BAY MirLLS COMMUNITY
COLLEGE

A
~ CONTRACT TO CHARTER A PUBLIC SCHOOL ACADEMY
AND RELATED DOCUMENTS

ISSUED BY

BAY MILLS COMMUNITY COLLEGE

BOARD OF REGENTS
(AUTHORIZING BODY)

TO

STAR INTERNATIONAL ACADEMY
(A PUBLIC SCHOOL ACADEMY)

July 1, 2018



TABLE OF CONTENTS

Contract Documents Tab

Resolution Authorizing the Academy and Establishing the
Method of Selection, Length of Term, and Number of

Members of Board 0f DIr€CtOrs .......ccciiriiiiiiiiiiecieee et A
Terms and Conditions 0f CONLIACT .........ooiiiiiiiiiiiieeeeeeeeee e e B
CONTACt SCHEAULES. ... .cvieevieeeeceieiieiec ettt ettt ettt as e e et ss et seasanaes R C
Schedule 1: Articles Of INCOTPOTAtION ......eieviiiiiiiiieie ettt et eee s 1
SChedule 2: BYLAWS ...cooiiiiiiiiiii ettt 2
Schedule 3: Fiscal AZent ASIEEMENt.......ccvveeiiireeiciieeeeieerireeereeesiaeresseeesnereeserressrreesanns 3
Schedule 4: Oversight AGreement ..........cccvveiviciieiiiiiieeieeeieeereeseiiee e esbreesbreessbresereeesanes 4
Schedule 5: Description of Staff Responsibilities ........cocviieiverniiveeiiiiiineeieneice e 5
Schedule 6: Physical Plant DeSCIIPLION ....c..cvviiiiiiiiiieeeiiereciireeieeeesniieeesirressineessieeesiseeenes 6
Schedule 7: Required Information for Public School Academy ........cccoeeiviiieeciiniceneennnen. 7

e Section a:
GOVErnance StIUCTUIE ....uvveeee e eeeeeeeeereeanen a

e Section b:
Educational Goals ....coovvvereiieeeeeeeeee e b

e Section c:
Educational Programs..........cccccecvvveveivveenveeenireeennn c

e Section d:
CUITICUIUIM . et d

e Section e:
Methods of Pupil Assessment ..........cccceevvveevivernnnne e



TABLE OF CONTENTS
{cont.)

Schedule 7: Required Information for Public School Academy ........cc.ccooiiiniiiiineenan

e Section f:
Application and Enrollment
Of StUdEntS ..ooveeiiiieiie e f

e Section g;
School Calendar and
School Day Schedule.........coovvevniriiiincrinieeniecenn g

e Section h:
Age or Grade Range






RESOLUTION



BAY MILLS COMMUNITY COLLEGE BOARD OF REGENTS
PUBLIC SCHOOL ACADEMY AUTHORIZING BODY

RESOLUTION NO. 18-11
Approval of Charter School Application for Star International Academy,
Selection of Initial Board Members, Authorization to Organize
and Consideration of Issuance of a Public School Academy Contract

WHEREAS, the Michigan Legislature has provided for the establishment of public school
academies as part of the Michigan public school system by enacting Act No. 362 of the
public Acts of 1993; and

WHEREAS, according to this legislation, the Bay Mills Community College Board of
Regents (“College Board™), as the governing body of a tribally controlled community
college, is an authorizing body empowered to issue contracts to organize and operate public
school academies; and

WHEREAS, the Michigan Legislature has mandated that public school academy contracts
be issued on a competitive basis taking into consideration the resources available for the
proposed public school academy, the population to be served by the proposed public school
academy, the educational goals to be achieved by the proposed public school academy; and

WHEREAS, the College Board has adopted a Resolution 12-01, providing for a method
of selection, length of term, number of members, and other relevant provisions governing
the operation of public school academies as is required by law; and

WHEREAS, the College Board, having received an application from Star International
Academy for organizing a public school academy as well as the qualifications of potential
board members the College Board and/or its designee having reviewed the application and
potential board member qualifications according to the provisions set forth by the Michigan
Legislature;

NOW, THEREFORE, BE IT RESOLVED:

1 That the Academy’s application, submitted under the Revised School Code, meets
the College Board’s requirements and the requiremcnts of applicable law is
therefore approved;

2. The College Board declares that the method of selection, length of term, and
number of board members shall be as follows:

A. Method of Selection and Appointment. The College Board shall prescribe
the methods of appointment for members of an academy’s board of
directors. The College Charter Schools Director (the “CSO Director”) is
authorized to develop and administer an academy board selection and
appointment process that includes an Application for Academy Board
Appointment and is in accord with these policies:




(i) The College Board shall appoint the initial and subsequent academy
board of directors by resolution, The CSO Director shall thercafter
recommend nominees to the College Board based upon a review of
the Application for Academy Board Appointment.

(i) ~ The academy board of directors, by resolution and majority vote,
shall nominate its subsequent members, except as provided
otherwise. The academy board of directors shall recommend to the
College Board at least one nominee for each vacancy. Nominees
shall submit the Application for Academy Board Appointment for
review by the CSO Director. The College Board shall appoint the
subsequent members of the academy board of directors by
resolution, except as prescribed by subparagraph A (iv) of this
resolution.

(iii)  An individual appointed to fill a vacancy created other than by the
expiration of a term shall be appointed for the unexpired term of that
vacant position,

(iv)  Under exigent conditions, and with the approval of the College
Board’s president, the CSO Director may appoint a qualified
individual to an academy’s board of directors. All appointments
made under this provision must be presented to the College Board
for final determination at its next regularly scheduled meeting. The
College Board reserves the right to review, rescind, modify, ratify,
or approve any appointments made under this provision,

Length of Term. The term of each position of the academy board of
directors shall be for a period of three (3) years, except the terms of the
initial positions of the academy board of directors which shall be stagpered
in accordance with the policies established and administered by the CSO
Director. All appointments shall be for a period of three (3) years, except
appointments made to fill the positions of the initial academy board of
directors and an appointment made to complete the unexpired term of a
vacant position.

Number of Directors. The number of member positions on the academy
board of directors shall not be less than five (5). If the academy board of
directors fails to maintain its full membership by making appropriate and
timely nominations, the College Board o its designee may deem that failure
an exigent condition.

Prerequisite Qualifications of Members. Before individuals become
members of an academy’s board of directors, the nominee must: (a) be
recommended by a resolution and majority vote of the academy board,
except as prescribed in subparagraph A(iv) of this; (b) submit the
Application for Academy Board Appoimtmenr which must include
authorization to process a criminal background check; {c) be recommended
for appointment by the CSO Director; (d) be appointed by the College
Board or its designee; (e) take the oath of office; (f) sign and file the Oath
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of Public Office with the CSO Director. Prerequisites qualifications (a), (b),
and (c) shall not apply to the initial board of directors.

The members of an academy board of directors shall not include: (a)
employees of the academy; (b) any director, officer, or employee of a
service provider or management company that contracts with the academy;
(¢) any Bay Mills Community College official or employee, as a
representative of the Bay Mills Community College Board of Regents,

E.  Oathand Acceptance of Public Office —~ All members of the Academy Board
must take the constitutional oath of public office and file an acceptance of
office in a form prescribed by the office of the CSO Director. A person
appointed to membership on the Academy Board shall be administered the
oath at an Academy Board meeting by an existing Academy Board member
or other public official.

F. Removal of Members ~ Any academy board member may be removed by
two-thirds (2/3) vote of the academy board or as directed by the College
Board.

G.  Initial Members of the Academy Board — The College Board appoints the
following persons to serve as the initial members of the Academy Board for
the designated term of office set forth below:

Kalid Kaid 3 Year Term
4758 Westland Street
Dearborn, M1 48126

Sabah Yassine 3 Year Term
234 N. Rosevere
Dearborn, M1 48128

Lina Tamim 2 Year Term
6422 Reuter
Dearborn, MI 48126

Fadek Alsaeed 2 Year Term
1860 North Denwood Street
Dearborn, M1 48128

Wassim Mahfouz 1 Year Term
29839 Bobrich Street
Livonia, M1 48152

The College Board approves and authorizes the execution of a contract to charter a
public school academy to the Academy not to exceed a term of eight (8) years and
authorizes the CSO Director to issue a contract to charter a public school academy
and related documents to the Academy, provided that, before execution of the
Contract, the CSO Director affirms that:



all terms of the contract have been agreed upon and the Academy is able to
comply with all terms and conditions of the contract and Applicable Law;

the Academy has submitted all due diligence required by the CSO Director
- and the College Board’s legal counsel and the CSO Director is satisfied that
the Academy will be able to operate successfully;

the Academy has identified and secured a facility deemed appropriate by
the CSO Director; and

the Contract is substantially similar to previous charter contracts approved
by the College Board, with the only changes being those: (i) that are
consistent with the Application; or (ii) made by the CSO Director, in
consultation with the College Board’s legal counsel that are in the best
interest of the College Board.

This resolution shall be incorporated in and made part of the Contract.

1, the undersigned, as Secretary of the Bay Mills Community College Board of Regents, do hereby
certify the foregoing resolution was adopted by the Bay Mills Community College Board of
Regents at a public meeting held on the 27" day of April, 2018 with a vote of K for, O
opposed, and __| _ abstaining,

By: (t%b_‘w;\ XZ w‘“\:\

Brian Kinney, Secretary (>5

Armrsints




BAY MILLS COMMUNITY COLLEGE BOARD OF REGENTS
PUBLIC SCHOOL ACADEMY AUTHORIZING BODY

RESOLUTION NGO, 12-01

Public School Academy; School of Excellence and Strict Discipline
Academy Board of Director Method of Selection Resolution

WHEREAS, MCL 380.503 of the Revised School Code (* Code™), MCL 380.553, and
MCL 380.1311e provide that an authorizing body “shall adopt a résolution establishing the
method of selection, length of term, and number of members of the board of directors” of each
public school academy, school of excellence, and strict discipline academy, respectively, subject
to the authoriZing body’s jurisdiction; and

WHEREAS, the Bay Mills Community College Board of Regents (the “College B'oard-”)
desires tp-establish a standard method of selection resolution related to appointments and service
of the directors of the governing bodrd of its authorized public school academies, schools of
excellence, and strict discipline academies, and

WHEREAS, the College Board has determined that changes to the method of selection
process are in the best interest of the College and that such changes be incorporated into all
charter contragts issued by the College Board;

NOW, THEREFORE, BE IT RESOLVED, that the policy titled Public School
Academy Board of DirectorMéthod of Selection dated January 20, 2012, is adopted; and

BE IT FURTHER RESOLVED, that these provisions shall be implemented with new
charter contracts and shall be phased in for existing schools as new charter contracts are issued.
As of this date, the College Board has not issued any charter contracts for schools of excellence
and strict discipline academies, but the method of selection process established by this resolution
‘shall apply to any future school that is authorized. The College’s Director of Charter Schools is
authorized to itplement changes in the terms and conditions of charter contracts to fully excoute

these:provisions,

I, the undersigned, as Secretary of the Bay Mills Community Collége Board of Regents,
do hereby certify the foregoing resolution was adopted by the Bay Mills Community College
Board of Regents at a public meeting held on the 20th day of January, 2012, with a vote of _{5
for, QO opposed, and _i_abstaining. .

Dated: January 20, 2012




Public School Academy Board of Director Method of Selection

The Bay Mills Board of Regents (“College Board”) declares that the method of selection,
length of term, numbet of board members and other criteria shall be as follows:

Method of Selection and Appointment

The College Board shall preseribe thé methods of appointment for members of the
Academy Board. The College’s Director of Charter Schools is authorized to develop and
administer an Academy Board selection and appointment process that includes a Public School
Academy Board Member Appointment Questionnaire and is in accord with these provisions:

1.

Except as provided in paragraph 4 below, the College Board shall appoint
the initial and subsequent Academy Board of Directors by formal
resolution, The College’s Director of Charter Schools shall recommend -
nominces to the College Board based upon a review of the nominees’
Public School Academy Board Member Appointment Questionndire and

resume. Each nominee shall be available for interview by the College

Board or its designee, The College Board may reject any and all Academy.
Board nominees proposed for appointment.

The Academy Board, by resolution and majority vote, shall nominate its

‘subsequerit members, ‘éxcept as provided hefein. The Academy Board

shall recommend to the Director of Charter Schools at least one nominee

- for each vacancy. Nominees shall submit the Public School Academy

Board Member Appointment Questionnaire for review by the College’s
Charter Schools Office. The Director of Charter Schools may or may not
recommend appointment of a nominee submitted by the Academy Board.
If the Director of Charter Schools does not recommend the appointment of
a nominee submitted by the Academy Board, he/she may select and
recommend another nominee or may request the Academy Bosrd submit a
niew nominee for consideration,

An individual éppointed to fill a vacancy created other than by expiration
of the tetm shall be appointed for the unexpired term of that vacant

position,

Under exigent conditions, and with the approval of the College Board’s
Chair, the College’s Director of Charter Schools may appoint a qualified
individual to serve as a member of the Acadenty Board. All appointments
made under this provision must be presented to the College Board for final
determination at its next regularly scheduled meeting. The College Board
reserves the right to review, rescind, modify, ratify, or approve any
appointments made under the exigent conditions provision,

Dated; January 20, 2012




Length of Term

‘The director of an Academy Board shall serve at the pleasure of the College Board.
Terms of the initial position of an Academy’s Board of Directors shall be staggered in
accordance with The Academy Board of Director Table of Staggered Terms and
Appointments established and administered by the College’s Charter Schools Office,
Subsequent appointments shall be for a term of office nat to exceed three (3) years,
except as prescribed by The Academy Board of Director Table of Staggered Terms and

Appointments,

Number of Directors:

The number of board member positions shall never be fewer than five (5) nor more than
hine (9), as determined from time to time by the College Board. If the Academy Board
fails to attain or maintain its full membership by making appropriate and timely
nominations, the -College Board or the College’s Director of Charter Schools may deem

that failure an exigent condition.

A vacancy may be left on the imitial Academy Board for a parent or guardian
replcscntatwe to allow sufficient time for the Academy Board to interview and identify
potential nominees.

Oualiﬁcaﬁons.of Members

To be qualified to serve on an Academy’s Board of Directors, a person: shall, among
other things: (2) be a citizen of the United States; (b) be a resident of the State of
Michigan; (c) submit all materials requested by the College’s Charter Schools Office
including, but not limited to, the Public School Academy Board Member Appointinent
Questionnaire which must-include authorization to process a criminal background check
of the nominee; and (d) submit annually a conflicts of interest disclosure as presciibed by
the College’s Charter Schools Office.

The member of the Academy Board of Directors shall include (1) at least onc parent or
guardian of a child attending the school; and (2) one professional educator, preferably a -
person with school administrative experience. The Academy’s Board of Directors shall
inelude representation from the local community in which the Academy serves.

The members of the Academy’s Board of Directors shall not include (1) any member
appointed or controlled by another profit or non-proﬁt corporation; (2) Academy
employees or independent contractors performing services for the Academy; (3) any
current or former director, officer, or employee of a management company that contracts
with the Academy; and (4) College officials or employees.

Oath of Public Office

* Before beginning their service, all members of the Academy’s Board of Directors shall
take and sign the constitutional oath of office before a justice, judge, or clertk of a court,
or before a notary public. The Academy shall cause a copy of such oath of office to be

Dated: January 20, 2012




filed with the College’s Charter Schools Office. No appointment shall be effective ptior
to the taking, signing and filing of the oath of public office.

Removal and Suspension

If at anytime the College Board determines that an Academy Board member’s service is
no longer necessary, then the College Board may remove an Academy Board member
with or without cause by notifying the affected Academy Board member. The notice
shall specify the date when the Academy Board member’s service ends. Any Academy
Board member may also be removed by a two-thirds (2/3) vote of the Academy Board for
cause,

With the approval of the College Board Chair, the College’s. Director of Charter Schools
may suspend an Academy Board member’s service, if in his/her judgment the member’s
continued presence would constitute a risk to persons or property, or would seriously
impair the operations of the Academy. Any suspension made under this, provision must
be presented to the College Board for final defermination at its next regularly scheduled
meeting. The College Board reserves the right to review, rescind, modify, ratify, or
approve any suspension made under this provision.

Tenure

Each Academy Board member shall hold office until the member’s replacement, death,
resignation, removal or until the expiration of the term, whichever occurs first,

Resignation

Any Academy Board member may resign at any time by providing written notice fo the
Academy or the College’s Charter Schools Office. Notice of resignation will be effective
.upon receipt or at a subsequent time designated in the notice. Any" Academy Board
member who fails to attend three (3) consecutive Academy Board meetings without prior
notification to the Academy Board President, may, at the option of the Academy Board,
the College Board, or the College’s Director of Charter Schools, be deemed to have
resigned, effective at a time designated in a written notice sent to the resigning Academy
Board member. A successor shall be appointed as provided by the method of selection
adopted by the College Board.

Board Vacancies

An Academy Board vacancy shall occur because of death, resiAgna't-ion, replacement,
removal, failure to maintain United States citizenship or residency in the State of
Michigan, disqualification, enlargement of the Academy Board, or as specified in the

Code.

Compensation

Academy Board members shall serve as volunteer directors and without compensation
for their respective services. By resolution of the Academy Board, the Academy Board

Dated: January 20, 2012




members may be reimbursed for their reasonable expenses incidental to their duties as
Academy Board members.

Dated: January 20, 2012
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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 1
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 Star
International 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) “Accountability Plan” means a Community District accountability plan
established, implemented and administered by the State School
Reform/Redesign Officer under section 390 of the Code, MCL 380.390.

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

“Authorizing Resolution” means the Resolutions adopted by the College
Board on April 27, 2018.

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

“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.

“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.

“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
¢t seq., and which has been determined by the Michigan Department of
Education to meet the requirements for accreditation by a recognized
regional accreditation body. '

“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.

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

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

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

“Conservator” means the individual appointed by the College President in
accordance with Section 10.10 of these Terms and Conditions.
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“Contract” means, in addition to the definition set forth in the Code, these
Terms and Conditions, the Authorizing Resolution, the Resolution, the
Master Calendar, the ESP Policies, the Schedules, and the Application.

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

“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.

“Educational Service Provider Policies” or “ESP Policies” means those
policies adopted by the Charter Schools Office Director 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. 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.

“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 Board, then such gift or grant shall
not constitute a financial borrowing or contribution for purposes of
determining a Fund Balance Deficit.

“Lease Policies” means those policies adopted by the Charter Schools
Office Director 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. Upon
amendment, changes to the Lease Policies shall automatically be
incorporated into this Contract and shall be exempt from the amendment
procedures under Article IX of these Terms and Conditions.

“Management Agreement” or “ESP Agreement” means an agreement as
defined under section 503¢ of the Code, MCL 380.503c, that has been
entered into between an ESP and the Academy Board for the operation
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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.

“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.

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

“Resolution” means the resolution 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.

“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, Schedule 7: Required Information for Public School
Academies and Schedule 8: Partnership Agreement.

“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.

“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.

“State School Reform/Redesign Officer” means the officer described in
Section 1280¢(9) of the Code, MCL 380.1280¢(9), and authorized to act as
the superintendent of the State School Reform/Redesign District under
Section 1280c(6)(b) of the Code, MCL 380.1280c(6)(b).

“Superintendent” means the Michigan Superintendent of Public
Instruction.



(ece) “Terms and Conditions” means this document entitled “Terms and
Conditions of Contract, Dated July 1, 2018, Issued by the Bay Mills
Community College Board of Regents to Star International Academy
Confirming the Status of Star International 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 IT

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
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 State School Reform/Redesign Officer 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

Section3.1.  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.

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) select and engage employees; (ii) pay their wages; (iii) dismiss employees;
and (iv) 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 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
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 1V

REQUIREMENT THAT THE ACADEMY
ACT SOLELY AS GOVERNMENTAL ENTITY

Section4.1.  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 body corporate 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,
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
by the College Board 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:
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Section 4.5.

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;

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

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

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

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

An individual simultaneously serving as an Academy Board member and
having an ownership or financial interest in any school building leased or
subleased to the Academy.

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)

(b)

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-
law, son, son-in-law, daughter, daughter-in-law, sister, sister-in-law,
brother, brother-in-law, spouse or same-sex domestic partner:

(1) Is employed by the Academy;
(i1) Works at or is assigned to the Academy;

(i) 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.

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 sub-section, familial relationship means a person’s

10



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.  QOath 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.

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.

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 members 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.
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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 both the mathematics and reading portions
of the Michigan Student Test of Educational Progress (“M-STEP”) 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;

(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.

12



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. 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
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 1s
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.
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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.

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 7 by contract amendment pursuant to
Article IX of these Terms and Conditions. Until the matriculation agreement is incorporated into
the Contract, the Academy is prohibited from granting an enrollment priority to any student
pursuant to that matriculation agreement.

Section 6.17. 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.  Academy Site Is Former Site of Closed Community District School; State
School Reform/Redesign Officer Approval Required. If the Academy’s proposed site is located
within the geographical boundaries of a Community District and is a site that was a former site
of a Community District school closed by the State School Reform/Redesign Office within the
last 3 school years, then the College Board shall not issue the Contract unless (a) the new
Academy site has a substantially different leadership structure and curricular offering than the
previous Community District school that operated at the site; and (b) the State School
Reform/Redesign Officer has approved the Academy’s use of the site. A copy of the State
School Reform/Redesign Officer’s approval shall be provided to the Charter Schools Office as
part of the Application process.

Section 6.19. Section 6.19. New Public School Academies Located Within The
Boundaries of A Community District. If the circumstances listed below in (a) and (b) or (c)
apply to the Academy’s site, 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 will have a substantially different governance, leadership and curriculum than the
public school previously operating at the site:
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(a) The Academy’s proposed site is the same location as a public school that (i) is
currently on the list under Section 1280¢(1), MCL 380.1280¢(1), of the public schools in this
State that the State School Reform/ Redesign Office has determined to be among the lowest
achieving 5% of all public schools; or (ii) has been on the list during the immediately preceding
3 school years.

(b) If an Accountability Plan has been in effect for at least 3 full school years, the
Academy’s proposed site is at the same location as a public school that has been assigned a grade
of “F” under the Accountability Plan for 3 of the preceding 5 school years; or

(c) 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.

Section 6.20. - Community District Accountability Plan. If any part of the Academy’s
proposed site is located within the geographical boundaries of a Community District, then the
Academy shall comply with the Accountability Plan. This provision shall not apply if a
statewide accountability system is enacted into law replacing the Accountability Plan.

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 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 Relation Act, the Prevailing Wage on State Contracts statute,
the Uniform Budgeting and Accounting Act, the Revised Municipal Finance Act of 2001, the
Elliott-Larsen Civil Rights Act, , the Michigan Handicappers’ Civil Rights Act, , and Subtitle A
of Title 1II of the Americans with Disabilities Act of 1990, Public Law 101-336, 42 USC &
12101 et seq. or any successor law. 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

15



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 shall 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.

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
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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 10.7, 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 10.7, upon a determination that one or more of the following has occurred:

(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;

(©) 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;
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(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;

® 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;

(2) 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 Or Placed In State School Reform/Redesign District; Economic
Hardship Termination.

Except as otherwise provided in this Section 10.3, if the College Board is notified by the
State School Reform/Redesign Officer that either (i) an Academy site is subject to closure under
section 507 of the Code, MCL 380.507 (“State’s Automatic Closure Notice”), or (ii) an
Academy site is being placed in the State School Reform/Redesign District (“State’s Reform
District Notice”) pursuant to section 1280c¢c(6) of the Code, MCL 380.1280c(6), then this
Contract shall automatically be 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 or the
State’s Reform District Notice. If the State’s Automatic Closure Notice or State’s Reform
District 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 or the State’s Reform District Notice is received without any further action of the College
Board or the Academy.

If the Charter Schools Office Director determines, in his or her discretion, that either the
closure of one or more sites, or the placement of one or more sites in the State School
Reform/Redesign District, creates a significant economic hardship for the Academy as a going
concern, then the Charter Schools Office 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
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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
10.7(c) do not apply to an automatic termination initiated by the State’s Automatic Closure
Notice, the State’s Reform District Notice, or an Economic Hardship Termination under this
Section 10.3.

Following receipt of the State’s Automatic Closure Notice or the State’s Reform District
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 or the State’s Reform
District Notice, including the granting of any hardship exemption rescinding the State’s
Automatic Closure Notice, shall be directed to the State School Reform/Redesign Officer, in a
form and manner determined by the State School Reform/Redesign Office or the Michigan
Department of Technology Management and Budget.

If the State School Reform/Redesign Officer rescinds the State’s Automatic Closure
Notice or the State’s Reform District Notice for an Academy site or sites, 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 State School Reform/Redesign Officer’s school
improvement plan, if applicable, for the identified site(s).

Section 10.4. Material Breach of Contract; Termination of Contract By College Board
Caused By State School Reform/Redesign Officer Order. If the College Board receives notice
that (i) an order has been issued by the State School Reform/Redesign Officer under Section
1280c¢(2) of the Code, MCL 380.1280¢(2), placing an Academy site or sites under the
supervision of the State School Reform/Redesign Officer; or (ii) an order is issued by the State
School Reform/Redesign Officer appointing a Chief Executive Officer to take control of an
Academy site or sites pursuant to Section 1280¢(7) of the Code, MCL 380.1280c(7), the Charter
Schools Office Director may, at his or her discretion, deem such actions a material breach of this
Contract. If the Charter Schools Office Director determines that the issuance of such an order
constitutes a material breach of this Contract, the Charter Schools Office Director shall notify the
Academy of the material breach and request a meeting with Academy Board representatives to
discuss the matter. To remedy the material breach, the Academy shall work toward the
development of a corrective action plan within thirty (30) days that is acceptable to the Charter
Schools Office Director. In addition to other matters, the corrective action plan shall include the
Academy’s redesign plan, if applicable, prepared pursuant to section 1280c¢ of the Code, MCL
380.1280c.

The development of a corrective action plan under this Section 10.4 shall not in any way
limit the rights of the College Board to revoke, terminate, or suspend this Contract. If the Charter
Schools Office Director determines that the Academy is unable to develop a corrective action
plan that can remedy the material breach and that is acceptable to the College, the Charter
Schools Office Director shall recommend that the College Board terminate the Contract at the
end of the current school year. If the College Board approves to terminate the Contract under
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this Section 10.4, the Contract shall be terminated at the end of the current school year without
any further action of either party. If this Contract is terminated pursuant to this Section 10.4, the
termination and revocation procedures in Section 10.6 and Section 10.7 shall not apply.

Section 10.5. 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
termination request. The College Board may, in its sole discretion, waive the six (6) month
advance notice requirement for terminating this Contract.

Section 10.6. 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 10.6, the revocation procedures in Section 10.7 shall not apply.

Section 10.7. 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
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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
areview of the Academy Board's response.

(©) 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
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 10.7(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; or
(iv) the appointment of a new Academy Board of Directors or a conservator/trustee to take over
operations of the Academy.

Except as otherwise provided in this subsection, reconstitution of the Academy does not
restrict the State School Reform/Redesign Officer from issuing an order under section 507 of the
Code, MCL 380.507, directing the automatic closure of the Academy’s site(s). If, however, the
Academy is located within the boundaries of a Community District and an Accountability Plan is
in place, the Charter Schools Office shall notify the State School Reform/Redesign Officer that
the Plan of Correction includes a reconstitution of the Academy to ensure that the Academy is
not subject to automatic closure by the State School Reform/Redesign Officer under section 507
of the Code, MCL 380.507.

(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:

(1) the Academy Board has failed to respond to the Notice of Intent to Revoke
as set forth in Section 10.7(b);
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(11) the Academy Board's response to the Notice of Intent to Revoke is non-
responsive;

(11)  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 10.7(c);

(vi)  the Academy Board has engaged in actions that jeopardize the financial or
educational integrity of the Academy; or

(vi) 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.

€3 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. -

(2) 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
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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 Michigan Department of Education.

(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.

(1) 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.

Section 10.8. 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:

1) has placed staff or students at risk;

(11) 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 10.7. 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 10.7 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, shall be retained by the College Board
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for the Academy until the Contract is reinstated, or shall 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 10.7(e) of
this Contract. The Hearing Panel has the authority to accelerate the time line for revoking the
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 10.7(f) through (h).

Section 10.9. 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 10.9. This Section 10.9 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 10.10. 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 Academys;
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(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 and discipline employees of the Academy;

(e) settle or compromise with any debtor or creditor of the Academy, including any
taxing authority;

63 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

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

Section 10.11. 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
shall 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 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.

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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(b)

(©)

(d)

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.

Unless exempted from transmitting under section 1219 of the Code, MCL
380.1219, the Academy, on or before July 7" 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.

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:

(1) 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.

(i1) Within 30 days after making notification under subdivision (¢)(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 Academy's deficit elimination
p pp
plan, the Academy shall post the deficit elimination plan on the
Academy's website.

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:

(1) The enhanced deficit elimination plan shall be approved by the
Academy Board before submission.

(11) 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.
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(iii)  As required, 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.1.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

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.

Errors & Om|SS|ons (E&O) Must iriélu e Emp!dyfhehf ractic ys L:ab y

Must include Corporal Punishment coverage.

Must include Sexual Abuse & Molestation coverage.

Must include Directors' & Officers' coverage.
Must include School Leaders' E&O.
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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.
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.

If this coverage is Claims Made, and the

$1,000,000

per occurrence & $3,000,000 aggregate.

name must

in the event of name changes, mergers, etc., every past and present PSA/SDA/UHS/SOE

be listed on the policy with the new entity as the First Named Insured.

Coverage.

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

NOTE: Insurance carriers

Automobile Liability (AL) for Owned and
-Owned Autos

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)

must have an AM Best Rating of "A - VII" or better

$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

Workers' 'C/onrwpeﬂhs/ation

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

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
Workers' Compensation coverage includin yers' Liabili

~__  REQUIREMENTS

Must include Employee Dishonesty coverage.

Must include third party coverage.

$500,000 limit
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rella

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
he 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

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, efc., 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.

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

Property

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 - VI" or better

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:

maintain higher limits and/or broader coverage.

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,

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 listed in (b), (c) and (e) above.
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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.

Furthermore, if the Academy utilizes an Educational Service Provider, the following insurance
requirements apply:

-

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

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
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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)

for Owned and Non-
Owned Autos

$1,000,000 per accident

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

Performance Boud (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
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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 Apgainst 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 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
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.

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.
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Section 11.6. Criminal Backeround and History Checks; Disclosure of Unprofessional
Conduct: Compliance with School Safety Initiative. 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 ESP contracting
with the Academy.

Section 11.7. Special Education. Pursuant to Section 1701a of the Code, the Academy
shall comply with Article 1II, 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
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
this Contract as an 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, the parties hereby promise to indemnify, defend, and
hold harmless Bay Mills Community College against all claims, demands,
actions, suits, causes of action, losses, judgments, damages, fines, penalties,
demands, 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
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Regents’ approval of the Academy’s application, Bay Mills Community College
Board of Regents’ consideration of or issuance of a Contract, the Academy
Board’s or [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 the Academy Board or
[insert the name of Educational Service Provider], or which arise out of the failure
of the Academy Board or [insert the name of Education Service Provider] to
perform its obligations under the Contract or Applicable Law. 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 either party to enforce its rights as set forth in this
Agreement.”

“Apreement 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 1s
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 503¢c. 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 Michigan Department of Education. The defined
terms in section 503¢ 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 State School Reform/Redesign Officer 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 Section 10.7 of 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
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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
Management Agreement, and an employee leasing company shall be considered an ESP. Any
ESP 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 for the Academy and the ESP agreement must detail the 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 of the Charter Schools Office which are
incorporated into and be deemed part of this Contract. 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.

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:
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If to the College Board: President
Bay Mills Community College
12214 West Lakeshore Drive
Brimley, Michigan 49715

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
6919 Waverly
Dearborn Heights, M1 48127

If to Academy Counsel: Samuel McCargo
Lewis & Munday PC
535 Griswold St Ste 2300
Buhl Bldg
Detroit, M1 48226-3683

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
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consented. No consent by any party to, or waiver of, a breach or default by the other, whether
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 eight (8) years until July 1, 2026, 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
Educational Service Provider. Except as otherwise provided, nothing in this Contract shall
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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
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

38



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 and in accordance with Part 6A of the Code.

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:

(1) 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;

(i1) 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
reason that the person, agency, or organization had in obtaining the information. The parental
disclosure requirement does not apply to information that is provided:

(1) to the Department or CEPI;
(i1) to the student’s parent or legal guardian;
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(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)

™)

(vi)
Office
(vii)

(viii)

(ix)
()

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;

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;

to the Academy by the College Board, College, Charter Schools

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;

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;

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

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.”

(©) 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:

(1)

(i)

(iii)
(iv)

Develop a list of uses (the “Uses”) for which the Academy commonly
would disclose a student’s directory information.

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.

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.
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
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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 an Academy site is listed as a Priority School
on the list of lowest performing schools prepared by the Michigan Department of Education, and
the Superintendent proposes a Partnership Agreement with the Academy, the Academy shall
work with the Charter Schools Office to finalize an agreement that is acceptable to the Michigan
Department of Education, the Academy and the Charter Schools Office. The Partnership
Agreement shall be incorporated into this Contract by amendment pursuant to Article IX of these
Terms and Conditions and shall be included as Schedule 8. The Contract amendment shall also
include any other amendments to this Contract that are required to ensure the Partnership
Agreement is consistent with this Contract.

Section 12.24. Data Breach Response Plan. Within one year after the effective date of
this Contract, the Academy Board shall design and implement a comprehensive data breach
response plan. The data breach response plan should be made available to Academy personnel
and any Educational Service Provider contracting with the Academy. The data breach response
plan should be updated periodically by the Academy Board to address changes in data threat
assessments and changes in applicable state and federal privacy laws.

41






- Tab C



CONTRACT SCHEDULES

Schedules
Articles 0f INCOrporation ......c.c.eveevveeveeiiiniiciniiciiiiieens 1
BYIAWS oottt 2
Fiscal Agent AGreement .....o.cccuvvevevreeereeerrennirieeeennineeee e 3
Oversight AZreement ......cc.eeeveerinieeeneieeenieee e 4
Description of Staft Responsibilities .......cccceeveeeiniviiininnninns 5
Physical Plant Description ........cccoeceeveeeeiveeneeiiieiicecceeeees 6

Required Information for Public School Academy ................ 7



Tab 1



CONTRACT SCHEDULE 1

ARTICLES OF INCORPORATION




' fmﬁmsin_g" Pichigan .

This Is to Certlfy That
STAR INTERNATIONAL ACADEMY

was valldly Incorporated on August 11, 1998 as a Michlgan nonprofit corporation, and sald
corporation is validly in existence under the laws of this stata.

This certificate is issued pursuant to the provisions of 1882 PA 162 to attest fo the fact thal the corporation
is In good standling in Michlgan as of this date and is duly authorized fo conduct effairs in Michigan and for

no other purpose.

This certificate Is in due form, mads 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,
in the City of Lansing, this 23rd day of May , 2018.

74@%_

Julia Dale, Director
Corporatlons, Securities & Commercial Licensing Bureau

GOLD SEAL APPEARS ONLY ON ORIGINAL



Fansing, Wichigan

This is to Certify that the annexed copy has been compared by me with the record on file in this
Department and that the same is a true copy thereof.

This cerlificate 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 wherecf, | have hereunto set my hand,
in the City of Lansing, this 23rd day of May, 2018.

Julia Dale, Director
Corporations, Securitiess & Commercial Licensing Bureau

GOLD S8EAL APPEARS ONLY ON ORIGINAL



Department of Licensing and Regulatory Affairs

Filing Endorsement

This is fo Certify that the RESTATED ARTICLES OF INCORPORATION - NONPROFIT
for
STAR INTERNATIONAL ACADEMY
D NUMBER: 752724

received by facsimile transmission on August 28, 2012 is hereby endorsed

Filed on August 29, 2012 by the Administrator.

The document is effective on the date filed, unless a
subsequent effective date within 90 days after
received date is stated in the document.

PSS
=S S L LI PN ‘47% "'
£ ' iy o ﬁ,xje,,.
Z& b e, % In testimony whereof, | have hereunto set my
2.§ ) > g + % hand and affixed the Seal of the Department,
7es (gl 352 in the City of Lansing, this 29TH day
POAN AR of August, 2012.
”‘j%%b..°a ASTHE ‘ua.qy@: W4
OQQ M CP0008° I ’
My, Aseraces, s g
Mieenesed®

Director

Bureau of Commercial Services

Sent bv Facsimile Transmission 12242




MICHIGAN DEPARTMENT OF LICENSING AND REGULATORY AFFAIRS
BUREAU OF COMMERCIAL SERVICES

Date Received » (FOR BUREAU USE ONLY)

I Intesar A. Elder, Esq.
660 Woodward Avenue, Suite 2490

Detroit MI 48226

| _ ’ EFFECTIVE DATE: »
Document will be returned to the nime and. address you enter ahove S

AMENDED RESTATED ARTICLES OF INCORPORATION
For Use by Domestic Nonprofit Corporations:

OF
STAR INTERNATIONAL ACADEMY
Pursuant to the provisions of the Michigan Nonprofit Corporation Act of 1982, as

axnended (the: “Act”),-being MCL 450.2101 gt seq., and Part 6A of the Revised School Code (the
“Code™) as amended, being Sections 380.501 .ef seq. of the Michigan Compiled Laws, the

undersigned corporation executes the following Axticles:
1. The name of'the corporation is: Star International Academy
2. The identification number assigned by the Bureau is: 752-724
3, All former names of the corporation are: High Scope Academy
4. The date of filing the originals Articles of Incorporation was: August 11, 1998,

The following Restated Articles of Incorporation supersedes the Articles of Incorporation
as amended and shall be the Articles of Incorporation for the corporation,

ARTICLE
The name of the corporation is: Star International Academy

The authorizing body for the corporation is: Oakland University Board of Trustees
(“University Board”).




ARTICLE I
The purpose or purposes for which the cotporation is organized are:

1. The corporation is organized for the purpose of operating as a public school
academy in the State of Michigan pursuant to Part 6A of the Code, being Sections 380.501 to
380.507 of the Michigan Compiled Laws.

2. The corporation, including all activities incident to. ifs purposes; shall at all times
be conducted so as to be a governmental entity pursuant to Section 115 of the United States
Internal Reveme Code (“IRC”) or any successor law: Noththstandlng any othier ptovision of
these Atrticles, the corporation shall not carry on any other activity not permitted to be carried on
by a governmiental instrumentality exempt from federal income tax under Section 115 of the IRC

orbya nonprofit corporation organized under the laws of the State of Michigan and subject to a
contract to charter a public school academy (“Contract”) authorized under the Code.

ARTICLE 111
The cotporation is organized on a non-stock, directorship basis.
The-value of assets which the corpora,tion..p(;ssesSes. as of August 6, 2012 is:
Real Property: :$26,689,800 (buildings and adjoining land).

Personal Property: $2,139,419 (furniture, equipment, and vehicles).

The corporation is to be financed under the following general plan:

a. ~  Stateschool aid payments received pursuant to the State School Aid Act
of 1979 or any successor law.

b. Federal funds.

c. Donations.

d. Fees and charges permitted to.be charged by public school academies:

€. Other funds lawfully received.

ARTICLE IV

The address of the registered office is:
24425 Hass Street
Dearborn Heights, MI 48127

The mailing address of the registered office is the same. The name of the resident agent at the
registered office is Nawal Hamadeh.



ARTICLE Y

The corporation is a public school academy and a governmental agency performing essential
public purposes and governmental functions of the State of Michigan. .

ARTICLE VI

The corporation and its ‘incorporators, board members, officers, employees, and
volunteers have governmental immunity as provided in: section 7 of Act No. 170 of the Public
Acts of 1964, MCL. 691.1407.

ARTICLE VIX

Before the issuance of a Contract1o the corporation by the University Board, the method
of selection, length of term, and the number- of members of the Board of Directors of the
corporation shall be approved by a resolution of the University Board as requited by the Code.

ARTICLE VIII

The Board of Directors: shall have all the powers and duties permitted by law to manage
the business, property and affairs of the corporatiof.

ARTICLE IX

The officers of the corporation shall be a President, Vice-President, Secretary and a
Treasurer, each of whom shall be-a member of the Board of Directors and shall be selected by
the Board of Directors. The Board of Directors may select one of more assistants to -the
Secretary or Treasuier, and may also appoint such other agents as it may deem necessary for the
transaction of the business of the corporation.

ARTICLE X

No -part of the net earnings of the corporation shall inute to the benefit of or be
distributable to its directors, board, officers or other private persons, or organization organized
and operated for a profit (except that the corporation shall be authorized and empowered to pay
reasonable compensation for services rendered and to make paymeits and distributions in the
furtherance of the purposes set forth in Article IT hereof), Notwithstanding any other provision
of these Articles, the corporation shall not carry on. any other activities not permitied to be
carried on by a governmental entity exempi from federal income tax under section 115 of the
IRC, or comparable provisions of any successorlaw.

To the extent permitted by law, upon the dissolution of the corporation, the board shall
after paying or making provision for the payment of all of the liabilities of the corporation,
dispose of all of the assets of the corporation to the University Board for forwarding to the state
school aid fund established under article IX, section 11 of the Constitution of the State of
Michigan of 1963, as amended.




ARTICLE XI

These Atrticles of Incorperation shall not be amended except by the process provided in
the Contract issued fo the corporation by the University Board. This process is as follows:

The corporation, by a.majority vote of its Board of Directors, may, at any time, propose
specific amendments to these Articles of Inicorporation or may propose a meeting to discuss
potential revision to these Articles of Incorporation. The proposal will be-made-to the University
Board through its designee. The University designee may review. and approve amendments to
these. Atticles of Incorporation, provided, however, if deemed material they must be reviewed
and approved by the University’s General Counsel, then by the University’s Board of Trustees.

At any time and for any reason, the University Board or an authorized designee may
propose changes to these Articles of Incorporation or may propose a meeting to discuss potential
revision. The corporation’s Board of Directors may delegaté to an officer of the cotporation the
review and nepotiation of changes or amendments to. these Articles of Incorporation, “The
Articles of Incorporation shall be amended as requested by the Uniiversity Board upon a majority
vote of the cotporation’s Board of Directors. ‘

Amendments to the Articles of Incorporation take effect only after this process is
completed and the Articles of Incorporation are filed with the Michigan Department of Licensing
and Regulatory Affairs, Bureau of Commercial Services. In addition, the corporatioh shall file
with the amendment a copy of the University Board’s or its desigoee’s approval of the
amendment,

ARTICLE XII

~ The definitions set forth in the Terms.and Conditions incorporated as part of the Coritract
shall have the same meaning in these: Articles of Incorporation.



ADOPYION OF ARTICLES

These Restated Articles of Incorporation shall. become effective upon filing. However, the
corporation shall not cariy out ifs purposes until thé University Board issues a contract to operate a.
public schovol academy and the contract {s executed by designated repiesontatives of the cqrporation
‘and. the University Board.

These Restated Asticles of Incorporation were duly adopted on 6™ day of August, 2012, in
accordaticg withi. the provistons of Section G42 of the Act. These Restated Articles of Incorpération
restate, integrate, and do-further aniend the provisions of the Articles of Incorporation and were duly
adopted by the Board of Directors. The necessary number of votes wete ast in Favor of these
Restated Axticles of Incorporation.

| Signed this 6 day of August, 2012

By: ] 7 1 (2) f‘,./é"é’é‘f’w%)‘” ol
Dr. Hassan Dubaisi

Its: President

A45ETS
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MIGHIGAN DEPARTMENT OF CONSUMER & INDUSTRY BERVICES
BUREAU OF COMMERGIAL SERVICES

Date Ravelved {FOR BUREAU USE ONLY)

LIAN 15 2008 FILEL

This document Is effectve on the date fled, unless a

ab t effective date. wiltitn 90 days oit ’
aubsequenteffctedol wit 60 days e JAN L § 2003

Name

Iy Adiminisirator )
Rtonda B, Welburn, Esy. _ v UREAL OF CORMERLIALSERVICES
Addreas )

38528 Waoodward Ave, Suite 2000 v

City " Giate Zip Gotle

Bloomiletd Hills, Michigan 48304-2970 ‘ EFFRCTIVE DATE:

Posigrment will be relurned to the name and address.you snter ahove,
1§ loft blank, document will be mplled to the registetad office.

RESTATED ARTICLES OF INCORPORATION
For Use sy Domestic Nonprofit Corporations

OF
STAR INTERNATIONAL ACADEMY

Pursuant to the provisions of Aot 162, Publics Acts of 1982 {the "Act"); the undersigned
corporation executes fhe following Restated Articles of incorporation:

1. The present name of the corporation is: Star International Academy
2. The Identification number assigned by the Bureau fs; 752-724
3. All former names of the corporation are: High Scope Academy

4 The date ofﬂling’the original Articles of Incorporation was: August 11, 1998

The following Restated Arlleles of Incorporation suporsede: the Arlicles of fncorporation as
amended and shall ba the Arlicles of incorparation for the corporation:

ARTIGLE |
The name of the school Is: Star International Acaderny

The authorizing body for the schoot is: Board of Trustees of Qakiand University.

ARTICLE I

The purpoese or purposes for which the school Is organized are:

oy
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(R The school is organized for the purposes of operating as a public school
academy In the State of Michigan pursuant to Pait 6A of the Revised School Code (the "Code"),
being Sections 380.501 to 380,507 of the Michigan Compiled Laws,

2. The school, Including all activities Incldent to its purposes, shall at all imes be
conducted so as fo be a governmental entity pursuant fo Section 115 of the United States
Internal Revenue Code ("IRC") or any successor law. Notwithstanding any other provision of
these Articles of Incorporation, the school shall not carry an any othar activity not permitted o
be carried on by a governmental Instrumentallly exempt from federal Incame tax under Section
1186 of the IRG or by a nonprofit school organized under the laws of the State of Michigan and
subject {o & contract between the school and suthorizing body allowing the school to operate as
a public school academy as authoflzed under the Code.

3. Additionally, the schoo! Is organized for the puiposes of 1) Improving pupll
achlevement for all pupils Including, but not fimlted to, educationally disadvantaged students, by
enhancing the leaming environment; 2) stimulating innovative teaching methods; 3) creating
professional opportunities for teachers in a new type of public school in which the school
structure and educational program can e Inhovatively designed and managed by teachers at
the school site level; 4) achleving schuol accountabilily outcomes by placing full responsibitity

for performance at the school site level; and 5) providing parents and pupits wilh greater cholces
among public schools both within and outside thelr existing school districts,

ARTICLE 1N
The school {s organized on a nb‘n-*stock-, directorship basts,
The vafue of assets which the school possesses is:
Real Propetty: -$579,361
Personal Properly: -$89,163 (furniturs, equipment and vehicles)

The school is to be financed under the following general plan;

a. State school ald payments recelved pursuant to the State School Ald Act
of 1979 or any successor law: '

b. Federal funds;

c. Donations; '

d. Feos and charges permitted to be charged by public school acadeinies;
arid .

a. Other funds lawfully received.

ARTICLE IV

The address of the reglstered office is: 5423 Deetfleld Village, Wesl Bloomfield,
Michigan 48322, -

The malling address of the reglstered office is the same.




The name of the Initlal resident agent at the registered office Js: Nawal Hamadeh

ARTICLEV
Thenams and address of the Incorporator is as follows:

Nawal Hamadsh
5423 Deetfield Village.
West Bloomfleld, Michigan 48322

ARTICLE W

The school ls & governmental entity.

ARTICLE vii

Before execution of a confract to charter-a public school academy betweesn the school
and the Board of Trustees of Oaldand University ("University Board"), the method -of selection,
length of term, and the number of members of the Board of Divedtors: of the school shall be
approved by a resolution of the University Board as required by the Cade,

The members of the Board of Directors of the schioo! shell be selected by the following
method:

1. Method_of Selection. The initial Board of Directors shali bie the individuals
named In the. resolution approved by the University Board. Subsequéntly, the Board of
Directors of the school shall hominate a list of potential membpers of the Boaid .of Directors
equaling at least 1wice the number of vacansies on the Board, Provided: the Board of Ditectors
+ submits the list of nominees at least forty-five (45) days before the. University Board's: next
regular meeting, the University Board shall select members from the list of nominees at lts hext
regular meeting; provided, howsver, that the University Board may raject any ot all of the
proposed nominaes on the initial list or any subsequent list submitted by the Board of Directors
angd, in'such event, the Board of Directors shall continue to submit addifional nominees, at least
two for each remalning vacancy, until such fime s the University Board selects members to fill
all vacaneies. Whon the nominations are forwaided to the. University Board, they shall be
accompanied by the nominees' resume and each nominee shall be avallaple forinterview by the
University Board or its designees. A membear appointed to fill a vacaricy created other than by
axplration 'of a term shall be appointed for the unexpired term ‘of the vacating member in the
same mannet as the original appolntment. The University Board may select a mamber that is
not proposed by the Board of Direciors,

2. Length of Term, The term of each member of the Board of Directors.shall be
three (3) years. :

3. Number of Directors. The number of members of the Board of Diractors of the
schooi shall not be fewer than five (5) nor mare than nine (9) as determined from time-to-titne by
ths University Board.




4, Qualifications, To the extent possible, the members of the Board of Directors
shall include (f) a representative of the parents of children atiending the school and (ii) st least
one professional educator, prefetably a person with school administrative experlence. Members
of the Board of Directots shall not Include: () members appointed or: gontrolled by a profit or
another non-profit corporation; (i) employees of the school; (ili) directors, officers and
employses of a management company that contracts with the school: or (iv) Qakland University
officlals, as representative of Oakland University. L

5. Qath. Al members of the Board of Directors of the school must file an
acceptance of office with the Universlly Board.

B Removal, Any Director may be removed from office with cause by a two-thirds
(23) vote of the Board of Directors of the school or without cause by a fwo-hirds (2/3) vote of
the University Board. .

ARTICLE Vill

 No part of the net earnings of the schoof-shall inure to the benefit of or be distributable to
iis directors, Board of Directors, officers or other private persons, dr organization organized and
operated for profit (except that the school shall he authorized and empowéred to pay
reasonable compensation for services rehderad and to make payments and distrloutions. Iri the
furtherance of the purposes set forth in Articls Lhereof). Notwithstanding any other provision of
these Articles of Incorporation, the school shall not carry on any other activities not petmitted o
be caried on by a governmental entity exempt from federal income fax under Section 115 of the
IRC, or comparable provistons of any successor law. In the event of the dissolution of the
school, and after making provision for the paymient of all flabliiles of the school, all of the
school's assots, real and personal, shall be dlstributed fo the authorizing bady for forwarding to
the state school ald fund established under Article.1X Section 11.of the constitutions of the State
of Michigan of 1963, 4% amended.

ARTICLE 1X

The schaol and ifs Incorporators, members of Hs Board of Directors, officers, employees,
and volunteers have governmental Immunlty as provided In Secfion 7 of Act No, 170 of the
Public Acts of 1984, as amended, belng Section 691.1407 of the Michigan Compllad Laws,

ARTICLE X

The school, by a majorily vote of its Board of Directors, may, at any time, propose
specific changes o thess Articles of Incorporation of may: propose a meeting to discuss
potentlal revisions to these Articles of Incorporation, The proposal will be made to the
Universily Board through its designee, The University Board delegates to the President of
Oaldand University the review and approval of changes or amendments 1o these Aricles of
Incorporation.  In the event that a proposed. change is not accepted by the President, the
Universily Board shall consider and vote Upon a change proposed by the school following an
opporiuhity for a written and oral presentation to the University Board by the school.




The University Board, or an authorized designee, may, at any time, propose speclfic
changes to these Arlicles of Incorporation or may propose a meeting to discuss potential
revisions, The school's Board of Direciors may delegate to-an officer of the school the raview
and negofiation of changes or amendments fo these Articles of Incorporation, These Arlicles of
Incorporation shall be amended as requested by the University Board upon a majority vote of
the school's Board of Directors,

Amendments to these Articles of Incorporation take effect only after they have been
approved by the school's Board of Directors and by the University Board or lis desighes and
filed with the Michigan Department of Consumer and Industry Services, Corporation, Securltles
and Land Development Bureau,

ARTICLE X)

The Bosgrd of Directors shall have all the powers and dutles permitted by law t6 mangdge
the business, property and #ffaiis of the school,

ARTICLE X
The powers and duties of the school's officer are as follows:

Section 1. Number. The officers of the school shall be a President, Vice-President,
Secretary and a Treasurer, each of whom shall be selected by the Buard of Directors, All such
officers shall be: members of the Board of Directois. The Board of Directors may select one or
more Assistants to the Secretary or Treasurer, and ay #lso appoint such other officers and
agents as they may deem necessary for the transaction of the business of the school,

Seclion 2, President. The President of the school shall be a member of the Board of
Directors of the schoal, At all meetings of the Board of Diractors, the President shall preside, if
there (& not a President, or if the President is absent; then the Vice-Presldent shall preside. If
the Vice-President Is absent then a temporary chalr, chosen by the Board members,. shall
preside, The President shall be an ex officio member of all standing commiftees and may be
designated Chalrperson of certain committees by the Board of Directors, The President shall, in
general, petform all dutles Incident fo the office of President of the school as may be prascribed
by the Board of Directors from time fo ime.

Section 3. Vige-President: The Vice-President of the school ghall be a membar of the
+ Board of Directors of the school. In the absence ‘of the President or In the event of the
President's death, Inability or refusal to act, the Vice-President shall perform-the duties of the
President, and when so acting, shall have all the powers of and.be subject to all ihe restictions
upon the President, TThe Vice-President shall perform such other duties as from fime fo thme

may be assigned fothe Vice-President by the President or by the Board of Diresters,

Section 4. Secretary, The Secretary of the school shall be a member of the Board of
Directors of the school, The Secrstary shall: (a) kesp the minutes of the Roard of Directors
meetings In one or more books provided for that putpose; (b) see that all notices, Including
those nofices required under the Open Meetings Aat, being Sections 15.261 to 15.275 of the
Michigan Complled Laws, are duly given In accordance with the provisions of thése Articles of
Incorperation or as reguired by law; (c) be custodian of the corporate records and of the géal of




the school and see that the seal of the achool is affixed fo alf authorized documenis; (d) keep a
register of the post offica address of each member of the Board of Directors; and (e) perform il
duties Incident to the office of Secrefary and other duties assigned by the President or by the
. Board of Directors,

Section 5. Treasuisr, The Treasurer of the school shall be a member of the Board of
Diractors of the school. The Treasurer shall: (a) have charde and custody of and ba responsible
for all funds and securities of the school; (b) keep accurate bocks and: records of corporate
recelpis and dishursements; {c) deposit all monisys and securitles récelved by the. school In
such banks, frust companies or other depositories as shall be selected by the Board; (d)
complete all required corporate filings; (&) assure that the responsibiiifies of the flscal agent of
the school are properly carrled out; and (f) In general perform sli of the dutles Incident o the
office of Treasurer and such other dutles as from lime to time may be assighed by the President
or by the Board of Directors.

Section 6. - Asslslants and Acting, Officers. The Assistants 1o the Secrstary and
Tragsuret, if any, selected by the Board of Directors, shall perform such duties and have such
authority as shall from time to time be delegated or assighed to ther by the Secretary or
Treasurer or by the President of the Boatrd of Directors. The Board of Directors shall hava the
power to appolrit any person to perform the dutles of an offlcer whenever for any reason it is
Impractical for such officer to act personally. Such acting officer so appointed shall have the
powers of and be subject o all the restrictions upon the officer 1o whose office the acting officer
i.80 appointed except as the Board of Diractors may by resolution otherwise determine.

ARTICLE X

These Rastated Arficles of Incorporation are hereby duly adopted on thig jjz_f'éay of

Yo endpea,, 2002 in accordance with the provisions of Seclion 642 of the Act. These

Restated Articles of Incorporation restate, integrate, and do further amend the provisions of the

Arlicles of Incorporation and were duly adopted by the Board of Directors, The necessary
number of votes were cast in favor of thege Restated Arficles of Incorporation.

Signed this ]*T_ day of "Dex snalien., 2002

BLOOMFIELD 267015 ‘521762
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CONTRACT SCHEDULE 2

BYLAWS



BYLAWS
OF

STAR INTERNATIONAL ACADEMY

ARTICLEI
NAME

This organization shall be called Star International Academy (the “Academy” or “Corporation™),

ARTICLE II
FORM OF CORPORATION

The Academy is a governmental entity, organized as a non-profit, non-stock, directorship
corporation.

ARTICLE HI
OFFICES

Section 1. Principal Office. The principal office of the Corporation shall be located
in the City of Dearborn Heights, County of Wayne, State of Michigan.

Section 2. Registered Office. The registered office of the Corporation may be the
same as the principal office of the Corporation, but in any event must be located in the State of
Michigan, and be the business office of the resident agent, as required by the Michigan Nonprofit
Corporation Act. Changes in the resident agent and registered address of the Academy must be
filed with the Michigan Department of Licensing and Regulatory Affairs, Commercial Services
and reported to the Public School Academies Office.

ARTICLE IV
BOARD OF DIRECTORS

Section 1. General Powers. The business, property and affairs of the Corporation
shall be managed by the Academy Board of Directors (“Academy Board”). The Academy Board
may exercise any and all of the powers granted to it under the Michigan Non-Profit Corporation
Act or pursuant to Part 6A of the Revised School Code (“Code”). The Academy Board may
delegate such powers to the officers and committees of the Academy Board as it deems
necessary, so long as such delegation is consistent with the Articles, these Bylaws, the Contract
and Applicable Law,

Section 2. University Board Resolution Establishing Method of Selection, Length of

Term_and Number of Academy Board Members. The method of selection and appointment,
length of term, number of directors, oath of public office requirements, tenure, removal,
resignation, compensation and prerequisite qualifications for members of the Academy Board




shall comply with the resolution adopted by the Oakland University Board of Trustees (the
“University Board”),

ARTICLE V
MEETINGS

Section 1. Annual and Regular Meetings. The Academy Board shall hold an annual
meeting each year, as well as monthly meetings thereafier. The Academy Board shall provide,
by resolution, the time and place, within the State of Michigan, for the holding of regular
monthly meetings. The Academy Board shall provide notice of the annual and all regular
monthly and special meetings to the Public School Academies Office and as required by the
Open Meetings Act.

Section 2. Special Meetings. Special meetings of the Academy Board may be called
by or at the request of the Academy Board President or any Director. The person or persons
authorized to call special meetings of the Academy Board may fix the place within the State of
Michigan for holding any special meeting of the Academy Board called by them, and, if no other
place is fixed, the place of meeting shall be the principal business office of the Corporation in the
State of Michigan. The Corporation shall provide notice of all special meetings to the Public
School Academies Office and as required by the Open Meetings Act.

Section 3. Quorum. In order to legally transact business, the Academy Board shall have a
quorum physically present at a duly called meeting of the Academy Board. A “quorum” shall be
defined as follows:

# of Academy Board positions # required for Quoyum
Five (5) Three (3)
Seven (7) Four (4)
Nine (9) Five (5)

Section 4. Manner of Acting. The Academy Board shall be considered to have “acted,”
when a duly called meeting of the Academy Board has a quorum present and the number of
Academy Board members voting in favor of an action is as follows:

# of Academy Board positions  # for Quorum # required to act
Five (5) Three (3) Three (3)
Seven (7) Four (4) Four (4)

Nine (9) Five (5) Five (5)

If less than a quorum is present at a meeting, a majority of the Acadmey Board then
present can adjourn the meeting, providing such notice as is required under the Open Meeting
Act.



Section 5. Open_Meetings Act. All meetings and committee meetings of the
Academy Board shall at all times be in compliance with the Open Meetings Act.

Section 6. Notice to Directors. The Academy Board shall provide notice of any
meeting to each Director stating the time and place of the meeting, with the delivery of such
notice personally, by mail, facsimile or electronic mail to each Director at the Director’s personal
address or electronic mail address. If mailed, such notice shall be deemed to be delivered in the
United States mail so addressed, with postage thereon prepaid. If notice is given by facsimile or
electronic mail, such notice shall be deemed delivered when it is sent. Any Director may waive
notice of any meeting by written statement sent by the Director to the Academy Board Secretary
before or after the holding of the meeting. A Director’s attendance at a meeting constitutes a
waiver of the notice of the meeting required under this Section, except where a Director attends a
meeting for the express purpose of objecting to the transaction or any business because the
meeting is not lawfully called or convened.

Section 7. Votes By Directors. The Academy Board meeting minutes shall reflect
the vote, whether in favor, in opposition or in abstention, of each Director present at the meeting.

ARTICLE VI
COMMITTEES

Section 1. Committees. The Academy Board, by resolution, may designate one or
more committees, each committee to consist of one or more Directors selected by the Academy
Board. As provided in the resolution as initially adopted, and as thereafter supplemented or
amended by further resolution, the committees shall have such powers as delegated by the
Academy Board, except (i) action in respect to the fixing of compensation for or the filling of
vacancies on the Academy Board or in the offices of the Academy Board or committees created
pursuant to this Section; (ii) amendments to the Articles of Incorporation or Bylaws; or (iii) any
action the Academy Board cannot lawfully delegate under the Articles, the Contract, the Bylaws
or Applicable Law. All committee meetings shall at all times be in compliance with the Open
Meetings Act. Each committee shall fix its own rules governing the conduct of its activities and
shall make such reports to the Academy Board of its activities as the Academy Board may

request.
ARTICLE VII

OFFICERS OF THE BOARD

Section 1. Number. The officers of the Corporation shall be a President,
Vice-President, Secretary, Treasurer, and such Assistant Treasurers and Assistant Secretaries or
other officers as may be selected by the Academy Board.

Section 2. Election and Term of Office. The Academy Board shall elect its initial
officers at its first duly noticed meeting, Thereafter, officers shall be elected annually by the
Academy Board at the Corporation’s annual meeting. If the election of officers is not held at that
meeting, the election shall be held as soon thereafter as may be convenient. Each officer shall




hold office while qualified or until the officer resigns or is removed in the manner provided in
Section 3.

Section3.  Removal. Any officer or agent elected or appointed by the Academy
Board may be removed by a majority vote by the Academy Board whenever in its judgment the
best interests of the Corporation would be served thereby.

Section 4. Vacancies. A vacancy in any office shall be filled by appointment by the
Academy Board for the unexpired portion of the term of the vacating officer.

Section 5. President. The President of the Corporation shall be a member of the
Academy Board. The President of the Corporation shall preside at all meetings of the Academy
Board. If there is not a President, or if the President is absent, then the Vice-President shall
preside. If the Vice-President is absent, then a temporary chair, chosen by the members of the
Academy Board attending the meeting shall preside. The President shall be an ex officio
member of any standing committees and when designated by the Academy Board, Chairperson
of any standing committee established by the Academy Board. The President shall, in general,
perform all duties incident to the office of President of the Academy Board as may be prescribed
by the Academy Board from time to time.

Section 6. Vice-President. The Vice-President of the Corporation shall be a member
of the Academy Board. In the absence of the President or in the event of the President’s death,
inability or refusal to act, the Vice-President shall perform the duties of President, and when so
acting, shall have all the powers of and be subject to all the restrictions upon the President. The
Vice-President shall perform such other duties as from time to time may be assigned to the
Vice-President by the President or by the Academy Board.

Section 7. Secretary. The Secretary of the Corporation shall be a member of the
Academy Board. The Secretary shall: (a) keep the minutes of the Academy Board meetings in
one or more books provided for that purpose; (b) see that all notices, including those notices
required under the Open Meetings Act, are duly given in accordance with the provisions of these
Bylaws or as required by law; (c) be custodian of the corporate records and of the seal of the
Corporation and see that the seal of the Corporation is affixed to all authorized documents; (d)
keep a register of the post office address of each Director; and (e) perform all duties incident to
the office of Secretary and other duties assigned by the President or the Academy Board.

Section 8. Treasurer. The Treasurer of the Corporation shall be a member of the
Academy Board. The Treasurer shall: (a) have charge and custody of and be responsible for all
funds and securities of the Corporation; (b) keep accurate books and records of corporate receipts
and disbursements; (c) deposit all moneys and securities received by the Corporation in such
banks, trust companies or other depositories as shall be selected by the Academy Board; (d)
complete all required corporate filings; (e) assure that the responsibilities of the fiscal agent of
the Corporation are properly carried out; and (f) in general perform all of the duties incident to
the office of Treasurer and such other duties as from time to time may be assigned by the
President or by the Academy Board.

Section9.  Assistants and Acting Officers, The Assistants to the officers, if any,
selected by the Academy Board, shall perform such duties and have such authority as shall from
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time to time be delegated or assigned to them by the Secretary or Treasurer or by the Academy
Board. The Academy Board shall have the power to appoint any person to perform the duties of
an officer whenever for any reason it is impractical for such officer to act personally. Such
acting officer so appointed shall have the powers of and be subject to all the restrictions upon the
officer to whose office the acting officer is so appointed except as the Academy Board may by
resolution otherwise determine, '

Section 10.  Salaries. Officers of the Academy Board, as Directors of the Corporation,
shall not be compensated for their services. By resolution of the Academy Board, Directors and
officers of the Corporation may be reimbursed for reasonable expenses incident to their duties.

Section 11.  Filling More Than One Office. Subject to the statute concerning the
Incompatible Public Offices, Act No. 566 of the Public Acts of 1978, being Sections 15.181 to
15.185 of the Michigan Compiled Laws, any two offices of the Corporation except those of
President and Vice-President may be held by the same person, but no officer shall execute,
acknowledge or verify any instrument in more than one capacity.

ARTICLE vII

CONTRACTS, LOANS, CHECKS AND DEPOSITS;
SPECIAL CORPORATE ACTS

Section 1. Contracts. The Academy Board may authorize any officer(s), agents,
assistant(s) or acting officer(s), to enter into any contract, to execute and deliver any instrument,
or to acknowledge any instrument required by law to be acknowledged in the name of and on
behalf of the Corporation. Such authority may be general or confined to specific instances, but
the appointment of any person other than an officer to acknowledge an instrument required by
Jaw to be acknowledged should be made by instrument in writing. When the Academy Board
authorizes the execution of a contract or of any other instrument in the name of and on behalf of
the Corporation, without specifying the executing officers, the President or Vice-President, and
the Secretary or Treasurer may execute the same and may affix the corporate seal thereto. No
contract entered into, by or on behalf of the Academy Board, shall in any way bind Oakland
University or impose any liability on Qakland University, the University Board, its trustees,
officers, employees or agents.

Section 2, Loans. No loans shall be contracted on behalf of the Corporation and no
evidences of indebtedness shall be issued in its name unless authorized by a resolution of the
Academy Board. Such authority may be general or confined to specific instances. No loan,
advance, overdraft or withdrawal by an officer or Director of the Corporation, other than in the
ordinary and usual course of the business of the Corporation, shall be made or permitted. No
loan entered into, by or on behalf of the Academy Board, shall in any way be considered a debt
or obligation of Oakland University or impose any liability on Oakland University, the
University Board, its trustees, officers, employees or agents. To avoid creating or perpetuating
circumstances in which the possibility of favoritism, conflicts of interest, or impairment of
efficient operations may occur, the Corporation will not issue a debt instrument (e.g. loan
agreement, promissory note, mortgage, line of credit, etc.) to any person employed by the
Corporation or any person who serves on the Academy Board. This prohibition also applies to
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the issuance of a debt instrument to an entity owned or closely related to any Corporation
employee or Academy Board member.

Section 3. Checks, Drafls, etc. All checks, drafts or other orders for the payment of
money, notes or other evidences of indebtedness issued in the name of the Corporation, shall be
signed by such officer or officers, agent or agents, of the Corporation and in such manner as shall
from time to time be determined by resolution of the Academy Board.

Section 4, Deposits. Consistent with section 1221 of the Code, the Treasurer of the
Academy shall deposit the funds of the Academy in a financial institution or in a joint investment
authorized by the Code. All additional funds of the Corporation not otherwise employed shall be
deposited from time to time to the credit of the Corporation in such banks, trust companies or
other depositories as the Academy Board may select, provided that such financial institution is
eligible to be a depository of surplus funds under Section 6 of Act No. 105 of the Public Acts of
1855, as amended, being MCL 21.146 of the Michigan Compiled Laws.

Section 5. Voting of Securities Owned by this Corporation. Subject always to the

specific directions of the Academy Board, any shares or other securities issued by any other
Corporation and owned or controlled- by this Corporation may be voted at any meeting of
security holders of such other Corporation by the President of this Corporation or by proxy
appointed by the President, or in the absence of the President and the President’s proxy, by the
Secretary or Treasurer of this Corporation or by proxy appointed by the Secretary or Treasurer,
Such proxy or consent with respect to any shares or other securities issued by any other
corporation and owned by this corporation shall be executed in the name of this Corporation by
the President, the Secretary or the Treasurer of this Corporation without necessity of any
authorization by the Academy Board, affixation of corporate seal or countersignature or
attestation by another officer. Any person or persons designated in the manner above stated as
the proxy or proxies of this Corporation shall have full right, power and authority to vote the
shares or other securities issued by such other corporation and owned by this Corporation the
same as such shares or other securities might be voted by this Corporation. This section shall in
no way be interpreted to permit the Corporation to invest any of its surplus funds in any shares or
other securities issued by any other corporation. This section is intended to apply, however, to
all gifts, bequests or other transfers of shares or other securities issued by any other corporation
which are received by the Corporation.

Section 6. Contracts Between Corporation and Related Persons: Persons Ineligible to
Serve as Directors. Pursuant to the Code, each Director, officer or employee of the Academy
shall comply with the Incompatible Public Office statute, Act No. 566 of the Public Acts of
1978, being sections 15.181 to 15.185 of the Michigan Compiled Laws, and the Contracts of
Public Servants with Public Entities, Act No. 317 of the Public Acts of 1968, being sections
15.321 to 15.330 of the Michigan Compiled Laws. The Academy Board shall ensure compliance
with the Contract and Applicable Law relating to conflicts of interest.




ARTICLE IX
INDEMNIFICATION

Each person who is or was a Director, officer or member of a committee of the
Corporation and each person who serves or has served at the request of the Corporation as a
Director, officer, employee or agent of any other corporation, partnership, joint venture, trust or
other enterprise, shall be indemnified by the Corporation to the fullest extent permitted by the
corporation laws of the State of Michigan as they may be in effect from time to time. The
Corporation may purchase and maintain insurance on behalf of any such person against any
liability asserted against and incurred by such person in any such capacity or arising out of his
status as such, whether or not the Corporation would have power to indemnify such person
against such liability under the preceding sentence. The Corporation may, to the extent
authorized from time to time by the Academy Board, grant rights to indemnification to any
employee or agent of the Corporation to the fullest extent provided under the laws of the State of
Michigan as they may be in effect from time to time.

ARTICLE X
FISCAL YEAR
The fiscal year of the Corporation shall begin on the first day of July in each year.
ARTICLE XI
AMENDMENTS

These Bylaws may be altered, amended or repealed and new Bylaws may be adopted by
(a) obtaining the affirmative vote of a majority of the Academy Board at any regular or special
meeting of the Academy Board, if a notice setting forth the terms of the proposal has been given
in accordance with the notice requirements for such meetings, (b) meeting any additional
requirements set forth in the Contract to charter between the Academy and the University Board
and (c) obtaining the written approval of the changes or amendments by the University President
or his designee. Amendments to these Bylaws take effect only after they have been approved by
both the Corporation’s Academy Board and by the University Board or its designee.

ARTICLE XI
CONTRACT DEFINITIONS

The definitions set forth in the Terms and Conditions incorporated as part of the Contract
shall have the same meaning in these Bylaws.



CERTIFICATION

The Academy Board certifies that these Bylaws were adopted as and for the Bylaws of a
Michigan corporation in an open and public meeting, by [unanimous] consent of the Academy
Board on the [7/day of _ {fes 1 £, 2012

{ )

-
o

y
';“W 4 R _

Secretary
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SCHEDULE 3

FISCAL AGENT 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 Star International Academy, a public school academy.

Preliminary Recitals

WHEREAS, pursuant to the Code and the Contract, the College Board, as authorizing
body, is the fiscal agent for the Academy, and

WHEREAS, the College Board is required by law to forward any State School Aid
Payments received from the State of Michigan (“State”) on behalf of the Academy to the
Academy,

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:

"Account" means an account established by the Academy for the receipt of State School
Aid Payments at a bank, savings and loan association, or credit union which has not been
deemed ineligible to be a depository of surplus funds under Section 6 of Act No. 105 of
the Public Acts of 1855, being Section 21.146 of the Michigan Compiled Laws.

"Agreement" means this Fiscal Agent Agreement.

"Fiscal Agent" means the College Board or an officer or employee of Bay Mills
Community College as designated by the College Board.

"Other Funds" means any other public or private funds which the Academy receives and
for which the College Board voluntarily agrees to receive and transfer to the Academy.

"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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"State" means the State of Michigan.

"State Treasurer" means the office responsible for issuing funds to public school
academies for State School Aid Payments pursuant to the School Aid Act of 1979, as
amended.

ARTICLE 11

FISCAL AGENT DUTIES

Section 2.01. Receipt of State School Aid Payments and Other Funds. The College
Board is the Fiscal Agent for the Academy for the limited purpose of receiving State School Aid
Payments. By separate agreement, the College Board and the Academy may also agree that the
College Board will receive Other Funds for transfer to the Academy. The Fiscal Agent will
receive State School Aid Payments from the State, as provided in Section 3.02.

Section 2.02. Transfer to Academy. Except as provided in Article X of the Terms and
Conditions and in the Oversight Agreement, the Fiscal Agent shall transfer all State School Aid
Payments and all Other Funds received on behalf of the Academy to the Academy within ten
(10) business days of receipt or as otherwise required by the provisions of the State School Aid
Act of 1979 or applicable State Board rules. The State School Aid Payments and all Other Funds
shall be transferred into the Account designated by a resolution of the Board of Directors of the
Academy and by a method of transfer acceptable to the Fiscal Agent.

Section 2.03. Limitation of Duties. The Fiscal Agent has no responsibilities or duties to
verify the Academy's pupil membership count, as defined in the State School Aid Act of 1979, as
amended, or to authorize, to approve or to determine the accuracy of the State Aid School
Payments received on behalf of the Academy from the State Treasurer. The duties of the Fiscal
Agent are limited to the receipt and transfer to the Academy of State School Aid Payments and
Other Funds received by the Academy. The Fiscal Agent shall have no duty to monitor or
approve expenditures made by the Academy Board.

Section 2.04. Academy Board Requests for Direct Intercept of State School Aid
Payments. If the Academy Board directs that a portion of its State School Aid Payments be
forwarded by the Fiscal Agent to a third party account for the payment of Academy debts and
liabilities, the Academy shall submit to the Charter Schools Office: (i) a copy of the Academy
Board's resolution authorizing the direct intercept of State School Aid Payments; and (ii) a copy
of a State School Aid Payment Agreement and Direction document that is in a form and manner
acceptable to the Fiscal Agent.




ARTICLE I1I

STATE DUTIES

Section 3.01 Eligibility for State School Aid Payments. The State, through' its
Department of Education, has sole responsibility for determining the eligibility of the Academy
to receive State School Aid Payments. The State, through its Department of Education, has sole
responsibility for determining the amount of State School Aid Payments, if any, the Academy
shall be entitled to receive.

Section 3.02. Method of Payment. Each State School Aid Payment for the Academy
will be made to the Fiscal Agent by the State Treasurer by issuing a warrant and delivering the
watrant to the Fiscal Agent by electronic funds transfer into an account specified by the Fiscal
Agent, or by such other means deemed acceptable to the Fiscal Agent. The State shall make
State School Aid Payments at the times specified in the State School Aid Act of 1979, as
amended.

ARTICLE 1V

ACADEMY DUTIES

Section 4.01. Compliance with State School Aid Act. In order to assure that funds are
available for the education of pupils, an Academy shall comply with all applicable provisions of
the State School Aid Act of 1979, as amended.

Section 4.02. Expenditure of Funds. The Academy may expend funds that it receives
from the State School Aid Fund for any purpose permitted by the State School Aid Act of 1979
and may enter into contracts and agreements determined by the Academy as consistent with the
purposes for which the funds were appropriated.

Section 4.03. Mid-Year Transfers. Funding for students transferring into or out of the
Academy during the school year shall be in accordance with the State School Aid Act of 1979 or
applicable State Board rules.

Section 4.04. Repayment of Overpayment. The Academy shall be directly responsible
for reimbursing the State for any overpayments of State School Aid Payments. At its option, the
State may reduce subsequent State School Aid Payments by the amount of the overpayment or
may seek collection of the overpayment from the Academy.

Section 4.05. Deposit of Academy Funds. The Academy Board agrees to comply with
Section 1221 of the Revised School Code, being MCL 380.1221, regarding the deposit of State
School Aid Payments and Other Funds received by the Academy.




ARTICLE V

RECORDS AND REPORTS

Section 5.01. Records. The Fiscal Agent shall keep books of record and account of all
transactions relating to the receipts, disbursements, allocations and application of the State
School Aid Payments and Other Funds received, deposited or transferred for the benefit of the
Academy, and these books shall be available for inspection at reasonable hours and under
reasonable conditions by the Academy and the State.

Section 5.02. Reports. The Fiscal Agent shall prepare and send to the Academy within
thirty (30) days of September 1, 2018, and annually thereafter, a written report dated as of
August 31 summarizing all receipts, deposits and transfers made on behalf or for the benefit of
the Academy during the period beginning on the latter of the date hereof or the date of the last
such written report and ending on the date of the report, including without limitation, State
School Aid Payments received on behalf of the Academy from the State Treasurer and any Other
Funds which the College Board receives under this Agreement.

ARTICLE VI

CONCERNING THE FISCAL AGENT

Section 6.01. Representations. The Fiscal Agent represents that it has all necessary
power and authority to enter into this Agreement and undertake the obligations and
responsibilities imposed upon it in this Agreement and that it will carry out all of its obligations
under this Agreement.

Section 6.02. Limitation of Liability. The liability of the Fiscal Agent to transfer funds
to the Academy shall be limited to the amount of State School Aid Payments as are from time to
time delivered by the State and the amount of Other Funds as delivered by the source of those
funds.

The Fiscal Agent shall not be liable for any action taken or neglected to be taken by it in
good faith in any exercise of reasonable care and believed by it to be within the discretion or
power conferred upon it by this Agreement, nor shall the Fiscal Agent be responsible for the
consequences of any error of judgment; and the Fiscal Agent shall not be answerable except for
its own action, neglect or default, nor for any loss unless the same shall have been through its
gross negligence or willful default.

The Fiscal Agent shall not be liable for any deficiency in the State School Aid Payments
received from the State Treasurer to which the Academy was properly entitled. The Fiscal Agent
shall not be liable for any State School Aid overpayments made by the State Treasurer to the
Academy for which the State subsequently seeks reimbursement.



Acknowledgment of Receipt

The undersigned, on behalf of the State of Michigan, Department of Treasury, acknowledges
receipt of the foregoing Fiscal Agent Agreement that is part of the Contract issued by the Bay
Mills Community College Board of Regents to the Star International Academy.

BY: ___ “MNg Y WY arter~
Mary G. Mdglin, Executive Director
Bureau of State and Authority Finance
Michigan Department of Treasury

Date: S-323-/8&




Acknowledgment of Receipt

The undersigned, on behalf of the State of Michigan, Department of Treasury, acknowledges
receipt of the foregoing Fiscal Agent Agreement that is part of the Contract issued by the Bay
Mills Community College Board of Regents to the Star International Academy.

BY: M A A T ot
Mary G. Martif, xecutive Director
Bureau of State and Authority Finance
Michigan Department of Treasury

Date: 5'@3'/3




Acknowledgment of Receipt

The undersigned, on behalf of the State of Michigan, Department of Treasury, acknowledges
receipt of the foregoing Fiscal Agent Agreement that is part of the Contract issued by the Bay
Mills Community College Board of Regents to the Star International Academy.

BY: W Vd "\ anto~r
Mary G. Maf#n, Executive Director
Bureau of State and Authority Finance
Michigan Department of Treasury

Date: J-23-/8
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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 Star International 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.



ARTICLE 11

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, revoke or reform the
Contract.

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

1. 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.



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..

1. 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



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.

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

m. By July Ist 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 September 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.

0. Unless the College Charter Schools Office submits, within 5 days of submission, a copy
of the budgetary assumptions submitted by the Academy to the Center for Educational
Performance and Information (CEPI) and confirm that the submitted budgetary assumptions
were used in the adoption of the Academy’s annual budget.

p. Submit copies to the College 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 College 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.



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 I

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

MISCELLANEQUS

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 University Board from each State School Aid Payment received by the University
Board for forwarding to the Academy. This fee shall compensate the University 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 [University/ College/ District] 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 [University/ College/ District] 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.



b. shall upon request, provide the Charter Schools Office with copies or view 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, 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 College Charter Schools Office. Within fifteen
(15) days of receipt of the notification from the Academy, the College Charter Schools Office
Director shall notify the Academy whether the College 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 shall prohibit the Academy from electing to enter into a
contract for an administrative review with an intermediate school district. Nothing in this section
shall require the Academy from electing to enter or not enter into a contract for an administrative
review with the University 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
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



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

Board

Copy of the quarterly financial reports submitted to the Charter Schools Office
Copy of curriculum and other educational materials given to the Charter Schools Office
Copy of school improvement plan (if required)

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

Copies of equipment leases

Proof of ownership for Academy owned vehicles and portable buildings

Copy of Academy Board approved ESP Agreement(s)

Copy of Academy Board approved services contract(s)

Office of Fire Safety certificate of occupancy for all Academy facilities

MDE letter of continuous use (if required)

Local County Health Department food service permit (if required)

Asbestos inspection report and Asbestos management plan (if required)

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

Phase 1 environmental report (if required)

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

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

Evidence of fingerprinting, criminal back-ground and record checks and unprofessional
conduct check required by the Code for all Academy teachers and administrators

Academy Board approved policies

Copy of the annual financial audit and any management letters issued to the Academy Board

Proof of insurance as required by the Contract

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:

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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amadeh Educational Services, inc.

Job Title: Accounting Assistant Department: Accounting

Supervisor: Director of Accounting Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:

Under the direction of the Director of Accounting and Superintendent and HES President, performs a variety of quality accounting
activities related to the payment and receipt of money, the maintenance of records, and the issuance of reports. The Accounting
Assistant computes, classifies, records, and reconciles transactions into the Academies’ financial accounting systems.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENT

s Assists in preparation and monitoring of budget; supports project and task management.

= Diligently reviews invoices and matches with purchase orders, packing lists, and shipping documents against vendor’s invoices
to ensure proper valid invoicing and proper reccipt of materials or services prior to issuing payment.

o Prepares and tracks Account Payable and Account Receivable payment vouchers invoices 10 eosure the timely payment of
outstanding invoices {o prevent late fees or delayed services.

e Timely coordinates, compiles, and deposits accounts receivables as may be necessary to ensure compliance with the district
policies and State requirements.

@ Assists in developing effective methods of managing, compiling, organizing and tracking department documentation and
performs related tasks as assigned by Supérvisor

SUPERVISION AND IMPLEMENTATION
» Compiles and generates reports, spreadsheets; databases, and presentations.as assigned by-Supervisor.
» Maintains up-to-date records of projects, assignments and upcoming events/tasks. ‘
« Follows up and ensure timely submission of assignments and reports,
o Inteinalizes and reflects upon Svpervisor directives and stakeholder feedback to improve individual performance
o Participates in department improvement planning by sharing ideas and input fo enhance operational ‘procedures and interhal
controls

PROFESSIONAL LEARNING OPPORTUNITIES (PL.Os)
» Attends and/or plans the coordination and facilitation of staff meetings, training sessions, and school activities as may be
needed. ' ‘
o Plans goals for self-improvement consistent with the job requirements and/or Academy or HES needs.
e Utilizes training knowledge to implement néw and effective strategies.
a Reflects upon supervisor directives and stakeholder feedback to improve performance.
s Plans and reaches own goals for self-iniprovement consistent with the job requirements and/or the Acadeniies” needs.
 Follows department guidelines and ensures effective implementation of all HES and Academy policies.

RESULTS AND DATA MANAGEMENT
s Accurately completes invoices and deposits coding and account assignments consistent -‘with the Academies’ Accounting
Manual.
e Selects correct account posts, verifies and balances debt and credit eniries,
e Timely and efficient completion of tasks, payment of invoices, and making deposits.
e Timely follows through on outstanding transactions.
s Exercises time management, monitors deadlines, and ensures timely completion of assignments,

REPORTING AND COMPLIANCE
e Maintains accurate and updated records and files.
« Organizes and preserves paper and computer files for ready reference and efficient operation of the
o Prepares spreadsheets for various expenses, deposits and transactions, including credit card and money handling transactions.
= Accurately prepares journal entries, including all bank deposits/wire transfers, accruals, vouchers, adjustments etc.
= Utilizes detail-oriented approach to record expenditures, income, fund balances, reserves, and appropriations.
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PROFESSIONAL QUALITIES
s Performs clerical duties, not limited to drafling 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,
conlractors, and students. ' ,
© Represents the best possible impression of our organization when interacting with the community, prospective employees,
current employees, and other industry professionals. :
e Altends o assignments punctually and considers the impact of his/her attendance on organization efficiency.
o Performs all duties with quality, efficiency dnd dedication tothe Academies and their Managément.
e Performs other duties as may be assigned by the Supervisor, Superintendent or HES President.
SAFETY LEGISLATION:
HES is conunitted 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 Tanuary 1, 2006. As a condition of employment, HES will require that cach new employee hired:
after January 1, 2006, submit criminal backeround checks for all full-time and part-fime employees and for individuals assigned to
regularly and continuously work under confract 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 délegated by the Chief Operations Officer, HES Vice President or by the HES President in
writing. Activities that involve any business coniractual agreements or monetary cost must be pre-approved by the HES President or Vice
President and may need fo be presented to the Academy Board for findl 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 maximurn allowed sick/personal days off (pei employment contract and as directed by
the HR Department), staff promotions, staff transfers or assigninents, 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 usé 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, progesses, know-how, marketing, teaching, selling ideas, selling concepts, equipping processes, customer lists, student names
or addresses, student parents’ names and addresses, foreeasts, marketing plans, strategies, pricing strategies, compuler programs and
copyrightable or patentable materials, or other confidenitial information or subject matier pertaining to the Company's or schools’
business; or any of i3 clients, customers, students, students’ parents, consultants, suppliers oy Affiliates, which a Covenanter may
produce, use, view or otherwise-acquire during while engaged pursuant to this Agreement ("Proprietary/Information").

SKILLS/EXPERIENCE:

e Oral comprehension & expression skills, written comprehension & expression skills, visual acuity , speech clarity & recognition
skills, interpersonal communication skills, organjzation and planning skills, professionalism, computer literacy, keyboard skills,
time management skills ‘ '

EDUCATION AND EXPERIENCE:

@ Bachelot’s degree in Accounting, Business Administration or similar field.
» Minimum two years’ experience of training; of equivalent combination of education and experience,

PHYSICAL DEMANDS:

The physical demands are representative, of those that must be met by an cmployee 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 oceasionally is
required to manually move, 1ift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and
reaching.

Issued and Approved by: T
Name and Title : Signature:
Employee Name and Title : Signatore:

Hamadeh Educational Services, Ine. is an equal opportunity empioyer.
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Job-Title: Accounting Generalist Department: Accounting
Supervisor: Divector of Accounting. Employer: Hamadeh Educational Services (HES)
BASIC FUNCTION:

Under the dircetion of the Ditector of Accounting and Superintendent and HES President, schedules, plans, organizes; ‘assigns, and reviews HES
Academies” accounting activities; performs related work as required; establishes and revises accounting procedurcs; conducts accounting ‘analysis
and prepares financial statements; and assists the Director of Accounting and Superintendent and the TTES President in the Acadermies® budget
preparation, planning, apalysis, and monitoring, as needed.

RESPONSIBILITIES:
BEPARTMENT PLANNING AND IMPOVEMENTS

2

Plans and organizes the accounting services. department work load, including but not limited fo budget conirol records, proper reeeipt and
disbursement of funds, cafeteria accounting, pupil atténdance, special projects, internal auditing, and other fiscal activitics.

Assists in preparing financial reports and documents needed by the Academies” CPA firm.

Plans, organizes, and coordinates a variety of tecchnical business, accounting, and financial functions.

Assists in preparing.and reviewing the Armual Budgets and Budget Amendments as required by the Superyisor and {he Board of Directors.
Plans aud implements automated systems for maintaining invenlory and purcbase orders using MIP modules.

SUPERVISION AND TMPLEMENTATION

2
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Recommends and assists in the formulation and implementation of policies and procedures velated to fiseal activities including the completion
of analytical studies required to assess performance.

Assists in the processing of budget control records, and the proper receipt and disburscment of {unds, cafcleria accounting, pupil atlendance,
special projects, internal auditing and othier fiscal activities. Recommends updates to the depariment and procedures to ensurc cost effective aind
timely accomplishment of goals and objectives.

Identifies and recommends methods to improve operational procedwres and internal eontrol.

Tracks invoices to ensure the limely payment of outstanding, invoices fo prevent late fees or delayed services.

Works coilaboratively with others engaged in various school business activities:

Develops cifective methods of managing, compiling, organizing and tracking department documentation. Performs relatéd tasks as-assigned by
Supervisor.

PROFESSIONAL LEARNING OPPORTUNITIES (PT.O5)

8
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Participates in financial meetirigs and activities as required.

Collaborates in cvaluating and recommending staff development necds.

Plans and reaches own goals for self-improvemcit consistent with the job requirements and/or the: Academy’s needs:
Fosters professional growth and provides professional assistance to stafl as required.

Aftends staff meetings and training sessions as may be needed and implements new sirategies accordingly.

Ensures timely and complete participation in and documentation of training sessions including PLOs as needed.

RESULYS AND DATA MANAGEMENT

®
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Mauintains records of expenditires and income, fund balances, reserves and appropriations.

Assists in compiling data needed to prepare regular reports concerning district financial conditions

Prepares joumnal vouchers and entriés and makes adjustments and closing entrics.

Prepares, plans, and supervises activitics related to year-end closing and processes bank deposits-and reconcile bank aceounts and balance sheets
with schools® accounting system.

Enters accounts payable cheek requests and cash disbursements and tracks invoices o ensure prompt payments are made to prevent late fees or
delayed services.

Prepares general joumnal adjustments and aceruals all in MIP, reviews irial balance in order to prepare monthly Financiai Staiements,

REPORTING AND COMPLIANCE,

L]
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Maintains uniformity in the use of the accounting syslems/application by strictly using the MIP/SAGE application
Organizes all clecironic records, databases, and supporting dodumentation all by year and category so that information is easily accessed.
Maintains the: integrity of the accounting systemsfrecords. Assures that financial income and expenditure transactions and records are in
complianee with Federal, State; and County rules, and regulations and requirements and that HES and Disiricts policies and procedures arc met;
Assists the Dircetor of Accounting in the preparation and monitoring of the Academies’ budgels.
Assists in preparing a variety of district Ginancial statements, conducts special audits or analytical studics to insure compliance
Reviews and updates financial reporis, receipts, disbursement records, and computer print-ouls to. insure accuracy
Assists in compiling records and data required to develop monthly, quarterly, and annual budgets and amended budgcts
Prepares annual reports as required by the Department of Education (school meals year-cnd reports, transportation expenditwres reports, and
special education actual cost reports).
Prepares year-end financials and schedules needed by the CPA firm for audit and financial reviews.
Submits yearly audited financial information enline via FID (Financial Information Database).
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PROFESSIONAL QUALITIES

= Lollows an organizational system for documenting and communicating all Accounting issues and concerns with Supervisor.

s Represents the best possible impression of our organization when interacting with the community, current employees, and other industry
professionals.

= Channels concerns to administration for solutions in the best interest of the organization.

e Communicates with vendors and employees to arrange payment or resolve discrepancies as necessary; assists assigned personnel with resolving
accounting issucs.

= Performs all dutics with quality, efficiency and dedication to the Academies and their Management.

» Performs other duties as may be assigned by the Supervisor, Superintendent or HES President.

SAFETY LEGISLATION:

HES is committed fo. the maximum safety of its students and employees. HES will comply with the "Scheol Safety” legislation (2005 PA 129:131 and
138) enacted in law effective January 1, 2006, As.a condition of employmmt‘ HES will require that each new ciniployee hired afer January 1, 2006,
submit criminal background checks for all full-time and part-time employces and for individuals assigned to regularly and continuously work under
contract in the Academy prior to the fust day of employment. Student teachers and/or other volunieers are required to submit a criminal background
check prior to the fiist day of service.

APPROVALS:

All activitics must be pre-approved by the immediale supervisor before ﬁ]t:!l‘ {inal implemeniation as may be consistent with the policies in the QPM
Meanual and policies or as may be delegated by the Chief Operating Officer, HES Vice President or by the HES President in writing, Activitics that
involve any business contractual agreements or monetary cost must be prc-approved by thé 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 IS President. The
responsibility does not. inchide making decisions regarding ‘staff benefits, payroll, approval of their vacalion days or sick/personal days including
absences beyond the maximum allowed sick/personal days off (per employment contract-and as ditected by the HR Departoiient), stafl promotions,
stall ransfers or assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or-consulting
‘agresments on behalf of the Academy, or Hanadeh Bducational Services, and/or Representation of the HES Roard 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 Academics® benefit, at
any time, either during or subsequent to the termination of the Employinent Contract Agreement, any trade secrets, formulae, methods, techniques,
computations, knowledge, data or other information of the Company dnd schools relating to products; processes, know-how, marketing, teaching,
selling ideas, selling concepts, equipping processes, customer lists, student names. or addresses, student parents’ names and addresses, (orecasts,
markeling plans, strategies, pricing strategics, computer programs and copyrighiable or patentable materials, or olher confidential information or
subject maiter pertaining to the Company’s or schools' business; or any of its clients, customers, students, students’ parents, consullants, suppliers or
Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engdged pursuant to this Agreenent
("Proprietary/Information™).

SKILLS/EXPERIENCE:

¢ Oral comprehension & cxpression skills, written comprehension & éxpiession skills, visual acvity , speech clarity & recognition skills,
interpersonal communication skills, organization and planning skills, professionalism, computer lit"cracy,‘ keyboard skills, time management skills.

s Experience with accounting, fiscal control, budgeting procedures and methods, internal-auditing, purchasing, contract administration, management
Ainformation systems, and records vetention; Familjarity with laws applicable to. finaneial procedures, funding in public schobls, State and Federal

Tunds, and the Michigan Department of Education Code provisions of school accounting; legal contracts and other binding agreements; experience
with MIP isa plus:

EDUCATION /TRAINING

e Any combination equivalent to a Rachelor's Degree in Busivess Administration, Finance, Accounting or velated {ield, preferably with a
specialization in Public or School Administration.

o Must comply with all applicable laws related to business or CPA licensing is required,

« Must meet continuing education requirements as prescribed by rules promuigated by the State of Michigan, as applicable,

PTIYSICAL DEMANDS:

The physical demands are represcntative of those that must be met by an employee to successfully perform the cssential functions of this job. The
ability lo perform the fumctions by silting or standing for extended periods of time. The employee occasionally is required to. mannally move, lift,
carfy, pull, or push ebjects up to 25 pounds in addition to veeasional stooping, bending, and reaching,

Issued and Approved By:

Name and Title : Signature:

Employee Name and Title: Signature:

Hamadeh Educational Services, Inc. is an Equal Opportunity Employer,
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Job Title: Adminisirative Assistant and Coordinator of

. . ariment: inistrati
Substitute Services Department: Administration

Supervisox: Principal and Assistant Superintendent Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:

Under the direction of the Principal/Assistant Superintendent, {o provide professional support as an  Administrative Assislant {o the Assistant
Superintendent and Coordinator of Substitute Serviees; perform a broad range of seeretarial and adminisirative. functions; perform complex tasks
“and assuime responsibilities using initiative, problem-solving skills and independent judgment in the interpretation and application of established
district and depariment policies and procedures within HES. Coordinates and manage all substitute services for all the Academies.

RESPONSIBILITLES:

DEPARTMENT PLANNING AND IMPROVEMENTS

e Supports A%qﬂtant Superintendent and Principal for the purpose of providing assistance with their administrative functions

= Cooidinates, manages and tracks all internal and external substitute services for all the academies

e Ensures ail substitutes qualifications, permit réquirements und finger printing are in place ahead of substitule placement including all
substitutes meet MDE and HES qualification requirements..

Participates in department improvement plan by sharing ideas and input to'enhance services and program.

Develops effcctive methods of managing, compiling, organizing and tracking department documentation of student records in an organized
and accessible mamner. Performs tasks as assigned by Supervisor,

o Sets clear objectives for department, participates in improvement plans by sharing ideas and Inpul to enhance services and programs,
Participates iil depariment mlprovcment plan by sharing ideas and input to enliance services and program.

Assists in coordinating and managing calendar activities: confercnees; school visits, seminars, workshops, speaking engageinents, cle.

» Facilitates scheduling, entollment activities and communications.

© Assists in ordering and. maintaining supply inventory and stock, provides follow up on purchase orders, packing slips, and receipt of purchases.

SUPERVISION AND TMPLEMENTATION

¢ Monitors and coordinates schiool-wide purchase.ordersion Microix

» Maintaing documents, files, :and records for the purpose of providing up to date refercnee and audit trail for compliance. Performs variety of
clerical duties as assigned by the Supervisor and the Superintendent.

o Sets up or coordinates the assigmment of external substitutes in the classroom and instructs on generat aod school-wide -policies and

procedures.

Assists in student admissions process, Main Office activities, and récord keeping and pupil-accountant documents such as couril day reporting.

Attends and rceords minutes-at meetings. Prepares agenidas; notices, and repotts for meetings.

Assists in the création of reports, fécords and other pagerwork as assigned by the Assistant Superintendent

Effectively communicates with staleholders; addresses their needs {o ensure satisfactory customer service.

Follows up with staflf to collect assigniments and repotts and ensure compliance with the HES policies,

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

o Attends all school events, meetings, seminars, workshops, and activities such as but not limited to Parent-Teacher Confevences, open houses,
orientations, PTC, and assemblics as directed by the Supervisor, Office. Manager, Principal, and/or the HES President.

e Records meetmg minutes, maintains professional development binder, professional learning sessions documentation, and sign-in forms.

» Ensures timely and complete parlicipation in and documentation of mcctmg and PLOs where applicable.

s Provides staft with traiting sessions as assigned by Supervisor or Principal,

o Guides staff, students and parents to ensure the smooth operation of the school.

« Plans personal development goals to be cobsistent with and supportive of job requirements and the Academy needs.

RESULTS AND DATA MANAGEMENT

o Creales spreadsheets, databases, presentations; and report$ as assigned by Supervisor.

o Uses data to guide decision-making and formulation ol recommendations and improvements for the Department.

= Organizes and prescrves paper and computer files for efficient refercnce snd operation.

e Scans, files, and processcs mail and documents-as rcquebtcd by Supervisor,

» Records student data onto the computer gencrates statistical reports on; enrollment, transportation, purchases, dircetories (students and parents,
staff, and vendors), and attendance.

= Provides a wide variety of complex and confidential administrative and secretarial suppori to the Assistant Superintendent.

REPORTING AND COMPLIANCE

= Maintains and insures the receipt of all substitute staffing personnel files and dogumentation
s Secures Substitute Permits for contracted substitutes

e Reports all complaints, actions, and issues related to school to Supervisor.

e Records staff attendanece, and substitute timesheets and documentation
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= Iniernalizes and veflects upon Supervisor directives and stakcholder feedback to improve individual performance; promotes posilive working
cnvironment, opcrates profcssionally and courteously as exhibiied by stakeholders' satisfaction.

¢ Assists in processing of all student enrollment and admissions documentation as may be required by local and State authorities, School Board
and personnel, and the HES administration,

= Complies with all district, school, and departmental policies; upholds FERPA protectious of confidentiality and proper daily operations;

» Usesexpeitly a variety of computer applications, including word proecssing, database, spreadshects, and presentation software.

PROFESSIONAL QUALITIES

= Provides excellent customer service and imparts positive communication with all stakeholders.

Demeonstrates professionalism in work cthics, handling confidential information and managing conflicts effectively
Holds as confidential, all aspects of the job designated confidential by the Assistant Superintendent and Pringipal.
Maintains professional appéarance and behaves in manner appropriate (o 4 public setting and the HES philosophy.
Practices time management, performs all duties reliably, efficiently, with the highest cthics, and strong sense of dedication to thie Academy and
its Management.

Follows organizational system for documenting and communicating student progress and/or concerns to stakeholdérs,
Channels concerns to administration for solutions; performs other duties as assigned.

Demonstrates flexibility in ensuring that assighments are completed in a timely manner

Understands the school mission and adopts and works within the vision and pillars established by HES

Performs all duties with quality; efficicncy and dedication to the Academy and its Management,

Performs other duties as may be assigned by the supervisor, Superintendent, and HES President or her/his designee.
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SAFETY LEGISLATION:

HES is committed to the maximum safety of its students and employeces. HES will comply with the "School Safely" legislation (2005 PA 129-131 and 138)
enacted il law efféctive January 1, 2006. As a condition of employment, HES will require that each new employee hired after Janvary 1,.2006, submit
cripinal backgmund checks for all ful-time and part-time employees and for individuals assigned to regularly and continuously: work under contract in the
Academy prior fo the first day of employment,

APPROVALS: ‘

All actiyities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the: policies in-tie OPM
Manual and policies of ‘as miay be-delegated by the Chief Operating Officer, TTES Vice President or by the HES President in writing. Activities thal
involve any business contractual agresments or monetary cost must be pre-approved by the HES President or Vice President and may ueed to be presented
to the Academy Board for final approval.

EXCLUSIONS:

The responsibility does not include hiring or firing of siaff. All purchases must be pre-approved by the Superintendent and HES Prcsident. The
responsibility does not include making decisions regarding slaff benefits, payroll, approval of their vacation days or sick/personal days including absences
“beyond the maximum allowed sick/personal days off (per employment confract and as directed by the HR Deépartment), staff promotions, stall transfers or
assignments, school closings, facility use and key distribution and copying, making business or fegal contractual and/or consulting agrecments on behalfof
the Academy, or Hamadeh Educational Services, and/or Rt:pl esentation 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 duridg or subsequent to the. termination of the Employment” Coniract Agreement, any trade secrets, formulae; incthods; techniques,
compulations, knowledge, data ot other information of the Company and schools selating to producls, processes, know=how, marketing; teaching,
selling ideas, selling concepts, equipping processes, customer lists, staft information, student names or addresses, student parénts® names and addresses;
forecusts, marketing plans, siralegies, pricing strategies, computer programs and copyrightable or patentable materials, or other confidential information
or subject matter pertaining 1o the Company's or schools' business, or any of its-clients, customers, students, students™ parents, consulfants, suppliers. or
Afliliates, which @ Covenanter may praduce, use, view or otherwise aequire during while engaged pursuant lo this Agreement (*Propiiciary
\Information").

SKILLS/EXPERIENCE:

o Oral comprehension & expression skills, written comprehension & expression  skills, visual aciity , spoech clarily & recognition skills,
interpersonal communication skills; .organization and plaguing skills, professionalism, computer literacy, keyboard skills, time management
skills

EDUCATION AND TRAINING:
« High school diploma or General Education Degree (GED).
» Minimum two years™ experience o training; or cquivalent combination of education and experience.

PHYSICAL DEMANDS:

The physical demands are represcntative of those that must be met by an cmployee to successtully 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 manvally
move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching.

Issued and Approved by: N
Namie and Title : Signature:
Employce Name and Title: Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer,
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lamadehn Educational Seyvices, inc.
ol Description

Job Title: Administrative Assistant Department: Administration

Supervisor: Office Manager and Pupil Accountant-and Principal | Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the direction of the Office Manager and Principal, to compile and keep records, issue reports, and perform clerical,
administrative, and office tasks.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

» Assists in developing effective methods of managing, compiling, organizing and . {racking department documentation as assigned by
supervisors.

Sets clear objectives for department, participates in improvement plans by sharing ideas and input to enhance services and programs.
Assists in coordinating and managing calendar activities: conferences, school visits, seminars, workshops, speaking engagements, etc.
Facilitates scheduling, enrollment activities, immunization updates, and comrmunications.

Assists in ordering and maintaining supply inventory and stock; provides follow up on purchase orders, packing slips, and receipt of
purchases.

SUPERVISION AND IMPLEMENTATION

= Assists in monitoring student attendance by tnaintaining accurate timely records, generating hourly and daily attendance reports, and
conlacling parents and teachers when appropriate.

e Maintains up-to-date records of student packets, visitors, time cards, ete.

e Performs vatiety of clerical duties as assigned by Supervisor, Principal, and Supetintendent.

o Assists in gtudent admissions process, main office ac'tivi(ies, and record keeping, Effectively communicates with stakeholders; addresses

their needs to ensure satisfactory customer service including escalating situations that need action as necessary to the [ES President and

Superintendent.

Follows up with stafl to collect assignments and reporls and ensure compliance with loeal and State requirements, Academy Board and

HES administration.

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

¢ Attends all school events, mectings, seminars, workshops, and activities such as but not limited to parent-tcacher conferences, open
houses, orientations, PTC, and assemblies as directed by the Office Manager, Principal, and/or the FHIES President.

» Records meeting minutes, maintains professional development binder, professional leaming sessions documentation, and sign-in forms.

» Engures timely and complete participation in and documentation of meeting and PLOs where applicable.

» Provides stalf with training sessions as assigned by Supervisor or Principal.

o Guides stafT, students and parents to ensurc the smooth operation of the school.

» Attends school events as may be required such as parent-teacher conferences, open houses, and orientations, ctc.

» Plans personal developinent goals to be consistent with and supportive of job requirements and the HES student well-being
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RESULTS AND DATA MANAGEMENT

a Creates spreadsheets, databases, agenda’s, nofices, presentations, and reports as assigned and approved by Supervisors.

2 Uses data to guide decision-making and formulation of recommendations-and improvements for the Department,

» Organizes and preserves paper and computer files for efficient reference and operation.

Scans, files, and processes matl and documents as requested by supervisors.

& Records student data onto the computer generates statistical reports on: enroliment, transportation, purchases, directories (students and
parents, staff, and vendors), and attendance.

e Manages copy machine maintenance and records, routinely examines inventory of office machines; furniture, and supplies.

-]

REPORTING AND COMPLIANCE

= Reports all complaints, actions, and issues related to school to Supervisors.

o Contemplates and reflects upon Supervisors directives and stakcholder feedback (o improve individual performance; promotes positive
working cnviromnent, operates professionally and courteously as to insure stakeholders' satisfaction.

= Assists in processing of all student enrollment and admissions documentation as may be required by local and State authoritics, School
Board, and the HES administration. )

a Complics with al} district, school, and departmental policies to nphold FERPA protections of confidentiality and mandatory daily
operations.
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o Records, tracks, and generate reports on stndent/staff attendance, late arrival, carly dismissal, visttors, substitute/staff time cards as
assigned; maintains accurate and updated database, records, reports, and checklists.

PROFESSIONAL QUALITIES

e Provides excellent customer service and imparts positive communication with all stakcholders.

e Maintains professional appearance and behavior appropriate to a public scling and the HES philosophy.

» Demonstrates professionalism in work ethies, handling confidential information and managing conflicts effectively
Performs all duties with quality, efficiency and dedication to the Acadenty and its Management

@ Follows organizational system for documenting and communicating student progress and/or concerms to stakcholders,
¢ Channels concerns to administration for solutions; performs other duties as assigned.

e 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 FIES

SAFETY LEGISLATION:

HES is comunitted 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 cffective January 1, 2006. As a condition of employment, HES will require that each new employee hired
after January 1, 2006, submit crirainal background checks for all full-time and part-time employees and for individuals assigned fo regularly
and continuously work under contract in the Academy priorto the first day of employment.

i<

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 o 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 inclnding absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by the
HR Department); staff promotions, staff fransfers or assignments, school closings, facility use and key distribution and copying, making
business or legal contractual andfor -consulting agreements: on behalf of the Academy, or Hamadeh Educational Services, and/or
Representation of the HES Board President unless specificatly 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, cither during or subsequent to the termination of the Employment Contract. Agreement, any trade secrets, formiae,
methods, techniques, computations, khowledge, 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 plaus, strategies, pricing stralegies, 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 othérwise acquire during while engaged pursuant to this Agreement ("Proprietary \Information").

SKILLS/EXPERIENCE:

o 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 mansigement skills :

EDUCATION AND TRAINING:
¢ High school diploma or General Education Degree (GED).
e Minimum two years’ 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 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 10 occasional stooping, bending, and
reaching.

Issued and Approved by: - .
Name and Title : Signature:
Employee Name and Title: Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer.
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amadeh cational Services, inc.

Job Title: Administrative Assistant — Support Center/Central Office (SC/CO) | Department: Administration

Supervisor: Director of Talent Acquisition and Director of Human Resources | Exmployer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the direction of the Director of Talent Acquisition and the Director of Human Resources retrieves; compiles and keeps vecords,
issues reports, and performs a variety of clerical, administrative, and office tasks.

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS
» Assists in developing effective methods of managing, compiling, organizing and tracking department documentation. Performs related .
tasks as assigned by Supervisor.
s Sets clear objectives for department, participates in improvement plans by sharing idcas and input to enhance sérvices and programs.
» Under direction of -Supervisor, maintains. and updates HR calendar to ensure timely follow-up with compliance requirements and
deadlines.
» Developing construciive and cooperative working relationships with others, and maintains them over time 1o ensure tasks ave completed
efficiently and in a timely manner.
o Facilitates scheduling of employment activities, audit and personnel updates, and commmications.
o Under thé direction of the Supervisor, orders and maintains supply inventory and stock, provides follow up on purchase orders, packing
slips, receipt of purchases.

SUPERVISION AND IMPLEMENTATION

s Accurately assists new employees with the preparation and processing of employment documentation including unprofessional coriduct
releases, child abuse and neglect clearances and 1-9 employment verification forms.
Maintains up-to-date records of new hire packets, staft documentation, visitors, ete.
Performs variety of clerical duties as assigned by Supervisors, COO, HES Vice President, and/or I1ES President.
Assists in reeruiting by conducting phone inteérviews, reference checks and other related tasks as requéested by Supervisor.
Follows up with staff to collect assignments and reports and ensure compliances with HES policies.
Manages and maintains the supply room by maintaining inventory and organizes excess inventory in a clean and presentable fashion.
Effectively communicates with stikeholders; addresses their needs to ensure satisfactory custorer service including escalating situations
that need action as necessary fo the COO, HES Vice President, and/or TUES President

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)
o Attends all school events, meetings, seminars, workshops, and activities as directed by the Supervisor(s) and/or FIES President.
Records meeting minutes supporting documentation, name tags and sign-in sheets.
Enswres timely and complete participation in and documentation of meeting and PLOs where applicable.
Provides staff with training sessions as assigned by Supervisor.
Guides stalf, students, parents and guests lo ensure the smooth operation of the Suppért Cenler
» Plans personal development goals to be consistent with and supportive of job. requirements and HES mission and vision

RESULTS AND DATA MANAGEMENT
= Creates and maintains spreadsheets, daiabases, presentations, and reports as assigned by Supervisar,
» Uses data to guide decision-making and formulation of recommendations and improvements for the Department.
e Orpanizes and prescrves paper and computer [(iles for efficient reference and operation.
» Scans, {Tles, and processes mail and documents as requested by Supervisor.
» Maintains up-to-datc and aceurate logs and records in Microsoft Excel and Qutlook
o Manages copy machine maintenance and records, routinely cxamincs inventory of office machines, furniture, and supplies.

REPORTING AND COMPLIANCE

s Reports all complaints, actions, and issues related to the Academies to Supervisar and mainiains accurate records.

@ Promotes posilive working environment, operates professionally and courteously as to insure stakcholders' satisfaction.

» Tnternalizes and reflects upon Supervisor directives and stakeholder feedback to improve individual performance

« Assists in processing of all cmployment documentation as may be required by local and State authorities, school Board and personnel,
and HES administration.

o Complies with all the District, Academy and departmental policies; upholds the employment and FERPA prolections of confidentiality
and proper daily operations.

® @ & e € @

&
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o Lffectively and timely screens and manages phone calls and visitors, and promptly channels concerns fo administration for solutions.

PROFESSIONAL QUALITIES

s Provides excellent customer services, relies on posilive conununication with all stakeholders.

= Maintains professional appearance and d in a maaner appropriate to a public setfing and HES phitosophy.

= 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
Practices time management, performs all duties veliably, efficiently and with the highest cthics and strong sense of dedication to the
Academies and their Management. .
Takes all necessary measures to ensure confidentiality of all staff information and HR activities.
Follows organizational system for decwnenting and communicating progress and/or concerns to-stakeholders.
Performs other duties as assigned.
Demonstrates flexibility in unscheduled assignments, understands, adopts, and works consistently with HES mission.
Guides staff, students and parents to ensure the $mooth operation of the Support Center/Central Office (SC/CO).

B

e

@

2
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o

SAFETY LEGISLATION:

HES is committed to the maximuin safety of its students and employces: TIES will comply with the “School Saféty™ legislation (2005 PA 129-131 and 138)
enacted in law effective January 1, 2006. As a condition of eraployment, HES will require that each new employee hired after January 1, 2006, submit criminal
background checks for all full-time and pari-time employees and for individuals assigned 10 régularly and continuously work under contract in the Academy
prior {o the first day of employment.

APPROVALS:

All activities must be pre-approved by the inunediate supervisor before their final implementation as may be consistent with the policiés 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 wriling. Activilies that involve any
business coniraclual agreements or monetary cost must be pre-approved by the FIES President or Vice President and may need to be presented to the Acacdemy
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 FIES President. ‘The responsibility
does not include maling decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences beyond the
maximum allowed sick/personal days ofY (per employment conlract and a3 directed by the HR Department), stalf promotions, stafl transfers or assignments,
school closings, facility use and key distribution and copying; making business or Jegal contractual and/or consulting agrcements on behaif of the Academy, or
Hamadch Educational Services, und/or Representation of the TIES Board President vnless specifically delegated by her in writing.

CONFIDENTIALITY OF INFORMATION:

The employee shall keep confidential and not diselose, or make any vse-of, except for Hamadch Educational Services or the Academies” benefit, at any
time, either during or subscquent to the termination of the Employment Contract Agreement, any trade secrefs, 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 concepls, equipping processes, custonier lists, staff information, student names or addresses, stadent parents’ names and addrésses, forecasts,
murketing plaps, strategies, pricing strategies, compuler programs and copyrighiable or patentable materials; or other confidential information or subjcct
matter pertaining to the Company's or schools’ business, or any of its clients, customers, students, students’ parents, consultants, suppliers or A ffiliates,
which a Covenanter miay produce, use, view or otherwise acquire during while engaged pursuant to this Agreement (“Proprictary \Information").

SKILLS/EXPERIENCE:

= Oral comprehension & expression skills, written comprehiension & expression skills, visual acuity , speech elarity & recognition
skills, interpersonal communication skills, organization and, planning skills, professionalism, computer Jiteracy, keyboard skills,
time management skills

EDUCATION AND TRAINING:
» High school diploma or general education degree (GED).
» Minimum two years” expericnec or training; or equivalent combination of education and experience.
PHYSICAL DEMANDS:
The physical demands are yepresentative of those that must be et by an employee to successtully perform the essential functions of this

job. The ability to perform the functions requires sitling or standing, for-extended periods of time. The employee occasionally is required to
marnually move, lift, camry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching.

Issued and Approved by: - .
Name and Title : Signature:
Employce Name and Title: Signature:

Hamadeh Educational Serviees, Ine. is an cqual opportunity employer.
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amadeh Educational Services, Inc.
Job Description

Job Title: Administrative Assistant — Support Center/Central Office (SC/CO) Department: Administration

Supervisor: Chief Operating Officer Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the direction of the Chief Operating Officer compiles and keeps records, issues reports, and performs a variety of clerical,
administrative, and office lasks.

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

@

Assists in developing cffective methods of managing, compifing, organizing, filing, and tracking department documentation. Perforris
rclated tasks as assigned by Supervisor,

e Scts clear objectives for depariment, participates in improvement plans by sharing ideas and input to enhance services and programs.
e Under the direction of the Supervisor, manages and updates Livescan forins and receipts, DFA documentation ir acking, UPC processing,

&

e

and other HR documentation as needed.
Effectively and timely screens and manages phone calls and visitors, and promptly channels concerns to administration for solutions.

Developing coustructive and cooperative working relationships with others, and maintaing them over time to ensure tasks are completed
cfficiently and-in a timely manner

o Facilitates scheduling of pre-cmployment activities, and communications.

Under the direction of the Supervisor, orders and maintains supply inventory and stock, processes and provides follow up-on purchase
orders, packing slips, receipt of purchases,

SUPERVISION AND IMPLEMENTATION

2

8

Accurately assists new employees with the preparation of employment documentation including unprofessional conduct releases, child
abuse and neglect clearances and [-9-employment verification forms.

Schedules Support Center Conference Room usage and coordinates-event planning materials and resources needed

Performs variety of clerical duties as-assigned by Supervisor, HES Vice President, and/or President.

Manages and maintains the Support Center kitchen; coffée-supplies and organization and eleanliness

Follows up with staff to-collect assignments and feports and ensure compliances with HIIS policies.

Manages and maintains the supply room by maintaining inventory and organizes excess.inventory in a clean and presentable fashion.,
Effectively communicates with stakcholders; addresses their needs to ensure satisfactory customer service including escalating situations
that need action as necessary to the COO, HES Vice President, and/or HES President

Guides staff, students, parents and guests to ensure the smooth operation of the Sipport Center

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

Attends all school events, meetings, seminars, workshops, and activities as directed by the Supetrvisor and 1J:S President.
Records meeting minutes supporting documentation, name tags and sign-in sheets.

Ensures timely and complete participation in and documentation of meeting and PLOs where applicable.

Provides staff with training sessions as assigned by Supervisor.

Plans personal development goals 1o be consistent with and supportive of job requirements and HES student well-being

RESULTS AND DATA MANAGEMENT

Creates and maintains spreadsheets, databases, presentations, and reports as assigned by Supervisor.

Uses data to guide decision-making and formulation of recommendations and improvements for the Department.
Organizes and preserves paper and computer files for efficient reference and operation.

Maintains up-to-date and accurate logs and records in Microselt Excel and Outlook

Marrages copy machine maintenance and récords, routinely examineg inventory of office machines, furniture, and supplics.

REPORTING AND COMPLIANCE

@

&

L3

Reports all complainis, actions, and issues related to the Academics to Supervisor; maintains accurate records.

Intcrnalizes and reficcts upon Supervisor directives and stakeholder feedback to improve individual performance

Assists in processing of all emiployment documentation as may be required by local and State authorities, schoo! Board and personnel,
and HES administration.

Complies with all the District, Academy and departmential policies; upholds the employment and I LRPA protcctlons of confidentiality
and proper daily operations.

Promotes a professional and positive work environment as evidenced by Supervisor’s satisfaction and consistent with HES mission and
Philosophy.
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PROFESSIONAL QUALITIES

= Provides excellent customer services, relies on posilive communication with all stakcholders.

= Maintains professional appearance and demonstrates self ethically and in a manner appropriate to a public setting and HES philosophy.

e Promofes a professional and positive work cavironment as evidenced by Supervisor’s satisfaction and consistent with ITES mission and
Philosophy.

» Practices time management, performs all duties reliably, efficierdly and with the highest ethics and sirong sense of dedication to the
Academies and their Management.

o Takes 4l necessary measures to ensure confidentiality of all staff information and HR activitics.

¢ Follows organizational system for documenting and communicating student progress and/or concerns 1o stakeholders.

& Performs other dutics as assigned. Demonstrates flexibility in unscheduled assignments, understands, adopts, and works consistently
with HES mission.

a Guides staff, studenis and parents to ensure the smooth operation of the Support Center/Central Office (SC/CO).

SAFETY LEGISLATION:

HIES is commitied 10 the maximum safely of its students and employees. HES will comply with the "Sehool Safety” legislation (2005 PA 129-131 and 138)
* enacted in law effectiveJanvary 1, 2006. As a condition ofemployment, HES will reguire that each new employee hired after Tanuary 1, 2006, submit criminal.

background checks for.all full-time and part-time employees and for individuals assigned to-régularly and continuously work under-contract in the Acadeniy

prior to the first day of employment,

APPROVALS:

All activities must be pre-approved by the immediate supervisor before their final uplementation as may be consistent with-the policies in the OPM Manial
and policies or as may be delegated by the Chyef Operating Officer, IS Vice President or by the FES President in writing, Activities that involve any
business contractual agreemens or monelary costmust be pre-approved by the TIES President or Vice President-and may need to be-presénted to the Acadery
Board for final approval,

EXCLUSIONS:

The vesponsibility does nof include hiring or firing of staff. All purchases must be pre-approved by the Superiniendent 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 ihe
maxinum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions; staff transfers or assignments,
school closings, faility use:and key distribution and copying, making businéss or legal contractual and/or consulting agréerments o bebalf of the Acadeiny, of
Hamadech Educational Services, and/or Representation of the HES Board President unless specifically defegated by her inwiiting.

CONFIDENTIALITY OF INFORMATION: ‘

The employee shall keep confidential and not disclose, or make any use of; except for Hamadeh Educational Sérvices or the Academies’ beriefit, at any
tinie; either during or-subsequent o the termination of the Employment Contract Agreement, any trade secrefs, forinulae, methods, techniques,
comput'mom, 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 ifs clients, customers, students, students” paresits, consultants, suppliers or Affiliatcs,
which 4 Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprictary \Information").

SKILLS/EXPERIENCE:

s Oral comprehension & cxpression skills, writlen comprehension & expression skills, visual acuity , speech clarity & recogaition skills,
interpersonal communication skills, organization and planning skills, professionalism, computer fiteracy, keyboard skills, time
management skills

EDUCATION AND TRAINING:
= High schootl diploma or general education degree (GED).
s Minimum two years’ experience or training; or cquivalent 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 1o perform the [unctions requires sitting or standing for extended periads of time. The employee occasionally is required to
manually move, 1ili, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching,.

Issued and Approved by: . .
Name and Title : Signature;
Fniployee Name and Title: Signature:

Hamadeh Educational Scrvices, Inc. is an cqual opportunity employcer.
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ices, inc.
escripiion

Job Title: Administrative Assistant to the Superintendent Department: Administration
Supervisor: Superintendent/HES President Employer: Hamadeh Educational Services (HES)
BASIC FUNCTION:

Provides high level execufive support to the Superintendent/HES president, including managing complex tasks and cxercising
discretion and independent judgment to complete various projects and initiatives.

RESPOMNSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS
o Manages the day to day businéss activities of the Superintendent/HES President and “demanstrates the ability to handle
confidential information.
e Prioritizes and handies internal and external comrespondence including screening incoming contacts in the most professional
manfict.
¢ Acts as a lead in developing and implementing school wide and department specific policies and procedures including process
improvement and lean thinking consistent with HES and the Academics mission and vision, guidelines and requirements.
Manages the initiation and accurate and timely completion of Board of Education meeting minutes including adhering to
compliance with Local, State, Federal, Authorizers and District regulations and guidélines.
Managges the development and processing of al§ maiketing materials including collaborating with all depaitments to initiative
cost savings and eliminating duplication of efforts.
¢ Manages and superviscs the Academy uniforny program including the monitoring and documentation of invoices and payments.

N

SUPERVISION AND IMPLEMENTATION

s Manages and oversees the Nawal Hamadeh Scholarship program, its development, processing, and procedures to enhance the
program’s operation.

o Compiles and organizes reporis and materials for both external and internal compliance and reporting purposes.

e Supervises the developmeiit of school publications, including but not Timited to student-parent handbaok, sehool newsletters,
student transcripts and fundraising forms iy alignment with HES and Academy specifications.

o Supervises the HES money handling process-including developing and implementing internal controls to ensure. tidelity.

» Responsible for the development of the annual Academy calendar ensuring compliance with the Authorizers, State, and HES
réquirements and guidelines.

PROFESSIONAL LEARNING OPPORTUNITIES.

s Assists in coordinating and conducting staff meetings refated to various projécts and initiatives

o Provides stakeholders with necessary professional development opportunities as may. be directed by the Superintendent to
enhance the outcomes of various initiatives to positively impact the outcomes of projects.

o Sets and reaches own goals for self-improvement cansistent with the job requirements and/or school peeds.

s Attends meelings and training as may be necessary and as may be dirceted by the supervisor to enhance the necded skills for this
position.

o Ensures timely and complete participation in and documentation of PLOs where applicable,

RESULTS AND DATA MANAGEMENT

o Manages department activitics with fidelity in compliance with all rules, regulations, policies, mandates, and standards

a Consistently cvaluates department progress including initiating discussion to identify areas of need, process improvement and
ensuring efficient operation of busincss activitics

= Responsible for handling complex and confidential matters that are of significance to HES and the academies.

o Performs complex administrative duties and tasks to support projects and initiatives including using discretion and independent
Jjudgment to make decisions.

s Responsible for planning reporting activities and ensuring 100% compliance with the Authorizers Epicenter veporting
requirements and meeting deadlines.

REPORTING AND COMPLIANCE
e Responsible for the audit of and compliance with HES guidelines department purchases including initiating and obtaining
appropriate authorizations and approvals.
= Coordinates staff, school and community events and performs other duties as may be assigned by supervisor.
e Serves as a point of contact with Academy Board of Directors, Authorizers and other educational or community institutions
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= Compiles various complex reports and data records to ensure aceuracy, completeness, and timely submittal.
» Keeps the Supervisor informed of key developments including malters of significance to HES ensuring proper action is taken.

PROFESSIONAL QUALITIES

o Performs all duties with quality, efficiency; and dedication to the Academies and their Management.

» Demonstrates professionalism with the highest work ethics in handling confidential information and managing conflicts.

e Demonstrates flexibility and has a sense of urgency in prioritizing work and department activities.

= Maintains a professional and positive communication with all members of the Board of Directars, Academies staff, parents, students and
communify members,
Performs other duties as may be assigned by the Superintendent/I1ES President or her designee.

€

SAFETY LEGISLATION:

BES is comunitted to the maximum safety of its students and employees. HES will somply with the "School Safety” legislation (2005 PA 129-
131 and 138) enacted in law efféctive January 1, 2006. As a-condition of employment, HES will require that cach new employee hirved after
January t, 2006, submit crinvinal background checks for all full-time and part-time employees and for individuals assigned fo regulaily and
continuously work under contract ini the Academy prior tothe first day of cmployment.

APPROVALS:

Al 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 Chiel Operating Officer, HES Vice President or by the HES President. in
wiiting. Activities that involve ariy business contractual agreements or monefary cost must be pre-approved by the HES President or Vice
President and may ficed to be presented to the Acadenty Board for final approval.

EXCLUSIONS:

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

CONFIDENTIALITY OF INFORMATION:

The employee shall kegp confidential arid not disclose, or make any use of, excépt for Hamadeh Educational Services or the Academies®
benefit, at-any time, either during ar subsequent to the termination of the Employment Contract Agreement, anytrade secrels, formulae,
methods, techdiques, computations, knowledge, data or other information of the Company and schools relating (o products, processes,
know-how, marketing, teaching, selling ideas, selling concepts, equipping processes, cusiomer lists, staff information, student names or
addresscs, 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 Affiliatcs, whichi a Covenanter may produce, use, view
or otherwise acquire dwing while engaged pursuant to this Agreement ("Proprietary \Information™).

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

EDUCATION AND TRAINING:
e Bachelor’s Degree in Business Administration, Educalion, or any related ficld.
o Minimum two years’ expericnce 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 successtully perforn the essential {unctions of
this job. Requires prolonged sitting or standing. Occasionally requires physical exertion to manually move, [ift, carry, pull, or push
heavy objects up to-25 pounds. Occasional stooping, bending, and reaching,

Issued and Approved by: Sivnatare:
Name and Tite : g :
Employee Name and ‘Litle: Signature:

Hamadch Educational Services, Inc. is an equal opportunity employer.
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Job Title: Administrative Assistant Department: Hurnan Resources

Supervisor: Vice President and Human Resources Data

Specialist Employer: Hamadeh Educational Services (HES)

BASIC FUNCTIOM:
Under the direction of Vice President-and Human Resources Data Specialist to compile and keep records, issue: reports, and perform a
variety of compliance and administrative tasks.

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS . _

s Agsists in developing effective methods of managing, compiling, erganizing, filing, and tracking department documentation. Performs
related tasks as assigned by Supervisor.

s Sets clear objectives for department, participates in improvement plans by sharing ideas and input to enhance services and programs.

¢ Yacilitates sclieduling of employment activities, audit and personnel updates, and conumunications.

¢ Under {he direction of the Supervigor, orders and maintains supply inventory and stock, provides follow up on purchase orders, post
office correcspondence, packing slips, receipt of purchases.

o Oversees and processes all documentation for Voluateer, Chaperone or Visitor Packets and providing approvéd volunteer fists to the
Academies

e Monitors, prepares-and directs incoming and outgoing mail and communications and reroutes information appropriately

» Scecures required ICHATS for all HES staf{, contracted staff, volunteers, chaperones, visitors, and coaches,

o Assists with the coordination and review of documentation for the Academies athletic. programs including ‘annual ‘coaching and
transportation forms, budgets; student waivers and medical forms and other required documentation

s Assists with the coordination ot required documentation for ACP, Homebound, Adult ESL, Family Literacy, STEM and other aflerschool
programs

o Agsigts and maintains accurate records of contract databases for follow up documentation reg}arding.payroll',_ STIP reimbursement, and
aunual W-2 forms,

» Under the diiection of the supervisor reviews and processes 401K documentation,. STIP documents,. verification of banking deposits and
accouni matehing to-ensure accurate records and documentation, )

SUPERVISION AND IMPLEMENTATION
o Maintains up-to-daté records of prajects, assignments and upcoming events/tasks.
Contacts Academy’s and staff as necded fo collect and ensurc receipt of needed documentation  as directed by supervisor
Assists the HR Department with coordinating the verification and completion of new hire and volunteer documentation forthe Academies.
« Assists with scheduling, internal audits to assist the Chief Operating Officer with cvaluating preparedness and adherence to rules and
regulations as established by the MDE, MSP, WCRESA, the authorizer, Academy, and HES.

-]
@

PROFESSIONAL LEARNING OPPORTUMTIES
s Altends all school events, mectings, seminars, workshops, and activities as directed by the Supervisor, and HES: President.
» Ensures timely and complete participation in.and documentation of meeting and PL.Os as needed
» Plans and rcaches own goals for self-improvement consistent with the job requirements and/or the Academics’ needs.
& Collaborates in evaluating and recommending staff development needs.
» Reflects upon supervisor directives and stakeholder {eedback to improve performance,

RESULTS AND DATA MANAGEMENT
s Creates and mainlains.spreadsheets, databases, presentations, and reports as assigned by Supervisos.
o Uses data to guide decision-making and formulation of recommendations and improvemeas for the Department.
e Organizes and preserves paper and computer files for efficient reference and operation.
» ' Maintains up-lo-date and accurate logs and records in Microsoft Bxcel and Qutlook.
o Enpsures timely and accurate update of persounel records by thoroughly reviewing assigned documentation.
o Analyzes 1R Data to recommend data driven decisions related to the application of internal processes and procedures

REPORTING AND COMPLIANCT
» Reportsall complaints, actions, and issues related to Academies to Super{/isor; maintains accurate records,
e Provides excellent customer services, relies on positive cominunication
s Maintains professional appearance and demonstrates sel( ethically and in a manner appropriate to a public setting and HES philosophy.
o Internalizes and reflects upon Supervisor directives to improve individual performance,
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» Assjsts in processing of all employment documentation as may be required by local and State authorities, school Board and personnel,
and HES administration.

» Complies with all District, school, and Departmental policies; upholds the employment and FERPA protections of confidentiality and
proper daily operations.

s LEffectively and thmely screens and manages phone calls and visitors, and promptly chaanels concerns to administration for solutions.

ADMIV!&;I RATIVE QUALITIES

‘e Practices fime management, performs all duties reliably, efficiently, with the highest ethics and strong sense of dedication to the
Academics and Management.

» Promoles a professional and positive work environment as evidenced by Supervisor's satisfaction and consistent with HES mission and
Philosophy.

= Performs variety of clerical dutics as assigned by Supervisor, Chief Operating. Officer, HES Vice President, and/or President.

s Takey all necessary measures to ensure confidentiality of all staff information and HR activities.

o Implements effeétive workflow systems for company-wide use.

s Jollows a detailed organizational system for documenting and communicating all assigned tasks and projects

o Performs other duties as assigned. Demonstrates flexibility in unscheduled assignments, understands; adopts, and works consistently with
MMES mission.

SAFETY LEGISLATION:

HES is commilted to the maximum safety of its students and employees. HES will comply with the "School Safety" legislation (2005 PA 129-131 and
138) enacied in law eflective January 1, 2006. As a condition of einployment, HES will require that each new employee hired afier January 1, 2006,
submit criminal background checks for all full-time and part-time employees aid 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 immediale 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 Chicf Operating Officer, HES Vice President or by the HES President in writing. Activities that
nvolve any business contractual agreements or monetary costmust be pre-approved by the HES Presidentor Vice President and may need to be presented
to the Academy Board for final approval.

EXCLUSIONS:

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

CONFIDENTIALETY OF INFORMATION:

The empleyee shall kecp confidential and not disclose, or make any use of; except for Hamadeh Educational Services or the Academies’ benefil, at
any time, cither during or subsequent {o 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 (o produels, processes, know-how, marketing, teaching,
selling. ideas, selling concepts, equipping. processes, customer hists, staft information, student names or addicsses, student parents’ names and
addresses, forecasts, marketing plans, stratcgics, prieing’ strategics, computér programs and copyrightable or patentable materials, or other
contidential information or subject matter pertaining to the Company's-or-schools” business, or any of its clients, customers, students, students’
parents, consultants, suppliers or Afliliates; which a Covenanter may produce, use, view or othefwiseacquire duri mg while cngaged pursuant fo this
Agreement ("Proprietayy \Information”).

SKILLS/EXVPERTENCE:

s 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:
s IMigh school diploma or general education degree (GED).
e Minimum two years’ expérience or lraining; or ¢quivalent combination of education and experience.

PIHYSICAL DEMANDS:

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

lssued and Approved by: Signature:
Name and Title @ -

Employce Name and Title: Signature:

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

Page 2 of 2

5-16

November 1, 2017




Job Title: Assistant Cook and Lunch Server Pepartment: Food Services

Supervisor: Coordinator or Divector of Food Services Employer: Hamadeh Bducational Services (HES)

BASIC FUNCTION: )
To assist in ensuring that student and staff meals are timely prepared according to all applicable health standards, and to assist in
serving meals to student and staff.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

e 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 procedires

@ Assists in planning, directing and sapervising the activities of food service team throughout the preparation and execution of the cvent

e Redirects students and staff to remain.in compliance with health, food, safety and hygiene requirements.

o Assists in preparation .of meals, including but not limited to; washing, cutting, peeling vegetables, and cleaning, cutting and
preparing meats, seafood and poultry. Stirs and strains soups and sauces. Carries pans, kettles and trays of food to and from
work stations etc:

e Assists in the planning and mmanagement of inventory.

e Assembles food, dishes, utensils: and supplies needed for timely meal preparation and ensores equipment. is kept clean,
maintained and used properly and safely.

e Assists in coordinating all the school functions involving food services with the Supervisor and the Principal.

SUPERVISION AND IMPLEMENTATION

¢ Operates kitchen equipment in a safe, clean and proper manner to assure safety-as well as to avoid damage to the equipient.
» Ensures cleanliness of all lunchroom materials, kitchen, service line, and cafeteria area (wiping down tables, chairs, removing
garbage, trays, etc.).

Washes dishes, pots, pans and utensils using approved sanitation methods.

Reéturns 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,
Prevents hazardous situations by immediately cleaning up any spills when they aceur, and following proper safety procedures

o Runs cash, register on the service line if cashier is absent and/or handies monies properly and honestly.

s Assists if necded with production records, and inventory.

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

o Performs routine self-evaluation to identify areas of strengths and needs and seck ways to improve and enhance work related
skills consistent with the job requirements and/or school needs.

» Demonstrates motivation to.improve own techniques reflective of stakeholder input.

Participates in recommended training programs, conferences, meetings, seminars, workshops (MDE, MOR) and courses

(Servsafe Certification Class) or other aspects of professionai growth aud effectively implements new strategies.

Attends al} Parent- Teacher Conferences, open houses, and orientations, as well as any other school events as required.

Coinpletes and submits all required reports per specifications.

Utilizes feedback from school leaders based on professional methods in the best interest of students.

RESULTS AND DATA MANAGEMENT

e Measures and reads measuring devices when following recipes for the efficient and proper preparation and distribution of meals.
s Assists in conducting student/parent survey and utilizes the resulting data to make improvements-to the food service program.

s Handles cooking in the absence of the cook.

e Assists in PowerSchool data count.

a Assists in filing all necessary paperwork.

o Directs students aud staff in following pay and quantity serving policy.

e Ensures proper cleanliness of cafeteria before and after meals.

REPORTING AND COMPLIANCE
e Follows standardized recipes and prepares meals following established protocols

e & ©° @

®

[

@

&

@

Page 1 of 2
5—17 August 2017




o Adheres to sanitation, salety and hygiene requirements as stated in the Michigan Food Code, HACCP guidelines and all standard
food preparation and kitchen operations procedures.

o Communicates effectively with staff and students.

= Observes district, school, and' department-wide policies on daily routines and guidelines during all activities.

e Monitors, reports, documents and redirects any concerns/issues coming from students, staff or parent to the supervisor.

» Participates in the documentation of PLOs where applicable.

e Immediately reports anmy concemns or observations regarding food health and safety.

» Utilizes supervisor directives and stakeholder feedback to improve performance,

PROFESSIONAL QUALITIES

o Establishes and maintains positive interpersonal relationships with all students, parents/guardians and fellow staff.
= Establishes and maintains positive team spirit amongst all staff.

= Communicates and documents concerns with stakeholders using an organizational systém.,

= Performs all duties with quality, efficiency and dedication to the Academy and its Mandgement.

e Demonstrates professionalism in work ethics, handling confidential information and managing conflicts.

e Performs other duties as assigned by the Supervisor, Principal or HES President or her designee.

e Demonstrates availability when needed.

SAFETY LEGISLATION:

TIES i3 cominitied to the maximum safety of its students aird employees. HES will comply with the "School Safety legislation (2005 PA 129-131 and 138)
enacted in Jaw elfective January 1, 2006. As a condition of employment, HES wilt require that each new cmployee hired after Janvary 1, 2006, submit
criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuounsty work under confract in the
Acadeniy prior (o 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 Viee Presideiit of by the HES President in wiiting, Auctivities that
involve any business contractual agreements or monefary cost must be pre-approved by the HES Presidentor Vice President and may need to be presented
To-the Academy Board for-final approval,

EXCLUSIONS:

The responsibility does not include tiiring or firing of staff. All purchases must be pre-appioved by the Superinfendent and HES President. The
responsibility does not include making decisions reparding statl benefits, payroll, approval of their vacation days or sick/personal days including absences
beyond the maximum allowed siek/personal days off (per employment contract and as directed by the HR Depactment), satf promotious; staff transfers or
assignments, school closings, facility use and key distribution and copying, making busisness or legal contractual and/or consulting agreements on behalf of
the Academy, or Hamadeh Educaiional Services, and/or Representation of the FIES Board Presidesit wnless specifically delegated by her in writing,

CONFIDENTIALITY OF INFORMATION:
The.employee shall keep confidential and not disclose, or make any usc of, except for Hamadeh Educational Services or the Academics” benefit, at iy
time, either during or subsequent to the termination of the Employment Contract Agreement, any trade secrets, fonnulae, niethods, techniques,
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching,
selling ideas, selliig. concepts, equipping processes, customer lists, staff information, student names or addresses, student pavents’ namés and addresses,
forecasts, marketing plans, strategics, pricing strategies, computer programs and copyrightable or patentable matecials, or other confidential information
or subject matier pertaining to the Cumpdnys or schools' business, or any of its clients; customers, students, shudents’ parents, consultants, suppliers or
Affiliates, which a Covenanler may produce, use, view or otherwise acquire during while engaged pursoant to this Agreement ("Proprietary
\Iriformation").
SKILLS/EXPERIENCE
& Oral comprehension & expression skills, written comprehension & expression skills, visual acuity , speech clarity & recognition
skills, interpersonal cormmunication skills; organization and planning skills, professionalism, computer literacy, keyboard skills,
time management skills
EDUCATION/TRAINING
s High School Diploma or equivalent
o 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 ocours to retrieve items from tower shelves; regular reaching oecurs to retrieve utensiis and food items
from storage shelves. Must be able to work in 2 noisy environment, Must be able to work in aud around fumes and odors

Issued and Approved by: f
Name and Tide : Signature:
Employee Name and Title : Signature:

Hamadeh Edncational Services, Inc. is an equal opportunity employer.
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J0b1 Tll.] : Assistant Principal & District Coordinator Department: Administration

of Curriculum

Supervisor: Principal Employer: Hamadeh Educational Services (HES)
BASIC FUNCTION:

Assists in the operation, evaluation and modification of the Academy’s programs offtred by the Academy and sirives to provide a saft and secure
leariiing environment for all students and staff under the direction of the Principal. Assists the Principal in providing for proper instruction and
supervision of students and staff in accordance with the stated mission and goals of the Academy; supervises the corriculum alignment commities
for the Department; n the development of standards-based curriculum and assessment opportuaities, research-based instructional methods and the
aliguing of materials and resources to curriculum outcomes.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS
o Assists in the overall operation of all the Academy’s activities and programs by ensuring safety, quality performance and implemwentation ol

all HES and the Academy’s policies.

Assists the Principal in leading and directing the overall planning, development, implementation, and evaludtion of the Academy’s

instructional and stoff development programs with particular focus on assessments and student achievement,

« Participates in the coordination, development, and implementation of the School Improvement Plan (SIP).

s Assists in overseeing the development, implementation and monitoring of the Achievemient Campers Program (ACT) and swnmer plans and
programs to ensure aligmnent with the SIP.

s Plans, evaluates, and recommends programs and student activities, special events, policies; goals and objectives ensuring their alignment with

the STP.

‘Collaborates with district colleagues ta construct benchniark lessoris.and to plan and manages the development of standards-based curriculum,

instruction, asscssment plans, and strategies.

s Fnsures that all textbools are nsed effectively as a resource to meet curricnfum goals

s Assists in the coordination and in development of an Annital Department huprovement Plan with clearly stated goals and objectives.

& Assists in purchasing and requisition of mstructional matcrials. )

o Works coliaboratively with othérs on curriculum and instructional planning, deparbient planning, and will utilize -and implement feedback
from supervisor.

SUPERVISION AND IMPLEMENTATION
Assistant Principal
e Assists in the supervision, developmerit, and iniplementation of the instructional program.
o Assists in defining and communicating the goals and expectations of the overall school program.
« Supervises and guides students consistent with Acadeny’s policies and guidelines.
o Assists in the selection of textbooks, curiculum materials and resources, supplies and equipment.
o Assists in the coordination and administration of all standardized testing, formative and summative assessments.
o [eads student/class supervision and instruction as needed.

o

District Coordinator of Curriculum

o Serves as a resource 1o the School Improvement Commitiee and works. with: school administraiors to develop, implement, and cvaluate the
school’s Contimions Improvement Plan.

a Observes, provides guidance and supervision of assigned colleagues, and participates in the [ormal evaluation process.

s Coordinates comniuwication and planning among all learning communities in afl subject arcas within the department.

a TLeads the process of developing or reviewing the grades*/subject’s scope and sequeiice of the cumiculum, according (o the Core Curmicuium,
Concepts and Academy curriculum expectations,

o Ensures that essential agreements are formulated for assessment, teaching, and learning language.

o Assists in the recruitment and interviewing of qualified personnel-as may be needed.

o Demonstraics leadership qualities, sctting personal example at high standards in all regards

PROFESSIONAL LEARNING OPPORTUNITIES (P1.Os)
Assistant Principal
e Reconmmends and directs coramittees and fask teams as needed;
o Lifficiently trains, supervises, and evaluates personmel assigued to area of responsibility, including PLOs.
« Trains and superviscs personnel assigned to area of responsibility.
 Plans, provides, or facilitates appropriate {raining and resourccs for students and staff as assigned by the Principal.
« Aftends meetings, activities, and training and effectively implements new strategics.
= Attends stafl meetings and school activities, and conlerences as necessary, and completes proper documentation of all meetings.
s Conducts staff ineetings, as necessary, for the proper functioning of the Academy.

District Coordinator of Curriculum
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Participates in and provides professional leaming opportunities that will enhance studen! achicvement through improved lesson planning,

curriculum aligmmnent, implementation, and student assessment,

@ Assists in the coordination of all school-based professional learning opportunities linked to individual professional developent plans, the
School Tmprovemeént Plan, and individualized action plans.

& Assists with the training of Teachers, and curriculum coordinators.

» Provides stalf with ongoing classroom observations, walkthronghs and cvalnations and ensure a dependable enviromment for studenis’ well-

being.

RESULTS AND DATA MANAGEMENT

Assistant Principal
@ Assisis the Building Principal in supervising the local and State assessments.

Fnsures that patents are kept up-to-date of students’ progress and concerns, as well as school events and activities.

Supervises daily. Academy operations, ensuring punctual student attendance, efficient operation of classrooms and subjects.

@ Uses multiple sources of data fo monitor and assess student achievement and effectively shape decision-making; goal formation, and student
achievenent recognition.

© Supcrvises and evaluates staif performance focusing on student achievement and ensuring accountability.

e Creates and maintains sindent and staft data in spreadsheets, databases, presentations, and reports as assigned by Supervisor

&

@

District Coordinutor of Curriculitm
e Collects data and-establishes improvenent plans based on the standardized tests resnlis.
= Incourages-and supports a process of properly reviewing and analyzing classroom assessment resulls, as well as sharing them witly stuidents
and parents.
o Assesses. curriculuna alignoment through analysis of standardized assessments data, district assessments, benchmarks, and Comanon Core State
Standards (CCSS).
REPORTING AND COMPLIANCE
Assistant Principal
o Assists in the preparation of Liniely school reports to present to the Supervisor and the FIES President,
= Submits sich reports and records as required by Jaw, Board polivies, and administrative directives.
@ Ensures that ali HES, Academy Board and administration policies are cffectively implemented.
@ Keeps the Principal, Superintendent, and HES President informed of main issues and concerns.
o ls available when needed to-ensure completion of tasks and the full safety of the Academy, students, staff, and parents,

District Coordinaior.of Curricilum
@ Accurately complotes and submits in a timely. manner all vequired reports per specifications.
o Prepares and submits all documentation required for department authorization and evaluation.
o Hsfablishes and maintains completed workshop attendance and school visits in order to ensure cquality of opportunity and identify
ongoing needs.
o Complies withall district, Academy, and department-wide policies and follows cstablished rules/guidelines.
e Serves on the School Improvement Plan (S1P) and Total Quality Management (TQM) Commitiecs.

PROFESSIONAY, QUALITIES
@ Tollows an organizational system for documenting and e6mmunicating student progress and concerns.
= Serves.as liaison for social, professionl, eivic, and other community agencies and groups interested in the Acadenny.
= Serves as fole model, provides excellent customer service and positive communication with staff, students, parents, and community.
¢ Collaboratcs in schyol committees to contribute to an increased positive learning environment.
o Assists in the interview, selection, and assigniment of persorinel; both certified and classified employees.
= Demonstrates professionalism in work cthic, handling conlidential information, and managing contlicts clfectively.
» Performs all duties with quality, cfficiency, and dedication to the Academy and its Management,
# Performs other dutics as may be assigned by the Principal, Superintendent, and/or HES President or her designec;
= Provides for etfective communication and relations between the administration and staft, and for building staff morale.
@ Maintains department liaison with social, professional, civie, volunteer, and other community agencies and groups baving an interest in the
school within the department.
o Informs parents, stafF, and stdents about the school programs’ evénts and activities.

SAFETY LEGISLATION:

HES is committed fo the maximum safety of its students-and employees. MES will comply with the "Schoo! Safety" legislation (2005 PA 129-131
dand 138) enacted in Taw effective January 1, 2006..As a ¢ondition of employment, 11ES will require that each new cmployee hired affer January 1,
2006, submit criminal background checks for all full-time and part-time employecs and for individuals assigned to regularly and continuousty work
under contract in the Academy prior (o the first day of employment.

APPROVALS:
All activities must be pre-approved by the imimediate supervisor before their final implementation as may be consistent with the policies in the OPM
Maoual and policies or as may be delegated by the Chief Operating Officer, HES Vice President or by the HIES President in writing. Activities that

involve ‘any business contractual agreements or jnonetary 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:
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The responsibility does not include hiring or fring of stafl. All purchases must be pre-approved by the Superintendent and HES President. The
responsibility does not include making decisions regarding staft benefits, payroll, approval of their vacation days or sick/personal days including
abscnces beyond the maximum allowed sick/personal days ofl (per employment contract and as directed by the HR Department), staff promotions,
staff transfers or assigaunents, school closings, facility use and key distribution and copying, making business ot legal contractual and/or consulting
agreements on behalf of the Academy, or Hamadeh Educational Scrvices, and/or Representation of the FIES Bowd President unless specifically
delegated by her in writing.

CONFIDENTIALITY OF INFORMA TION:

The employee-shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Acadeimies’ benelit,
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; selfing ideas, selling concepts, equipping processes, customer lists, stafl information, student names. or-addresses, student
parents’ names and addresses, forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable
malerials, or other confidential nformation or subject matier perfaining to the Company's or schools’ business, or any of is tlienis, 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 eomprehension & cxpression skills, written comprehension & expression skills,. visual acvity , speech clarity & recognition
skills, interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time
management skitls
o Experience with Leadership, Supervision, Diplomacy, Conflict Resolution and serving a-diverse student populdtion and community.

EDUCATION/ TRAINING:
e Minimum of a Bachelor’s degree in education or related field.
= Must have School Administration Certification or be enrolled i an aceredited program in which 4 School Administrator: Cerlilication
will be altained within 3 years.
Thorough knowledge of Michigan Curriculum Standards.
A minimum of three years prolessional experience in teaching and scliool administration combined.
Must comply with all applicable laws related to the Administrator’s Centificate.
Must meet contifiving education requirements as prescribed by rules promulgated by the State of M1, -as applicable.

® & ©v 9

PHYSICAY. DEMANDS:

The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this
Jjob. The:ability to perforin the functions by sitting or standing for extended periods of time. The employece. oceasionally is required to
manually move, Tift, carry, pull, or push objects up to 25 pounds.in addition to occasional stooping, bending; and reiaching. Must work
indoors and outdoors year-round ’

Issued and Approved by: Sionature:
Namé and Title: saature:
Employ¢e Name and Title: Signature:

Hamadeh Educational Scrvices, Inc. is an cqual opportunity employér.
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al Services, Inc.
Job Description

Job Title: Assistant Principal and Instructional Coach | Department: Administration

Supervisor: Principal Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Assists in the operation, evalualion and modification of the Academy’s programs, offered by the Academy and strives to provide a safe and secure
learning environment for all students and staff woder the direction of the Principal.

RESPONSIBYLITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

]

]

Assists in the overal} operation of all the Academy’s activities: and programs by ensuring safety, quality perfonmance and implementation of
all HES and the Acadewy’s policies:

Assists in the coordination of currieulum ags assigned by the Principal including ensuring the adoption and conpletion of curriculum tasks aud
lesson planning by instructional staff.

Assists the Principal in leading and divecting the overall planning, development, implemeniation, and evaluation of the Academy’s
instructional and staff development programs with particular focus on assessments and student achievement.

Participates in the coordination, development, and implementation of the School Improvement Plan (SIP).

Assists in overseeing the developmenl, implementation and monitoring of the Achievement Campers Program ( (ACP) and summer plans and
programs to enswre aligoment with the S1P.

Plans, cvaluates, and recommends programs and student activitics, special events, policies, goals and objectives ensuring their alignment with
the SIP.

Proactively participales in department improvement plan by sharing ideas and input-to enhanée services and program.

Instructional Coach

2

®

Serves as the coach and mentor in the core subject arca(s) to- facilitate differentiated instruction and coliaboration among the teachers,
Facilitates the proper coristruction of benchmark lessons; plans 4iid manages the development of standards-bascd airiculum, instruction and
assessment plans and sirategics.

Tacilitates the effective use ot all core subject(s) textbooks, resources and instructional matcrials to meet the curticnlum poals and coordinatcs
the creationfupdating of themeshinits within the core subjcet(s).

Serves as the facilitator for the core subjeci(s}) by identitying-and assisting in the adoption of curticulim 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 STP goals.

Works collaboratively with other team meiubers on curricofuim and jostructional planning, department plaming, and will accept and act upon
feedback from supervisor,

Collaborates with administrators and teachers to.ensure the proper implementation of the school’s assessment program (Standar dized and other
types of assessiments).

Su PLRVLSION AND IMPLEMENTATION

Assists inthe supervision, development, and implementation ofthe instrictional program,

@ Assists in defining and comnnasieating the goals and expectations of the overalf school program.

Superviscs and-puides students consistent with Acadeny’s policies and guidelines.

Assists in the selcetion of textbooks, curricuhim materials and resources; supplies and equipment.

Assists in the coordination and-administration of all standardized tesiing; formative and summative asscssments.
Leads student/class supervision and instruction as véeded.

Anstructional Cogcht

©

Serves as a resource to the school-improvement committees and works with administrators to develop, implement and cvaluate the school’s
continuous improvemnent plan.

Observes; provides guidance and support 10 assigned colleagues and participate in the formal evaluation process.

Coordinates communication and planning among all feaming communities and serve as the coordinater for the Academy’s curriculum in the
assigned subject area of specialty.

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)

@

®

e

®

e

@

@

Recommends and directs committess and task teams as needéd,

Efficiently trains, supervises, and cvaluates personned assigned to area ol responsibility, including PLOSs.

Trains and supervises personnel assigued to area ol responsibility,

Plaus, provides, or facilitates appropriate traiving and resources. for students and staff as assigned by the Prmcxpal

Attends meetings, activities, and training and effectively implements new strategies.

Attends staft meetings and school activitics, and conferences as necessary, and completes proper documentation of all meetings.
Conducts staff meetings, as necessary, for the proper functioning of the Academy.

RESULTS AND DATA MANAGEMENT

®

Assists the Building Principal in supervising the local and State assessments.
Page 1 of 3

5-22

July 2017




» Ensures that parents arc kept up-to-date of students’ progress and concerns, as well as school events and activilies.

¢ Bupervises daily Acudemy operations, cosuring punctual student attendance, efficicnt operation of classrooms and subjects.

= Uses multiple sources of data to monitor and assess student achievement and effectively shape decision-making, goal formation, and student
achievement recognition.

= Supervises and evaluales staff performance focusing ou student achievement and ensuring accountability.

¢ Creates and maintains student and staff data in spreadsheets, databases, presentations, and reports as assigned by Supervisor

Insiructional Coach

» Guides, mentors and supports staff and ensures timely Tollow up and accountability through ongoing classroom observations, waltkthroughs
and staff evaluations. .

= Collects data, and cstablishes improvement plans based on varied student assessment results.

= Lncourages and supports a process of properly reviewing and analyzing classroom asscssment sesults, as well as sharing ihem with students
and pareots.

2 Assessés cwrriculum afignment. through analysis of standardized assessments, distdct wide assessment data, Michigan standard exawms,
benchmarks, and Conwnon Core State Standards (CCSS).

REPORTING AND COMPLIANCE
¢ Assists in the preparation of limely school reports to present to the Supervisor and the HES President,
o Submits such reports and records as required by law, Board policies, and administrative directives.
« Ensures.ihat'all HES, Academy Board and administration policies are effectively inplemented,
e Keeps the Principal, Superittendent, and HES President informed of main issues and concerns.
o Iy availuble when néeded to ensure completion of tasks and the full safety of the Academy, stadents, stafl, and parents.
Tnstructipnal Coucl
° Creales and maintains an acourate’ and organized system for documenting and communicating schoo! and subject expéctations and teacher
wvaluations,
o Accurately completes and submils in a timely manner all required reports per specifications.

PROFESSIONAL QUALITIES
e TFollows an organizational system for documenting and communicating student progress and concerns.
e “Serves a$ liaison:for social, professional, civic, and other community agencies and groups interested in the Academy.
¢ Serves as role model, provides excellent customer service and posiive communication with staff, students, parents, and community.
o Collaberates in school committees to.contribute to-anincreased positive leaming environment.
o Assists in.the interview, selection, and assignment of personnel; both certified and classified employees.
Demonstrates professionalisn in work ethie, handling confidential information, and managing conflicts effeetively.
Performs afl daties wilh quality, cfficiency, and dedication to the Academy-and its Management.
Performs other duties as.may be assigned by the Principal, Superiniendent, and/or HES President or her designee,

®

s

SAFETY LEGISLATION:

HES is commitied to the maxinum safety of ils students and eroployces, HES will comply with the "School Safety" legislation (2005 PA 129-131 and 138)
enacted in law efftetive January: 1, 2006.-As a condition of employnicn; HES will require that cach new employee hired after Tanuary 1, 2006, subnit crimidal
background checks foral fidl-tine and part-time employecs and for fidividuals assigned {o regularly and continuously work under contract int the Academy
prior to the first day of employment,

APPROVALS:

Al activities must be pre-approved by the immicdiate supervisor before their final implementation as may be consistent with 1he policies 1 the OPM Manual
and policies or as may be delegated by the Chicf Operating Officer, S Vice President or by the HES President in writing. -Activitics that involve any
business contractyal agreements or monefary cost musl be pre-approved by tlic HES President or Vice President and may need to be presented 16 the Academy
-Boad for final approval,

EXCLUSIONS:

The responsibility does not inchude hiring or firing of stafi. All purchases must be pre-approved by Uie Superintendent and HES President. The responsibility
does not inchude-making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences beyond the
maximun -allowed sick/personal days off’ (per-employment contract and as dirccled by the HR Department), staff promotions, stalf transfers or assignments,
school closings, facility use and key distribution and copying, making business or legal contractual andfor consiting agreeménts on-hehalf of the Academy, or
Hamadeh Educational Services; andfor Representation of the HES Borrd President unless specifically delegated by her in writing,

CONFIDENTIALITY OF INFORMATION:

The employec shall keep confidentiaf and not disclose, or make any use of, except for Hamadeh Bducational Services or the: Academies’ benefit, at any
time, either during or subsequent to the termination of the Employment Contract Agreement, auy trade secrets, formulac, methods, techniques,
compulations, knowledge, data or other information of the Company and schools refating to products, processes, know-how, marketing, teaching, sclling
ideas, selling concepts, equipping processes, customer lists, statf information, student names or addresses, student parenis’ narires and addresses, forecasts,
marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other eonfidential informatios or subject
niter perlaining to the Company's or schools’ business, or any of ils clients, customers, students, students’ parcents, consultants, suppliers or Afliliates,
which a Covenanter may produce, use, view or olhenyise acquire during while engaged pursuant to this Agreement { “Proprictary \Information™).

SKILLS/EXPERTENCE:

s Oral comprehension & expression skills, written comprehension & expression skills, visual acuity, speech clarity & recognition skills,
inferpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time management
skills

¢ Experience with Leadership, Supervision, Diplomacy, Conflict Resolution and serving a diverse student population and conumunity.

EDIICATION/ TRAINING:
e Mimmumn of a Bachefor’s degree in education or related field.
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 Must have School Administration Certification or e envolied in an accreditéd program in which a School Administrator Certification will be
attained within 3 years.

e Thorough knowledge of Michigan Curricudum Standards.

A mininum of three years professional experience in teaching and school administration combined.

Relative experience in community leadership and staff supervision.

Must comply with all applicable laws related to the Administrator’s Certificale.

Must meet continuing education requircments as prescribed by rules promulgated by the State of MU, as applicable,

3
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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 o perfonn the functions hy sitting or standing for extended periods of time, The employee occasionally is required to-manually move, i,
carry, pull, or push objects up to 25 pounds in addilion o occasional stooping, bending, and reaching. Must work indoors and outdoors year-round

Issued and Approved by: Ve .
Name and Vitle: Signature:
Eniployee WName and Title: Signature:

Hamadeh Educational Services, Inc. is an equal opportunity cmployer.
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ducational Services, nc.

Job Title: Bus Driver, Custodial and Hallway Monitor Department: Student Services
Supervisor: Director of Buildings, Facilities and Transportation Employer: Hamadeh Educational Services (HES)
BASIC FUNCTION:

Provide safe and efficient transportation, performs minor maintenance and repair duties, and monilor students’ conduct in the hallways.
Responsible for maintaining a ¢lean, presentable, and orderly condition of the Academy building(s)

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS
e Schedules days and times to conduct regular mainténance checking to-ensure all equipment is running properly.
e Maintaing cleanliness and order of school building at all times by monitoring interior and exterior of school campus inchuding funch areas,
bhallways, walkways, classrooms, restroos; parking lots, waiting foorns and any other areas assigned.
= Schedules days and times to conduct regular custodial checking fo ensure all areas are sanitary, clean, and free of vandalism.
o Ulilizes special skills and techniques required in dealing with chemicals and waste in compliance with OSHA standards and 1ES and Academy
policy.
Participatcs in department improvement plan by sharing ideas and input to enhance services and program.
Colfaborates withi the custodial team members to service students,
. Categonizes priorities and demonstrates atfentiveness to work schedule.
Demoustrates {lexibility in unscheduled.assignments and/or placements and understands, adopls and works towards the school mission.
o Plans and implements routine bus maintenance and inspections.
o Dembonsirates understanding of the skills and techniques required for students in special programs, and reports all student issues to the Principal.

SUPERVISION AND IMPLEMENTATION
» Monitors and promply reporis maintenance issucs, grafliti, andsafety hazards to supervisor.
» Ensures that all classrooms have overhead projectors, TVS, and all necessary supplies such as desks, chairs, and bookeases.
» Delivers new textbooks and materials to classrooms.
s Repairs damages to school famiture and dry wall, and performs minor electrical and plwmwbing repairs.
Tustalls pencit sharpeners in all classrooms, and repairs or replaces:them as needed.
& Assists in painting the school building at the end of thie school year.
Maintains ground services as.nceded, disposes-trash bags and wasie properly.
Replaces FIVAC filters and maintains cleantiness of roof as needed.
Cleans the buildings and maintains it in top condition throughont the day.
Handles all equipment and cleaning chemicals properly in accordance ‘with SDS/MSDS, Supervisor's dircctives and manufacturer's
instructions.
Ensures that paper products, soap and air fresheners are always available and properly stocked.
Promptly and properly cleans unexpecled spills and follows proper safety procedures to prevent hazardous situations,
Clean, polishes and sanitizes bathrooms on a daily basis and as scheduled.
Vacuums, dusts and cleans offices, classrooms, gymnasium, weight roomiand locker rooms as scheduled-as needed.
s Monitors student behavior during Junch, travel, in hallways and in the-athjetic program.
Supervises students” conduct while on board, and makes sure they-are following safety procedures
o Transports sindents and staff to all athletic events and ficld trips.
Tnspects bus before operating, and repoit any problems to the Supervisor
Maintains bus for proper ¢leanliness and operating condition
Troubleshoots any minor bus problems on and off the road.
Inspects the bus after trips and make sure students did not feave anything behind

PROFESSIONAL LEARNING OPTORTUNITIES (PLOs)
= Aftends staff meetings, activities and training sessions as required and secks oppottunitics and mentoring for professional development.
o Participates in recommended Iraining programs, conferences, courses or other professional development opportunitics
= Attends all Pareat-Teacher conferences, open houses, and orientations, as well as any other school events as required.
¢ Ensures timely and complele participation in and doeumentation of PLOs where applicable.
e Sets and reaches own goals for selt-improvement consistent with job requirements and/or school necds.
» Participates in department improvement plan by sharing ideas and input to enhanee Services and program.

RESULTS AND DATA MANAGEMENT
o Observes and documents certain areas in the school thal are in comtinuous need.of repair or cleaning.
o Keeps a eustodial log and documents any problems/coneerns that may oceur.
o Observes the bigher traffic areas during the day and cleans as needed.
« Ensures school vehicles are maintained and kept clcaned and ready for use
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¢ Ensures the fransport process runs salely, smoothly, and timely.
e Keeps a transportation log and document trips, bus riders and any problems/concens

BEFORTING AND COMPLIANCE
= Reports and documents any building or bus maintenance problems to supervisor.
 Prevents hazardous situations by immediatcly cleaning up any spills and following proper safety protedures.
Adheres (o all established policies, procedures and code of ethics.
Tmmediately yveports any unusoal circumstances, issues or observations regarding safety and compliance concerns to appropriate. supervisor(s).
Complies with all Academy, department, HES, Stals and locat rules and guidelines concerning health and safety.
Follows high standards of sanitation and safety procedures.
Demonstrates professionalism in work ethics, handling confidential information, and managing conflicts.
Demonstrates availability when needed.
Communicafes with supervisors any. concerns about individnal student’s behavior, dress code or attitude which s nof in line with school
regulations, and/or reflects need for immediate intervention.

PROFESSIONAL QUALITIES
& Provides excellent customer service and imparts positive communication with all stakeholders Performs all duties with quality, efficiency
and dedication to the Academies dnd their Management.
o Performs other duties as assigned by the Supervisor, Principal or HES President or her designee.
©  Communicates effectively and positivély with staf, studénts and parents us needed.
& TFollows an organizational system for documents and communicating progress and concems with siakeholders.

SAFETY LEGISLATION: :

HES is comumitied to the maximum safety of its students and employees. HES will comply with the "Schoot Safety” legislation (2005 PA 129-131 and
138) enacted in law-eltective January 1, 2006. As a condition of cmployment, HES will require that cach new employee hired afler Janvary-1, 2006,
submit criminal background checks for all full-time and pari-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 aud policies or as may be delegated by the Chief Operating Officer, TIES Vice President or by the HES Presidentin wriling: Activitics that
Involve any business confractual agreemients or monetary cost must be pre-approved by the HES President or Vice President and may need {0 be
présented to the Academy Board [or final approval,

EXCLUSIONS:

The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superintendent and 11ES President. The
responsibility does not include making decisions regarding staff’ benefits, payroll, approval of their vacation days or sicld/personal days including
absences beyond the maximum allowed sick/personat days off (per employment contract and as directed by the IR Department), stafl promotions, staft
transfers or assignments, school closings, facility vse and key distribution and copying, making business or legal contractual and/or consulting
agreements on behalf of the Academny, or Hamadeh Rducational Services, and/or Répresentation of the HIES Board President unless speeifically
delegated by her in writing,

CONFIDENTIALITY OF INFORMATION:

The employee shall keép confidential-and riot disclose, or make any use of, except for Humadeh Educational Scrvices or the Academiies? benefit,.at
any time, either Juring or subsequent to, the lermination of the Finployment Contract Agreement, any trade secrels, 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,. custorner lists, stafl infonmation, student names or addresses, student pavents’ names and
addresses;. forecasts, marketing plans, -strategies, pricing strategies, computer programs and copyrightable ‘or pateniable materials, or other
confidential information or subject matter pertaining to the Company's or schools' business, or any of its clicnls, customiers, students, students’
parents, consultants, supplicrs or Afliliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this
Agreement ("Proprietary Mnformation'').

SKILLS/EXPERIENCE:
+ Oral comprehension & expression skills, written comprchension & expression skills, visual acuity, spcech clarity & recognition skills,
interpersonal communication skills, organization and planning skills, professionalism and time management skills
= Ability to lift and manipulate heavy objects; Ability to operale a variety of equipment; Ability to safely perform minor indintenance procedores
s Ability to understand, follow, and enforce safety procedures.

EDUCATION/TRAINING

o High School Diploma or GIE1) preferred; At least 1 year of work experience.

s Must have valid Michigan Commereial Driver's Heense with a School Bus Endorsement (S), no more than two moeving violations and/or at-fault

accidents on driving record in the past three years,

PHYSICAL DEMANDS:
“The physical demands described here are representative of those that must be met to successfully perform the cssential functions of this jab.
Responsibilities include heavy lifting and carrying, walking and standing for extended periods of time, and working outside in all types of
weather. :
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Issued and Approved by: Sipne .
Name and Title : ignature:
Employee Name and Title: Signature:

Hamadeh Educational Serviecs, Ine, is an equal oppertunity employer.
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ucational Services, Inc.
escripiion

Job Title: Bus Driver, Custodial and Fallway Monitor Department: Student Services

Supervisor: Director of Buildings, Facilities and Transportation Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Provide safe and efficient transportation, performs minor maintenance and repair duties, and monitor students’ conduet in the hallways.
Responsible for maintaining a clean, presentable, and orderly condition of the Academy building(s)

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

<

L)

Schedules days and times to conduct regular maintenance checking to ensure alt equipment. is running propesdy.
Assists with preparation of meals and serving meals to students following established protocols and keeps work aréa around elean
and safc.

o Assembles. food, dishes, utensils and supplies necded for timely meal preparation

&
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Maintains cleanliness and order of school building at all times by mouitoring interior and exteriorof scheol campus including lunch areas, haltways,
walkways, classrooms, restrooms, parking lots, waiting rooms and any other areas assigned.

Schedules days and times to conduct regular eustodial checking to ensurc all areas are saniitary, clean, and free of vandalism.

Utilizes special skills and techniques required in dealisg with chemicals and waste in comphance with OSHA standards.

Participates in department improventent plan by sharing ideas and input to enhance services and program.

Categorizes priorities and demonstrates attentiveness to work schedule.

Demonstrates flexibility in unscheduled assignments dnd/or placcments and understinds, adopls and works towards the school mission.

Plans and implements routine bus mainfenance and inspections.

Demonstrales understanding of the skills and techniques réquired for students in special programs, and reports all student issues to the Principal.

SUPERVISION AND IMPLEMENTATION

@
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Monitors and promptly reports maintcnance issues; graffiti, and safety-hazards o supervisor.

. Ensures that all classrooms have overhiead projectors; TVS, and all necessary supplies such'as desks; chiairs, and bbokcases.

Delivers new textbooks and materials to classroomns.

Repairs damages to school furniture and dry wall, and performs minor elecirical and plumbing repairs,
Installs pencil sharpeners in all clagsrooms, and repairs or réplaces them as riecded.

Assists in painting ihe school building at the end of the school year.

e. Maintains ground services as necded, disposcs trash bags and waste properly.

Replaces HVAC filters arid maintains cleanliness of roofas nceded.
Handles all equipment and cleaning chemicals properly: in accordance with SDS/MSDS,. Supervisor's directives and manufaciurer's
insiructions.

= Tinsures that.paper products, soap and air fresheners are always available and properly stocked.
» Promptly and properly cleans unexpected spifls and follows proper safety procedures o prevent hazardous situations.

e ¢ & & ¢

Cléan, polishes and sanitizes bathrooms on a daily basis and as scheduled.

Vacuums, dusts-and cleans offices, classrooms as needed.

Monitors student bebavior during lunch, travel, in hallways.

Supervises students” conduet while on board, and makes sure they are following safety procedures
Transports students and staf to all athletic events and ficld irips.

Inspects bus before operating, and yeport any problems 1o the Supervisor

Miaintains bus for proper cleanliness and operating condition

Troubleshools any minor bus problers on and off the road.

PROFESSTIONAL LEARNING OPPORTUNITIES (PLOs)

&

12

Attends staff meetings, activitics and training sessions, serinars, workshops (MDE, MOR), and cowrses (Scrvsafe certification class) as required
and seeks opportunitics and mentoring for professional development.

Participates in recommended training programs, conlerences, courses ot other professional developmeént opportunities

Attends all Parent-Teacher conferences, open. houses, and orientations, as well as any other school events as required,

Yinsures timely and complete participation in apd docunientation o P1,Os where applicable.

Sets and reaches own goals for sclf-improvement consistent with job requirements and/or school needs.

Participates in department improvement plan by sharing ideas and input to enhance services and program.

RESULTS AND DATA MANAGEMENT

Observes and documents certain areas in the school that are in continuous need of repair or cleaning,
Keeps a custodial log and documents any problems/concerns that may oceur,

Observes the higher traffic areas during the day and cleans as needed.

Ensures the transport process yuns safely, smoothly, and timely.

Keeps a transportation log and document trips, bus riders and any problems/concemns
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» Assists in PowerSchool data count.
= Assists in filing all necessary food service paperwork.
REPORTING AND COMPLIANCE
= Reports and documenis any building or bus maintenance problems to supervisor.,
Prevents hazardous situations by immediately ¢leaning wp any spills and following proper safely procedures.
» Adheres to al} established policies, procedures and code of ethics.
@ Tmmediately reports any unusual circumstances, issues or observations regarding, safity and comphiance concerns 1o appropriate supervisor(s).
= Complies with all Academy, départnent, HES, State and local nules and guidélines concerning health and salety.
e Follows high standards of sanitation and safety procedurcs.
¢ Demonsirates professionalism in work éthics, handling contidential information, and managing conflicts,
2 Demonstrates availability when needed,
= ‘Communicates with snpervisors any concerns about individial student’s behavior, dress code or attitude which is riot in line with school regulations,
and/or reflects need forimmediate intervention.

9

PROFESSIONAL QUALITIES
o Provides excellent customer service and imparts positive commmmication with all stakeholders Performs all duties with quality, efficiency and
dedication to the Academies and their Management.
e Performs other duties as assipned by thie Supervisor, Principal or HES President orher designee.
» Communicates effectively and positively with stat¥, students and parents as necded.
» Follows an organizational system for documents and cornmunicating progress and concerns with stakeholders.

SAFETY LEGISLATION:

HES is cominitied fo the maximum safety of iis students and empléyees, HES will comply with the "School Safety" legislation (2005 PA 129-131 and
138) cnacted in law effective Jaouary 1, 2006. As a condition of employment, HES will require that each new employce hired afler Janvary 1, 2006,
submit criminal background checks for all full-time and part-time employees and for individuals assigned 1o regularly and continuously work under
contract in the Academy prior to (be 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 confractual agréements or monetary cost must be pre-approved by fhe HES President or Vice President and may need to be presented
to the Academy Board for final approval. '

EXCLUSIONS:

The responsibility does nof include hiring. or firing of staff. All purchases must be: pre-approved by the Superintendeit and FIES 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 dirccted by the R Department), slaff promotios, staff translers
or assignments, school closings, fucility use and key. distribution and copying, makirig business or legal contractual and/or consulling agreements on
behalf of the Academy, or ITamadeh Tiducational Services, and/or Representation of the HES Board President unless specifically delegated by her in
writing,

CONFIDENTIALITY OF INFORMATION:

The employee shull keep confidential and not disclose, or make any use of; except for Hamadeh Edueational Services or the Academies’ benefit, at
any time, either during or subsequent to the terminition of the Employment Contract Agreement, any trade secrets, formulae, methods, techniques,
computatiosis, knowledge, data or other information of the Company: and schools relating to products, processes, know-how, marketing; (caching,
selling ideas, selling concepts, equipping processes, customer- lists,. stail* information, student names or addresses, student parents’ names and
addresses, fovecasts, marketing plans, strategies, pricing strategies; computer programs and capyrightable or patentable materials, or other confidential
information or subject malter perfaining fo the Company's or schools' business, of any of its clicnis, customers, students, students’ parents, consultants,
suppliers or Affiliatcs, which a Covenanter fmay produce, use, view or otherwise acquire during while engaged pursuant to this' Agreement
("Proprietary \Information™).

SKILLS/EXPERIENCE:
@ Oral.comprehension & expression skills, writien comprehension & expression skills, visual acuity, speech clarity & recognition skills,
interpetsonal communication skills, avganization and plasming skills, professionalism and time management skills
= Abilily to lift and manipulate heavy objects; Ability to operate a varicty of equipment; Abi lity to safely perform minor maintenance procedures
e Ablity to understand, follow, and enforce safety procedures,

EDUCATION/TRAINING

¢ Lligh School Diploma or GEID preferred; Atleast 1 year of work experience.

e Must have valid Michigan Commiercial Driver's license wilh a School Bus Endorsement (8), no more than Lwo moving violations and/or

at-fault accidents on-driving record in the past threeyears, and Food ITandlers Permit (as.may be sequired by the local Health Department)

PHYSICAL BEMANDS:
The physical demands deseribed herc arc representative of those that must be met to successfully perform the essential functions of this job,
Responsibilities include heavy lifling and carrying, walking and standing for extended periods of time, and working outside in all types of
weather,

Issued and Approved by: Sion: .
Name and Title ; ignature:
Employce Name and Title: Signature:

Hamadch Tducational Serviees, Inc. is an equal opportunity employer.
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Job Title: Bus Driver, Maintenance and Hallway Monitor Department: Student Services

Supetvisor: Director  of Buildings, Facilities and
Transportation '

Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Provide safe and efficient fransportation, performs mainfenance and repair duties, and monitor students’ conduct in the hallways.
Responsible for maintaining a clean, a presentable and orderly condition of the school building(s)

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

o
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Schedules days and times to conduct regular maintenance checking to ensure all equipment is ranning properly:
Maintains cleanliness and order of school building at all times by moniloring interior and exterior of school campus including lunch areas,
hallways, walkways, classrooms, restrooms, parking Jots, waiting rooms and any other aveas assigned.

- Utilizes all applicable safety skills and techniques required in dealing with chemicals and waste in compliance with OSHA standards and HES

and Academy policy.

Pariicipates in departvent improvement plan by sharing ideas and input to enhance sérvices and program

Categorizes prioritics and demonstrates attentiveness to work schedule,

Demonstrates flexibility with, unscheduled assignments and ensures that assignments are completed in a timely manner

Understands the school mission and adopts and works within the vision and pillars established by HES

Plans and irplements routine bus maintenance and inspections.

Demonstrates understanding of the skills and techniqués required for students in special prograhs, and reports all student issues to the Principal.

SUPERVISION AND INMPLEMENTATION

2 & ¢ ®» & ® B & © B

Monitors and promptly reports maintenance issues, graffiti, and safety hazards to supervisor.

Ensures that all classrooms have overhead projectors; T'VS, and atl necessary supplies such as desks; chairs, and bookeases.
Delivers new textbooks and materials to classrooms.

Reépairs damages to school furnituee and dry wall, and performs minor efectrical and plumbing repairs,

Installs pencil sharpeness in all classrooms, and repairs or replaces them as needed.

Assists In painting the school building at the end of the school year.

Maintaing ground services as néeded, disposes trash bags-and waste properly.

Replaces HVAC filters anid mairitains eleanliness of roof as needed.

Fnsures that paper products, soap and air freshencrs are always available and properly stocked.

Promptly and properly cleans unexpected spills and follows proper safety procedures (o prevent hazardous situations:
Cleans, polishes and sanitizes all agsigned bathrooms on a daily basis and as scheduled.

Vacuums, dusts and cleans offices, ¢lassrooms, gymnasium, weight room and Jocker rooins as scheduled us needed.
Monitors student behavior during tanch, travel, in hallwuys and during athletic events,

Supervises sidents” conduct duning fravel, and makes sure they are following all applicable sufety procedures
Transports students and staff 1o all athletic events and ficld trips.

- Inspects bus before operating, and report any problems to- the Supervisor

Maiintainis buses: for propet cleanliriess and operating condition
Troubleshoots any minor bus problems on and off the wad.
Ingpects the bus afer trips and inake sure stndents did not leave anything behind

PROYFESSIONAL LEARNING OPPORTUNITIES (PLOs)

&

Attends staff meetings, activities and training sessions as required and seeks opportunities and mientoring for growth and professional
development.

Participates in recommended training, programs, conferences, courses or other aspects of professional growth,

Attends Parent-Teacher Conferences, open houscs, and ovientations, as well as any other school events as directed by supervisor.

Ensures timely and complete participation in and documentation o PLOs where applicable,

Sets and reaches own goals for self-improvement consistent with job requirements and/or school needs.

Participates in department improvensent pian by sharing ideas and input to enhance services and program,

RESULTS AND DATA MANAGEMENT

Observes and documents certain arcas in the school that are in continuous need of repair or cleaning.
Keeps a custodial log and documenls-any problems/concerns that may occur.

Observes the higher trafiic areas during lhe day and cleans as needed

Ensures school vehicles are well-maintained.

Ensures the transport process runs safely, smoothly, and timely.

Keeps a transportation log and document trips, bus niders and any problems/concemns.

Page 1 of 2
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REPORTING AND COMPLIANCE

> Reports and documents any building or bus maintenance problems to supervisor.

o Immediately reports any unusual circumstances, issues or observations regarding safety and compliance concems to appropriate supervisor(s).

o Complies with all Academy, department, HES, State and local rules and guidelines concerning health and safety.

o Follows high standards of sanitation and safety procedures.

¢ Demonsirates professionalism in work cthics, handling contidential information, and managing conflicts.

o Communicales with supervisors any concerns aboul individual student’s bebavior, dress code or attitade which is pot in fine with achool
regulations, and/or refleets need for inuncdiate intervention,

PROVESSIONAL QUALITIES
» Provides excellent customer service and imnparts positive conmunication with all stakeholders Performs all duties with dedication to the
Academy and ils Managemeni.
Performs other duties as assigned by the Supervisor, Principal or HES President or her designee.
Communicates effectively and positively with staff, students and parents as needed.
Tollows an organizational system for documents and communicating progress and concemns with stakeliolders.
Demonstrates availability when needed.

& @& B €

SAFETY LEGISLATION:

HES is conmmitted to the maximum safety of its students and employees: HES will comply with the "School Safely” 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 employcee hired afler JTanvary {,
2006, submit criminal background checks for all full-time and pait-time employees and for individuals assigned to vegularly and continuously work
under contract in the Academy priorto 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 aud policies or as may be delegated by the Clijef Operating Officer, HES Vice President or by the HES President in writing, Activities that
involve any business contractual agreements or monelary cost must be pre-approved by the T1ES President or Vice President and pray need to be
presented to (he Academy Board for final approval.

EXCLUSIONS:

The responsibility does not include hiring or fiting of staff. All purchases inust be pre-approved by the Superinfendent-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 employsiient contract and as directed by thie HR Deparlment), stall promotions,
staff ranisfers or assignments, schoel closings, facility use and key distibution and copying, making business-or legal contractual and/or consulting
agreements on behalf of the Academy, or Hamadeh Tducational Services, and/or Representation of the HES Board Pigsident unless specifically
delegated by ber in writing.

CONFIDENTIALITY OF INFORMA TTION:

The ewployée shall keep confidential and not disclose, or make any use of, except-for Hamadeh Educational Services or the Academies’ henefit,
at any fime, either during or subsequent to the termination of the Bmploymeént Contract Agteement, any trade secrets, formulae, methods,
techniques, computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how,
marketing, icaching, seling ideas, seHing concepts, cquipping processes, customer lists, staff information, student names or addresses, student
parents’ names and addresses, forecasts, marketing plans, strategies, pricing stralegies, 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, custoiners,
stadents, students’ parents, consultants, suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while
engaged pursuant to this Agrecment ("Proprietary \Inforiation"),

SKILLS/EXPERIENCE:
¢ Ol comprehension & expression skills, written comprehension & expression skills, visual acuity, speech clarity & recognition skills,
interpersonal communication skills, organization and planning skills, professionalism and time manapement skills
= Ability to lift and manipulate heavy objects; Ability to operate a variety of equipment; Ability to safely perform minot maintenance procedures
e Ability 10 undersiand, follow, and enforce safety procedures.

EDUCATION/TRAINING
s High School Diploma or GED preferred; At least I ycar of work experience,
« Must have valid Michigan Commercial Driver's license with a School Bus Endorsement (S), no mivre than two moving violations and/or at-fault
accidents on driving record.in the past threc years.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met to successfully perform the essential functions of this
job. Responsibilities include heavy lifting and carrying, walking and standing for extended periods of time, and working outside in all
types of weather.

Issued and Approved by: . .
Name and Title : Signature:
Employce Name and Title: Signature:

iamadch Educational Services, Inc. is an cqual opportunity employcer.
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Job Title: Chief Cook and Lunch Aide Bepartment: Food Services

Supervisor: Coordinator or Director of food Services Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
To ensure that student and staff meals are timely prepared according to all applicable health standards, and to assist in serving
meals to student and staff. )

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

L3
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Participates in depariment 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 int planning, directing and supervising the activities of food service team throughout the preparation and execution of the event

Adhberes 10 sanitation and safety procedures as stated in the Michigan Food Code, HACCP guidelines and all standard food preparation
and kitchen operations: procedures and dirccts students and staff to remain in compliance with the mandated rules and regulations.
Assists in preparation of meals; including but not limited to: washing, culting; peeling vegetables. Cleaning, cufting and preparing meals,
seafood and poultry. Stirring and straining soups and savees. Carrying pans, kettles and trays of food 10 and from work stalions, efc.
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 school functions involving food service with the schaol supervisor and the Principal.

Collaborates with the food services feam members to meet the schieduled service timely and efficiently.

Seis clear goals and objectives for the départment and participates in departmental improvement plans by sharing ideas and input to
enhance services:and programs.

SUPERVISION AND IMPLEMENTATION

@

@

&
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@

Supervises Assistant Cooks(s) and the food service team.

Prepares meals following eslablished protocols and keeps work area-around clean and safe.

Follows standardized recipes.

Operates kitchen equipment in g proper manner to assure safety as well as to avoid damage to the equipment.

Ensures cleanliness of kitchen, service line, and caleteria area including lunch equipment, floors, lunch tables, chairs, ete.
Oversees routine maintenance of kitchen and equipment, including weekly deep cleaning.

Ensures all items are retumed to their proper storage site.

Assists if necded with production records and inventory.

Serves slafland students on the service line in a professional and timely manner, while following portion control guidelines.
Runs cash register on the service line if cashicr is absent and/or handles monies properly and honestly.

PROFESSIONAL LEARNING OPPORTUNITIES (RLOs)

@

£

@

@

a

Perfonns routine self-Evaluation to identify areas of strenglhs and needs and seek ways to improve and enbance work related skills

Plans own goals for self-improvement consistent with the job requirements and/or school or HES needs.

Ttilizes school teader feedback on professional methods in {he best interest of the students and school.

Parlicipates in recommended training programs, confercnces; courses or other aspects of professional growth and effectively implements
new strategies.

Allends 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 (Servsate Certification
Class) as required and seeks opportunities and mentoring {rom designated staff for growth and professional development.

Demonstrates. sgif-motivation for improving own techniques, reflections and eflectiveness based on stakeholder input.

RESULTS AND DATA MANAGEMENT

Mecasures and reads measuring devices when following recipes and prepares meals following established protocols.
Assists in PowerSchool data count,

Assists in {iling all necessary paperwork,

Ensures cleanliness of cafeteria before and after meals.

Ensures food is distributed efficiently and property.

Redirects staff and students to follow pay and quantity serving policy.

Excmplifies quality customer service per stakeholder satistaction as exhibited in surveys and input.

REPORTING AND COMPLIANCI,

L]

®

a

Communicates effectively with staff and students.
Follows and remains in compliance with ail district, school, department-wide policies and daily routines and guidelines.
Monitors, reports, documents and redirects any concerns/issues coping from studenits, 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
approprialc sapervisor(s).

Utilizes supervisor directives and stakeholder feedback 1o improve performance,

Adheres to sanitation and safety procedurcs as stated in the Michigan Food Code, HACCP guidelines and all standard operating
procedures.

Participales in dowmcniailon of P1.Os where applicable.

Establishes and follows standardized recipes.

Participates in school activities and confributes to a morc positive learning environment.

s Completes and timely submits all required reports per specifications.

PROFESSIONAL QUALITIES

= Maintains good customer service aid positive communication with administration, staff, stadents, parents and community.

» Establishes and maintains positive team spirit among all stafl’ and school community creating a morc efficient work environment.
= Performs all duties with quality, efficiency and dedication to the Academies and their Management.

¢ Performs other duties as assigned by the Supervisor, Principal or IES President or her designee.

o Attends to assignments punctually and considers the impact of hisfher attendance on student achievement.

@ Demoanstrates professionalism in work ethics, handling confidential information and managing conflicts.

s Communicateseffectively and positively with staff, students and parerits as needed.

e Demonsirates availability when needed.

a Follows an organizational system for documents and communicating progress and concerns with stakeholders.

&

2

@

E
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SAFETY LEGISLATION:

HES is committed to the maximum safety of its students and cmployees. HES will comply with the "School Safety” legistation (2005 PA 129-131
and [38) enacted in Jaw effective Junuary 1, 2006. As a condition of employment, FIES will require that each new smployee hired afler January 1,
2006, submit eriminal background checks for all full-time aud part-tithe employees and for individuals assigned to regularly and continuously work
uader coutract in the Academy prior to the first day of employnient.

APPROVALS:

All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the QPM
Mauual and policies or as may be delegated by the Chief Operating Officer, FES Vice President or by the S President in writing, Activities that
involve any business contragtudl agréements-or monetary cosl must be pre-approved by the HES President or Vice President and may need 1o be
presented to the Academy Board for final approval.

EXCLUSIONS:

‘The responsibility does not includé hiring or firing of stafl. All purchases must be pre-approved by the Superintendent and HES President. The
respongibility does not include making «lecisions regarding staff’ benefits, payroll, approval of their vacation days or siclk/personal days including
absences beyond the imaximum allowed sick/personal days off (per cmployment contrict and as-dirceted by the IR Department), staff promotions,
statf transfers or assignments, school closings, facility use and key distribution and copying, making busiriess or legal contractual and/or consulting
agreements on behalf of the Académy, or Hamadeh Educational Services, and/or Representation of the HES Board President unless specifically
delegated by her in writing.

CONFIDENTIALLTY 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 submquenl to the termination of the Employment Contract Agreement, any frade secrets;, formulae; methods,
techniques, commputations, knowledge, data or other information of the Company and schools relating to products, Jrocesses, know-how;
marketing, teaching, selling ideas, sellingiconcepts, equipping processes, customer lists, stafl information, student names or addresiscs, student
parents’ hames and addresses, forecasts, marketing plans, strategies, pricing sirategies, computer programs and copyrightable: or patentable
malerials, or other confidential information or-subject matter pertaining to the Company's or schools' business, or any of its clients, customers,
students, students’ parents, consuitants,.suppliers or Alflliates, which a Covenanter may produce, use, view or otherwise acquire during while
engaged pursuant to this Agrecment ("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 mapagement skills

EDUCATION/TRAINING
@ High Schoo! Diploma or cquivalent
s Knowledge of Sanitation. and Safety issues (Training sessions will be provided)

PHYSICAL DEMANDS:

“Requires prolonged standing; physical exertion to manually move, Iift, carcy, 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 regulay
crouching occurs to retrieve ifems from lower shelves; regular reaching oceurs to rétrieve 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.

Issued and Approved by: Lo .
Name and title : Signature:
Employee Name and title : Signature:

Hamadch Educational Services, Inc. is an equal opportunity employer.
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Job Title: Chief Operating Officer (COQO) Department: Administration

Supervisor: HES President/HES Vice President - Ewmplayer: Hamadeh Educational Services (HES)

BASIC FUNCTION:

Under the direction of the HES President or her/his delegate HES Vice President (VP) oversees and provides the leadership,
management necessary to cusure that the company has the proper operational controls, administrative and reporting procedurcs and
people systems int place to effectively grow the organization and io ensure financial strength and operating efficiency,
RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

a

Working in partnership with the HES President and Vice President creates the strategic five year plan and implements new
processes and approaches to achieve it.

Warks with each department at the Central Office/Support Center to ensure that L year targets and 3 years targets arc
developed and achieved on an annual basis.

Oversees risk management and legal activities including vendor contracts, separation agreements and other legal
circumstances related to the efficient operation of human resources.

Analyzes operations to evaluate performance of a company or its staff in meeting objectives or to determine areas of
potential cost reduction, program improvement, or policy change.

Identifies complex problems and reviews related information to develop and evaluate options-and implements solutions
including the adoption of technology to increase efficiency.

Researches, recommends and impléments new technology tools that align with the sirafegic vision of the organization fo
increase the performance and productivity of the HR department.

SUPERVISION AND IMPLEMENTATION

[

8

@

Directs human resources activities, including the approval of human resource plans oractivities, the selection of directors or
other high-level staff, or establishment or organization of major departments.

Establishes departmental responsibilities and coordinates functions among departments and sites incliding developing
strong and efficient processes for the effective operation of HES.

Provides day-to-day leadership and managemeit to the organization that mirrors the adopted missioin and core values of the
company.

Develops comprehensive strategic recruiting and retention plans to meet the linmaii capital needs of strategic goals.
Spearheads the development, communication and implementation of effective growth stratégies and processes.

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

[

Attends meetings, school events, and training as may be needed or assigned to enhance performance.

Plans own goals for self-improvement consistent with the job requirements and/or school or HES needs.

Ensures timely @id complete participation of all staff in and documentation of training and mentoring sessions including
PLOs as needed.

Evaluates and recommends key staff developient necds to increase productivity and performarice.

Acts as a subject matter expert and a mentor for various senior leaders and wotks with managers to develop career paths for
future leaders.

RESULTS AND DATA MANAGEMENT

L

@

@

Responsible for the measiwrement and effectiveness of all processes iternal and external.

Provides timely, accurate and complete reports an the operating condition of the company.

Ensures that each department is achieving specified targets as established during the annual stratégic planning process.
Ensures that HR Processes are continuously being reviewed and improved to-ensure that the company can coatinue lo
streamline operations and provide best in class services.

Collaborates with the HES President and Vice President to ensure that departiment developed budgets are implemented
with fidelity and funds are spent in the best interest of HES.

REPORTING AND COMPLIANCE

a

Complies with all HES and District, school, department-wide policies, daily routines, authorizers, and State and Federal
guidelines.

Functions as a strategic business advisor to the management of each department regarding key organizational and
management issues.

Keeps the HES President and Vice President informed of ongoing issues and concerns requiring their immediate attention,
Ensures that HES remains in compliance with stakeholders guidelines and expectations.

Tales all necessary measures to ensure confidentiality of al] staff information and HR activities.
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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:
To ensure that student and staff meals are timely prepared according to all applicable health standards, and to assist in serving
meals to student and staff,

RESPONSIBILITIES:
DEPARTMENT PLANMNG AND IMPROVEMENTS

®

@

a

Participates in department improvement plan by sharing ideas and input to enhance services and programs.

Assists in planoing 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 nceded for the event, while staying within theallocated budget and following the
approved purchase procedures

Asgists in planning, dirceting and supervising fhe activities of food service team throughout the preparation and execution of the event

Adberes to sanitation and safety procedurcs as stated in the Michigan Food Code, HACCP guidelines and all standard food
preparation and kitchen operations procedures and directs students and stafl lo remain in compliance with the mandated rules and
regnlations.

Assists in preparation. of meals, including but not: limited to: washing, cutting, peeling vegetables. Cleaning, cutting and preparing
meats, seafood and pouliry. Stimving and siraming soups and sauces. Carrying pans, kettles and trays of food to and from work stations,
ele.

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 invelving food services with the Shpervisor and the Principal.

Coltaborates with the food services teain members to meet the scheduled service timely and efficiently.

Sets clcar goals and objectives for the department and participates in departmental improvewent plans by sharing ideas and input to
cuhanee services and programs.

SUPERVISION AND IMPLEMENTATION

&

]

@

@
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Prepares mcals following established protocols and keeps work area -around clean and safe.

Follows standardized recipes.

Operates kitchen equipmént in a proper manner to assure safety as well as'to avoid damage to the equipment,

Ensures cleanliness of kitchen, service line, and cafeteria arca including lunch equipment, floors, lunch tables, chairs, etc.
Oversees routine maintenance of kitchen and equipment, inclading weekly deep cleaning,

Ensures all items are retumed to their proper storage sile.

Assists if needed with production records and inventory.

Serves staff and students on the service line ina professional and timely manner, while following portion control guidelines.
Runs cash register on the service line it cashier is absent and/or handles monics properly and honestly.

PROFESSIONAYL LEARNING OPPORTUNITIES (PLOs)

@

@
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Performs routine sclf-evaluation to identify arcas of strengths.and needs and seek ways to hnprove and enhance work related skills
Plans ‘own goals for self-improvement consistent-with the job requirements and/or the Acadenty’s nceds.

Utilizes supervisor’s feedback on professional methods in the best interest of the students and the Academy.

Participates in recommended (raining programs, conferences, courses or other aspects of professional growth and effectivel %
implements new strategies. .
Attends all Parent-Teacher Conferences, open houses, and orientations, as well as any other schiool events as may be dirccted.

Attends mectings, activities, training programs, conferences, seminars, workshops (MDE, MOR), and courses (Servsafe certification
class) as required and seeks opportunities and mentoring from designated staft for growth and professionat development.
Demonstrates self~motivation for improving own techniques, reflections and effectiveness based on stakeholder input.

RESULTS AND DATA MANAGEMENT

L]

]
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@
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Measures and reads measuring devices when following recipes and prepaces meals following established protocols,
Assists in PowerSchiool data count. '

Assists in filing all necessary paperwork.

Ensurcs cleanliness of cafeteria before and after meals.

Ensures food is distributed efficiently and properly.

Redirects staff and students to follow pay and quantity scrving policy.

Excmplifics quality customer service per stakeholder satisfaction as exhibited in surveys and input.

REPORTING AND COMPLIANCE

2

&

Follows and remains in compliance with all the district, Academy, department-wide policies and daily routines and guidelines.
Monitors, reports, documents and redirects any concernsfissues coming fromn students, staff or parent to the supervisor.
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Immediately reports any, unusual circumstances, issues or observations regarding food health, safety uand compliance conderns o

appropriate supervisor(s).

= Utilizes supervisor directives and stakeholder feedback to improve performance.

» Adheres fo sanilation and safely procedures as stated in the Michigan Food Code, HACCP guidelines and all standard aperaling
procedures. '

« Participates in documentation of PLOs where applicable.

= Iistablishes and follows standardized recipes.

@ Darticipates in school activities and contributes to a more positive learning environment.

e Completes and timely submits all required reports per specifications.

PROFESSIONAL QUALITIES

& Maiitains 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 cfficient work environment,

@ Performs all duties wilh quality, elficiency and dedication to the Academy and its Management:

= Performs oftier duties as assigned by the Supervisor, Principal or UES President or her designee.

e Attends to dssignments punctually and considers the impact of histher attendance on student achicvement,

e Demonstrates professionalism in work ethics, handling confidential information and managing conflicts.
» Commupicates effectively and positively with staff, students and parents as needed.
@
@

Demonstrates avatlability when needed.
Follows an-organizational system for documents and communicating progress and concerns with stakeholders.

SAFETY LEGISLATION:

HES is committed to the maximuim safely of ifs students and employees. HES will comply with the "School Safety” legistation (2005 PA 1294131 and 138)
enacted in law effective Janvary 1, 2006. As a condition of cmployment, ES will require that each new employee hired after Janvary 1, 2006, submit
criminal background checks for all full-time and part-time employees and for individuals assigned (0 regulurly and continuousty work wnder contract in the
Academy prior to the first day of cmployment.

APPROVALS:

All acfivities- must be pre-approved by the immediate supervisor before their final implementation as may be consistent: with the policies in the OI'M
Manuat and policies or as may be delegated by the Chicf Operating Officer, HES Vice President or.by the HES President in writing, . Activities that
involve any business contragtual agregments or monelary cost must be pre-approved by the HES Président or Vice President and may need fo be presented
1o the Académy Board for final approval,

EXCLUSIONS:

The responsibility does not include hiring or finng, of staff. All purchases must be pre-upproved by the Superiniendent and HES President. The
responsibility does not include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal day$ including abschees
heyond the maximum allowed sick/personal days off (per. cmployment contract and as dirécted by the HR Department), staff promotions, staff transfers or
assighments; school closings, facility use-and key distribution and copying, making business or lepal contractual and/or consultivig agreements on behialf of
the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President unless specifically defegated by her in wriling.

CONFIDENTIALITY OF INFORMATION:

The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educatiotial Services or the Acadefiiies’ benefit, at any
time, ‘cither during or subsequent to the termination of the Employment Conlracl Agrcement, any trade secrefs, formulae, methods, techniques,
compulations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching,
selling ideas, selling concepts, equipping processes, custoner lsts, staff information, stadent pames or addresses, student parents’ names and addresses,
forecasts, marketing plans, sirategies, pricing strategics, computer programs and copyrightable or patentable materiafs, or sther confidential information
or subject matter pertaining to the-Company's or schools' business, or any of its clients; customers, stadents, stadenis® parents, consultants; suppliers or
Affiliates; which a Covenanfer may produce, usc, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprictary
\Information").

SKILLS/EXPERIENCE

» Oral comprehension & cxpression 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
s Knowledge of Sanitation and Safety issucs (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 oceurs to retrieve utensils and food items
l from storage shelves. Must be able to work in a noisy environment: ~Must be able to work in and around Tumes and odors.

Issued and Approved by: - -
Name and title : Signature:
Employce Name and fitle : Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer.
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vcational Services, Inc.
Job Description

Job Title: Coordinator of Curriculum Iimprovement and

: . Department: Academic — Cufriculum and Instruction
Instructional Coach

Supervisor: Principal and Assistant Superintendent Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:

Thie Coordinator of Curricwjum Improvement and Instructional Coach is vesponsible for mentoring and coaching instructional staff to ensure that the
emriculum is implemented with fidelity in addition to providing job-cmbedded support. The Coordinator of Curriculism Tmprovement and lnstructionat
Coach is responsible for introducing practices into classrooms by working with-icichers and adniinistrators with the goal of increasing student engagement,
improving student achicvement, and building teacher capacity.

RESPONSIBILYTTES:

DEPARTMENT PLANNING AND IMPROVEMENT

Coordinator of Curriculum Inprovement

¢ Develops.Professional Developments (PD) and/or interventions with feachers, instructional and support administrators to maximize teachers’ potential,

» Traing instructional staff to develop and implement instructional strategies that target sludent needs and enhanee student-achicvement,

s Facilitates the development/improvement of the HES academies core subject(s) plans/curricutum with clearly stated goals and vhjectives.

= Facilitates, in collaboration of the Tite [ coordinator, the development/revision of the school improvement plan at all HES academies cnsuring that
accirate and meamnglul data, curriculum and information 15 used

Instructional Coachli

* Serves as the coach and mentor in the core subject area(s) to facilitate differentiated instriction and collaboration among the teachers.

= Facilitates the proper construction of benchmark iessons; plans and manages the development of standards-based curriculum, instriiction and assessment
plans and strategies.

e 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/Amits within the core subject(s).

* Serves as the facilitator for the core subject(s) by identifying and assisting in the adoption o1 currientum resonrces aid main{aining inventory.

Facilitates the development of an anmual 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 (cam members on curriculum and instructional planning, department planning, and will accept and act upon feedback from

SUpervisor.

Collaborates with aduiinistrators and teacliers to ensure the proper implémentation of the'school’s assessment program (Standardized and others types)

L3

SUPERVISION AND TMPLEMENTATION

Coordinator of Curriculunt Improvement

» Collaborates wilh the Principals and the Assistant Superintendent in the development, review and implementation of the School Improvement Plan (SIP)
including the Professional Development Plan {(PDP) as relevant 1o areas of responsibility

Iustructional Couch

= Serves as a resource (0 the school improvement committees and works with administrators to develop, implement and evaluate the school’s continuous
improvement plan.

= Observes, provides guidance and support to assigned colleagues and participate in the formal evaluation process.

s Coordinates commuunication and planning among all learning communities and serve as the coordinator. for the Acddemy’s curricuiun in the assigned
subject area of speciaity.

¢ Coaches and mentors the teachers based on classroom observations and on {eaching practices/techniques on a continual basis.

o Demonstrates leadership qualities by sciting a personal example at high standards in all regards:

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs) .

e Participates in and provides professional learning opportunitics focused on data analysis that will enhance studentachievement through improved lesson
planning, cwrriculum alignment, implementation, and student assessment.

= Assists in the coordination of all school based PLOs linked o individual professional development plans, the STP and individualized action plans.

= Participates in the SIP activitics consistent with the SIP and the Academy’s mission and guidelines.

o Attends and consistently contributes to the sucecss of staff meetings, professional development sessions and action items.

= Follows feedback rom supervisor and school leaders based on professional methods corisistent with the SIP, Academy’s mission, best practives and
Michigan expectation.

e Sets and reaches own goals for self-improvement consistent with the job requirements and/or school needs,

RESULTS AND DATA MANAGEMENT

= Ciuides, menlors and supports stafl and ensures timely follow up and accountability through ongoing classroom observations, walkthroughs and staff
evaluations.

s Collects data, and establishes improvement plans based on varied student assessment results.

= Encourages and supports a process of properly reviewing and analyzing classroorm assessment results, as wel as sharing them with students and puarents.

= Assesses curriculum alignment through aualysis of standardized assessments, distriet widc assessment data, M ichigan standard exams, benchmarks, and
Grade Level Content Expectations (GLCES).

s Reviews the Jocal and state student assessment programs for the academies and recommends programs and stratcgies desiguied to cnhance instruction
delivery methods in order {o improve student performance.
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REPORTING AND COMPLIANCYE,
» Develops presentations for supervisor on results for evaluation and reporting purposes.
e Keeps the supervisor informed of miain issues and concems in arcas of responsibility.
« Complies'with all district, Academy, and department-wide policies and follows established rales/guidelines.
Instrucrional Couch
« Creates and maintaing an accurate and organized system for documenting and copununicating school and subject expectations and teacher evaluations.
« Accuately completes and submits in a timely manner all required reports per specifications.

PROFESSIONAL QUALITIES

< Participates in school committees that contribute o a more positive learning covironment.

Attends all Parent-Teacher conferences, Open Houses, and Orientations.

e Denoustraics professionatism in work ethics, handling confidential information and managing conflicts,

= Promotes objective and professional approach to data-driven decision-making.

« Listablishes and maintains positive interpersonal relationships with all children, parenis/guardians, and fellow stafl’

e Perfonmns all duties with quality, efficiency, with the highiest ethics, and dedication 1o the Academies and their Management.
« Performs other duties as mdy be assigned by the Principal or Superintendent or her designee.

®

SAFETY LEGISLATION:

HES is conmitted to the maximum safety of its stidends sind employees. HES will coniply with the "School Safety” legistalion (2005 PA 129-131 and {38) enacted in
law effective Jaouary 1, 2006. As a condition of employment, TES will require that each new employee hired afler January 1, 2006, submit criminal backgrouad chiceks
for all full-time and part-time employees and for individuals assigied 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
policicsor asmmiay be delegated by the Chief Operating Officer, HES VicePresident or by the HES President in writing. ‘Activities that involve any business confractual
agreements or monetary cost must be'pic-approved by the 1ES President or Vice President and may-need to be presented to the Academy I3oard for final approval.

EXCLUSIONS:

"The responsibility does not jnehide hiring or firing of staff: All purchases nwst be pre-approved by the Superittendent and HES President. "'he responsibility does not
include making decisions regarding staff benefits, payroll, -approval of their vacation days or sick/personal days including absences beyond the niaxiimum allowed
sick/personat days off (per employment contract and 2s directed by the HR Department), stall promotions, stafT tranisfers or assigmnents, school closings, facility use
and key distribution and copying, making business or legal contractual and/or Consulting agreements on behalf of the Académy, or Hamadeh Educational Services;
and/or Represeutation of the FTES Board President unless specifically delegated by her in writing,

CONFIDENTIALITY OF INFORMATION:

The employee shall keep confidential and not disclose, orinake any use of, except fir Hamadeh Educational Services or the Academies’ benelit, at any time, either
during or subsequent to the termination of the Employment Contract Agreement, any lrade secrets, formulae, methods, techniques, computatios, knowledge, data
of other information of the Company and schools relating to products, processes, kuow-how, marketing, teaching, selling ideas, sclling concepts, equipping
Pprocesses, customer lists, staff information, student names or addresses, student parents® namcs and addresses, forecasts, marketing plans, stralegies, pricing
stralegies, computer progranis and copyrightable or patentable materials, or other confidential iriformation or subject matier pertaining to the Company's or schools'
business, or any of ifs clients; customers, students, shidents” parents; consultants, suppliers or A flitiates, which a Covenanter may produce, use, view or.otherwise
acquire during while engaged pursuant o {his Agreement ("Proprietary \Information").

SKILLS/EXPERIENCE:

@ Oral comprehension & expression skills, written comprehension & expression skills, visual acuity , speech clarity & recognition skills, interpersonal
communication skills, oxganization and planning skills, professionalism, computer literacy, keyboard skills, time management skills and thorough
knowledge of Michigan Core Curriculum .

EDUCATION/TRAINING:

o Minimum of & Master's degree in edutation or-related ficld or an equivalént combination of education and expericnce,
= Thorough knowledge of Michigan Core.

» A niiningum of three years professional expericnce:in an educational sciting,

» Appropriate Michigan State Teaching Cerfification or eligibility for such cettification

PUHYSICAL DEMANDS:

The physical demands are representative of those that must be et by an employee to suceessfully perform the essential functions of this job. The ability 1o
perform the functions requires silting or standing for cxtended periods of time. ‘Ihe em ployee occasionatly is required to manually move, Jift, carry, pull, or
push objects up to 25 pounds in addition to occasional stooping, bending, and reaching.

Issued and Approved by:

Name and Title: Signature:

Employce Name and Title: Signature:

Hamadeh Educational Services, Inc. is an equal opporinnity employer.,
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Job Title: Coordinator of Curriculum, Instruction and Title I | Department: Administration — Instruction

Supervisor: Principal Employer: Hamadch Educational Services (HES)

BASIC FUNCTION:

Assists (he Princigal in providing for proper instruction and supervision of students and staff in accordance with the stated mission and goals
of the Academy; supervises the Curriculun: Alignment Committec; in the development of standards-based cumriculum and assessment
opportutities, research-based instructional methods, aligning. of materials and resources to curriculum outcomes, and the supervision of
eachers; and scrves as the instructional leader of the academy ..

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

e Collaborates with colleagues to construct benchmark lessons and to plan and manages theé development of standards-based cwriculum,
instruction, assessment plans; and stralegies.

= Ensures thal all textbooks are used effectively to meet cwriculum goals and coordinafes and/or supervises the creation/updating of
themes/units within the department.

s Serves as the coordinator for the elémentary curriculum in the all subject aveas by identifying and assisting in the adoption of curriculum
resources, maintaining inventory and ensuring cffective implementation of curriculum resources.

» QOversees the implementation of Title T programs in compliance with all applicable policies, aud guidelines

= Agsiatsin the ecordination and in development of an Departiment Improvement Plan with clearly stated goals and objectives,

s Assisls in purchasing and requisition of instructional naterials.

e Works collaboratively with others on curriculum and instructional planning, department planning, and will utilize and implement
feedback from supervisor.

e Assisis with the coordination of the school’s tesling program, the writing of grants fo aid in ‘mecting the goals of the Continuous
Tmprovement Plau, and other duties as may be assipned.

SUPERVISION AND TMPLEMENTATION
o Serves as.a resource 1o the School Improvement Commitiee and: works with school administrators to develop, implement, and evaluate
the school’s Continuous Improvément Plan
= Qbserves, provides:guidance and supervision of assigned colleagues, and participates in the formal evaluation process.
e Coordinalcs communication and planning among all learning communitics in all subject areas within the departnient,
e Provides continual fcedback to teachers, based on classroom observations and teaching practices/techniques.
a Jeads the process of developing or reviewing the grades/subject’s scope and sequence of the curriculﬁm, according: to the Core
Curriculum, Concepts and Statc of Michigan Guidclines (Grade Level Content Expectations, Content Expectations). '
Ensures that esscntial agreements are formulated for assessmenl, teaching, and leaming language.
Assists in the recruitment and mterviewing of qualified personnel as may be needed.
Assists in the administration of Title T budgel in compliance with federal, state and local guideline
Supervises students during passing time, lunch, recess, amival and dismissal if needed.
Demonstrates leadership qualities, selfing personal example.at high standards in all regards.

¢ @& & 8 ®

PROTESSIONAL LEARNING OPPORTUNITIES (PLOs)

o Participates in ‘and provides professional lcarning opportunities that will ephance student achievement through improved lesson
planming, curriculum alignment, implementation, and student asscssment.

e Assists in the coordination of all school-based professional learning opportunitics linked 1o individual professiona! development plans,
the School Iimprovement Plan, and individualized action. plans.

e Assists with the training of early Associate and Professional Teachers, other Lead Teachers, and Meator Teachers.

e Provides staff with ongoing classroom obscrvations, watkthroughs and evaluations and ensure a dependable cavironment for students’
well-being.

e Supports the teachers responsible for, and the students involved in; the, and assists tcams or individuals in devefoping units of inquiry.

RESULTS AND DATA MANAGEMENT

e Collects data and establishes inprovement plags based on the standardized tests-results.

e Fncourages and supports a process of properly reviewing and analyzing classroom assessment results, as well as sharing them with
students and parents.

e Prepares, revicws and submits reports as required for Title I complianee purposes

e Assesses curriculum alignment through analysis of standardized assessments data, district assmqments benchmarks, Common Core
State Standards (CCSS) and Grade Level Content Expectations (GLCES).

e Ensures Title I funding is properly and effectively expended.
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REPORTING AND COMPLIANCE
o Accurately completes and submits in a timely manuer all required reports per specifications.
o Preparcs and submits all documentation required for department anthorization and evaluation.
¢ Tistablishes and maintaing completed workshop attendance and school visits in order to ensure equality of opportunity and identify
ongoing nceds.
= Complies with all disirict, Academy, and department-wide policies and follows established miles/guidelines.
Serves on the School Improvement Plan (STP).and Total Quality Managemeni, (TQM) Commiltees.

&

PROFESSTONAYL QUALITIES
¢ Provides for effective communication and relations between thie administration and staft, and for building staf{l niorale.
@ Maintains department linison with social, professional, civie, volunteer, and other community agencies and groups having an interest in
the school within the department.
o Informs parents, stafT, and students about the school programs® events and activities.
e Performs all duties with quality, efficiency, and dedication to the Academy and ifs Management.
s Perforins other dutics as may be assigned by the Principal, HES President or her designes.

SAFEYLY LEGISLATION:

HES is committed to the maxinam safety of its students and employees. HES will comply with the "School Safety" legistation (2005 PA 129-131 and
138) cnacted in law effective January 1, 2006. As a condition of employment, HES will require that each new employce hired after Tanuary 1, 2006,
submit criminal backgronnd cheeks for all full-time and part-time employees and for idividuals assigned to regularly and contibuously worlc under
confract 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 policics in the OPM
Manual and policies or as may be delegated by the Chiet 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 {o he
presented to the Academy Board for final approval. '

IEXCLUSIONS:

‘The responsibility does not include: hiring or firing of staff. All purchases must be pre-approved by the Superintendent and ITES President. “The
responsibility does not include making. decisions regarding staft benelits, payroll, approval of their vacation days or sick/personal days including
absences beyond. the maximum allowed sick/personal days off (per smployment contract and 4 directed by the HR Department), statf 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 ch_p'rcscmzition 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 Edueational Services or the Academies’ benefit, at
any fime, 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 séhools relating to prodiicts, processes, know-how, marketing, leaching,
selling ideas, selling. concepts, equipping progesses, customer lists; stall” information,. student names or addresses, student parents’ names and
addresses; forecasts, marketling plavs, strategies, pricing strategies, computer programs and copyrightable or patcnfable materials, or other
confidential information or subject matter pertaining to the Company's or schools' business, or any of is clients, cistomers, shidents, students’
parents, consultarits, suppliers or Affiliates, which 2 Covenanter may produce, use; view or otherwise acquire dunng while engaged pursiant to this
Agreement ("Propristary \Information™).

SKILLS/EXPERIENCE:

o ‘Oral comprehension & expression skills, written comprehension & expression -skiils, visual acuity , specch clarity & recognition skills,
interpersonal commumication. skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time
management skills and thorough knowledge of Michigan Core Curriculum.

EDUCATION/TRAINING:
o Minimnm of a Bachclor’s degree in education or related field o2 an equivalent combination of cducation and cxperience.
» Must have School Administration Certification of be enrotled ‘in an aceredited prograit i which a School Administrator Cextification
will be attained within 3 years
o Must have had a minimum of' 3 years teaching and supervisory experience.
e Must comply with all applicable laws related to the Adminjstrator’s certificate.
e Must meet continuing cducation requirements as prescribed by rules promulgated hy the State of MT, :as applicable.

PHYSICAL DEMANDS:

The physical demands are representative of those that'must be met by an employee to successfully perform the cssential functions of this job.
The ability to perform the functions by sitting, standing and/or walking for cxtended periods of time. The employee occasionally is required
to manually move, lift, carry, pull, or push oh]eus up to 25 pounds in addition to oceasional stooping, bending, and reaching.

Issued and Approved by: . "
Name and Title: Signature:
Employee Name and Title: Signature:

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

Page 2 of 2
July 2017

5-39




nal Services, b,
7]

Job Title: Coordinator of Special Programs Department: Administration — Instructional
Supevvisor: Principal Employer: Hamadeh Educational Services (ITES)
BASIC FUNCTION:

Assists, coaches and supports the Special Education Programs at the Academies by providing instructional support to students. and staff of
Special Education Program to ensurc cffective individualized instructional services within the: department, to enhance the tcaching and
lcarning environment and achievement based on students Individualized Tducational Plans (IEP’s) and best practices; and to ensure
compliarice with the law.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

8

4

e

-}

&

s Assists and vecommends changes and Improvements to enhance the Special Needs Programs

Assists in the implementation of proactive, individualized instriction and seyvices to accelerate the students’ comprehension and to aid
students in acquiring lacking skills,

Integrates assistive technology-as may be necessary per the students 1EP’s and provides staff with the most effective stiategics and
approdclies to- comply with the individualized IEP?s goals and objectives.

Collaborates with core subjcet tcams, coaches, Jeaders, teachers, and the ACP program staff to implement best practices for cifective
instruetion.

Assists with student schedules and attends IEP migetings and Parent-Teacher Conferences for the department.

Provides support to ensure timely TEP updates, and compliance with TDEA and other Staie and Federal requirements.

Recommends requisitions and keeps inventory of supplies and equipment for the Special Education Department.

SUPERVISION AND IMPLEMENTATION

@

Reviews and provides coaching with lesson plans, daily activities on an ongoing basis as may be needed for effective special needs
services. )

Assists and provides support in Special Education scheduling for compliance, effectiveness and accountability.

Assists in making recomméndations for materials and resources to the Special Bducation staff as may be necded.

Coaches the statf in effectively addressing stndents® discipline and the implementation of the classroom and school discipline policies
related to the department.

Conducts waltkthroughs and obsérvations for effective coaching of staff, open communication, and clfective mstruction in the best
interests of students,

PROFESSIONAL LEARNING OPPORTUNITIES (PLQOs)

a

-]

@

®

a

a

Contributes to the STP and meeting AYP réquircnients by enhancing Special Education students’ skills.,

Assists in baintaining accurate rccords of department mectings, training sessions; workshops and ali P1.0Os activities,

Attends staff meetings, training sessions, school events and activities as way be. dizected or assigned by supervisor.

Assists in coordinating and facilitating Special Education Departments meetings and training sessions.

Assists in planning, organizing, and recommending training programs and scheduling of training sessions

Assists in coordinating and implementing an incentive program to positively impact student learning-and expected progress.
Attends professional learning opportunities and uses knowledge gained to train and coach staff and foster professional growth.

RESULTS AND DATA MANAGEMENT

R-d

@

e

Assists in making data-informed improvements by analyzing standardized and departmenlal test results

Assists in the coordination of an effective Special Education Program as evidenced by the various snmmative and formative assessment
data.

Coordinates and implements an effective incentive program based on student data and results to cclebrate successes.

Documents all academic activities and re-evaluates their effectivencss:

REPORTING AMND COMPLIANCE

°

Assists in creating and maintaining an accurate and organized system for timely documenting and communicating school and
department cxpectations. :

Accurately and timicly complétes and submits all required reports per specifications.

Iistablishes and maijntains completed planners, workshop attendance and school visits in order to ensure equality of opportunity and
identify ongoing needs.

Timely and accurately prepares and submits any documentation requited for authorization and evaluation,

Assists in the planning, development and implementation of the ACP and summer programs to ensure alignment with the school
academic programs and student needs.

Documents all workshop attendance and school visits to ensure equality of opportunity and identify ongoing needs
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PROFESSIONAL QUALITIES

» Agsists in serving as a liaison with social, professional, civie, voluntecr, and other community agencics including groups having an
interest in the school within the department.

a Tollows an organizational system for documenting and communicating stadent progress and concerns. (Parent Communication Log)

* Sets up systems for communication and collaboration among all staff members involved in implementing special programs.

e Assists in publishing articles pertaining to the program in school newsletter and on the school web site,

e Responds, applies and circulates all relevant information received for Special Edueation,

» Promotes and models a cooperalive inferaction of the entire professional staff, parents, students, and. community mesmbers in the
implementation of the Special Education Program, across all schools as necessary.

= Performs other duties as:may be assigned by the Principal, the Superintendent and HES President or her/his designee.

SAFETY LEGISLATION:

HES is committed to the maximuin safety of its students and employees. HES will comply with the."Schoot Safety" legislation (2005 PA. 129-131
and 138) enacted in law effective Janvary 1, 2006. As a condition of ecmployment, HES will require that each new employes hired afler Janvary 1,
2006, submiit ciiminal background checks for all full-time and part-time employees and for individuals assigned to régudarly and continnously work
under contract in the Academy prior 1o the first day of employment.

APPROVALS:

Adl activities must be pre-approved by the imimediate sipervisor before their final implementation as may be consistent with the policies i the OPM
Manual and policies or as may be delegated by the Chicf Operating Officer, HES Vice President or by the HES President in writing, Activitics 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
presenied lo the Acadeiny Board for final approval.

EXCLUSIONS:

The responsibility does net 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/persotial 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 Hamadch Educational Services, and/or Representation of the HES Board President unless: specifically
delegated by her in writing.

CONEIDENTIALITY OF INFORMATION:

‘The erployee shall keep confidential and not disclose, or make any use of, except for Hamadeh Bducational Scrvices-or the Academies® benefit,
at any time, eithier during of subsequent {0 the termination of the Employment Contract Agreement, any irade sscrets, formulae,, methiods,
techiniques, computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how,
marketing; teaching, sclling ideas, selling concepts, cquipping, processes, cuslonmer lists, ‘staff information, student hameés oi addresses, student
parénls” names and addresscs, forceasts, 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 elients, customers;
students, students’ parents, consultants, supplicrs of Affiliates, which a Covenanler may produce, e, viéw or otherwise. acquire during while
engaged pursuant to this Agreement ("Proprietary \Information™).

SKILLS/EXPERIENCE:

Oral comprehension & expression skills, written comaprehension & expression  skills, visual neuity, speech clarity & recognition skills,
interpersonal communication skills, organization and planning skills, professionalisin, computer liferacy, keyboard skills, time nanagement
skills and thorough knowledge of Michigan Core Curriculum and Special Edueation faws, guidelines and requirements.

EDUCATION/TRAINING:
@ Mininrun: of Master’s degree in Special Education or related field or an equivalent combination of education and experience.
& Must have. School Administration Certification or be enrolled in an accredited program in wihich a Schiool Administrator Cerlification
will be attained within 3 years
e Thorough knowledge of Michigan Core Curiculum and special needs program.
= A ntininmum of three years teaching experience in an educational setling,.
= Must comply with all applicable laws tclated to the Adminisirator’s certificale as may be required by MDE.
= Must meet continuing education requivements as prescribed by rules promulgated by the State of Michigan; as applicable.

PHYSICAL DEMANDS:

The physical derands 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 ecrmployee occasionally is
required to manually move, lif, carry, pull, or push objects up 1o 25 pounds in addition to occasional stooping, berding, and reaching.

Issued and Approved by:

Name and Title: Signature:

Employee Nanie and Title: Signature:

Hamadch Educational Services, Inc. is an equal opportunity employer.
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Job Title: Coordinator of the Arabic Language Propgram

Department: Administration - Instructional

Supervisor: Principal

Employer: Hamadeh Educational Services (HES)

BASIC FUNCTIONM:

Serves:as the department” instructional leader and guide, coordinates, develops and supervises the implementation.of the Arabic Language
Programs consistent with the Academy, State, and National foreign language and common. core standards, as well as the Acadeiiy’s
mission aid vision.

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

]

@

13

2

R

&

Coordinates the development of the Arubic curriculum in alignment with the Academy, State and National standards for Arabic
Languages.

Assists in the coordination, preparation, and purchase of the departments’ cuirficulum materials and resources for Pre-K-12 education.
Collaborates with the depariment’s instructional feachers to plan and implement units that best meet the leaming needs of students.
Coaches and evaluates the departmental staff to cnsure optimal performance and that best delivery of inshruction via the monitoring of
and the completion of responsibilities.

Monitors. latest research, trends, and developments in curriculum and instruction, and disseminates such information to appropriate

‘personnel with intent of providing philosophical direction to curriculum development.

Directs. academic conlests and activities for department fairs and events,

SUPERVISION AND IMPLEMENTATION

a

Provides guidance and develops resources and activities that enbance: {he effecliveness of the learning experience within the
department.

Conduets weekly review of lesson plans and monitor the implementation of the curriculum, as well as the student learning and
progress.

Monitors, supervises, and evaluaies the Arabic: language instruction, teachers, and the iraplementation of programming, lesson plans,

grade books, and attendance records.

Ensures that cSsentiaf agreements are formulated for assessment and (or teaching and learning language.

Assists in the recruitment of qualified personnel and recommends hiring, dismissal, and transfer of personnel.
Sets clear goals and expeclations for scifand staff members, and maintains professional accountable environment,

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

L]

@

[

Coordinates the teachcr-mentoring program within the depariment.

Provides teachers with traiming individually or by groups as needed in’ Understanding by Design, as a sirategy to inercase student
understanding of the information they are learning, ’

Recommends, dircots and/or coordinates in-services by curriculum and instructional fechnology vendors or subcontractors,

Coordinales staif meetings as needed, as well as attend other staff meetings or school events as may be required:

RESULTS AND DATA MANAGEMENT

@

&

@

]

Assists the Principal and teachers in foreign language testing proficiency/standardized t6sting and other student evaluation methods.
Assists with the coordination of the School Iimprovement Plan (SIP) and the academic acereditation process.

Collects data, and establishes improvement plans based on the standardized and other test results

Develops and supports a process of proper review of student levels and ensures proper grouping of students based on their performance
and assessment results, as well as sharing them with students, staff and parents,

Collects data, and cstablishes improvement plans based on. the standardized and other test results to provide guidance and develop
resources and activities that enhance effectiveness.

REPORTING AND COMPLIANCE

9

Accurately completes and submits in a timely manner all required tepots per specifications.
Demonstrates profissionalism in work ethics, handling confidential information and managing conflicts.
Serves on STP Commitiee.
Establishes and maintains completed planners, workshop attendance, and school visits in order 10 cnsure equality of opportunity and
identify ongoing needs. ’
Conducts effective teacher cvaluations and creates and maintains an accurate and organized system for documenting and
communicaiing school and department expeetations,
Prepares and submits all documentation required for Arabic Department authorization and cvaluation as needed.
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PROFESSIONAL QUALITIES
@ Trauslates communication to-disseminate necessary information to parents and community in the Arabic Language.
e Provides community support and student services for the department to enhance stadent learning and parental participation.
= Establishes and maintains positive interpersomal relationships with stedents, parents/guardians, and fellow staff,
s Demonstrates flexibility and availability when needed
e Performs all duties with quality, efficiency and dedication to the Academy and its Management
e Performs other duties as may be deemed necessary by the Principal and HES President

SAFETY LEGISLATION:

HES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety” Iegislation (2005 PA 129131
and 138) enacted in aw effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1,
2006, submit ériminal background cheeks for all full-lime and part-time employees and for individuals assigned (o regularly and continuously work
under contract in the Academy prior to the first day of emaployment.

APPROVALS:

All activities must be pre-approved by the immediate supervisor before iheir final implementation as may be consistent with the policies in the OPM
Manuat and policiesor as may be delegated by the Chief Operating Officer, IS Vice President or by the HES President in writing, Activities that
involve any business contractual agreements or monctary cost nust be pre-approved by the TIES President or Vice President and may need to be
presented fo the Academy Board for final approval,

EXCLUSIONS:

The responsibility does not include hiring or firing of stall. ANl purchases must be pre-approved by the Superintendent and HES President. “The
responsibility dees not include making decisions regarding stafT benefils, payroll, approval of their vacation days or sick/personal days including
absences beyond the maximum allowed sick/personal days ofT (per employment contract and as directed by the HR Depariment), 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 hehall of the Acadeniy, or Hamadeh Educational Services, and/or Representation of the HES Board President unless speciticaily
delegated by her-in wriling,

CONFIDENTIALITY OF INFORMATION:

The employee shall keep conlidential and not disclose, o make any tise of, except for Hamadeh Educational Services or the Academies” benefit,
at any time, either during or subsequent. to. the-termination of the Gmployment Contract -Agreement, any trade sccrets, formulae, methods,
techniques, computations, knowledge, data. or otlier information of the Company and schools relating to products, processes; know-how,
marketing, teaching, selling ideas, selling concepts; equipping processes, customer lists, stafl information, stucdent names or addresses, student
parents’ nawes and addresses, Torecusts, maileting plans; stiategics, pricing strategies, computer programs and copyrightable or patentable
materials, or other confidential information or subject maller pertaining fo the Company's or schools' business, or any of its clients, customers,
students; students® parents, consultants, suppliess or Affiliates, which a Cavenanter may produce, tuse, view or otherwise acquire daring while
engaged pursuant to this Agreement ("Proprictary \nformation™), ' '

SKILLS/EXPERIENCE: »

e Oral comprchension & expressiou skills, written comprehension & expression  skills, visual acuity , speech clarity & recognition
skills, interpersonal communication skilfs, organization and planning skills, professionalism, computer literacy, keyboard skills, time
management skills

e Proficiency in the Arabic Language (Speaking, Reading, Comprchension, and Writing)

» Thoroughknowledge of Foreign Language Standards,

o A minimum of three years professional experience in an educational sciting.

o Ability to work well in culturally diverse setting

EDUCATION/TRAINING:
= Minimum of a Bachclor’s Degree in Education or related figld or an equivalent combination of education and experience.
e Must have School Administration Certification or be -enrolled in and accredited program in which a School Administrator
Certification will be attained within 3 years.
s A minimum of three years teaching and supervisory experience
» Must comply with all applicable laws related to the Administrator’s Certificate.
> Must incet continuing education requirements as preseribed by rules promulgated by the State of Michigan, as applicable.

PHYSICAL DEMANDS:

The physical demands arc representative of those that must be met by an cmployee 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 cemployee occasionally is
required lo manually move, Bift, cany, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching,. -

Issued and Approved by: Sion: N
Name and Title: Signature:
Employee Name and Title: Signature:

Hamadeh Educational Sérvices, Ine. is an equal opportunity employer,
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Job Title: Coordinator of Tuterial, ESL and Title Ii1 Programs | Department: Administration — Instruction

Supervisor; Principal Employer: Hamadeh Educational Services (HES)

BASICFUNCTION:

Under the direction of the Principal, to oversee and direct all aspects of the Tutorial and ESL Programs at the Acudemy, by providing
proper instruction and.supervision for staff and students in need of tutorial services and acceleration in the English language acquisition
based on the same principle of individualized instruction.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

@

Serves as the educational leader for students in need of Tutorial and ESL programs and. staff by developing, supervising, and
cvaluating the Academy’s instructional programs including ihe evaluation of tutorial staff.

Participates in department improvement plans by sharing ideas and luput fo enhance services and programs and recommends. changes
and improvemenis as may be needed, including the formulation of curriculum objectives and the selection, development, and revision
of ewrriculum materials,

Participates in the development and implementation of the before and after school programs.

Plans, evaluates, and recommends programs, policies, goals and objectives in area of responsibility.

Reviews all curriculum guides and materials in the Tutorial and ESL Program Department ensuring they are alipned with State and
National stundards and ready for distribution to instructional support staff, pavents, etc.

Develops student and staff schedules in a manner that is most conducive to learning with focus on student achievement.

Oversees the implemeritation of Title T programs in compliance with all applicable policies and guidelines

Plans and implements school activitics that are aligned with the School Tmprovement Plan (SIP) for all stakcholders:

Coordipates the teacher-substitule program and maintains records of the departments’ staff sttendance,

SUPERVISION AND IMPLEMENTATION

o

@

¢ & @

@

Supervises invenlories of textbooks and other educational materials and recommiends requisitions for the department,

Monitors and oversees the daily operation of the Tutorial and ESL program classrooms and subjects, and supervises the scheduling of
the tutorial program staff.

Monitors the progress of afl assessments and devclops, communicates, and oversees implementation of strategics for improvement by
instructional staff.

Assists in the administration of Title 111 budget in compliance with Federal, State and local guidelines

Reviews Tutorial and ESL lesson plans provided by teachers on a weekly and/or daily basis.

Observes, provides guidance and supervision of assigned colleagues aid participates in the Tormal evaluation process,

Ensures that all réquirements of program and procedures are carried out properly/deadiines are met.

Supeivises students during passing time, lunch, recess, arrival and dismissal if needed.

Sets clear goals and expectations for self and stalf members, and maintains professional, accountable cnvirommeént,

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

o

L)

3

Coordinates, participates, and oversees all educational team meetings and team activities:

Plans, organizes, rccommends and direets in-service training and development, department meetings and/or training as well as school~
wide staff mectings consistent with the SIP and departmental needs

Fostcrs professional growth and provides professional assistance and meutoring to staft as required and ensures training sessions,
mcluding PLOs, are completed and documented in a timely manner. '

Coordinates and attends all schooi meetings, activities, and training sessions as required and seeks opportunities and mentoring from
designated staff for growth and professional development.

Serves on School Tiprovement Pian (SIP) and Total Quality Management (TQM) Commitlees.

RESULTS AND DATA MANAGEMENT

2

Prepares timely school reports to present to the Principal, Superintendent, and HES President, and submifs such reports and records as
required by law, Board Policies, and administrative directives.
Prepares, reviews and submits reports as required for Title 111 compliance
Aunalyzes student achievement as cvidenced by grades, standardized test data, curriculum and cuiculum modification and
individualized instruction records within the Tutorial and ESL programs and uses results for improvement.
Uses data to cffectively impact decision-making, goal selting, planning and awarding student achievement.
Evaluates students” academic performance in the Tutorial and ESL programs by reviewing report cards and progress reports.
Orders testing materials and supervises the distribution and return of test documents, obtains required purchase order approvals
Administers required standardized testing and apalyzes data and uses results for improvement.
Plans and implements department guidelines and procedures including lesson plans, communication, meetings, efc,
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REPORTING AND COMPLIANCE

e Accuratcly completes and timely submits all required reporls per specifications.

# Prepares and submits alf documeniation required for department authorization and evaluation.

@ Lstablishes and maintains completed workshop attendance and school visits in order to ensure equsality of opportunity and identily
ongoing needs.

o Complies with-all district, school, and department-wide policies and follows established rules/guidefines.

e Assists in the planning, development and implementation of the ACP and summer programs 1o ensure aligiment with the school
academic programs and student needs.

PROFESSIONAL QUALITIES

o Follows an organizational system for documenting and communicating student progress and concerns with stakeholders,

e Collaboratively participates in school committees including the SIP’s to facilitate a more positive learning environment.

e Performs all duties with quality, efficiency and dedication 1o the Academy and its Management.

e Promotes and models a cooperative interaction of the entire professional staff] parents, students, and community members in the
implementation of where applicable.

» Performs other duties as may be assigned in wriling by the immediate supervisor, 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 witly the "School Safety" legislation (2005 PA 129-131 and
138) enacted in Jaw effective January 1, 2006. As a condition of émployment, 1TES will require that cach new employee hired afler Janvary 1, 2000,
submit criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and continuously work under
contruct in the Academy prior to the first day of employment.

APPROVALS:

All activities must be pre-upproved 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 MES President in writing. Activities that
involve any business contractnal agreements or monetary cost nwst be pre-approved by the HES- President or Vice President and may nced fo be
presented (o the Academy Board for {inal approval. '

EXCLUSIONS:

The responsibility does not include hiring or firing of staff. All purchases st be pre-approved by the Superintendent and HES President. The
responsibility does not include making decisions regarding staft benefits, payroll, approvat of their vacation days or sicl/personal days including absences
beyond the maximum allowed sick/personal days off (per employment contractand as-directed by ihie HR: Departmient), stail promotions, staff transfers
or assignments, school closings, facility use and key distribution and copying, making business or Icgal conlractual and/or consulling agreements on
behalf of the Academy, or Flamadeh Educational Services, and/or Representation of the HES Board President unless specifically defegated by her in
wriling,

CONFIDENTIALITY OF INFORMATION:

The employee shall keep confidential and not.disclose, or make any use of, except for Hamadeh Educational Services or the Academiss’ 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,
sclling ideas, sclling concepts, equipping processes, cusfomer lists; stafl information, student names or addresses, student parcnts’ names and
addresses, forecasts, marketing plans, straicgics, pricing strategies, computer programs and copyrightable or patentable materials, or other
conlidential information or subject mattér pertaining to the Company's or schools’ business, or any of its clients, customers, students, students’
parenfs, consaltants, suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this
Agreement ("Proprietary \Information™).

SKILLS/EXPERIENCE:

e Oral comprehension & expression skills, written comprehension & expression skills, visual acuity , specch clarity & recognition skills,
interpersonal conunupication skills, organization and planning skills, professionalism, computer fiteracy, keyboard skiils, lime munagement
skills

» Abilily to work well in a culturally diverse setting and proficiency in the Arabic Language is a pins (Speaking; Reading, Comprehension,

and Writing)

Thorough knowledge of the Michigan Core Curriculum standards;

$

EDUCATION/TRAINING:

e Minimum of a Bachelor’s degrec in education or related field or an cquivaledt combination ol education and experience; must have had a
minimum of 3 years teaching and supervisory experience; and must meet contirwing education requirements as prescribed by rules
promulgated by the State of Michigan, as applicable.

PIIYSICAL DEMANDS:

The physical demands are representative of those that must be met by an employee to successfully peeforin the essential functions of this
Jjob. The ability lo perform the functions by sitting, standing and/or walking for exiended periods of time. The cmployee occasionally is
required o manually move, 1ift, carry, pull, or push objects up to 23 pounds in addition to occasional slooping, bending, and reaching,.

Issued and Approved by: Signs .
Name and Title: Signature:
Employee Name and Title: Signature:

Hamadeh Educational Services, fuc. is an equal opportunity employer.
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Job Title: Counselor Pepartment: Student Affairs
Supervisor: Principal Employer: Hamadeh Educational Services (HES)
BASIC FUNCTION:

Utilizing leadership, advocacy, and collaboration, the Academy counselor promotes student success, provides proveative services, and
responds to identified studeitt necds by implementiog a comprehensive school counseling program that addresses academic, carcer, and
personal/social development for all students.

RESPONSIBILITIES: )

DEPARTMENT PLANNING AND IMPROVEMENTS

e Participates in department impravement plan by sharing ideas and input to enhance services and program.

s Plang academic.counseling aciivities that are aligned with the- Academy, State, National standards and individualized student rieeds.

s Provides instivction, team teaching, or assistance in-teaching the school guidance cwriculum, learning activities or units in classrooms, the
carecr center, or other school facilities.

a Participales in interdisciplinaryteams to develop and refine guidance curriculum that is integrated across the curriculum,

» Develeps rapport with-students to facilitate and conduct - planned small group activities to respond to siadents’ identified needs or interests.
Such topics may include balanciig, fiiendship and résponsibilities, time management, and carecrs, providing information, counsel and/or
veferrals

o Ulilizes fests and other data as the bagis for advising and helping students develop and review their EDPs.

o Assists students in evaluating their abilities, interest, talents, and personality characteristics in order 1o develop realistic, academic and
career goals,

= Monjfors students who are achieving a-“I” or lower and devise and implements motivational strategics for students and teachers.

« Participales -in Individualized Educational Programs (TEP) meetings, offering support, suggestions and resources to maximize sfudent
achievement.

» Researchies, promotes, disseminates, and actively participates.in assisting students with their scholasship programs, Dual enrollment; carcer
planning and personal growth

s Counsels students and their. parenfs on malters relating to the student’s adjustment, progress, achicvement and aptitude in school;
plans/implements appropriates measures to address and effectively coordinate erisis situations.

» Develops studént sehedules in a'way that maximizes studeats’ potential consistent with the Academy’s guidelines.

SUPERVISION AND IMPLEMENTATION

s Servesas student advocate and consults with parents, guardians, teachers, other educators, and communily agencies regarding strategies to
assist students and families.

e Provides small .grotp or individual counscling (short and long term as nceded) for students experiencing difficulties dealing with
relationships, persopal concerns, or normal developmental tasks to lhelp them identify problems, causes, alternatives, and. possible
consequences so they can take appropriate action and provides prevention, micrvention, and follow-up.

e Uses referral sources io deal with crises such as suicide ideation, violence, abuse, depression, and {amily difficulties. These referral
sources may include meutal health agencies, employment and training programs, juvenile services and other social and community
services,

s Collaborates with-supervisor during student erises to ensure effective oulcomes and positive resolutions for all parties involved.

» Traibs-students as peer mediators, conflict managers, tutors, and mentors to help them engage positively with each other.

o Implements a guidance curriculum through teaching/integrating: individualized and group activitics to further students’ career, academic
and social developmient.

» Contribules to the Academy’s mission through consultation, collaboration, program goordination, and tearnwork.

PROFESSIONAL LEARNING GPPORTUNITIES (PLOs)

e Attends school professional development training to muintain licensure and to cosure skills are updated in the areas of curriculum
development, fechnology, and data-analysis and implements new strategies.

Conducts workshops and informational scssions {or parents or guardians to address the needs of the school community and to reflect on the
student school guidance curriculum.

o Assists, redireets and guides stafT, students and parents, 1o ensure the smooth operation of the counseling program.

» Ulilizes supervisor directives and stakeholder feedback to improve individual and department performance.

o Participates in PLO’s where applicable and completes proper documentation of meetings.

e Plans individual goals for self-improvement, consistent with the job requirements and/or the Academy and HES needs.

RESULTS AND DATA MANAGEMENT
o Analyzes student achievement/progress and counseling program-related data to evaluate the counseling progran.
o Conducts research on student activity outcomes for addressing gaps that may exist between different groups of students.
o TJscs data to effectively impact decision-making, goals setting, and planping and make recommendations and improvements to the
department and the Academy asneeded and to ensure each student obtain educational equity and access,
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» Maintains database and reports of all students assigned to counselor ensuring student transeripls and Power School reports are acourate and
up-to-date,
¢ Shares data and their interpretation with staft and administration 1o ensure each student have educational equity and access.

REPORTING AND COMPLIANCE

» Creales and maintaing an accurate and vrganized system for documenting aad timely communicating school and department expectations,
teacher evaluations and timely and accurately submits required reporis.

s Hslablishes and maintaing compleled planners, workshop attendance and school visits.

o Complies with alf the district, Academy, and department-wide policies, daily roulines and guidelines.

PROFESSIONAL QUALITIES

» Demonsbrales professionalism by work ethics, handling confideutial information, and conflict management.

» Provides significant contributions fo the Academy’s mission through consultation, collabaration and program coordination.

= Coordinates school and communily reseurces on behalf of all students and those requiring additional and unique serviees.

¢ 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 oceasional evenings

e Provides classroonn and community/ PTC presentations concerning a variety of topics (mcndshlp, stress reduction or cuprent lrends.).

e Performs all duties with quality, efficiency, and dedication to the Academny and its Management.

e Perfons other duties as may-be assigned by the immediate supervisor, the Superintendent orher designee

SAFETY LEGISLATION:

HES iy cornmitied to the maximum salety of its students and employees. HES will comply with the "School Safety” legislation (2005 PA. 129-131 and
138) enacted in Jaw effective Janvary 1, 2006. As a condition of employment, HES will fequire 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 werk under
contract in the Acadeny prior to the first day of cmployment,

APPROVALS:

All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policics in the OPM
Manual and policies or as may be delegated by the Chief Operating Officer, HES Vice President or by the FIES President in writing. Activities that
involve any buginess confractual agreements or monetary cost maust be pre-approved by the TTES President or Vice President and may need to be
presented to the Academy Board for final approval.

EXCLUSIONS:

The vesponsibility does not include hiring or firing of stalf. All purchases must be pre-appioved by the Superintendent and HES President. ‘The
responsibility does not include making decisions regarding stafl benefits, payroll, approval of their vacation days: or sick/personal days including
absences beyond the maximum allowed sick/personal days off (per employiment contract and as directed by the HR Depaitment), staff promotions, stafl
transfers or -assignments, sehool closings, fcility vse and key distribution and copying, making business or legal contractal andfor consulting
agreements on behalf of the Academy, or Hamadeh Educational Services, and/or Represéntation of the HIES Board President unless specifivally
delegated by her in writing:

CONFIDENTIALITY OF INFORMATION:

The employce 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 uf the Employment Contract Agreement, any trade secrets, formulae; methods, techniques,;
compulations, knowledge, data or other information of the Company and schools refating fo products, processes, know-how, marketing, teaching,
selling ideas, sclling concepts;, equipping processes, customer lists, staff information, student names or addresses, student parenis’ nanes and
addresses, forecasts, marketing plans, stralegies, priving slratcgies, corputer 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 othérwise acquire during while cngaged pursuant to-this
Agreement ("Proprietary \Information™).

SKILLS/EXPERIENCE:

o Oral comprehension & expression skills, written comprehension & éxpression skills, visuaf acuity , speech clarity & recognition skills,
interpersonal communication skills, organization and planning skills, protessionalism, computer litetaey, 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 cestified or eertifiable in stale of Michigan as a schoo! counselor; Must
comply with all applicable faws related (o the State of Michigan School Administralor requirements; Must meet conlinuing education
requirements as prescribed by rules promulgated by the State of Michigan, as applicablc

PHYSTCATL BDEMANDS:

The physical demands are representative of those that must be-met by an employee 1o successfully perform the cssential [unctions of this job.
The ability to perform the functions by sitling, standing and/or walkivg for extended periods of time, The employec occasionally is required
to manually move, lift, carry, pull, or push objects up to 25 pounds in addition 1o occasional stooping, bending, and reaching.

Issued and Approved by:

Name and Title: Signature:

Employee Mame and Title: Signature:

Hamadel Educational Services, Inc. is an equal opportanity cmployer.
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Job Title: Custodian Department: Student Services

Supervisor: Director of Buildings, TFacilities and

Transportation Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
= To perform minor maintenance and répair duties; and monitor students® conduct in the hallways.
& To mainlain a clean, presentable and orderly condition of the school building(s).

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROYVEMENTS

e Maintains cleanliness and order of the school building at all times by monitoring inierior and exterior of school campus inchuding lunch
areas, hallways, walkways, classrooms, restrooms, parking lots, waiting rooms and any other assigned ‘areas.

o Schedules days and times Lo conduct regnlar custodial inspection to ensure all areas are clean, sapitary and free. from graffiti.

s Utilizes special skills and techniques required in dealing with' cheiicals and waste in compliance with OSHA, HES and Academy

policies and standards

Participates in department improvement plan by sharing ideas and input to enhance services and program.

Collaborates with the custodial team members {o service students.

Categorizes priorities and demonstrates altentiveness to work schedule:

Demonsteates flexibility in unscheduled assignmenits and/or placements and understands, adopts and works towards the schaol migsion.

B

e & 8

SUPERVISION AND IMPLEMENTATION
o Cleans the buildings and maintains it in top condition throughout the day.
» Handles all equipment and cl(.anmg chemicals properly in accordance with SDS/MSDS, Supervisor's directives and manufacturer's
instructions.
Ensures that paper products, soap and air fresheners are always available and properly stocked.
Disposes trash bags and waste properly.
Promptly and properly cleans unexpected spills and messes and follosws proper safety procedures to prevent hazardous situations
Cleans, polishes, and sanitizes bathrooms on z daily basis and as scheduled.
Vacoums, dusts and cleans offices and classrooms as scheduled and when necded.
Cleans gyminasium, weight room and Jocker rooins as seheduled and when needed.

¢ ®

@

3 & @

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

o Allends staff meelings, aclivities and training sessions as required and seeks opporlumhes and mentoring for professional development.
o Participates in recommended training programs, conferences, coursesor professional development opportunities

o Attends all Parent- Teacher conferences, open houses, and orienlations, as-well as-any other school events as required.

» Sets and reaches own, poals for self-improvement consistent with job requirements and/or school nceds.

RESULTS AND DATA MANAGEMENY

s Keeps a custodial log and documents any problems/concerns that may oceur.

s Qbserves the higher traffic areas during the day and clcans these arcas as needed

e Observes and documents certain areas in the school that arc in continuous heed of cleaning.

REPORTING AND COMPLIANCE

» Immedialely reporfs any unusual circumstances, issues or- obscrvations regarding safely and: compliance concerns to uppropriate
supervisor(s).

» Complics with all Academy, departient, HES, State and local rules and guidelines concerning health and safety Follows high standards
of sanitation and safety procedures.

o Demonstrates professionalism in work cthics, handling confidential information and managing conflicts,

o Demonstrates availability when necded.

= Adheres Lo all established policics, procedures and code of ethics

PROTESSTONAL QUALTTIES

= Provides cxcellent customer service and imparts positive communication with all stakehoiders Establishes and maintains positive
interpersonal relationships with all children, parents/guardians and fellow stafl.

s Performs all duties with dedication to the Academy and its Management.

e Performs other duties as assigned by Supervisor, Principal or FIES President or her/his designee.

o Attends to assignments punctually and considers the impact of hisfher attendance on student achicvement.

e Communicaltes cffectively and positively with staff, students and parents as needed.

s Follows an organizational system for documenting and communicating progress and concems with stakeholders.
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SAFETY LEGISLATION:

HES is committed to the maximum safety of ifs students and employees. HES will comply with the "School Safety™ legistation (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 afler Janwary 1, 2006, submit criminal background checks for all full-time and part-time employees and for individuals
assigned to regularly and continuously worlk under contract in the Academy prior io 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, Activitics 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 respousibility 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 uness specifically delegated by her in writi ug.

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 preducts, processes, know-how, marketing, tsaching, 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' busingss, or any of its clients, customers, students, studenis’ parents, consultants, Suppliers
or Affiliates, which a Covenariter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreentent
("Proprietary \Information™).

SKILLS/EXPERIENCE:
» Oral comprehension & expression skills, written comprehension & expression skills, visual acuity, speech clarity & recognition
skills, interpersonal cominunication skills, organization and planning skills, professionalism and {ime management skills
o Ability tolift and-manipulate heavy objects; ability to operate a variety of equipment; ability to safely perform minor maintenance
pracedures ' ’
e Ability to understand, follow, and enforce safety procedures

EDUCATION/TRAINING
= High School Diploma or GEDpreferred
o At least 1 year of work experience

PHYSICAL DEMANDS:

The physical demands deseribed 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; trequent bending, carrying, hearing, lifting and stooping; oceasional 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.

ll;sslued and Approved Signature:
’ib‘int]lg-loyee Name  and Signature:

Hamadeh Educational Serviees, Tnc. is an equal opportunity employer.
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Job Title: Dean of Student Affairs and Family Engagement Liaison
and Instructional Coach

Department: Administration — Discipline

Supervisor: Principal Employer: Hamadeh Educational Services (ITES)

BASIC FUNCTION:

Dean of Student Affairs and Family Engagement Liaison

Assists the Principal in managlig all Student affairs related matters by providing for school-wide feadership in accordance with the stated
missjon and goals of the Academy and serves as a Liaison with students, parents, teachers to successfully address issues of concerns or arcas in
need of improveiment and implementing strategic methods for obtaining student improvenient, fusfructional Coach is responsible for mentoring
and coaching instructional staff to ensure that the curriculun is implemented with fidelity in addition to providing job-embedded support with
the goul of increasing student engagement, improving student achievement, and building teacher capacity. The Instructional Coach works as a
colleague with classroom teachers to' support student learning. Dutics will focus on individusi and group professional development that will
develop the understanding of researched-based instruction.

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVMENTS

Dean of Student Affuirs and Fowily Engagement Liaison

@
L)
a

s & 2 @ e v
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Coordinates the development of effective discipline techniques and stralegies for teachers to use in thé classroom.

Effectively assists in the formulation and implementation of policies and procedures related to parental involvement activities,
Coordinates the. parent/family involvement and helps evalvate effectiveness throughi surveys, dociimentation of activities held, attendance
sheets, ete. ’

Effectively develops and recommends ongoing list of community resources that dre needed and useful to students and parents,
Recommends changes to the department and procedures as needed fo ensure achievement of goalsand objectives;
Collaborates with Social Worker and teachers to identily 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 pecessary 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.

Organizes, advertises and facilitates parent meetings/events,

Insiructional Coach
e Serves as the coach and mentor in the core subject arca(s) lo facilitate differentiated insfruction and collaboration among the teacheérs:

®

®

&

Facilitates the proper construction of benchmark lessons; plans and manages the development of standards-based curriculum, instruction ani
assessment plans and strategies.

Facilitates the efTective use of all core subject(s) textbooks, resources and instructional materiafs to meet the curriculum poals and coordinates
the creation/updating of themes/mnits within the corc 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 developmient of an annual core subjeci(s) plan with cléarly stated goals and objectives.

Facilitates the purchase and requisition of instructional materials to-supporl teachers and the SiP goals,

Works collaboratively with team members on curriculum and instructional planning, department planning, and will accept and act upon
feedback Irom supervisor,

Collaborates with administrators and teachers to casure the proper implementation of the school’s assessment program (Standardized and
others types)

SUPERVISTON AND IMPLEMENTATION

Deun of Student Affeirs gud Fumily Engagement Liaison

&

]

®

8

®

&
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2

Supervises student discipline and oversees the implementation of the classroom and the Académy’s disciplise to support teachers and
promote a positive learning environment

Assists feachers in providing and promoting positive learning environment that motivates students to be active learners.

Monitors outside/community resources and programs and evaluates their effectiveness on student and parental involvemenit,

Bvaluates current program guidelines that are in effect to reach optimal quality and cfficiency.

Monitors the effectiveness of parentsl surveys, PIVs, activities and communications.

Effectively interprets and implements the rules, State and Federal regulations, and policies of the Board of Education, as they relate o
assigned areas of responsibility.

Tracks and records stakeholders' suggestions for new program and activitics for possible future implementation.,

Coordinates and properly manages the student uniform distribution and locker assignments,

Provides students with counseling, guidance and proper supervision as needed.

Assists in the cffective monitoring the daily operation of al} classrooms, subjects, and hourly attenidance,

Consults with all departments on use of equipment, fire prevention and safely program.
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= Supervises students during Junch, recess, school events, safety drills, assemblies, arrival, dismissal and after-school cvents.
» Coordinates the development of and implementation of student safety patrol, student government, and ahtmni programs if applicable
Instructional Coach
® Serves as a resource to the school improvement committees and works with administtators to develop, implement and evaluate the school’s
continuous improvement plan,
= Observes, provides guidance and support to assigned colleagues and participate in the formal evaluation process.
» Coordinates communication and planning among alt learning communities and serve as the coordinator for the Academy’s curriculum in the
_assigned subject area of specialty.
= Coaches and mentors the teachers based on classtoom observations and on teaching practices/techniques on o continual basis.
o Demonstrates leadership qualitics by setting a personal example at high'standards in all regards.

PROFESSIONAL LEARNING OPPORTUNITIES (PLQOs)

» Attends staff meetings and seminars or conferences in areas related to job responsibilities as needed.

s Provides sta(f with classroom management, and behavior management workshops

= Provides staff with www.disclipinehelp.com, Core Values, and ISAFE workshops:

» Coordinates the school discipline commilice. Recommends programs and aclivitics to: improve the school discipline, safety and health of
students. »

o Participates in and provides professional iear‘uing opportunities that will enhance-student: achievement through improved lesson planning,

cutriculum alignment, implementation and relating to student affairs

Assisis In the coordination of all school based PLOs linked to individual professional development plans, the SIP and individualized action

plans.

= Participates in and provides Professional Learning Qpportunities focused on data analysis of student achievement,

e Patticipates in the SIP activities consistent with the SIP and the Academy’s mission and guidelines.

¢ Attends wnd consistently contributes fo the success of staff meetings, professional development scssions 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,

« Scts and reaches own goals for self-improvement consistent with the Jjob requirements and/or school needs.

L

RESULTS AND DATA MANAGEMENT
Deun of Student Affairs and Family Engagement Liaison
@ Tracks hourly and daily students’ attendance by printing Absentee Reports periodically and following up on cases where students arc
suspected of cutting classes and/or excessive absenteeisin.
o Tracks-and monitors suspenisions, time spent in the Reflection Rooin, as well as-all other disciplinary actions.
» Encourages students referred for disciplinary actions to ereate an action plan and oversees its implementation.
> Works closely with all parties involved in students® atfairs by constantly monitoring, evaluating and discussing progress/needs.
o Continuously evaluates and makes recommendations to' assessments. and sutveys.
& Observes, records, and recommends programs/activities 1o parents for improving student achievement and behavior:
o Uses Data to guide decision-making,. analyzes data and issues reports monthly. fo evaluate progress and recommends programs for
improvements,
Instructional Coacl
o (Guides, mentors and supports staff and ensures timely follow up and accountability through ongoing classroom observations, walkthronghs
and. staft evaluations.
» Collects data, und cstablishes improvement plans based on varied student assessment iesulls. S
» Hncourages and supports a process of properly reviewing and analyzing classroom asscssment results, as well as sharing them with students
and parents,
= Asscsses curriculum alignment through analysis of standardized assessments, district wide assessuent data, Michigan standard exams,
benclimarks, and Grade Level Content Jixpectalions (GLCES).
REPORTING AND COMPLIANCE '
Dean of Student Affuirs and Fomily Engagernent Liaisou
» Formmlates peneral salely policics und procedures to be followed in the academy in-compliance with local, State, and Federal OSHA rules
and regulations
e Inputs data and records of disciplinary referrals und infraction slips into the computer.
¢ Reports all necessary reports requircd by regulatory agencies to the HES Vice President and Central Office.
e Participates in the investigation and recording of aceidents and injuries-on Academy premiscs.
e Complies with all district, school, and department-wide policics and follows established rules and guidelines in daily operations
e Coordinates, maintains and submits accurate and up-to date signed handbaok forms, checklists and databases as required tor efficient
performance of assignments
Iustructional Coach
= Creates and maintains an accurate and organized system. for documenting and communicating schivol and subject expectations and teacher
evaluations.
¢ Accurately completes and submits in a timely manner all vequired reports per specifications.

PROFESSTONAL QUALTTIES

¢ Organizes and files afl disciplinary referrals, suspension notices, and negotiation forms on a routine basis.

e Atiends and assists in coordinating and direeting school activities as may be directed by the Principal or Superintendent and the MRS
President, such as Parent-Teacher Conferences, open houses, oricntations, PTC meetings, athletic meetings, cvents, etc.

© Maintains the privacy of studenis and their families by keeping all cases confidential and sharing with concered parties only.
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= Muintains open. communication and positive interpersonal relationships with parents, teachers and administrators, and prompily inform
parents of any concerns and/or situations involving their childsen,

@ Backs up the Principal during her/lis absence and/or as needed.

@ Performs other duties as may be assigned by the Principal, the Superintendent, and the HES President or her designee.

o  Participates in commitfecs that conlribute to a positive learning environment,

s Performs all duties with quality, efficiency, with the highest cthics, and dedication to the Academies and their Management.

s Performs all duties with quality, e(ficiency, with the highest ethics, and loyalty fo the School and its Management.

SAFETY LEGISLATION:

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

APPROVALS:

Al activities must be pre-approved by the immediate sapervisor betore their final implementation as may be consistent with the policies in the OPM
Manual and policies or as may be delegated by {he Chief Operating Officer, FES Vice President or by the HES President in wiiting, Activities that
involve'any business conlractual agreements or ‘monelary cost must be pre-approved by the HIS President or Vice President and may necd 0, be presented
to'the Academy Board for final appraval,

EXCLUSIONS:

The responsibilily does not.include hiring or firing of staff. All purchascs must be pre-approved by the Superinténdent and HES President The
responsibility does not iclude making decisions regarding staff benefits, payroll, approval of their vacation days or sick/pessonal days including absences
beyond the maximuim allowed sick/personal days ol (per employment contract and as directed by the HR Depariment), staff promotions, staft fransfers 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 Hducational Services, and/or Representaiion ofthe HES Board President unless specifically delegated by her i writing.

CONFIDENTIALITY OF INFORMATION:

The employee shall keep condidential and not disclose, or make any use of; except for Hamadeh Educational Services or the Academics’ benefit, at
any time, either duriug or subsequent to the termination of the Employment Contract Agreement, any trade secrels, fonnulag, methods; techuigués,
computations, kaowledge, data or oilher 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 parenfs® names and
addresses, forecasts, markeling plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other confidéntial
information or subject miatier peitaining 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 cngaged pursuant. fo this’ Agreement
("Proprietary \Information”). : ’

SKILLS/EXPERIENCE:

= 'Oral comprehension & expression skills, written comprehension & expression  skills, visual acuily , speech clarity & recognition skills,
interpersonal communication skills; organization and planning skills, professionalism, computer litcracy, keyboard skills, time management
skills

EDUCATION / TRAINING;

e Minimum of'a Master's'degree in education or related ficld or an equivalent combinution of'education and experience,
s ‘Thorough knowledge of Michigan Core Curriculum

e A:mininunn of three years professional experience in an educational setting,.

© Appropriale Michigan State Teaching Certification or eligibility for such certitication

PHYSICAL DEMANDS:

The physical demands arc representative of those that must be met by an employee to successfully perform the essential funetions of this job.
The ability to perform the functions by sitling, standing and/for for extended periods of lime, The employee oceasionally is required to mannally
maove, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching.

Essned aml Approved by:

Name and Title: Signatare:

Employee Name and Title: Signature:

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

Page 3 of 3
5-52 August 2017




weational Services, inc.
Job Description

Job Title: Director of Accounting Department: Accounting

Superviser: HES President/Chief Operating Officer(CQOO) | Employer: Hamadeh Educational Services (HES)

BASIC FUNCYION:

Under the direction of the TIES President and COQ, schedules, plans, organizes, assigns, reviews, and manages Academics’ accounting and financial
services activities; performs related work as required; establishes and revises accounting procedures; conducts accounting analysis and prepares
financial stalements; and assists the BES President and COQO in all aspects of the academies budget preparation, planning, analysis, and monitoring.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPOVEMENTS

& Organizes the work of the accounting staff within the accounting scrvices department, including: budget control records, proper receipt and
disbursement of funds, cafeteria accounting, pupil attendance, special projects, internal auditing, and other fiscal activiiies.

Responsible for the Accounting Department stiategic planning.

Collaborates and prepares financial reports and documents needed by the Academnies” CPA firm and documents may be needed by the Auditor.
Plans, organizes, manages, and coordinates a variety of techaical business, accounting, and financial functions.

Develops the Animal Budgets and Budget Amendments as required by the Supervisors, the Board of Directors:and Authorizers.

Plans and implements automatced systems for maintaining inventory and purchasing using preapproved modules.

s Ensure the financial reports ars maintained in compliance with HES and the Academies policies as well as US GAAP.

SUPERVISION AND IMPLEMENTATION

e Advises senior management, -including' the Board of Directors, HES President, Vice President and COO coricerning District accounting and
financial services, budget, fiscal stability of District programs, and internal control.

 Supervises and evaluates the work of the accounting staff within the. Accounting Depariment, including but not limited to budget control tecords,
and the proper receipt and disbursement of funds, cafeteria accounting, pupil attendance, special projeets, internal auditing and other fiscal
activities.

@ Recommends npdates to the department and procedures to ensure cost effective and timely accomplishment of goals and ohjectives.

 -Recommends and assists in the formulation and implementation of policies and procedures related to fiscal activities,

e Performs analytical studies in the formulation and implementation of new policies and procedures. Identifies and récommesids nicthods to improve
operational procedures and internal control.

e Organizes, motivates, directs and/or supervises the activities of others cngaged in various schiool business activities.

» Establishes priorities and delegates cfTectively.

® & @ @

PROTESSIONAL LEARNING OPTORTUNITIES (PLOs)

e Coordinales, participates, and oversees all the Accounting Department meetings and activities.

o Plans, organizes, rccommends, and dirvects in-service iraining and development, meluding determining training: needs for the Accounting
depariment staff.

¢ Plans and sets own goals for self-improvement consistent with the job requirements and/or the Academic needs..

e Ensure timely documentation of mecting minutes and PLOs where applicable.

o Tivaluates and recominends PL.Os needs for accounting staff.

 Tnterprets and implements the rules, State and Federal regufations, and policies of HES and the academies Board of Education, as they relate to
assigned arcas-of respousibility.

RESULTS AND DATA MANAGEMENT

¢ Maintains records of expenditures and income, fund balances, reserves and appropriations, and prepares regulac reports conceining District
financial conditions and develops and administers a large, complex budget and Chart of Accounts, uses data 1o gnide in decision makings.

o Prepares journal vouchers and entries and makes adjustments and closing cntries; prepaves, plans, and supervises activities related to year-end
closing and processes bank deposits and reconcile bank accounts and balance sheets with the Academies® accounting system.

e QOversec the payroll and employee benclits catries, .

@ Enters accounts payable check requests and cash disbursements and tracks jnvoices to ensurc prompt payments are made before late fees incur or
service is delayed. :

© Prepares general journal adjustments and accruals all in MIP, reviews trial balance in order to prepare monthly Financial Statements.

= Ensure the accuracy and cfficicney with all accounting transaction,

REPORTING AND COMPLIANCE

° Maintains uniformity in the use of the accounting systems/application by strictly using the MIP/SAGE application and organizes all clectronic
records, databases, and supporting documentation all by year and category so that information may be casily accessed.

a Maintains the integrily of the accounting systems/records. Assures that financial income and cxpendilure transactions and rccords are in
compliance with Federal, State, and Counly rules, and regulations and requircments and that HES and Districts policies and proccdurcs arc met;
Ensures compliance with HES, District and audit policics, procedure and requirements.

o Assists the supervisors in the preparation and monitoring of the academies budgets.

o Prepares a variety of District linancial statements and conducts special audits, or analylical studies to assist in the compliance with policics and
regnjations of new or revised programs,
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¢ Reviews financial reports, receipls, disbursement records, and computer prinl-outs to assure accuracy and completeness; makes corrections and
adjustoents as nccessary.

e Reconcile the receipt of all revenue and expenses in accordance ofaunthority polices.

@ Ensure all vendor payments in compliance with the State and Federal biding regutation.

» Prepares other yearly reports as required by the Department of Education (School Meals year-end Report, Trauspostation Expenditores Report, and
Special Education Actual Cost Report ~GSRY- FID — US Bank).

s Oversecs the Academy’s purchasing process and activities

PROFESSIONAL QUALITIES

s Maintains communication with varions Districts, county departments, personnel to respond to inquiries, obtain information, resolve issues and
provide information concerning related accounting functions.

o Maintains communication with the Supervisor of main issues and concerns i they arisc.

= Communicates with vendors and employees to arrange payment or resolve discrepancies as necessary; assists assigned personnel with difficult and
complex issues, and engages in public speaking with Jarge groups, explains complex concepis in a clear and coherent manner.

o Performs all duties with quality, efficiency and dedication to the Academy and its Management.

e Performs other dutics as may be assigned by the immediate Supervisor or her designee.

SAFETY LEGISLATION:

HES is committed to the maximum safety of its students and employees. HIES will comply with the. "School Safety" legisiation (2005 PA 129-131 and 138)
cnacted in law effective January 1, 2006. As a condition of einployment; HES will require that cach new, employce hired afler January 1, 2006, submit criniinal
background checks for all full-time and part-tinic employees and for individuals assigned fo régularly and continuously work under contract in the Academy
prior to the first day of employment.

APPROVALS:

All activities must be pre-approved by ihe 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 Presidént in writing. Activitics that involve any
busingss contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need fo be presenied 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 résponsibility
does not include. making decisions regarding-staff’ benefits; payroll, approval of their vacation days or sick/personal days including absences beyond ihe
maximum aliowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions; stalf transfers or assignments,
school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting agreemients on behalf of the Academy, or
Hamadeh Educational Services, and/or Representation of the HES Board President unless specifically delepated by her inwriting.

CONFIDENTIALITY OF INFORMATION:

The employec shall keep confidential and not disclose, or make any ‘use of, exéept for Hamadeh Nducational ‘Services or the Academies’ benefit, at any
time, either during or subsequent to the tervination. of the Employment Contract Agreement, any. trade seerets, fornuilae, methods, tecliniques,
computations, knowledge, data or other information of thé. Company-and schools. relating to products, processes, know-how, marketing, {eaching, selling
ideas, selling concepts, cquipping processes, customer lists, staff information, student names or addresses, student parcnis™ names and addresses, forecasts;
markeling plans, stralegies, pricing strategies, computer programs and copyrightable or pateitable materials, or other confidential information or subject
matter pertaining to the Company's or schools' business, or any of is clients, customers, students, students’ parents; consultants, suppliers or Atfiliates,
which a Covenanter may produce, use, view or otherwise.acquire during while ciigaged pursuant to this Agresment ("Proprietary \Information").

SEALLS/EXPERIENCE:

e Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & rccognition skils,
interpersonal communication skills, organization and planning ‘skills, professionalism, computer literacy, keyboard skills, time management skills

« Lxperience with Accounting and Fiscal Control Procedures and Methods; Theory and Practice.of Modern Schoot Management applicable to s Atcounting,
Payroll, Budget, Internal Auditing, Purchasing, Comiract Administration;: Management Information Systewns, Records Rétention; Organization, Dersonnel
Supcrvision, Statt Training, and Management Development Techniques; Fiscal and Budgeting’ Principles of Practices; Financial Aualysis and Record
Keeping Techniques; Laws applicable to Financial Procedures, Funding in Public Schools, -State and Federal Funds, and the Michigan Department of
Education Code Provisions of School Accounting; Legal Contracts and other Binding Agreements; and the Use of Financial Applications, Preterably MIP.

EDUCATION /TRAINING

s Any combination equivalent to a Bachelor’s degree in business administiation, finance, accounting or refated field, with a spécialization in public
ov school administration.

& Minimum of three years of experience in-administrative positions with financial management/gccounling responsibilities for a school district with
multiple business functions or on organization or firm with at least 100 employees,

e Specific financial management experience in three or more of thie following areas would be desirable: accounting, budgeting, auditing, finance,
insurance, or information systems, :

e Must meet continuing cducation requirements as prescribed by rules proinulgated by {he State ol Michigan, as applicable,

PIYSICAL DEMANDS:

The physical demands are representative of those that must-be met by an ¢mployee to suceessfully perform the essential funetions 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 objeets up to 25 pounds in addition to occasional stooping, bending, and reaching.

Issued and Approved By: . .
Name ang Title: Signature:
Employee Name and Title: Signature:

Hamadeh Educational Services, Inc. is an Equal Opportunity Employer.
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Job Title: Director of Athletic Program Department: Admiaistration

Superviser: Principal Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION: )
Coordinates, implements and supervises the Athletic Program, where all students will have the opportunity to receive the proper guidance
and instruction needed to promote their physical, social, and mcnial well-being.

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

[

Supervises and coordinates the Athletic Department sports and activities

Coordinates the department safety program and the erisis assessment and intervention team

Plans, coordinates and guides student activities and special cvents ensuring their alignment with the SIP.

Researches and récommiends and updates proprams and activitics to improve the safely, discipline and health of students.
Recommends and implements programs; in modification and utilization of the building, physical facilitics, and school grounds,
Coordinates and plans the athlctic budgets and ensure all sporls and students have an cqual opportunity and secures equipment and
resources for an effective-program within the approved budget.

SUPERVISION AND IMPLEMENTATION

@

Evaluates, develops, and reviews the Athletic and Physical Education Program curricular offerings and at the Academy and
supervises their implementation.

Provides students with counseling, guidance and proper supervision as needed.

Consults with all departments on use of equipment, five. preverition and safety program.

Develops coaching assessments in collaboration with the Principal and communicates the. assessment performances.

Collaboratively addresses problems of discipline coneerning athletics with Coaches and Principal,

Ensures that Athletie depariment staff and student athletes understand -and follow proper safety and accountability procedures and
provides guidance and proper supervision including supervision of discipline.

Plans and implements Athletic Awards Programs in collaboration with Principal and Head Coach.

Assists in the reeruitment and interviewing of qualified athletic staff if needed.

Assists. in the supervision-and evaluation of staff perforiance focusing on sludent achicvement and ensuring accountability.
Recommends requisitions and adequate supplies and equipment.

Arranges transportation-of all athletic teans in conjunction with the Coaches.

PROFESSIONAT, LEARNING OPPORTUNITIES

e & @

12

B

Participatés in the Sclicol Improvement.Plan (SIP) aclivities consistent with the SIP and the Academy’s mission and guidelines.
Attends and consistently contributes to the success o staff meetings, professional development sessions, und action items.

Atlends meetings and tiaining when nceded and effectively implements new sirategies.

Pollows feedback from the supervisor, the Academy leaders and stakeholders based on professional methods consistent with the SIP,
the Acadeny’s mission, best practice and Michigan expectations to improve own and department performance.

Plans and reaches own goals for scli~improvement consistent with the job requirements and/or Academy nceds.

Plans, provides, or facilitates- appropriate training and resources for students and staff consistent with (he requirements.

Ensures a sale, orderly and positive leaming environment using safely guidelines and procedures.

RESULTS AND DATA MANAGEMENT

s

a

Assists the Principal with the SIP to develop, supervise and evaluate the Academy’s athletic program, and recommending such
changes and improvements as may be necded, including the formulation of curriculum objectives and selection, curriculum
alignment, curriculum development and revision of currienlum materials for the Athletic Department.

Analyzes disciplindry data und issues reports monthly to evaluate progress and recommends programs {or improvements.

Assists 1n the development, recommendation, and administration of the athletic budget.

Uses multiple sourccs of data to monilor and assess student achicvement and effectively impact decision-making, goal selling,
planning and qualifying 1o cnroll in the Athletic Program.

Ensures fiscal viability of the Athietic Program and manages all funds according to the HES policies and the Academy’s guidelines,

REPORTING AND COMPLIANCE

3

Formulates and oversees general safety policies and procedures to be followed in the academy in compliance with local, State, and
Federal Occupational Safety and Heulth Administration (OSHA) rules and regulations
Electronically inputs data, records, and reports disciplinary referrals and infraction ships.
Keeps the Principal and HES President informed and timely submits to the Viee President/Central Office accident reporls required by
regulatory agencies,
Participates in the investigation and recording of accidents and injuries on Academy premises.
Adheres to alf cstablished policies, procedures and code of ethies.
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#  Assists in the timely preparation and submission of school reports and records as required by law, Board policies, and HES Policies.

e Timely and aceurately provides the Central Office with properly completed athietic enrollment and insurance forms of students and
coaching staff.

e Ensures that all the Academy’s Board and administration policies are effoctively explained and implemented.

PROFESSIONAL QUALITIES
= Follows an organizational system for documenting and comnmunicaling student progress and concerns.
¢ Maintains linison with Coaches, athletic clubs, social, professional, civic, volunteer, and other community agencies and groups having
an inferest in the school.
¢ Collaboratively participates in school committees that contribute (o a positive learning enviropment.
o 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 designec.
Keeps the Principal and HES President informed of main issues and concerns.
Demonstrates professionalism in work cthics, handling confidential information and managing conflicts

k3

[

SAFETY LEGISLATION: ‘

HES'is commilied 10 the maximum safety ol its students and employees. HES will comply with the "Scheol Safety” legistation (2005 PA 129-131 and
138) enacted in Taw elfective Jamuary 1, 2006. As a condition of employment, HES will require that each new employec hired afler Janvary 1, 2006,
submit criminal background checks for all fillime and part-time employees and for individuals assigned o regularly and continuously work under
contract in the Academy prior to the first day ofemployment, )

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 coniractual agreements or monetary cost must be pre-approved by the TIES President or Vice President and may nced to be
presented to the Academy Board for {inal approval,

EXCLUSIONS:

The: responsibility does not include hiring or firing of stail. All purchases mwust be pre-approved by the Superintendent. and HES President. Fhe
responsibility: does ot ‘include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days includling
absences beyond the: maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions,
stall’ trangfers or assigninents, school ¢losings, facility use and key distribution and copying, making, business or legal contractual and/ot consitlting
agreements on behall of the, Academy,. or Famadeh Educational Services, and/or Représentation of the HES Board President unless specitically
delegated by her in wrifing.

CONFIDENTIALITY OF INFORMATION:

The employee shall Ieep contidential and fiot disclose, or make any use 6F, except {or Hanadeh Educational Services or the Academics” benefit, at
any time, cither during or subsequent to the termination of the Employment Contract Agreersent, any tratle seciets, formulae, methods, tchnignes,
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, feaching,
sclling ideas, selling concepts, equipping processes, custoner lists, stall information, student names of addrésses, student parents’ hanies and
addresses, forecasts, marketing plans, strategies, pricing strategies, compuler programs and copyrightable or patentable materials, or other
confidential information or subject matter pertaining to the Company's ot schools' business, or any of'ifs clients, customers, students; students’
parents; consultants, suppliers or Afliliates, which a Covenantermay produce, use, view oF otherwise acquire during while engaged pursuant to this
Agreement ("Proprietary \lilormation™).

SKTLLS/EXPERIENCI:

= Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity &
recognition skills, interpersonal comumunication skills, organization and planning skills, professionalism, computer literacy,
keyboard skills, time management skills

& Fundamental knowledge and skills in major sports such as baseball, soflball, foothall and basketball and basic knowledge of other sports;
comprehensive knowledge of modern principles snd practices of athletic and sporis planning and organization; ability to plan and
supervise athletic programs; ability to solve difficult athletic problems.

EDUCATION/ TRAINING:

o Must hold at least a Bachelor’s Degree

¢ Experience in the promolion of athletic activities and experience with a college/university athletic programis of recognized stauding, with
major work in physical education, sports management or recreation; or any equivalent combination of experience and training

= 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 Scetion 1531 of the revised school code

PEYSICAL DEMANDS:

The physical demands described here are representative of those that must be met to successfully perform the essential finctions of this job.
Must occasionally 1ift and/or move up to 25 pounds. May frequently require bending, twisting, walking, stooping and turning, Must work
indoors and onutdoors year round. Requires prolonged sitting or standing.

Issned and Approved by: e R
Name and Title ; Signature:
Employee Name and Litle: Signature:

amadeh KEducational Services, Inc. is an equal opportunity employer.
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Job Title: Dircctor of Buildings, Facilitics and Transportation Department: School Administration

Supervisor: HES President or Designee Employer: Hamadeh Educational Services (ILES)

BASIC FUNCTION:

Manages apd maintains the school buildings and properties in order to cnsure operating excellence, cleanlinéss, and safety within the
reconmended budget. Maintains school facilities operations and transportation in compliance with Statc 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
scrvices and transpostation maintenance.

Establishes and administers schedules and procedures for the. daily, on-going preventive maintenance of facilities, grounds, and equipment
and routine custodial vare of the. facilities and grounds.

Establishes guidelines for minor in-school repairs and emergency repairs.

Adviscs school Principals on technical matters concerning projects in their schools.

Develops documents and oversees an inspection plan for-all facilitiés add grounds reporting the condition of the facilities in collaboration
with the Superintendent.

Develops, recommends and implements approved health and safety procedurcs and  plans. regarding openings and -closings of school
buildings insuring sccurity forall stafl, students, and vendor and-visitors '

SUPERVISION AND TMPLEMENTATION

L

Coordinales and administers the services related 1o facilities™ planning and construction, maintenance, safely, remodeling, renovation;
custodial services,; and transportation maintcnance.

o Assigns and supervises all custodial, maintenance, and grounds personnc, contiactors, or'subcontractors.
= Inspects and ensures completions of tasks-of maintenance and/or custodial employees and/or contractors and/or subcontractlors.

Audits and evalvates custodial and maintenance staff and provides timely, accurate and uschul feedback.

Organizes, supervises, and schedules-custodial services, summer cleaning, renovation and maintenanée programs including summer project
work on school grounds.

Recruit, screen, ¢valuate, and recommend for hire vendors, confractors, and support staff to maintain the facilities and grounds in a safe and
cost cffective manncr.

Arranges for necessary contracted repair and/or maintenance ‘of all sehiool fransportation.

Supeivises the planning and construction of additions or remodeling of existing facilities.

Maintains adequate inventory. of maintenance and custodial supplies, equipment and tools.

o Negotiates and coordinates lease agreements for building support services.

Supervises the overall system for epergy management programs.

PROFESSIONAL LEARNING OPPORTUNILIES (PLOS)

®

» ® & B

Plans, organizes and facilitates appropriate training and development programs including resources for all custodial and mainicnance
personnel consistent with the requirements.

Plans and rcaches own goals for self-improvemient:-consistent with ihe job yequirements and/or Academy needs.

Altehds staff meetings, training and.school events as required and effectively implements new strategics.

Coordinates, holds and keep minues 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, oricntations, cte.

Ensures timely and complete paticipation in and documentation of training and PLOs where applicable.

RESULTS AND DATA MANAGEMENT

a

&

Prepares required documentation for supervisot’s approval ou all paymients to contractors or subconiractors for work completed.

Performs purchasing dutics such as obtaining quotes, Requests For Proposals (RFPs), negotiating prices, and ensuring proper documentation
of statements requesting construction, maintenance, remodeling and renovation

Lnsures 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 atigned within the
eslablished budpet.

Assists in the supervision and evaluation of staff performance focusing on student safety and ensuring accountability.

REPORTING AND COMPLIANCE

2

L3

Demonstrates availability when needed and is on call in case of emergencics that may threaten the Academy’s property or equipment
including transpovtation.

Keeps and submits monthly reports and databasc to immediate supervisor of all activities of building maintenance, custodial services, and
trapsportation maintenance.
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s Adheres to all established policies, procedures and code of ethics.
o Complies with all district, Academies, department-wide policies and daily routines and guidelines.
» Channels concernsfissues related o maintenancee, 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 assigoed by the immediate supervisor.

+ Maintains professional appearance and behaves in a manner appropriate to a public seiting.

= Keeps the Superintendent and HES President informed of main issues and concerns.

» Attends to assignments punctoally and considers the impact of his/her attendance on departimental and school achievement.
» Demonstrates professionalism in woik 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 comumitted to the maximuam safety of its students and employees; BES will comply with the "School Safety” legislation (2005 PA 129-131 and
138) epacted in law effective January 1, 2006. As a condition of employment, THES will require that each new employee hired afler Janvary 1, 2006,
submit criminal background checks for all full-time and. part-time employees and Tor individuals assigned to regularly and continuously work under
contract in the Academy prior to-the first day of employment.

APPROVALS:

Al activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with the policies in the OPM
Maniral and policies.or as may be delegated by the Chief Operating Officer, HES Vice President or by the BES President in writing., Activities that
involve any business. confraciual agrecments or monetary cost must be pre-approved by the HES President or Vice President and may need to be
presenied to the Academy Bodrd for final approval.

EXCLUSIONS: )

The responsibility does not include hiring or firing of staff. All pwchases must be pre-approved by the Superintendent and HES President. The
responsibility-does not include making decisions regarding staff beriefits, payroll, approval of their vacation days or sick/personal days including ahsences
beyond the maximum allowed siclk/personal days off (per employment contract and as directed by the 1R Department), staff promotions, staff transfers or
assignments, school closings, facitily use and key distribution and copying, making business or legal contractual and/or consulting agreements on bebalf
ofthe Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President unless specifically delegated by hier in ‘wiiting,

CONFIDENTIALKTY OF INFORMATION:

The employee shall keep confidential and not disclose, or make any use:of, except for Hamadel Educational Services or the Academies’ benefit, at
any time, either during or subsequent to the termination of the Tmployment Contract Agreement, any trade secrets, formulae; methods, techniques,
computations, knowledge, data or other information of the. Company and schools relating to produets, processes, know-how, marketing, teaching,
selling ideas, -selling concepts, equipping processes; customer lists, staff’ information, student names or addresses, ‘stadent parents’ navies and
addresses, {orecasts, marketing plans, strategiés, pricing strategies; computer progiams and copyrightableé or patentable material, or other confidéntial
information or subject matter pertaining to the Company's or schools’ business, or any of its clients, customers, students, students’ parents,
congultants, suppliers or Affiliates, which a Covepanter may produce, use, view or otherwise acquirc during while engaged pursuant fo this
Agreement ("Proprictary Vnformation”).

SKILLS/EXPERIENCE:

e Oral comprehension & expression skills, written comprehension & expression skills, visual acuity , speech clarity &
recognition skills, interpersonal communication skills, organization and planuning skills, professionalism, computer literacy,
“keyboard skills, tiine management skills

EDUCATION/TRAINING:

s Minimum of a High School Degree

s Minimum of five years of experience in school building maintenance and custodial serviecs.

s Knowledpi and ability to read and interpret blue prints.

= Knowledge of the building trades and applicable functions, State and Local building codes, policies and requircments,

& Must comply with all applicable laws related to building and trausportation 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 represesitative of those that must be met by an employce to successtiily pertorm the essential funetions of this job.
The ability to perform the functions requires sitting, standing and/or walking for extended periods of time. The cmployee occasionally is
required to mamially move, Jift, carry, pull, or push objeets up to 25 pounds in addition to occasional stooping, bending, kneeling, crawling and
reaching. Must work indoors and outdoors year-round

Issued and Approved bhy: Qi .
Name and Title : Signature:
Employee Name and Title : Signature:

Ilamadeh Educational Services, Inc. is an equal opportunity employer.
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Hamadeh Educational Services, Inc.
Job Descriplion

Job Title: Director of Data Analysis Department: Administration

Supervisor: HES President and Assistant Superiatendent | Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:

To provide strong leadership in the supervision of the department’s functional units of program evaluation and testing and assessments in-order
to produce and deliver highest quality of professional services and informaticmal products in support of the district’s strategic mission and
goals,

RESPONSIBILITIES:

DERARTMENT PLANRNING

# Reviews and updaies weekly, monthly, quartérly, and anuual plans io prepare for the next week, month, quarter, and ycar

e Maintains updated district documentation of evaluation methods, models and procedures.

s Ensures evaluations (educator and progrant) run as planned consistent with federal and state reguiations.

& -Assists in establishing the program evaluation for the school yéar (Supetintendent’s approval required).

e Designs necded assessments, implementation and follow-up as applicable to district and school program evahationg

= Designs and supervises the defivery of customized evaluation models as may be ueeded for teachers and schools.

« Monitors the student assessment programs. through ongoing site visits and data’ and reporting monitoring to cosure proficient and timely
administration of all state and disirict level assessments.

SUPERVISION AND IMPLEMENTATION

e Works closely with the school principals o ensure proper supervision of the activities-and productivily of the program evaluations, testing, and
assessments to achieve district and department goals and objectives. Serves as an infernal cohsnitant to schools and other departiments regarding
program evaluations, esting and assessments technical issues.

= Monitors alignment of assessments and standards as needed

» Monitors the studént assessment prograims to ensure proficient and timely adminisiration of all state. aud district level assessments. Coordinates the
integration of advanced internet technology and evaluation and assessment.

@

Waorks closcly with the supervisor and provides supervisory dircelion as designated, lo achicve and maintain proficient and ¢fficient distriet-wide

testing administration, test matcrial security and accountability.

e Works closely with the supervisor to design data collection instrunienis and’ ¢ustomized asscssment reports fo communicate district and schools
performances on state and.local assessments.

s Supervises the selection and implementation of cvaluation designs, evaluation activities, data analysis, résults reporting and communication.

= Conducts and analyzes the results of required assessments, implementation, formative, summative and follow-up as applicable (o district and schoo!

program cvaluations.

Assists wiih on-going efforts to improve and integrate electronically test administration, scoring and reporting at the classroom and distiict levels.

s Assists in item analysis studies tor M-STIP, NWEA, SAT, PSAT, WIDA, SLO’s and all other district assessment-lested subjects and identifies
strengths and needs (or all assessments where beneficial

o ‘Supervises the delivery of customized evaluation models as appropriate for {eachers and schools.

= Assists the Principals in reviewing and improving annually the District-wide Assessment and Testing Program.

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

s Attends training sessions-and conferences as may be assigned by the supervisor.

e Stays updated in the areas of Assessments; Research, and Evaluation in Edueation lo-ensure proper implementation of the assessment program,-and
coutinued compliance.

o Teaches statistical methods and databases that staff members can use to extract more information. from current data.

= As applicable, provides professional and technical training for assigned staff'in ihe arcas of assessments and the tools that are used by the school and
district to enhance student performance and meet the SIP and DIP goals.

= Pronioles objective and professional approach Lo data-driven decision-making.

RESULTS AND DATA MANAGEMENT

o Ensures data security

» Submils reports in a timely manner

» Work has evidence of creativity and authenticity

* Uses evaluation quality checklist to ensure accuracy and completeness of evaluation processes and reports.

= Maintains site visitation logs and nolebooks as an integral part of the evaluation process.

o Effectively communicates the results of needs assessments, implementation, and follow-up as applicable {o and as may be geeded for district and
school program cvaluations.

e Reports findings for assessments data analysis for grants, standardized assessments, and inlernal data (i.e. grades, altendance, etc.)

s Assists and evaluates annually the accuracy and completeness of District Testing Schedule

e Supports the STP and DIP {eams and provides them with required data analyses and communicates findings as needed to meet the state reposting
requirements for the SIP and DIP.

e Analyzes assessment data and shares with staff 1o help improve their instruction to close the achievement gap.

o
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REPORTING AND COMPLIANCE

s Worls with the Director of Tmprovement and Accouniability in monitoring trends in data perlaining to and affecting the Academics Scorecard.

= Provides cvaluation fechnical assistance to schools and other district units to meet evaluation needs as would be required by schools and grant-
SpOnsoring agencics.

Serves, as assigned, as liaison between the district and other external educational agencies regarding improvement opportunities and/or issues rclated
to district/school performance and accountabilily.

= Maintains updated corapiled reporis of active and instructionally relsted programs and projects of schools regniring some method of evaluation,

» Completes and submits anvual education reports, CRDC reports and other state required admiinistrative cvalu«mons

» Hnsures rosters arc uploaded and ready for testing before test windows begin or otherwise,

PROFESSIONAL QUALITIES

a Works closely with schools and distiict administrators to share information pertinent to program or project evaluations,

e TFollows an organizational system for documenting and communicating student progress aad concerns.

= Maintains confidentialily and secwity of data and findings. '

s Demonstrates professionalism in work ethics, handling confidential information aid managing conflicts.

e Promoles objective and professional approachito data-driven decision-making to serve the best interests of students;

s Assists in preparing communications regarding data from evaluations for parents and/or community members® stakeholders as direcled by supervisor.
o Performs all dulies with quality, efficiency and dedication consistént with the Academiesand HES mission and vision.

= Performs other duties as may be assigned by the immediate supervisor, the FIES Presidenl/Superintendem or her designee

SAFETY LEGISLATION:

HES is comumitted o the maximum safety of its students and employees. HES will comply with the "School Safety” legislation (2005 PA 129-131 and 138)
cuacled iy faw effective January 1, 2006. As a condition of employment, HES will require that each new employee hired aftcr January 1, 2006, submit crimipal
background checks for all full-time and part-lime employees and for individuals assigned to regularly and continuously work under contract in the Academy prior
1a the tirst day ofemployent.

&

APPROVALS:

All activities must be pre-approved by the imumediate supervisor before their final implementation as may be consistent with the policies in the OPM Manual and
policiesor as may be delegated by the Chiel 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-appioved by the HES Presideiit or Vice President aud may need tobe presented to the Academy Boaid 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 yesponsibility
docs not include making decisionségarding staft benefits, payroll, approval of their vacation diys or'sick/personal days including absences beyond the maximuin
allowed sick/personal days oft (per employment contract and as directed by the HR Department), siafT promotions, staff transters 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 speceifically delegated by her in writing,

CONFIDENTIALITY OF INFORMATION:

The employce shall keep confidential and not disclose, or make soy use of, except {or Hamadeh Educational Services or the Academies’ benefit, at any time,

eilher during or subsequent o the termination of the Employment Contract Agreement, -any lrade secréts, formuduae, methods, techniques, computations,

knowledge, data or other information of the Company -and schools relating to products, processes; know-low, marketing, teaching, selling ideas, selling

concepts, equipping processes, custorner lists, stafl information; student names or addresscs, student parents’ nanes and addresses, forecasts, marketing plans,

strategies, pricing strategies, camputer programs and copyrightable or patentable materials, or other confidential information or subject malier pertaining fo

the Company's or sehools’ business, or any of its clients, customers, students, students” parents, consultants, suppliers or Affiliates, which a Covenanter may

produce, nse, view or otherwise acquire during while engaged pursuant to this. Agreement ("Proprictary \Information™).

SKILLS/EXPERIENCE:

s Oral comprehension & expression skills, wrilten comprehension & expression skills, visual acuity, speech clarity & recognition skills, interpersonal
communication skills, organization and planning skills, professionalism, A dvanced computer lteracy, keyboard skills, and time management skills

EDUCATION/TRAINING

o Minimun Master’s Degree in Education in any of the following: Evaluation and Research, School Assessments and Evaluations, Cursiculum and
Instruction or an equivalent in a related ficld.

» Minivum of three ycars of experience or iraining in education and school administration; or equivalent combination of education and experience.

o Mustbe a Certified Teacher and have 3 years teaching experience in the State of Michigan.

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 manvally move,
tift, cawty, pull, or push abjects up to 25 pounds in addition to occasional stooping, bending, and reaching,

Issued and Approved By: L .
Name and Title: Signature:
Employee Name and Title: Signature;

Hamadceh Educational Services, Inc. is an Equal Opportunity Employer.
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Job Title: Director of Food Services Program Department: Food Services

Supervisor: Principal Employer: Hamadeh Educational Services (FIES)

BASIC FUNCTION:
Manages and oversees all agpects of the Food Services Progeam at the Academies in 4 manner thal is efficient and in ling with the distric{’s
guidelines, procedures and putrition policies,

RESPONSIBILITIES:

DEPARTMENT PLANNING AND YMPROVEMENTS

o Prepares and plans school-meal menus to meet the USDA nutritional requirements.

¢ Plans and oversees preparation and cooking of meals following established profocols and guidelines.

¢ Adheres to sanilation and safety procédures as stated in ‘the Michigan Food Code, FIACCP guidelines and all standavd food preparation
and kitchen operations procedures.

= Plans and prepares alternative menus for students with special needs, in accordance to their medical care provider's recormendations and

in collaboration with the parents,

Places orders for all necessary food services supplies and produets,

Coordinates all schoel functions involving food service with the Academy Principal.

Handles free and redueed lunch applications, MOR cooperative, prepares food service bids and oversees Request For Proposal (RED)

process.

Maintains an organized food service calendar.

Participates in depariment improvement planning by sharing idcas and input to enhance service and programs.

Effectively manages and supervises staff by establishing a cnvironment of accountability and promoting performance that fakes info

consideration the best interests of the students and Academy.

&

&

B

a°

®

SUPERVISION AND IMPLEMENTATION

e Supervises and manages all food preparation and line service.

Supervises, trains and evaluates assigned tunch server staff’

Supervises student lunch service consistent with the s¢hool policies.and guidelines,

Observes and assesses student’s preferences, to continuously improve the Food Service Program

Monitors lunch equipmeént and facility use and coordinates maintenance and repairs with the appropiiate school personnel.
Coordinates special events with the S President; Principals and/or other key personnel,

Ed

L4

®

&

PROFESSIONAL LEARNING OPPORTUNITIES:

@ Participates in recommended training programs, confercnces, courses or other aspeets of professional growth.

» Attends all Parent—{eacher Conferences, open houses, and orientations, as well as any other school events as directed by supervisor;

@ Attends meetings, activitics, training programs, conferences, seminars, workshops (MDT, MOR), and courses (Servsafe certification class)
as required and effectively implements new strategies.

s Demonstrates self-motivation for improving own techniques, reflections and effectivencss based on'stakeholder input.

o Awards and promotes staff progress as evidenced by stafPs satisfaction and awards,

RESULTS AND DATA MANAGEMENT

e Conducts student/parént surveys and ulilizes the resulting duta to make improvements to the Food Service Program.

¢ Performs self-evaluation and department assessment (o ensurc efficiency and effectiveness of the Tood Service Program dod redirects staff
to ensure accountability and compliance with the cmployment policies.

e Collects and analyzes data in providing guidance towards decision makings.

» Conducts Power School lunch daia counts.

 Manages Food Services Department budget, purchases and fees as evidenced by program savings.

s Manages all aspects of Food Service Program in compliance with code of ethics, State, local, MDE requirements/regulations and health
and safety guidelines.

» Collccts and reports all lunch moncy and les reimbursements with- MEILS.

REPORTING AND COMPLIANCE

= Epsures quality meals are served to all students while overseeing all aspects of the food service operations, .

= Compleles and submits all reports concerning lunch pregram including daily production records, monthly reports, and yeurly reports due
to MDE, CNAP, MEIS in a timely manner per specifications.

* Prepares year end reports, monthly-internal reporting, on-sitc reviews, snack reviews, and frec-reduced mieals applications in a timely
manner per spceifications.
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o Complies with HES, Academy, department, district, State and local policics and guidefines 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 fimding, reimbursement requirements,

= Collects and reports all lunch money per school and 1IES money handling policy.

» Adheres to 4l established policies, procedures and code of ethics,

PROFESSTONAL QUALITIES

a 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.

e Maintains an organized food service calendar and documentation.

# Provides and maintains excellent customer service and positive: .communication with administration, staiT, students, parents and
commmunity,

o Performs all duties with quality, efficiency and dedication o the Academies and their Management.

@ Performs other dutics as may be assigned by the Principal or HES Presideit or her/his designee.

= Keeps the Principal and HES President informed of issues and. concerns.

& Demonstrates professionalisni in work ethics, handling confidential information and managing conflicts

e Participates in school committees that contribute to a positive learning environment,

SAFEEY LEGISLATION:

HES is conunitted fo the maximum safety of its students and employees. HES will comply with the "School Safely" legislation (2005 PA 129-131 and
138) enacted in law effective Jamacy 1, 2006. As a condition of cmployment, FTS will require that each new employec hired aller January 1, 2006,
submit criminal background checks for all full-time and parl-time employees and for individuals assigned o regularly and continuously work under
contvact 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 a$ 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 Presidént in writing. Activities that
involve any business contractual agreements or monctary cost must be pre-approved by the HRES President or Vice President and may need {o 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 Supenntendent and HES President. The
sesponsibility. does not inelnde making deoisions regarding stalf 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 a$ directed by the AR Department), statf promolions,
stafl trangfers or assignments, school closings, facility use and key distribution and copying, making busiriess or legal contractual andfor consulting
agrecments 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, 6r 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 irade secrets, forinufae, methods, techniques,
computations, knowledge, data or other information of the Company and schiools relating to producls, processes, know-how, marketing, teaching,
selling ideas, selling councepls, cquipping 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 ils clients, cuslomers, students, students’
parents, consultants, suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during, while engaged pursuant lo this
Agreement ("Proptictary \Information").

SKILLS/EXPERIENCE:

» Oral comprehension & exprcssion 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 Scrvice Program requirements, and teadership skills

EDUCATION/TRAINING:
*  High School Diploma or Equivalent and Food Handlers Pennit (as may be required by the local Healih Department)

PHYSICAL DEMANDS:

The physieal demands described here are representative of those that must be mel by -an employee 16 suiccessfolly perform the essential
functions of this job. Requires prolonged standing; physical exertion fo manually move, lift, carry, pull or push hcavy objects or materials up
to 75 pounds af a time; stooping, bending and reaching; daily repetitive motion with hands and arms in food preparation and serving,
Requires regular crouching occurs to retricve items from lower shelves; regular redcling oceurs 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.

Issued and Approved by: Sipnature:
Name and Tifle : 18 )
Employee Name and Title: Signature:

Hamadeh Educational Serviees, Inc. is an equal opportunity cmployer.
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amaden Educational Services, Inc.

Job Title: Director of Human Resources Department: Fluman Resources (HR)

Supervisor: HES President/Vice President/Chief Operating Officer (COO) | Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION: ‘
Under the direction of the HES President, Superintendent, and/or Vice President, and Chief Operating Officer (COO) oversees and
maintains all aspects of Human Resources management excluding talent acquisition, payroll and benefits administration.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

@

]

®

Oversees all stalf qualificitions including tedchers, teacher substinites, paraprofessionals, food service handiers, bus drivers, administrators, etc.
to insure compliance and act as a resource for Talent Acquisition and HR Management Team concerning compliance issues as delegated.

Assists with establishing new employee procedures, Employee Handbook updates and distribution of changes.

Devclops and implements department improvement plan by sharing ideas and input to enhance services and program in alignment with district
SIP and HES mission and vision.

Acting as a point of contact for staff members for resources or concerns and relaying including relay ing issues o HES HR Management Team
Works in conjunction with HR Management Team to increase-employee retention, engagement and satisfaction

Reviews Academy class schedules' for appropriate staff qualifications for new hire recommendations

SUPERVISION AND IMPLEMENTATION

@

@,

@

Works in conjunction with administration regarding post-evaluation procedures and evaluation of HR Compliance staff,

Oversees, prepates, processes and aintains pérsoniel compliance records to iriclude updating records as needed,

Coordinates the development, iroplementation, revising, distribution and colléction of job descriptions and perfortnance evaluations including
review for accurate: conipletion per requirgments

Coordinales the Stall Moneisry Incentive Program and appreciation programs in partnership with the IR Management Teain

Assists current supervisors with jnnovative and effective methods to inerease productivity and performance.

Reviews, observes, cvaluates and redirects the human resourcés compliance staff and leads their improvement plan for more effectivencss.

PROFESSIONAL LEARNING QPPORTUNITIES (PLOS)

@

kil

Attends and/or coordinates meetings, activitics and training sessions, as may bu needed and seeks opportunitics and mentoring from designated
staff for growth and professional development.

Evaluates and recconumends staff development needs including staff carcer and leadership development for future TIES staffing needs.

Performs seif-professional development 1o increase productivity‘and performance and plans own goals for se f»lmpluvcmeut consistent with the
job requirements and/or Academies or HES needs.

Trains, supervises and cvaluates personnel assigned to ateas of responsibility.

Plans, provides or facilitates appropiiate {raining aud resources for staff consistent with the requirements.

Coordinates the vollection, tracking and completion of Tri-Annual all staff Professional Development Logs

Ensures timely and complete participation in and documentation of training sessions including PLOs as necded.

Plans own goals for scif-improvement consistent with the job requirements and HES needs,

RESULTS AND DATA MANAGEMENT

@

Oversees and prepares vacation, sick, FMLA and personal time .in collaboration with the IR Management Team including orchestrating 1ES
important oceasion responses to staff.

Maintains bullctin boards of required cmiployee postings. and general information and maintaining documentation of updates and postings
including maintaining historical records.

Oversecs the Academies scliedule for compliance consistently with staff qualifications including substitutes and outside contractors.
Collaborates with building mainteriance leadérship on general safety programs to-include conducting periodic inspections and safety programs on
aycarly basis to insure compliance.

Coordinates safety training for stall members including BBP, CPR, ATD, ADA and others may be required. Reports all unsafe practices (o
Management

Ensures cmployee procedures and policies are clear, documented, communicated and audited.

Assists with compiling terminated, new, and active staff lists and ensures that Transparency binders arc up-to date and available for easy reference.
Assists with the completion of’ cmployment verification forms, recommendations, various documentation and correspondence as directed by HR
Management Team

Prepares and compiles 1R information for quarter/annual personnel reports and successfully completes the personnel audits per all requirements.

REPORTING AND COMPLIANCE

@

1]

Completes and oversces reporting and compliance requiréments regarding staff qualifications to MDE, WCRESA, LARA, the authorizer, and the
HES President.

Sceures teaching permits, personnel approvals, and licenses as needed and notities staff in writing of al} the procedures and requirements 1o
maintain employment and compliance.
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s Ensures staff training and certification are current and aligned with guidetines and policies.

Complics with all HES and district, school, department-wide policies, daily routines and State and Federal guidelincs.
Completes and timely ‘submits afl required reports and conimunication per specifications.

s Reports jssues and concerns to HIZS Management Team

e Demonstrales availability when needed.

PROFESSIONAL QUALITIES

e Takés all nccessary measures to ensure confidentiality of all staft information.

o VFollows an organizational system for documenting and communicating progress and concerns,

o Represents the best possible impression of our organization when interacting with the community, prospective cuployecs, Gurrent employees, and
other industry professionals.

& Performs all duties with guality, efficiency and dedication to the Academies and their Management.

o Communpication reflects commitment to the greater I1ES community to the best intercst of the Academies and studenis.

s Performs other duties as may be-assigned by the Supervisor.

SAFETY LEGISLATION:

HES is commilted to the maximum safety of its students and empiloyees. HES will comply with the "School Safety” legislation (2005 PA 129-131.and 138)
enacted inlaw effective January 1, 2006, As a condition of émployment, HES will require that each new employee hired:aftey Tanuary 1, 2006, submit criminal
background, chiecks for all fall-imeé and part-timie employees and for iudividuals assigned {o regularly and continuously work under contract in the Academy
prior o the Grstday of employment.

APPROVALS:

Al} sictivities must be pre-approved by the immediate supeyvisor 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, 1IES Vice President or by the HES President in writing.  Activities that involve any
business contractial agreements of monctary cost must be pre-approved by the FIES President or Vice President and may need 1o be presented fo 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 pot include malking; decisions régarding stafl benefits, payroll, approval of their vacation days or sick/personal days icluding absences beyond the
maximum, allowed sick/personal days off (per employment contract and as divected by the HR Department), staff promolions, staff transfers or-assignments,
school closings, facility se and key distribution and copying, making business or legal contractual and/or consalting dgreeiments on behalf of the Academy; or
Hamadeh Educational Services, and/or Represeritation of the TES Board President unless specifically delegated by Ter in writing:

CONFIDENTIALITY OF INFORMATION:

The c¢miployce shall keep confidential and.not disclose, or make any use of, except for Hamddeh Educational Services or the Academies’ benelit, al any
{ime, eilher during or subsequent to the termination of the Employment Contract Agreement, any trade. secrets, formulae, piethods, techniques,
computations, knowledge, ‘data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching, sclling
ideas, selling concepts, equipping processes, sustomer lists, staff information, student names or addresses, studeénl parents” names and addresses, forecasts,
marketing plans, strategies, pricing stralegics, computer programs and copyrightable or patentable: materials, or other contidential information or subject
matter pertaining lo-the Comipany's or schools’ business, or any of its clients, customers, students, students’ parents, €onsultants, suppliers or Affiliates,
which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprietary \nformation™).

SKILLS/EXPERIENCE:

s Must have advanced oral compreliension & expression skills, advanced written comprehension & expression skills, visual acuity , speech clarity
& recognition skills, interpérsonal communication skills, and highly developed organization and plaaning skills

Must exhibit exemplary professionalisin, accomplished computer literacy skills; and time management skills.

s Requires expetience with Leadership, Supervision and Diplomacy

» Must have advariced conflict resshtion skills, negotiation and persuasion skills-and experience working under pressure

&

EBDUCATION/TRAINING:

o Minimum a Bachelor’s Degree in Human Resources or related field or an equivalent combination of education and experience.
Therough understanding of Michigan Human Resource regulations and requirements

s A minimum of three years professional experience in Human Resources and/or supervision

» Musl comply with all applicable laws rclated to Human Resources

= Must comply wiih all applicable laws relaled to the Administrator’s certificate where applicable.

» Must mect continiing education requirements as prescribed by rules promulgated by the State of Michigan, as applicable.

@

PHYSICAL DEMANDS:

The physical demands are representative of those thal must be met by an employee to successlfully perform the cssential funclions of this
job. The ability to perform the functions by sitling or standing for extended periods of time. The employee occasionally is required to
manuatly move, lift, carry, putl, or push objects up to 25 pounds in addition lo occasional stooping, bending, and reaching

Issued and Approved by: . .
Name and Title: Signature:
Employee Name and Title: Signature:

ITamadch Rducational Serviees, Inc. is an equal opportunity employer.
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ucational Services, Inc.

Job fon
Job Title: Director of Instructional Improvement Department: Mentormg and Coaching -
Supervisor: Superintendent and HES President Empleyer: Hamadeh Educational Services, Inc. (HES)
BASIC FUNCYION:

To provide instructional support and leadership in the implementation and delivery of mentoring and coaching services {o produce
and deliver the highest quality of professional services and to enhance students” achisvement in sipport of HES and the district’s
strategic mission and goals.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

e Develops Professional Developments (PD) and/or interventions with teachers, imstructional and support administrators to

maximize teachers” potential.

Works collaboratively with other team merbers on curriculum and instiuctional planning, department planning and will accept

and act upon feedback from supervisor.

= Collaborates with -administrators and teachers to ensure the proper implementation of the Academy’s ‘assessinent. program
(Standardized and other types of"assessments.)

e Traing instrnctional staff to develop and implement instruetional sirategies that target student needs and ephance student
achieverent. ' '

¢ Provides mentoring, coaching, and direction to the ESL Program Implementation Coordinator, Early Childhood Specialist,
and Coordinator of Special Progras to increase’ productivity and efficiency.

SUPERVISION AND IMPLEMENTATION

e Plans the activities and productivity of the staff mentoring and coaching programs to achieve districtand department goals.

e Serves as an internal consultant fo the academies regarding staff mentoring and coaching programs, and makes
recommendations for improvements as necded to meet the academies® goals and objectives.

s Provides high-level support to the Principals by assisting in vatious means including observations, and wall-through.

e Serves ag avesource to the school improvement committee and works with the Academy administrators to develop, implement
and evaluate the Academy’s continuous improvement plan.

o Collaborates with the Priucipals and the Director of Improvement and Accountability {DIA) in the development, review and
implementation of the School Improvement Plan (SIP) including the Professional Development Plan (PDP) as relevant to areas
of responsibility. '

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

s Adviscs building PD SIP committees as may be nceded.

a Trains, personnel assigned to area of responsibility.

» Conducts a program of supplemental in-service education for assigned personnel.

e Plans, provides, or facilitates appropriate training and resources for staff on mentoring and coaching,

o Participates in staff meetings as necessary, to the support implémentations of the supplemental mentoring program.

8

RESULTS AND DATA MANAGEMENT

» Bvaluates staff mentoring and coaching programs and reports findings to the Superintendent and HES President, making
recommendations for improvement as applicable to meet the Academies’ goals as defined in the SIP.

= Reviews research that pertains to best practices and changes in legislation and keeps the supervisor abreast of the new changes
and requirements and makes reconmendations to ensure compliance with the updates.

= Reviews the local and state student assessment program for the academies and recommends programs and strategies designed
to enhance instruction defivery methods in order to improve student performance.

REPORTING AND COMPLIANCE

« Keeps the Superintendent and HES President informed of issues and concerns in areas of responsibility.

e Creates and naintains 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.

» Develops presentations for Superintendent on results for evaluation and reporting purposes,

PROFESSIONAL QUALITIES

e Participates in school committees that contribute to a positive learning environment.
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Demonstrates professionalism in work ethics, handling confidential information and managing conflicts.

s Promotes objective and professional approach to data-driven decision-making.

Gstablishes and maintains positive interpersonal relationships with all children, pavents/guardians, and fellow stait.
» Assists in preparing communications for parents, staff and/or community mentbers as mmay be required.

s Performs all duties with quality, efficiency and dedication to the Academies and their Management.

s Performs other duties as may be assigned by the Superintendent and HES President or her/his designee.

E:]

SAFETY LEGISLATION:

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

APPROVALS:

All activities must be pre-approved by the immedidte supervisor before their final implémentation as may be consistent with the policies in the OPM
Mamual and policies or as may be delegated by the Chief Operating Officer, HES Vice President or by the HIES President in wiriting. Activities that
involve any business contractual agreements or inenctary cost must be pre-approved by the HES President or Vice President and may-need (o 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 [TES 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 maximom allowed sick/persopal days off (per cmiployrmient contragt and as dirceted by the MR Department), staff promotions, stafl trangfers
or assignments, school closings, facility use and key distribution and copying, making business or Iegal confractual and/or consulting agreements on.
behalf of the Academy, or Hamadch Educational Services, and/or Representation of the HES Board President unless specifically delegated by Ler in
writing.

CONFIDENTIALITY OF INFORMATION:

The employce shall keep contfidential and not disclose, of 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 rade secrets, formulae, methods, techniques,
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, markeling, teaching,
selling idens, 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 pateritable materials, or other canfidential
information or subject matler pertaining to the Company's or schaols’ husiness, or any of its clicnts, customers; students, students® parents, copsultants,
suppliers or Affiliates, which a Covenanter may produce; use, view or otherwise. acquire during while engaged pursuant fo lhis Agreement
("Proprietary \lnformation™).

SKILLS/EXPERIENCE:

» Oral comprehension & expression skills, wriften 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:

» Minimum Master’s Degree: in Education in any of the following: School Assessmeiits and Evaluations, Curriculum and
Instruction or an equivalent in a related {ield.

Minimum of three years of experience or training in education and school administration; or equivalent. combination of
education and experience.

Must liave School Administration Certification or be enrolled in and aceredited program: inwhich a School Administrator Certification will
be attained within 3 years,

Must comply with all applicable laws related to the State of Michigan School Adininistrator requirements.

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

-]

E

%

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, Jift, carry, pull, or push objects up fo 25 pounds in addition to occasional stooping, bending, and
reaching.

Issued and Approved by: .
Name and Title : Signature:
Employees Name and Title: Signatore:

Hamadeh Educational Serviees, Ine. is an equal opportunity employer.
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jamadeh Educational Services, Inc.
Joby Descriplion

Job Title: Director of Staff Mentoring and Coaching Department: Central Office/Support Center

Supervisor; HES President and Chief Operating Officer (COO) | Employer: ¥lamadeh Educational Services; Inc: (HES)

BASIC FUNCTION:

To provide strong leadership in the development and implementation of the supplemental mentoring and eoaching program for the
instructional staff to develop and. deliver highest quality of professional services and. to enhance student achievement in alignment with the
HES Pillars and the Districts” School- Improvement Plan (SIP) and the District Improvement Plan (D1P) mission and vision.

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS:

< Reviews instructional staff gvaluations and collaboraies with the teachers and instructional administrators, and provides them with
feedback (o enhance their understanding of the evalvation tools” elements and standards in order 1o improve their performance and stident

achievement.
s Develops professional development activities and/or inferventions o support teachers and instructional adiinistrators to: maximize their
potential,

» Trains instructional staff to develop and implément instructional strategies that target student needs and enhance student achievement,

e Collaborales: with HES and Academies’ instructional leaders o ensure the completion .of district and school-wide ‘professional
development plair alignigd-with HES mission and vision and the academies™ STP and DIP.

e Collaborales in formulaling and implementing, customized mentoring and coaching activities that meet the specific needs of instructional
stafl to enhance student-achievement.

»  Responsible for the development of the department strategic: plan aligned with the HES Pillars and. Academies’ SIP and DIP mission sind
vision,

IMPLEMENTATION OF SUPPLEMENTAL COACIING AND MENTORING:

e Plans agd monitors the mentoring and ¢oaching of instructional staff to achieve district and depariment goals.

» .Serves as an inlernal consulland to the academies regarding staff mentoring and -coaching programs, and makes recomendations ‘for
improvemeiits as nceded to meet the academies’ goals and objeetives.

= Provides high-level support and guidance to ensure effcctive mstructional staff evatuations thru various means including effective formal
and informal obscrvations, walk-throughs, and evaliations.

a  Collaborates with the Principals and HES Président and COO iu the development, teview and implementation of the STP and DIP as
relevant to the areas of responsibility.

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs):

= Advises Acidemies’ Supplemental Professional Development (SPD) teams oa the SIT (School Improvement Team) as may be needed.

e “Trains Academics’ instrictional staff in the argas of responsibility.

o Plans and attends rescareh-based and besl practice professional developments (PDs) for the pm&smonal refinément in developing own
performance effectiveness in the areas of responsibilitics.

# Participates in meetings of the instructional staff, as are necessary, to support the Linplementation of the supplemental mentoring program,
and the arcas of responsibilitics.

= Reviews research that pertaing to the best practiees and changes in legislation and keeps the supervisor abredst offthe new changes and
requirements and makes recommeéndations Lo ensure compliance with the chanpes in the areas of responsibilitics.

RESULTS AND DATA MANAGEMENT:

o Evaluates stalf mentoring and coaching programs and reports findings to the HES President and COO,

e Recommends areas for improvement as applicable 1o meet the Academics’ goals as defined in the SIP and the DIP.

e Reviews thie Iocal and state student assessment program for the academies and recommends programs and strategies designed to enhance
instruction delivery methods in order to improve student performance.

°  Mentors the Principals on the supervision and evahation of tcachers’ performance with the focus on student achievement and easuring
ingtructional staff accountability.

o Analyzes instructional staff evaluation results and recommends improvements to Academies’ lecaders to enhance the professional
performance of their insiructional staft.

REPORTING AND COMPLIANCE:

o Keeps the HES President and COO informed of main issucs-and concerns in areas of responsibility

e Develops presentations for HES President and COO on resuits of program review for evaluation and reporting purposes.

e Prcpares wrilten reports including developing recommendations for corrective action and presents reports and recommendations to ITES
President and COO, as applicable.
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e Collaborates with school principals and Hurnan Resource Department 1o ensure compliance and fidelity of instructional sta{f evaluation
and mentoring.

¢ Works closcly with school principals and district administrators to secure relationships and to commonly share information pertinent to
program or project evaluations.

PROFESSIONAL QUALITIES:

e Demonstrates professionalism in work ethics, handling confidential information, and managing confljcts.

s Promoies ohjective and professional approach to data-driven decision-making.

e Plans, prepares and keeps pertinent documentation of necessary and relevant communications as may be needed;
= Performs all duties with quality, efficiency and dedication to the Scheols and HES.

e Performs other dutics as may be assigned by the FIES President, CQO, or designec.

SAVETY LEGISLATION:

HES is committed to the maximum safety of its :,tudentb and employces. HES will comply with the "School Safety" Jegistation (2005 PA 129-131 and
138) enacted in law effective January 1, 2006. As a condition of employment, HES will requive that edch new employee hired afier January 1, 2006,
submit: criminal background checks for all fuil-time and part-time employees and for-individuals assigned fo regulady and contimuously work under
coniract inthe Academy prior lo the first day of employmient.

APPROVALS:

All aetivities must be pre-approved by the inmmediate supervisor before their final implementation:as may be-consistent with the policics 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 ¢ost muist 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 purcliascs must be pre-approved by the Superintendent and HES President, ‘The
responsibility does nol include making decisions regarding siafT benefits, payroll, approval of their vacation days or sick/personal days including
absences-beyond the maximuin allowed sick/personal days off (per eniployment contract and as, directed by the HR Depariment), staff promotions, staff
iransfers or assigniments, 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 INFORMATTON:

The employee shall keep counlidential und not disclose, or pake any use of, except for- Hamadeh Educational Services or the Academies™ benefit, at
any liine, either during or subsequent to the termination of the Employment Contiact Agreemient, any trade secrets, formulag, methods, techniques,
compulations, knowledge, data or other information of the Company.and schools. relating to products, processes, know-how; marketing, teaching,
selling- ideas, selling: coneepts, equipping processes, customer lists, staff information, student names or addiesses, student parents’ nanes and
addresses, forecasts, markeling plans, strategics, pricing: stralegies, computer programs: and copyrightable: or patentable materials, or other
contidential information or subject matter pertaining fo the Company's or schools' business, or any of its clients, customers, students, students’

parents, consultants, suppliers or Affiliates, which a Covenanler may produce, use, view or otherwise acquire-during while cngaged pursuant o this
Agreement ("Pr opnciary \Information").

SKILLS/EXPERIENCE:

= Oral comprehension & expression skills, written. comprehension. & expression. skills, visual acuily , speech clarity &
recognition skills, interpersonal communication skills, organization and: planning skills, professionalism, computer literacy,
keyboard skills, tiime management skills

EDUCATION AND EXEERTENCI:

s Miniroum Master’s Degree in Education in any of the following: School Assessments and Evaluations, Curricutum and Instruction or an
equivalent in a related ficld:

= Minimum three years” experience or training in education and school administration; or equivalent conibination of education and
cxperience.

»  Must have School Administration Certification or be-enrolled in and accredited program in which a School Administralor Certification
will be attained within 3 ycars

& Must-comply with all applicable laws related to the State of Michigan School Administrator requiréments.

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

THYSICAL BEMANDS:

The physical demands arc representative of those that must be mel by an employee 1o 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,

Issued and Approved by: .
Name and Title : Signature:
Employees Name and Title: Signature:

Hamadeh Educational Serviees, Ine. is an equal opportunity employer.,
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amadeh Educational Services, Inc.
b Description

Job Title: Director of Talent Acquisition Department: Human Resources (HR)

Supervisor: President/HES Vice President/Chief Operating Officer | Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the direction of the HES President or her/his delegate, HES Vice President (VP) or Chief Operating Officer (COQ)
oversees and mmaintains all aspects of talent acquisition and recruitment.

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

@

Recruils, interviews and hires qualified aad néeded staft for HES and its academies under the direction of the Supcrvisor, HES President and
Vice President.

Coordinates the overall HR Recruitment process-including attenting job fairs and the carclul selection of prospective cmployees.

Tinsures the Talent Acquisition department adheres fo cstablished recritment policies and procedures.

Manages external tecruitinent postings. and'ad vertisements as needed.

Oversees new staff qualifications including. teachcrs, leacher substitutes, paraprofessionals, food service handlers, bus drivers,
administraiors, ele.

Assists with establishing new cmployee procedures, Operations & Procedure Munual updates and distribution of changes.

Maintains @ wide rarige of recroitment poll and databases and makes recruitment and selection recommendations to the Swvpervisor, HES
President and Vice President.

Coordinates external Job announcements and assists with internal -anncuncements and related procedures. Coordinates depactment
improvement plans in alignment with HES and its. Academies’ School Improvement Plan (SIP), HES mission and vision, by sharing ideas
and input to enhancg scrvices.and program.

SUPERVISION AND IMPLEMENTATION

@

L3

Works in ¢onjunction with the Supervisor regarding evaluation of Thlent Acquisition staff:

Oversecs, prepares, processes, and maintains new employee application process and personnel records to maintain conipliance and ensuring
all onboarding. documents are received

Evaluates and recommends Talent Acquisition staff development needs.

Reviews and coordinales Talent Acquisition stafl incentive and appreciation programs.

Applics innovative and effective imethods fo increase productivity and performance within the Talent Acquisition Department.

Revicws, observes, evaludtes and redircets the Talent Acquisition staff and leads their improvement plan for more effectiveness,

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

®

@

:]

Y

@

Attends and/or coordinates meetings, activities-and training sessions, as may be needed.
Seeks oppartunities and mentoring from designated staff for growth and professional development.

Performs self-professional development to inerease productivity and performance
Plans personal devclopmml goals to be consistent with-and supportive of job requirements and HES:Academy needs
Ensures umcly and compleie participation in and dosumentation of fraining scssions including P1.Os as needed.

RESULTS AND DATA MANAGEMENT

e

a

Oversees absentee records of department staff to include recording hours and nolifying management of tinte away [rom work.

Oversees the school schedule for compliance consistently with staff qualifications.

Yinsures Talent Acquisition employee procedures and policies are clear, documented, comniunicated and implemented.

Ensures all position openings and vacancies are timely filled with qualified candidates that are a good [it to the organization.

Ensures new bire announcements are conducted in a timely manner. Completes and oversees all new hire employment verification forms,
reconunendations, various documentation and correspondence.

Prepares, compiles, and maiatains new hire information for quarter/annual personncl reports and disseminates it to the HR department.

REPORTING AND COMPLIANCE

°

Completes and administers reporting and compliance. requirements regarding new staff qualifications 1o the Supervisor, HES President and
Vice President,

Provides documentation lor permits and licenses to Supervisor, HR Dircctor, HES President and Vice President as needed and notifies new
stalf in writing of all the procedures and reguirements to maintain employment and compliance.

Ensures new staff training and certification are current and aligned with guidelines and policies.
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w  Complies with all HES and District, school, department-wide policies, daily routines and State and Federal guidelines.

e Completes and timely submits all required reports and communication per specifications fo Supervisor, HES President and Vice President
°  Reports issues and concerns to Supervisor and HES President and Vice President,

#  Demonsirates availability and flexibility in unscheduled assigmmnents, understands, adopts, and works consistently with 1S mission.

PROFESSIONAL OUALITIES

= Complics with all District, school, and departmentat policies; upholds the employment and FERPA, confidentiulity and proper daily operations,

¢ Tollows a detailed organizational sysiem for documenting and communicating progress and coneerns, :

= Represents the best possible impression of our organization when interacting with the community, prospeciive employees, current
employees, and other industry professionals.

= Performs all duties with quality, cfficiency and dedication to the Academies and their Management.

& Performs other duties as may be assigned by the Supervisor.

SATETY LEGISLATION:

HI3S is coimiited to:the maximum safety of its students and employees. HES will comply with the "School Safety” legistaiion (2005 PA 129-131 and
138) cnacted in Jaw effective Janvary 1, 2006. As a condition of employment, HES will require that cach new employee hired after Janoary 1, 2006,
submit criminal -background checks for all full-time and part-tine employees and for individuals assigned fo regularly and continuously work under
confracl 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 policics in the OPM
Manual and policies or as may be delegated by the Chict Operating Officer, HES Vice President or by the HES President in writing. Activities that
nvolve any business conlractual agreements or monetary cost must be pre-approved by the HIIS President or Vice President and may need 1o be presented
to the Academy Board for final approval,

EXCLUSIONS:

The responsibility does not include hiving or firing of staff. All purchases must be pre-approved by the Superintendent and HES President. The
responsibility does ot include making decisions regarding staff benefits, payroll, approval of their vacation days or sick/personal days including absences
beyond the maximuin allowed sick/personal days off (per employment contract and as directed by the HR Department), stalf promotions, stafl transfers or
assignments, school closings, facility use and key distribution and copying, making business or Jegal contractual and/or consulting agreements ou behalf of
the Academy, or Hatnadeh Educationsl Services, and/or Representation of the HES Board President unless specifically delepated 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, cither during or subsequent to the termination of the Bmployment Coniract Agreement, any trade seerets, formulae, methods, techaiques,
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, leaching,
selling ideas, selling concepts, equipping processes, customer lists, staff information, student names or adresses, student parents® names and
addresses, forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other confidéntial
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° Covenaner may produce, use, view or otherwise acquire during. while engaged pursvant to this Agreement
("Proprictary \Tiformation").

SKILLS/EXPERIENCE:

« Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity | speech clarity &
re¢ognition skills, interpersenal communication skills, organization and planning skills, professionalism, coinputer literacy,
keyboard skills, time management skills

EDUCATION AND TRAINING:

e Minimum a Bachelor’s Degree in Human Resourees or related field or an equivalent combination of education and experience:
= Thorough understanding of Michigan Human Resource regulations and requircnients

e A minimum of three years professional experience in Human Resources and/or supervision

- Must meet continuing-education requirements as preseribed 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 1o 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 manvally
move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stvoping, bending, and reaching,

Issued and Approved by: R .
Namec and Title : Signature:
Employee Name and Title: Signalure:

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

Page 1 of 2 November 1, 2017




cational Services, Inc.
Job Description

Job Title: District Support Liaison Department: Administration
Supervisor: Superintendent/HES President Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Collaborates with the Superintendent/HES President in the development and implementation of various initiatives including, the
monitoring of internal controls and the development and distribution of programs, policies and procedures.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVMENTS

@

Collaborates with HES leaders to identify arcas of need to develop and implement practices for better communication around
upcoming projects, activities and inttiatives.

Manages the Academy calendar and helps prioritize commitments and projects including planning for near-term and future cvonts and
needs.

Provides' timely, accurate information about meeting participants and meeting purposes including preparing agendas and monitoring
progress of assignmenis and oulcomes to casure completion. )

Acts as a project manager to supporl the Superintendent/HES President to plan, develop and implement multiple projects, initiatives
and presentations, :

Effectively assists in the formulation and implementation of policies.and procedures related to Acatlermny activities in alignment with
HES and the Academies® vision, mission, strategic and School Tmproverent Plan (STP). ‘

SUPERVISION AND IMPLEMENTATION

Effectively interprets and implements policies including State and Federal regulations, and policies of the Board of Educalion, as they
relate 1o assigned arcas of responsibility,

"Lracks and records stakeholders' suggestions for new program and activities for possible future implementation.

Coordinates with internal resources and third parties/vendors for the. seamless execution of projects.

Monitors projects (o ensure guidelines are complied with and deadlines are achicved successtully.

Communicates with stakeholders fo clarify the desired outcomes of various projects ensuring compliance, quality and efficiency.
Responds to and initiates inquiries (questions regarding purchasing, personnel, facilitics, administiation, specialized programs, elc.)
Iixplains policies, answer questions, and independently resolve problems whenever feasible.

PROFESSIONAL LEARNING QOPPORTUNITIES (PLOs)

L)

Ll

Assists in coordinating and conducting staff meetings related various projects and initiatives

Provides stakeholders with necessary professional development opportunities to cnbance the outcomes of various initiafives to
posilively iinpact the outeomes of projects.

Plans personal development goals to be consistent with and suppoitive-of job requivements and HES Academy needs

‘Attends meetings and training as may be necessary and as may be directed by the supervisor to' enhance the needed skills for this
posilion.

Ensures timely and completo participation in and documentation of PLOs where applicable.

RESULTS AND DATA MANAGEMENT

@

Uses data to guide decision-making, analyzes data and issues reports monthly to cvaluate progress and recommends programs for
improvemenis. ‘

Performs complex administrative dutics and tasks to support projects and initiatives ineluding using discretion and independent
judgment to make decisions,

Performs statistical caleulations on data for reports -and presentations including composing and preparing data for prescntation to
senior lcadership.

Reviews and analyzes the academics sceurity systems Lo support the academics safety program in compliance with focal, state, and
federal guidelines and regulations and reports salely concerns 6 supervisor:

Collaborates with various stakeholders fo analyze data to promole process improvement and lean thinking

Follows up with stakcholders to ensure various projects and initiatives are implemented and completed with fidelity.
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REPORTING AND COMPLIANCE .

« Participates in the investigation and documenting of various accidents and injurics on Academy premises and veports thewy to the Vice
President and Supervisor for required regulatory reporting.

w  Complies with all districts, academy, and depurtment-wide policies and follows established rules and guidelines in daily operations.

»  Maintains and subinits accurate and up-fo date checklists and databases as required for efficient performance of assignments.

« TProvides the Superintendent/HES President with support as assigned in matiers involving district initiatives and projects including keeping
stakeholders abreast of key developments,

»  Maintains accurate records keeping and ensures all documentation is orpanized and preserved for efficient reference and operations,

s PROFESSIONAL QUALITIES

e Performs all duties with quality, cfficiency, with the highest ethics, and dedication fo the Academics and their Management;

»  Demonsirates professionalism with the highest work eihics in handiing confidential information and managing conflicts.

» Maintains a professional and positive comnumication with all members of the Board of Dircctors, Academies staff, parents and Community
mernbers. :

e Demonstrates etficient time management, performs all duties reliubly, efficiently, with {he highest ethics, and strong sense of commitiment fo
the Academies and Management.

¢ Demonstrates flexibility in unscheduled assignments, widérstands, adopts, and works-consistently with 1HES mission.

s Performs other duties as may be assigned by the Superintendent/HES President or her designee.

SAFETY LEGISLATION:

HES is comunited to the maximum safety of ils studeitts and eiiiployess. FES will comply with the "School Safety” legislation (2003 PA 129-131 and 138)
enacted. in faw cffective January 1, 2006. As a condition of employment, TES will require that cach new employee hired after January 1, 2006, submit
criminal background checks for all full-time and part-time employecs and for individiials 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 implerentation as may be consistent with the policies in the OPM
Manual and policies or-as may he 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 includle making decisions regarding staff benefits, payroll, approval of tlicir vacation days or sick/personal days including: absences
beyond the maximum allowed sick/personal days off (per employment contract and.ps directed by the HR Department), stalf promotions, staff transleis 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 Famadeh Fducational Services, and/or Représeritation of the ITBS Board President unless specifically delegated by her in writing.

CONKFIDENTIALITY OF INFORMATION:

The employee shall keep-confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Academies’ benefif, at.any
timme, cither during or subscquent to the fenmination of the Finployment Contract Agreement, any. trade scerets, formulae, methods, techniques,
computations, knowledge, data or other information of the Company and schools relating 10 products, processes, know-how, marketing, teaching,
selling ideas, selling concepls, equipping processes, customer lists; sta(f information, student names or addresses, student parents” names and addresses,
forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or othér confidential information
or subject matter pertaining o the Company's or schools' business, of any of its clients, ‘customers, students, students’ parents, consultanis, suppliers or
Affiliates, which a Covenanter may produce; use, view or ofherwise dcquire during. while engaged pursuant to this Agresment ("Proprictary
\Informalion™).

SKILLS/EXPERIENCE:

¢ Oral comprehension & expression skills, written comprehension & expression skills, visual acuity , speech clarity & recognition skills,
interpersonal communication skills, organization and planning skills, professionalisi, compuler lileracy, keyboard skills, time management
skills

EDUCATION / TRAINING:
e Bachelor’s Degree in Administration, Communications or any velated 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 arc representative of (hose that must be:met by an employee to successfully perfor the essential functions of this job. The
ability to perform the functions by sitting, standing and/or walking for extended periods of time. The ciployee vceasionally is required to
manually move, lift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and reaching.

Issued and Approved by: .
Name and Title: Signature:
Employee Name and Title: Signature:

Ifamadeh Educational Services, Inc. is an equal opportunity employer.
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ucational Services, Inc.
Job Description

Job Title: Early Childhood Associate Teacher Depavitment: Academic — [nstruction
Supervisor: Early Childhood Specialist Employer: Hamadeh Educational Services (FES)
BASIC FUNCTION:

Under the supervision of thie classroom leacher, assists in the smooth and efficient operation of the Pre-K classtoom inn a team
teaching mode} and assists with implementing curricutum, child assessments, home visits, and supporting parent engagement activities.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

¢

Assists the classroom leacher 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 éffective large group, individual and small group instructional
activilies to that are consistent with students developmental levels, interests and abilities.

In Collaboration with the Lead Pre-K teacher to create lesson plans énd maintains a detailed documentation as may. be required.
Collaborales with Lead Pre-K teacher with commion goals to iricrease stiident development,

Reports to duties on time and contributes to effectively ensuring student safety, orderly behavior and maintaining classroom routines.
Performs job dulies to support student development consistent with the job desciiption.

SUPERVISION AND IMPLEMENTATION

[

Collaborates with the Lead Pre-K teacher (o effectively implement {essou planis consistenit with the nieeds and abilities of students
Assists. with snack time, meal time, rest time, transitions, physical activities and indoor and outdoor detivities

Handles confidential/sensitive information appropriately.

Uses appropriate interveéntions when responding to student behaviors.

Enforees the:Academy’s Pre-K student discipline policies clearly and consisiently.

Liisures that-Adult to studcent ratios arc continually maintained

PROYFESSIONAL LEARNING OPPORTUNITIES

Y

Performs routine self-evalnation Lo identify areas of strengths and needs and seeks ways to improve-and enhance work related skills.
Attends meelings, conferences, courses and other training sessions as may be needed for professional growth and devefopment and
effectively implements new strategies.

Ensures timely and complete participation in and documentation of training and PL,Os wherc applicable.

Atlends all pareni- teacher conferences, open houses, and orientalions; as well as any other school events as required.

Utilizes supervisor’s directives and slakeholder feedback to improve performance,

Sets and reaches own goals for'sell-improvement consistent with the job requirements and/or Academy needs.

"RESULYS AND DATA MANAGEMENT

L)

L)

Maintains and updates student files.and documentation per GSRP and Academy requirements.

Evaluates student progress yeview of child asscssmerit data and provides feddback (o Lead Pre-K teacher on recommendations hest
suited for student.

‘Tracks students’ developmental progress and evaluates growth improvements as indicated by GSRP and curriculur guidelines.

Uses data to inform decision-making; analyzes disciplinary data; evaluates progress; recommends programs for improvements;
awards progress and achievenient.

Ensures lessons are effectively followed and student achievement is evident.

REPORTING AND COMPLIANCE

Accuraicly completes and timely submits all required paperwork and up-to-date reports per specifications including records of
individualized student activitics.

Demonstrates positive support to the School Improvement Plan (STP).Documients students” progress and achievement in daily
interactions.

Complies with all Academy and department-wide policies, daily routines and guidelines.

Collaboratively participates in Academy commiltees that contribute to a positive learning cnvironment.
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PROFESSIONAL QUALITIES

e Maintaing good customier service and positive comnnunication with all stadents, 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 prolessionalism in work ethics, handling confidential information and managiog conflicts ellectively.

= Allends to assignments punctually and considers the impact of histher attendance on student achicvement.

¢ Follows an organizational system for documenting and communicating student progress and concerns.

o Performs all duties with quality, efficiency and commitment consistent with the Academy’s mission.

e 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 ihe "School Safety" legisiation
(2005 PA 129-131 and 138) enacted in law effective January 1, 2006. As a coudition of employment, HES will require that each
new employee hired afier January 1, 2006, submit criminal background checks for all full-thme and pari-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 sapervisor 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
HIES 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/personial 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 Aeademy, or Hamadeh Educational Services, and/or
Representation of the FIES Board President unfess specifically defegated by her in writing,

CONTFIDENTIALITY OF INFORMATION

The employee shall keep confidential and not disclose, or make any use of, except for Mamadeh Educational Services ov the
Academies’ benefit, at any time, either during or subscquent to the termination of the Lmployment 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 addicsses, forecasts, marketing plans, strategies, pricing swategies,
computer progranis and copyrighitable or patentable materials, or-other corifidential 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 ot 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:

e Must have a valid CDA or Associates Degree in Early Childhood Education or Child Development from ose or more
regionally accredited two- or four-year colleges or universities' (Accredited by.-either a regional acerediting agency or by the
National Council for the Accreditation of Teacher Education (NCATE) or or an existing MDE 120 hour approval

s 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, cary, pull, or push objects up to 25 pounds in addition to occasional stooping,
bending, and reaching. Ability to work indoors and outdoors year round

Issued and Approved By: Sienalure:
Name and Title : A :
Employee Name and Title : Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer
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[—Job Titte: Early Childhood Specialist SIA, UA, ULA Department: Administration

Supervisor: Principal Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the direction of the Principal, serves as a consultant/resource person as well as an instructor of the early childhood students and
facilitates appropriate instruction and éfféctive intervention strategies to maximize students® potential and achievement.

RESPONSIBILITIES:

DEPARIMENT PLANNING AND IMPROVEMENTS

e Scrves as the coordinator for the Early Childhood departmen. ]

e Serves as an instructional resource for students and staff in the Pre-K. Program and assists with the Kindergarten Program by developing,
supervising and eyaluating the early childhood instructional programs.

= Assisls in coordinating the development of the Early Childhood Program curriculum in alignment with the Michigan standards of carly
childhood.

= ‘Recommends changes and improvements. as may be needed, including the formulation of eurriculum objectives and the selection,
development and revision of curriculum materials,

o Collaborates with tcachers to plan and implement units that best meet the learning nieeds of students.

@ Plans, processes purchases for the early childhood department and tracks expenditures consistent with the budget.

SUPERVISION AND IMPLEMENTATION

= Assisls in-monitoring and overseeing:the daily operation of the Early Childhood Program classrooms and subjects.

¢ Provides for mentoring of the teachers and paraprofessionals in the Early Childhood Program to ensure effective academic program
implementation as necded. o

o Schedules, facilitates and conduets student home visits, parent/teacher conferences, and maintenance of the classroom assessment toolkit
(Creative Cunriculum), ‘

= Supervises and evaluales staff performance focnsing on student achievemeit and ensuring accountability.

e Provides students with counscling, gnidance and proper.supervision as needed.

e Plans, coordinates, prepares, aind procosses purchases of curricufum malerials, resources, and other ne¢essary needs for Pre-IC and keeps
track of all expenditures consistent with the approved budget. ‘

= Recommends requisitions of adequate: supplies, resourees and equipment.

e Plans academic contests; activities, and eoncerts, fairs, and parents events.

PROFESSIONAL LEARNING OPPORTUNITIES

s Coordinates, participates, and gversces all educational team meelings and team activities.

© Plans, organizes, recommends and directs in-service training and development including delermining {raining needs, programs and
scheidules.

@ Provides teachers with training individually or by groups as needed in “Understanding by Design” as a $tiatepy 1o increase student
understanding of the information they are learning,

¢ Fostersprofessional growth and provides professional assistance and mentoring lo staff as mady be needed.

Attends staff mectings and training sessions as may be nceded

Plans and conducls department meetings and/or training as well as school-wide staff meetings and trainings when requircd.

¢ Coordinates and attends all' scliool events and activitics. as may be dirccted, such as Pareni-Teacher Conferences, Open Houses,
Orientations, and PTC Meetings.

= Servés on School lmprovement Plan {STP) and Total Quality Management (fQM) commiitees.

RESULTS AND DATA MANAGEMENT

e Analyzes data within the Pre-K-and Kindergarten Programs and uses results for improvement,

= Bvaluates students’ performance in Pre-K by reviewing report cards, progress réports and the results of formative and summative
assessments.

= Develops, recommends, and administers the department budget.

« Monitors latest research, trends and developments in carriculum and instruction and disseminates information to the appropriale personnel

with intent of providing philosophical divection to curricutum development,

Submils teports and records needed and as required by faw, Board policies, and administrative directives.

&

REPORTING AND COMPLIANCE
@ Prepares, submits, and maintains accurale, complete and corvect records, licenses and permits needed as required by law, district policics,
and administralive regulation.
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Assists the administration in implementing all policies and/or rules governing student Jife and conduct.

= Develops reasonable rules and procedures for classroom behavior and maintains order in the classroom in a fair and just manncr,

Maintains accurale and up-to-date records of students’ work and results by constanily updating students’ portfolios and Power School

records.

> Completes and submits all required updated reporis per specilications (lesson plaws, student attendance, portfolios, correspondence, grade
book, lesson plan records, Progress Reports, logs, purchases, inventory, ete.)

» Complies with all district, school, department-wide policics and daily routines and guidelines.

B

&

PROFESSIONAL QUALITIES

e Parlicipales in Academy commitiees that contribule 1o a positive learning enviromment.

s Participates collaboratively in school functions, activities, and committees and atiends Parent-Teacher conferenees, open houses, and
orientations,

» Assists in the interview, selection and assignment of personnel, certified and classified employees for the Pre-K Program.

¢ Atiends to assigmnents punctually and considers the impact of his/her attendance on student achievément.

s Performs all duties with quality; efficiency and dedication to the Academies and their Management.

s Perforns 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 maximun safety of its stadents and employees. HES will comply wilvthe "Sehool Safety” legislation (2005 PA 129-131 and
138) enacied in law effective January 1, 2006. As a condition of employment, HES will require that cach new employee hired after Janvary 1, 2006,
submit criminal background checks for afl fall-time and pait-time employees and. for individuals assigned to regulaily and continuously work ondei
conlract 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 delepated by the Chief Operating Officer, HES Vice President or by the HES President i writing, Activities that
jnvolve any business contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need o be
presented to the Academy Board for final approval.

EXCLUSIONS:

Thie responsibility does ot include hiring ‘or firmg. of staff. All purchases must be pre-approved by thie Superintendent and HES President. The
wesponsibility does not include making decisions: egarding staff benefits, payroll, approval of their vacation days or sick/personal days inctodiig
absences beyond the maximum allowed sick/personal days off (per employment contract and as directed by the TTR Depnrtment), staff promotions, stafl’
transfers or assignments, school closings, facility use and key distribution and copying, making business ot legal contractual and/or consnlting
agreements. on behalf of the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President uiiless specifically
delegated by her in writing,

CONFIDENTIALITY OF INFORMATION: -

The employee shall keep confidential and not disclose, or muke any use of, except for Hamadeh Educational Services-or the Academies’ bepefit, at
any time, éither during or-subsequeat to the termination of the Employment Contract Agreément, any trade secrets, formulae, methods, techniques,
computations, knowledge, data or other mformation of the Company and schools relating to products, processes, know-how, marketing, teaching,
selling“ideas,. selling concepls, equipping processes, customer lists, staff information, student names or addresses, student pavenls’ names and
addresses, forecasts; markeling plans, stategies, pricing sirategies, computer programs and copyrightable or patentable materials, or other
confidential information or subject inatter 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 dring while'engaged pursuant to this
Agreement ("Proprietary \Infonmation™).

SKILLS/EXPERIENCE:

Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity ; speech clarity & recognition skills,
interpereonal commiunication skills, organization and planning skills, professionalism, computer literacy, keyboard.skills, time managerntent
skills and thorough knowledge of Creative Curriculum

EBUCATION / TRAINING
s Minimun of a Master’s Degree in the study of Barly Childhood Bducation
e A current Michigan Teaching Certificate for Barly Childbood is a plus
* Atleast3 years of Pre-K teaching experience,
e Must be certified in aduit/child/infant CPR and First Aid /

PIIYSICAL DEMANDS:

The physical demands are representative of those that must be met by an ecmployee to suceessfully 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 employec occasionally is
required to manually move, lift, carry, pull, or push objects up to 25 pounds in addition to stooping, bending, reaching, crouching, kneeling
and twisting.

Issued and Approved by: o
Name and Title : Signature:
Employee Name and Title: Signature:

Uamadeh Educationai Services, Inc. is an cqual epportunity employer.
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Job Title: Family and Community Engagement Liaison Department: Admimistration

Supervisor: HES President Employer: Hamadeh Educational Services (HES)
BASIC FUMNCTION

Assists the HES President in managing the family engagement and community activities by serving as the liaison with students, parents, {eachers,
and community organizations (o successfully address issues of concerns or arcas in necd of improvement and implementing strategic methods
and activities to cnhance family and community engagement to improve student achievement.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVMENTS
Plans and conducts the evaluation of family and cormunity engapement in the Academies through the-documentation of family/parent activities
held, attendance sheets, etc. and recommends improvements to enhance family engagement.
Engages in parental and community outreach activities {o encourage increased participation
Collaborates with the Aeademies® leaders to organize, advertise and facilitate parent meetingsfévents as may be needed.
Bffectively assists in the formulation and implementation of policies and procedures related to paréntal involvement activities.
Coordinates the parent/family involvement and' helps. evaluate cffectiveness through surveys, documentation of aclivilies held, attendance
sheels, etc.
Effectively develops and recommends ongoing list of community resources that-are peeded and useful to students and parents o assist achieving
their goals towards bigh sehool graduation, college completion, and career planning.
Collaborates with the Academies” leaders and Family Engagement Liaisons to. plan.and implement activities to enhance family engagement.
Plans; coordinates and oversees the alignment of family engagcmeit activities across the MBS academies and to eliminate duplication of
services that are offered by the Academics’ Family Engagement Liaisons and those that are offered by the Family Engagement and Community
Liaison.
Develops and implements deparfiment improvement plan by sharing ideas and input 1o énhance services and program i alignment with district
SIP and HES mission and vision.
Is responsible for coordinating commmuity outreach activities that align with- the ‘mission and vision 6f HES inclnding the solicitation of
resources for the benefit of the academy through various community groups, grants and parterships, Is responsible for increasing awareness of
the academy booster activities and groups.

SUPERVISION AND IMPLEMENTATION

o Effectively evaluates current family engagementresources, guidelines, arid programs to reach.optimal quality and efficicncy.

o Monitors oulside/community resources and programs and evaluates their effectiveness on student and parenfal involvement.

e Effectively interprets and implements the rules, Stale and Federal regulations, and policies of the Board of Education, as they relale to assigned
areas of responsibility.

@ Altends the Academics” Parent Teacher Committees (PTCs) meetings af least quarterly per school and reports meeting minutes to the FIES
President.

o Collaborates with the identification of family volunteers, parent, leaders and organizations.and maintains parinerships to support. the acadcinics,
programs and activitics,

» Conducts home visits-as may be neeessary to bridge the gaps between the Academies and the families to enhance mutual understanding, open
communication, and promote the use of available resources. and programs, and maintaining family support.

= Tracks and records stakeholders’ suggestions for new program dnd activities for possible firture jimplementation.

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

e Coordinates and conducts staff meelings related to family engagement programs.

= Atltends staff meetings and seminars or conferences in arcas related to job responsibilities as needed.

o Provides families with necessary professional development opportimitics to enhance family engagement and family skills lo positively impact
student family connection and student achievement.

o Aftends meetings and training as may be nccessary and as may be dirceted by the supervisor to enhance the necded skills for the position.

= Ensures timely and complete parlicipation in and documentation.of PLOs where applicable.

RESULYS AND DATA MANAGEMENT

o Tracks family cngagement attendance at the PTC meetings, conferences, and school activities and recommends improvements to school
leaders.

s Works closely with all parties involved in students® affairs to address familics’ arcas of concerns.

e Records and tracks all family concerns and resolutions, and fumily satisfaction.

s Observes records and recommends programs/activilies Lo farilies for improving student achievement arid behavior.

e Uses data to guide decision-making, analyzes data and issues reports monthly to evaluate progress aud rccommends programs for
improvements.

REPORTING AND COMPLIANCE
» Updates and submits to HES President a report of family engagement and community liaison activitics consistent with the job description and
requirements and expectations of the position.
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@ s available when needed to ensure completion of tasks and the full safety of the Academy, students, stafi, and parents.

= Prepares and submils all documentation required for department authorization and evaluation.

= Complies with all districts, Academics, and department-wide policies and follows established rules and guidelines in daily operaiions.
e Maintains and submits accurale and up-to daie reports, checklists, and databases as requived for efficient performance of assignments.

PROFESSIONAL QUALITIES

o Organizes and files all parent complaints, parent notices, and resolution forms on a routine basis.

» Maintains documentation of all meeting minutes; parents® data, contact information and related conumunily resources.

= Maintains the privacy of students and their families by keeping all cases confidential and sharing with concerned parties only.

o Atlends and assists in coordinating and directing family engagement activities as may be directed by the HES President, such as Parent-
Teacher Conterences, open houses, orientations, PTC. micetings, athletic meetings and other events where families are engaged.

® ‘Maintains the privacy of students and their families by keeping all cases confidential and sharing with concerned parties only.

e Maintains open communication between parents, teachers and administrators, and promptly inform parenis of any concerns and/or situations
involving their children when and where the school administration is not involved in réporting to the parents.

» Provides the HES President with support as needed in matiers involving the parents and their concerns.

» Performs all duties with quality, efficiency, with the highest ethies, and dedication to the Academics and their Management,

@ Performs other duties as may be assigned by the HES President or assigned designee.

SAFETY TEGISLATION:

HES is committed to the maximum safety of its students and employces. HES will comply with the "Schoo! Safely” legislation (2005 PA. 129-131 and 138)
enacted in law cilective Janvary 1, 2006. As a condition of employment, HES will require that each ncw employee hired afler 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 copsistent with the policies in the OPM
Manual and policies or as may be delegated by the Chicf Operating Officer, HES Vice President or by the HES President in writing. Aciivities that
involve any business coniractual agreements or monelary cost must be pre-approved by the HES President or Viee President and may aeed to be presented
{0 the: Academy Board for final approval.

EXCLUSIONS:

The responsibility does nof include hiring or firing of staff. All purchases must be - pre-approved by the Superintendent and .IES President. The
responsibility dogs not include making decisions regarding staff benefits; payroll, approval of their vacatior days or sick/personal days including absences
béyond the maximun allowed sick/personal days off (per empléyment contract and as dirceted by the HR Department), staff promotions, stall 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 Hainadeh Educational Services, and/or Represenlation of the HES Board President “unlegs specilically delegated by her in writing,

CONFIDENTIALITY OF INFORMATION:

The employee shall keep confidential and not disclose, or make any vse of, except for Hamadeh Educational Services ot 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 nformation of {he Company and schools relating to products, processes, know-how, marketing, teaching;
selling ideas, selling concepts, equipping processes, customer lists; staff information, student hames or addresses, student parents” names-and addresses,
forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable materials, or other contidential jnformation
or subject matter pertaining to the Company’s ot-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:

o Oral comprehension & expression skills, wrilten comprehension & expression  skills, visual acuity , speech clarity &
recognition skills, interpersonal communication skills, organization and planning skills, professionalism, compuier literacy,
keyboard skills, time management skills

EDUCATION AND TRAINING
Bachelor’s Degree in Administration or Communication or any refated 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 successfuily perform the essential functions of this job. The
ability to perform the functions requires sitting or standing for extended periods of time. The cmployee occasionally is reguired to manually
move, Lift, carry, pull, or push objects up 1o 25 pounds in addition (o veeasional stooping, bending, and rcaching.

Issued and Approved by: Lo i
Name and Title Signature:
Employee Name and Title: Signature:

Hamadeh Educational Services, Inc. is an equal opportunity cmployer,
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Job Title: Family Engagement and Community Liaison Department: Administration

Supervisor: FIES President/COO Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION

Assists the HES President/COO in managing the family engagement and community activities by serving as the Haison with students, parents,
teachers, and community organizations to successfully address issues of concérns or areas in need of improvement and impleniénting strategic
methods and-activitics to enhance family engagement to improve student achievement

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVMENTS

@ ‘Plans and conducts the evaluation of family engagement in the Academics through surveys, documentation of family/parent activities held,
attendance shieets, ete; and recormends improvements (o enhanee family-engagement.

¢ Effectively develops-and shares a list of commumity resources to increase parent effectiveness to support their children to achieve their goals
towards high school graduation; college completion, and career planning.

o Collaborates with the Academics’ leaders, counselors, social workers, and teachers to identify areas of needs to develop and implement
practices for better communicationi between home and school aboul academic activitics, student progress, and family engagement programs to
enhance student achievement.

& Collaborates with the Academies’ leaders to organize, advertise and facilitate parent meetings/events as may beé needed.

e Collaborates with the Academies® leaders and Family Engagement Liaisons to plan and lmplement activities to enhance family engagement.

» Dlans, coordinates and. oversees the dhgmmnl of fumily engagement aetivities across the HES academies and 1o eliminate duplication of
services” that are. offered by the Agademies’ Family Engagemcent Llalsons and those that are offered by the Tamily Engagement and
Community Liaison.

» Develops, monitors, evaluates, and implements clectronic (social media, automated calls, email campaighs, ctc.) community and family
‘engagement strategies, activities, and programs to enhance family engagement,

e ‘Develops and implements department improvement plan by sharing ideas and inputto enhance services and program in alignment with district
STP and HES:mission and vision.

SUPERVISION AND IMPLEMENTATION

« Effectively evaluates cutrent family gngagement resources, guidelines, and progratws to reach optimal quality and efficiency.

= Monitors the effectiveness of family surveys, P1)'s, activities and communications.

s Effectively inferprets and implements the rules, State and Fedgral regulations, and policies of the Board of Education, as they velate to assigned
arcas of responsibilily, '

Attenids the’ Academies” Parent Teacher Committecs (PTCs) meetings at feast quarterly per school and reports meeting. minutes fo the FIES
President/COO.

Collaboraies with the identification of family volunteers, parent, leaders and organizations and maintains partnershipsto support the academies
programs aixd activities,

Conducts home visits as may be necessary to bridge the gaps between the Académies and the families to enhance muthal nunderstanding, open
communication, and promole the use of available resources and programs, and maintaining family support.

= [racks and records stakcholders' suggestions for new program and activities for possible future implementation.

PROTESSIONAL LEARNING OPPORTUNITIES (PLOs)

= Coordinates and conducts staff meetings rclated to family engagement progrims.

» Provides fanuilies with necessary professional developmeni opporiunities to enhance family engagement-and tamily skills o posxtlvely impact
student family connection and student achievement.

Provides professional development and needed resources and support to the Academies® Family Engagement Liaisons and olher feam
members as NCeessary:

o Attends ingetings and. training as may be necessary and as may be directed by the supervisor to enliance the needed skills for this position.

» BEnsures timely -and complete participation in and documentation of PLOs where applicable,

RESULTS AND DATA MANAGEMENT

o Tracks family cngagement attendance at the PTC mectings, conferences, and school activities and recommends improvements to school
leaders.

= Works closcly with all parties involved in students® atfairs 1o address families® areas of concerns.

» Records and tracks all family concerns and resolutions, and family satisfaction,

= (bserves records and recommends programs/activities to families for improving student achievement and behavior.

» Uses data to guide decision-making, analym data and issues reports monthly to cvaluate progress and recommends programs for
improvements.

REPORTING AND COMPLIANCE

» Collaborates in the formulation of general family engagement salety policies and procedurcs to be followed in the schools in compliance with
local, State, and Federal Occupational Safety and Tlealth Administration (OSHAY rulcs and regulations, American Disabilities Act, FERPA,
and Internet Safety.

&
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o Updates and submits to HES President/COO and Director of Accountability, Improvement and Assessment on an annual basis the Pareat
Compact, NCLB and as may be required by MDE and the academies’ boards.

o Participates in the investigation and recording of family accidents and injuries on Academy premises only on as may be necded by the HES
President/COO and reports them o Vice President and HES President as réquired by regulatory agencies.

s Complies with all districts, Academies, and departmeni-wide policies and follows established rules and guidelines in daily operations.

e Maintains and submits accurate and np-to date reports, checklists, and databases as required for ellicient performance of assignments.

PROFESSIONAL QUALITIES

» Organizes and files all parent complaints, parent notices, and resolution forms on a routine basis.

« Maintains documentation of all meeting minutes, parenis” data, contact informiation and related community resources.

e Attends and assists in coordinating and directing family engagement activities ns may be directed by the HES President/COO, such as
Parent-Teacher Conferences, open houses, orientations, PTC meetings, athletic meetings and other events where families are engaged.

o Mainlains the privacy of students and their families by keepling all cases confidential and sharing with concerned parties only.

» Maintains opcn communication hetween parents, teachers and administrators, and promptly inform parents of auy concerns und/or situations
involving their children when and where the sehool administration is not involved in reporting to the parents.

a Provides the HES President/COO with support as needed in maiters involving the-parents and their concerns.

= Performs all duties with quality, cificiency, with the highest ethics, and dedication to the Academies and their Managemen.

e Performs other duties as may be assigned by the ITES President/COO or assigned designee.

SAVFETY LEGISLATTON:

TIES is committed to the maximum safety of its students and employees. HES will comply with the "School Safety” legislation (2005 PA £29-131 and 138)
cnacled in law effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after Fapvary 1, 2006, submit
criminal backpround 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 {irst day of employment.

APPROVALS:

Alb activities must be pre-approved by the immediate supervisor before their final implementation as may. be congistent with the policics in the OPM
Manual and policics 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 agreéments or monetary cost must be pre-approved by the FES President or Vice President and may need to be presented
to the Acadeny Board for final approval.

EXCLUSIONS:

The responsibility does not include hiring or firing of staff. All purchases must be: pre-approvid by the Superintendent and HES President. The
responsibility does not include making decisions regarding staff benefits, payroll, approval of theii vacation days or sick/personal days including sbsences
beyond the maximum allowed sick/personal days off’ (per employment contract and as directed by the HR Departinent), staff promotions, staff iransfers or
assignments, schwol closings, facilily use and key distribution and copying, making business ot legal contractual dnd/or consulting agreements on behalfof
the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President unless specifically delegated by ber in writing,

CONFIDENTTALITY OF INFORMATION:

The employee shall keep confidential and not disclose, or make any use of, exceépt for IHamadeh Fducational Scrvices or the Academies’ benefit, at any
time, either during or subsequent to the termination of’ ihe Fmployment Contract Agreement, any trade secrets, formulac, methods, techniques,
compulations, knowledge, data or other informhation of the Company dnd.schools relating to- products, processes, know-how, marketing, teaching,
selling ‘idcas, selling concepts, equipping processes, customer lists, staff information, student names oraddresses, student parents’ names and addresses,
forecasts, marketing plans, strategies, pricing strategies, computer programs and copyrightable or patentable matesials, or other confidential information
or subject matter pertaining to the Company’s or schools' business, or any of its clierits, custoners, stadents, students’ parents; consultants, suppliers or
Affiliaics, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Propriefary
\Information”).

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

EDUCATION AND TRAINING
Bachelor’s Degree in Administration or Communication or any related field or a combination of education and expevience; Must meet
continuing education requircments ag prescribed by rules promulgated by the State of Michigan, as applicable,

PHYSICAL DEMANDS

The physical demands arc 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 employce occasionally is required to manually
move, }ift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and rcaching,

Issucd and Approved by:

Name and Title ; Signature:

Employee Name and Title: Signature:

Hamadeh Educational Services, Inc. is an equal opporiunity employer.
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Job Title: Food Services and Hallway Supervisor Department: Food Services

Supervisor: Director of Food Services Program Exaployer: Hamadeh Educational Services (HES)

BASIC FUNCTION:

Supervise all aspeets of the food services program at the-Academy. i a manner that is ellicient and in line with the district’s guidelines and
procedures. Monitor and supervise the Academy’s grounds at all times, and to ensure proper and safe stadent behavior during passing time,
morming and afternoon dismissal and all other cvents and activities as assigned

RESPONMNSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

= Assists in preparing and planning school meal menus to meet the USDA nutritional requirements.

= Prepares and cooks meals as may be needed following cstablished protocols and guidelines.

= Adheres fo saniation and safety procedures as stated in the Michigan Food Code, HACCP guidelines and all standard food preparation
and kitchen operations procedures.

» Assists in planning and preparing alternative menus for kids with special needs, in accordance o their medical care provider’s
recommendations and it collaboration with the parents.

= Places orders for food, milk and all necessary supplies as nceded.

= Assiststhe Coordinator of Food Services Program in preparing for all the Acadeniy’s functions involving food service.

e Maintains an organized food service calendar,

e Participates in department improvement plan by sharing ideas and input 10-enhance service and programs,

o Redirects students and staff in compliance with the maudated rules and regulations.

o Dirccts and supervises the activities of the food service team throughout the preparation and cxccution of events identified and
purchases ingredients and suppliesneeded for the events.

SUPERVISION AND IMPLEMENTATION
& Assists in supervising and managing the food preparation and line service to ensure smooth and timely operation,
& Supervises student lunch service consistent with the Academy’s policies and guidelines.
e Assists in assessing students’ preferences, to continuously improve the food service
& Monitors students” conduct in hallways and restrooms, and makes sure all studenis report to class on time,
o Monifors students’ and visilors® behavior af assemblies, athletic events as well as, all the Academy’s functions and activitics .and
intervenes {o maintain order iff situations of verbal and physical conflict. )
© Lnsures that all kitchen equipment, material-and surfaces are kept clean, madintained and used properly and safely.

PROFESSIONAL LEARNING OPPORTUNITIES
» Participates in.recommended training programs, conferences, courses or other aspects-of professional growth.
s Attends all Parent- Teacher Conferences, open houses, and orientations, as well as-any other school events as required.
& Attends meelings, activitics, training programs; conferences, seminars, workshops (MDE, MOR), and courses (Scrysafe certification
class) as required and cfiectively inplements new sirategies.

RESULTS AND DATA MANAGEMENT
. Prevents hazardous situations by inmediately communicating with supervisors ot maintcnance issues, graffiti and safety hazards.
e Ensures that students are'in class on time as a result of hallway and food service supervision.
« Ensures that campus is orderly and sccure at all time,
& Performs all tasks in compliance with code of cthics, state/local/MDE requirements/regulations and health and safefy guidelines.
e Assists the coordinator of Food Service Program in collecting and reporting lunch money. Easures thal meal preparations and service
run efficiently and consistently. with cstablished guidelines and procedures.
o Ensurcs that meals are cost-efficient and prepared within the pre-approved budget lor designated cvents.

REPORTING AND COMPLIANCE

o Comnumicates with the Director of Food Services the plans for fooed service events,

e Ensures quality meals are served to all students while overseeing all aspects of the fond service operations.

= Fills out and Gles all paperwork concerning lunch program including daily production records, monthly reports, and yearly reports due
to MDE, CNAP, MEIS in a timely manner per specifications.

» Prepares year end reperts, monthly-internal reporting, on-site revicws, snack reviews, and free-reduced meals applications in a timely
manner per specifications.

e Ensurcs that all visilors have a visitor pass from the main office, and reports unusual activitics or unauthorized visitors to supervisors in
a timély manner.
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PROFESSIONAL QUALITIES
¢ Develops effective methods of managing, compiling, ovganizing and tracking department docunwmahon in an organized and accessible
manner.
e Maintains exceptional customer service and positive communication with administration, staff, students, parents and community.
Lstablishes and maintains positive team spirit among all staff and the Academy’s community,
e Performs all duties with quality, efficiency and dedication 1o the Academy and its Management.
@ Performs other duties as may be assigned by the Principal or HES President or her/his designee.
e Keeps the principal and HES President informed of main issues and concerns,
e Demonstrates professionalism in work eihics, handling confidential information and managing conflicts

bl

SAFETY LEGISLATION:

HES s committed to the maximum safety ofits students and employces. FTES will comply with the “School Safety” legislation (2005 PA 129-131 and
138) enacted in law effective Janvary 1, 2006. As a condition of employrent, HES will require that each new employee hired afler January 1, 2006,
submit criminal background cheeks for all full-time and part-time employees snd for individuals assigned to fegularly and continuously work under
contract int the Academy prior to the frst day of employment.

APPROVALS:

All detivities must be pre-approved by the immediate supervisor before their final implemesiation as may be consistent with the policies in the OPM
‘Manual and policics or. as may be delegated by the Chief Operating Officer, HES Vice President or by the LIES President in writing. Activities that
involve any business contraclual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need (o 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 Superitendent and HES President. The
responsibility does not include making decisions regarding stafl benefits, payroll, approval of their vication 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 ransfers or assignments, school closings; facility use and key distribution and copying, making business or legal conitractual and/or consulting
agreements on behalf of the Academy, or Hamadeh Educational Services, and/or Representation of the HES Board President unless specificaily
delegated by her in writing.

CONFIDENTIALITY OF INFORMATION:

"Ihe employee shall keep confidential and not disclose, or make any use of, cxcept for Hamadéh Tdicational Services or the Academiés’ 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, processés, know-how, marketing, teaching,
selling ideas; selling concepts, equipping processes, cuslomer lists, staff information, student names or addresses, student parents” names and
addresses, forécasts, marketing plans, sirategies, pricing strategies, computer programs and copyrightable. or paientable materials, or other
confidential information or subject malter pertaining o 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 \luformation).

SKILLS/EXPERIENCE:;

2 Oral comprehension & expression skills, written comprehension & expression skills, visual acuity , speech clarity & recognition skills,
interpersonal communication skills, organizalion and planning skills, professionalism, computer literacy, keyboard skills, time
management skills, knowledge of Food Service Program requirements, and leadership skills

EDUCATION/IRAINING:
a ITigh Scheol iploma or Equivalent and Food Handlers Pexmit (as may be required by the local Health Departinent)

PHYSICAL DEMANDS:

The physical demands described here are vepresentalive of those that must be met by an employee to successtully perform the essential
functions of this job. Requires prolonged standing; physical exertion to manually move, Iift, 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 i food preparation and serving.
Requires regular crouching occurs to retricve items trom lower shelves; regular reaching nceurs to relrigve utensils and food ilems from
storage shelves. Must be able to work in @ noisy environment. Must be able {o work in and around fumes and odors.

Issued and Approved by: Siznabure:
Name and Title : DIgN: :
Employce Name and Title: Signature:

Ifamadeh Educational Services, Inc. is an equal opportunily empioyer,
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Job Title: Food Services Supervisor Department: Food Services

Supervisor: Director of Food Services Program Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Supervise all aspects of the food services program at the Academy in a manner that is efficient and in line with the district’s
guidelines and procedures,

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

= Assists in preparing and planning school- meal menus to meet the USDA nutritional requirements,

@ Prepares and cooks meals as may be needed following established protocols and guidelines,

+ Adheres to sanitation and safety procedures as stated in the Michigan Pood Code, HACCP guidelines and all standard food
preparation and kitchen operations procedures.

e Assists in planning and preparing alternative menus for kids with special néeds, in accordance to their medical care
provider’s recommendations and in collaboration with the parents.

e Places orders for food, milk and all necessary supplies as needed.

@ Assists the Coordinator of Food Services Program in preparing for all the Academy’s functions involving food service.

& Maintains an organized food service calendar.

Participates in department improvement plan by sharing ideas and input to enhance service and programs.

Redirects staff in compliance with the mandated rules and regulations.

Directs and supervises the activities of the food service team throughout the preparation and execution of events identified

and purchases ingredients and supplies needed for the events.

® & ®

SUPERVISION AND IMPLEMENTATION

e Assists in supervising and managing the food preparation and line service to ensure smooth and timely operation.
@ Supervises student lunch service consistent with the: Academy’s policies and guidelines.

@ Assists in assessing students’ preferences, to continuously improve the food service

& Monitors students’ conduct in lunch room, and makes sure of an orderly envifonment.

= Ensures that all kitchen equipment, material:and surfaces are kept clean, maintained and used properly and safely.

PROFESSIONAL LEARNING OPPORTUNITIES

e Participates in recommended training programs, conferences, courses:or other aspects of professional growth,

e Attends all Parent- Teacher Conferences, open houses, and orientations, as well as any other Academy events as required.

= Aftends mectings, activities, training programs, conferences, seminars, workshops: (MDE, MOR), and courses (Servsafe
cerlification class) as required and effectively implements new strategies.

RESULTS AND DATA MANAGEMENT

» Prevenis hazardous situations by immediately communicating with supervisors of any issues, concerns and/or safety hazards.

o Performs all tasks in compliance with code of ethics, State, local, MDE requirements/regulations and health and safety
guidelines.

e Assists the coordinator of Food Service Program in collecting and reporting lunch money. Ensures that meal preparations
and service run efficiently and consistently with established gunidelines and procedures.

o Ensures that meals are cost-efficient and prepared within the pre-approved budget for designated events.

REPORTING AND COMPLIANCE

= Communicates with the Director of Food Services the plans for food service events.

e Ensures quality meals are served to all students while overseeing all aspects of the food service operations.

= Fills out and files all paperwork concerning lunch program including daily production records, monthily reports, and yearly
reports due to MDE, CNAP, MEIS in a timely manner per specifications.

e Prepares year end reports, monthly-internal reporting, on-site reviews, snack reviews, and free-reduced meals applications in
a timely manner per specifications.
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PROFESSIONAL QUALITIES

o Develops cffective methods of managing, compiling, organizing and tracking department documentation in an organized and accessible
manner.

e Maintains exceptional customer service and positive communication with administration, staff, studenls, parents and

community.

Establishes and maintains positive team spirit among all staff and the Academy’s conmmunity.

Performs all duties with quality, efficiency and dedication to the Academy and its Management.

s Performs other duties as may be assigned by the Principal or HES President or her/his designee.

» Xeeps the Principal and HES President informed of main issues and concerns.

e Demonstrates professionalism in work ethics, handling confidential information and managing conflicts

&

8

SAFETY LEGISLATION:

HIES is commitied to-the maximum safety of its siadents and employees. TIES will comply with the "School Safety" legistation (2005 PA 129-131 and
138) enacted in law effective January 1, 2006, As a condition of ¢mployment, HES will require that each new employce hired after JTanvary 1, 20006,
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 6f employmient.

APPROVALS:

All activities must be pre-approved by the iminediate supervisor before their {inal implementation as may be consistent with. the policies in.the OPM
Manual:anid politics or ds.may be delegated by the Chief Operating Officer, HES Vice President or by the HES President in writing. Activities that
involve any business ¢oniractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be
presented to'the Academy Bourd [or final-approval,

EXCLUSIONS:

The regponsibility docs not include hiring or fixing 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 ihe maximum allowed sick/personal days off (per employment contract and as directed by the HR Department), staff promotions, staft
transfers or assignments, school closings, facility use and key distribution and copying, making business or Jegal contractual and/or consulting
agreements on behall of the. Academy, ot Flamadeh Edugational 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
amy time, either diiring or subsequént to the termination of the Employment Contract Agreement, any trade secrcts, formulae, methods, techniques,
computations, knowicdge; data or other informafion of the Company and schools relating to products, processes; know-how, marketing, teaching,
selling ideas, selling concepts, equipping processes,. customer lists, stafl information, student names or addresses, student parents’ pames and
addresses, forccasts, marketing plans, strategies, pricing strategies, ‘compuler programs and copyrightable or palentable naterials, 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 imay produce, use, view or otherwise acquire during while‘enigaged parsuant to this
Agreement ("Proprictary \Information"),

SKILLS/EXPERIENCE:

= Oral comprehension & expression skills, written comprehension & expression skills, visual acnity , speech clarity &
recognition skills; interpersonal communication skills, organization and planning skills, professionalisin, computer literacy,
keyboard skills, time management skills ard leadership skills

EDUCATION/TRAINING:
s High School Diploma or Equivalence and Food Handlers Permit (as may be required by the Jocal Hedlth Department)

PHYSICAL DEMANDS:

The physical demands describéd Here are repiresentative of those” that must be met by an cmployee to successlully 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 oceurs to retrieve items from lower shelves; regular reaching occurs fo retrieve utensils and food items from
storage shelves. Must be able to work in a rioisy environment Must be able to work in and around fumes and odors

Issued and Approved by: .
Name and Title : Signature:
Employee Name and Title: Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer.
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ducational Services, Inc.
Job Descriptio

Job Title: Human Resources Compliance Administrator Department: Human Resources (HR)

Superviser: Vice President/Chief Operating

Officer/Director of Human Resources Employers Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the direetion of the Vice President and Director of Humman Resourees coordinates the compliance and record keeping of varions complex administralive
tasks including the monitoring of internal controls and the-development and distribution of policies and procedures, .

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

@

& & 8 o

Develops -effective methods of managing, compiling, organizing and tracking dipartment documentation. Performs relatéd tasks as assigned by
Supervisor.

Responsible for sexuning missing or updated documentation from staff and contractors (o ensure continued compliance

Sets clear objectives for depurtment, participates in improvement plans by sharing ideas and input fo enhance services and programs.

Coordinates the scheduling of pre and post audit activitics including recommending process and policy improvements,

Orders and maintains: supplies, inventory and stock, provides follow up on purchase arders, post office correspondence; packing slips; and réeeipt of
purchases. ’

Reviges, corrects, and drafls correspondence in addition to creating/maintaining databases for employment eligibility for active and terminated employces.
Responsible for the recondiliation of AFLAC supplementary benefit plans including the review of monthly vendor statements, .

Comparcs various eomponents of benetits and coverage.

Responsible for the review of the mid-year and end of year stafT evaluations including ensuring compliance with intemal policies;

Responsible (or the preparation and facilitation of muitiple regulatory or stakeholder audits throughout the year.

Follows up with sta{fto collect needed dacumentation and ensure compliance with HES policies including ensuring the accuracy of personnel records. .

SUPERVISION AND IMPLEMENTATION

Responsible for this. compliance of the 19 employment verification forms in accordimee with USCIS ules and regulations including facilitating internal
audits and the developinent of internal processes. )

Develops aninternal compliance calendar with up-to-date. récords of upcoming projests, assignments and events/tagks.

Coordinates the. verification and completion of service provider’s documentation for the Academies including ensuring compliance with internal
processes and procedures

Schedules internal audits 1o assist the Vice President and Director of Human Resources with cvaluating preparcdriess and adhereiice to rules and
regulations as established by the MDE, WCRESA, the authorizer, Academy, and HIS.

Coordinates.amd organizes CPR/FA (and BBP) sessions throughout the school year to ensure comipliance.

Resporisible for the coordination and completion of all IQ forms for all staff including ensuring.compliance and highly qualified status.

Audits annual general agencies proposals for cach site location, provide feedback, and communicate with insurance vendor regarding issues and counls
needed to secure insurance coverage. Prepare dociments and olher required questionnaires for appropriat¢ levels of coverage, cle:

Follow- up- with stall’ to obtain releases of information for transitions between academics. Ensures that needed DEA is on file for cach employee and
[ollows up with staff to ensur¢ compliance.

PROFESSIONAL LEARNING QPPORTUNITIES (PEOs)

Attends and coordinates all school uvents, meetings, seminars, workshops, and activities as directed by the Supervisor, and HES President.
Reeords meeting minutes; maintainy Professional Development Binders, professional learning session documentation; and sign-in forms.
Ensures imely and complete participation in-and decumentation of megling and PLOs where applicable, '

Provides and coordinates staft with training sessions as assigned by Supervisor.

Guides staft, students and parents to ensure the smooth operation of the Academies,

Plans personal development goals to be consistent with and supportive of job requirements and HES Academy needs

RESULTS AND DATA MANAGEMENT

Creates and maintains spreadshects, databases, presentations, and reports for the éffective use and managing of HR compliance processes and procedures.
Analyzes HR Data as to make data driven decisions related to the-application of internal processes and procedures

Uses data to guide decision-making and formulation of recommendations and improvements for the Department.

Organizes and preserves paper and compuier files for efficient reference and operation.

Audits and updates transparency documentation, staft professional development documentation, highly qualified forms, and other compliance related
documents at the academy level.

Participates in the SMI as may be needed and delegated by the Superintendent and Supervisor.

REPORTING AND COMPLIANCE

®

@

Y

'S

Reports all. complaints, actions, and issues related to the Academies to Supervisor; maintains accurate records.

Provides excellent customer services, relies on positive communication

Maintains professional appcarance and demonstrates self ethically and in a manner appropriate to a publiesetting and HES phitosophy.
Internatizes and reflects upon Supervisor directives to improve individual performance.
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o Coordinates the compliance and processing of all employment documentation as may be required by Local and State avthoritics, Academy Board and
Personnel and HES administration.

»  Complies with all District, school, and departmental policies; upholds the employment and FERPA profections of confidentiality and propes daily
operations.

PROFESSIONAL QUALITIES

»  Practices time management, performs all duties reliably, efficiently, with the highiest ethics and strong sense of dedication to the Academics and
its Management,

»  Promotes a profcssional and positive work enviromment us evidenced by Supervisor’s satisfaction and consistent with HES mission and
Philosophy.

o Effectively communicates with stakeholders and addresses their needs to ensire satisfactory customer sérvice.

»  Performs variety of clerical dutics as assigned by Supervisor, Chief Operating Officer, HES Viece President, and/or President.

« Takes all necessary measures to ensure confidentiality of all stafT information and IR activities.

o Implements effective workflow systems for company-wide use.

s Follows a detailed organizational system for documenting and conununicating all assigned tasks and projects

e Performs other duties as assigned. Dermonstrates fléxibility in unscheduled assignments, understands, adopts, and works consistently with I{ES
mission,

SAFETY LEGISLATION:

HES is committed to the maximum safety of its students and employees. FES will comply with the “School Safety” legislation (2005 PA 129-131 and
138) enacled in law effective January 1, 2006. As a condition of employment, BES will require that cach new employee hired aller January 1, 2006,
submit criminal background checks for all full-time and part-time employees and for individuals assigned to regularly and contimuwously work under
contract in the Academy prior to the first day of employnignt,

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, FIES Viee 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 Piesident and may need fo be
presenied o the Academy Board for final approval.

EXCLUSIONS:

The responsibility does not include hiring. or Jiring of stail. All purchases nwst be pre-approved by the. Superintendent and HES President. The
responsibilily docs not inchide 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 TIR Department), stall promotions,
staff transfers or assignnents, school closings, facility use and key distribution and copying, making business or lepal contractual and/or consulfing
agreements on behalf of the Académy, or Hamadeh Fducational Services, and/or Representation of the HES Board President anless specifically
delegated by her in writing,

CONFIDENTIALITY OF INFORMATION:

‘Ihe employce shall keep confidential and not disclose, or make any use of] except for Hamadeh Educational Serviees or the Academics’ benefit, at
any time, either during or subsequent to the termination of the Employiment Contract Agreément, any irade secrets, fornmulae, methods, techniques,
computations, knowledge, data or othér information of the Company and. schools relating to praducts, processes, know-how, marketing, teaching,
selling ideas, selling concepls, equipping processes, customer lists, staft inforimation, student names or addresses, student parents® names and
addresses, forecasts, marketing plans, strategies, pricing stratcgies, computer programs and copyrightable ot patentable materials, or othér
confidential information or subject matter pertaining to the Conpany's ot schools! business, or any of ils clients, customers, students, students’
parents, consultants, suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant o
this Apreement ("Proprictary \Information”).

SKILLS/EXPERIENCE:

Oral comprehension & expression skills, written comprehension & expression skills, visual .acuity, speech clarity &
recognition skills, interpersonal communication skills, organization and planuing skills, professionalism, computer literacy,
keyboard skills, tin¢ management skills

EDUCATION AND TRAINING:
= Iighschool diploma or general education degree (GED).
o Minimum two years’ experience or training; or equivalent combination of education and experience,

PITYSICAL DEMANDS:

The physical demands are representative of those that must be mel by an employee 1o 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
wanually move, Hift; carry, pull, or pusti objects up to 25 pounds in addition to occasional stooping, bending, and reaching,

Issued and Approved by: o s
Name and Title : Signature:
Employce Name and Litle: Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer.
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amadeh Educational Services, Inc.
W/

dob Title: Human Resources Data Generalist Department: Human Resources (HR)
Supervisor; Human Resources Data Specialist/Viee President Employer: Hamadeh Educational Services (HES)
BASIC FUNCTION:

Under the dixection of the supetvisors, compiles and keep records, issue reports and performs a variety clerical, administrative, and office
tasks and other duties as may be-needed and delegated by the supervisor.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

» Plans and prepares with department staff in the scheduling of émployment activities, audit and personne] updates, and
communications.

¢ Reviews and processes cinployee timesheets, Academy substitute logs and independent contractor documentation.

¢ Monitors, veviews and processes insurance bills and payroll deductions including maintaining accurate records and
documentation.

+ Plans and submits the semi-annual REP submission by maintaining accurate documentation and producing lists and databases
necessary for accurate submittals.

e Confirms and verifies all staff qualifications including teachers, subsiitute. teachers, paraprofessionals, food service handlers,
bus drivets, administrators; étc.

SUPERVISION AND IMPLEMENTATION

& ‘Communicatés with staff to collect assignments and rcports and ensure compliances with HES policics

= Proactively participatesin department improvement plan by sharing ideas and input to enhiance services and programs.

+ Reviews and updates departinent documeérits and templates for the accurate use by employees and central office/support ceater
administrators.

e Performs-a variety of administrative dutics as assigned by Supervisors including updating databases-and records as necessary.

= Conlinuously reviews updates to MDE guidance documents related to REP reporting requirements and develops suggestions'to
make improvéments/changiesas necessary.,

PROFESSIONAL LEARNING OPPORTUNITIES
¢ Attends and/oy plans the coordination and facilitation of staff mectings, training sessions, and school uctivities as may be
needed and clteclwdy implements new strategics.
» Collaborates in evaluating and recommending stafl development needs.
= Ensures timely and complete participation in and documentation of training sessions including PLOs as needed.
o Plans-and reaches own goals for self-improvement consistent with the job requirements and/or the Academies® peeds.
e Reflects upon supervisor directives and stakeholder feedback to improve performance.

RESULTS AND DATA MANAGEMENT
» Creates and maintains spreadsheets, databases, presentations, and reports as assigned by Supervisor.
» Manages data to guide deeision-making and formulation of recommendations and improvements for the Department.
» Organizes and preserves paper and computer files for elficient reference and operation.
Analyzes HR Data to make data dtiven decisions rclated to the application of internal processes and procedures
= Timely verifies and notifics senior HR feadership tcam of staffing and contractor reporting and insures reporting data integrity

(]

. REPORTING and COMPLIANCE

@ Conpletes the processing of employment documentation as may be required by local and State authoritics, school Board and
personnel, and HES administration.

e Complics with all District, school; and Departmental policies; upholds the employment and FERPA protections of
confidentiality and proper daily operations.

« Liffectively and timely screens and manages phone calls and visitors, and promptly channels concerns to adnumstxauon for
sofutions.

« Review and audit tax documentation retated to benefit plans to insure accuracy and compliance.

» Takes all necessary measures to ensurc confidentiality of all staff information and HR activities

ADMINISTRATIVE QUALITIES
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» Follows an organizational system for documenting and communicating staff hires, terminations, transfers and concerns with

stakeholders.

» Maintains professional appearance and demonsirates self ethically and in a manner appropriate (@ a public selting and HES
philosophy

a

Represents the best possible impression of owr organization when interacting with the community, prospeclive employees,
current employees, and other industry professionals,

» Collaborates with supervisor, staff, and stakcholder in a positive environment in the best interest of the staff and organization.
= Channels concerns to administeation for solutions in the best interest of the organization.

s Altends special school events as may be directed.

= Attends to assignments punctually and considers the impact of his/her atiendance on organization efficiency.

= Performs all duties with quality, efficiency and dedication to the Academies and their Management.

s Performs other duties as may be assigned by the Supervisor, Superintendent or HES President.

SAFETY LEGISLATION:

HES is committed to the maximum safety of its students and employees. HES will comply with the “Sehiool Safety” legislaton (2005 PA 129-13)
and 138) enacted in Jaw effective January 1, 2006. As a condition of employment, 1ES will require that cach new emplayee hired after Janvary 1,
2006, subrit criminal background checks for all full-time and past-time emiployees and for individuals assigned 10 regularly and conlibnously. work
under contract in the Academy priorto the first day of emaployment.

APPROVALS:

Al activities must be pre-approved by the immediate supervisor before fheir final implementation:as may be consistent with the policies in the OPM
Manual and policies or as-may be delegated by the Chief Operating Otficer, 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 o be
presented fo the' Academy Board for {inal approval,

EXCILUSIONS: )

The responsibility does not include hiring or {iring of stafl. All purchases must be pre~approved by the Superintendeat and HES President. The
résponsibility does not include making decisions regarding staff benefits; payroll, approval of their vacation day$ or sicl/personal days including
absences beyond the maximum allowed sick/personal days off (per employruent contract and as directed by the HR Department), staf promotions,
staff {ransfers or assignments, school closings, facility usc and key distribution and copying, making business or legal contractual and/or-consulting,
agreements on, Behalf of the Acadeniy, or Hamadeh Lducational Servicés, and/or Representation of the HES. Board President unless specifically
delegated by hier in writing.

CONFIDENTIALITY OF INFORMATION:

The employee shall keep confidential and not disclose, or make any use of, except for Hunadeh Educational Sérvices or the Academies™ benefit,
at any ‘time, either during or subsequent 1o the tenmination of the Employment: Confract Agreement, any trade scerets, formulae, methods,
techniques; Computations, knowledge,. data or other- information of the Company and 'schools relating t0 products, processes, kiow-how,
marketing, teaching, sclling ideas, selling concepts, cquipping pracesses, customer lists, staff information, student names or addresses, student
parents’ names and addresses, foreeasts, markeling ‘plans; strategies, pricing. strategies, computer programs and copyrightable or patentable
materials; or other confidential information or subject matter pertaining to the Compauy's or schools' business, or any of its elients; customers,
studerits, students” parents, consullants, suppliers or Affiliates, which a Covenanter may produce, use; view or otherwise acquire during while
engaged pursuant to this Agrecment ("Proprictary \Information"),

SKILUS/EXPERIENCE:
¢ Oral comprehension & expression skills, written comprchesnision & expression skills, visual acuity ; speeeh clatity & recognition
skills, interpersonal communication skills, organization and planning skills; professionalism, computer literacy, keyboard skills, time
management skills

EDUCATION AND TRAINING:
e Minimum of a Bachelor’s Degree in Human Resources or related field or an equivalent combination of education and experience.
o Minhmum two ycars™ 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 fuactions of this
job. The ability to perform the functions requires sitting or standing for extended periods of time, The employec occasionally is required to
manually move, 1ift; carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, and rcaching,

Issued and Approved by: _ .
Name and Litle : Signature:
Fmployce Name and Title: Signature:

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

Job Title: Human Resources Data Specialist: Department: Human Resources (HR)

Supervisor: Yice President and Chief Operating Officer | Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Assists the Vice President in maintaining required reporting and tracking related to employee records and assists with other human resources
duties as imay be needed and delégated by the supervisor,

RESPONSBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENT

@

@

@

Plans, prepares and administers all employee benefit programs including managing annual enrollment implementation and the new hire
enroliment process.

Makes recommendations for updating he Operations and Procedures Manpal (OPM) policies including the distribution and
mplementation of changes.

Plans the annual budget preparation by estimating personnel costs, and the tracking of costs throughout the year including providing
necessary reports and records.

Monitors time allocation to restricted funds by reviewing and auditing Personnel Activity: Reports (PARs) and completing the annual
regulatory semi-annual certification process.

Plan and implement processes and procedures telated 1o the record keeping of time, and updale as necessary.

Reconciles benefit payments for employer and employees to ensure proper payroll deductions and payments are confribuled to, the benefit
plan costs.

Prepares and submits REP report on semi-annnal basis, including the review and verification of related cmployment documentation,
Supervises the Human Resources Data Generalist including effectively comniunicating expectations and evaluating performance.

SUPERVISION AND IMPLEMENTATION

@

Manages the confirmation and verification of all staff qualifications inéfuding teachers, substitute teschers, paraprofessionals, food service
handlers, bus drivers, administrators, efe,

Prepares the aninval 401K audit informnation for the requiréd 5500 filing.

Proactively participates in departovent improvement plan by sharing ideas and input to enhance services and programs.

Communicates with staff in relation io benefit program carollment and related payroll deductions

Ensures anid verifies employee enrollment and terminations are processed and reflected accurately on vendor monthly statements.

Reguests required approvals-and permits from the Department of Education whére necessary and files required reporis related to staff
assignments as rcquested by MDE or the ISD.

Reviews and updates department: documenis. and templates for the accurate use by employees and central office/support center
administrators.

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

®

Attends and/or plans the coordination and facilitation of staff meétings, training sessions, and school activilies as may be needed and
effectively implements new strategies.

Collaborates in evaluating and reeomniending staff development needs,

Ensures timely and complete participation in and documentation of training sessions including PLOs as needed:

Plans and reaches own goals for self-improvement consistent with the job requirements and/or the Academies’ needs,

Rellects upon supervisor dircetives and stakeholder feedback to improve pcrfémmncc.

RESULTS AND DATA MANAGEMENT

]

-]

)

Completes and records all employment verification forms, referenee checks, and recommendations.

Compiles and prepares additional HR information for quarter/annual personsiel and state reports and audits.

Mauages and maintains accuracy of transactions in the PlanSource sysiem including open enrollment, new hires and life events.

Reviews schedules annually for comnpliance and the verification of qualifications of staff. Collaborates with the Principal lo produce final
stafl schedules for distribution.

Verifies and updates staft database annually related to employment records and mairitains and distribules updaied staff lists.

Manapes and verifies all documentation and records related to certification, background checks, and employment in order for accurate and
thorough REP reporting.

REPORTING AND COMPLIANCE

L1

Sceures teaching permits and licenses as needed and assists in notifying staff in writing of all the procedures and requirements to maintain
employment and compliance.

Collaborates in the preparation of reporting and compliance requirements regarding staft qualifications to MDE, WCRESA, the
Authorizer, Academies and HIES,

Manages and maintains the required notices and deadlines related to benefit and 401K enrolliment o plan participauts.

Accurately completes and timely submits all required reports per specifications.

Complies with all District, Academy and department-wide policies and daily routines/guidelines.
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a Maintains current knowledge of Equal Employment Opportunity (BEEQ) and affimative action guidelines and laws, such as the Americans
with Disabilitics Act (ADA).

PROTESSIOMNAYL QUALITIES .

o Follows an organizational system for documenting and communicaling staff hires, terminations, transfers and concerns with stakeholders.

@ ‘Takes all necessary measures to cnsure confidentiality of all staff information and 1R activities.

» Represents the best possible inpression of our organization when interacting with the community, prospective employees, current
employees, and other industry professionals.

= Collaborates with supervisor; staft, and stakeholder in a positive envirorment in the best intercst of the staff and organization.

e Channels concerns to adminigiration for solutions in the best interest of the organization.

Attends special school events as may be direcled.

o Aliends to assignients punctually and considers the impact of his/her attendance on orpanization cfficiency.

e Performs all duties with quality, efficiency and dedication to the Academics and their Management.

e Pcrforms other dutics as may be assigned by the Supervisor, Superintendent or HES President,

L4

SAFETY LEGISLATION:

HES is committed to the maximuwm safety of its students and cmployees. HES wilt comply with the "School Safety” legistation (2005 PA 129-131 and
138) enacted in faw effective Janvary ‘1, 2006. As a condition of employment, HES  will require ihat each new employee hired affer January 1, 2006,
submit criminal background chiecks for all full-ime and pari-time employees and for individuals assigned to regutarly -and continuously work under
conlract 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 asmay be consistent with the policies in the OPM
Manual and policies or as ay be delegated by the Chief Operating Officer, HES Vice President or by the HES President in writing, Activities that
involve any business contraclual agrecments or monefary cost must be pre-approved by the HES President or Vice President and may need to. be
prescnted to the Academy Board for final approval.

EXCLUSIONS:

The responsibility does not. include hiring, or Liring of stafl. All purchases must be pre-approved by the Superintendent and HES President. The
responsibility does not hiclude making decisions regarding staf¥ benefits, payroll, approval of theit vacation days or sick/personal days including absences
beyond the maximum allowed sick/pessonal days off (per employnient contract and as divected by the HR Department), staff promotions, staff transfers
or assignments, school elosings, facility usc 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 Buard President unless specifically delegated by licr in
writing.

CONFIDENTIALITY OF INFORMATION:

The employee shall keep confidental and not-disclose, or make any use of, except: for Hamadeh Educational Scrvices or the Acadewnies” benefit, at
any time, either during or subsequent to the lermination of the Bmployment Contract Agreement, any trade secrets, formulae, methods, technigues,
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, siaff information, student names or addresses, student parents' names and
addresses, forecasts, marketing plans, stategies, pricing strategics, computer programs and copyrightable or patentable materials, or other
confidential information or subject matter pertaining o 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 ("Proprictary \information™).

SKILLS/EXPERIENCE:

o Oral comprehension & expression skills; written comprehension & expression  skills, visval acuity , speech clarity &
recognition skills, interpersonal communication skills, organization and planning skifls, professionalism, computer literacy,
keyboard skills, time management skiils .

EDUCATION/TRAINING: '

»  Minimum of 1 Bachélor’s Degree in Human Resources or refated field or an equivalent combination of cducation and experience.
s Thorough understanding of Federal, State and Local cmployinent rules and regnlations. '

» A minimim of three years of professional experience in Human Resources and/or supervision or a related field.

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

PIYSICATL DEMANDS:

The physical demands are representative ol those that must be met by an employee to successtully perform the essential functions of this job.
The ability to perform the [unctions requires sitting or standing for extended periods ot time. The ¢mployee occasionally is required to
manually move, lift, carry, pull, or push objects up to 23 pounds in addition to occasionaf stooping, bending, and reaching.

Issued and Approved by: o .
Name and Title : Signature:
Employee Namc¢ and Title: Signature:

Hamadeh Educational Services, Ine. is an cqual opportunity employer.

Page 1 of 25_90 Novenmber 1, 2017



Job Title: Human Resources Generalist - Payroll Department: Human Resources (HR)

Supervisor: Vice President and Chief Operating Officer Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Responsible for aceurately and efficiently updating, maintaining and processing benefits administration, time and attendance
tracking and other related HR tasks.

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

@

Coordinates the administration of various human resources plans and procedurés including bénefits vis PlanSource and time and attendance
tracking via KRONOS, Microsoft Excel, and Time-Clock Plus and any other system designaled by the employer.

Coordinates in collaboration with the Vies President in accurately compléting payroll processing on o weekly basis and ensures all
employees are compensated in an accurate and timely fashion.

Responsible for the administration in collaboration with the Dircctor of Human Resources of FMLA and other leaves of absences in
accordance with Federal, State Local, and HES cmployment rules and regulations.

Manages the KRONOS, Time-Clock Plus and any other system designated by the employer ensuring that time-off requests, timesheets -and
punches are accurately completed by all employces at FTES.

Provides excellent customer service to employees by ensuring all payroll, benefits and other inquiries are responded to and solved in an
acenrate and timely fashion.

Proactively participates in department improvement planning by sharing ideas and input to-enhance the services and programs of the human
resources department:

SUPERVISION AND IMPLEMENTATION

L]

pe

Coordinates the enroliment of employees into various benefits plans ncluding health, dental, life, disability, FMLA, and 401K plans
Coordinates ‘and processes various employee forms including insvrance, tetirernent, COBRA and worker’s compensation in collaboration
with the supervisor.

Tracks daily attendance and updates record of attendance for each cmployee via the KRONOS, Time-Clock Plug and any other system
designated by the employer on a daily basis by reviewing daily and weékly missed punch reports,

Collects, organizes and manages timesheets for accuracy and completencss aid follows ujs witli: staff as needed to cnsure compliance,
Coordinatcs. reviewing and recommending: changes to the employee operations and procedure ‘manual und. the implementation and
compliance of those changes.

Manages the processing and maintaining of employee personnel records including updating records as needed

Responsible: for the compliance of required bulletin boards employee postings-and general information as required by Federal, State -and
Local employment rules and regulations. .

PROFESSIONAL LEARNING OPPORTUNITIES (PL.Os)

a

Attends and/or assists the Vice President and Chief Operating Officér in the coordination and facilitation of stall meetings, training sessions,
and school activities as may be needed and effectively implements new stralegics,

Performs self-professional development to increase productivity and performance:

Ensures timely and complete participation in and documentation of training sessions as needed.

Plans and reaches own goals for self-improvement consistent with the job requirements.and/or Academy necds

Internalizes and reflects upon Supervisor directives to improve individual performance,

RESULTS AND DATA MANAGEMENT

®

Maintains absentee recosds to inctude recording hours and notitying management of time away {rom work.

Updates and maintains staff attendance, employee benefits, 401K eligibility, ACP, ESL, FMLA, and hously statf databases.

Manages the reconciling of benefit invoices

Responsible for accurately compiling and reporting weekly time worked for each employee for payroll processing.

Records and prepares vacation, sick, FMLA, personal time and. injury reports for review and processing

Responsible for the completion of various employment verification forms. Timely and accurately completes paperwork and processes
updates for employec health, dental, disability, FMLA, gamishments, injury reposts, COBRA and 401K plans as needed

REPORTING AND COMPIIANCE

L1

Manages the reporting of various compliance requirements including OSHA and FMLA aud in accordance with employment laws and to the
specification of other stakcholders such as MDE, WCRESA, the authorizer and HES.

Manages the processing of payroll garnishments and distributes to appropriate parties within the required time period

Completes FMLA forms and sends response to staff within the required time period

Processes COBRA documentation in a timely fashion and in accordance with all applicable employment rules and regulations.

Accurately completes and timely submits all required reports per specifications,

Complies with all district, school, department-wide policies and daily routines/guidelines.

Page 1 of 2
5_91 November 1, 2017



PROFESSIONAL QUALITIES

»  Takes all necessary measures to cnsure confidentiality of all staff information including all sensitive HR information yepresents the best
pussible impression of our organization when interacting with the comimunily, prospeclive employees, current employees, and other industry
prolessionals.

o Effectively communicafes with stakeholders and addresses their needs to ensure satisfactory customer scrvice.

= Collaborales with supervisor, stalf and stakeholder in 2 positive environment in the best interest of the staff and organization.

& Chamnels concerns 10 administration for solutions in the best iiterest of the organization.

s Attends special school events as may be directed.

e Attends fo assignments punclually and considers the impact of his/her attendance on organization efficicncy.

= Performs all dulics with guality, efficiency aud commitment to the Academies and their Management.

= Performs other duties as may be assigned by the Chief Operating Officer, HES President or Vice President.

SAFETY LEGISLATION;

HES is conumniifed to" the maximum safety of its students and cmployees; HES will comply with the “School Safety” legistation (2005 PA 129-131 and
138) enacted in law effective January 1, 2006, As.a condition of employment, HES will require that cach new employee hired afier Japuary 1, 2006,
submit criminal background checks for all full-time and pait-time employees and for individuals assigned to regularly and continuously work under
confract in the Academy prior fo the first day of employment,

APPROVALS:

All activities must be pre-approved by the immediate supervisor bifore their final implementation as may be consistent with the policies in the OPM
Manual and policics or as may be delegated by the Chief Operating Officer, HES Vice President or by the HES President in writing. Aclivities that
involve any business contractual agrecments or mionetary-cost must be pre-approved by the HES President or Vice President and may need 10 be presented
to the Academy Board [or final approval,

EXCLUSIONS:

The responsibility does not include hiring or firing of staff. All purchases must be pre-approved by the Superinfendent and HES President. The
responsibility does:not include niaking decisions vegarding staff benefits, payroll, approval of their vacation days or sick/personal days icluding absences
beyond the maximum allowed sick/personal days off (per employment contract and as directed by the AR Départment), staff promotions, staf¥ tansfers or
assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting agreéements on behalf of
the Academy, or Hamudeh Educational Services, and/or Represeniation of the MES Board President unléss specifically delegated by her in writing.

CONTIDENTIALITY OF INFORMATION:

The employec shall keep confidential and not disclose, or.make any nse-of, except for Hamadeh Bducational Services or the Acadenies’ henefit, at
any time, either during or siibsequent 1o the fermination of the: Employment Contract Agreement, any trade secrels, fonmulac, methods, fechmiques,
computations, Jnowledge, data.or other information of the: Company and schools relating to products, processes, know-how, marketing, teaching,
selling ideas, selling concepts, equipping processes, customier lists, stafl information, student names or addresses, student parents’ names and
addresses, forécasts, marketing plans, siralegies, pricing strategies, computer programs and copyrightable or patentable materials, or other confidential
information or subject matfer pertaining to the Company's. or schools' business, or any of ifs clients, customers, students, students’ parents, consaltants,
supplicrs or Affiliates; which a Covenanter may produce, use, view or otherwise. acquire during while engaged pursuant to this Agreement
("Proprietary \fnformation").

SKILLS/EXPERYENCE:

e 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:

o Minimuoi a Bathelor’s degree in Human Resources or related ficld or an cquivalent combination of education and experience.
e Therough understanding of Federal, Siate and Local cmployment laws

e Aninimun.of three years professional experience in Human Resources and/or supervision.

»  Must mect continuing education réquircments as prescribed by rules promulgated by the State of Michigan, as applicable.

PHYSICAL DEMANDS:

The physical demands are representalive of those that must be met by an employee to successtully perform the essential functions ol this job.
The ability to perform the functions requires sitting or standing for extended periods of time. The employee oceasionally is required to manually.
move, lifl, carry, pull, or push objects up to 25 pounds in addition to occasjonal stouping, bending, and reaching.

Tssued and Approved by: " "
Name and Title : Signature:
Employee Name and Title: Signature;

Hamadeh Educational Services, Inc. is an equal opportunity employer.
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amadeh Educational Services, Inc.
; Job Description

Job Title: Interventionist Teacher Department; Instructional
Supeivisor: Principal Employer: Hamadeh Educational Services (HES)
BASIC FUNCTION:

for secondary services and recovery, using a variety of instructional technigues to improve student achicvement.

RESPONSIBILITIES:

Under'the direction of the Principal, serves as a.consultant/resource person as well as instructor of students identified as eligible

DEPARTMENT PLANNING AND IMPROVEMENTS
a Provides direct: instruction to individual and groups of students identiticd as eligible for intervention services and recovery in individual,
small group or full-classroom seltings. )
Works collaboratively with- teachers to plan and implement clear objeclives for all lessons, units and projects that best meel the learning
niceds of students.
e Ensures continuily between iegilar programs and other special arcas (e.g., ESL and special education),
@ Uses a varjety of instructional techniques and literacy materials consistent with content standards and the needs and capabilities of the
individuals or studeist groups involved.

Creates a learning environment and rescarchi-based program of study condueive to learning and appropriate to. the maturity and intérests of
the students.

9
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SUPERVISION AND IMPLEMENTATION

s Effectively plaiis support stiategies for stisderts with major learning gaps to facilitate diagnostic informatiow gathering, targeting instruction
and inteyvention strategics.

» Uses identified needs dnd content expectations to guide the learning process toward student achicvement of district’s contént standards.

@ Superyises, guides, and redivects studeints when performing assessments and delivering instruction to cnsure Toeus on aclievement. and
academic. progress.

= Integrales appropriate technology tools and résources in planning and instruction lo engage students and promote Jearning and compuler
literacy,

s Dnswes thatall requiréiments of program and procedures are carried out properly and deadlines ave met.

PROFESSIONAL LEARNING OPPORTUNITIES {PLOs)

e Pasticipates in the School Impravement Plain (SIP) activities ¢onsistent with the SIP and the Avcademy’s mission and guidelines.

¢ Participates in conferences, workshops and other stafl development opportunities refated to instructional support and effectively implements
new:strategies and improved instructiofial methods as may be needed or required.
In coordination with the Principal; plans, organizes, and fucilitates in-service tiaining and development for staff consistent with the SIP and.
departmental iceds.
Attends staff meetings and all school events and activities as may be directed, such as parent-teacher conferences, open houses, oricntations
and PTOmectings, éle.
Ensurcs timely and complets participation in and documentation ot PLOs as needed Plans and teaches awn goals for self-improvement
counsistent with the job requirements and/ot the Academy’s needs.
o Utilizes supervisor directives and stakehiolder feedback to improve performance.

&

RESULTS AND DATA MANAGEMENT
= Analyzes students™ test results and data, and uses the results to advance studenls’ 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 (o classroont teachers and parents.
= Monitors latest research, trends and developments in curriculum instruction.
a Assists classroom teachers and administrators. with the intespretation of formal and intormal diagnostic test data
° Maintains current and accurate records to demonstrale student performance, achicvement, and growth,
s Recognizes and promotes:siudent achievement by posting student work, making parental contacts; and providing incentives and awards.

REPORTING AND COMPLIANCE
a Completes, submits, and nmaintaing comprehensive, accurate, and updated reports per speeifications (lesson plans, siudent altendance,
portlolios, correspondence, grade book, lesson plan records, progress reports, Jogs, ele.)
Assists the administration i implementing policies and rufes 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 policics and complies with rules and guidelines in daily routinés.
Plans and implements department guidelines and procedures including communication, meetings, training, ele,
o Takes all necessary and reasonable precautions to protect students, equipment, materials and facilities.

1
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PROFESSYONAL QUALITIES
= Maintains good customer service and positive communication between administration, s(aff, students, parents and conunumty.
= Consults requently with classtoont teachers on instructional matters.
= Demonstrates professionalism in work cthics, handling confidential information and managing conflicts ¢Hectively,
= Dstablishes and maintains positive team spirit among all staff and the administration.
o Follows an organizational syslem for documenting and communicating student progress and concerns with stakeholders.
s Aftends to assigrunents punctually and considers the impact of hisfher attendance on student achievement.
= Cotlaboratively participates in school committecs that contribute 1o 4 more positive learning environment,
e Performs all duties with quality, efficiency and dedication 1o the Academy and its management,
¢ Performs other dutics as may be assigned in writinng 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 cmployees. HES will comply with the “School Safety" legislation
(2005 PA 129-131 and 138) cnacted in law effective January 1, 2006. As a condition of employment, HES will require that each
new employee hired after January 1, 2006, subinit 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 cousistent 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 monetaty cost nust 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 aliowed sick/personal days.off (per employment contract and as directed by
the MR Department), stalf 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 Bducational Services, and/or
Representation of the HES Board President unless specifically delegated by her in wiiting,

CONFIDENTIALITY OF INFORMATION

The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the
Acadenies’ 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 strategics, computer programs and copyrightable or patentable materials, o other confidential information or subject
Inatter 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 doring while engaged pursuant to this
Agreement ("Proprietary \Information”).

SKILLS/EXPERIENCE:

Oral compreliension & expression skills, written comprehension & expression  skills, visual acuity , speech cladity & recognition skills,
interpersonal conununication skills, diplomacy, math aplitude; organization, planning, professionalism, reading skills, computer literacy,
keyboard skills, time management skills

EDUCATION / TRAINING
e Must hold at least a Bachelor’s Degree
= Full State Certification in the subject- andfor grade level(s) heing assigned to-teach including passing state mandated comprehensive skill
assessment and all other examination(s) required by Section 1531 of the revised school code :
s Official Transeripts must be provided. Transeripts 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 representalive of those. that must be met by ‘an employee to successlully 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 oceasional stooping, bending, and reaching,

Issued and Approved by:

. Signature:
Name and title : e

Employees Name and title : Signature:

Hamadeh Edueational Services, Inc. is an equal opportunity employer.
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Job Title: Lead Library Supervisor Department: Instruction

Supervisor: Principal or Academy Librarian Employer: Hamadeh Educational Services (1TES)

BASIC FUMCTION:
Under the direction of the Supervisor, inanages and leads a smooth and cffieient operation of the Disfrict Libraries and monitors utilization of
services, materials and resources offered to the Academies, students, and staff,

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS
s Assists in dcveloping, promoting and/or supporting supplementary literacy and other:core programs as aligned with the SIP, Siate standards
and the Acadenries *s mission and goals
o Assists in the effective management of library, to ensuve smooth operation and to maximize benefits to staft and students.
¢ Assists in recommending purchases and expenditures and collects and proyides data o assist in decision process such as providing statistical
reports ou circulation.
o Assists in planning, coordinating, and implementing various grant programs to support the instructional program and maintaining timely
repoiting.
@ Assists in planning and iinplementing department guidelines/procedures for library usc, activities, communication, meelings, cle
e Under the superyision of the Principal, implements,school-wide and districl library programs and policies,
e Participates in department improvement plan-by shiariig fdeas arid input to enhance services and programs,

SUPERVISION AND IMPLEMENTATION

e Supervises students in the library following the guidelines and recommendations of supervisor.

e Supervises library technicians district-wide and provides tramlng and support.

» Carries ouf the library’s daily roulines and activities and maintains a safe and enjoyable learning environment.

e Ensurcs library schedules arc followed

= Ensurcs appropriate appearance, décor and learning environment 6f the library; and assists in creating, maintaining, and updating displays and
signage.

= Monitors proper. distribution and scheduling, of all. technology equipment used for- instructional purposes such ag video cameras, digital
cameras, VCR’s; DVD players; projectors, TVs, cables for video streaming, etc. and ensures they. ave in good condition and have charged
batteries,

e Oversees proper circulation, acquisition, cataloging and other-operational activities or funclions of the library Opens eirculation desk for
services on a daily basis inclirding: processing of holds, réquests and overdue notices.

= Assists students.and stalfin the circulation procedures and- policies of library materials.

@ Performs all circulation refated functions including check-in dind checkout of matérials,

s Prepares Jibrary mvcmoly, monitors, timely collects all library fines and ensures submission to accounting

» Processes Jaminaling requests as authorized by supervisor and consistent with. the polieies slaled in the Library Manual,

o Maintains proper shelving; straightcning and organizing of library materials daily, and ensures material maintenance Assists in cataloging
and processing of newly acquired library materials,

s Assists in acquiring, labeling and taking inventory of library materials and resources as assigned.

» Schedules, sets up, and maintains media equipment for presentations during special events and for use in the classroom.

PROVESSIONAL LEARNING OPPORTUNITIES (PLOs)
s Participates in P1L.Os where applicable and provides proper training and evaluation of library staff for accounlability,
e Attends staff meetings, workshops, activities and training sessions as required and seeks opportunitics for growth and professional
development.
s Attends all Parent- Teaclier Conferences, open houses, and orientations, as well as any other school ovents as required by supervisor,
» Assists with media training for staf{ and acts as a teacher and curriculum speciulist when using library resources.

RESULTS AND DATA MANAGEMENT

= Develops eftective methods of managing, compiling, organizing and tracking departinent documentation in an organized aud accessible
manoer.
Schednles supplemental and innovative library programs and ensures a variety of library resources arc avaitable to increase circulation.
Monitors all incoming and outgoing book orders continm timely retumn of circulation materials.
Monitors student behavior and utilizes proper discipline action when necessary per policies and procedures.
Prepares, receives and verifies Hbrary related orders.
Insures library programs and staff are evaluated for progress and needed improvement.
Assesses grants for relevance, program alignment, accuracy, and appropriale implementation. Confirms that associaled progress reports are
uccuralely and timely submitted.

£
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a Develops cffective methods of managing, compiling, organizing and tracking department documentation of student records in an organized
and accessible manner.

» Uses data to effectively to impact decision-making, goal setting, planning and awarding student achievement.

o Tmplements circulation processes (library users, processing materials, circulation desk, ete.)

REPORTING AND COMPLIANCE
s Follows an organizational system for documenting and communicating student progress and concerns with afl Stakehoelders.
» Completes all required paperwork in an acourate and timely nanner.
e Complies with all district, Academies, and department policies, procedures and code of ethics and follows cbldhhshed rules/guidelines in
daily operations:
= Reports issues and concemns to Principal in a prompt and professional manner.
e Plans and reports to Supervisor deparfiment improvement plan fo enbance services and programs.

PROFESSIONAL QUALITIES
s Maintains professional appearance and demonstrates self cthically and in a manner appropriate to a public setting and HES philosophy.
s Practices time management, performs all duties reliably, cfficiently, with the highest ethics and strong sense of dedication 1o thé Acadeniies and its
Management,
e Collaboratively participales in committces that contribute o a positive learning environment.
= Promotes a professional and positive work environment as evidenced by Supervisor’s satisfaction and consistent yith HES mission and Phifosophy
» Performs other dutics as may be assigned by the supervisor, HES President or her/his delegate.

SAFETY LEGISLATION;

LIES is commitied fo-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 Janvary 1, 2006. As a condition ol employment, HES will require that each new employee hired afler January 1, 2006, submit
crimindl background checks for all full-tirne and part-time employees and for individuals assigned (o regularly and continuously work tnder contract i the
Academy prior to the first day ofemployment.

APPROVALS:

Al activities must be pre-approved by the inunediate 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 busjness 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
responsibitity does not.inclide. making decisions regarding staft bencfits, payroll, approval of their vacation days or sick/personal days including absences
beyond the maximum allowed sick/personal days oft (per ciployment coritract and as directed by the TIR Departiment), staff promotions, staff transfers or
assignments, sehool closings, facility usc and key distribution and copying, making business or legal contractual and/or consuliing agreements-on behalf of
the Academy, or Harnadeh Educational Services, and/or Representation of the HES Board President unless specifically delegated by her in writing:

CONFIDENTIALITY OF INFORMATION:

The employce shall keep confidential ard not disclose, or make any use of, except for Hamadeh Fducational Services or the Academics? beriefit, at-any

time, either during or subsequent to the termination of the Employment Contract Agreement; any trade: secrets, formulae, methods, techniques,

computations, knowledge; data ot other information of the Company and schools relating to products, processes, know-how markethig,; teaching,
selling ideas, selling concepts, cqmppmg processes, customer lists, stafl information, student names or addresses, student parcnts’ names and addresses;
forccasts, marketing plans; strategics, pricing strategies, computer programs and copyrightable or patentable materials, or other conifidential information
or subject-matier pertaining to the. C_bn')pany‘s or schools’ business, or any of its clients, customers, students, stadents” parents, consultants, suppliers og

Affiliates; which: a Covenanter thay produce, use, view or otherwise acquire during while engaged pursuaant to this Agreement (*Proprietary

\Information").

SKILLS/EXPERTENCE:

e Qral comprehension & expression skills, written comprehension & expression skills, visual acuity , speech clarily & recognition
skills, interpersonal communication skills, organization and planning skills, professionalisim, computer literacy, keyboard skills,
time management skills

= Bixpericnce with the ibrary filing systems; inventory processes and basic technology set-ups such as TV’s, VCR’s, and DVD Players, digital
cameras, PC-TV adapters, projectors, PA sound system, and video recording-equipment.

EDUCATION/TRAINING:
Associate’s Degree or higher; Must be well versed with the State “Computer Literacy Standards?; Must mieet continuing education requirements
as prescribed by rules promulgated by the State of Michigan, as applicable.

PHYSICAL DEMANDS:

The physical demands aye representative of those that must be met by an employee 1o successfully perform the essential functions of this job. The
ability to perform the functions requires silling or standing for extended periods of time. The employee occasionally is required (o manually
move, 1ift, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, kneeling, crawling and reaching,

Tssued and Approved by: Sienature:
Name and 'litle : 4 :
Employee Name and Title : Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer.
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oucaltional Services, Inc.
Job Description

Job Title: Lead Nurse Aide Department: Nursing

Supervisor: Principal Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:

Under the dircetion of the Principal, manages and leads a smooth and efficient operation of the nurse aide and nursing stations district wide
and assists with care [ov the health needs of students in accordance to the academy’s guidelines :and policies and perform necessary
emergeney care services such ag CPR and First Aid for students-and stalf;.

RESPONSIBILYTIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

@
L3
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Supervises nursing areas district-wide and insures consistent training and procedures are maintained

Busures that ali nursing station supplies are maintained according to established standards and within valid use dates

Monitors proper implementalion of health policies-and practices and guidelinegare being followed at all Academies and

Proactively participates in department improvement plan by sharing ideas and inpul (o enbance services and program.

1 collaboration with parents and staff, develops appropriate health management plan for students with special health needs.

Effectively prioritizes services on the basis of medical urgeney and need.

Trains, coordinates and implements appropriate measures to address crisis situations,

Oversces that Nurse Aides are effectively managing the time students spend at ourse's station to avoid overcrowding and unnecessary
loss of instruction time. '

SUPERVISION AND IMPLEMENTATION

&

®

Supervises and provides care for the hiealth needs of students in accordance to thic academy's guidelines and policies.
Performsappropriate emergency care services such as CPR and First Aid for studenits and stafl when needed.

Insures that Nurse Aides follows a precise and consistent system for storing and administering medications.

Collaboraies with staff and administration to identify and act'on hicalth. concerisand situations inter{ering with learning.

Fusures that Nurse Aides are effectively supervising students referred to Nurse Aide's office consistent with the' Academy’s policies and
guidelines.

Maintains oversite of up-to-date records of student medical information, time of office- visils, erergency contact information, elc, are
being managed accurately at all Academies

PROFESSIONAL LEARNING OPPORTUNIVIES (PLOs)

L2

Provides, organizes and/or participates in traiping programs, conferences; courses. or otlier aspects of professional growth and
development when needed and ctfoctively impleincnts new strategices for nursing staff

Attends staft meetings, workshops, activities and lraining sessions as required

Performs routine evaluations to identify areas of strengths and needs and secks ways to improve and enhance department and staff work
refated skills.

- Attends all Parent- Teacher Confercnecs, open houscs, and orientations, as well as any other school events as required.

Tnsures timely and complete participation in and documeritation of PLOs wherc applicable.

Plans and rcaches own goals for self-improvement consistént with the:job requirements and HES Academy needs

Coordinates and implements district wide health awareness programs.

Seeks and makes available outside resources that can be beneficial to all Academies, students, their families and school personnel.

RESULTS AND DATA MANAGEMENT

£

Develops effective methods of managing, compiling, organizing and lracking department documentation in an organized and accessible
manner ‘

Ensures that students receive appropriate aod sufficient health care services.

Ovetsees that accurate and up-to date physical and electronic emergency and daily incidents files are being maintained in Nurse Aide's
station.

Ensures that Nurse Aides have comumunication with Administration, parents and staff that is prompt, productive and well-documerited.
Oversces that students' health data is compiled and analyzed thoroughly so that informed recommendations can be made (o students,
staff and parents.

Uses data to guide decision-making and formulation of recommendations and improvements for the Department.

REPORTING AND COMPLIANCE

L]

)

L]

[

Communicates effectively ‘with staff and students.

Observes school policies during all activities.

Monitors, reports, documents and redirects any concerns/issues coming (rom students, staff or parent to the supervisor.

Immediately reports any concermns or observations regarding health and safety.

Effectively follows supervisors directives and uscs stakcholders {feedback to improve own and department performance.
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s Complies with all the district, Academy, department-wide policies, daily routines and guidchines.

» Demonstrales prolessionalism in work ethics, handling confidential information and managing conflicts.
= Prompily reports cases of communicable diseascs o supervisors.

s Timely informs purenls of any concemns related 1o their child(ren)’s health and safety

PROFESSIONAL QUALITIES

= Maintaing good customer service and positive communication with administration, staff, students, parcnts/guardians and community.

» Promoles a professional and positive work environment as evidenced by Supervisor’s satisfaction and consisient with HES mission and
Philosophy

» Follows an organizational system for documenting and commumnicating student issues and concems with siakeholders.

« Participates collaboratively in school functions, activities, and committees for continued improvements.

s Altends to assignments punctually and censiders the impact of hisfher atiendance on student achievement.

= Channels concerns to administration for solutions.

o Performs all duties with quality, efficiéncy and dedication 16 the Aéadeémy and its Management.

s Performs other duties as may be assigned inwriting by the Principal, Superintendent or herthis desiguee.

= 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:

THES is commilted to the maximum safety of its students and employees. HES will comply with the "School Safety” legislation (2005 PA 129-131
and 138) cnacted in Jaw effective January 1, 2006. As a condition of employment, HIES will require that each new employee hired after January 1,
2006, submit criminal background checks for all fuli-time and part-time cmployees and for individuals assigned to regutarly and continuously work’
under contract in the Academy prior to the fitst-day of employment,

APPROVALS:

Al} activities must be pre-approved by the immediate supervisor betore their final implementation as may be consistent with the policies i the
OPM Manual and policies or as may. be delegated by the Chiel Operating Officer, HES Vice President or by the IHES President in
writing.. Activities that involve any business conlractual agrecements or monclary ‘cost must be pre-approved by the HES President or Vice
President and may need to be piesentéd to the: Acddemy. Bodid for final approval,

EXCLUSIONS:

The responsibility does not include hiving 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 dirccted by the HR Depariment), staff promotions,
staff transfers or assignmeiits, school closings, facility use and key distribution and copying, making business or legal contraciual and/or consulting
agreements on behalf of the Academy, or Hamadeh Edueational Services, and/or Representation of the HES Board President unless specifically
delegated by her in wiiting.

CONFIDENTIALITY OF INFORMATION:

The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Academies’
henefit, at any fime, either during or subsequent to (he termination of the Employment Conlract Agreement, any trade secrets, formulae,
methods, techniques, computations, kuowledge, data or other information of the Company and schools telating to products, pracesses;
know-How, marketing, teaching, selling ideas, selling concepls, equipping processes, -customer lists, statt’ information, student names or
addresscs, student parents® names and addresses, forceasts, marketing plans, strategies; pricing strategies; compuler programs and
copyrightable or patentable matérials, or other confidential information or subject matfer pertaining to the Company's or schools' business, or
any olils clients, customers, students, students® parents; consultants, suppliers or Affiliates, which a Covenanter may prodce, use, view or
otherwise acquire during Wiiile engaged pursuabl 1o this Agreement ("Proprietary \Information™).

SKILLS/EXPERIENCE

e Qral comprehension & expression skills, written comprehension & cxpression skills, visual acuity , speech clarity & recognilion skillg,
interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time
managceinent skills

EDUCATION/TRAINING

= High school diploma or géneral education degree (G12D),

s Minimum two years® experience or training; or equivalent combination of education and experience.
e Certificate in Nursing Assistant

PHYSICAL DEMANDS:
The physical demands are representative of those that must be met by an einployes to successfully perlorm thé essential functions of this
job. The ability to perform the functions requives sitiing or standing for extended periods of time. The employee occasionally is required to
manually move, }ifl, carry, pull, o push objects up to 235 pounds in addition to oecasional stooping, bending, and reaching.

issued and Approved by: .
Name and Title : Signature:
Employce Name and Title: Signature:

Hamadeh Edueational Services, Inc. is an equal opportunity employer.
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ational Services, §

Job Title: Library Aide Department: Instruction

Supervisor: Lead Library Supervisor Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the supervision of the Lead Library Techaician, assists in the smooth and efficient operation of the school library and in the fall utilization
of services, materials and resources offered (o school, students and staff. .

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS
& Assists in planning for library related programs and events by preparing materials and arca set up, supervising dufing the ¢vent and any other
duties that may be required.
e Provides for effective management of the library, to ensure smooth operation, and to maximize benefits to staff and students.
«. Collaborates with the Lead Library Supervisor to implement the school-wide and district Jibrary programs and policies.
& Collaborates with the library staff to mect the scheduled service in 2 timely and efficient manner and maintain eficient library scheduling

hours.
= Ensires appropriate appearance, décor anid learning environment of the library; assists in creating; maintaining, and updating displiys and
signage.

e Distribufes and.schedules all technology equipment used for instructional purposes such as video cameras, digital cameras, VCR’s, DVD
players, projectors, TVs, cables for video sircaming, etc., and ensures they are in good condition-and have charged batteries.

= Attends 1o the needs of the circulation, acquisitions, cataloging and other aperational activities or fanctivns ol the library.

e Redirects students and staff in compliance with the mandated rules and regulations.

SUPERVISION AND IMPLEMENTATION
e Superyises sludents in the library following the puidelines-and recommendations of supervisor.
e Carries out the library’s daily routines and aciivitics and maintains a safe and enjoyable Jearning environment:

e Opens cireulation desk for services on a daily basis including processing of hiolds; requests and overdue notices.

o Assists students and staff in the circulation procedures and policies of Library materials.

& Performsall cirenlation relateéd functions including eheek-in and cheek-out of materials,

o Assisis.in managing library inventory and Gnes.

® Processes laminating requests as authorized by supervisor and consistent with the policies stated in the Library Manual,
= Ensurcs proper shielving; siraightening and organizing of library materials daily and ensures material maintenance.

e Puils library materials which need (o be inended, discarded and/or replaced.

e Assists in cataloging of newly acquired materials, and processes them for circulation.

o Assists in acquiring, labeling and taking inventory of library materials and resources ag assigned.-

s Schedules, sets up, and maintains medid eguipment for presentations during special events and for use in the classroom.

PROFESSIONAL LEARNING OPPORTUNILIES (PLOs)
@ Plans personal development goals to be consistent with and supportive of job requirements and HES Adademy needs.
e Attends statl mectings, workshops, activities and training sessions as may be needed required
s Participates in recommended training programs; conlérences, courses or other asdpects of professional growth
o Attends all Parent-Teacher Conferences, open houses, and orientations, as well as any other -school cvenis s required hy supervisor,
Principal, Superiniendent and IIES President.
e Assists in training of volunteers and community service student library assistants.
e Assists with media training for staff

RESULTS AND DATA MANAGEMENT

e Develops effective methods of managing, compiling, organizing and tracking department documentation in an organized and accessible
manner Monifors all incoming and outgoing book orders confirming timely return of circulation materials,

e Monitors student bebavior and utilizes proper discipline action when necessary per policies and procedures.

e Prepares, receives and verilies library related orders.

e Collects and records fines for overdue or damaged materials.

e Performs a variety of clerical and computer-related tasks as assigned Uses data elfectively to impact decision-making, goal setting, planning
and awarding student achievement.

= lmplements cirenldtion processes (libraty users, processing materials, circulation desk, elc.)

= Ensurcs stakcholder satisfaction of library services as a résult of effectiveness and cfficiency,
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REPORTING AND COMPLIANCE
» Follows an organizational system for documenting and communicating student progress and concems with all slakeholders.
s Compleles all required paperwork in an accurate and timely manner.
° Complies with all district, school, and department policies, procedures and code of ethics and- follows cstablished rules/guidelines in daily
operations,

@ Reports issues and concerns to supervisor in a prompt and professional manner,
o Participates in PLOs where applicable and completes documentation in timely manner.

PROFESSIONAL QUALITIES
o Maintains professional appearance and demonstrates self ethically and in a manner appropriate to a public setting, and HES philosophy Practices time
management, performs all duties reliably, efficiently, with the highest ethics and stroig Sense of dedication 10 thé Academics and its Management.
e .Promotes a professional and positive work cavironment as evidenced by Supervisor’s satisfaction and congistent with HES mission and Philosophy
o .Performs other dutics as may be assigned by the supervisor, superintendent and HES President or her/his delegate,
= {Jsges, manages, stores and analyzes data effectively aud appropriately.
o Demonstrates professionalism in work cthics, handling confidential information and managing conflicts.

SAFETY LEGISLATION:

HES is committed to the maximum safety of its students and employees. HES will comiply with the "School Safety” legislation (2005 PA. 129-131 and 138)
enacted in law effective January 1, 2006, As a condition of employment, TIES will requiie that each new émployee hiréd after January 1,. 2006, submit
crimjnal background checks for all full-time and part-time employecs-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 FIES President in writing, Activities that
fnvalve 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 stafll All purchases mwst be pre-approved by the Superiniendent and HES Pregident. The
respoinisibilily does not include making decisions regarding stafl benefifs, payroll, approval.of their vacation days or sick/personal days including absences
beyond the maximum allowed sick/pirsonal days off (per employment contract and s ditected by the FIR Department), staff promotions, staf¥ transfers or
assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/or consulting agreements on behallof
thie Academy, or ITamadeh Educational Services, and/or Representation of the ITES 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, ecither during or subsequent to the lermination of the Employment Contracl Agreement, any- trade secrets, formulae, methods, lechnigues,
computations, knowledge, data or other information of the Corpany and schools refating 1o products, processes, know-how, marketing, teaching,
selling ideas, selling concepts, equipping processes, customer lsts, staff information, student names-or addresses; student parents’ names and addresscs,
forccasts, marketing plans, strategies, pricing sirategies; computer programs and copyrightable ot patentable matexials, or other confidential information
or subject matter pertaining to the Company's or schools' business, or any of its clicnts, customers, students, students® parents, consultants, suppliers or
Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while -engaged pursuant lo this Agreement ("Proprictary
\Information™).

SKILLS/EXPERIENCE:

«Oral comprehension & expression skills, wiitten comprehension & expression  skills, visial acoity , speeeh clarity & recognition skills,
inferpersonal communication skills, organization and planning skills, professionalism, compuier literacy, keyboard skills, time management
skills

s Yxperience with the library filing systems, inventory processes and basic technology set ups such-as TV's, VCR’s, and DVD Players, digital
cameras, PC-TV adapters, projectors, PA sound system, and video récording cguipment,

EDUCATION/TRAINING:
e Associates Degree or higher
o Must be well versed with the State “Computer Literacy Standards™
o Must mcet continuing education requirements as preseribed by rules promulgated by the State of Michigan, as applicable.

PIYSICAL DEMANDS:

The physical demands are representative of those that must be met by an employee. to-successfully perform the essential funictions 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, 1ift, carry, pull, er push objeets up to 25 pounds in addition to occasional stooping, bending, and reaching.

Issued and Approved by:

oy S ature:
Name and Title : ignature

LEmployee Name and Title: Signature:

Hamadch Educational Services, Tnc. is an cqual opportunity employer.,
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Hamadeh Educational Services, Inc.
ob Description

Job Title: Lunch Aide and Monitor Department: Food Services
Supervisor: Coordinator or Director of Food Services Employer: Hamadeh Educational Services (HES)
BASIC FUNCTION:

To manage and oversee all aspects-of the food services program at the school in a manner that is efficient and in line with the
district’s guidelines and procedures.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVMENTS

&

®

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 régulations.
Supervises students in a proactive and alert manner during lanch time to include, but not limited to, walking up and down cafeteria
aisles monitoring students, looking around ensuring; that studenis are in their assigned seats, redirecling inappropriate behavior in a
nprofessional manner, assisting students as needed such as opening milk carfons, ketchup packets, ete.

Lunch monitor must be awarc: of and consistent with the following: Lumch schedules, students safety, monitor students and stopping
them from running in the cafeteria, ensuring that students.are raising their hands 1o get up, stopping: students rom 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.

Assembles food, dishes, utensils and supplies needed for timely meal preparation.

Assists in coordinating all sghool functions involving food service with the Supervisor and the Principal.

SUPERVISION AND IMPLEMENTATION

@

a

&

8

Serves staff and students on the.service line in a professional and timely manner, while following portion control guidelines.

Assists with cleanup of the cafeteria in: between lunches and at the end of the last lunch: wiping down tables, sweeping, mopping,
cleaning up after possible spills, taking out garbage, replacing irash can liners as needed, and wiping down the-service line.

1 needed wash dishes, pots, pans and utensils using dapproved sanitation methods.

Operates kitchen equipment in a proper manner to.assure safcty as well as (o avoid damage to the equipment.

Completes routine maintenance of kitchen and cquipment, including weekly deep cleaning.

PROFESSIONAL LEARNING OPPORTUNITIES

a

®

)

£

&

Pexforms routing sclf-evaluation to identify areas of strengths and needs and seek ways to improve and enbance work related skills.
Plans own goals for self-improvement consistent with the job requirements and/or the Academy’s needs

Participates in yecommended training programs, conferences, courses or other aspects of professional growih

Attends all Parent—-Teacher Conferences, open houses, and orientations, as well as any other school events as required

Atlends meetings, seminars, workshops (MDE, MOR), and Servsafe certification class

RESULTS AND DATA MANAGEMENY

e

©

&

a

-]

Monitors equipment and lacility use and reports maintenance and repairs with the appropriate school personnel.
Conducts stident/parent survey and utilizes the tesulting data to make improvements to the food service program.
Ensures cleanliness of cafcteria before and after meals,

Conducts PowerSchool funch data counts.

Properly and efficiently, uses the technology hardware and lunch application soflware if and when requested,

REPORTING AND COMPLIANCE

Communicates c[Tectively with staff and students,

Follows and remains in compliance with all the district, Academy, department-wide policies and daily routines and guidelines.

Observes school policics during all activitics.

Monitors, reports, documents and redirects any concernsfissues coming from students, staff or parent to the supervisor.

Immediately reports any, unusual circumstances, issues or observations regarding food heallh, safety and compliance concerns to
appropriate supervisor(s).

Prevents hazardous situations by immediately cleaning up any spills when they occur, and tollowing proper safety procedures.

Utilizes supervisor directives and stakeholder feedback to improve performance.
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PROVESSIONAL QUALITIES

o Establishes and maintains positive interpersonal relationships with all children, parents/guardians and fellow staff,
= Iistablishes and maintains positive team spirit among all stalf and the Superintendent.

e Performs all dutics with quality, efficiency and dedication {o.the Academy and its Management.

e Performs other duties as.may be assigned by the Principal or Superintendent or her designee.

e Follows an organizational system for documents and communicating propgress and concems with stakeholders,

SAFETY LEGISLATION:

HES is commitled to'the maximum safety of its:students and enyployecs. HES will comply with the "School Safety” Jegislation (2005 PA
129-131 and. 138) enacted in law effective January 1, 2006. As a condition of employment, HES ‘will require thal each new employec hired
after January 1, 2006, submit criminal background cheeks forall fulltime and part-time cmployees and for individuals assigned to regularly
and continuously work under contract in the Academy prior to the first day of employment.

APPROVALS:

All activities roust 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 delepated by the Chief Operating Officer, HES Vice President or by the HES President in
wriling. 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 Acadenmy Board for final approval.

EXCLUSIONS:

The responsibility does net include hiring or firing ol staff. All purchases must be pre-approved by the Superinienden{ and HES
President, The responsibility does not include making decisions regarding. stafl benefils, payrol, approval of their vacation days or
sick/personal days including absences beyond the maximum allowed sick/personal days off (per employment contract and 4s directed by the
HR Depariment), staff promotions, staff transfers or assignments, school closings, facility use and key- disnibution and copying, making
business or legal contractual and/or consulting apreements on behalf of the Academy, or Hamadeh Educational Scrvices, and/or
Representation-of the JIES Board President unless specifically delegated by her inwriting,

CONFIDENTIALITY OF INFORMATION:

The employee shall keep confidential and not disclose; or make any use of; except for Hamadeh Educational Serviees or the Academies’
benefif, -at any tine, either during or subséquent to the termination of the Employwment Contract Agreement, any trade secrets, formulae,
methods, echniques, computatiens, knowledge, data or 'other information of the Company and schools telating to products, processés,
know-how; marketing, teaching, selling ideas, selling concepts, equipping processes, customer lists,staff information, student names or
addiesscs, student. parents’ pames and addresses, forecasts, markcting plans, strategies, pricing steatepies, compuler programs and
copyrightablé. or patentable matcrials, or ather confidential information or subject ‘matler pettaining to the Comipany'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 purshant to-this Apreement (" Proprietary \Information”). '

SKILLS/EXPERIENCE
«  Oral comprehension & expression skills; written comprehension & expréssion  skills, visval acuity , spcech clarity &
recognition skills, interpersonal communication skills, organization and planning, skills, professionalism, computer literacy,
Keyboavd skills, time management skills

EDTUCATION/TRAINING
s 1ligh School Diploma or cquivalent
s Knowledge of Sanitation aud Safety issucs (Training sessions will be provided)

PHYSICAL DEMANDS:

Requires prolonged standing; physical exertion to manually move, hift, 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 drms in food preparation and
serving. Requires regular crouching occurs to vetrieve itéms 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 aud around fumes
and odors

Issued and Approved by: o
Name and Title : Signature:
Employee Name and Title : Signature:

Hamadeh Educational Services, Ine. is an equal opportunity employer.
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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:

To assist in preparing and serving meals to staff and students, as well as maintaining a safe and clean working area

RESPONSIBILITTES:
- BEPARTMENT PLANNING OPPORTUNITIES

= Adheres to sanitation and safety procedures as stated in the Michigan Food. Code; TIACCP guidelines and all standard f(ood
preparation and kilchen operations procedures and directs students and staff to vemain in compliance with the mandated rules and
repulations.

e Assists in preparation of meals, including but not limited to: washing, cutting, peeling vegetables.  Cleaning, cutting and
preparing meats, seatood and poultry. Stirs and strains soups and sauces. Carries pans, kettles and trays ol [ood to and from worl
stations ete.

& Asscmbles food, dishes, utensils and supplies needed for timely meal preparation.

= Assists in coordinating all school functions involving food service with the Supervisor and the Principal.

SUPERVISION AND IMPLEMENTATION

» Follows standardized recipes.

Assists with preparation of meals following established protocols and keeps work area around clean and safe.

Operates kitchen equipment in aproper manner o assure safety as well as to avoid damage to the cqmpmcnl

Cleaning of kitchen, service line, and cafeteria area (wiping down tables, chairs, removing garbage, trays, ete.

Washing dishes, pots, paris 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 serviee line.in a professional and timely manner, while following portion control guidelines.

5 8 ¢ &
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PROTESSIONAL LEARNING OPPORTUNITIES (PLOs)

@ Performs roulinc self-cvaluation to identify areas of strengths and needs and seek ways to improve and enhance work rclated
skills.

& Plans own goals for self-improvement consistent with the job requirements and/or the Academy’s needs.

» Participates in recommended training programs, conferences, courses or other aspects of professional growth

2 Aliends all Parent — Teacher Conferences, open houses, and orientations, as well as any other school events as required

e Attends mcctings, seminars, workshops (MDE, MOR), and Servsafe certification class

RESULTS AND DATA MANAGEMENT

a Measures and reads measuring devices when following récipes and prepares meals following established protocols
» Runs cash register on the service line if cashier is absent.

= Assists in PowerSchool data counl.

s Assists in {iling all necessary paperwork.

« Ensures cleanliness of cafeteria before and after meals.

o Ensures [ood is distributed efficiently and properly

REPORTING AND COMPLIANCE

» Communicates ctfectively with staff and students.

e Follows and remains in compliance with all the district, Academy, department-wide policies and daily routines and guidelines.
s Observes school policics during all activities.

o Monitors, reports, documents and redirects any coneerns/issncs coming liom students, staff or parent to the supervisor.
Immedialely reports any, unusual civeumstances, issues or observations regarding food health, safety and compliance
concerns to appropriate supervisor(s).

-Prevents hazardous situations by immediately cleaning up any spills when they occur, and following proper salety procedurcs.
= Utilizes supervisor directives and stakcholder feedback to improve performance.

&

@
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PROFESSIONAL QUALITIES
= Establishes and maintains positive interpersonal refationships with all children, parents/guardians and fellow staff.
Eastablishes and maintains positive team spirit among al staff and the Superintendent.
Performs all duties with quality, efficiency and dedication fo the Academy and its Management.
o Performs other duties as may be assigned by the Principal or Superintendent or her designee.

&

o

SAFETY LEGISLATION:

TIES i3 committed (o the maxiinum safety of its students and employees. HIES will comply with the "School Safety” legistation (2005 PA 129-
131 and 138) enacied in law elfective January 1, 2006. As a condition of eniployment, FES will require that each new employee hired after
January 1, 2006, submit criminal background checks for ail ful-time and part-time employees and for individuals assigned (o reglarly and
continuously work under contract in the Acadenty prior to the first day of employment.

APPROVALS: :

All activilics 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, TES Vice President or by the HES President in
wiitifig. Aclivitics that involve any business contractual agreements or shonetary cost must be pre-approved by the HES President or Vice
President and may need 1o be presented (o the Academy Board for final approval.

EXCLUSIONS:

The respousibility does not include hiving or fiving of stalf: All purchases must be pre-approved by the Superintendent and FIES President. The
responsibility does fiot include making decisions régarding stal¥ benefits, payroll, approval of their vacation days or sick/persopal days including
absences beyond the maximum allowed- sick/personal days off’ (per employment contract and as directed by the LR Department), staff
promotions, staff ansfers or assignments, school closings, facility use and key-distribution and copying, making business or legal contractual
and/or consulting agreements on behalf of the Acadcmy, or Hamadeh Educational Services, and/or Representation of the HES Board
President unless specifically delegated by her in writing,

CONFIDENTIALITY OF INTORMATION:.

The employie shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or the Academies’
benefit, -at any time, eilher during or subsequent to the termination. of the Employment Contract Agreemcnt, any trade secrets, formulae,
methods, -lechniques, computations, knowledge; data ov olher information of the Compaity and schools relating to products, processcs,
know-how, marketing, teaching, sdlmg ideas, selling concepts, equipping processes, customer fists, stafl information, student names ‘ot
addresses, studenl parcnts’ names' and addresses, forecasts, marketing plans, strategics, pricing sirategies, compuler. programs -and
copyrightable or palentable wmaterials, or othér confidéntial information or subject matter pertaining to the Company's of schaols' business,
ov any of its clients, customers, students, stadents’ parents, consultants, suppliers or Adffiliates, which a Covenanter mnay produce, use, view
or otherwise acquire during while engaged pursuart to this Agreement ("Proprictary \information™).

SKILLS/EXPERIENCE
s Oral comprehension & expression skills, writtén comprehension & expression  skills, visual acuily , speech clarity &
yecognition skills, interpersonal communication skills, organization and planning skills, professionalism, computer literacy,
keyboard skills, time management skills

EDUCATION/TRAINING
e  High School Diploma er equivalent
e Knowledge of Sanitation and Safcty issues (Training scssions will be provided)

PHYSICAL DEMANDS:

Requnes prolonged standing; physical exertion to manually move, lift, carvy, 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 pxeparatxon and serving,.
Requires regnlar crouching oces to retrieve items from lower shelves; regular reaching occurs to vetrieve 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.

Issued and Approved
by: Signature:

Employees Name and ] N
Title: Signatuve:

Hamadeh Eduncational Services, Inc. is an cqual opportunity employer.
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adef Educational Services, Inc.

Job Descriptio

Job Title: Nurse Aide and Administrative Assistant Department: Administration

Supervisor: Office Manager and Pupil Accountant

and Principal Eraployer: Hamadeh Educational Services (HES)

BASIC FUNCTION:

Unider the direction of the Office Manager and Pupil Accountant and 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; Nurse Aide and Administrative Assistant also compiles apd maintains records, issue reports, and
perforns clerical, administrative and office tasks..

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

“
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Proactively participaies in department improveinent plan by sharing ideas and input to enhance services and progran,
Tncollaboration with parents and staff, develops appropriate health management plan for students with special health needs.
Effectively priotitizes 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 slation to avoid overcrowding and unnecessary loss of instruction time.
Assiits in ordering and maintaining inventory of medical and office supplies, provides follow up on purchase orders, packing slips,
and receipt of purchases.

UPERVISION AND IMPLEMENTATION

Provides care for the hedlth needs of students in accordance to the academy's guidelines and policies.

Performs appropriate emergency ‘care sérvices such as CPR and First Aid for stadents and staff when needed.

Follows a precise and consistent system for storing and administéring medications.

Collaborates with staff and administration to identify and act on health concerns and situations interfering with. learning,
Cifectively supervises students referred to Nurse Aide's office cousistént with the school policies and guidelines.
Maintains up-to-date records of student medical information, time of office visits, emerpency-contact information, efe,
Performs variety of clerical duties a5 assigned by Supervisor, Principal, and Superintendent,

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

@

@

Participates in recominénded training programs, confercnces, courses or other aspects of professional growth when needed and
effectively implements now stiategies.

Attends all Parent- Teacher Conferences, open houses, and orientutions, as well as any other séhool events as required,

Ensures timely-and complete participation in and documentation of PT.0Os where applicable.

Plans personal development goals Lo be-consistent with and supportive of job requirements and HES Academy vecds

Coordinates and implements school wide health awareness programs.

Secks and makes available outside résources that can be beneficial to students, their families and school personnel.

RESULTS AND DATA MANAGEMENT

?

a
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Einsurcs that students receive appropriate and sufficient health care services.

Scans, files, and processes all physical and clectronic entergency and daily incidents files in Nurse Aide's station and as requested
by Supervisor.

Ensures clean, sanitary and cfficiently organized set-up Nurse Aides' station.

Ensures comnunication with parents and statf is prompt, productive and well-documented.

Compiles and apalyzes students' health data to make informed recommendations to students, staff and parents.

Uses data to guide decision-making and formulation of reccommendations and improvements for the Departraent.

REPORTING AND COMPLIANCE

@

£
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Communicates effectively with staff and students.

Observes school policies during all activities.

Monitors, reporls, documents and redirecls any concerns/issucs coming from students, stafl or parent to the supervisor,
Immediately reports any concerns or observations regarding health and safety.

Effectively follows supervisors dircclives and uses stakeholders feedback to improve own and department performance.

- Complies with all district, school, department-wide policies, daily routines and guidelines,

@

@

&

Demonstrales professionalisnt in work ethics, handling confidential information and managing conflicts.
Promptly reports cases of communicable diseases to supervisors.
Timely informs parents ol any concems related to their child(ren)’s health and safcty.
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PROFESSIONAL QUALITIES

= Maintains excellent customer service and positive communication with administration, staff, students, parents/guardians and
community.

Follows an organizational sysiem for documenting and communicating student progress and concerns with stakcholders.
» Participates collaboratively in school functions, activities, and committees for continued improvements.

= Attends to ussignments punctually and considers the impact of his/her attendance on student achievement.

o Channels concerns to administration for solutions.

o Performs all duties with quality, cfficiency and dedication o the Academy and ifs Management.

e 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

e 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” legistation (2005 PA
129-131 and 138) enacted in law effective Janvary 1, 2006: As a condition of employment, HES will require that each new employée hired
after January 1, 2006, submit criminal background checks for all full-timie 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 nust be pre-approved by the immediate supervisor before their final implementation as may be eonsistent with the policies in
the OPM. Manual and policies or as may be delegated by the Chicf Operating Officer, HES Vice President or by the TES President in
writing. Activities that involve any business contractual agreements or monetary cost must be pre-approved by the HIES President or Vice
President and may necd to be presented to the Academy Board for final approval. :

EXCLUSIONS:

The responsibility docs not include hiring or liring of stall. All purchases must be pre-approved by the Superintendent and HES
President. The responsibility does not include making deéisions 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 ransfers or assignments, school closings, facility use and key distribition and copying, making
business or legal contractual and/or consulting agrecments on. behalf of the Academy, oF Hamadeh Bducational Services; and/or
Representation of the HES Board President unless specifically delegated by her in writing,

CONFIDENTIALITY OF INFORMATION:

The employce shall keep confidential and not disclose, or make any use of, cxcept for Hamadeh Educational Services or the Academies”
beticfit, at any time, either during'or subsequent to the tefmination of the Employment Contract Agreemient, any. trade secrets, formulae,
methods, techniques, computations, knowledge, data or other information of the Company and schodls relating to products, processcs,
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 stratepies, compuler 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, cuslomers, stiidents, students® parents, consultants, supplicrs or Affiliates, which a Covenanter may produce; use,
view or otherwise acquire during while engaged pursuant to this Agreement ("Proprictary \Information™),

SKTLLS/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

= 1ligh school diplema or general education degree (GED).

« Minimum Lwo ycars’ cxperience or training; or equivalent combination of education and experience.
s Certificate in Nursing Assistant

PHYSICAL DEMANDS:

The physical demands are representative of those that must be met by an crployee 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 qccasional stooping, bending, and reaching.

Issued and Approved by: . .
Name and Title : Signature:
Employce Name and Title: Signature:

Hamadeh Educational Serviees, Ine. is an equal epportunity employer.
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ucational Services, inc.
Job Description

Job Title: Nurse Aide-SIA Department: Nursing

Supervisor: Lead Nurse Ajde Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:

Under the direction of the Lead Nurse aide , fo 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 improyvement plan by sharing ideas and input to énhance services and program.

s In collaboration with parents and statf, develops appropriate health management plan for students with special health
needs.

= Effectively prioritizes services.on the basis of medical urgency and need.

o Plans and implewents appropriate measures to address crisis situations.

= Properly manages the time students spend at nurse's station to avoid overcrowding and unnecessary loss of instruction
{ime.

SUPERVISION AND IMPLEMENTATION

@ Provides.care for the health needs of students in accordance to the academy's guidelines and policies.

o 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 admimistering medications.

o Coflaborates with staff and administration to identify and act on health concerns and situations interfering with leaming.
s Effectively supervises students refesred to Nurse Aide's office consistent with the Academy’s policies and guidelines.

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

e Participates in recommended training programs, conferences, courses or other aspects of professional growth when needed
and-effectively implements new strategies.

Attends all Parent- Teacher Conférences, 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.

Secks and makes available outside resources that can be beneficial to students, their families and school personnel.

-]

8

[

&

RESULTS AND DATA MANAGEMENT

» Ensures that students receive appropriate-and sufficient health care services.

o Keeps accurate and up-to date pliysical and électronic emergency and daily incidents files in Nurse Aide's station.
e Ensurcs clean sanitary and cfficiently organized set-up Nurse Aides' station.

¢ Ensures communication with parents and staff is prompt, productive and well-documented.

o Compiles and analyzes students' health data to make informed recommendaiions to students, staff and parents.

REPORTING AND COMPLIANCE

o Communicates effectively with staff and students.

s Observes school policies during all activities.

e 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.

o Liffectively follows supervisors directives and uses stalkeholders feedback to improve own and department performance.
= Complies with all the district, Academy, department-wide policies, daily routines and guidelines.

e Demonstrates professionalisni in work ethics, handling confidential information and managing conflicts.

o Promptly reports cases of communicable diseases to supervisors.

Timely informs parents of any conceriis telated to their child(ren)'s health and safety.

e Demonstrates availability when needed.

8
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PROFESSIONAL QUALITIES

o Maintains good customer service and positive communication with adminisiration, staff, students, parents/guardians and
community.

e Follows an organizational system for documenting and communicating student progress and concerns with stakehoiders.

o Participates collaboratively in school functions, activities, and cominittees for continued improvements.

s Attends to assignments punctually and considers the impact of his/her attendance on student achievement.

a Chanriels 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 herthis designee.

Demonstrates flexibility in ensuring that assignments are completed ina timely manner

o Understands the school mission and adopts and works within the vision and pillars established by HES

-]

SAFETY LEGISLATION:

FIES is commitied to the maximuny 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 afier January 1, 2006, submit criminal background checks for ail 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:

Al 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 contractital agreeiments or monetary cost must be pre-approved by
the FIES 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 beriefits, payroll, approval of their vacation days op
sick/personal days including absences beyond the maximum allowed sick/personal days off (per employment’ contract and as
directed by the HR Departinent), staff promotions, staff transfers or assignments, school closings, facility use and key distribution
and copying, making business or legal confractual 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 Setvices or the
Academies’ benefit, at any time, either during or subsequent fo the termination of the Employment Contract Agreement, any
frade secrets, formnlae, methods, techniques, computations, knowledge, data or other information-of the Company and schools
relating 1o products, processes, know-how, marketing, teaching, seliing ideas, selling concepts; equipping processes, custoimer
lists, staff information, student namcs 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 2 Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this
Agreement ("Proprietary \Information”).

SKILLS/EXPERIENCE

e Oral comprehension & expression skills, written comprehension & expression skills, visnal acuity , speech clarity &
récognition skills, interpersonal communication skills, organization and planning skills, professionalism, computer
literacy, keyboard skills, time management skills

EDUCATION/TRAINING
s Certificate in Nursing Assistant

PHYSICAL DEMANDS:

The physical demands are representative of those that must be met by an enployee 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, lifi, carry, pull, or push objects up to 25 pounds in addition to
occasional stooping, bending, and reaching.

Issued and Approved by: . .
Name and Title : Signature:
Employee Name and Title: Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer.
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Job Title; Office Manager and Pupil Accountant Department: Main Office

Supervisor: Principal Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:

To perform all assigned responsibilities as the Office Manager and Pupil Accountant in an-efficient manner by coordinating all main office
activities including student enrollment, siaff and student attendarice, fecord keeping, phone activities, communication with parents,
sludents, and stattl

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

e Develops effeclive methods of managing, compiling, organizing and tracking department documentation of student records in an
organized and accessible manner.

= Maintains an organized office calendar which includes scheduled enrollment activities, immunization updates, meetings, appointments
and communications as needed.

© Maintains up-to-date postings on bulletin board(s) in.the main office and teachers® lounge.

e Maintains organization and inventory of office supplies and-orders additional supplies as needed

» Operates standard office equipment including photocopy machine; computer, and telephone.

e Arranges maintenance for office equipment as needed.

o Parficipates in depariment impravement plan by sharing ideas-and input to enhance services and program.

= Scts-clear goals and objectives for the department and plans daily and rowtingé assignnicnts for department staff.

SUPERVISION AND IMPLEMUENTATION

= Supervises and evaluates office stafl and provides assignments, training and support to ensure quality performance.

» Manages student admissions, main office activities and rccord keeping.

o Updates student attendance reports to the Principal and ali teachers on daily basis.

o Brings serious student and staff tardiness and absenees to the attention of the Principal.

« Reports all complaints related to maintenance, facility, supply needs, discipline and records all complaintsand action to the Principal..

o Attends school cvents as may be tequited such as parent-teacher conferences, open houses, and orientations, ete. Bflectively
communicates with stakebolders and addresses their needs to ensure satisfactory customer service.

« ‘Monitors, prepares and directs incoming and outgoing miail, data and cominunication$ and reroutes information appropriately.

PROTESSIONAL LEARNING OPPORTUNITIES (PL.O%)

e Attends Statf meetings and training sessions as may be needed and cffectively implements new strategies.

o Participates in recommended training programs, conferences, courses or other aspects of professional growth and development.

Assists redirects and guides staff as nceessary to ensue the smooth operation of the school.

Ensures timely and complefe participation in PLO?s and doc¢imentation of meeting minutes where dpplicable.

Plans and implements timely training and iternal audits for the Academy and staff,

RESULTS AND DATA MANAGEMENT

a Manages the main school office and oversees all student enroilment packets, files, correspondence, and reports as required by the local
and statc authorities, Authorizers, Academy Board and thie FIES Administration.

= Creates and maintains spreadsheets, databascs, -and statistical veports regarding cnrollment, transportation, purchases, directories
(students and parents, staft, and vendors) and attendance.

» Provides administrative support for special projects including research, compiling data and preparation of reports based on results.

e Composes and prepares correspondences related to current and prospective students and daily atiendance records as assigned.

o Keeps Principal current with all regularly collected data and stakeholder concerns.

» Uses data to gnide decision-making and make improvements to the department as needed.

REPORTING AND COMPLIANCE

& Records student and sfafl attendance, late arrival and early dismissals, visitors® records, staff time sheets and substitute documentation.

o Generates reports as needed by the HIRR department and the Academy Principal to ensure compliance with Jocal and State requirements,
Academy Board and HES administration.

s Maintains accurate student immunization data ensuring accuracy and conmpliance.

= Prepares attendance reports and documents for auditors us needed.

Processes all required new students enrollment documentation in accordance with state and local guidelines.

Complies with all Disirict, school, and departmental policies; upholds the employment and FERPA protections of confidentiafity and

proper daily operations

& ©

&

®

o
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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 phllomphy

« Demonstrates professionalism in work ethics, handling confidential information and manuging conflicts effectively

= Follows organizational system for documenting and communicating student progress and/or concerns to stakcholders.

e Channels concerns o administration for solutions including escalaling potential issues to the HES President and Superintendent;
performs other duties as assigned.

« Demonstrates [lexibility in ensuring that assignments are completed in a timely manner

s Understands the school mission and adopts and works within the vision and pillars established by HES

= Follows an organizational system for documenting and communicating student admissions, drops, transfers, and comncerns with
stakeholders.

a Perforims variety of clerical duties as assigned by Principal

o Performs all dulies with quality; efficiency and dedication to the Academy and its Management.

a Performs other duties as may be assigned by the supervisor, Superintendent, and HES President or her/his designee.

SAFETY LEGISLATION:

HES is commiitied to the imaximum safély of its students and employees. HIES will comply with the "School Safety” legislation (2005 PA 129-131
and 138) cnacted in law cffecfive January. 1, 2006. As a condition of employment, HES will require that each new employee hired after Janudry 1,
2006, sabmit criminal background cliccks for all full-time and part-time employees and for individuals assigned to regularly and continvously work
under contract in the Academy prior to the first day of employment. Student teachers and/or other volunteers are required (o subinit @ criminal
background cheéck prior fo the first day of service.

APPROVALS:

All activities must be pre-approved by the immediate supervisor belore 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 Viee President or by the HES
President in writing. Activities that involve any business confractual agreements or monetary cost must be pre-approved by the FIES
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 ndt include making decisions regarding staff banefits, 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 FIR Department), staff promotions, staff transfers or assignments, school ¢losings, facility use and key distribution and
copying, making businiess 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, cither during or subsequent (o the fermination of the Eniployment Contract Agreement, any- rade secrets, formulae, methods;
techniques, computations, krewledge, data or other information of the Company and schools relating 1o products, processes,. know-how,
marketing; feaching, selling ideas, selling conccpts, équipping processes, customer fists, staft information, student names or addresses, student
parents’ naimes and ‘addresses, forecasts, markeling plans, strategies, pricing strategies, computer programs and copyrightable or patentable
nalerials, or other confidential information or sabjeet matter pertaining to the Company's or schools’ business, or any of ils clients, customers,
studenis, stidents® parents, cotisultants, supplicrs or Affiliates, which a Covenanter may produce, use, view or otherwisc acquire during while
engaged pursoant to this Agreement ("Proprietary Minfomiation™).

SKILLS/EXPERIENCE:

Oral comprehension & expression. skills, writlen comprehension & cxpression  skills, visual acuity, speech clarity & recognition skills,
interpersonal communication skills, diplomacy, maik aptitude, organization, planning, professionalism, yeading skills, computer fiteracy,
keyboard skills, and time management skills

EDUCATION/ TRAINING:
High Scheol Diplomy is required; Associate Degree in Science or Liberal Arts is preferred. Must comply with 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 1o successfully perlorm the essential functions of this
job. The ability to perform the. functions requires sitting, standing or waiking for extended periods of time. The employee occasionally is
required to manually move, lill, carry, pull; or push ()hjccts up to 25 pounds in addition to occasional stooping, bending, and reaching.

Tssued and Approved by:

Name and Yitle : Signature:

Employee Name and Title: Signature:

Hamadeh Educational Services, Ine. is an cqual opportunity employer.
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amadeh Educational Services, Inc.
ob Descri,

Job Title: Paraprofessional Department: Academic — Instruction

Supervisor: Coordinator of Tutorial, ESL and Title Il Programs | Employer: Hamadeh Educational Services (HES)

BASIC FUNCTYION:
Under the supervision of the classroom teacher, assists in the smooth and efficient operation of the classroom and provides
challenged/at-risk studenis with individualized instruction.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

L

Assists the classroom teacher in crealing an orderly classroom environment conducive o learning and appropriate Lo the matwity and
interests.of the students.

Collaborates with the ¢lassroom teachier to proaclively plan and provide cffective individual and small group instruction, activitics and
projects that are relevant. o students’ nceds, interests and abilities.

Follows teacher Jesson plans and maintains a detailed report as may be required.

Collaborates with téacher(s) with common goals to increase student achicvement.

Reparts to-duties on time and contributes to effectively ensuring student safety, orderly behavior and maintaining classroom routines.
Perforras job duties to support student achievement consistent with the job description.

SUPERVISION AND IMPLEMENTATION

-
[
L)

?
(<)

Callaborates with the classroom teacher lo effectively implement lesson plans consistént with the needs and abilitics of students
Maximizes instruction time to students who are designated at-risk

Handles confidential/sensitive. inlormation appropriatcly.

Uses-appropriate interventions when responding (o student behaviors.

Enforces the-Academy’s student discipline policies clearly and consistently:

PROFESSIONAL LEARNING QPPORTUNITIES

Performs routine self-evaluation {o identify areas of strengths and needs and sceks ways to improve and enhance work related skills.
Attends meelings, conferences, courses and other training sessions as may be needed for professional prowth and-development-and
effectively implenents new strategjes.

Ensures timely and complete participation in and documentation of training and PLOs wheve applicable.

Altends all parent- teacher conferences, open houses, and orientations, as well as any other school events a required.

Utilizes supervisor’s directives and stakeholder feedback to improve performance.

Sets and reaches own goals for self-improvement consistent with the job requivenients and/or Academy needs.

RESULTS AND DATA MANAGEMENT

)

Maintains and updates student files and documentation of individualized instruction.

Evaluates student achisvement through review of assessment data and makes recomnmendations to ‘Feacher 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=inaking; analyzes disciplinary data; evaluates progress; recommends programs for improvements;

awards progress and achievenient.

Insures lessons are cffectively followed and student achievement is evident,

REPORTING AND COMPLIANCE

a

Accurately completes and timely submits all required paperwork and up-to-date teports per specifications including records of
individualized student activities.

Demonstrates positive support to the School Improvement Plan (SIP).Documents students’ progress and achievement in tulorial
sessions.

Tracks daily assignments and evaluates students” accuracy and completion of practice exercises/activities.

Consistently and thoroughly compleles the Individualized {nstruction Reports,

Complics with all Academy and department-wide policies, daily routines and guidclines.

Collaborativcly participates in Academy committees that contribute to a positive learning environment.

PROFESSIONAL QUALITIES
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e Maintains good customer service and positive communication with all students and stakeholders.

s TFosters teamwork and demonstrates flexibility as to unscheduled assignments and/or placements and understands and works towards
the Academy’s mission.

s Demonsirates professionalism in work etlics, handling confidential information and managing conflicts cffectively.

+  Atlends fo assignments punclually and considers the impact of his/her atiendance on student achieverent.

s Jollows an organizalional system for documenting and communicating, student progress and concerns,

e Performs all dutics with quality, efficiency and commitment consistent with the Academy’s mission.

e 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 "Schoal 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 Tanuary 1, 2006, submit criminal background cheeks for all full-time and part-time eraployecs and for
individuals assigned to regularly and continuously work under contractin 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 nged to be presented to the Acadenty Board for final approval.

EXCLUSIONS

The responsibility does not include hiring or firing of staff. All purchases must be pre-appioved 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 confract and as directed by
the HR Department), staff promotions, staff transfers or assigninents, 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 Bducational Seryices, andfor
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 Educalional Services or the
Academies’ benefif, at any time, either during or subsequent to the termination of the Employment Contract Agreement, any trade
secrets, formulac, 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, cquipping processes, customer lists, staff
information, student names or addresses, student parents’ names. and addresscs, forecass, markceting plans, strategies, pricing strategies,
computer programs and copyrightable or patentable materials, or other confidential information or subjcct matter pertaining to the
Company's orschools' business, or any of its clients, customers, students; students® parents; consultants, supplicrs or Affiliates, which a.
Covenanter may produce, use, view or otherwise acquire during while engaged pursvantio this A greement ("Proprietary \Information™).

SKILLS/EXPERIENCE: v

Oral comprehension & expression skills, written comprehension & expression skills, visual acuity , speech clarity & recognition
skills, interpersonal communicatjon skills, organization and planning skills; professionalism, computer literacy, keyboard skills
time management skills

>

EDUCATION/TRAINING:

= Must have at least 60 credit hours satisfactory credit (grade ‘€’ of better) combined from ene or more regionally accredited
two- or four-ycar colleges or universities (Accredited by either a regional accrediting agency or by the National Council for the
Accreditation of Teacher Education (NCATE).

o Official Transcripts must be provided. Transcripts fromi a foreign University wmust be evaluated by an MDE accredited
evaluation cntity 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 fo 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

Issued and Approved By: S
Name and Title : Signature:
Employee Name and Title Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer
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weational Services, Inc.
Job Description

Job Title: PreK Support Aide Department: Academic -~ Instruction
Supervisor: Rarly Childhood Specialist Employer: Hamadeh Educational Services (HES)
BASIC TUNCTION:

Under the supervision of the Early Childhood Specialist, assists in the smooth and efficienl operation of the Pre-I{ cldssroom 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 leaming and to the
appropriate developmental levels of the Pre-K students.

= Collaborates with {he classroom teacher and associate teacher o provide effective individual and small group instriction, activities and
projects that are relevant to students’ needs, interests and abilities.

o Follows teacher lésson plans and maintains a detailed report as may be required.

s Collaborates with teachér(s) with common goals to increase student achicvoment.

« -Reporis to duties on time and contribuies 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

o Collaborates with the Lead Pre-K teacher & Associate T'éacher to effectively implement lesson plans consistent with the needs and
abilities.of students

e Maximizes instruction time to-students who are designated at-risk

s Handles confidential/scnsitive information appropriately.

s Uses appropiiate interventions when responding to student behaviors.

= Assists with snack time, meal time, rest time, iransitions, physical activities and indoor and outdoor activities

o Enlforces the Academy’s Pre-K student discipline policics clearly and consistently.

PROFESSIONAL LEARNING OPPORTUNITIES

s Perforins routine self-evaluation to identify areas of strengths and needs and sceks ways to improve and enhance work related skills.

= Altends 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 wherc applicable.

»  Attends all pavent- teacher ¢onférences, open houses, and orientations, as well as any other scheol events as required.

=  Utilizes sypervisor’s dircctives and stakeholder feedback to improve performance.

= Sets and reaches own goals {or self-improvemient consistent with the job requirements and/or Academy needs.

RESULTS AND DATA MANAGEMENT

»  Maintains and updates student files-and documentation of individualized instruction.

= Bvaluates student progscss review of ehild 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.

o Uses data to inform decisioni-making; anatyzes disciplinary data; evaluates propress; recommends programs for improvements; awards
progress and achievement.

s Ensures lessons arc cffectively followed and student achievement is evident.

REPORTING AND COMPLIANCE

s Accuratcly completes and tinmely submits all required paperwork and up-to-date reports per specifications including records of
imdividualized student activities,

¢ Dcmonstrates positive support to the School Improvement Plan (SIP).Documents studenis’ progress and achievement in tutorial
sessions.

»  Tracks daily assignments and evaluates students” accaracy and complétion of practice exercises/activities.

e Consistently and thoroughly completes the Individualized Instruction Reports.

»  Complies with all Academy and department-wide policies, daily routines and guidelines.

e Collaboratively participates in Academy committees that contribute to a positive learning environment.
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PROFESSTONAL 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 cifectively.

= Attends (o assignments punctually and considers the impact of hisher atiendance on student achicvement.

« Tollows 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.

e Porforms other duties as may be assigned in wriling by the Supervisor, Principat and Supcrintendent or her desipnee.

SAFETY LEGISLATION:

HES is committed to the maximum safety of its students and employecs. HES will comply with the "School Safety" legislation
(2005.PA- 129-131 and 138) enacled in law effective January 1, 2006. As a condition of exhploymcnt_, HES will require that cach
new employce 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 immediaté supérvisor before their final implementation 4s 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. Aclivilies that involve any business contractual agreements or monetary eost niust be pre-approved by
the HES President or Vice President and may need to be presented to the Acadeny 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 eraployee 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 (o the termination of the Employment Contract Agreement, any trade scorcts, formulae,
methods, techniques, computations, knowledge, data or other information of the Company and schools velating to products, processes,
know-how, markcting, teaching, selling ideas, sclling concepts, equipping processes, customer lists, staff information, student names or
addresses, student parents’ names and addiesscs, forecasts, marketing plans, strategies, pricing strategies, computer programs and
copyrightable or patentable materials, or other confidential information 6r subject mattér pertaining to-the Company's.or-s¢hools' businéss,
orany of its clients, customers, students, studenis’ patents, consultants, supplicrs or Affiliates, which a Covenanter may produce, use,
view or olherwise acquire during while engaged pursuant to this Agreement ("Proprietary \Information™).

SKILLS/EXPERIENCE:

e Oral comprehension & expression skills, written comprehension & expression skills, visual.acuity , speech clarity & recognition
skiils? interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills,
time management skills '

EDUCATION/TRAINING:

e Must have a valid CDA or Associates Degree in Early Childhood Bducation or Child Development fiom one or more regionally
aceredited two- or four-year colleges or universities (Accredited by either aregional accrediting agency or by-the National Council for
the Accreditation of Teacher Education (NCATE) or an cxisting MDE 120 hour approval
Official Transcripts must be provided. Transcripts from a foreign University must he evaluated by an MDE accredited evaluation cntity
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, cairy, pull, or push objects up to 25 pounds in addition to oceasional stooping, bending, and
reaching. Ability to work indoors and outdoors year round

Issued and Approved By: RN
‘WName and Title : Signature:
Employce Name and Title : Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer
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Job Title: Principal & Assistant Superintendent Department: Administration

Supervisor: Superintendent & CEO Ewmployer: Hamadeh Educational Services (HES)

BASIC FUNCTION:

Under the direction of the Superintendent & CEO, the Assistant: Superintendent shall serve as the Instructional Leader for the Academies by
providing the instiuctional and curricular leadérship that creates, impléments, maintains, and enhances Academic excellence, and achievement for
all students in alignment with all mandated and applicable guidelines-and policies in addition to serving as the structional and administrative
leader to the assigned Academy.

RESPONSIBILITLES:
DEPARTMENT PLANNING AND IMPROVEMENT
@ Acts as the instructional leader of the Academies by setting and providing annual goals, targsts, and/or benchmarks; monitors fheir
implementation in alignment with HES and the Academies® missions and visions.
o Directs the overall activities of planning, developing, implementing, and evaluating the Academies’ instructional programs in alignment with
national standards & the Michigan Curriculum Standards
@ Ensures alignments of systems, programs and methodologies across the Academies, taking into consideration and targeting the specific needs
for each academy
e Provides support and leadership to the Academies” Principals in the areas of curriculum, instruction, stalf development and administration.
¢ Provides support fo the Academies’ Principals in toordinating, developing and implementing the School Improvement Plan (SIP).
e Oversees the Academies” supplemental and enriehment programs including afler school and summer programs fo ensure alignment with the
academic program goals and policies.
Plavs, evaluates, and rccommends programs, systems, policics, goals and objectives for the Academies in alignment with HES and the
Academics’ mission.
¢ Researches, recommends and oversees- the implementation of programs and activities 'with the ohjective of enhancing students’ -academic
performance.

SUPERVISION AND IMPLEMENTATION
Assistant Superintendent:

e Supervises the instructional program, and evaluates, develops, and reviews the curricular offerings and instructional program. of all thc
academies.

= Supervises the selection. of lextbooks, malerials, and equipment for the acadenties, and enswres the alignment of instructional materials across
the academics

» Provides for the proper supervision, guidance and support of Academies® Principals to ensure effectivé academic program implemeiitation.

s Monitors, supervises, and evaluates the Acadeniies curriculuny maps o ensurc consistent alignment with: GLCE’s and CE’s program practices
Collaborates with the Director of Accountability, Improvement & Assessment to plan and imiplement systems and processes that best meet the
needs of the Academies, and 1o ensure that all the Academies ars in compliance with Authorizer, Federal, State, and Local requirements.

e Oversees extracurricular academic contests and activities {6 ensure that such activities are aligned with the curriculum, support students’
academic achicvement and are aligned with the Academies’ missions and visions.

Principal:

* Supervises.ihe daily operations of the Academy ensuring the smooth dnd sfficient operation and is available for direct supervision.

» Supervise the development, implementation-arid monitoring ot the aller school and summer programs.

» Plans and develops students, slalf'and school schedules in the best interests of the students and within HES guidelines and Academics’ policies.

@ linsures all plany, recormendations and activities are consistent with arid monitors the designated budget.

» Supervises building custodial care with faeilities manager.

= Supervises the Academies® Tood Service Program.

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)
e Recommends and directs committees and task teams.as needed.
= 'Irains, supervises and cvaluates personnel assigticd within the area of responsibility.
e Conducts 4 program of in-serviee education for-assigned personnel,
e Plans, provides, or facililales appropriate {raining and resourees for students and staff consistent with the rcquirements.
= Conducts meetings of the staff as arc necessary to the proper funétioning of the -acaderies.

RESULTS AND DATA MANAGEMENT
Assistant Superintendent:
= Collaborates with the Director of Accountability, Tmprovement & Assessment to oversce the local and state student assessment program lor the
Academies and directs programs to improve student performance.
= Collaborates with the Superintendent and monitors fatest research, tends and developments in curriculum and instruction; and disseminates
such information to appropriate personnel with the intent of providing philosophical direction to curriculum development.
s Assists in supervising and cvalnating Principals’ performance locusing on student achievement and ensuring accountability.
@ Uscs dafa to elfectively impact decision-making, goal setting, planning and awarding student and sta{l’ achicvenent,

)
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Principal:

o Develops, recommends, administers consistent with the departments and programs budgets. Ensures that parents are kept vp-to-date with
thmely communieation of students’ progress and concerns, as well as school events and activities.
Supervises the daily operations of the assigned Academy ensuring the classrooms and subjects are running smooth and efficient, and are
available for dircet supervision.
Supervises and evaluates stafl performance at assigned ucademy, focusing on student achievement and ensuring accountability.

@

@

REPORTING AND COMPLIANCE
« Directs the planning for and coordinates implementation to special, federal and state-funded projects to enswe compliance and to meet
student’s needs.
Assists the: Superintendent in preparing and submitting compliance reports and documents, and records as required by law, Board policies, and
administrative direetives to the Board of Directors.
Submits such reports and records as vequired by law, Board policies, and administrative divectives.
Ensures that all the Academies Board and administration polivies arc effectively explained and implemented.
Keeps the Superintendent/HES President informed of issues and concerns,

[

°

@

©

EPROFESSIONAL OUALITIES
& Maintains great customer service and positive communication with staff] students’ parents and community while serving as a role model and
example for others-o follow,
Assists in the interview, selection and agsignment of personnel.
Performs all duties with quality, etficiency and commitment to the Schools & their Management,
a Perfonms otherduties as mnay be assigned by the Supervisor
Maintains laison with social, professional, civic, volunteer, and other community agencies having an interest in the assigned schaol.
Conducts a community refations program and coordinates it with the district program,

-]

©

@

@

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 foll-time and part-time employees and for individuals assigned to regularly and continuously work under
contract in 1he Academy: prior to the first day ofemployment.

APPROVALS:

All activities must be: pre-approved by {he imunediate supervisor before their final implementation as may be consisient with the policies in the OPM
Manual-and policics or as may be delegated by the Chief Operating Officer, HES Vice President or by the HES Président in writing, Activities that
involve any business confractual agreéments or monetary cost must be pre-approved by the HES President or Vice President and may need 1o be
presented to the Academy Board lor finaf 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 notinclude making decisions regarding staff benetits, payroll, approval ol their vacation days or sick/personal days including absences
beyond the maximuim alloweil sick/personal days off (per émployment contract and as directed by. the’ IR Depariment), staff promotions, stai¥ transfers
or assignments, scheol closings; facility use and key distribution and copying, making business or legal contractual and/or consulling agreements on
behalf of the Academy, or Hamadeh.Educational Services, and/or Representation. of the HEES Board President ‘wnless specifically delegated by her in
wriling.

CONFIDENTTIALITY 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 dermination of the Employment Conlract Agreement, any trade scerets, formulae, methods, techniques,
computations, knowledge, data or other information of the Company and schools telating fo products, processes, know-how, maiketing, teaching,
selling ideas, selling concepts; equipping processes, customer lists, stall” information, student names. or addresses, student puarents’ 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, custamers, students, sindents’
parents, consultants, suppliers or Afliliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to-this
Agreement ("Proprietary \Information™).

SKILLS/EXPERTENCI:

e 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 advaneed time management skills,
Requires extensive ¢éxperience witb Leadership, Supervision and Diplomacy

°

o

Must have advanced conflict resolution skills, negotiation and persuasion skills and cxperience working under rigorous pressure

Extensive experience working and serving a diverse student population and community.
Must be able to work long hours

9
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EDUCATION/ TRAINING:

L)

a

b1

Minimurn of a Master’s Degree in Education or related field or an equivalent combination of education and expericuce.

Must have School Administration Certifieation or be eurolled in and accredited program in which a School Administrator Cerfification will be
attained within 3 years.

Thorough knowledge of Michigan Curmricalum Standards

¢ A minimum of three years professional experience in an educational setting.

¢

&

L3

Experience in school Adminisiration, preferably as a School Principal,
Must comply with all applicable laws related fo maintaining an Administrator’s Cerlificate.
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 siiting or standing for extended periods of time. The employee occasionally is required fo manually move,
1ifi, carry, pull, or push objects up to 25 pounds, in addition to occasional stooping, bending, and reaching, Must work indoors and eutdoors year-
round.

Issued & Approved by:

Name &Title: Signatuve;

Employee Name & Title: Signature:

Hamadeh Edneational Services, Inc. is an equal opportunity employer.
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Job Title: Principal Department: 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
Acadenyy.

RESPONSIBILITIES:

DEPARTMENT PLAMNING AND IMPROVEMENT

»

®

&

&

e

o

Direets the overall activities of planning, develeping, -implementing, and cvaluating the Academy’s instructional prograims 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 activifies with the objective of enhancing students®
acadenic 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 {or propér utilization of the building, physical facilities, and school playgrounds:

SUPERVISION AND TMPLEMENTATION

L]

[

@

@

Supervises the instructional program, evaluates, develops, and.reviews the cusricular offerings and instructional program of the Academy.
Supervises the daily operations of the Academy ensurinig the smooth and efficient operation and is available for direct supervision.

Supervises the development, implementation and monitoring ol afier school and summer programs.

Plans and develops students, stafl 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, supplics and equipment.

Lnsures all plans, recommendations and aclivities 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.

PROVESSTONAL LEARNING OPRPORTUNITIES

@

o

L

]

2

Recommends and divects commitiecs and task teams as sieeded.

Trains, supervises and-evaluates personnel assigned within the areas of responsibility.

Conducts a program of in-service education for assigned personnel,

Conducts mectings of the staff as are riecessary to the proper functioning o0J the: Academy.

Plans, provides or facilitates appropriate training and resources for studeits and stal¥ consistent with the requirements.

RESULTS AND DATA MANAGEMENT

-3

L

@

Coordinates the local and State student assessment program for the Academy and directs programs to improve student performance.
Develops. recommends, administers consistent with the depidrtments and progriuns budgets. Ensures that parents are kept up-to-date with
timely communication of students’ progress and concerns,as well as schoot svents and activities,

Supervises the daily operations of the Academy crisuring the classrooms and subjécts aré running smooth and efficient, and is available for
direct supcrvision,

Supervises and evaluates staff performance, focusing on student achievement and ensuring accountability.

Uses data o effectively impact decision-making, goal setting, planning and awarding stadent achievenient.

REPORTING AND COMPLIANCE

3

&

®

[

]

Directs the planning for and coordinates implementation to special, federal and state-funded projects to cosure compliance and (o meet
student needs.

Assists the Superintendent in preparing and submitting compliaace reports and docurments, and records as required by law, Board pelicies, and
administrative directives to the Board of Directors.

Prepares and submits compliance reports, documents and records as required by law, Academy Board poticics, and administrative directives,
Ensures thatall Academy Board und HES policies are effectively explained and implemented.

Keeps the Superintendent and HES President informed of issues and concerns.
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PROTFESSIONAL QUALITIES

» Maintains cxceptional customer service and positive communication with staff, students’ pAarems and community while serving as a role
model and example for others to follow.

= Maintains Haison with social, professional, civic, volunteer, and other community agencies having an inerest in the Academy.

= Assists in the inteiview, selection and assipament of personnel, certified and classified cimployees.

» Conducts a community relations program and coordinales it with the district Prograim.

« Performs all duties with quality, efficicncy and commitment 1o the Academy and its Management.

» Peiforis 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" legistation (2005 PA 129-131 and 138)
enacted in faw effective January 1, 2006. As a condition of employment, HES will require that each new employee hired after Janvary 1, 2006, submit
criminal background cheeks for all full-time and purt-tine employees and for individuals assigned to regularly and continuously work under contract in the
Academy prior o the first day ofemployment.

APPROVALS: .

Al activities must be pre-approved by the inmiediate’ 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 wiiling, -Activities that
involve any business contractual agrecinents or monctaey cost must be'pre-approved by the HES President or Vice President and iy need to. be presented
to the Acudémy Board for final approval,

EXCLUSIONS:

The responsibility’ does not incliude hiring or firing of staff. All purchases must be pre-approved by the Superintendent and HES President. The
responsibility does not include making decisions. egarding stafl benelits, payroll, approval of their vacation days o sick/personal days cluding abscaces
beyond the maximum allowed sick/personal days off (pér employment contract and as dirccted hy the HR Depaviment), staff promotions, stafl ransfers or
assignments, school closings, facility use and key distribution and copying, making business or legal contractual and/cr consulting agrésments on behalfof
the Acadefmy, or Hamadeh Edueational Services, and/or Representation of the IES Board President unless specifically delegated by her in writing.

CONFIDENTYIALITY OF INFORMATION:

The employec shall keep confidential and ot disclose, or make any use.of; except for Hamadeh Educational Services or the Academies® benefit, at.any
time, cither during or subsequent to the termination of the Employment Coniract Agreement, any frade secrets, formmlac, ‘mothods, ‘techniques;
compuiations, knowledge, data or other information of the Comipany and schools relating to products, processes, kitow-How, marketing, teaching,
selling ideas, selling. concepts; equipping processes, customer fists, staff information, student names or addresses, shudent parents’ namics and
addresses, forecasts; marketing plans, strategies, pricing strategies, computer programs and copyrightable or patertable matetials; or other confidential
information of subject miatiée pértaining 1o the Comprty's of sthools' business, or any of its clients, customers, shidents; students’ parenls, consultants,
suppliers or Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while engaged pursuant to this Agreement
("Proprietary \Inforimation™), ‘

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 plamning skills

» Must exhibit exemplary professionalism, accomplished computer literacy skills, and advanced time manageient skills,

= Requires cxtensive experience with Leadership, Supervision and Diplomacy -

o 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.

= Musl be able to work long hours

e EDUCATION/ TRAINING:

o Minimum of a Master’s Degree in Education or refated ficld or an equivalent combination uf edueation-and experience:

= Must have Schoosl Administration Certification or be enrolled in and aceredited program in which a School Administeator Certification will
be attained within 3 years;

s Thorough knowledge of Michigan Curricutum Standards

» A minimum ol three years professional experience in an cducational setting.

» Tixperience in séhool Admunistration; 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 employce to successfully perforn the cssential functions of this job.
The ability w perform the functions requircs sitting or standing for extended periods of time. The employee occasionaily is required to manually
move, litl, carry, pull, or push objects up fo 25 pounds, in addition to occasional stooping, bending, and reaching, Must work indoors and
outdoors year-round.

Issued and Approved by:

Name and Title : Signatuye;

Employce Name and Title: Signature:

Hamadeh Edueational Sérvices, Inc. is an equal opportunity employer
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Job Title: School Social Worker Department: Student Services

Supervisor: Principal or Coordinator of Special Programs Employer: Tamadeh Educational Services(11ES)

BASIC FUNCTION:
Performs the funclions outlined in the Michigan Administrative Rules for Special Tducation. Provides direct and indirect services to students,
parcnts, and the school staff at the assigned Academy

RESPONSIBILITIES:

DEPARTMENT PLANNING AND TMPROVEMENTS

& & ¢

o

Provides adequate direct and/or indirect services for students with behavior, emotional, lcarning 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 s¢hool programs and procedures
Plans and implements sew programs and procedures related to the educational, soeial and emotional nceds of students.

Plans, drganizces, recommends academic programs to help students improve their academic. achicvement and become suceessful at their

.grade level.

Plans, organizes, recommends, and schedules appropriate diree! in-service training programs or courses for parents and students,
including determining training needs programs.
Tdentifies problems.and situations inferfering with the students’ abilities in optimal nse of the educational experierice.

Participates with stafl'in altering situations that are adversely affecting the personal, $ocial-emotional,-and active subjects and studies.

Plans and implements new school-wide programs/procedures related to students’ educational, social and emiotional 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 speeial needs.

SUPERVISION AND IMPLEMENTATION

K}

3

@

@

Provides assistance fo teachers, staff and parents in the interpretation of abilities and needs of individual students.
Providés the IEP comumittees with comprehensive diagnostic evaluations and reportsiof at-risk students as needed,

Shares data and data inlerpretation with proper stafT and administration to ensure each student has equity-and access.

Collaborates with counsclor(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 witls learning.

Collaborates witli the IEP Commiltiees Lo determine the eligibility of students for resburce room and social work services.

Conducts individual student and group sessions using staff schedules that are: conducive fo learing,

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

L

]

L]

2

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 oulside of the school-system that are beneficial to students, their fanilics; and school
personnel.

Provides problem-solving services to students and their families through individualized groups and community soeial ‘work mcthods;
enabling those servéd to cope with problems adversely enhancing the ability of the students’ to optimally acquire the cducational
experience.

Plans and reaches-own goals for self improvement consistent with the job requirements and/or the Academy’s needs,

Plaos, provides or facilitates appropriate student, staff und parent training consistedt with the S1P, 1EP's and department necds.

RESULTS AND DATA MANAGEMENT

L)

&

L3

Provides the individualized educational planning conmmitiees, with comprehensive diagnostic evaluations of students at risk, such as the
emotionally irapaired if and when the Academics have such cases.,

Collaborates with the individualized Bducational Planning Comimittees W1 determining the eligibility of the emotionally impaired
programs and scrvices.

Uses data to effectively impact decision-making, goal setting and planning in the best intcrest of students and the Academy,

Utilizes approprjate resources and information to resolve concerns in a consistent and timely manner,

Consistently updates, tracks, and analyzes data to infor progress or needed changes in social work services.

REPORTING AND COMPIIANCE
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= Adhercs to all established policies, procedures and code of ethics.

« Coordinales all IEP meetings, updates and record keeping,

e Documents and provides reports to the immediate supervisor of appropriate records, service logs, schedules, and other documentations as
needed for management, planning and reporting.

e Complics with all the disirict, Academy and department-wide policies and daily routines and guidelines,

2 Collaborates with the administration and uses referral sources as needed in dealing with situations pertinent to cxternal agencies.

PROFESSIONAL QUALITIES
» Maintains good customer service and positive communication with administration, staft, students, parents and conumunity.
« Demonstrates professionalisim in woik ethics, handling confidential information, and conflict management,
@ Tollows an organizational system for documenting and communicating student progress and concerns with stakeholders,
# Performs all duties with quality, efficiency and dedication to the Académy and its Management.
e Performs other duties as inay be assigned in writing by the Prncipal, Superintendent, and 1TES President or her/his delepate.

SAFETY LEGISLATION:

HES is committed to the maximum safety of'its studenis and employees: HES will comply with the "School Safety” legislation (2005 PA 129-131 and
138) enacted in law effective Janvary 1, 2006, As a condition of ecmployrient, HES will requite that each néw employee hired after January 1, 2006,
submil criminal background checks for all firlltime and part-time employees and for individuals assigned o regularly and continuously work under
contract in the Academy prior to the first day of employment.

APPROVALS:

All activitics must be pre-approved by the immediate sopervisoi before their final implementation as may- be consistent with the policies in the OPM
Manual and policics or as may be delcgated by the Chief Operating Officer, HES Vice President or by the ES President in writing. Activities that
involve any business-contractual agreements or monctary cost must bé pre-approved by the HES President or Vice President and may need to be
presented to the Acadeiny Board for final approval,

EXCLUSIONS:

The responsibility dees not mclude. hiring - or firing of staff, Al purchases must be pre-approved by the Superintendent and FIES President. “Ihe
responsibility docs not include making decisions regarding stafi” benefits, payroll, approval of their vacation-days or sick/personal days including
absences beyond the maximum: atiowed sick/personal days off {per employment contract dnd as directed by the HR Department), staff promotions;
staff transfers or assignments, schiool closirigs, Tacilily use and key distribution and copying, making business 'or legal coptractual and/or consulting
agreements on behalf of the Academy, or Hamadeh. Bducational Services, and/or Representation ‘of the HES Board President unless specifically
delegated by her in writing. '

CONFIBENTIALITY OF INFORMATION:

The employec shall keép confidential and not disclose, or make any use of; except for Hamadeh Educational Services or the Academics® benefit, at
any time, either during or subsequent to the temmination of the Employment Contract Agreement, any trade secrels, formulac, methods, lechniques,
computations, knowledge, data or other information of the Company and schools relating to products, processes, know-how, marketing, teaching,
selling ideas, selling concepls, equipping processes; customer Jists, staft information, student names or addresses, student parents’ names aud
addresses, forecasts, marketing plans, strategies, prieing’ strategies, computer. programs and copyrightable or patentable materials, or other
confidential information or subject matier pertaining-to the ‘Compauy's or-schools* business, or any of its clients, costomers, students, studenis’
parents, consultants, suppliers 6r Affilidtes, which a Covenanter may produke, use, view or otherwise acquire during while engaged pursuant to this
Agreement ("Proprietary \Information™).

SKILLS/EXPERIENCE:

¢ Oral comprehension & expiession 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 skitls; Experience in individial, group and fumily therapy with adolescents; Experience working in
schools

EDUCATION/ TRAINING
e Master’s Degree in Social Work and eligibility. for a Master’s Level Social Work license or limited Masler’s Level Social Work License.
= Full or temiporary school social work approval is also required to provide sacial work scrvices in the school setting.
o Must comply with all applicable laws related to the Administrator’s certificate.
e Must neet 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 o successfully perform the essential functions of this job.
The ability 10 perform the functions requires sitting or standing for extended periads of time. The employce oceasionally is required fo
manually move, lift, carry, pull, or push objects up 0 25 pounds in addition to accasional stooping, bending, and reaching,

Issued and Approved by: o .
Namec and Title : Signature:
LEmployee Name and Title: Signature:

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

I3

Seription

Job Title: Speech and Language Pathologist Department: Student Services
Supervisor: Coordinator of Special Programs Employer: Hamadeh Educational Services (FIES)
BASIC FUNCTION:

To provide students with speech and communication nccds with the appropriale scrvices needed to improve their speech and
communication abijlities.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENT

e DPrepares for speech sessions and shows-written evidence of preparation upon request of supervisor(s).

# Creales a classroom environment that is conducive to learning and appropriate to the maturity and inlerests of the students.

e Prepares session plans and goals that are aligned with carriculum maps for the grade levelfsubjeot arca, and include activities
[or differentiated instruction (o meet the vavied learning styles, abilily, and student speech/language needs in a culturaily
sensitive environment.

o Participates & collaborales continuously with colleagues for grade level/departiment planning & school improvement activities

= Reviews and interprets Speech/Language lest results and medical or background information to diagnose, develop IEP, and plan
treatment for speech, language, Nuency, voice, and swallowing disordess

SUPERVISION AND IMPLEMENTATION
s Meets and instructs assigned sessions in the locations and at times designated.
¢ Encourages students to set and maintain standards of clagsroom behavior
¢ Employs a variety of instructional “techniques and instructional media, Lo benefit students with compunication needs
academically, socially, and personally as they increase in communication abilities.
Strives to implement by instructions-and action the Board's philosophy of cducation and instructional goals and okjects.
Takes all necessary ahd reasonable precautions (o protect students, cquipment, materials, and facilities.
Imiplements classroom routines and procedures that inaximize instructional time and enhanee (he learning environment
Instructs students in techhiques for more effective expressive/receptive communication, articulation, voice improvement,
fluency, and swallowing abilitics
= Uses computer applications and  alternative communication devices o identify and assist students with communication
disabilities

e 2 €

@

RESULTS AND DATA MANAGEMENT
e Assesses the accomplishments oFstudents on a regular basis, seeking the assistance of district specialist as required.
Administers formal and informal Speech/Language evaluations 1o collect information on type and degree of impairments using
standardized, inforinal observations/imeasures, severity-scales, and special instruments,
= Recognizes and promotes student achievement by posting student work, parental conticts, and providing incentives and
awards,
e Students with communication need, benefit academically, socially, and personally as they increase in communication abilities.

°

REPORTING AND COMPLIANCE

e Maintains accurate, complete, and correct records as required by law, district policy, and administrative regulation.

s Assists the administralion 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.

e nsurcs timely and complete participation in and documentation of meeting minutes & PLOs where applicable

= Accuralely completes and timely submits all required paperwork and up-to-date reports per specifications including vécords of
individualized student activities.

PROVESSIONAL LEARNING OPPORTUNITIES (PLOs)
« Participates in the School Improvement Plan (SIP) activitics consistent with the SIP and the Academics’ mission and guidelines
= Altends and consistently contributes to the success of staff meetings, professional development sessions, and action itcms
= Follows feedback from supervisor and Academy leaders based on professional methods consistent with the SIP, Academy
mission, Michigan Expectations and Best Practices.
o Sets and reaches own goals for sell-improvement consistent with the job requirements and/or school needs
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s Consulls with and adviscs other staft on speech stralegies such as communication strategies and speech and language
stimulation to better assist their students

» Participates in conferences or training, or publish research resulis, to shave kaowledge of new hcaring or speech disorder
treatment methods or technologies.

PROFESSIONAL QUALITIES -
= Participates in school commitiees that contribute to a positive learning environment
2 Demonsirates professionalism jn work ethics, handling confidential information, and conflict management
¢ Participales collaboratively in school functions, activities, and committees and aftends Parent-Teacher conferences, open
houses, -and orientations :
= Establishes and maintains positive interpersonal refationships with alf students, parents/guardians and fellow stafl,
a Performs all duties with quality, efficicncy and loyalty to the Academies.and its Management.
o Performs other dutics as may be assigned in writing by the Principal, Superintendent, and 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) cnacted in law effective January 1, 2006. As 2 condition of emplayment, FHES will require that each new employee hired
after January 1, 2006, submit criminal background checks for all full-time and parl-fime employees and for individuals assigned to regularly
and cortinuously work under conlract in the Academy prior to the first day of employment.

APPROVALS: :

- All activities must be pre-approved by the immediate supeivisor hefore their final implementation as may be consistent with the policies in
the OPM Manual and policies or as may be delegated by the Chiel Operating Officer, HES Viee President or by the HES President in
writing. Activitics that involve any business contractial agreements or monetary cost must be pre-approved by the HES President or Viee
President and may need to be presented to the Academy Board for final approval.

EXCLUSIONS:

The responsibility does not include hiring or firing of stafl. Al purchases nivst be pre-approved by the Superintendent. and HES
President. The responsibility does not include making decisions reparding staff benefits, payoll, -approval of their vacalion days or
sick/personal days including absences beyond the maximum allowed sicld/personal days off (per employment contract and as directed by the
HR Department), staff promotions, stall transfers or assignments, school closings, facility use anid key distribution and copying, making
business or legal contractial andfor consulting agrcements on behalf of (he Academy, or Hamadeh Educational Services, arid/or
Representation of the HES Board President unless specifically delegated by her in writing,

CONFIDENTIALITY OF INFORMATION:

Tlie employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Scrvices or the Academies’
benefit, at any time, cither during or subsequent to the lermination of the Employment Contract Agreemcut, ariy trade secrets, formolac,
methads, techniques, computations, knowledge, data or other information, of the Company and schools relating (o products, processes,
kriow-how, marketing, teaching, selling ideas, selling concepts, equipping processes, customei fists, stall’ information, student names or
addresses, studenl parents’ names and addresscs, forecasts, marketing: plans, steafegics, pricing stratepies, computer programs and
copyrightable or patentable materials, ov othei confidential information or subject matter pertaining to the Conipany's or schools'
business; or any of its clients, customers, students, students® pavents, consultaits, suppliers' or Affiliates, which a Covenanter may
produce, use, view or otherwise acquire during wihile engaged pursuant (o this Agreenient ("Proprictary \Information").

SKILLS/EXPERIENCE:

e Oral comprehension & expression skills, written comprehension & expression skills, visual acuity | speech clarity & vecognition
skills, interpersonal communication skills, organization and planning skills, professionalism, computer liferacy, keyboard skills,.
timne management skills

EDUCATION/TRAINING:

e Musthold at least-a Master’s Degree in Speech and Language Pathology
= Must have current license (rom the State of Michigan as a Speech and Language Pathologist,

PHYSICAL DEMANDS:

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

Issued and'épprovcd by: Signature:
Name and Title: =
Employece Name and Title: Signatuve:

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

Page 2 of 2

5-123

August 2017




Job 'Tide: Student Monitor Department: Student Services and Library

Supervisor: Dean of Student Affairs Employer: Hamadch Educational Services (HES)

BASIC FUNCTION:

Monitor students’ conducts during lunch hoeurs; in the hallways, and throughout the school buildings to ensure proper ordér and
safety as well as assist students with weekly library checkout by helping student ¢hoose appropriate grade level books; both check
in and check out.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

o Collaborates with supervisor o service and monitor studenis.

» Organizes books on shelves

@ Supervises students in a proactive-and alert manner during funch time to include; but not timited to, walking up and down cafeteria aisles

monitoring students, looking around ensuring that students are in their assigned seats, rediveoting 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: Lurich schedules, students safety, monitor students and stopping

them: from rurming in the cafeteria, ensuring that students are raising their hands to' gt up, slopping students frorn playing with their food,

ar throwing their food away before trying to eat it with time allowed, and pay atfention to allergic reactions among students and repoiting

them: promptly 6 the school hurse and/or the closest adininistrator in charge.

e Categorizes priorities and demonsteates attentiveness to work:schedule:

= Becomes familiar with the special skills and techniques required in dealing with students in special programs, and should a problem oceir,
brings the stident 1o the allention of the supervisor and/or Principal,

SUPERVISION AND IMPLEVMIENTATION

o Performs outside arrival and dismissal supervision dutics perthe schedule assigned by supervisor.

» Monitors and immediately reports issues, graffiti, and safety hazards to supervisor.

¢ Monitors student behavior during tunch, fravel, in hallways and in the athletic program as may be-assipned.
e Supervises students’ conduct while on board, and makes suic they are following safety procedures

* Appropriately bandles minor class irifiagtions decording 1o the school and classroom policics,

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

e Performs routine self-evaluation to identify areas of strengths and needs and seek ways (o improve and enhance work refated skills;

o Atlends siafl mectings, activities and training scssions as required. Participates in recommnrended training progrars, conferences; cowrses or
other aspects of professional growth.

Attends all Parent-Teacher Conferences, open houses, and orientations, a5 well as any other school events as may be required.

= Ensures timely and complete participation in and documentation-of PL.Os where applicable.

o Participales in department improyement plan by-shaving ideas and input to enhiance services and program,

[

4

RESULTS AND DATA MANAGEMENT

e Use library circulation system (tirculation) to check otit.books

e Sets and rcaches own poals for self-improvement consistent with job requirements and/or schiool needs.

o Observes and reports to certain areas in the school that require additional monitoring,

# Monitors and reporls safety hazards with the appropriate school personnel,

s Izstablishes and mainlains posilive interpersonal relationships with all stakcholders.

o Demonstrates professionalism in work ethics, handling confidenitial information, and managing conflicts,

o Effectively performs administralive duties (Ex. copying, posting student work, and assisting staff in non-instuictional activities, etc.)

REPORTING AND COMPLIANCE

o Reporis and documents uny issues Lo supervisor.

= Reporis Jost or damaged books to appropriate staff member and/or Supervisor to follow up.

& Assesses books for damages and reports to appropriate stafl member and/or Supervisor.

s Adheres to all cstablished policies, procedures and code of ethies.

o Immediately rcports 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 atfitude which is not in line with school
regulations, and/or reflects need for immediate intervention.

Page 1 of 2

5-124



PROFESSIONAL QUALITIES

@ Demonstrates Hexibility 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 guidefines concerning safety.

o Performs all duties with quality, efficiency and dedication 1o the Academy and its Management.

s Performs other duties as may be assigned by the Supervisor, Principal ar Superintendent or her desi anee.

= Communicates cffectively and positively with staff, students and parents as needed.

« Follows an organizational systein for documnents and communicating progress and concerns with stakeholders,

SAFETY LEGISLATION:

HES is committed to the maximum safety of"its students and employees. TTES will com ply with the "School Safety™ legislation (2005
PA 129-131 and 138) enacted in law cffective 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 continvously work under contract in the Academy priorfo 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, FIES Vice President or by the HES
President in writing. Activities that Involve any business contractual agreements or monelary ¢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 ‘tesponsibility 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 Departiment), staff pramotions, stafl transfers or assignments, school closings, facility use and key distribution and
copying, making business or legal contractudl and/or consulting agreements on behalf of the Academy, or Hamadeh Educatipnal
Services, and/or Represeritation 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
Acadeinies” benefit, at. any {ime, either during or subsequent to the termination of the Emiployment Contract Agreement, any tradeé
secrets, formulae, methods, tecliniques, compulations, knowiedge, data or other information 6f the.Company and schools ielating
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 infornation or subject matter
pertaining to the Company's-or schools' business, or any of its clients, custoniers, 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 \Infornyation").

SIILLS/EXPERIENCE:

& Oral comprehension & expression skills, written comprehension & expression skills, visual acuity | specch clarity & recognition
skills, inteipersonal communication skills, organization and planning skills, professionalism, computer literacy, ‘time managerent
skills, Ability to understand, follow, and enforee safety proceduires. ’

EDUCATION/TRAINING
s High School Diploma or GED preferred

PHYSICAL DEMANDS:

The physical demands are representative of those thal must be met by an employee to successfully perform the éssential
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 manuafly 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 vound.

Issued and Approved By:

Name and Title : Signatare:

Employee Name and Title: - Signatare:

Hamadeh Educational Services, Inc. is an equal opportunity employer,
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amadeh Educational Services, Inc.
Job Description

Job Title: Substitute/Paraprofessional Department: Academic — Instraction

Supervisor: Coordinator of Tuterial, ESL and Title 1Y
Propgrams

Employer: Hamadeh Educational Services (HES)

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 crealing an orderly classroom enyironment 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, ordérly behavior, and maintaining
classroom routines

Performs job duties to support student achievement consistent with the job deseription.

SUPERVISIOM AND IMPLEMENTATION

@

p2d

Collaborates with the classtoom teacher to cffectively implement lesson plans consistent with the needs and abilities of
students Maximizes instruction time for students who are designated at-risk

THandles confidential/sensitive information appropriately.

Uses appropriate interventions when responding to student behaviofs.

Enforces the Academy’s student discipline policies clearly and consistently.

PROFESSIONAL LEARNING OPPORTUNITIES

a

Performs routine self-evaluation to identify areas of strengths and needs and seck ways to improve and enhance work
related skills.

Attends' meetings, conferences, courses -and other fraining 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 Qutcomes PLOs
where applicable.

Attends all pavent- 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

L1

Q@

2

Maintains and updates student files and documentation of individualized instruction.

Bvaluates student achievement through review of assessiment data and makes recommendations to feacher on course of
action best suited for student,

Tracks students® daily assignments and evaluatés 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 praclice exercises /activities.

Consistently and thoronghly conipletes the Individualized Instruction Reports.

Complies with all the district, Academy, department-wide policies and daily routines and guidelines.

Collaboratively participates i school committees that contribute to a positive leamning environment,
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PROFESSIONAL QUALITIES

# Maintains good customer service and positive communication with all students and stakeholders.

> Fosters teamwork and demoustrates {lexibility as to unschednled assignments and/or placements and understands and
works towards the Academy’s mission.

¢ Demonstrates proféssionalism in work ethics, handling confidential information and managing conflicts elfectively.

= Aftends to assignments punctually and considers the impact of his/her attendance on student achievement,

e 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 commitied (o the maximum safety of its students and employees. HES will comply with the "School Safety"
legislation (2005 P'A 129-131 and 138) enacted in law effective January 1, 2006. As a condition of employment, HES will
require thal 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 Chief Operating Officer, HES Vice President or President in writing. Activitics 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 stail benefits, payroll, approval of their vacation days or
sick/personal days including abseiices beyond the iaximuom allowed sick/personal days off (per employment contract and as directed
by the HR Department), staff promotions, staff transfers or assigniments, school closings, facility nse and key distribution and
copying, making business or legal contractual and/or consulling agieements on behalf of the Academy,.or Famadeh Educational
Services; and/or Representation of the HES Board Presjdent unless specifically delegated by her in writing.

CONFIDENTIALITY OF INFORMATION .

‘the employee shiall keep confidential and not disclose, or make any use of, except for Hamadeh Educational Services or thi
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 concepls, equipping processes,
customer lists, staff information, student names or addresses, siudent parents’ names and addresses, forecasts, marketing
plans, sirategies, 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, consuitants, 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 acuily , specch elarity & recopnition skills,
interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills, time management
skills

EDUCATION/TRAINING:

= Must have at least 90 credit hows 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 acerediting agency or by the
National Council for the Accreditation of Téacher Education (NCATE).

» Official Transcripts must be provided. Transcripts from a foreign University must be evalualed by an MDE accredited
cvaluation 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 fo 25 pounds in addition to
accasional stooping, bendirig, and reaching, Ability to worl indoors and outdoors year round

Jssued and Approved by: . N
Name and title : Signature:
Employee Name and title : Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer .
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Job Title: System Administrator and Technical Support Specialist | Department: Information Technology

Supervisor: Chief Technology Officer (CTO) Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
To perform various techinical support tasks as assigned by the Chief Technology Officer (CTO) and HES President with utmost efficiency
and accuracy

RESPONSIBILITIES:

DEPARTMENYT PLANNING AND IMPROVEMENTS
s Completes Systetr Scan for viruses, delragmentation, spy-ware, worms, and makes sure network file-sharing is kept to a minimum to avoid
OVer-exposuie.
Assists in providing Power School training for staft and monitors server activity making sure it is runniog properly.
Schedulesiechnology equipment use for Academy events, and ensures that equipment are available-and in good shape.
= Records Academy events as required throughout the school year.
Photographs-all statf and students at the beginning ot the school year and as new staft and students join throughout the school year.
Prints all TD Cards, including make-ups throughout the entire school year.
All asgignments.are given a prioxity code with 1 being the highest; completes assignments based on priorily code,
» Demonstrates flexibility- in-completing otler tasks assigned by the CTO or HES President and assists the CTO inlarg ge school-wide projects.

9

®
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SUPERVISION AND IMPLEMENTATION
» Ensures that all workstations are running properly, bave internet access, have aceéss to a printer nearby; and have all nceded sollware

patches.

Ensures that all workstations are:physically clean and in good working order.

Ensures that all printers are connected and installed properly, ink/toner included.

Troubleshoots any hardware or-soflware problems fhat may arisc.

Maintains responsibility for all technology equipment and scheduling such as video cameras, digital cameras, YCR?s; DVD Players, TV's,

etc. ensuring they are in good condition and have charged batleries

e Removes: inelevant OEM installed soflware such as Qutlook Express, Instant Messenger, MSN Txplorer, Dell Felp and any other
unnecessary Startup programs.

o Sets. up and insfalls -any new/used machines and/or printers in the appropriate classroom or office. Installs essential software such ag
antivirns, office suite, PDF reader, fivewall clicnt; ete.

[
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PROFESSIONAL LEARNING QPPORTUNITIES (PLOs)
o Attends all the Academy évents and aclivilies as may be directed by the HES President or the CTO, such as Parent-Teacher Conferences,
open houses, orientations, PTO mectings, athletic mectings, svents, and as may be directed
Attends meelings, seminars, workshops and training as divected and cffectively implements new stratepgies,
Enpsures timcly and complete patticipation in and documentation of meeting and PLOs where applicable.
Provides staff with training sessions as assigned by the CTO or HES President.
Assists, redirects and guides staft; students and parents as necessary to ensure the smooth operation of the Academy.
= Utilizes feedback from the CTO and the Academy lecaders based on professional methods in the best interest of students wnd the Academy.
» Plans and reaches own goals for self-improvement consisient with the job requirements and/or the Academy needs.

& 2 @
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RESULTS AND DATA MANAGEMENT

= Completes setip and configuration of email addresses and group policies set by the CTO,

e Monitors network and ‘server status at all locations, Ensures all services arc running properly. Ensures network security is. intact, including
both inlranet and interact sceurity.
Ensures that correct wiring and stance of all lab workstations and speakers, per CTOs specificafions, takes place.
Assisis in maintaining academies” websites when needed by constantly updating arcas including current news, students’ links, staft links,
parent links, lunch menus, pictures, ete.
a Kceps inkftoner log for each printer.
Assists the CTO in Jarge school-wide projects including, but not limited to: studenl 1) cards, staff ID cards; Jollet Library Soflware
confipuration and patren maintenance, master clock configuration, plhone system conliguration, email/username/printing training, copier.
machine user setup codes, and nverall technology equipment maintenance.

s

2

@

Page 1 of 2
July 2017
5-128 n




REPORTING AND COMPLIANCE
e Assists in following up with SRSD/ UIC data when needed.
e Creates and runs reports in Power School as needed.
= Timely and accurately enlers and imports into Power School information such as student, testing results, scheduling and staff data,
» Reports any damages as a result of neglipence by staff or students to SuUpervisor.
© Responds to written or verbal requests within 1-2 school days,
Submits formal requests (o supervisor for items that noed purchasing such as software or hardware for out-of-warranty computers.
» Submils weekly reports to the CTO at the end of the day on Thursdays, preferably through cmail.
» Complies with ail Distriet, school, and departmental policies; upholds the employment and FERPA protections of confidentiality and proper
daily operations

-]

PROFESSIONAL QUALITIES
o Uses, manages, slores, and analyzes data effectively and appropriately.
» Creates and composes memos aid letfers (o appropriate parents, students or staff.
= Mainiains confidentiality of communication and ouly discusses matters with the appropriate individuals,
Performs all duties with guality, efficiency and conuniiment to the Acadeny and its Management,
Follows all dwties and assignments ditected by the CTO only and not by the staff directly.
Performs other dutics as may be assigned by the HES President or the CTO.
Demonstrates flexibility to unscheduled assignments and/or placements ensuring that assignineuts ate compleled in a timely manner

@

& & o

SAFETY LEGISLATION:

BES is-committed to the maximum safety of its students and employees, HES will comply with the "School Safety" legistation (2005 PA 129:131 and 138)
enacted in law effective January 1, 2006. A5 a condition of cmployment, HES will require that-each-new employee hired afler January 1, 2006, submit
criminal background checks for-all full-time and part-time employecs and for individuals assigned to regularly and continuously work under contract in the
Academy prior to the first day of employment.

APPROVALS:

Al activitics must be: pre-approverd by the immediate supervisor before their final implementation as may Be consistent with. the policics in the OPM
Manual and policies or as may be delegated by the Chief Operating, Officer, IHES: Vice President or by the HES President in writing. Activities (hat
involve any business contraciual agreements or nonetary cost must be pre-approved by he HES President or Vice President and may need to be presented
1o:the Academy Board for final approval.

EXCLUSIONS:

‘The responsibility does not include hiring or firing of staff. All purchases mus! be: pre-approved by the Superinterident and JIES President. The
wesponsibility doés not inelude making deeisions regarding staff benefits, payroll, approval of their vication days or sick/personal days. including absences
beyond the maxinum allowed siek/personal days off (per employment conteact and s direcied by the HR Department); staff promotions, staff transfers or
assignments, school closings, facility use and key distribution and copying, making business or legal contrdctual and/or consulting agreements on behalf of
the Academy, or Hamadeh Educational Services, and/or Représentation of the HES Board President unless specifically delegated by her fn writing,
CONFIDENTIALITY OF INFORMATION:

‘Ihe employee shall keep confidential and not disclose, or make any nsc ol except for Hamadel Educational Services or the Academies’ benefit, al any
time, cither during or subsequent to-the termination of the Lmployment Contract Agreement, any hade secrets,, fonmutae, methods, technigues,
computations, knowledge, dala or other information of the Company and schools reIating to products, processes, know-how, markéting, teaching,
selling ideas, selling concepts, equipping processcs, customer lists, stalf information, student names draddresses, student parents’ nantes and addresses,
forecasts, marketing plans, stralegies, pricing stéategics, computer programs and copyrightable or patentable materials, or otlier confidential information
or subject matler pertaining to the Company’s or schools’ business, or any of its clients, eustomers, students; students’ parents, consultants, suppliers or
Affiliates, which a Covenanter may produce, use, view or otherwise acquire during while cugaged pursuant to this Agrceinent ("Proprietary
\[nformation).

SKILLS/EXPERVENCE:

e Oral comprehension & expression skills, written comprebension & cxpression  skills, visual acuily , speech clarity & recognition skills,
interpersonal coramunication skills, organization and planning, skills, professionalism, - computer literacy, keyboard skills, time management
skills, Technical Communication skills, Project Management experience, presentation and Technical Writin g skills

EDUCATION/TRAINING:
@ Mininum of Bachelor’s Degree in Computer Seience 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 cmployce to successfully perform the essential functions of this job. The
ability fo perform the functions requires sitting or standing for exteaded periods of time. The employee oceasionally is required (o manually
move, lift, carry, pull, or push-objects up to 25 pounds in addition to oceasional stooping, bending, crouching, crawling, kneeling, balancing,
climbing and reaching,

Issued and Approved by: Sionature:
Name and Title : igns )
Employce Name and Title: Signature:

Hamadeh Educational Services, Ine. is an cqual opportunity employer.
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Job Title: Talent Acquisition Specialist Departinent: Human Resources (HR)

Superviser: HES Director of Talent Acquisition & Chief Operating Officer Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
Under the dircction of the HES Director of Talent Acquisition and the HR Department oversees and maintains all aspects of Human
Resources management excluding payroll and benefits administration.

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVEMENTS

o
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£

&

I

L3

®

&

Reeruits, interviews and hires qualified staff for authorized job openings.for HES and its academies under the direction of the Supervisor.
Manages and consults on recruitmerit postings and advertisements as needed.

Oversees all staff qualifications including teachers, teacher substitotes, paraprofessionals, food service handlers, bus drivers,
administrators, etc.

Responsible. for initial screening of talent to determining compatibility with organizational staffing needs,

Determines applicant qualification afid compatibility by understanding job descriptions, qualifications and certifications:

Stays cogaged with-applicant pool by maintaining good relationships and building strong and trusting partnerships.

Tracking, recording and organizing all applicants through Ixcel, Taleo and various recruiting software.

Assists the overall HR Recruitment proeess including attending job fairs and the careful selection of prospective employees

Assists with contract negotiations, contract signings, initial oricntation of basic employment cxpectations, policies and procedures
Maintains a wide range of recruitnient poll and databases and makes recruitment and selection recommendations to the Supervisor.
Processes internal and external job announcements and related procedures:

Participates in depariment improvément plan by sharing ideas and input: to enhance services and program.

SUPERVISION AND IMPLEMENTATION

@

a

2

@

@
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Oversees; prepares, and maintains employec application process and personnel records o include updating documentation as needed.
Follows through with full cyele recruitment on staff devclopment needs.

Assists supervisors with innovative and effective méthods to increase. productivity and performance.

Provides quality assurance checks with new stalf to ensure best practices as directed by supervisor

Provides best practices advice and support on-all matters relating to recruitment.

Provides support on appropriate sourcing strategies and placements,

PROFESSIONAL LEARNING OPPORTUNITIES (PLOs)

@

@

@

2
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Allends meetings, activities and training sessions, and school events as nceded,

Seeks opportunities and mentoring for growth and professional development.

Evaluates and recommends staff development needs.

Plans personal development goals to be consistent with and supportive of job reguirements and HES Academy needs
Ensures timely and complete partigipation in and documentation of training sessions including PLOs as needed.

RESULTS AND DATA MANAGEMENT

LY
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Provides assistance in reviewing the school schedule for compliance consistently with staff qualifications.

Provides assistance with cnsuring employce procedures and policies are clear, documented, and communicated

Provides assistance with ensuring all job openings and vacancies are timely filled with qualified und organizationally compatible staff
Provides assistance with ensuring terminated, new, and active staff fists are up-to date and available for casy reference,

Assists in the completion of all cmployment verification forms, recommendations, various documentation and correspondence.

Assists and prepares an updated new staff list and terminated staff list,

Assists in preparing, compiling, and maintaining HR information for quarterly/annual personnel ceports

REPORTING AND COMPLIANCE

-]

@

Securcs teaching permits and licenses as needed and nofifics staff in writing of all the procedures and requirements to maintain
cmployment and compliance.

Provides assistance with ensuring stalf training and centification are current and atigned with guidelines and policies.

Complies with all HES and Distriet, Academics, department-wide policies, daily routines and State and Federal guidelines.

Completes and timely submits all required reports and communication per specifications.

Reports all complaints, actions, and issues related to the Academies to Supervisor; maintains accurate records.

Muintains professional appcarance and demonstrates self cthically and in a manner appropriate (o a public setting and HES philosophy.
Demonstrates availability when needed.
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PROFESSIONAL QUALITIES
e+ Pollows an organizational system for documenting and communicating staff hires, terminations, transfers and concerns with stakeholders
e Recommends requisitions and adequate office space, furniture and benefits for employees.
» Takes all necessary measures to ensure coplidentiality of all stafl information.
= Represents the best possible impression of our organization when interacting with the community, prospective employees, current
employees, and other industry professionals.
« Performs all duties with quality, efficiency and dedication to HES and its Academies and ils Management.
s Performs other duties as may be assigned by the Supervisor.

SAFETY LEGISLATION:

HES is committed to the-maximum safety of'its stadents and employees. HES will comply with the "School Safety™ legistation (2005 PA 129-131 and 138)
enacted in faweffective Janwary 1, 2006, As a condition of cmployment, BES will require that each new employee hired afier Janwary 1, 2006, submit criminal
background checks for all full-time and nari-time employees and for individuals assigned to regularly and continuously work under contract in.the Academy
prior {o ihe first day o[employment.

APPROVALS:

All activities must be pre-approved by the immediate supervisor before their final implementation ng may be consisten( with the policies in the OPM Manual
and policies or as may be delegated by thie Chiet Operating Officer, HES Vice President or by the HES President in wiiting,  Activities that involve any
business contractual agreements or monetary cost must be pre-appr ovcd 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 Liring or firing of stafl. All purchases must be pre-approved by the Superintendent and RS President. The responsibility
docs not'include making decisions regarding staff’ benefits, payroll, approval of their vacation days or sick/personal days including absences beyond {he
maxiraum allowed sick/personal days off (per employment contract and as directed by the TR Department), staff promotions, staff transfers or assignments,
school closings, lacility use and key distribution and copying, making business or Jegal contractual and/or consulting agreements on belhallof the Academy,
or Hamadch Educational Services, and/or Representation of the FIES Board President unless specifically delegated by herin writing,

CONFIBENTIALITY OF INFORMATION:

The employee shall keep confidential and not disclose, or make any use of, except for Hamadel Educational Services or the Academies® bencfit, at any
lime, either cluring or subsequent to the termination of the Employment Contract Agreement, any trade secrels, Tormulag, methods, technigues,
computations; knowledge; data or other-information of the Company and schools relating to products, pracesses, know-lov, marketing; teaching, selling
ideans, selling concepts; cqmppmg processes; customer lists, staffinformation, student namces or addresses, student parenis’ names and addresses, forecasts;
mar kelmg plans, strategies; pricing strategies, computer programs and copyrighlable or patentable materials, ur other confidential information or subject
matter pertaining to the Company's or schiools’ business, or any of its clients; customers, students, students® parents, consultants, suppliers or Affiliates,
which a Covenanter may- protluce, use, view or otherwise acquire during while engaged pursuant to this Agreement ("Proprisiary \Information”),

SKILLS/EXPERIENCE: _

¢ Oral comprehension & expression skills, written comprehension & expression skills, visual acuity , speech ¢larity & recognition
skills, interpersonal communication skills, organization and planning skills, professionalism, computer literacy, keyboard skills,
time management skills

EDUCATION/TRAINING:
* Minimum a Bachelor’s degree in Human Resources or relfated field or an equivalent combination of education and experience.
= Thorough understanding of Michigan Iluman Resource regulations and requirements
» A minimum of three years professional experience in Human Resources and/or supervision
= Must meet continuing education requirernents 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 employec to successfully peiforin the essential fusictions ofthis job.
The ability to perform the fanctions by sitting or standing for cxtended periods of time. The employee occasionally is required to manually
move, lift, carry, pull, or push objects up 10 25 pounds in addition to occasional stooping, bending, and reaching

Issued and Approved by: L
Name and Tiile: Signature:
Employee Name and Title: Signature:

Hamadeh Educational Services, fnc. is an equal opportunity employer.
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Job Title: Teacher and Instructional Coach Department: Academic - Tnstruction

Supervisor: Principal Employer: Hamadeh Educational Services (HES)

BASIC FUMNCTION:

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 achicvement, and building teacher capacity; guides the development and effective implementation of the Disiricl and Schaol
Improvement Plan (8IP) in accordance with the stated mission and vision of the Academy. The Instructional Coach werks as a colleague with classroom {eachers
to support student learning.  Duties will focus on individual and group professional development that will develop the understanding of researched-based
instruction. Tn order to focus on professional development, the fnstructional 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).

» Createsa classtoom environment that is conducive to Jearning and appropriate to the maturily-and interests of the students.

s Prepares and implements lesson plans that are aligned willh curricufuin maps for the grade level/subjecl, dreh, and include aclivities for differentiafed nstruction
to meet the varicd learning styles, abilitics and needs of students in a culturally sensitive environment

Instructional Coaclt

«. Serves as the voach and mentor in the core subject area(s) to facilitate differentiated histruction and collaboration among the teachers.

o Facilitates the proper constrietion of benchmark fessons; pluns and manages the devélopment of standards-based curriculum, instruction and assessnient plans
and strategics.

o Facilitates the offective use of all core subjeci(s) textbooks, resources and instructional smaterials. to meet the curriculum goals and coordinates the
creationfupdating of themes/units within the core subject(s).

» Serves as the facilitator for the core subject(s) by idéntifying and assisting in the adoption of curriculum resources and maintaining inventory.

o Facilitates the development of an annual core subjeci(s) plan with clearly stated goals und objéetives.

& Fagilitales the purchase and requisition of instructional malerials to support teachers-and the SIP goals.

a: Works collaboratively. with team members on curriculum and instructional planning, depariment plamning; and will accept.and aet upon feedback from
supervisor.

a Collaborates with administrators and teachers to ensure the proper implementation-of the school’s assessment program (Standardized and others types)

SUPERVISION AND IMPLEMENTATION

Teacher

e Mects and instructs assigned classes in the locations and a times designated. Takes all:necessary and reasonable précautions to prolect students, equipment,
materials and facilities,

o Bncourages students to set.and inaintain standards of classioom behavior.

» Guides the learning process loward the achievement of curriculzm goals and in harmony with the goals.

» Bstablishes clear objectives for all lessons, unils, projects and the Tike to communicate these objectives lo students.

Employs a varicty of insfructional 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 classtoom roulines and procedures that inaxXiinize instructional time dnd enhance the learning environment.

Provides differentiated instruction to meel the individual nceds and abilities of students.

» Intégrates appropriate fechnology tools and fesources in planning and instruction to engage all students-and promole leaming and compuler literacy.

Tustructional Coacl :

o Serves as a resource to the schonl improvement committees and works with adininistrators to develop, implement and evalvate the school’s continuous
jmprovement plan.

s Observes, provides guidance and support Lo assigned colleagues and participate in the fonmal evaluation process.

Coordinatés communication and planning dmong all leaming comminiities and serve as the coordinator for the Acadeniy’s curriculun in the assigiied subjeet

area of specialty.

o Coaches and mentors the teachers based on classropm observations and on teaching practices/lechimiques on a continual basis;

» Demonstrates leadership qualities by sctting a personal example at high standards in all regards.

PROFESSIONAL LEARNING OPPORTUNITIES (PL.Os)

& Participatis in and provides professional learning opportumilies that will enhance studént achievement through improved lesson planning, curriculum alignment,
implementation and student assessment. ’

o Assists in the coordination of all school based PLOs linked to individual professional development plans, the SIP and individualized action plans.

a Participales in and provides Professional Leaming Opportunities focused on data anatysis of student achievement.

s Participates in the SIP activities consistent with the SIP and the Academy’s mission and guidelines.

Attends and consistently contributes to the success of stalf meetings, professional development sessions and action iterns.

Follows [cedback from supervisor and school leaders hased on professional methods.consistent with the SIP, Academy’s mission, best practices and Michigan

expectation.

a Sets and reaches own goals for selt-improvement consistent with the job requirements and/or school needs.

RESULTS AND DATA MANAGEMENT

Teacher

& Assesses the accomplishments of students on a regular basis, sceking the assistance of District specialist as required.

s Diagnoses the learning disabilities of students on a regular basis, seeking the assistance of Distriet specialist as required,

s Plans and adminislers various assessments to evaluate students” performiance, including portfolivs/presentations/ projects/achicvement series/tests).
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= Analyzes students’ test results and data, and uses the resulls to advance students® achicvement by cstablishing and implementing instruction and improvement
plans.

» Recognizes and promotes student achicvement by posting student work, parental contacts, and providing incentives and awards.

Instructional Coach

s Guides, mentors and supports staff and ensures timely follow up and accountability through ongoing classroom observations, walkthroughs and stalf’
cvaluations,

« Collects data, and establishes improvement plans based on varied student assessiment results.

s Encourages and supports a process of properly reviswing and analyzing classroom assessment results, as well as sharing them with students and parents.

s Assesses cumiculum alignmeni through analysis of standardized assessments, district wide assessment data, Michigan standard exams, benchmarks, and Grade
Level Content Expectations (GLCES).

REPORTING AND COMPLIANCE

Teacler

= Maintains accurate, complete, and coméét records as requited by law, district policy, and administrative regutalion.

«  Assists the administration in implementing all policies and/or rulesgoverning student fife and conduct

= Develops and implements reasonable rules and procedures for classroom behavior, and maintains order  in the classtoom in a fair and just manner.

s Maintains accurate and up-to date records ofistudents’ woik and résults by constantly updating students” portfolios and Power School records.

a Completes and submits all required updated reports per specifications (lesson plans, student attendance, portfalies, correspondence, grade book, lesson plan
records, Progress Reports; logs, ete.):

Instructional Coach

= Creates and maintains an accurate and organized systemt for-docimenting and cormmunicating school and subject expectations and teacher evaluations.

& Accurately conipletes and submits in a timely manner all requiréd reports per specifications.

PROTESSTIONAL QUALLITIES

& Participates in commitiees that eontribuic to a more positive leaming environment.

o Attends all Parent-Teacher Conferences, open houses, and orientations,

s Establishes and maintains positive inferpersonal relationships with all children, parénts/puardians, and fellow staff.

= Performs all duties with quality, efficiéncy, with the highest ethics, and dedication to the Academices and their Management.
s Performs other duties as may be assigned by:the Principal or Superintendent or her designee.

SAFETY LEGISLATION:

HES is commnitted to the maximum safety of its students and cmployees. 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 Jannary 1, 2006, subsnit criminal backgroond
checks for all full-time and part-time employees and for individuals-assighed to regularly and continuously work under contvact in the Acadeny prior fo the first-day
of employment.

APPROVALS:

All activities must be pre-approved by the immediale 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. Activilies that involve any buisiness
‘contractual agreements or monetary cost must be pre-approved by the HES President or Vice President and may need to be preserited to the Academy. Board for final
approval,

EXCLUSIONS:

The responsibility does not inctude hiring or firing of staff. All purchases must be pre-approved by the Superinteodent aud HES President. The responsibility- does not
inchide making decisions regarding staff bewefits, payroll, approval of their vacation days or sick/personal days inchiding absenices beyond the maxinmun allowed
sick/personal days off (per employment contact and as directed by the HR Department), staft promotions, staft transfers or assignmciis; school closings, facility vse
and key distribution and copying, making business or legal confractual andfor consulting agrecments on behalf of the Academy, or Hamadeh Educational Services,
and/or Representation of the HES Board President wnless specifically delegated by her in wiiting,

CONFIDENTIALITY OF INFORMATION:

Ihe employe¢ shall kéep confidential and not disclose, or iake any use of, except for Hamadeh Educational Services or the Acadeniics’ benefit, at any lime,
either during or subsequent to the termination of the Employment Confract Agrecent, any trade secrels, formulae, methods, techniques, computations,
knowledge, dala or other information of the Company and schools relating to products, processes, know-how, markefing, leaching, sclling ideas, selling
concepts, cquipping processes, customer lists; statf information, student names or addresses, student parents’ names aud addresses, forecasts, marketing plans,
strategics, pricing strategies, computet prograns dnd copyrightable or patentable materials, or other confidential information or subject matter pertdining to the
Company's or schools' business, or any. of its clients; customers, students, studénts’ parents, consultants; suppliers or Affiliutes, which a Covenanter may
produce, uss, view or otberwise acquire during while engaged pursvant 1o this Agreement ("Proprietary- Unformation™).

SKILLS/EXPERIENCE
o Oral comprchension & expression skills, written comprehension & expression skills, visual acuity , speech clarity & recognition skills, interpersonal
communication skills, organization and planning skills, professionalisia, computer liferacy, 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 cxperience.
» Thorough knowledge of Michigan Core Curticuium

e A minimum of three ycars professional experience in an educational setting,

s 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. The ability lo perform
the lunctions requires:sitting or standing for extended periods of time. The employee occasionally is required to manually mave, ift, carry, pull, ur push objects up
to 25 pounds in addition lo oceasional stooping, bending, and reaching.

Yssued and Approved by: "

. Signature:
Name and Title: ignature
Employce Name and Title: Signature:

Hamadeh Educational Services, Inc. is an equal epportunity emptoyer.
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Hamadeh Educational Services, Inc.
Job Descriplion

Job Title: Teacher Departmeni: Academic — Instruction
Sunpervisor: Principal Employer: Hamadeh Educational Services (HES)
BASIC FUNCTION:

Under the divection of the Principal, creates an educational environment and teaches an educational program where all students will have
thie. opportunity- to receive the proper guidance and insteuction, needed to promote their academic, social, mental, psychological, physical
and emotional well-being,

RESPONSIBILITIES:
DEPARTMENT PLANNING AND IMPROVMENTS

&

@
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Prepares for assigned classes and shows written evidence of preparation upon request of supervisor(s).

Creates a classroom environment that is conducive (o learning and appropriate to the maturity and interests of the.stirdents.

Prepares lesson plans that ave aligned with cwriculum maps for the grade level/subject area and inclade activities for differentiated
instruction (o meet the varicd leaming styles, abilities, and needs of students in a culturally sensitive environment.

Proactively participates in department improvement plan by sharing ideas and inpuf to enhance serviees and program.

Plans and implements individual and group learning sessions 1o guide and assist students as needed,

Plans and implcments appropriate measures to address crisis situations.

Researches best practices and identifies resources ta-supplement class-instroction for students with special needs.

SUPERVISION.AND IMPLEMENTATION

2

8 & B B

Meeis:aiid instructs assigned clagses in the locations-and at times designated, taking all necessary and reasonable precaulions to protect
students, equipment, materials, and facilities.

Tincourages students to set and maintain standards of classroor behavior.

Guides the fearning process toward the achicvement of curriculum goals and in harmony with the goals.

Establishes olcar objectives for all lessons, units, projects and the like to communicale these objectives to shudents.

Employs a varicty of instructional techniques and instructional media; consistent with the physical limitations of the location provided
and the needs.and capabililics of the individuals or student groups involved.

s Strives to implement, by instructions and action, the Beard's philosophy of education and instructional goals and objects.
* Implements classroom routines and proeedures 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 resourees in planning and instruction to engage all students 4nd promote. learning and
computer liferacy.

PROFESSIONAL LEARNING OPPORTUNITIES (P1.0s)

s Participates in the School Tmprovement Plan (SIP) activitics consistent with the SIF and the Academy’s mission and guidelines.
Adttends and congistently contributes to the success of staff meetings, professional development sessions, aind action items.

Utilizes supervisor; school leader and stakeholder feedback to improve own and departiment performance consistent with the SIP, the
Aeademy’s mission, best practice and Michigan expectations;

Plans and reaches own goals for scl{-improvement consistent with the job requiremeits and/or Academy néeds;

Plans, provides or facilitates appropriate student, stalf and parents training consistent with the STP, TEP's-and departnient needs,

-Ensures timely aud complete. participation in and documentation of PLOs where applicable.

Attends mieetings, activitics and training as nceded and seeks opportunities and mentoring from designated staff for growth and
professional development and effectively implements new teaching strategies.

RESULTS AND DATA MANAGEMENT

e

L
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Assesses the accomplishments of individual students on a regular basis, seeking Lhe assistance of district specialist as required.
Idcntifies the lcarning disabilitics of students on a regular basis, secking the assistance of district specialist as required.

Participates in child study team meetings, IEP meetings and develops and implements lessons consistent with the IEP requireinents,
Plans and administers various assessments to evaluate students’ performance, including portfolios/presentations/prajects/Achievement
Series/tests.

Analyzes students’ test results and data, and uses the results o advance students’ achievement by establishing and implementing
instruction and improvement plans,

Uses data to effectively impact decision-making, goal setting and planning in the best interest of students and the Academy.
Congistently upd'alcs, tracks and analyzes data to inform progress or needed changes in academic achievement.

Recognizes and promotes student achievement by posting student work, parental contacts, and providing incentives and awards.

REPORTING AND COMPLIANCE

@

@
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Maintains accurale, cotplete, and coneet records as required by law, district policy, and administrative regulation.
Assists the administration in implementing ail policies and/or rules governing student life and conduet.
Develops reasonable rules und procedures for classroom bebavior, and maintains order in the classroom in a fair and jost manuer.
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» Maintains up-to date records of students’ work and results by constantly updating students’ portfolios and PowerSchool records.

« Completes and submits all required updated reports per specifications (Jesson plans, student attendance, portfolios, correspondence,
grade bool, lesson plan records, progress repotts, logs, ete.) Co

= Complies with all the district, Academy and department-wide policies and duily routines and guidelines.

PROFESSIOMAL QUALITIES
= Participales in school committees that contribute to a more positive leaming environment.
¢ Participates collaboratively in school functions, activities, and commitiees and attends parent-leacher conferences, open houses, and
orientalions.
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 ¢onflicts ctiectively.
Establishes and maintains positive team spirit among all staff and the administration,
Follows an organizational system for documenting and communicaling student progress and concerns with stakeholders.
« Atlends to assignments punctually and considers the impact of hisfher atiendance on shident achievement.
e Performs all duties with quality, efficiency and dedication 1o the Acadenty and its management.
e Performs other duties as may be assignéd in writing by the Principal or Superintendent or her/his designee.
e Chamnels concerns to administration (or solutions.

SAFETY LEGISLATION: )

HES is committed to the maximun safety of its students and employees. HES will comply with the "School Salety" legisiation (2005 PA
129-131 and 138) enacted in law effective January 1, 2006, As a ¢ondition ¢f employment, HES will require that each new employee hired
after January ¥, 2006, submit criminal background checks for all fall-time: and part-time employces and for individuals assigued to
regularly and continvously work under contract in the Academy prior to the first day of employment.

APPROVALS:

Al 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 policics or as may be delegated by the:Chiel Operating Officer, HES Vice Presidentor by the HES President in-writing: Activities (hat
invelve any business conlvactual agreements or mwonetary cost must be pre-approved by thie FIES President or Vice President and may peed to be
presented to the Academy Board for (inal approval,

EXCLUSIONS:

“The respousibility does not include hiring or firing of staff. All purchases must bs pre-approved by the Superintendent.and HES President. The
responsibility does not include miking 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 euiployment contract and as dirccted by the IR Department), staff promotions,
stafY 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 Mamadeh Fducdtional Services, and/or Representation of the HES Board Presidert unless specifically
delégated by her in writing.

&

&

@

&

CONFIDENTIALITY OF INFORMATION
The employee shall keep confidential and nat disclose, or make any use of; except for Hamadeh' Bducational Services or the Academies’
benefit, at any time, either during or subsequent to the termination of the Employnient Contract:Agresment, any trade secrets, formulae,
methods, techniques, computations, kilowlédge, data or other information of the Company and schools re{atixig to -products, processes,
- know-bow, 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, compuler programs and
copyrightable or patentable materials, or other confidential information or subjeet matler pertaining to the Company's or schools' business,
orany of its clients, customers, students, students’® parents, consultants, suippliers or Affiliates, which a Covenanter may produce, use, view
or otherwise acquire during while engaged pursuant to this Agreement ("Proprietary \Information).

SKILLS/EXPERIENCE: :

e Oral comprehension. & expression skillg, wiitten comprehension & expression skills, visual acuity-, speech clarity & recognition skills,
interpersonal  communication skills, organization and: planning skills, professionalism, computer literacy, koyhoard skills, time
management skills

EDUCATION/TRAINING:
e Must hold at least a Bachelor’s Degree
= Tull State Centification in the subjeet andfor grade level(s) being assigned to teach including passing a state mindated comprehensive
skill agsessment and all other examination(s) required by Section 1531 of the revised school code
e Official Transcripts must be provided. Transeripts from a foreign University mugt be evaluated by -an MDE aceredited evaluation
entity-for US eredit/degree equivalency.

PHYSICAL DEMANDS:

The physical demands are representative of those thut must be met by an cmployee to successfully porform the cssential tunctions of this
Jjob. The ubility to perform the functions requires sitting or standing for extended periods of time. The eraployce occasiovally is required to
manualtly move, lift, carry, pull, or push objects up Lo 25 pounds in addition to occasional stooping, bending, and reaching,

Issued and Approved by: - "
Name and title : Signature:
Employee Name and titie ¢ Signature:

Mamadeh Edncational Services, Ince. is an equal spportunity employer.
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JOb' Title: Technical Support & Implementation Department: Administration

Assistant

Supervisor: Chief Teclhmology Officer (CTO) Employer: Hamadeh Educational Services (HES)
BASIC FUNCTION:

To perform various technical support tasks as assigned by the Chief Technology Officer (CTO) and HES President with utmost efficiency and
accuracy.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

e Provides Power School training for staff and monitors server activity making sure it is running properly.

» Occasionally assists. in the scheduling: of technology equipments’ use for school events ensuring that equipment is available and in good
working order,

» Video tapes schoof events as required throughout the school year,

Takes photos of all staff and students at the beginning of the school year and as new staff and studentsjoin throughout the school year,

Prints and manages all 1D Cards, including make-ups throughout the entire school year,

Tollows all duties and assignments directed by the CTO only and not by the staff directly.

Ensures all assignments are.given a priority code with | being the highest and completes assignments aecording to priority code.

Denionstrates flexibility in cormipleting other tasks assigned by the CTO or Superintendent

Assists CTO in specialized project implementation

Ensures projects are exccuted correctly and implemented with accuracy and fidelity

&

S

§ B & 2 @

SUPERVISION AND IMPLEMENTATION
« Ensures that all workstations are running properly, have internet access, have. access to a printer nearby, and have all needed software patches.

e Fnsures that all workstations are physically clean and in good working order Ensures that all printers are connecled and installed properly,
mk/toner inclided.

¢ ‘Proubleshoots any hardware or software problems that.may arise;

o Takes charge of all iechnology cquipment-and scheduling such as. video cameras, digital cameras, VCR’s, DVD Playeis, 1'V’s, etc. ensuring
they are in good condition and have charged batterics

= Removes irrelevant OEM installed software such as-Qutlook Express, fostant Messenger, MSN Exployer, Dell Help, and any other useless
Startup programs.

e Sets up and installs any new/used machine and/or printer in the appropriate classroom or office and installs essential software such as
autivirus, office suite, PDF reader, firewall client; ete.

s Completes System Scan for viruses, defragmentation, Spy-ware, worms, and makes sure network (ile-sharing is kept to-a minimum to avoid
OVer-exposure.

PROTVESSIONAL LEARNING OPPORTUNITIES (PLO5)

e Attends all school events and activities as may be directed by the HES Président or CTO, such as Parent-Teacher Conferences, opein houses,
arientations, PTOmeetings, Athletic Mectings, and events.

e Attends meelings, seminars, workshops and training as directed and efféctively implements new strategies.

s Ensures timely and complete participation in and docinnentation of meeting and PLOs where applicable.

s Provides stafl with training scssions as assigned by the CTO or HES President,

o Assists, redirects and guides staff, students and parents as necessary to ensuré the smooth operation of the school.

= Utilizes feedback from C'TO and sehool leaders based on professional methods in the best inlerest of students and the school,

o Takes initiative and formulates self-improvement-goals aligned with job requirements and/or support of HES mission and vision,

RESULTS AND DATA MANAGEMENT

» Completes setup and configuration of email addresses and Users and Group pelicies set by CTO.

= Monitors network and server status at all locations making sure all services are running properly and network security is intact, including both
intranct and interpel security.

Ensures correct wiring and stance of all lab workstations and speakers, per CTO’s specifications takes place,

s Maintains Academics websites and constantly updates arcas including but not fimited to “Current News,” “Students Links,” “Staff Links,”
“Parent Links,” “Luanch Mcnus,” “Pictures,” ete.

= Keeps ink/toner log for each printer.

o Assists CTO in large, school-wide projects incliding, but not limited to Student 1D Cards, Staff D Cards, Jollet Library Software
configuration and patron maintenance, waster clock configuration, phone system coufiguration, email/username/printing training, copier
machine user sctup codes, and overall tlechnology equipment maintenance,
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REPORTING AND COMPLIANCE

= Qccasionally assists in following up with SRS/ UIC data,

= Creates-and runs reports in Power School as needed,

 ‘limely and accarately enters and imports into Power Schoo! data pertaining lo shidents, festing results, scheduling, and staf{ information.
e Reports any damages as a result of megligence by staff or students to supervisor.

e Responds to written or verbal requests within -2 school days.

Submits formal requests to supervisor for items that need purchasing such as soflware or bardware for out-pi-warranty computers,
Submits weekly reports to the CTO at the end of the day on Thursdays through email,

Complics with all District, school, and departmental policies; upholds the employment and FERPA protections of confidentiality and proper
daily operations

s Provides CTO with timely project updates

&

¢

&

PROFESSIONAL QUALITIES

= Maintains good customer service and positive communication with administration, staf¥, students, parents/guardians and-comyunity.
= Uses, manages, stores, and analyzes data effectively and appropriately. ‘

e Creates and compases menios and letters 10 appropriate parents, students or staff.

= Maintains confidentiality of communication and only discusses malters with the appropriate individuals.

= DPerforms all duties with quality, efficiency and commitment fo the schools and their Management.

e Performsother dutics as may be assigned by the HES President or CTO.

» Demonstrates flexibilily to irregular hours and unscheduled assignments and/or placements

SAFETY LEGISLATION:

HES is committed to the maximum safety of its students and employces. HES will comply with the "Schaol Safety” legislation (2005 PA 129-131 and
138) enacted in law effective January 1, 2006. As a condition-of employment, FTES will require that cach new employée hired after January 1, 2000,
submit criminal background ¢hecks 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 tirst day of employment.

APPROVALS:

All activities must be pre-approved by the immediate supervisor before their final implementation as may be consistent with (e policies in the OPM
Manual and policies or ds may be delegated by the Chief Operating Officer, HES Vice President or by the HES President in writing., Activities that
involve afy business contractunl agreements or monctary cost must be pre-approved by the HIES 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 Superintenderit and HES President. The
responsibility does not include making decisions regarding stafT benefits, payroll, approval of their vatation days or siclk/persoiial days including absences
beyond the maxjmum allowed sick/personal days off (per employment contract and as directed by the FR Departruent), staff promotions, siaff transfers or
assighments, school ¢losings, 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 eniployee shall keep conlidential and riot disclose, or make any ise 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, [ormulag, methods; techniques,
tomputations, knowledge, data or other information of the Company and schools. relating 1o produets; processes, know-how, parkeling, teaching,
selling ideas, selling concepts, equipping: processes, custoruer lists, staft information, -student names or addresses, student parents’ naines and
addresses, forecasts, marketing plans, steategies, pricing strategies, computer programs and copyrightable or patentable materials; or other conlidential
information or subject matter pertaining to the Company's or schools' business, or any of’its clients; customers, students, students® pavents, consultants,
suppliers-or Adftiliates, which a Covensnter may produce, use, view or otherwise acquire during while engaged pursuant’ to ‘this Agreement
("Proprietary \Information”).

SKILLS/EXPERIENCE:

o Oral comprehension & expression skills, written comprehension & expression  skills, visual acuity , speech clarity & recognition skills,
interpersonal conuriunication skills, organizalion and plaaning skills, professionalism, computer literacy, keyboard-skills, time management
skills

EDUCATION AND TRAINING:

« [Iigh Schoof Diploma or General Education Degree (GED).

= Minimum two years® 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 cmployee to successfally perlorm the cssential functions of this job.
The ability to perform the functions requires sitting or standing for extended periods of timé, The cinployee occasionally is requived to manually
maove, 1ilt, carry, pull, or push objects up to 25 pounds in addition to occasional stooping, bending, crouching, crawling, kneeling, balancing,
climbing and reaching. Must work indoors and eutdoors year-round.

Issued and Approved by: Sienat

N i
Name and Title : tgnature
Employee Name and Fitle; Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer.
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Job Title: Technical Support Coordinator Depariment: Administration

Supervisor: Chief Technology Officer (CTO) Emplayer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
To perform various technical support tasks as assigned by the Chief Technology Officer (CTO) and HES President with utmost efficiency and
aceuracy.

RESPONSIBILITIES:

DEPARTMENT PLANNING AND IMPROVEMENTS

)

©

Coordimates the overall technofogy activities in thie building in accordanee with guidelines established by Chief Technology O fficer

Completes Systemn Scan for Viruses, Defragmentation, Spy-ware; worms, and makes sure network file-sharing is kept o a minimum to avoid over-
éxposure, '

Provides Power School training for staff and monitors server-activity making sure it is running properly,

Schedules Technology equipment’s use for school events, and ensures that cquipment arg available and.in good shape.

Video tapes school cvents as required throughout the school year.

Takes photos of all staff and students at the beginning of the school year, and ay new staff and students join during the school year.

Prints all 1D Cards, including make-ups throughout the entire school year.

Handles and completes assignments compleles assignments based on priority code.

Deinonstrates flexibility in completing other tasks assigned by the CTO or HES' President and assists CTO in large school-wide projects.

SUPERVISION AND IMPLEMENTATION

Assisis the Chief Technojogy Officer in coordinating technology maintenance and support services at the building

Ensures that all workstations are running properly; have internet access, have access to a prisitér nearby, and liave all needed software patches.
Ensures ihat all workstations are physically clean and well maintained.

Ensures that all printers-are connected and installed properly, ink/toner included,

Troublestioots any hardwate or soflware.problems that way arise.

Oversees scheduling of technology equipment including but not Limited to video cameras, digital cameras, VCR’s, DVD Players, TV’s, ctc.
ensuring they are in good condition and have charged batteries

Removes irrelevant OEM installed software such as Outlook Express, Instant Messenger, MSN Explorer, Dell Help, and any other Startup
programs fhat are not needed.

Sets up and installs equipment and printers in the appropriate. classrooti-oroffice and iustalls essential software such as antiviris, office snite, PDF
reader, firewall client, ete.

PROFESSIONAL LEARNING OPPORTUNITIES (21.03)

®

Attends all school events and activities as may be divected by the HES President or CTO; such as Parent-Teacher Conferences, opeir houses,
orientations, PTO meetings, athletic meetings, events, and as may be directed

Attends meetings, seminars, workshops and training as dirécted and effectively implements new strategies.

Ensurées thmely and complete participation in and documentation of meeting and PL.Os where applicable.

Provides staff with training sessions as assigned by the C'I'O or HES President.

Assists, redircets and guides staff, students-and parents as nccessary to ensure the smooth operation of the school,

Utilizes feedback from C'T'O and school leaders based on professional methods in the best juterest of students and the school.

Plans and veaches own goals {or sel-improvement consistent with the job requirements and/or school needs.

RESULTS AND DATA MANAGEMENT

@

L3

e

Completes setup and configuration of email addresses and Users and Group policies set by CTQ.

Monitors network and scrver status at all locations making sure all services are running properly and nctwork security is intact, including both
intranet and internct security.

Ensures correct wiring and stance of all lab workstations and speakers; per CT'0’s specifications takes place.

Assists in maitaming Academies® websites when needed by constantly updating areas including Cument News, Students Links, Staff Links,
Parent Links, T.unch Menus, Pictures, efc.

Keeps ink/toner log for each printer.

Coordinates school-wide projects as assigned by the CTO including; but not limited to: Student D Cavds, Staf{ 1D Cards, Follet Library Software
configuration and patron Maintenance, Master Clock configuration, phone syslem configuration, email/usemame/printing training, copier machine
user setup codes, and overall technology equipment maintenance.

REPORTING AND COMPLIANCE

a

L4

Tinsures that all department activities are conducted in compliance with applicable guidelines and procedures.
Follows up with SRSD/ UIC data when nceded.
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o Creates and runs reports in Power School.

o Timely and accurately enters and imports into Power School informalion pertaining to students, testing results, scheduling, and staff.

s Receives, researches aud processes reports of damages resuliing from negligence by stalf, students or visitors. Reports such incidents fo supervisor
in a timely manner.

e Timely responds 1o requests and inquires. .

« Formally requests to supervisor, itemns thal need purchasing such as soflware or hardware for out-of-warranty computers,

2 Submits repular reports to CTO on project progress for building and keeps supervisor informed on an ongoing basis

Complics with all District, school, and departmental policies; upholds the employment and FERPA protections of confidentiality and proper daily

operations )

Maintains the integrity of the network by following the contidentiality and security guidclines.

2 Pollows cstablished rules and guidelines in daily operations.

&

&

PROFESSIONAL QUALITIES

= Uses, manages, stores, and analyzes data cffectively and appropriately.

= Creates and composes memos and letlers {o appropriate parents, students or staff,

¢ Maintains confidentiality of communication and ounly discusses maiters with the appropriate ndividuals.

e Performs all duties with quality, efficiency and dedication to the Academies and their Management.

= Tollows all dulies and assignments directed by the CTO only and not by ihe staff directly.

» Performs other dulies as may be as§igned by the ES President or CTO.

= Demonstrates flexibility to nnscheduled assignments and/or placements ensuring that assignments arc completed in a timely manner

SAFETY LEGISLATION:

HES is committed to the maximum safety of ifs students and employees. IIES will comply with the "Scheol Safety” legislation (2005 PA 129-131 and 138)
enacted in lawetlective January 1, 2006. As a condition of employment, HES will require that each new employee hired after January 1, 2006, submit crininal
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 ihe first day of employment. )

APPROVALS:

All activitics mmst be pre-approved by the immediaie supervisor before their final implementation as may be eonsistent with the policies. in the OPM Mannal
and poticies or as may be delegated by the Chief Operating Officer, HES Vice President or by the HIS President in writing, Aclivities- (hal involve any
business contractual agreeniénts 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 hirinig or firing of staff. All purehases must be pre-approved by the Superintendent and HES President. The responsibility
docs not include making decisions regarding staft benefits, payroll, approval of their vacation days or sick/personal days inclading absences beyond the
maxitim allowed siek/personal days off (per employment. contract and as directed by the R Departmient), stalf promotions, staff transfers. or assignments,
school elosings, facitily use and key distribution and copying, making business or Jegal contractual and/or consulting agrecments on behalf of the Acadeny, or
Hamadeh Educational Services, and/er 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 o, except for Hamadeh Educational Services or the Acadeinies’ benelit, at any
live, either during or subsequent to the lermination of the Employment Contract Agreement, any trade secrels, formulae, methods, icchniques,
computations, knowledge, data or vther information of the Company and schools refating to produets, processes, know-how, marketing, teacliing, selling
ideas, sclling concepts, equipping processes, customer lists, stafT information, student names or addresses, student parents® namcs and addresses, forecasts,
marketing plans, sirategies; pricing strategies, compulér programs aind copyrightable of patentable materials, or other confidential information or subject
matter pertaining to the Company's or schools! business, or any of jts clients, customers, sludents, students” parents, consultants, suppliers or. Affiliales,
which a.Covenanter muy produce, use, view or otherwise acquire during while engaged pursusit to this Agrecement ("Proprietary \Infonnation™).

SKILLS/EXPERIENCE

¢ Oral comprehension & -expression skills, written comprehension & expression  skills, visual acuity | speech clarity & rccognition 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
s Minimum of Bachelor’s degree in Computer seience or related ficld plus or an equivalent combination of education and experience.

PHYSICAL DEMANDS:

The. physical demands are representative ol those that must be met by an smployee to successfully perform the essential functions of this job. The
ability to perforn the functions requires sitting or standing for extended periods of time. The employee occasjonally is required to manually move,
lift, carry, pull, or push objects up to 25 pounds in addition fo occasional stooping, bending, crouching, crawling, kneeling, balancing, climbing and
reaching. Must work indoors and outdoors year-round.

Issned and Approved by:

i Signature:
Name and Title : Signature

Employee Name and Title: Signature:

Hamadeh Educational Services, Inc. is an equal opportunity employer.
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Job Title: Techaical Support Specialist Department: Information Technology

Supervisor; Chicf Teclmology Officer (CTQ) Employer: Hamadeh Educational Services (HES)

BASIC FUNCTION:
To perform various technical support tasks as assigned by the Chiel Technology Officer (CTO) and HES President with utmost cfficiency
and accuracy

RESPONSIBILITIES:

DEPARTMENY PLANNING AND IMPROVEMENTS

= Cofpleles Systemn Scan for Viruses, Defragmentation, Spy-ware, wouns, and makes sure network file-sharing is kept to a.minipum o
avoid Over-exposure.

= Assists in providing Power School training for staff and monitors server activity making sure it is running properly.

Schiedules Technology equipment use for schodl events, and ensures that equipment is available and in good shape.

Video tapes school events as required througheut the school year.

Takes photos ofall staff and students at the beginoing of the school year, and as new staff and stadents join during the school year,

Prints afl ID Cards, including make-ups throughout the entire sihool year,

Ensures all assignments are given a priority code with 1 being the highest and completes assignments based on priority code.

&

o

o ° B

SUPERVISION AND IMPLEMENTATION

¢ Tinsures that all workstations ure running properly, have internet access, have access to a printer nearby, and have all needed software
patches.

& Tnsures that all workstations are physically clean and in  good working order and all printers are connected :and installed properly,
ink/toner included.

& Troubleshoots any hardware ot software problems that may arise.

& Takes charge of all technology ¢quipment and scheduling such as video cameras, digital cameras, VCR’s, DVD Players, TV’s, ensuring
they are in good condition and have charged batteries

o Removesdrrelevant OEM installed software such as Outlook: Express, Instant Messenger, MSN Explorer, Dell Help, and any other useless
startup programs.

e Sets up-and installs any new/used machine add/or printer in the appropriate classroom or office and installs essential soflware such as
andivirug, office suite, PDT reader, [irewal} client, ctc.

o Provides adequate training lo onboarding TSA’s, revicws and approves. timesheets and absence forms and weekly cheek-up and
‘evalualions as assigned and may be directed by the CTO.

PROFESSIONAL LEARNING OPPORTUNELIES (PLOs) .

s Attends all Academic events and activitics a5 may be directed by ‘the TIES President or the CTO; such as Parent-Feacher Conferences;
open houses, orientations, PTO meetings, athlctic mectings, events, and as may be directed

@ Aftends meetings, seminars, workshops and training as directed and cffectively implements new strategies.

= Ensures timely and complete participation in and documentation of meeting and PLOs where applicable,

e Provides staff with training sessions-as assigned by the CTO or HIS President.

¢ Assists, redicects.and guides staff; students and parents as necessary to cnsure the smooth operalion of the school.

« Utilizes teedback from the CTO and school leaders based on professional methods in the best interost of students and the school.

¢ Plans and reaches own goals. for self-improvement consistent with the job requirements and/or school néeds:

RESULTS AND DATA MANAGEMENT

e Completes setup and configuration of.cmail addresses and Users and Group policies set by the CTO,

e Monitors network and server slatus at all locations making sure all services arc running properly and network sccurily is intact, including
both intranet and internet security.

= Tinsures correct wiring and stance of all lab workstations and speakers, per the CTO’s specifications takes place,

& Assists in maintaining Academies’ websites when needed by constantly updating ureas including Current News, Students Links, Staff
Links, Parent Links, Lunch Menus, Pictures, etc.

» Keeps ink/toner log for each printer.

Assists the CTO in Inrge school-wide projects including, but not limited to: student. T cards, staff' 1D cards, Follet Library sofiware

configuration and patron miaintenance, master clock configuration, phone system configuration, emajl/username/printing {raining, copier

machine user setup codes, and overall lechnology equipment maintenance.

o

REPORTING AND COMPLIANCE

s Assists in following up with SRSD/ UIC data when needed.

e Creales and runs reports in Power School as needed.

o Timely and accurately enters and imports into Power Schoo! information pertaining 1o students, testing results, scheduling, and staff.
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5

Reports any damages as a result of negligence by staff or students to supervisor.

= Responds to wrilten or verbal requests within 1-2 school days,

Formally requests Lo supervisor, ilems that need purchasing such as sofiware or hardware for out-of-warranly computers.

Submits weekly reports to the CTO at the end of the day on Thursdays, preferably through email.

e Complics with all District, school, and departmental policies; upholds the employment and FERPA protections of confidentiality and
proper daily operations

e Follows established rules and guidelines in daily operations.

L

®

PROFESSIONAL QUALITIES

e Uses, manages, stores, and analyzes data effectively and appropriately.

» Creales and composes memos and letlers fo appropriate parents; students or staft,

¢ Maintains confidentiality of communication and only discusses matters with the. appropriate mdwxdua[b
e Performs 4l duties-with quality, eificiency and dedication fo 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 inay be assigned by the HES President or {he CTO,

= Demonstrates flexibility to unscheduled assignments.and/or placemenis

SATFETY LEGISLATION:

TES is committed to the maximum safety of its students and employces. TTES will comply with the "School Safety" legislation (2005 PA 129-131 and
138} enacted in law effective January 1, 2006. As a condition of employient, HES will require that each new employee hired afier January 1, 2006,
submil criminal background checks for all fili-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 cmployment.

APPROVAILS:

All activitics 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 apreements or monetary cdst must be pnc-'lppmved by the HES President or Viec President and may need to be
presented fo the Academy Board for final approval,

EXCLUSIONS: ] )

‘The Fesponsibility does not include hiting or firing of staft. All purchases must be pre-approved by thic Supérintendent and HES President. The

responsibility does not include making deeisions regarding staff benefits, payroll, approval of their vacation days-or sick/pevsonal days including

absences beyond the maximum allowed sick/personal days off (per employmcnt contract and-as dirceted by the HIR Department), staff promotions, slaff

tranglers - or dssignments, school closings, facility use and key distribution and copying, making: business or legal contraclual and/or consulling
agreements.on behalf of the Academy, or Hamadeh Educational Sewvices, anid/or Representation of the HES Board President unless specifically

de!cgdled by her in writing,

CONFIDENTIALITY OF INFORMATION:

‘The employee shall keep confidential and not disclose, or make any use of, except for Hamadeh Bducational Services or the Academics’ benefit, at
any (ime, cither during or subsequent to the termination of the Employment Conltract Agréement, any: trade secrets, formulae,. methods, technigues,
computations, knowledgs, data or other information of the Company. and schools refating fo products, processes, know-how, marketing, teaching,
sclling ideas; selling concepts, equipping processes, customer lists, stafl infermation; student names or addresses, student parenis’ names and
addresses, forceasts, marketing plans, strategics, pricing stralegies, computer programs. and copyrightable' or patentable materials, or ‘other
confidential. information or subject malter pertaining to the Company’s or schools' business, or any of its clients, customers, students, students’
parents, consulfants, supplicrs or: Afiliates, which a Covenanter may produce, use, view or-otherwise acquire during while engaged pursuant to this
Agreement ("Proprietary \Information”).

SKILLS/EXPERIENCE:

e Oral comprehension & expression skills, written comprehension & expression skills, visual acuity , specch clarity & recognition skills,
interpersonal  communication skills, organization and planning skills, professionalism, computer litévacy, keyboard skills, time
management skills, Technical Communication skiils, l’rmcchau'lgunentc\pulencc presentation and Technical Writing skills

EDUCATION/TRAINING:
o Minimum of Bachelor’s Degree in Computer Seience or related field plus or an équivalent combination of education and experience.

PHYSICAL DEMANDS:

The physical demands ase representative of those that must be met by an employce 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 rcaching.

Issued and Approved by: o
Name and Title : Signature:
Employee Name and Title: Signature:

Hamadeh Educational Services, Tne. is an equal opportunity employer.
Page 2 of 2
July 2017
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Educational Service Provider Agreement

The Academy’s Educational Service Provider Agreement is not yet complete. The Academy
shall submit a revised Educational Service Provider Agreement to the Charter Schools Office by
August 31, 2018. Upon completion, the Academy shall submit a copy of the executed
Educational Service Provider Agreement to the Charter Schools Office, which the Charter
Schools Office will then submit to the Michigan Department of Education.
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Star International Academy
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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 the Star
International Academy ("Academy™) is as follows:

Site A:

Address: 24425 Hass
Dearborn Heights, MI 48127

General Description; 24425 Hass is a two-story brick facility that contains approximately 124,000
sq. ft. of space. The building contains 49 classrooms, 27 offices, 16 gang restrooms, 12 individual
restrooms, two gymnasiums, two computer labs, a cafeteria, full kitchen, library, nurse's room, art
room, two music rooms, home economics room, two locker rooms with showers, two staff lounges,
seven custodial closets, an clevator and mechanical and electrical rooms.

Term of Use: Term of Contract.

Configuration of Grade Levels: Third through twelfth grade

Name of School District and Intermediate School District;

Local: Crestwood School District
1ISD: Wayne RESA

Site B:

Address: 24480 George Street
Dearborn Heights, M1 48127

General Description: 24480 George is a two-story brick facility that contains approximately 39,000
sq. ft. The facility contains 19 classrooms, eight offices, four gang restrooms, 12 individual
restrooms, gymnasium/cafeteria/multi-purpose room, full kitchen, computer lab, staff lounge, special
student services, nurse's room, a library, storage, elevator, electrical and mechanical rooms.

Term of Use: Term of Contract.

Configuration of Grade Levels: Pre-Kindergarten through second grade

6-1



Name of School District and Intermediate School Dislrict:

Local: Crestwood School District
ISD: Wayne RESA
Site C:
Address: 6163 Fenton
Dearborn Heights, M1 48127

General Description: 6163 Fenton (Athletic Field) is a state of the art artificial field with football, soccer,
baseball, softball, track, two 2,000 sq. ft. facilities that include a training room, two locker rooms,
kitchen/concession, offices, storage, and six individual restrooms.

Term of Use: Term of Contract.

Configuration of Grade Levels: N/A

Name of School District and Intermediate School District;

Local: Crestwood School District
ISD: Wayne RESA

Site D:

Address: 45081 Geddes Road, 45165 Geddes Road and 45007 Geddes Road
Canton, M} 48188

General Description: The site consists of a one-story facility that contains approximately 30,000 square
feet of space located on 12 acres of Jand. The exterior of the building is brick and has no basement. The
facility contains 24 classrooms, 2 girls and 2 boys restrooms, 4 in-class/office restrooms, a sanctuary,
storage rooms, and offices. The building will be updated to meet any new school codes and to include a
cafeteria in the sanctuary, a new kitchen, a new Gymnasium, additional restroom for boys and girls and all
sex restrooms to accommodate the LGBTQ students' needs if any, a science lab, an art room, computer lab,
a music room to accommodate up to 700 students and a separate, but onsite 20,000 square foot
Admministrative offices building. Note: The Administrative office building will replace the current Central
Office building in Dearborn Heights once constructed. It is the intent to eventually sell the current Central
Office building in Dearborn Heights to facilitate the relocation of the Central Offices for Star International
Academy to Canton, MI.

Term of Use: Term of Contract.

Configuration of Grade Levels: Pre-Kindergarten through eighth grade

Name of School District and Intimidate School District:

Local: Wayne-Westland School District
ISD: Wayne RES



Site E:

Address: 6919 N. Waverly
Dearborn Heights, M1 48127

General Description; Central Office

Term of Use: Tenn of Contract.

Configuration of Grade Levels: N/A

Name of School District and Intermediate School District:

Local: Crestwood School District
1SD: Wayne 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.

Size of building

Floor Plan

Description of Rooms

Copy of lease or purchase agreement

oSow>

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 cases of disagreement, the Academy may not begin operations without the consent of the
College Board.

5. 1f 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 amended
pursuant to Article 1X 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 the site. Any change in the configuration
of grade levels at the site requires an amendment to this Schedule 6 pursuant to Article 1X of the
Terms and Conditions of Contract set forth above.
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. CERTIFICATE OF USE AND OCCUPANCY

PERMANENT

Michigan Depurtment of Labor & Fconensle Growth
. Bureau of Constryetion Codes & Fire Safety/Building Division -
- - 7. 0. Box 30254

-+ i+ Lanusing, MI 48909
CooLnr T (SLmy 2419317

Building Peruiit No, LB019893
. StarXaternational Academy
; 24425 Hass 7
Deirborn, Michigan
2

siove nined bl of Use Grau & 4nd Constirin Type 28 is upproved for ide
ceupincy: o LR 2YpE S8 1 spproved




CERTIFICATE OF USE AND OCCUPANCY

PERMANENT

Miehiguu Department of Enerizy, Labor & Eeanommie Growil
Bitrenit of Construetion de_‘cn/Bnilding Division
. 0. Box 30254 e o
Lansing, MI 48900 - R
(517)242:9317

Buildiog Pepmit No. BU23712 T PP , :
‘Btar Latérontional Acrdemy/Concessions o G
24425 Hays Road
Dearbovn Helghis, Michigan
Wayne Colaty

The shave napaed building of Use Graup A38 apd Consfinction Fype 31 s approved fox use
nnd secopancy.

THIS APPROVAL IS GRANTED UNDER THE AUTHORITY OF SECTIONS 13
OF_ACT 230 OF THE PUBLIC ACTS OY 1972, A5 AMENDED, BEING §125.1513
OF THE lV[[CHIGAN COMPILED: LAWS, AND, IN ACCORDANCE WITH.
SECTION 110.0 OF'THE STATE BUILDING CODE. THIS SHALL -SUPERSEDE
AND VOID ANY PREVIOUS AI‘PROVAL OF USE AND OCCUPANCY.

Mareh 18,2010

Larry Lobman, Chief
Charles J8, Curtis; Assistant Chief
Bl_i'ilding Divistoxx

o et s+ e . vdenean emnave,




CERTIFICATE OF USE AND OCCUPANCY

PERMANENT

Michigan Department of Energy, Labor & Economic Growth
Bureau of Construction Codes/Building Division RN
P. O. Box 30254
Lansing, M1 48909
(317) 241-9317

MAR S0 2630

Building Permit No. BD28709
Star Internntional Academy/Team Building
24425 Hass Road
Dearborn Heights, Michigan
Wayne County

The above named building of Use Group A3B and Construetion Type 3B is approved for use
and occupancy. ’

THIS APPROVAL IS GRANTED UNDER THE AUTHORITY OF SECTIONS 13
OF ACT 230 OF THE PUBLIC ACTS OF 1972, AS AMENDED, BEING §125.1513
OF THE MICHIGAN COMPILED LAWS, AND, IN ACCORDANCE WITH
SECTION 110.0 OF THE STATE BUILDING CODE. THJS SHALL SUPERSEDE
AND VOID ANY PREVIOUS APPROVAL OF USE AND OCCUPANCY.

Larry Lehman, Chief
Charles Il. Curtis, Assistant Chief
Building Division

Mareh 18,2010







L2TBY Bl “SIUBI8Y WI0gIR3Q 182415 381020 0RYpE
Awspeay [euoneuIalUy 483G




CERTIFICATE OF USE AND OCCUPANCY

PERMANENT

Michigan Department of Labor & Economic Growth
Bureau of Construction Codes/Building Division
P. O. Box 30254
Lansing, M1 48909
(517) 241-9317

Building Permit No. B024798
Star International Academy
a/k/a Universal Learning Academy
24480 George Street
Dearboxn Heights, Michigan
Wayne County

‘The above named building of Use Group E and Construction Type 2B is approved for use

and occupancy.

THIS APPROVAL 1S GRANTED UNDER THE AUTHORITY OF SECTIONS 13
OF ACT 230 OF THE PUBLIC ACTS OF 1972, AS AMENDED, BEING §125.1513
OF THE MICHIGAN COMPILED LAWS, AND, IN ACCORDANCE WYTH
SECTION 110.0 OF THE STATE BUILDING CODE. THIS SHALL SUPERSEDE

AND VOID ANY PREVIOUS APPROVAL OF USE AND OCCUPANCY.

@ \ WM April 24, 2008

Larxry Lehm{g‘, Chief
Charles E. Curtis, Assistant Chief’
Building Division
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CERTIFICATE OF USE AND OCCUPANCY

PERMANENT

Michigan Department of Labor & Economic Growth
Burean of Construction Codes/Building Division
P. 0. Box 30254
Lansing, MI 48909
(517) 241-9317

Building Permit No. B024798
Star Internationat Academy
a/l/a Universal Learning Acadery
24480 Geoxge Stxeet
Dearhorn Heights, Michigan
Wayne County

The above named building of Use Group E and Construction Type 2B is approved for use
and oceupancy.

THIS APPROVAL 1S GRANTED UNDER THE AUTHORITY OF SECTIONS 13
OF ACT 230 OF THE PUBLIC ACTS OF 1972, AS AMENDED, BEING §125.1513
OF THE MICHIGAN COMPILED LAWS, AND, IN ACCORDANCE WITH
SECTION 110.0 OF THE STATE BUILDING CODE. THIS SHALYX SUPERSEDE
AND VOIN ANY PREVIOUS APPROVAL OF USE AND OCCUPANCY,

¢ ﬁ Wm April 24, 2008

Larry Lehm4y| Chief
Charles E. Curiis, Assistant Chief
Building Division




CERTIFICATE OF USE AND OCCUPANCY

PERMANENT

Michigan Department of Liber' & Economic Growth
Burgdn of Consimehon Codes/Building Division
“P. 0. Box 30254

Tansing, MI 48909
(517) 241-9317.

Tho above named bmldmg of Use. Group E. and Constructmn Type-2B is approved for use.

and occiipancy,

THIS APPROVAL 1S GRANTED. UNDER THE AUTHORITY OF SECTIONS 13
'OF 1972, A8 AMENDED, BEING §125.1513
LAWS; AND IN' ACCORDANCE, WITH
SECTION 110.0:0F THE' STATE B) TEDING CODR. THIS SHALE, SUPERSEDE

OF ACT 230 OF THE PUBLIC..
OF . THE MICHIGAYN :COMPILED

AND VOID ANY PREVIOUS APPROVAL OF USE AND. OCCUPANCY:

. (57% M/wm _ April 24,2008
Larry Lehm{g}, Clitef

Chaxles E. €Cixtis, Assistant Chief

Building Division
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EXHIBIT A TO COVENANT DEED

LEGAL DESCRIPTION

Land Situated in the Township of Canton in the County of Wayne in the State of M1:

Parcel 1:

Part of the Northwest one-quarter of Section 34, Town 2 South, Range 8 East, described as follows:
Commencing at a point in the center of Geddes Road, which part is South 590.70 feet and South 77
degrees 09 minutes 30 seconds East 1163.07 feet from the Northwest comer of Section 34; thence South
2 degrees 34 minutes 30 seconds East 304.0 feet to a point, thence South 88 degrees 26 minutes East
192.50 feet to a point, thence North 2 degrees 04 minutes East 260 feet to the center of Geddes Road,
thence North 77 degrees 09 minutes 30 seconds West 221.0 feet along the center of Geddes Road to the
place of beginning, except any part used for

highway purposes.

Parcel 2:

All that part of the Northwest 1/4 of Section 34, Town 2 South, Range 8 East, Canton Township, Wayne
County, Michigan, described as: Beginning at a point in the centerline of Geddes Road, 66 feet wide,
which point is distant due South 590.73 feet along the West line of Section 34 and South 77 degrees 09
minutes 30 second East, 584.79 feet along the centerline of Geddes Road from the Northwest corner of
Section 34, Town 2 South, Range 8 East, Michigan; thence along the centerline of Geddes Road South
77 degrees 09 minutes 30 seconds East, 547.16 feet; thence South 2 degrees 34 minutes 30 seconds East,
566.37 feet; thence North 87 degrees 25 minutes 30 seconds East 221.12 feet; thence South 2 degrees 21
minutes 55 seconds East, 38.91 feet; thence

South 15 degrees 06 minutes West 22.13 feet; thence South 87 degrees 25 minutes 30 seconds West,
214.26 feet; thence North 2 degrees 34 minutes 30 seconds West 5.30 feet; thence due West 201.36 fect;
thence due North 60 feet thence due West 510.00 feet; thence due North 504.70 feet; thence South 77
degrees 09 minutes 30 seconds East 153.85 feet; thence due North 211.54 feet to the place of beginning.

Parcel 3:

Beginning at a point due South 590.73 feet and South 77 degrees, 09 minutes, 30 seconds, East 430.94
feet from the Northwest comer of Section 34, Town 2 South, Range 8 East, Canton Township, Wayne
County, Michigan, thence South 77 degrees, 09 minutes, 30 seconds East along the center line of
Geddes Road 153.85 fect; thence due South 211.54 feet; thence North 77 degrees, 09 minutes, 30
seconds West 153.85 feet; thence due North 211.54 feet to the point of beginning.

Also described as:

That part of the Northwest % of Section 34, Town 2 North, Range 8, described as beginning at a point
on the center line of Geddes Road, distance due South 590.73 ft. South 77 degrees 09’ 30” East 430.94
ft. from the Northwest corner of Section 34, thence South 77 degrees 09’ 30” East along said line 153.85
Ft, due South 211.54 ft., thence North 77 degrees 09” 30” West 153.85 ft, thence due North 211.54 ft. to
the point of beginning.

Tax 1d Number(s): 71-134-99-0022-000, 71-134-99-0018-000, 71-134-99-0009-000
Commonly Known As: 45081, 45007, 45165 Geddes Road , Canton, MI 48188
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CITY OF DEARBORN HEIGHTS

BUILDING & ENGINEERING DEPARTMENT 02009-01313
6045 FENTON, DEARBORN HTS., MICHIGAN 48127 Issued: 07/31/09

(313) 791 3470
IFull Certificate Of Occupancy

VERLY

ISMAIL BACHIR o ISMAIL BACHIR
Owner OR Purchaser STAR INTERNATIONAL ACADEMY Occupant  STAR INTERNATIONAL ACADEMY

THIS CERTIFICATEIS NOT A WAL GUARANIIZE As of Ihe above (hte, the premises were sahsf actory for occupancy. Any
violations found under establi
responsible for defects not as
interior accessories of the struc
are no defects in the structure
that the structure in questi
Department, Warrantics if desis
oceupant and/or ovwr

roval is not a warranty or guarantee that there
ion report. This inspection does not certify
-ought to the attention of the Building
ificate is only valid {or the above listed
ssued, will require a newinspection.

Conditions:

Clerk: DML ng Department
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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.

Section b.

Section c.

Section d.

Section e.

Section f.

Section g.

Section h.

Governance Structure. The governance structure of the Academy is set forth in
Section a of this Schedule.

Educational Goals. The educational goals of the Academy are set forth in Section
b of this Schedule.

Educational Programs. The educational programs of the Academy are set forth in
Section ¢ of this Schedule.

Curriculum. The curriculum of the Academy is set forth in Section d of this
Schedule.

Methods of Pupil Assessment. The methods of pupil assessment of the Academy
are set forth in Section ¢ of this Schedule.

Application and Enrollment of Students. The application and enrollment of
students criteria of the Academy are set forth in Section f of this Schedule.

School Calendar and School Day Schedule. The school calendar and school day
schedule procedures are set forth in Section g of this Schedule.

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

Staft
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:

Sabah Yassine — President

Lina Tamim — Secretary

Fadek Alsaeed - Director

Wassim Mahfouz — Director

Kalid Faid - Director
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SCHEDULE 7B

EDUCATIONAL GOALS AND RELATED MEASURES

Pursuant to Applicable Law and the Terms and Conditions of the Contract, including 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. Upon request,
the Academy shall provide Bay Mills Community College Charter Schools Office (BMCSO)
with a written report, along with supporting data, assessing the Academy’s progress toward
achieving this goal. In addition, Bay Mills Community College Board of Regents Public School
Authorizing Body 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
achievement of this goal, BMCSO will annually access the Academy’s performance using the
following measures:

Measure 1: Student Achievement

The academic achievement of all students in grades 2-8 will be assessed using the following
metrics and achievement targets.

GRADES METRICS ACHIEVEMENT TARGETS

Grades 2-8 The average grade-level Students enrolled for three* or
scores in reading and math as | more years will on average
measured by NWEA MAP. achieve scores equal to or greater

than the grade-level reading and
math college readiness
achievement targets most recently
identified by NWEA studies.

*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 2-8 at the Academy will be assessed using the
following metrics and growth targets:

Grades Metrics Growth Targets

Grades 2-8 Growth made by students Students will on average
from fall-to-spring in reading | achieve fall-to-spring

7-b-1




and math as measured by
growth targets set for each
student by NWEA MAP.

academic growth targets for
reading and math as set for
each student by NWEA MAP.

The measure of student growth is the most important, but not the only factor the authorizing
body 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: academy’s comparative position within state
accountability reports, required state test proficiency rates compared to surrounding district’s, the
trend in the number of students reaching growth targets and achievement targets over the

contract period, attendance rates.

7-b-2
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SECTION C

EDUCATIONAL PROGRAMS




Our course offerings meet or exceed Michigan Core Curriculum standards as well as Grade Level Content
Expectations and standards. Instruction is tailored to meet the needs of students with different iearning
styles, while the exploration of many cultures through language, artifacts, geography, customs,
traditions, folklore, and music encourages students to think on a global scale.

We will supplement the Michigan core curriculum with English Language Proficiency standards for
English Language Learners and International Baccalaureate (IB) Program for all students.

We continuously update our curriculum content as the state makes changes and all stakeholders (staff,
parents and students} are not only informed of changes, but part of the decision-making process in
choosing and selecting instructional resources and materials that best support teaching to the content
expectations. We expect to form a school improvement committee to include staff, parents, students
and community members to participate in these processes as we expect our curriculum rescurces to
continue to be developed and prepare our students for achievement in the common core college and
career readiness standards.

Core academic subject areas are English, Reading, Language Arts, Mathematics, Science, Foreign
Languages {mainly Arabic at this time), Civics & Government, Economics, Arts, History and Geography
(Arts in Michigan include Visual Arts, Vocal & Instrumental Music, Dance & Theatre). We expect
curriculum materials and resources used to be aligned to the grade and subject level content
expectations as provided by the Michigan Department of Education (MDE) as well as the curriculum to
be mapped with commonly developed unit plans scheduled to be paced between four marking periods
or two semesters. We also offer Physical & Health Education, Computer Literacy, Study & Test Taking
Skills, Character Education, and Safe & Bully Free Schools programs to address the needs of the student
populations to be served.

The academy offers both advanced placement (AP} and dual enrollment classes for college-bound
students. More rigorous than traditional high school courses, AP courses allow students to gain in-depth
knowledge in their area of interest or proficiency as well as college credit for their AP work. Dual
enrollment, on the other hand, allows students to enroll simultaneously in high schoo! and college
courses, earning both high school and college credits for the same course.



Part 11.C, 2 Curriculum Plan
English Language Arts

The Academy’s English language arts curriculum is a research-based program that provides robust
instruction in vocabulary in inquiry/investigations with a strong foundation of phonemic awareness,
phonics, fluency, and comprehension strategy instruction. Leveled reading groups allow for
differentiation of instruction, meeting the need for individualized advancement of every student.

Mathematics

The mathematics curriculum is'the research-based Everyday Mathematics program focusing on
developing problem-solving skills along with basic skill practice and applications. Instructional delivery
presents numerous methods (e.g. math games, mental math, learning centers) for students to learn
hasic skills and practice, Delivery is also balanced in that lessons may be whole groups, small group, or
individualized with occasion for hands-on-and project-based learning opportunities.

Science

Science instruction emphasizes a research-hased philosophy that students best learn science 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. Additionally, the Michigan
Model forHealth is integrated within the science curriculum to reinforce health concepts.

Social Studies

The: social studies curriculym includes the strands articulated by the Michigan Departiment of Eduication
(MDE) for Social Studies. The curriculum includes: culture, time and change, people, places and
environment, individual development and identity, individuals and groups, power and duthority,
production and distributions and a whole array of social studies content expectations per the MDE.

Technology

Technology instruction is integrated throughout the curriculum with scheduled computer lab sessions
and via Smartboard in the classroom. Students learn to use a variety of computer programs and their
applications. Further, technology is used to conduct research, enhance critical thinking skills, and a tool
for communication.

Physical Education




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 motar skills, and encourage team building.

Arts

Visual and performing arts are integrated through inquiry units. The Academy’s visual arts program
emphasizes the elements of art, the principle of design, and color theory. The performing arts include
music instruction that introduces and builds upon the elements of sound, rhythms, tempeos, through
singing and performing.

Research Based Instruction Strategies/Methodologies

As a non-linear model, the Academy’s curriculum illustrates a process that is.finely tuned, whereby the
written, taught, and assessed curriculuim are interwoven components. It requires consideration of the
assessment of the ledrning to be thought about'much sooner and in greater depth, than‘is traditionally
the case. Beginning with the end in mind, we follow the backwards design model. The backward design
model centers on the idea that the design process should begin with identifying the desired results and
then “work backward” to develop instruction leading to the end result. The three mairi-stages of the
model are to identify desired outcomes and resuits, ahd then plan instructional strategies and learning
experiences that bring students to these competency levels (Wiggins , 2005).

Highly qualified classroom subject area teachers lead the design and implementation of the Academy’s
curriculum units. In collaboration with experienced mentors and instructional coaches, proactive
mentoring of student progress towards standards mastery is scheduled bi-weekly. As a result,
individualized educational plans are devised to inciude differentiated assessments (irans, 2007). These
research best practices enable the Academy to.fulfill its mission of ensuring that all learners have equity
in attaining educational goals and maximizing individual potential.

Curriculum Flexibility

The Academy’s curricuium is flexible in its foundation on differentiated instruction to meet multiple
intelligence and diverse learning style of students. At the elementary level, student-centered instruction,
founded on inquiry and fiexible grouping allows for teachers to extend learning and application of skills
for gifted and talented students while providing suppert through intervention to students who may not
be independently succeeding at grade level expectations. The Academy leveled reading and
mathematics program are designed to provide higher order thinking application that nuture the abilities
of exceptional student whose interest are further enriched in after school math, science, and technology
clubs. As gifted and talented students reach the middle school level, they are assessed from placement
in math and/or English. The placement prepare students for earlier completion of core courses.in high
school.curriculum and to qualify for dual enrollment and Advance Placement (AP) course in either tenth
or eleventh grade.

The differentiated instruction and differentiated assessment with the Academy’s curriculum designs
serves the needs of both the advance as well as the at-risk student population. The Academy identifies
students eligible for special services such as Title |, at-risk, limited English language proficiency and
special education during the enroliment process. As factors contributing to barriers to learning may arise




subsequent to enroliment, 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 prograims following the Sheltered
Instruction Observation Protocols (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 tie (Short, 2008). Paraprofessionals are providing training in co-teaching
strategies enabling them a more active role thus allowing teachers to alternate between groups of
students (Fattig, 2007). Expertise:is maximized in scheduling and development of optimal team teaching
partnership (Nevin, 2008),

Additional support includes a school rurse, mental health, and social work services. Counseling-support
for academic monitoring-as well as character development is scheduled to ensure each student has an
Educational Development Plan aligned to student’s pathway in preparation for timely completion of
high school program and readiness for college.

Success in college, work.and life

The Academy program is designed to provide its students with the education and skills needed to
becoime siiccessful.adults who positively-contribute to society: Defivery of teaching and learning
activities aligned with the National Common Core Standards as well as the internationally embedded
mine lesson on character traits, co-curricular activities as well as extra-curricular enrichment activities
aligned to the Academy’s goals‘and objectives; ensure that the educational 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
believed and values.

Academy program pregare students to become problem solvers and utilize 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 applauding the
scientific method to probleini solve. With:a focus on planning, organizational, and communication skills,
effective leadership roles emerge. Through integration of technology, across all subjects, students learn
to use technology as a tool to conduct research and as another means of communication with others as
aligned to the MDE standards. Ttechnology integration allows students to explore information in order
to find answers to inquiries, develop solutions to problems, purse areas of interest, and develop a
lifelong love for learning (ISTE, 2008).

The Academy embraces diversity of cuiture, Student develop a strong self-value and identify through
cultural awareness of the school community. This awareness helps students understand their role in the
school, community, and world. Self-reflection is embedded throughout all student progress. Through
reflection, students identify strengths and areas of interest/need for career planning and establishing
academic goals.

Educational Development Plans

The revised school code (380.1278b {11} states that the board of a school district or board of directors
of a public school academy shall provide the opportunity for each pupil to develop an educational




development plan during grade 7, and shail ensure that each pupil reviews his/her EDP during grade 8
and revises it as appropriate before he/she begins high school. An-educational development plan shall
be developed, reviewed, and revised by the pupil under the supervision of the pupil’s school counselor
or-another designee qualified to actin a counseling role under section 1233 or 1233a selected by the
school principal and shall be based on high school readiness scores and a career-pathway programs or
similar career exploration program. An educational development plan shall be designed to assist pupils
to-identify career development goals as they related to academic requirements.

Assessments

Students are initially assessed in core-academic areas using a nationally recognized standardized test; in
NWEA, M-STEP, PASAT, SAT, and ACT Wokkeys. Student data is tracked electronically using PowerSchoal
as well as other state, federal,-and or Intermediate School District reporting systems, to assist in the
identification of students with special needs, the implementation of the provision of services,
monitoring, reporting and tracking progress.

Program Evaluation

Evaluation of the educational program is collaborative effort among instructional staff and other
stakeholders including students, parents, instructional leaders, curriculum leaders, and data/evaluation
experts. Students reflections-on instructional strategles; resources and services are considered-along
with parent input in reviewing student process 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 assessments completed in the spring.?T'hese 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 commeon core college and career readiness standards:.

References:

Irons, Alastair. (2007). Enhancing Learning through Formative Assessment and-Feedback (Key Guides for
Effective’ Teaching in Higher Education). Great Britain., UK; Routledge.

Nevin, Ann 1. et. Al, {(2008). A Guide to Co-Teaching With Paraeducators: Practical Tips for K-12
Educotors. Thousand Qaks; CA: Corwin Press

Wiggins; Grant & McTighe, Jay. (2005), Understanding by Design, Pearson Education and Modeling.
Sarbrucken German: LAP Lambert Academic Publishing,

Zmuda, Allison, et. Al. (2004). Transforming Schools: Creating a Culture of Continuous Improvement.
Alexandria, VA: Associations for Supervision & Curriculum Development.




Hamadeh Educational Services, Inc.
P.O. Box 1440, Dearborn, MI 48121

(313) 565-0507 or Fax (313) 565-0705

www.hesedu.com

“Promoting Academic Excellence, Leadership & Cultural Diversity”

[:] Star International Academy [ ] Universal Academy [:] Universal Learning Academy [:] Noor International Academy

ESSENTIAL AGREEMENT BY INSTRUCTIONAL ADMINISTRATORS & TEACHERS

At the Academy, we believe student academic achievement is a shared responsibility-for.all staff, parénts, students
and school community members. Our school-wide reform model is the Rigor COMPASS Model® incorporating the
Rigor/Relevance Framework?. We implement the MTSS (Multi-Tiered Systems of Support) process as part of this
model and the MI Department of Education’s (MDE's) definition® of MTSS is “an integrated, multi-tiered system of
instruction, assessment, and intervention designed to meet the achievement and behavioral health needs of ALL
learners. In short; a MTSS framework is designed to ensure that each and every student that walks into a
classroom will have his or her individual needs met through high-gquality instruction. In addition, the integration of
a MTSS framework within. the Michigan School Improvement Process is an essential component for improving
academic achievement for all learners.” This agreement outlines what are- Essential (absolutely necessary;
indispensable) and: the means by which the school staff will build and develop a partnership to help provide high-
quality curriculum, instruction and assessment (diagnostic4, 'fdrm‘ati_ves,summ’ative5). All staff will implement with
fidelity what is scientifically research-based’ and what work_sB', in-a supportive and effective learning environment
that enables our students to meet Ml academic achievement standards and ‘is aligned to our district-wide School
Improvement Plan strategies and activities.

The Michigan Department of Education {MDE) in defining the Multi-Tiered Systems of Support (MTSS) has

referenced a total of 11 essential elements to assist in understanding the definition. Furthermore, MDE has
merged essential elements within 5 cluster areas to simplify the process. These 5 clusterareas are as follows:

1

1- Instruction and Intervention

2- Data and Assessment

3- Stakeholder/Family Engagement

4- Implementation of Evidence-Based Practices

H

' Rigorous Schools and Classrooms: Leading the Way: hitps/nemsa203 | wikispaces.com/file/view/96. Willaimson-

+RigoroustSchoolstandi+Classrooms%3A+LeadingtHhetWay.pdf

? Rigor/Relevance Framework: hitp://www.successfulpractices.org/spn/media/tonls/RER%20F rame %208%2 0pn%205-09.0dl

* MDE Definition of Multi-Tiered System of Supports (MTSS): hitp://www.michigan.gov/mde/0,4615,7-140-28753_65803-322534--,00.himl
* Failure Is Noft An Option: Checklist for Using Diagnostic (Pre-teaching Assessments):

hlm Ihwww.hopefoundation.org/hope/fne2/pdfResourcel 6.pdf
* Failure [s Not An Option: Checklist for Using Formative Assessments: | it/ www hopefoundation.org/hope/fn SOUTe
Fallure {s Not An Option: Checklist for Using Summative: Assessinents: hitp://www.hopefoundation.org/hope/fno? /i)dtmcsomccl 8 pdf
7 What is Scientifically Based Research? A Gquc for Tea(,hcrs hitp//files.eric.ed sov/fulliext/ED496349.mif

® What Works Clear
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5- Problem Solving.
As part of this agreement, School Instructional Administrators and Teachers will ensure compliance with each
cluster and element within the MTSS. Per MDE, each cluster area is further defined below.

Cluster 1: Instruction and Intervention
Element 1: Implement effective instruction for ail learners {general and special education)
Element 2: Intervene early (assessment screeners implemented several times per year, with ongoing
targeted instruction/interventions planned and implemented for students not making expected progress)
Element 3: Provide a multi-tiered mode! of instruction and intervention
(80-85% Level/Tier 1, 15 % Level/Tier 2 & 5% Level/Tier 3)

Cluster 2: Data and Assessment
Element 1: Monitor student progress to inform instruction (Teachers consistently use relevant data to
assess student progress and inform their decision making for ongoing curriculum planning and instructional
improvement measures)
Element 2: Use data to make instructional decisions {Data driven decision making at ALL times to lead
instructional decisions) .
Element 3: Use assessments for 3 purposes: universal screening, diagnostics, and progress monitoring
(use assessment screeners to identify instructional needs, use diagnostic assessment to identify specific
learning needs as students are identified for more intensive instruction/interventions and monitor progress
to inform ongoing decision making)

Cluster 3: Stakeholder/Family Engagement
Element 1; Engage families and'co,r_nm’u‘nity (Informing families:and the community of the instructional
expectations and process:is essential)

Cluster 4: Implementation of Evidence-Based Practices
Element 1: Assure a research-based Core Curriculum (aligned with Michigan’s State Standards) (all
students exposed to the curriculum should demonstrate effectiveness with at least 80% of student
population meeting learning needs)
Element 2: Implement research/evidence-based, scientifically validated, instruction & interventions (all
staff implement instruction and interventions validated through research/evidence as having substantial
impact on student-achievement)
Element 3: Implement with fidelity (Implement instructional and/or intervention practices according to the
intent of the research based program as a whole, and not in parts)

Cluster 5: Problem Soiving
Element 1: Utilize a collaborative problem solving model (A structured, systematic problem solving model
based in general education to identify student learning needs, analysis of learning problems, and use of the
analysis to guide instructional decisions.

Furthermore, School Instructional Administrators will be proficient in the McREL Associated Practices of .

% Culture: Fosters shared beliefs aligned with the Academy’s mission, vision, and HES Pillars promotmg a
sense-of community and cooperation. Establish a respectful environment for a diverse population of
students that is inviting, respectful, supportive, inclusive, flexible and adheres to high ethical standards.
Order: Establishes a set of standard operating procedures and routines.

Discipline: Protects teachers from issues and influences that would detract from their teaching time or
focus.
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Resources: Provides teachers with materials and professional development necessary for the successful
execution of their jobs in addressing the educational needs of all students.

Involvement in curriculum, instruction, and assessment: Is.directly involved in the designand
implementation of curriculum, instruction, and assessment practices.

Focus: Establishes clear goals and keeps those goals in the forefront of the school’s attention,
Knowledge of eurriculum, instruction, and assessment: Is knowledgeable about current curriculum;

instruction, and assessment research-hased practices.
+ Visibility: Has quality contact and interactions with teachers and students. s readily able and available to
‘model expectations and support the implementation of effective curriculum planning, alignment-and

instructional strategies.

Contingent rewards: Recognizes and rewards individual accomplishments.

Communication: Establishes strong lines of communication with teachers and.among students.
Qutreach: Is an advocate and spokesperson for the school to all stakeholders.

2 Input: Involvesteachers'in the design and implementation of important decisions and policiés.
%; Affirmation: Recognizes and celebrates school accomplishments and acknowledges failures.

Relationship: Demonstrates an awareness of the personal aspect of teachersand staff.

Change agent: Is willing to-and actively challenges the status quo in alignment with the Academy mission,
vision and what is in the best interest of all students.

Optimize: Inspires and leads new and challenging innovations.

ldeals/beliefs: Communicates and operates from strong ideals and beliefs about schooling.
Monitors/evaluates: Monitors the effectiveness of school practices and theirimpact on student learning;
Flexibility: Adapts his or her leadership behavior to the needs of the.current situation and is comfortable
with dissent.

Situational Awareness: Is aware of the details and undercurrents in the running of the school and uses this
information to address current and potential probiems.

Intellectual stimulation: Ensures faculty and staff are aware of the-most current theories and. practices and
makes the discussion of these a regular aspect of the school’s culture.

Furthermore, Teachers will be proficient in the McREL Associated Practices of .. .
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Culture: Fosters shared beliefs aligned with the Academy’s mission, vision, and HES Pillars promoting a
sense of community and cooperation. Establish a respectful environment for a diverse population of
students that is inviting, respectful, supportive, inclusive, flexible and adheres to high ethical standards.
Order: Establishes a set of standard operating procedures and routines that are consistently evidenced in
the classroom and are shared knowledge with the students,

Discipline: Protects students from issues and influences that would detract from their learning time or
focus through means of effective leadership and evidenced classroom management systems:

Resources: Use school resources to provide students with school materials and mentoring necessary for the
successful execution of their learning process.. Awareness of core and supplemental materials to maximize
thelearning of all students and.differentiate instruction.

involvermnent in curriculum, instruction, and assessment: Is directly involved in the design and
implementation of a variety of curriculum, instruction, and assessment research-based practices.
Reflective about their practice and include assessments that are authentic, structured, and that
demonstrated student understanding (differentiating and accommodating to student’s. needs).

Facus: Establishes clear goals/objectives and keeps those goals/objectives in the forefront of the students’
attention and the initiation of alf units/lessons.

Knowledge of curriculum, instruction, and assessment: Is knowledgeable about current curriculum,
alignment; instruction, and assessment practices. Participate in and proactively seek continiued, high-
quality professional development that reflects a global view of educational practices and maets the needs
of students and their own professional growth.

HES Essential Agreement Page 3



Visibility: Has quality contact and interactions with all students. Facilitate instruction, encouraging all
students to use 21 century skills so they can discover how to learn, innovate, collaborate, and
communicate their ideas.

%+ Contingent rewards: Recognizes and rewards individual accomplishments helping students to work in

teams and to develop leadership qualities.

Communication: Establishes strong lines of communication with other teachers, parents and. among

students, Works with all instructional staff in order to bring consensus and common, shared ownership of

the vision and purpose of the school’s work so administrators can value teachers for the contributions they
make to their classroom and their school.

% Qutreach: Is an advocate and spokesperson for the school to all stakeholders.

*Input: Involves students and families in the design and implementation of the instructional process.
Subjects and related projects are integrated among disciplines and involve relationships with the home and
community.

% Affirmation: Recognizes and celebrates student accomplishments and acknowledges failures,

*« Relationship: Demonstrates an awareness of the personal aspect of students and parenits.

% Change agent: Is willing to and actively challenges the status quo in alignment with the Academy mission,
vision and what is in the:best interest of all students. Make the contenttaught engaging, relevant, and
meaningful to students’ lives.

% Optimize: No longer simply cover material, but along with students, uncover solutions: teach existing core
content that is revised to include Higher Level Order Thinking Skills (HOTS) and Depth of Knowledge {DOK),
supporting students in analyzing, evaluating, creating, strategically thinking, in addition to critically thinking,
problem solving, and extending upon their information and communications technology literacy.

*: 1deals/beliefs: Communicates-and operates from strong ideals-and beliefs about schooling.

*  Monitors/evaluates: Monitors the effectiveness of schaol practices-and their impact on student learning
through participation in School Improvement Teams, in addition to the use of the electronic gradebook anid
data analysis software/tools available.

#: Flexibility: Adapts his or her teaching to the needs ¢f the cufrent situation-and is comfortable with dissent.

% Situational Awareness: Is aware of the details and undercurrents in the teaching of a classroom and uses
this information to address current.and potential problems;

* Intellectual stimulation: 21% century content (global awareness, civic literacy, financial literacy, and health
awareness) is included in the core content areas:and demonstrate the value of lifelong learning,
encouraging their students to learn and grow.

Within the No Child Left Behind (NCLB) Compact Agreement with Parents and Students, it is noted that

instructional Administrators will . . .

*v Provide school-wide family-engagement opportunities to allow families to be engaged and involved in the
instructional process.

* Facilitate a Professional Learning Community{PLC) to ensure teachers have the necessary skills and
competencies to plan, differentiate and accommodate instruction to meet the needs of ALL students.
Provide teachers screening/benchmark-data to use during grade level meetings to ensure instruction is
properly aligned with student heed.

"« Provide strategies to teachers for monitoring-and assessment skills related to student achievement.

Providing training to parents related to strategies for high quality instruction and assessment for all

students (i.e. MTSS, Family Engagement, Monitoring Student Progress, Behavior Management, etc.)

Use the MTSS Plan to ensure a multi-tiered model of instruction and intervention is provided where

approximately 15% of students receive Tier 2 or Tier 3 interventions and approximately 85% receive Tier 1

instruction.

fT8
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% Facilitate a PLC for teachérs to participate in structured, systematic problem-sclving based activities to
identify student learning needs, analyze learning problems and use of analysis to guide instructional
decisions,

%y Provide training and monitoring for implementation of research-based scientifically validated
interventions/instruction alignhed with M| State Standards and/or Common Core State Standards with
fidelity.

Provide training and monitoring for use of data to monitor student progress and to inform: instruction
including use of assessments for-universal screening, diagnostics & progress monitoring according to the
MTSS Plan.

Within the No Child Left Behind (NCLB) Compact Agreement with Parents and Students, it is noted that

Teacherswill ., .

*. Provide classroom family engagement opportunities to allow families to be engaged and involved in the
instructional process.

%+ Participate in PLC activities to ensure they havethe necessary.skills and competencies to plan,-differentiate

and accommodate instruction to meet the needs of ALL students.

Use scréening/benchmark data during grade level meetings to ensure instruction is properly aligned with

student needs.. ‘

% Provide strategies.to students and parents for monitoring and assessment skills related to student
-achievement.

*:  Use the MTSS Plan to provide Tier 1 High Quality Instruction & Assessments for ALL Students and provide
specific recommendations for Tier 2 and Tier 3 interventions.

#; Participate in PLC activities and use skills learned to have a structured, systematic problem-solving model to
identify student learning needs, analyze learning problems and use of analyses to guide instructional
decisions.

* Implement research-based scientifically validated interventions/instruction alighed with MI State Standards
and/or Common Core State Standards with fidelity.

#: Use data to monitor student progress and to inform instruction including use of assessments for universal
screening; diagnostics & progress monitoring according to the MTSS Plan.

Signature of Teacher Signature of Mentor/Coach / Date

Name:

HBTUDENTS

/

Signature of Special Programs Coordinator / Date

Signature of Title Wil Coordinator

Name: Name:
/ /
Signature of Title 1 Coordinator / Date Signature of Principal / Date
Name: Name:
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SECTION E

METHODS OF PUPIL ASSESSMENT




Part I- 6.d.

METHODS OF PUPIL ASSESSMENT

Pursuant to Applicable Law and the Terms and Conditions of this Contract, including Article VI,
Section 6.5, the Academy shall properly administer the academic assessments identified in this
schedule and in accordance with the requirements detailed in the Master Calendar of Reporting
Requirements annually issued by the PSA Office.

The Academy shall authorize the PSA Office to have access to the Academy’s Student/School
Data Applications through the Center for Educational Performance and Information and to the
electronic reporting system administered by the Michigan Department of Education 1o access the
Academy’s Michigan Student Test of Educational Progress (“M-STEP”), Michigan Merit Exam
(“MME”), PSAT, SAT, WIDA, and other state assessment results, as applicable. The Academy
shall ensure that those involved with the administration of these assessments are properly trained
and adhere to the ethical standards and testing procedures associated with these assessments.

Academic Assessments to be Administered:

Assessment Grade(s) Subject Areas
NWEA K-8 Math, Reading
M-STEP 3-8 Math, ELA, Science, Social Studies
MME (SAT, ACT WorkKeys, M- 11 Math, ELA, Science, Social Studies
STEP)
WIDA All Listening, Speaking, Reading,
Writing
Student Grading

Students will be graded as follows:

Grade Scale & Schedule

The following grade scale is used for students to determine their proficiency:
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SECTION F

APPLICATION AND ENROLLMENT OF STUDENTS




Application and Enrollment
Requirements

Star International Academy

Enrollment Limits

The Academy will offer pre-kindergarten through twelfth grade. The maximum
enrollment shall be 1800 students. The Academy will annually adopt maximum
enrollment figures prior to its application and enrollment period.

Requirements

Section 504 of the Revised School Code states that public school academies shall neither
charge tuition nor discriminate in pupil admissions policies or practices on the basis of
intellectual or athletic ability, measures of achievement or aptitude, status as a
handicapped person, or any other basis that would be illegal if used by a Michigan public
school district.

* Academy enrollment shall be open to all individuals who reside in Michigan.
Except for a foreign exchange student who is not a United States citizen, a
public school academy shall not enroll a pupil who is not a Michigan resident.

* Academy admissions may be limited to pupils within a particular age
range/grade level or on any other basis that would be legal if used by a
Michigan public school district.

» The Academy Board may establish a policy providing enrollment priority to
siblings of currently enrolled pupils or children of Academy Board members
or Academy employees.

» The Academy shall allow any pupil who was enrolled in the immediately
preceding academic year to re-enroll in the appropriate age range/grade level
unless that grade is not offered.

» No student may be denied participation in the application process due to lack
of student records.

» If the Academy receives more applications for enrollment than there are

spaces available, pupils shall be selected for enrollment through a random
selection drawing.

7-1-1



Application and Enrollment
Requirements

Star International Academy

Application Process

The application period shall be a minimum of two weeks in duration, with
evening and/or weekend times available.

The Academy shall accept applications all year. If openings occur during the
academic year, students shall be enrolled. If openings do not exist, applicants
shall be placed on the official waiting list. The waiting list shall cease to exist
at the beginning of the next application period.

In the event there are openings in the class for which students have applied,
students shall be admitted according to the official waiting list. The position
on the waiting list shall be determined by the random selection drawing. If
there is no waiting list, students shall be admitted on a first-come, first-served
basis.

The Academy may neither close the application period nor hold a random
selection drawing for unauthorized grades prior to receipt of approval from
the Charter Schools Office.

Legal Notice

The Academy shall provide legal notice of the application and enrollment
process in a local newspaper of general circulation. A copy of the legal notice
must be forwarded to the Charter Schools Office.

At a minimum, the legal notice must include:

A. The process and/or location(s) for requesting and submitting applications.

B. The beginning date and the ending date of the application period.

C. The date, time, and place the random selection drawing(s) will be held, if
needed.

The legal notice of the application period shall be designed to inform
individuals that are most likely to be interested in attending the Academy.

The Academy, being an equal opportunity educational institution, shall be
committed to good-faith affirmative action efforts to seek out, create and serve
a diverse student body.



Application and Enrollment
Requirements

Star International Academy

Re-enrolling Students

The Academy shall notify parents or guardians of all enrolled students of the
deadline for notifying the Academy that they wish to re-enroll their child.

If the Academy Board has a preference policy for siblings or children of
employees and Academy Board members, the re-enrollment notice must also
request that the parent or guardian indicate whether a sibling(s) or child(ren)
of employees or Academy Board members seeks to enroll for the upcoming
academic year.

An enrolled student who does not re-enroll by the specified date can only
apply to the Academy during the application period for new students.

An applicant on the waiting list at the time a new application period begins
must reapply as a new student.

After collecting the parent or guardian responses, the Academy must
determine the following:

A. The number of students who have re-enrolled per grade or grouping level.

B. The number of siblings or children of employees and Academy Board
members seeking admission for the upcoming academic year per grade.

C. If space is unavailable, the Academy must develop a waiting list for
siblings of re-enrolled students.

D. The number of spaces remaining, per grade, after enrollment of current
students, siblings, and children of employees and Academy Board
members.



Application and Enrollment
Requirements

Star International Academy

Random Selection Drawing

A random selection drawing is required if the number of applications exceeds the number
of available spaces.

Prior to the application period, the Academy shall:
» Establish written procedures for conducting a random selection drawing.

» Establish the maximum number of spaces available per grade or grouping
level.

* FEstablish the date, time, place and person to conduct the random selection
drawing.

= Notify the Charter Schools Office of both the application period and the date
of the random selection drawing, if needed. The Charter Schools Office may
have a representative on-site to monitor the random selection drawing process.

The Academy shall use a credible, neutral “third party” such as a CPA firm, government
official, ISD official or civic leader to conduct the random selection drawing. Further,
the Academy shall:

* Conduct the random selection drawing at a public meeting where parents,
community members and the public may observe the process.

* Use numbers, letters, or another system that guarantees fairness and does not
give an advantage to any applicant.

The Academy shall notify applicants not chosen in the random selection drawing that
they were not selected and that their name has been placed on the Academy’s official
waiting list for openings that may occur during the academic year. Students shall appear
on the official waiting list in the order they were selected in the random selection
drawing.

LANOI\252295.1
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SCHOOL CALENDAR AND SCHOOL DAY SCHEDULE




SECTION 7g: SCHOOL CALENDAR AND SCHOOL DAY SCHEDULE

School Calendar

The Academy’s school calendar shall comply with the Code and the School Aid Act of
1979. The Academy Board must submit a copy of the Academy’s school calendar to the

College Board.

School Day Schedule

The Academy Board must structure the Academy’s school day schedule to meet the
required number of instructional days and hours as set forth in the Code and the Act. The
Academy Board must submit the school day schedule to the College Board prior to the
commencement of each academic year.

4813-1540-1051.1
078905000001
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SECTION h: AGE OR GRADE RANGE OF PUPILS

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 University Board.

Students of the Academy will be children who have reached the age of five (5) as set
forth in MCL 380.1147. A child may enroll in kindergarten if the child is at least 5 years
of age on September 1, 2018.

If a child is not 5 years of age on the specified enrollment eligibility date but will be 5
years of age not later than December 1 of a school year, the parent or legal guardian of
that child may enroll the child in kindergarten for that school year if the parent or legal
guardian notifies the school in a timely manner.

7-h-1



Part I11.C. 2 Curriculum Plan
English Language Arts

The Academy’s English language arts curriculum is a research-based program that provides robust
instruction in vocabulary in inquiry/investigations with a strong foundation of phonemic awareness,
phonics, fluency, and comprehension strategy instruction. Leveled reading groups allow for
differentiation of instruction, meeting the need for individualized advancement of every student.

Mathematics

The mathematics curriculum is the research-based Everyday Mathematics program focusing on
developing problem-solving skills along with basic skill practice and applications. Instructional delivery
presents numerous methods (e.g. math games, mental math, learning centers) for students to learn
basic skills and practice. Delivery is also balanced in that lessons may be whole groups, small group, or
individualized with occasion for hands-on and project-based learning opportunities.

Science

Science instruction emphasizes a research-based philosophy that students best learn science 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. Additionally, the Michigan
Model for Health is integrated within the science curriculum to reinforce health concepts.

Social Studies

The social studies curriculum includes the strands articulated by the Michigan Department of Education
(MDE) for Social Studies. The curriculum includes: culture, time and change, people, places and
environment, individual development and identity, individuals and groups, power and authority,
production and distributions and a whole array of social studies content expectations per the MDE.

Technology

Technology instruction is integrated throughout the curriculum with scheduled computer lab sessions
and via Smartboard in the classroom. Students learn to use a variety of computer programs and their
applications. Further, technology is used to conduct research, enhance critical thinking skills, and a tool
for communication.

Physical Education



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.

Arts

Visual and performing arts are integrated through inquiry units. The Academy’s visual arts program
emphasizes the elements of art, the principle of design, and color theory. The performing arts include
music instruction that introduces and builds upon the elements of sound, rhythms, tempos, through
singing and performing.

Research Based Instruction 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 are 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, we follow the backwards design model. The backward design
model centers on the idea that the design process should begin with identifying the desired results and
then “work backward” to develop instruction leading to the end result. The three main stages of the
model are to identify desired outcomes and results, and then plan instructional strategies and learning
experiences that bring students to these competency levels (Wiggins , 2005).

Highly qualified classroom subject area teachers lead the design and implementation of the Academy’s
curriculum units. In collaboration with experienced mentors and instructional coaches, proactive
mentoring of student progress towards standards mastery is scheduled bi-weekly. As a result,
individualized educational plans are devised to include differentiated assessments (Irons, 2007). These
research best practices enable the Academy to fulfill its mission of ensuring that all learners have equity
in attaining educational goals and maximizing individual potential.

Curriculum Flexibility

The Academy’s curriculum is flexible in its foundation on differentiated instruction to meet multiple
intelligence and diverse learning style of students. 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 intervention to students who may not
be independently succeeding at grade level expectations. The Academy leveled reading and
mathematics program are designed to provide higher order thinking application that nuture the abilities
of exceptional student whose interest are further enriched in after school math, science, and technology
clubs. As gifted and talented students reach the middle school level, they are assessed from placement
in math and/or English. The placement prepare students for earlier completion of core courses in high
school curriculum and to qualify for dual enrollment and Advance Placement (AP) course in either tenth
or eleventh grade.

The differentiated instruction and differentiated assessment with the Academy’s curriculum designs
serves the needs of both the advance 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 Protocols (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 tie (Short, 2008). Paraprofessionals are providing training in co-teaching
strategies enabling them a more active role thus allowing teachers to alternate between groups of
students (Fattig, 2007). Expertise is maximized in scheduling and development of optimal team teaching
partnership (Nevin, 2008).

Additional support includes a school nurse, mental health, and social work services. Counseling support
for academic monitoring as well as character development is scheduled to ensure each student has an
Educational Development Plan aligned to student’s pathway in preparation for timely completion of
high school program and readiness for college.

Success in college, work and life

The Academy 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
activities aligned with the National Common Core Standards as well as the internationally embedded
mine lesson on character traits, co-curricular activities as well as extra-curricular enrichment activities
aligned to the Academy’s goals and objectives, ensure that the educational 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
believed and values.

Academy program prepare students to become problem solvers and utilize 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 applauding the
scientific method to problem solve. With a focus on planning, organizational, and communication skills,
effective leadership roles emerge. Through integration of technology, across all subjects, students learn
to use technology as a tool to conduct research and as another means of communication with others as
aligned to the MDE standards. Ttechnology integration allows students to explore information in order
to find answers to inquiries, develop solutions to problems, purse areas of interest, and develop a
lifelong love for learning (ISTE, 2008).

The Academy embraces diversity of culture. Student develop a strong self-value and identify through
cultural awareness of the school community. This awareness helps students understand their role in the
school, community, and world. Self-reflection is embedded throughout all student progress. Through
reflection, students identify strengths and areas of interest/need for career planning and establishing
academic goals.

Educational Development Plans

The revised school code (380.1278b (11) states that the board of a school district or board of directors
of a public school academy shall provide the opportunity for each pupil to develop an educational



development plan during grade 7, and shall ensure that each pupil reviews his/her EDP during grade 8
and revises it as appropriate before he/she begins high school. An educational development plan shall
be developed, reviewed, and revised by the pupil under the supervision of the pupil’s school counselor
or another designee qualified to act in a counseling role under section 1233 or 1233a selected by the
school principal and shall be based on high school readiness scores and a career pathway programs or
similar career exploration program. An educational development plan shall be designed to assist pupils
to identify career development goals as they related to academic requirements.

Assessments

Students are initially assessed in core academic areas using a nationally recognized standardized test, in
NWEA, M-STEP, PASAT, SAT, and ACT Wokkeys. Student data is tracked electronically using PowerSchool
as well as other state, federal, and or Intermediate School District reporting systems, to assist in the
identification of students with special needs, the implementation of the provision of services,
monitoring, reporting and tracking progress.

Program Evaluation

Evaluation of the educational program is collaborative effort among instructional staff and other
stakeholders including students, parents, instructional leaders, curriculum leaders, and data/evaluation
experts. Students reflections on instructional strategies, resources and services are considered along
with parent input in reviewing student process 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 assessments 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.
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