conducts department meetings and / or training  as well as school-wide staff meetings and trainings when required 
Coordinates and attends all school events and activities as may be directed, such as Parent-Teacher Conferences, open houses, 
orientations, PTC Meetings, etc. 
Serves on School Improvement Plan (SIP) and Total Quality Management (TQM) Committees.  

RESULTS AND DATA MANAGEMENT 
Analyzes data within the Pre-K and Kindergarten Programs and uses results for improvement 
Evaluates students’ performance in the Pre-K by reviewing report cards, progress reports and the results other formative and summative 
assessments  
Develops, recommends, and administers the department budget. 
Monitors latest research, trends and developments in curriculum and instruction  and disseminates information to appropriate personnel 
with intent of providing philosophical direction to curriculum development 
Submits such reports and records as required by law, Board policies, and administrative directives. 

REPORTING AND COMPLIANCE 
Maintains accurate, complete, and correct records as required by law, district policy, and administrative regulation. 
Assists the administration in implementing all policies and/or rules governing student life and conduct. 
Develops reasonable rules and procedures for classroom behavior, and maintains order in the classroom in a fair and just manner. 

5-120



Maintains accurate and up-to date records of students’ work and results by constantly updating students’ portfolios and Power School 
records. 
Completes and submits all required updated reports per specifications (lesson plans, student attendance, portfolios, correspondence, 
grade book, lesson plan records,  Progress Reports, logs, etc.) 
Complies with all District, school, department-wide policies and daily routines and guidelines. 

PROFESSIONAL QUALITIES  
Participates in school committees that contribute to a more positive learning environment 
Participates collaboratively in school functions, activities, and committees Assists in the interview, selection and assignment of 
personnel, certified and classified employees. 
Attends to assignments punctually and considers the impact of his/her attendance on student achievement. 
Performs all duties with quality, efficiency and dedication to the Academy and its Management. 
Performs other duties as may be assigned in writing by the Principal, Superintendent, and HES President or her/his designee. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 
138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, 
submit criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under 
contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the Chief Operating Officer, HES Vice President or by the HES President in writing.  Activities that 
involve any business contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be 
presented to the Academy Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including 
absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff 
transfers or assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting 
agreements on behalf of the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically 
delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Academies’ benefit, at 
any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, 
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, 
selling ideas, selling concepts, equipping processes, customer lists, staff information, student names or addresses, student parents’ names and 
addresses, forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other 
confidential information or subject matter pertaining to the Company's or schools' business, or any of its clients, customers, students, students’ 
parents, consultants, suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this 
Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & 
recognition skills, interpersonal communication skills, organization and planning skills, professionalism, computer literacy, 
keyboard skills, time management skills 

EDUCATION / TRAINING 
Minimum of a Bachelor’s degree in the study of Childhood Education 
Must possess a current Michigan Teaching Certificate for Early Childhood 
Thorough knowledge of Michigan Core Curriculum and Creative Curriculum 
A minimum of three years of professional experience in an educational setting, school administration and supervision. 
Must meet continuing education requirements as prescribed by rules promulgated by the State of Michigan, as applicable. 
Must be certified in adult/child/infant CPR and first aid 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. 
The ability to perform the functions requires sitting or standing for extended periods of time. The employee occasionally is required to 
manually move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, kneeling, and reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and Title  : 

Signature: 

Employee Name and Title: Signature:  
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Job Title: Teacher and Instructional Coach Department: Teaching
Supervisor: Principal  Employer: Hamadeh Educational Services (HES)  

BASIC FUNCTION:
Teacher: Under the direction of the Principal, creates an educational environment and teaches an educational program where all students will 
have the opportunity to receive the proper guidance and instruction, needed to promote their academic, social, mental, psychological, physical 
and emotional well-being. 
Instructional Coach: The Instructional Coach is responsible for introducing practices into classrooms by working with teachers and 
administrators with the goal of increasing student engagement, improving student achievement, and building teacher capacity; guides the 
development and effective implementation of the District and School Improvement Plans in accordance with the stated mission and vision of the 
Academy.  The Instructional Coach works as a colleague with classroom teachers to support student learning.  Duties will focus on individual 
and group professional development that will develop the understanding of researched-based instruction.  In order to focus on professional 
development, the Instructional Coach will provide support that is based on the goals and needs of individual teachers.  

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENT 
Teacher 

Prepares for classes assigned and shows written evidence of preparation upon request of supervisor(s). 
Creates a classroom environment that is conducive to learning and appropriate to the maturity and interests of the students. 
Prepares and implements lesson plans that are aligned with curriculum maps for the grade level/subject area, and include activities for 
differentiated instruction to meet the varied learning styles, abilities and needs of students in a culturally sensitive environment 

Instructional Coach 
Serves as the coach and mentor in the core subject area(s) to facilitate differentiated instruction and collaboration among the teachers. 
Facilitates the proper construction of benchmark lessons; plans and manages the development of standards-based curriculum, instruction 
and assessment plans and strategies. 
Facilitates the effective use of all core subject(s) textbooks, resources and instructional materials to meet the curriculum goals and 
coordinates the creation/updating of themes/units within the core subject(s). 
Serves as the facilitator for the core subject(s) by identifying and assisting in the adoption of curriculum resources and maintaining 
inventory. 
Facilitates the development of an annual core subject(s) plan with clearly stated goals and objectives. 
Facilitates the purchase and requisition of instructional materials to support teachers and the SIP goals. 
Works collaboratively with other team members on curriculum and instructional planning, department planning, and will accept and act 
upon feedback from supervisor.   

SUPERVISION AND IMPLEMENTATION 
Teacher 

Meets and instructs assigned classes in the locations and at times designated. Takes all necessary and reasonable precautions to protect 
students, equipment, materials and facilities. 
Encourages students to set and maintain standards of classroom behavior. 
Guides the learning process toward the achievement of curriculum goals  and in harmony with the goals. 
Establishes clear objectives for all lessons, units, projects and the like to communicate these objectives to students. 
Employs a variety of instructional techniques and instructional media, consistent with the physical limitations of the location provided and the 
needs and capabilities of the individuals or students groups involved. 
Strives to implement, by instructions and action, the Board's philosophy of education and instructional goals and objects. 
Implements classroom routines and procedures that maximize instructional time and enhance the learning environment. 
Provides differentiated instruction to meet the individual needs and abilities of students. 
Integrates appropriate technology tools and resources in planning and instruction to engage all students and promote learning and computer 
literacy. 

Instructional Coach 
Serves as a resource to the School Improvement Team and works with school administrators to develop, implement and evaluate the 
Academy’s Continuous Improvement Plan. 
Observes, provides guidance and support to assigned colleagues 
Coordinates communication and planning among all learning communities 
Coaches and mentors the teachers based on classroom observations and on teaching practices/techniques on a continual basis. 
Demonstrates leadership qualities by setting a personal example at high standards in all regards. 

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs) 
Participates in and provides professional learning opportunities that will enhance student achievement through improved lesson planning, 
curriculum alignment, implementation and student assessment. 
Assists in the coordination of all school based PLOs linked to individual professional development plans, the SIP and individualized action 
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plans. 
Participates in and provides Professional Learning Opportunities focused on data analysis of student achievement. 
Participates in the SIP activities consistent with the SIP and the Academy’s mission and guidelines. 
Attends and consistently contributes to the success of staff meetings, professional development sessions and action items. 
Follows feedback from supervisor and school leaders based on professional methods consistent with the SIP, Academy’s mission, best 
practices and Michigan expectation. 
Sets and reaches own goals for self-improvement consistent with the job requirements and/or school needs. 

RESULTS AND DATA MANAGEMENT 
Teacher 

Assesses the accomplishments of students on a regular basis, seeking the assistance of District specialist as required. 
Diagnoses the learning disabilities of students on a regular basis, seeking the assistance of District specialist as required. 
Plans and administers various assessments to evaluate students’ performance, including portfolios/presentations/ projects/achievement 
series/tests). 
Analyzes students’ test results and data, and uses the results to advance students’ achievement by establishing and implementing instruction 
and improvement plans. 
Recognizes and promotes student achievement by posting student work, parental contacts, and providing incentives and awards.  

Instructional Coach
Guides, mentors and supports staff and ensures timely follow up and accountability through ongoing classroom observations, and 
walkthroughs. 
Collects data, and establishes improvement plans based on varied student assessment results. 
Encourages and supports a process of properly reviewing and analyzing classroom assessment results, as well as sharing them with students 
and parents. 
Assesses curriculum alignment through analysis of standardized assessments, district wide assessment data, Michigan mandated test, 
benchmarks, and Grade Level Content Expectations (GLCES). 

REPORTING AND COMPLIANCE 
Teacher 

Maintains accurate, complete, and correct records as required by law, district policy, and administrative regulation. 
Assists the administration in implementing all policies and/or rules governing student life and conduct 
Develops and implements reasonable rules and procedures for classroom behavior and maintains order in the classroom in a fair and just 
manner. 
Maintains accurate and up-to date records of students’ work and results by constantly updating students’ portfolios and Power School records. 
Completes and submits all required updated reports per specifications (lesson plans, student attendance, portfolios, correspondence, grade 
book, lesson plan records, Progress Reports, logs, etc.) 

Instructional Coach 
Creates and maintains an accurate and organized system for documenting and communicating school and subject expectations. 
Accurately completes and submits in a timely manner all required reports per specifications. 
Maintains accurate, complete, and correct records as required by law, district policy, and administrative regulation. 
Adheres to all established policies, procedures and code of ethics. 
Ensures that all HES, the Academy Board and administration policies are effectively implemented. 

PROFESSIONAL QUALITIES  
Participates in committees that contribute to a more positive learning environment. 
Attends all Parent-Teacher Conferences, open houses, and orientations. 
Establishes and maintains positive interpersonal relationships with all children, parents/guardians, and fellow staff. 
Performs all duties with quality, efficiency, with the highest ethics, and dedication to the Academies and their Management. 
Performs other duties as may be assigned by the Principal or Superintendent or her designee. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 138) 
enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, submit 
criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under contract in the 
Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the  HES Vice President or by the HES President in writing.  Activities that involve any business contractual 
agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be presented to the Academy Board for final 
approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences 
beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff transfers or 
assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting agreements on behalf of 
the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically delegated by her in writing.  
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CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Academies’ benefit, at any 
time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, 
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, 
selling ideas, selling concepts, equipping processes, customer lists, staff information, student names or addresses, student parents’ names and addresses, 
forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other confidential information 
or subject matter pertaining to the Company's or schools' business, or any of its clients, customers, students, students’ parents, consultants, suppliers or 
Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprietary 
\Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression skills, visual acuity, speech clarity & recognition skills, 
interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time management skills 

EDUCATION/TRAINING 
Minimum of a Master's degree in education or related field or an equivalent combination of education and experience. 
Thorough knowledge of Michigan Core Curriculum 
A minimum of three years professional experience in an educational setting. 
Appropriate Michigan State Teaching Certification or eligibility for such certification  

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. 
Requires prolonged sitting or standing. Occasionally requires physical exertion to manually move, lift, carry, pull, or push heavy objects up to 25 
pounds. Occasional stooping, bending, and reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer.

Issued and Approved by: 
Name and Title:  

Signature: 

Employee Name and Title: Signature: 
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Completes and submits all required updated reports per specifications (lesson plans, student attendance, portfolios, correspondence, 
grade book, lesson plan records, progress reports, logs, etc.) 
Complies with all the district, Academy and department-wide policies and daily routines and guidelines. 

PROFESSIONAL QUALITIES  
Participates in school committees that contribute to a more positive learning environment. 
Participates collaboratively in school functions, activities, and committees and attends parent-teacher conferences, open houses, and 
orientations. 
Maintains good customer service and positive communication with administration, staff, students, parents/guardians and community. 
Demonstrates professionalism in work ethics, handling confidential information and managing conflicts effectively. 
Establishes and maintains positive team spirit among all staff and the administration. 
Follows an organizational system for documenting and communicating student progress and concerns with stakeholders. 
Attends to assignments punctually and considers the impact of his/her attendance on student achievement. 
Performs all duties with quality, efficiency and dedication to the Academy and its management. 
Performs other duties as may be assigned in writing by the Principal or Superintendent or her/his designee. 
Channels concerns to administration for solutions. 

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 
129-131 and 138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired 
after January 1, 2006, submit criminal background checks for all full-time and part-time employees and for individuals assigned to 
regularly and continuously work under contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the  HES Vice President or by the HES President in writing.  Activities that involve any business 
contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be presented to the 
Academy Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including 
absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, 
staff transfers or assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting 
agreements on behalf of the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically 
delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION 
The employee shall 
benefit, at any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, 
methods, techniques, computations, knowledge, data or other information of the Company and schools relating to products, processes, 
know-how, marketing, teaching, selling ideas, selling concepts, equipping processes, customer lists, staff information, student names or 

s and 
copyrightable or patentable materials, or other confidential information or subject matter pertaining to the Company's or schools' business, 

roduce, use, view 
or otherwise acquire during while engaged pursuant to this Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & recognition skills, 
interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time 
management skills 

EDUCATION/TRAINING: 

Full State Certification in the subject and/or grade level(s) being assigned to teach including passing a state mandated comprehensive 
skill assessment and all other examination(s) required by Section 1531 of  the revised school code  
Official Transcripts must be provided.  Transcripts from a foreign University must be evaluated by an MDE accredited evaluation 
entity for US credit/degree equivalency. 

PHYSICAL DEMANDS: 
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this 
job. The ability to perform the functions requires sitting or standing for extended periods of time. The employee occasionally is required to 
manually move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and title  : 

Signature: 

Employee Name and title  : Signature: 
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Reports any damages as a result of negligence by staff or students to supervisor. 
Responds to written or verbal requests within 1-2 school days. 
Formally requests to supervisor, items that need purchasing such as software or hardware for out-of-warranty computers. 
Submits weekly reports to the CTO at the end of the day on Thursdays, preferably through email. 
Complies with all District, school, and departmental policies; upholds the employment and FERPA protections of confidentiality and 
proper daily operations 
Follows established rules and guidelines in daily operations. 

PROFESSIONAL QUALITIES  
Uses, manages, stores, and analyzes data effectively and appropriately. 
Creates and composes memos and letters to appropriate parents, students or staff. 
Maintains confidentiality of communication and only discusses matters with the appropriate individuals.  
Performs all duties with quality, efficiency and dedication to the Academies and their Management. 
Follows all duties and assignments directed by the CTO only and not by the staff directly. 
Performs other duties as may be assigned by the HES President or the CTO. 
Demonstrates flexibility to unscheduled assignments and/or placements  

SAFETY LEGISLATION: 
HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and 
138) enacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, 
submit criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under 
contract in the Academy prior to the first day of employment.  

APPROVALS: 
All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM 
Manual and policies or as may be delegated by the HES Vice President or by the HES President in writing.  Activities that involve any business 
contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be presented to the Academy 
Board for final approval. 

EXCLUSIONS: 
The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President.  The 
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including 
absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staff 
transfers or assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting 
agreements on behalf of the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President  unless specifically 
delegated by her in writing.  

CONFIDENTIALITY OF INFORMATION: 
The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Aca
any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques, 
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, 
selling ideas, selling concepts, equipping processes, customer li
addresses, forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other 
confidential information or subject 
parents, consultants, suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this 
Agreement ("Proprietary \Information"). 

SKILLS/EXPERIENCE: 
Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & recognition skills, 
interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time 
management skills, Technical Communication skills, Project Management experience,  presentation  and Technical Writing skills 

EDUCATION/TRAINING: 
Degree in Computer Science or related field plus or an equivalent combination of education and experience. 

PHYSICAL DEMANDS:
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. 
The ability to perform the functions requires sitting or standing for extended periods of time. The employee occasionally is required to 
manually move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, crouching, crawling, kneeling, 
balancing, climbing and reaching.  

Hamadeh Educational Services, Inc. is an equal opportunity employer. 

Issued and Approved by: 
Name and Title  : 

Signature: 

Employee Name and Title: Signature: 
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SCHEDULE 6 
 

PHYSICAL PLANT DESCRIPTION 
 

1. Applicable Law requires that a public school academy application and contract must 
contain a description of and the address for the proposed physical plant in which the public 
school academy will be located.  See, MCL 380.502(3)(j); 380.503(5)(d). 
 

2. The address and a description of the proposed physical plant (the “Proposed Site”) of 
Universal Learning Academy (“Academy”) is as follows: 
 
Address: 28015 Joy Road 
  Westland, MI 
 
Description: The school building a newly constructed state of the art facility located at 

28015 Joy Road in Westland.  The facility includes numerous classrooms, 
as well as a gymnasium, office space, and an outdoor playground. 

 
Term of Use: Term of Contract. 
 
Configuration of Grade Levels: Pre-Kindergarten through Twelfth Grade 
 
Name of School District and Intermediate School District: 
 
Local:  Livonia Public Schools 
ISD:  Wayne County RESA 
 

3. It is acknowledged and agreed that the following information about this Proposed Site is 
provided on the following pages, or must be provided to the satisfaction of the College 
Board, before the Academy may operate as a public school in this state. 

 
A. Size of building 
B. Floor Plan 
C. Description of Rooms 
D. Copy of lease or purchase agreement 

 
4. In addition, the Academy and the College Board hereby acknowledge and agree that this 

Contract is being issued to the Academy with the understanding that the Academy cannot 
conduct classes as a public school academy in this state until it has obtained the necessary 
fire, health, and safety approvals for the above-described proposed physical facility.  These 
approvals must be provided and be acceptable to the College Board or its designee prior to 
the Academy operating as a public school.  In case of disagreement, the Academy may not 
begin operations without the consent of the College Board. 
 

5. If the Proposed Site described above is not used as the physical facilities for the Academy, 
then Schedule 6 of this Contract between the Academy and the College Board must be 



6-2 
 

amended pursuant to Article IX of the Terms and Conditions of Contract, to designate, 
describe, and agree upon the Academy’s physical facilities.  The Academy must submit to 
the College Board or its designee complete information about the new site to be actually 
used.  This information includes that described in paragraphs 2, 3 and 4 of this Schedule 6.  
It is acknowledged and agreed that the public school academy cannot conduct classes as a 
public school in this state until it has submitted all the information described above, to the 
satisfaction of the College, and the amendment regarding the new site has been executed. 
 

6. The Academy agrees to comply with the single site restrictions contained in this Schedule 
6 for the configuration of grade levels identified at this site.  Any change in the 
configuration of grade levels at the site requires an amendment to this Schedule 6 pursuant 
to Article IX of the Terms and Conditions of Contract set forth above. 
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CONTRACT SCHEDULE 7 

REQUIRED INFORMATION FOR 
PUBLIC SCHOOL ACADEMY 



SCHEDULE 7 

REQUIRED INFORMATION FOR 
PUBLIC SCHOOL ACADEMY 

Required Information for Public School Academy.  This Schedule contains information 
required by Part 6A of the Revised School Code (“Code”). The required information for the 
Academy is contained in this Schedule 7. 

Section a. Governance Structure. The governance structure of the Academy is set forth in 
Section a of this Schedule. 

Section b. Educational Goals.  The educational goals of the Academy are set forth in Section 
b of this Schedule. 

Section c. Educational Programs.  The educational programs of the Academy are set forth in 
Section c of this Schedule. 

Section d. Curriculum.  The curriculum of the Academy is set forth in Section d of this 
Schedule. 

Section e. Methods of Pupil Assessment.  The methods of pupil assessment of the Academy 
are set forth in Section e of this Schedule. 

Section f. Application and Enrollment of Students.  The application and enrollment of 
students criteria of the Academy are set forth in Section f of this Schedule. 

Section g. School Calendar and School Day Schedule. The school calendar and school day 
schedule procedures are set forth in Section g of this Schedule. 

Section h. Age or Grade Range of Pupils.  The age or grade range of pupils to be enrolled by 
the Academy are set forth in Section h of this Schedule. 



SECTION A 

GOVERNANCE STRUCTURE 



GOVERNANCE STRUCTURE 
 
 
The College Board shall appoint the Board of Directors of the Academy (“Academy Board”).  
The Academy Board has all the powers and duties permitted by law to manage the business, 
property and affairs of the Academy.  The Academy Board is responsible for assuring that the 
Academy operates according to the terms and conditions of this Contract and Applicable Law.  
Contract Schedule 2:  Bylaws, Articles IV and V, set forth a further description of the Academy 
Board’s governance structure. 
 
The Academy is incorporated as a non-stock, directorship nonprofit corporation.  The Academy 
Board shall have at least five (5), but no more than nine (9) members, as determined by the 
College Board.  The College Board shall select the members of the Academy Board according to 
the terms and conditions set forth by the Bay Mills Community College Board of Regents. 
 
The Academy Board shall manage the business, property and affairs of the Academy.  The 
Academy Board shall set all educational, fiscal and administrative policies for the Academy. 
 
With the issuance of this Contract, the Academy Board may contract with a service provider to 
implement the Academy‘s educational program as set forth in Schedule 7 of this Contract.  If the 
Academy Board retains a service provider, that service provider will be responsible for the 
performance of the Academy and will be accountable to the Academy Board.  A service provider 
must report to the Academy Board at regularly scheduled times and upon any request by the 
Academy Board. 
 
The Governance Structure of the Academy: 
 

Academy Board of Directors 

Educational Service Provider 

Staff 
Teachers, Secretary, Teacher Assistants 

 
 
 
 
 
 
 



The Academy Board consists of five (5) members.  Nominations and appointments of subsequent 
members shall be made in accordance with this Contract.  Vacancies in office shall be 
determined and filled pursuant to the provisions set forth in the Bylaws.  The current Academy 
Board Members are as follows: 
 
Ronald A. Joussan  Director  Term Ending June 30, 2021 
13967 Covington Dr. 
Plymouth, MI 48170 
C (313) 896-6985 
KoussanR@yahoo.com 
 
Hassan Alaouie, Director  Term Ending June 30, 2022 
6532 Plainfield Street 
Dearborn Heights, MI 
C (313) 618-1731 
ha55an@hotmail.com 

Ali N. Yassine, Director Term Ending June 30, 2021 
26242 Morton St. 
Dearborn, MI 48127 
C (313) 414-0204 
aliyassine01@hotmail.com 

Aliya Bahsoun, Director Term Ending June 30, 2020 
5752 N. Silvery Lane 
Dearborn Heights, MI 48127 
C (313) 485-7325 
aliya.mahmoud@gmail.com 

Rim Tamim, President Term Ending June 30, 2020 
27150 Rochelle Street 
Dearborn Heights, MI 48127 
C (313) 258-1016 
tamimreem@gmail.com 
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SECTION B 

EDUCATIONAL GOALS 



 

 

Pursuant to Applicable Law and Terms and Conditions Article VI, Section 6.2, the Academy 
shall achieve or demonstrate measurable progress for all groups of pupils toward the 
achievement of the educational goal identified in this Schedule 7b.  Upon request, the Academy 
shall provide the Charter Schools Office with a written report, along with supporting data, 
assessing the Academy’s progress toward achieving this goal.  In addition, the College Board 
expects the Academy will meet the State of Michigan’s accreditation standards pursuant to state 
and federal law. 

Educational Goal to be Achieved: 
Prepare students academically for success in college, work, and life.  
To determine whether the Academy is achieving or demonstrating measurable progress toward 
the achievement of this goal, the CSO will annually assess the Academy’s performance using the 
following measures: 

Measure 1:  Student Achievement 
The academic achievement of all students grades K-11 will be assessed using the following 
metrics and achievement targets. 

GRADES METRICS ACHIEVEMENT TARGETS 
Grades K-8 
NWEA 
 
 
 
 
 
 
 
Grade 3-8  
State Accountability Test 
(M-STEP and PSAT at 
Contract start date) 

The average grade-level 
scores in reading and math as 
measured by the Measure of 
Academic Progress (MAP) 
by NWEA 
 
 
 
 
 
Percentage of students 
proficient on State 
Accountability Test 

Students enrolled for three* 
or more years will on average 
achieve scores equal to or 
greater than the grade-level 
reading and math college 
readiness achievement targets 
identified in this schedule. 
 
 
 
Students enrolled for three*or 
more years will on average 
achieve scores equal to or 
greater than proficiency score 
identified by the State. 

Grades 9-11 
State Accountability Test for 
grades 9 and 10 (PSAT and 
PSAT/NMSQT at Contract 
start date) 
 

The average grade-level 
scores in reading and math as 
measured by State 
Accountability Test. 

Students enrolled for three* 
or more consecutive years 
will on average achieve 
scores equal to or greater than 
the grade-level reading and 
math college readiness 
achievement targets identified 
by State. 



 

 

State Accountability Test for 
grade 11-  (SAT at Contract 
start date)  

*If the cohort of students enrolled for three or more years is not sufficient in size to conduct a 
valid analysis, the cohort of students enrolled for two or more years will be used.   
 
Measure 2:  Student Growth 
The academic growth of all students in grades 2 through 10 at the Academy will be assessed 
using the following metrics and growth targets: 
 
Grades  Metrics Growth Targets 
Grades 2-8 
(NWEA Test must be 
administered in fall and in 
spring) 

Growth made by students 
from fall-to-spring in reading 
and math as measured by 
growth targets set for each 
student on the Measure of 
Academic Progress by 
NWEA 

Students will on average 
achieve fall-to-spring 
academic growth targets for 
reading and math as set for 
each student on the Measure 
of Academic Progress by 
NWEA.   

Grades 9-10 
(NWEA Test must be 
administered in fall and 
spring.  (Academy may 
request to give PSAT in lieu 
of NWEA Test in both the 
fall and spring for purpose of 
measuring growth.  
Permission must be obtained 
from Bay Mills before 
replacing NWEA for grades 9 
and 10) 

Growth made by students 
from fall-to-spring in critical 
reading and math as measured 
by growth targets set for each 
student on the Measure of 
Academic Progress by 
NWEA or if permission 
obtained to use PSAT,  
progress toward college-
readiness targets set by PSAT 
and PSAT/NMSQT 

Students will on average 
achieve measurable fall-to-
spring academic growth 
targets for reading and math 
as set for each student on the 
Measure of Academic 
Progress by NWEA or, if 
permission obtain to use 
PSAT, growth toward PSAT 
and PSAT/NSQT targets. 

 
*The measure of student growth is the most important, but not the only factor the College Board 
considers when determining whether the Academy is “demonstrating measurable progress” 
toward the contractual goal of preparing students academically for success in college, work, and 
life. Some of the other factors considered are:  the Academy’s comparative position within state 
accountability reports, required state test proficiency rates compared to surrounding district’s 
state test proficiency rates, the trend in the number of students reaching growth targets and 
achievement targets over the Contract term.  
 
NWEA Achievement Targets 
 

Grade NWEA Reading End-of-
Year Target 

NWEA Math End-of-Year 
Target 



 

 

K 157.7 159.1 
1 176.9 179.0 
2 189.6 191.3 
3 199.2 203.1 
4 206.7 212.5 
5 212.3 221.0 
6 216.4 225.6 
7 219.7 230.5 
8 222.4 234.5 
9 223 235 

10 224 236 
 



SECTION C 

EDUCATIONAL PROGRAMS 



Description of the Educational Program
           Universal Learning Academy (ULA) students, staff, and parents bring a diversity of knowledge, 

backgrounds, learning experiences, and achievement to our community.  Universal Learning Academy’s 

mission is to provide its students with quality education that focuses on the Michigan core curriculum 

and international cultures, including the study of a language, culture, and history different from one’s 

own.  The academy shall provide an education that will enable the various ethnic traditions, values, and 

experiences of students to enrich and nurture one another. Moreover, the Academy shall provide an 

education of the whole child by integrating the different aspects of children’s learning and lives so as to 

make them more meaningful. 

 ULA’s educational program is based on thematic units of study that provide students with a 

hands-on, interactive, differentiated and rigorous learning experience.  Such approach is adopted in 

order to accommodate the individual learning styles and achievement levels.  Character training through 

21st century teaching and learning and career and technical education are an integral part of the 

educational program and comprise two important goals of the school improvement plan.  

The Academy offers a variety of educational services that comply with the Michigan Merit 

Curriculum (MMC) and Common Core Standards recommended by the Michigan State Board of 

Education.  Students receive instruction in the following areas: Technology, English Language and 

Literature, Fine and Performing Arts, Foreign Language and Literature, Physical Health and Safety 

Education, Life and Physical Sciences, Life/Student Skills and other specials, Mathematics, Social 

Sciences and History, and Character Education.  All students are expected to follow a course of study.   

Students starting in seventh grade will create an Educational Development Plan (EDP) that is 

based on career pathway programs or similar to career exploration programs.   

Universal Learning Academy offers a comprehensive and well-rounded Pre-K-12 academic 

program.  The arts, music, physical education, and technology are critical components of this program 

across all grade levels.  During elementary school years, students receive targeted training on subject 

specific skills along with a plethora of organization and critical thinking strategies that will prepare them 

for secondary education and beyond.     Middle school is a major transition stage where students start 

attending classes taught by teachers specialized in different subjects.  To ensure middle school students 

do not experience much frustration with such transition, the Academy has embedded counseling and 

other administrative supports to help pupils establish the necessary organization and self-regulation 

skills.  Students start receiving targeted test preparation sessions in middle grades sixth through eighth 

to account for the shift in accountability and assessment measures they will experience during this 

stage.  This training will help them transition easier to high school and be further prepared for college 

education.   



Students enroll in specialized and advanced courses in grades nine through twelve.  These are 

the years when students become more aware of their strengths and talents which will help focus their 

college and career planning.  Ongoing academic monitoring and credit analysis are tasks the Academy 

counselor and instructional administrators engage in to ensure high school students are always on track 

for timely graduation.  College and career preparation starts as early as middle school years and 

becomes heavier in high school with integration of scholarship and technical writing courses which 

enable students to graduate high school with several anticipated scholarships.  Career and college fairs 

are also facilitated annually in addition to onsite and offsite college visits as part of the Academy’s 

career and technical training program. 

To ensure the implementation fidelity of the academic program, the principal, curriculum 

coordinators, and instructional coaches conduct walk through (formal/informal) observations, using the 

McREL Walkthrough Template, to provide feedback on instructional delivery and classroom 

management in line with the school improvement goals.  Instructional coaches, coordinators, and grade 

level teams meet to discuss alignment, pacing, and implementation of all units to ensure that all grade 

levels are addressing all learning standards for a given grade level. 

Universal Learning Academy has made data-driven decision making an integral component of its 

continuous improvement plan.  Professional Learning Communities, staff training, communication 

networks, and data analysis using an advanced data management system continue to bring about 

positive changes into the infrastructure of our school.  Planning meetings are centered on identifying 

target areas to focus improvement, and integrate these areas across the curriculum. The Academy has 

adopted a revised district wide Multi-tiered System of Supports (MTSS) closely aligned to the Michigan 

Department of Education’s plan to meet our school improvement goals with a focus on literacy across all 

the curriculum and STEM driven by our interdisciplinary Pre-K-12 curriculum framework.   

The educational program at Universal Learning Academy is well-rounded and designed to inspire 
academic achievement, community engagement through extra-curricular activity, discipline, character, 
and critical thinking.  A summary of the Academy’s programs and services that continue to flourish year 
after year is listed reflecting the quality educational experience students receive to meet the ever 
changing and challenging demands of the 21st century world. 

* Tuition free full day Pre-K through 12th grades 
*Comprehensive special education services for students with special needs 
*Comprehensive English Language Development (ELD) program for English Learners (ELs) 
*College preparatory education based on the Michigan core curriculum 
*Advanced placement classes and dual college enrollment 
*Arabic language taught in grades PreK-12 
*Scholarship program for college-bound students 
*Technology and computer literacy 
*Leadership formation: National Honor Society, student government, student clubs 



*Well-rounded curriculum includes physical education, arts, and music 
*Competitive high school & middle school athletic teams 
*Character-building  
*Free and reduced-price lunch program 

.  



SECTION D 

CURRICULUM 



 

   

Academic 
Program 

Universal Learning Academy 
φότυω Joy Rd 
Westland, MI ψόυόω 

Reauthorization Process‐ 2020 



1 
 

 
        EDUCATIONAL PROGRAM 

 
Pursuant to Applicable Law and the Terms and Conditions of the Charter Contract with Bay Mills 
Community College, the Academy shall implement, deliver, and support the educational programs 
identified in this schedule for Pre-k through twelve (Pk-12). 

 

Mission 

Universal  Learning  Academy  students,  staff,  and  parents  bring  a  diversity  of  knowledge, 
backgrounds, learning experiences, and achievement to our community.  The Academy’s mission 
is to provide its students with quality education that focuses on the Michigan core curriculum 
and international cultures, including the study of a language, culture, and history different from 
one’s own.  The academy shall provide an education that will enable the various ethnic traditions, 
values,  and  experiences  of  students  to  enrich  and  nurture  one  another. A safe and orderly 
learning environment encourages students to become responsible decision-makers who are 
reflective, equitable, respectful, and understanding. Moreover, the Academy educates the whole 
child by ensuring students are actively engaged with access to personalized learning experiences, 
supported by highly qualified teachers, and prepared for success in college, work and life. 

 

The Academy prepares students for a successful transition to the workforce and life after high 
school by focusing on career and college readiness skills. The goal is to prepare all students to be 
committed to continuous learning. The Academy strives to maximize each individual’s 
intellectual, physical, psychological, and moral self by offering a rigorous curriculum based on a 
thematic approach to learning and planning that integrates concepts across disciplines including 
21st century skills that encourage collaboration in cooperative learning structures and project-based 
opportunities. 

 

Values 

Through the delivery of the unique internationally minded curriculum, co-curricular, and 
extracurricular activities, the Academy endeavors to prepare its students to become contributing 
members of local, regional, and global communities. As future leaders, students recognize and 
participate in a free, democratic, and market-driven society by becoming verbally, visually and 
technologically literate life-long learners. The Academy teaches and embraces the value of 
diversity, differences and similarities between and among cultures, religions, countries and people 
of the world. Students demonstrate strong morals, sound character, and a caring attitude toward 
humankind.  The Four Pillars of Hamadeh Educational Services (HES) which emphasize 
Scholarship, Character, Culture and Community serve as the foundational focus for curriculum 
development and instruction.  The Academy’s value system builds student confidence and 
develops leadership skills through the character education curriculum and service learning 
projects. 
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Curriculum 

 

The Academy’s educational goals for K-12 are driven by a strategically designed curriculum that 
is aligned to the Michigan Standards for English Language Arts and Mathematics (CCSS), the 
Grade Level Content Expectations (GLCE) and High School Content Expectations (HSCE) for 
Science, Social Studies, Physical Education, Health, Technology, the Arts and World Language, 
which support the Michigan Curriculum Framework. Instruction is delivered from an inquiry-
based approach to teaching and learning.  The curriculum is designed thematically and the 
interdisciplinary planning highlights concepts and learner profile traits for every unit across the 
core subjects, a second language, the arts, technology, and physical education.  The curriculum 
incorporates instructional best practices by utilizing strategies that are scientifically based, 
utilizing Marzano’s instructional strategies, the Rigor and Relevance Framework, Bloom’s 
Taxonomy, and Webb’s Depth of Knowledge in a student-centered approach.   

 

Teachers design the units of inquiry that both transcend and articulate conventional boundaries of 
the following six subjects: English, foreign language (Arabic), social studies, mathematics, 
science, and physical education with technology integration among all subjects (Alvarado, 

2003). Health standards are addressed with science instruction while character education is 
embedded throughout the interdisciplinary units. The unit framework also incorporates the five 
essential elements of knowledge, concepts, skills, attitudes, and action. These elements allow 
students to gain a deeper understanding of knowledge that is relevant and of global significance. 

 

As students transition to the middle school, the inquiry approach to learning continues with units 
that are designed around a guiding question. Continuously revisited throughout the unit, the 
guiding question leads to essential questions that are more specific to content.  Students are 
scheduled in English, a second language (Arabic), humanities, sciences, mathematics, arts, 
physical education and health.  Technology is embedded in all courses and supports the teaching 
and learning process.  Aligning to the rigorous curriculum planning process utilized throughout 
the Academy, the written, taught, and the assessed curriculum are linked through the understanding 
that every teacher, student, and parent is a learner. While the expression of issues, concepts, and 
ideas on paper are necessary, it is the interpretation of the written curriculum into daily practice 
by teachers that has a huge influence on the success of students. The development of a range of 
authentic and targeted assessment strategies, focused on the learning, brings balance and integrity 
to the curriculum (Marzano, 2009). 

 

English Language Arts  

The Academy’s English language arts curriculum provides robust instruction in vocabulary and 
inquiry/investigations with a strong foundation of phonemic awareness, phonics, fluency, and 
comprehension strategy instruction.  These foundational skills serve to develop students with 
strong literacy skills as students interact with literary and informational text.  Leveled reading 
groups allow for differentiation of instruction, meeting the need for individualized advancement 
of every student.  
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Mathematics  

The mathematics curriculum focuses on mathematical thinking, which emphasizes problem-
solving skills along with basic skill practice and applications. Instructional delivery presents 
numerous methods (e.g. math games, mental math, learning centers using manipulatives and 
technology-based resources) for students to learn concepts and practice skills. Delivery is also 
balanced in that lessons may be whole group, small group, or individualized with occasion for 
hands-on and project-based learning opportunities.  

 

Science  

Science instruction emphasizes a philosophy that students’ learn best through guided inquiry and 
concrete exploration. The Academy’s science program provides for integrated science strand 
studies that include labs and the integration of technology. Science education employs a hands- on 
approach guiding students into a deeper knowledge of scientific principles – reflecting the 
interconnected nature of science as it is practiced and experienced in the real world. Teachers guide 
students during the experiments to facilitate, enhance, and ensure learning outcomes for each 
student. The science program continues to build upon topics and provides students with 
opportunities to study more advanced science concepts. The Next Generation Science Standards 
(NGSS) guide grade level Science lessons targeting scientific inquiry. Additionally, the Michigan 
Model for Health is integrated within the science curriculum to reinforce health concepts for 
kindergarten through fifth grades, and into physical education for grades six through eight.  As 
students advance to high school, opportunities.   

 

Social Studies  

The social studies curriculum includes the strands articulated by the National Council for Social 
Studies. The curriculum includes 1) culture; 2) time, continuity, and change; 3) people, places, and 
environment; 4) individual development and identity; 5) individuals, groups, and institutions; 5) 
power, authority, and governance; 6) production, distribution, and consumption; 7) science, 
technology, and society; 8) global connections; and 10) civic ideals and practices. Instruction 
incorporates the multiple intelligences, cooperative learning, and nonlinguistic representations 
(e.g. graphic organizers). A strong emphasis is placed on literacy as students interact with 
informational text using the social studies resource and numerous informational resources.  
Students are connected to current events and guided through processes of inquiry as they evaluate 
historical and current issues as they review primary and secondary print and digital sources. 

 

Technology  

Technology instruction is integrated throughout the curriculum with scheduled computer lab 
sessions and via classroom Smartboards. Students in grades K-12 are each provided with a 
Chromebook. They learn to use a variety of computer programs and digital applications. Further, 
technology is used to conduct research, enhance critical thinking skills, and as a tool to 
communicate. At the middle school, students complete various cross- disciplinary units 
implementing the technology design cycle. In the high school, several electives will be offered to 
ensure students are technology literate at a 21st century pace.  

Physical Education  



4 
 

 

The Academy’s physical education program promotes the teaching of knowledge, skills, and 
attitudes that enable children to be active for life. Students are presented with activities that 
improve coordination, enhance motor skills, and encourage team building.  Additionally, the 
Michigan Model for Health is integrated within the science curriculum to reinforce health and 
physical education concepts. 

 

Arts  

Visual arts and performing arts are introduced through units of inquiry. The Academy’s visual arts 
program emphasizes the elements of art, the principles of design, and color theory. The performing 
arts include music instruction that introduces and builds upon the elements of sounds, rhythms, 
tempos, through singing, chanting, listening, and performing.  

 

Research-Based Instructional Strategies/Methodologies  

As a non-linear model, the Academy’s curriculum illustrates a process that is finely tuned, whereby 
the written, taught, and assessed curriculum has interwoven components. It requires consideration 
of the assessment of the learning to be thought about much sooner and in greater depth, than is 
traditionally the case. Beginning with the end in mind, the Academy follows the backward design 
model. The backward design model centers on the idea that the design process should begin with 
identifying the desired results and then “work backwards” to develop instruction. The three main 
stages of the model are to identify desired outcomes and results, determine what constitutes 
acceptable evidence of competency in the outcomes and results, and then plan instructional 
strategies and learning experiences that bring students to these competency levels (Wiggins, 2005).  

 

Highly qualified teachers lead the design and implementation of the Academy’s curriculum units. 
In collaboration with experienced mentors and instructional leaders, proactive monitoring of 
student progress towards standards mastery is scheduled bi-weekly. As a result, individualized 
educational plans are devised to include differentiated instruction including project-based learning 
and authentic, formative, and summative assessments (Irons, 2007). Working with individual 
student learning plans the differentiating of instruction provides learning experiences that enhance 
mastery for all students. “Differentiated instruction in a classroom looks at students’ 
commonalities as well as their differences and uses that to dictate their teaching and grouping 
strategies” (Tomlinson, 2001). In the classroom, teachers connect differentiated strategies (e.g. 
tiered activities) with Gardner’s multiple intelligences. These researched best practices enable the 
Academy to fulfill its mission of ensuring that all learners have equity in attaining the educational 
goals and maximizing individual potential.  

 

To ensure students reach maximum potential, Academy staff utilizes the best practice of 
assessments being multidimensional, thoughtful, and periodic to provide ongoing feedback to 
students about progress of learning. The authentic assessment of a task represents a more student-
centered approach and more meaningful application of student knowledge. Similarly, across the 
curriculum, formative assessment guides instructional planning as it provides immediate feedback 
as to how students are mastering the content. In the classroom, teachers use multiple variations of 
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assessments (observations, questioning, exit slips) to monitor student progress and to provide 
students the opportunity to reflect on the work and draw new conclusions based upon the feedback.  

 

Curriculum Flexibility  

The Academy’s curriculum is flexible to address the needs of all learners. The curriculum lends 
itself to differentiated instruction, inclusion of the multiple intelligences, and incorporates diverse 
learning styles and methodology. At the elementary level, student-centered instruction, founded 
on inquiry and flexible grouping, allows for teachers to extend learning and application of skills 
for gifted and talented students while providing support through interventions to students who may 
not be independently succeeding at grade level expectations. During unprecedented times, to 
prevent the spread of COVID-19 and in emergency situations when schools needs to close and/or 
when families have a need for non-traditional options, the Academy offers parents additional 
flexibility by offering three options to choose from for their children to receive equitable education 
and instruction. Parents may choose instruction via 1) face-to-face or traditional method, 2) 
blended learning or 3) all virtual as may be permitted by the authorizer and/or by local, state, and 
federal guidelines and statues. 
 
The Academy’s leveled reading and mathematics resources are designed to provide higher order 
thinking skill applications that nurture the abilities of exceptional students whose interests are 
further enriched in after school math, science, and technology clubs. As gifted and talented 
students reach the middle school level, individuals are assessed for placement in math and/or 
English. The placement eventually prepares students for earlier completion of core courses in the 
high school curriculum and to qualify for dual enrollment and Advanced Placement (“AP”) courses 
in either tenth or eleventh grade.  

 

The differentiation of instruction and assessment within the Academy’s curriculum design serves 
the needs of both the advanced as well as the at-risk student population. The Academy identifies 
students eligible for special services such as Title I, at-risk, limited English language proficiency 
and special education during the enrollment process. As factors contributing to barriers to learning 
may arise subsequent to enrollment, student needs are also identified in regular monitoring of 
student progress towards standards mastery.  

 

Instructional and support services for below grade level students and at-risk Section 31a students 
include full inclusion English language learner instructional programs following the Sheltered 
Instruction Observation Protocol (“SIOP”) components, tutoring, extended day/year, and a 
summer program. The Academy ensures all certified teachers and qualified paraprofessionals are 
scheduled shared planning and mentoring time to plan lessons that reinforce concepts and serve to 
advance students to mastery (Short, 2008). Further supports are provided to below grade level 
students through the Academy’s Response to Intervention (“RTI”) program. The Academy’s RTI 
model is embedded in the Multi-Tiered System of Support (MTSS) which is a framework designed 
to identify to students who may be as-risk for inadequate academic, behavioral, and social 
performance by utilizing tiers to address student needs and provide interventions, including small 
groups and one on one targeted instruction.  
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When making educational placement decisions for students with disabilities, the Academy will 
ensure that parents are contributing members of the IEP team and together the team is making 
decisions that are subject to requirements regarding provision of the least restrictive environment. 
When determining how services will be delivered to students with disabilities, the Academy will 
follow all Special Education Rules as issued by the Michigan Department of Education. If a child 
with a current Individualized Educational Program (“IEP”) enrolls in the Academy, the Academy 
will implement the existing IEP to the extent possible, or will provide an interim IEP agreed to by 
parents until a new IEP can be developed. IEP’s will be developed, revised, and implemented in 
accordance with the Individuals with Disabilities Educational Improvement Act (“IDEIA”) and 
state law and regulations. 

  

The Academy will fully comply with federal laws and regulations governing children with 
disabilities as follows:  

1. The Academy is responsible for providing a free appropriate public education to children with 
disabilities enrolled in the Academy that have been determined through an IEP to require 
Special Education programs and services.   

2. The Academy will ensure that a multidisciplinary team, as defined in the Michigan Special 
Education Rules, properly evaluates children who are suspected of having disabilities and 
that children who have already been identified are re-evaluated by the multidisciplinary 
team at least every three years.   

3. When a multidisciplinary team determines that a special education student requires Special 
Education programs and services, the Academy will ensure that the IEP is fully 
implemented in accordance with IDEIA, and reviewed on an annual basis, or more 
frequently as determined by the IEP team.  

The Academy provides a resource room program with supplemental services for students eligible 
for special education services depending upon student need. Supplemental services include, but 
are not limited to, teacher consultants for vision impaired, hearing impaired and occupational 
therapy, speech and language pathology, psychological and social work services. Additional 
programs and/or services are provided as needed and determined per the Individualized Education 
Program Team (“IEPT”) Report.  

Child Support Teams are involved in the pre-referral process of students and are comprised of 
administration, school social worker, general education teacher, and the special education teacher 
when applicable. Students are identified as eligible either upon new enrollment or with a pre- 
referral process. Students are serviced in compliance with all state and/or federal laws with the 
student’s needs/best interest as the continued focus. A full Response to Intervention model is in 
effect to ensure students are placed based on need and interventions. All students have equal access 
to general education curriculum, materials and resources so that they may pursue an education and 
graduate with a diploma meeting the Michigan Merit Curriculum (“MMC”) requirements and are 
prepared for success in college, work, and life.  

Success in college, work, and life  

 

The Academy’s program is designed to provide its students with the education and skills needed 
to become successful adults who positively contribute to society. Delivery of teaching and learning 
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activities, aligned with the National Common Core Standards, focused on 21
st 

century skills as 
well as the intentionally embedded mini-lessons on being inquirers, knowledgeable, thinkers, 
communicators, principled, open-minded, caring, risk-takers, balanced and reflective,, 
provide the opportunities students need to become global minded productive citizens. Co-
curricular activities as well as extra-curricular enrichment activities, aligned to the Academy’s 
goals and objectives, ensure that the skills being taught are given application opportunities that are 
real and instrumental in preparing students for adulthood. This allows the Academy to focus on 
the student as a whole in implementing both core academics and curriculum beliefs and values.  

Academy programs prepare students to become problem-solvers, utilizing conflict resolution 
strategies through character building activities, hands-on and project-based learning. Students 
develop leadership skills by cooperatively working in groups, collaborating amongst peers, and 
through problem solving tasks. With a focus on planning, organizational, and communication 
skills, effective leadership roles emerge. To further develop leaders and to ensure students are 
globally competitive, technology is integrated across all subjects. Students learn to use technology 
as a tool to conduct research and as a means of communication with others (Pitler, 2007). 
Technology integration allows students to explore information in order to find answers to inquiries, 
develop solutions to problems, pursue areas of interest, and develop a life-long love for learning 
(ISTE, 2008).  

The Academy embraces diversity of culture. Students develop a strong self-value and identity 
through cultural awareness of the school community through the implementation of the HES Four 
Pillars and the rigorous curriculum resources. This awareness helps students understand roles in 
the school, community, and world. Self-reflection is embedded throughout all students’ progress. 
Through reflection, students identify strengths and areas of interest/need for career planning, and 
establishing academic goals. Regular monitoring of student progress towards goals is facilitated 
by teachers and counselors during Approaches to Learning sessions with the use of student 
portfolios which students contribute to at the end of each unit, and revisited every trimester with 
sample artifacts students select to represent learning.  

 

Educational Development Plans  

 

P.A. 141 of 2007 requires districts to provide students an opportunity to develop an Educational 
Development Plan (EDP). At the Academy, an EDP is developed in the seventh grade and 
facilitated by administrators and counselors. Once completed teachers and the counselor ensure 
maintenance and ongoing updates of the plan. The EDP includes personal information, student 
identified career goals, assessment results, long-term planning to support post-secondary or post-
school options, and information on resources and other learning experiences that support the 
achievement of student goals.  

 

Assessment  

 

Students are initially assessed in core academic areas using a nationally recognized standardized 
assessment from the Northwest Evaluation Association (NWEA MAP), in kindergarten through 
sixth grade in the fall, winter and spring of each year. The “MAP” assessment serves as a 
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individualized growth tool and a guide to inform instruction. English language learners (“ELL”) 
are initially assessed in English language with the World-Class Instructional Design Assessment 
(“WIDA”). The Michigan Student Test of Educational Progress (“M-STEP”) is performed 
annually. Teacher-created assessments serve as the foundation for measuring student progress 
toward standards and learning targets. Teacher-created assessments include formative and 
summative assessments, portfolios, observation, and foreign language placement (Ainsworth, 
2007).  

 

Student data is tracked electronically using PowerSchool and Tableau, our own data systems, as 
well as other state, federal, and/or Intermediate School District (“ISD”) reporting systems. The 
electronic system assists in the identification of students with special needs, the implementation of 
the provision of services, and tracking, monitoring, reporting progress. Further, as indicated, staff 
members use assessment data to inform instructional planning that provides for differentiated 
instruction and to determine changes in instructional delivery.  

 

Program Evaluation  

 

Evaluation of the educational program is a collaborative effort among instructional staff and other 
stakeholders including students, parents, instructional leaders, curriculum leaders, and 
data/evaluation experts. Student reflections on instructional strategies, resources, and services are 
considered along with parent input in reviewing student progress data to identify level of mastery 
in standards and inform pacing of instruction (Epstein, 2009). Assessment data is analyzed by 
teachers and department leaders at least three times a year to drive recommendations on 
educational program effectiveness and enhancements needed during the year. Data from annual 
stakeholder surveys provide key data used during the consolidated needs assessment completed in 
the spring. These findings and recommendations are collaborated on within the school 
improvement team to analyze strategies and interventions, to identify effectiveness of resources 
and programs, and to establish goal and objectives for the upcoming school year (Zmuda, 2004). 
The Academy’s school improvement committee includes staff, parents, students, and community 
members who participate in curricular reviews and development to prepare students for 
achievement in the common core college and career readiness standards.  

 

CURRICULUM  

 

The Academy has adopted the HES written curriculum for the subjects and courses identified in 
this schedule. The curriculum has been reviewed and approved by BMCSO. The curriculum is 
also available at (https://hesedu.rubiconatlas.org). 
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Elementary, Middle and High School 

The following subjects/courses are offered at the Academy.  As the Academy expands into High 
School, these subjects will be included with opportunities for students to take advanced courses in 
each of these content areas.  

Course K 1 2 3 4 5 6 7 8 9 10 11 12 

Cross-Discipline Units  

     English  
     Language  
     Arts 

X X X X X X X X X X X X X 

     Math X X X X X X X X X X X X X 

     Science X X X X X X X X X X X X X 

     Social  
     Studies X X X X X X X X X X X X X 

Physical 
Education  X X X X X X X X X X X X X 

Art  X X X X X X X X X X X X X 

World 
Language: 
Arabic  

X X X X X X X X X X X X X 

Technology  Embedded Embedded Embedded Embedded Embedded Embedded X X X X X X X 

Health  Embedded  Embedded  Embedded  Embedded  Embedded  Embedded  X X X X X X X 

Character Ed 
(ATL)  

Embedded  Embedded  Embedded  Embedded Embedded Embedded Embedded Embedded Embedded Embedded Embedded Embedded Embedded 

 

Instructional Planning and Documentation 

With the adoption of the Common Core State Standards (CCSS) in English Language Arts and 
Mathematics in June 2010, a gradual transition has taken place in those content areas from the MI 
Grade Level Content Expectations to the (CCSS) Michigan K-12 Standards in English Language 
Arts and Mathematics.  Documentation of unit planning includes the Michigan content standards 
as the foundation for instruction and the HES Four Pillars.   An intentional cross-disciplinary 
planning, as reflected in the instructional units as “Language Across the Curriculum” (LAC) and 
“Science, Technology, Engineering and Math” (STEM), demonstrates a rigorous approach to 
teaching and learning with a strong emphasis on literacy and inquiry-based instruction.  The Next 
Generation Science Standards (NGSS) guide grade level Science Instruction. 

 

This on-line curriculum system link (https://hesedu.rubiconatlas.org) displays the evidence of 
planning and reflection that is an ongoing process at the Academy.   

 

Instructional planning at the Academy is robust and ongoing.  Reflection on student learning and 
the outcome of assessments during and after instruction is foundational for selecting strategies to 
reach learners.  Data from student classroom performance is the catalyst for determining what is 
planned for and what is taught.  As displayed in the curriculum documents, a more rigorous 
approach to planning has evolved to reflect vertical and horizontal planning in the Unit Planning 



10 
 

Guides.  Each serves a purpose for the planning process.  The foundation of instruction is based 
on Michigan Standards and the HES Four Pillars.  The Unit Planning Guides for 2014-15 have 
required a more intentional focus on each part of the instructional process.  The backward planning 
design begins with student assessment data and determining where students are in the process.  
Assessments are determined first as the standards are reviewed for the instructional sequence.  
Instructional materials, methods and strategies are selected that reflect where students are in their 
understanding of the material and interests.  

 

Planning needs to remain fluid to reflect the fluctuating demands that student interests and abilities 
impress upon the Academy.  To accommodate this need, the Academy has begun to transition their 
curriculum documents onto a live and transparent Curriculum System, Rubicon Atlas, as of 
December 2014: (https://hesedu.rubiconatlas.org), virtually and digitally due to unprecedented 
times in March 2020 and will continue to fulfill the needs consistent with the authorizer’s, local, 
state and federal guidelines.. During this transition, our document system is available to teachers 
and administrators to access and interact with.  Once the curriculum materials – units, lesson plans, 
assessments and assignments – are added to the system, this system will serve as a live resource 
for every parent and student to access so they can be engaged in the ongoing teaching and learning 
process from home.  

 

PreK - Great Start Readiness Program (GSRP) 

The Pre-K educational program is a Great Start Readiness Program (GSRP) which will 
establish developmentally appropriate practices with all staff members to carry out with the 
children. Daily routines and activities will allow children to adjust to a setting that will nurture 
the growth and natural curiosity of four year olds. The Great Start Readiness pre-school program  
follows the High Scope curriculum and is aligned to the Michigan Early Childhood Standards of 
Quality for Prekindergarten and is used to guide lessons and activities throughout the school year. 
The Pre-K program will provide parents the opportunity to improve and boost their child's 
development through informational packets, meetings, and special events that will create a 
community who is strongly committed to academic success for all children. 

 
The developmental needs of a Pre-K age child must be met through a variety of hands-on and 
exploratory activities. Centers are created around language and literacy, math, science, social 
studies, technology, social experiences, physical, visual arts; music, movement and dramatic play 
provide opportunities for growth and learning on a daily basis. These are the building blocks and 
foundation in which the child will not only gain the necessary milestones for his/her age,  as well 
as be a part of a curriculum that will prepare him/her for entry into kindergarten the following year. 
Teachers and staff will work together to set goals and objectives that will foster the skills that a Pre-
K age child will gain. The Pre-K program will strive to facilitate the growth and development of 
the each child in a wide variety of appropriate activities that will enhance the cognitive, physical, 
social and emotional development of the child. 
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High Scope Curriculum 

  

The High Scope Curriculum for Preschool addresses children’s development through eight content 
areas. Each one includes key developmental indicators, or specific learning experiences. The 
curriculum defines what to teach; why the content and skills are appropriate expectations for young 
children; and where, when, and how to teach effectively. It is linked to an assessment system so 
the teachers can use information from assessments to plan and guide instructions both for 
individuals and groups of students.  

 

The High Scope Curriculum for Preschool is based on five fundamental principles. They guide the 
teacher’s planning and help them to understand the reasons for intentionally setting up and 
operating our program in particular ways. These principles are:  

 Positive interactions and relationships with adults provide critical foundation for successful 
learning.  

 Social-emotional competence is a significant factor in school success.  
 Constructive, purposeful play supports essential learning.  
 The physical environment affects the type and quality of learning interactions.  
 Teacher-family partnerships promote development and learning.  

 

Screening and Assessment Policy 

 

As Pre-K professionals, the program relies on the Ages and Stages Questionnaire (ASQ). The 
Ages & Stages Questionnaires®, Third Edition (ASQ-3™) pinpoints developmental progress 
in children between the ages of one month to 5 ½ years. Its success lies in its parent-centric 
approach and inherent ease-of-use—a combination that has made it the most widely used 
developmental screener across the globe. The ASQ is conducted once a year at the initial home 
visit. Teaching staff will support parents when needed to conduct the questionnaire. Evidence 
has showed that the earlier development is assessed—the greater the chance a child has to 
reach his or her potential.  

COR Advantage Assessment 

 

COR Advantage is both a valid and reliable child assessment that measures the 
developmental trajectories of all children, from birth through kindergarten, regardless of their 
backgrounds or abilities. Based on extensive research in the field of early childhood education, 
COR Advantage puts into practice the most up-to-date knowledge about brain development and 
behavior. It also recognizes the working conditions of early childhood practitioners, with careful 
consideration given to the length of the assessment, ease of use, and its efficiency in validly and 
reliably measuring student outcomes. Our GSRP teachers use the power of observation to 
document what each child is doing, saying, building, interacting, etc. Teaching staff then input their 
observational notes into the COR site and it shows/creates reports focusing on each student's 
strengths and weakness. Teachers then use these reports to plan different activities and 
instruction within the classroom based on each child’s needs. 
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METHODS OF PUPIL ASSESSMENT 



 

 

 
 
 
 
 

7e. Method of Pupil Assessment 

             At Universal Learning Academy, Comprehensive Needs Assessment (CNA) is an ongoing and 

continuous process of analyzing data as it is readily available throughout the school year and involves all 

key stakeholders including staff, parents, students, and community members. The Comprehensive 

Needs Assessment was conducted through detailed descriptive and inferential statistical analysis of 

external norm-referenced student achievement data from the following: Michigan Student Test of 

Educational Progress (M-STEP) for grades 3 - 8 and 11, Northwest Evaluation Association Measures of 

Academic Progress (NWEA/MAP) for grades K - 8, Preliminary Scholastic Aptitude Test (PSAT) for grade 

8, 9, Preliminary Scholastic Aptitude Test/National Merit Scholarship Qualifying Test (PSAT/NMSQT) for 

grades 10 and 11, and the Michigan Merit Exam (MME) for grade 11. PowerSchool grade book was used 

to gather criterion referenced formative and summative performance, discipline, and attendance data 

to gain a clear understanding of the effectiveness of the school's programs/process, curriculum and 

instructional practices, and to track student demographic subgroup performance. The M-STEP 

assessment shows that there are currently gap areas in ELA, Science, Math, and Social Studies among 

the tested grade levels. This was done to gain a clear understanding of the effectiveness of school 

programs/processes and curriculum, as well as to inform goal setting and decision making.  

Ongoing assessment, evaluation, mentoring/training and support are facilitated by the District 

through the Support Center staff members who work closely with and lead the School Improvement (SI) 

Team.  The Academy utilizes the School Improvement Framework (SIF) Process Cycle which has four (4) 

major components that cycle in a continuous praxis.  

 • Gather Data: Where are we now (status) and where do we want to be (goals)? 



 

 

 

 

 • Study/Analyze: What did the data/information we collected tell us? 

 • Plan: How do we organize our work so that it aligns to our goals and resources?  

• Do: Staff implements the strategies and action steps outlined in the plan.  

• Gather Data II: Where are we now (status) and did we reach our goals? 

While the CNA is recommended to be conducted once every three to five years and revisited 

annually, we complete annually with updates made throughout the year as new data is made 

available. 

The Academy employs a Balanced Assessment System with the following components: 

 

• Locally administered and scored classroom-based assessments providing formative and 

summative assessment data. The goal of formative assessments is to monitor students’ 

progress, provide ongoing actionable feedback, and inform instruction.  The goal of 

summative assessments is to evaluate students’ performance at the end of an 

instructional unit. 

• An externally developed assessment intended to provide information on student 

progress for school improvement purposes and measure students’ growth between the 

fall and the spring of a school year NWEA for grades K-8, and PSAT/SAT for grades 9-11.  

• A large scale assessment administered once a year that provides an annual summary of 

student status: M-STEP for grades 3-8, and grade 11. 

 

 

 



 

 

 

 

 

ASSESSMENTS AT A GLANCE 

NWEA PSAT 8-9 PSAT-

NMSQT 

PSAT 

10 

SAT ACT 

WorkKeys 

M-STEP WIDA Fountas & 

Pinnell 

Fall/ 

Spring 

Grades K-

8; Winter 

cycle is for 

Tier II and 

III students 

Fall/Spring 

Grades 8-

9 

 

 

Fall  

Grades 

10- 11 

Spring 

Grade 

10 

Spring 

Grade 

11 

Spring 

Grade 11 

Spring 

Grades 

3-8, 11 

Screener in 

Fall 

Testing in 

the  

Winter-EL 

Students 

Grades K-

12 

 

Fall/ 

Winter/ 

Spring 

Grades K-5 

 

 

II)  Classroom-Based Assessment Guidelines  

 

� All courses are semester-based with progress reports provided every 4-6 weeks.  Report 

cards are only issued at the end of each semester and in August (for students enrolled in 

summer school). 

� Grades should be an accurate reflection of what students have learned and 

accomplished.  

� Formative assessments: weighted 20% of students’ grade.  Daily formative assessment 

strategies that are used to CHECK FOR UNDERSTANDING cannot be graded. Formal 

assessable formative assessments that are completed by the INDIVIDUAL STUDENT 

include quizzes (multiple choice, short answer), summaries, reflections, homework, 

concept maps, short write-ups, minor labs, comprehension questions, daily 

mathematical problems/exercises, etc… 

 

 



 

 

 

 

� Summative assessments: weighted 80% of students’ grade. These include end of unit 

exams, essays, research papers, lab reports, project/design write-ups, presentations, art 

portfolios, performances, mathematical investigations, etc. 

� 2-3 formal formative assignments should be entered weekly to reflect students’ 

performance on the taught learning targets/objectives.  Teachers can opt to enter a 

weekly homework grade.   
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APPLICATION AND ENROLLMENT OF STUDENTS 











SECTION G 

SCHOOL CALENDAR AND SCHOOL DAY SCHEDULE 
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AGE OR GRADE RANGE OF PUPILS 
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 7-h-1  

Age and Grade Range of Pupils 

 

Universal Learning Academy 

 
 

The Academy will enroll students in pre-kindergarten through twelfth grade.  The Academy may 
add grades with the prior written approval of the Charter Schools Office Director or the College 
Board. 
 
Students of the Academy will be children who have reached the age of five (5) by September 1 
of the current school year. 
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