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5. Executive Summary
6. A number of changes to the existing administration have resulted in the need for a holistic review of the administrative structure at Blue Oak School.  The long standing Business Manager has retired, after transitioning much of her responsibility to Charter Schools Management Corporation, the Executive Director, and other administrative staff.  The Executive Director has communicated his intention to retire at the end of 2011/2012.  The Charter Council continues its commitment to providing in-house curriculum and instruction support for faculty, consistent with other models within the public Waldorf school movement.  To respond to these factors the administration formed the Administrative Design Committee, and invited the Charter Council, Faculty and the Parent Council to provide representatives to assist in a comprehensive organizational review.  
7. While the organization proposed for next year is not fundamentally different from the current structure there are a number of key recommendations:
1. The Business Manager position will be eliminated.
2. The Executive Director will be expanded to a full time position, and re-focused toward business operations, financial oversight and regulatory compliance.  This position will be directed to step back from daily management of educational services.  All administrative staff will report to this position.
3. The Assistant Director position will be promoted to that of Principal, and will be responsible for the delivery of all educational services within the school.  All educational staff will report to this position.  
4. The position of Education Director will be created, whose primary responsibilities will revolve around design and improvement of the Blue Oak education program.  This will be a supportive position, not an explicitly evaluative one, and will provide both real-time mentoring and long term planning toward becoming a model of public Waldorf education in Northern California.
5. The part-time position of Development Director will be retained, and will focus on meeting enrollment targets and pursuing additional revenue sources both public and private.  As enrollment continues to look challenging next year this function must retain the focus of a dedicated resource.
6. The remainder of the administrative support staff will remain as is, reporting to the Executive Director.  They will continue to perform their daily functions in support of the educational program, as well as the business functions they took on this year.  These duties may be modified or enhanced by the Executive Director as appropriate.  
7. Finally, as this committee is now intimately familiar with this organizational vision, if adopted all committee members have agreed to serve on the Executive Director hiring committee as well.  This should facilitate selection of someone with the background necessary to support this organizational model and the particular needs of that position.  
Suggested Charter Council Motion:  I move that we adopt the committee recommendations regarding administrative organization and job descriptions for the 2012/2013 school year, and direct the committee to initiate the Executive Director hiring process as outlined in the included timeline. 
Proposed Blue Oak Organization Chart
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Proposed Executive Director Hiring Timeline
1.1. February 7, 2012:  Charter Council approval of timeline, job description and appointment of a committee to guide the search process. 
1.1. February 8, 2012: Search Committee initiated based On Charter Administrative Hiring Committee Process contained in the Blue Oak Charter School Policy manual
1.2. February  15, 2012:  Position posted nationwide
1.3. March 16, 2012:  Application process closes
1.4. March 17 - 21, 2012: Paper screening of applicants by Charter Council Representatives (hiring committee)
1.5. March 26 - 28, 2012: Interviews of selected candidates
1.6. April 13, 2012: Charter Council interviews of finalists in closed session
1.7. April 4 – 13, 2012: Reference checks and site visits (if feasible) of finalists
1.8. April 24, 2012: Charter Council approves hire of Executive Director in special session
1.9. May 12, 2012: New Executive Director introduced to community during May Faire.  
1.10. July 9, 2012: New Executive Director reports for duty
Notes:  This timeline may need adjustment to avoid conflicts with or align to school events.
Job Description:  Executive Director - Full Time

Reports to: Blue Oak Charter Council

Serves as: President and Secretary of Blue Oak Charter School LLC (if appointed during BOCC annual organizational meeting)

School Goals
· Ensure Blue Oak complies with Affirmations and Assurances section as stated in school charter
· Propose actions to meet school goals as described in Annual Performance Plan submitted to CUSD 
· Oversee implementation of LEA plan and Single School Plan
· Report progress on school goals monthly at BOCC meetings
Charter Oversight and Development
· Oversee future Charter development
· Oversee Charter Renewal
· Act as CUSD Liaison
· Prepare for and attend CUSD Oversight Meetings
· Prepare CUSD oversight checklist
Policies and Plans
· Develop School Health and Safety Plan
· Develop Crisis Preparedness Plan
· Develop Risk Management Plan
· Develop and recommends new policies and policy changes to BOCC for adoption
Enrollment
· Oversee enrollment, inquiry list and lottery
· Coordinate enrollment outreach and marketing with Development Director
· Participate in enrollment events in community
· Ensure charter demographic diversity goals are being met
· Ensure adherence to Non-Discrimination Policy
School Operation
· Implement BOCC policies
· Oversee implementation of  Blue Oak Charter
· Oversee school calendar development with administrative team (approved by BOCC)
· Oversee community use of facility (sub-lessors, events)
Curriculum-Student Support
· Oversee development of school curriculum in consultation with Education Director
· Oversee student academic accountability
· Oversee Special Education Program with CUSD
· Oversee student discipline when expulsions are necessary
Fiscal Oversight
· Oversee financial reporting and auditing
· Ensure all financial, budgeting, accounting insurance and tax reporting activities are current and meet compliance requirements
· Coordinate with accounting firms and facilitate annual audit
· 
· Perform Executive fiscal oversight of all financial policy and purchasing
· Manage all school insurance plans including liability, property, student accident, excess liability  and worker’s compensation
· Serve as consultant for all school expenditures 
· Oversee Blue Oak Educational Foundation
· Liaise with Charter School Management Corporation with BOCC Chair.
· Oversee Accounts Payable and Receivable
· 
· Manage all banking functions including monthly reconciliation of all accounts
· Oversee Blue Oak Educational Foundation
Facilities Oversight
· Negotiate facility leases and sub-leases with BOCC
· Negotiate use permits with City of Chico in consultation with BOCC
· Oversee facility improvement contracts with consultation of BOCC
· Develop three year facility plans presented to BOCC annually.
· Manage facilities maintenance and custodial services
· 
· Facilitate energy conservation
· Develop Technology Infrastructure
· Coordinate inspections for fire alarm system, sprinkler system, insurance auditors and fire inspectors in cooperation with Principal
· Oversee bidding and scheduling of outside services such as custodial, carpet cleaning, locksmithing, landscaping, plumbing and electrical repairs etc.
· Coordinate school security, locking doors/windows
Communication with Constituents
· Attend professional conferences and Public Relations in Community
· Prepare and presents Annual Performance Plan to BOCC with Principal
· Chair BOCC Finance Committee Meetings
· Attend Capital Development (Educational Foundation) meetings
· Prepare for and attend CUSD oversight meetings 
· Attend faculty meetings as needed
· Communicate STAR testing results to BOCC 
· Oversee STAR testing results delivery to Parents
· Attend Charter Council meetings
· Oversee content on School Website
· Develop annual parent/staff surveys
· Develop and present Annual Evaluation of Academic Program to BOCC
· Attend Blue Oak festivals and events
Human Resources
· Evaluate Principal, Development Director, Education Director and front office staff
· Review all staff evaluations or disciplinary actions 
· Create employee termination recommendations to BOCC

· Oversee implementation of BOS Personnel Policies
· Facilitate positive and productive communication among administrative team.
· Develop and update administrative job descriptions in consultation with BOCC
· Oversee hiring process in accordance with BOCS hiring policies in consultation with BOCC
· Liaise with other agencies such as EDD, PIC, SSA and BTSA regarding employment matters or training programs
· Manage BTSA tracking and invoicing

· Manage HR benefit packages
Reporting and Compliance
· Create Annual Performance Plan for CUSD
· Create All CUSD required reports per MOU

· Create LEA Plan for Dept of Ed.
· Create Single School Plan - CUSD and Dept. of Ed
· 
· 
· 
· Oversee PERS, STRS, COBRA, 125 Cafeteria Plan
· 
· Oversee Truancy Compliance
· 
· 
· 
· 
· 
· Develop annual budget and revisions with BOCC finance committee
· Provide budget updates to BOCC, including cash flow analysis
· Create Interim Reports and Unaudited Actuals to BOCC 
· Create ARRA and special fund reporting as needed
· Oversee Class Size Reduction application and reporting
· Oversee Prop. 39 preparation and proposal if approved by BOCC
· Oversee reporting of CBEDS, 20 Day Attendance, Immunization, Con App,  CSR, Language Census, Annual Report, Student Achievement Plan and other required reports
· Serve as STAR test site coordinator
· Oversee STAR test reporting
· Oversee SARC 
· Oversee Special Education reporting
· Oversee CELDT Reporting
· Sign Authorizations
· Sign MOU’s
· Archive documents in accordance with California corporate and charter school law
Blue Oak Charter Council
· Report directly to the BOCC and be reviewed and held accountable for the position by the BOCC
· Evaluated annually or as needed by BOCC
· Prepare BOCC Agendas in consultation with BOCC Chair
· Attend Monthly meeting with BOCC Chair and/or Co-Chair
· Attend all BOCC meetings
· Present monthly report at all regular BOCC meetings
· Serve on committees as requested by BOCC
Other duties as assigned.

Job Description:  Principal – Full Time

Reports to: Executive Director
Serves as: Vice President of Blue Oak Charter School Inc (if appointed during BOCC annual organizational meeting) 

School Goals
· Implement Blue Oak Charter
· Work with faculty and staff to meet school goals as described Annual Performance Plan
· Work with faculty and staff to implement LEA  Plan and Single School Plan
Charter Oversight and Development
· Attend Charter Renewal Committee meetings
· Complete charter renewal tasks as assigned by Executive Director and BOCC
Policies and Plans
· Implement Safe School Plan
· Implement Crisis Preparedness Plan
· Implement School Health Plan
· Coordinate fire drills
· Manage emergencies in a timely and efficient manner
· Coordinate traffic management and parking
· Ensure adequate supervision of students 
Enrollment
· Oversee tours of facility
· Participate in enrollment events in community
· Ensure adherence to Non-Discrimination Policy
School Operation

· Oversee and monitor yard duty personnel
· Liaise with Aftercare Program
· Oversee internal after school programs
· Oversee special events and activities both on and off campus
· Coordinate school calendar and schedules (in consultation with Executive Director)
Curriculum - Student Support
· Implement student discipline excluding expulsion
· Oversee and attend Student Success Team meetings
· Represent administration at Special Education Program meetings. 
· Oversee student assessments (including ZOOM!) and progress reports with Education Coordinator
· Attend IEP meetings

· Implement annual CELDT tests (due October 31st)
· Oversee English Language Learner program
Fiscal Oversight
· Create annual budget proposal for all education related expenses, including a discretionary budget for the Principal
Communication with Constituents
· Create One Call now communications in consultation with Administrative team
· Attend weekly faculty meetings
· Attend Parent Council meetings
· Develop Parent Handbook in consultation with Executive Director
· Attend Blue Oak Charter Council meetings
· Attend professional conferences to promote program effectiveness
· Implement annual staff/parent satisfaction survey.
· Oversee and approve of all volunteer activities.
· Coordinate and attend school orientation events
· Attend Blue Oak events.

· Oversee student intake and exit interviews
Human Resources

· Evaluate all certificated and classified education staff, including classroom teachers, specialty teachers, intervention and aides
· Develop and update educational job descriptions in consultation with BOCC
· Determine teacher placement in consultation with faculty and Educational Director
· Develop and implement faculty end-of-year check out process
· Monitor classroom teacher substitutes
· Implement hiring process in accordance with BOCS hiring policies and in consultation with HR administrator
Reporting and Compliance
· Complete reports as assigned
· Implement STAR test under direction of Executive Director
Hierarchy and Evaluations:

· Report directly to the Executive Director
· Evaluated annually or as needed by the Executive Director. Principal evaluations are reported to the BOCC in Closed Session “Public Employee - Performance Evaluation” for board input
Other duties as assigned.
Job Description:  Education Director - Full Time
Reports to: Executive Director

School Goals

· Develop public Waldorf education program in alignment with the Blue Oak Charter
· Oversee curriculum and instruction
Charter Oversight and Development
· Attend Charter Renewal Committee meetings
· Complete charter renewal tasks as assigned by Executive Director and BOCC
School Operation

· Collaborate with Principal and Executive Director on development of school calendar and schedules 
Curriculum - Student Support
· Mentor teachers in Waldorf pedagogy using an observation/feedback cycle 
· Complete classroom observations and provide constructive feedback and model lessons as needed
· Oversee the cycle of ongoing classroom assessment of CA education standards and assist teachers in meeting accountability measures
· Coordinate teacher training and professional development in consultation with Principal
· Assist teachers in developing classroom management skills as needed
· Assist teachers in developing skills to effectively respond to the needs of struggling students
· Assist Principal with student discipline as appropriate 
· Oversee/develop specialty programs
· Recommend  materials for teachers
· Support collegiality and professionalism among educational staff 
· Participate in professional development activities 
Fiscal Oversight
· Assist with creation of  annual budget proposal for education related expenses
Communication with Constituents
· Serve as pedagogical chair, leading in best practices for public Waldorf instruction
· Facilitate weekly collaborative meetings (including faculty study) which contribute to deepening teachers’ understanding of Waldorf pedagogy. 
· Oversee and support class meetings and parent education
· Attend weekly faculty meetings
· Attend Parent Council meetings
· Attend Blue Oak Charter Council meetings
· Coordinate Blue Oak festivals and events
· Participate in community outreach
Hierarchy and Evaluations:

· Report directly to the Executive Director
· Education Director is evaluated annually or as needed by the Executive Director. Education Director evaluations are reported to the BOCC in Closed Session “Public Employee - Performance Evaluation” for board input.
Other duties as assigned
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