








LEARNING COMMUNITY OF DOUGLAS AND SARPY COUNTIES
LEARNING COMMUNITY COORDINATING COUNCIL
January 19, 2012

A meeting of the Coordinating Council of the Learning Community of Douglas and Sarpy Counties was
held on January 19, 2012, at the Thompson Center at UNO, 6705 Dodge Street, Omaha, Nebraska
68182. Notice of the meeting, containing the date, time, place, and agenda, was given in advance
thereof by publication in the Daily Record on January 11, 2012. Notice of the meeting was also given in
advance by publication in the Bellevue Leader, Douglas County Post Gazette, Gretna Guide, Ralston
Recorder, Omaha Star, and Papillion Times between January 10, 2012 and January 13, 2012. The
proofs of publication have been received and will be made a permanent part of the record of the
meeting. Notice of the agenda was given to all members of the Council on January 12, 2012

1. Call Meeting to Order. The meeting was convened and called to order by Chair Kolowski at
6:00 p.m.
2. Public Notice & Compliance with Open Meetings Act. Chair Kolowski announced that the

Nebraska Open Meetings Act was posted at the entrance to the room and that copies of materials
being reviewed by the Council were available to the public.

3. Roll Call.
Voting Members Present: Anderson, Avery, Chambers, Chang, Gray, Hartnett, Heidel,
Jacobson, Jensen, Kelly, Long, Pedersen, Synowiecki,
Wolford, Kolowski.
Voting Members Excused Bradley
Voting Members Absent: Carter, Pate
Nonvoting Members Present: Lutz, Grimm

Nonvoting Members Excused:

Nonvoting Members Absent:

Staff Present: Stilwill, Benzel, Gabrial, Franklin

Also present were: Kurth Brashear of Brashear LLP, Kent Rogert, Lobbyist.
It is noted for the record that Ms. Gray arrived at 6:01 p.m.
4. Approval of Minutes. Chair Kolowski presented the minutes from the January 3, 2012 meeting
of the Council. It was noted that the minutes as presented did not include the roll call vote of the
Council on the motion occurring under item number six, the Legislation & Policy Subcommittee. The
roll call vote will be inserted in the approved minutes. Motion made by Mr. Hartnett, seconded by Mr.
Avery, to approve the minutes of the Council meeting held on January 3, 2012 with the roll call vote
inserted. Yeas: Anderson, Avery, Chambers, Chang, Gray, Hartnett, Heidel, Jacobson, Jensen, Kelly,
Pedersen, Wolford, Kolowski. Nays: None. Abstain: Long, Synowiecki. Motion carried.
It is noted for the record that Ms. Carter arrived at 6:11 p.m.
5. Reports. Chair Kolowski thanked the Council and staff for their dedication to the Learning

Community and the opportunity to serve as Chair. Ms. Chang thanked Chair Kolowski for his years of
service as Chair.
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Mr. Hartnett presented the Treasurers report. Motion made by Mr. Hartnett, seconded by Mr.
Pedersen, to accept the Treasurers Reports dated December 31, 2011. Yeas: Anderson, Avery,
Carter, Chambers, Chang, Gray, Hartnett, Heidel, Jacobson, Jensen, Kelly, Long, Pedersen,
Synowiecki, Wolford, Kolowski. Nays: None. Motion carried.

Mr. Stilwill provided the CEO report. Mr. Stilwill reported that he testified on the K-3 standards at the
Legislative hearing on LB 870.

Mr. Brashear reported that no decision has been received from the Nebraska Supreme Court on the
common levy litigation.

6. Officer Elections. Chair Kolowski appointed Mr. Stilwill election official to conduct the officer
elections. Mr. Stilwill, as election official, opened the floor for nominations for the position of Chair of
the Coordinating Council. Chair Kolowski nominated Ms. Chang for the position of Chair of the
Coordinating Council. No further nominations were received and nominations were closed after three
calls for nominations. Chair Kolowski spoke on behalf of Ms. Chang. Mr. Kolowski made the motion,
seconded by Mr. Chambers, to accept the election by acclamation of Ms. Chang to the position of Chair
of the Coordinating Council. Yeas: Anderson, Avery, Carter, Chambers, Chang, Gray, Hartnett,
Heidel, Jacobson, Jensen, Kelly, Long, Pedersen, Synowiecki, Wolford, Kolowski. = Nays: None.
Motion carried.

Mr. Stilwill opened the floor for nominations for the position of Vice Chair of the Coordinating Council.
Mr. Avery nominated Mr. Kolowski for the position of Vice Chair of the Coordinating Council. No further
nominations were received and nominations were closed after three calls for nominations. Mr. Avery
spoke on behalf of Mr. Kolowski. Mr. Avery made the motion, seconded by Ms. Long, to accept the
election by acclamation of Mr. Kolowski to the position of Vice Chair of the Coordinating Council. Yeas:
Anderson, Avery, Carter, Chambers, Chang, Gray, Hartnett, Heidel, Jacobson, Jensen, Kelly, Long,
Pedersen, Synowiecki, Wolford, Kolowski. Nays: None. Motion carried.

Mr. Stilwill opened the floor for nominations for the position of Secretary of the Coordinating Council.
Ms. Long nominated Mr. Avery for the position of Secretary of the Coordinating Council. No further
nominations were received and nominations were closed after three calls for nominations. Ms. Long
made the motion, seconded by Ms. Gray, to accept the election by acclamation of Mr. Avery to the
position of Secretary of the Coordinating Council. Yeas: Anderson, Avery, Carter, Chambers, Chang,
Gray, Hartnett, Heidel, Jacobson, Jensen, Kelly, Long, Pedersen, Synowiecki, Wolford, Kolowski.
Nays: None. Motion carried.

Mr. Stilwill opened the floor for nominations for the position of Treasurer of the Coordinating Council.
Mr. Hartnett nominated Ms. Bradley for the position of Treasurer of the Coordinating Council. No further
nominations were received and nominations were closed after three calls for nominations. Mr. Hartnett
made the motion, seconded by Ms. Chang, to accept the election by acclamation of Ms. Bradley to the
position of Treasurer of the Coordinating Council. Yeas: Anderson, Avery, Carter, Chambers, Chang,
Gray, Hartnett, Heidel, Jacobson, Jensen, Kelly, Long, Pedersen, Synowiecki, Wolford, Kolowski.
Nays: None. Motion carried.

Ms. Chang, Mr. Kolowski, Mr. Avery and Ms. Bradley assumed the respective offices to which they had
been elected.

7. General Public Comment. None.

8. Subcommittee Reports

a) Budget, Finance & Audit Subcommittee. Motion made by Mr. Hartnett, seconded by Mr.
Kelly, to reclassify within the Elementary Learning Center Operating Budget for FY 2011/2012
$10,000.00 from the Subcouncil 5 Extended Learning line item and $15,184.00 from the
Insurance line item funds to the Truancy Initiative Cost line item for the Sarpy County Truancy
Program. Discussion took place. Mr. Chambers stated he would abstain from voting because
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he objects to money being spent for this purpose. Yeas: Avery, Carter, Chang, Gray, Hartnett,
Heidel, Jacobson, Jensen, Kelly, Pedersen, Synowiecki, Wolford, Kolowski. Nays: Anderson,
Long. Abstain: Chambers. Motion carried.

b) Administration and Personnel Subcommittee. Ms. Gray provided an update on the Chief
Executive Officer evaluation process, job descriptions and benefits.

c) Legislation & Policy Subcommittee. Mr. Synowiecki and Mr. Rogert provided an update
on the legislative positions. A handout was provided from the Legislation and Policy
Subcommittee containing the recommended positions on selected bills introduced in the
Nebraska Legislature for 2012.

Motion by Mr. Kolowski, seconded by Mr. Pedersen, to approve the legislative positions.
Discussion took place. Yeas: Anderson, Avery, Carter, Chambers, Chang, Gray, Hartnett,
Heidel, Jacobson, Jensen, Kelly, Long, Pedersen, Synowiecki, Wolford, Kolowski. Nays:
None. Motion carried. Mr. Synowiecki thanked Mr. Rogert and the Committee members.

9. Diversity Plan Implementation Update. Ms. Long indicated that transportation issues and
qualifications for transportation would be discussed at the next task force meeting, as well as a report
from Bert Jackson.

10. Elementary Learning Center (ELC) Plan Implementation Update. No report.

11. Subcouncil #5 Elementary Learning Center

a) Elementary Learning Center Operating Agreement

Motion made by Mr. Hartnett, seconded by Mr. Synowiecki, upon recommendation of
Achievement Subcouncil #5, to approve an addendum to the Elementary Learning Center
Operating Agreement with OneWorld Community Health Centers, Inc. to include a parenting
skills class in the ELC program, provide supplemental funds, and purchase necessary
equipment, as set forth in the document entitled Addendum to Elementary Learning Center
Operating Agreement, and appropriate $20,000.00 in funds from the Elementary Learning
Centers Budget for FY 2011/2012 in order to supplement the appropriation of $325,000.00
approved on December 15, 2011. Discussion took place. Yeas: Anderson, Avery, Carter,
Chambers, Gray, Hartnett, Heidel, Jacobson, Jensen, Kelly, Long, Pedersen, Synowiecki, Wolford,
Kolowski, Chang. Motion carried.

It is noted for the record that Mr. Pate arrived at 7:06 p.m.

b) Elementary Learning Center Location

Motion made by Mr. Hartnett, seconded by Ms. Wolford, upon recommendation of
Achievement Subcouncil #5, to approve a sublease with OneWorld Community Health
Centers, Inc. to locate the Subcouncil #5 Elementary Learning Center at 5211 South 31°
Street, Omaha, Nebraska, as set forth in the document entitled Sublease Agreement, and
appropriate $11,177.25 in funds from the Capital Projects Fund for FY 2011/2012. Discussion
took place. Mr. Synowiecki stated he would abstain because of a professional affiliation with
the proposed location. Yeas: Anderson, Avery, Carter, Gray, Hartnett, Heidel, Jacobson, Jensen,
Kelly, Long, Pedersen, Wolford, Kolowski, Chang. Nays: None. Abstain: Chambers, Pate,
Synowiecki. Motion carried.

12. New Business.

a) Communications Plan

Motion made by Mr. Kolowski, seconded by Ms. Jacobson, upon recommendation of Budget,
Finance & Audit Subcommittee, to contract with Carroll Communications, Inc. to develop a
communications plan for the Learning Community of Douglas and Sarpy Counties, as set
forth in the document entitled Service Agreement, and appropriate $47,000.00 in funds -

3 FEBRUARY 16, 2012 AGENDA ITEM 4



$30,000.00 from the General Administration Budget and $17,000.00 from the ELC Operating
Budget for FY 2011/2012. Discussion took place.

Motion by Mr. Chambers, seconded by Ms. Jensen, to amend the motion by amending the
Service Agreement to substitute the word “is” for the word “are” in line five of Section 2.a. of
the Service Agreement and to substitute the word “nature” for the word “God” in line five of
Section 3. Yeas: Anderson, Avery, Carter, Chambers, Gray, Hartnett, Heidel, Jacobson, Jensen,
Kelly, Long, Pate, Pedersen, Synowiecki, Wolford, Kolowski, Chang. Nays: None. Motion
carried.

Returning to consideration of the motion, as amended, discussion continued. Motion by Ms.
Jensen, seconded by Mr. Kolowski, to amend the motion as follows:

To contract with Carroll Communications, Inc. to develop a communications plan for
the Learning Community of Douglas and Sarpy Counties, as set forth in the document
entitled Service Agreement, as amended, and appropriate an_amount not to exceed
$47,000.00 in funds - $30,000.00 from the General Administration Budget and
$17,000.00 from the ELC Operating Budget for FY 2011/2012.

Yeas: Anderson, Avery, Carter, Chambers, Gray, Hartnett, Heidel, Jacobson, Jensen, Kelly, Long,
Pate, Pedersen, Synowiecki, Wolford, Kolowski, Chang. Nays: None. Motion carried.

Returning to consideration of the motion, as amended, discussion continued. Yeas: Anderson,
Avery, Carter, Chambers, Gray, Hartnett, Heidel, Jacobson, Jensen, Long, Pedersen, Synowiecki,
Wolford, Kolowski, Chang. Nays: Kelly, Pate Motion carried.

13. Unfinished Business.
a) Member School Districts — No Report.
b) Sarpy County Farm Bureau Litigation — No Report.

14.  Achievement Subcouncil Reports. The Subcouncils reported on their activities since the prior
meeting of the Council.

15. Next Council Meeting. February 16, 2012, 6:00 p.m., Thompson Center at UNO, 6705 Dodge
Street, Omaha, NE 68182

16. Adjournment. Chair Chang declared the meeting adjourned at 7:45 p.m.
Handouts provided were as follows, copies of which will be made a permanent part of the record of the
meeting:

Agenda Iltem 4 — LCCC Minutes dated January 3, 2012

Agenda ltem 5 (b) — Treasurer’s Report dated December 31, 2011

Agenda Item 6 — Officer Election Procedures

Agenda Item 10 — RFP Calendar

Agenda Item 11 (a) — OneWorld Contract Addendum and Term Sheet

Agenda Item 11 (b) — OneWorld Sublease and Term Sheet

Agenda Item 12 (a) — Carroll Communications Contract

Mike Avery, Secretary
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LEARNING COMM OF DOUGLAS SARPY COUNTY

Treasurer's Report
January 31, 2012

Trans Description Credit Amt Date Reference
PAYCHEX $ 104.10 1/10/12 ACH
Base Flex Account $ 240.00 1/10/12 ACH
PAYCHEX $ 124.80 1/13/12 ACH
Paychex deduction for direct deposits $ 24,709.95 1/13/12 Jan P/R - DD & Chks
Paychex deduction for payroll taxes $ 12,241.16 1/13/12 Jan P/R - DD & Chks
Metro Leasing Co $ 264.62 1/17/12 ACH
RDG Planning & Design $ 2,469.00 1/19/12 1075
Communities in Schools of Nebr $ 19,869.72 1/19/12 1076
Lutheran Family Services $ 50,000.00 1/19/12 1077
OMAHA PUBLIC SCHOOLS $ 9,687.75 1/19/12 1078
EDUCATIONAL SERVICE UNIT #3 $ 1,218.72 1/19/12 1870
BLUE CROSS BLUE SHIELD OF NEBR $ 4,105.73 1/19/12 1871
Madison National Life $ 312.54 1/19/12 1872
EDUCATIONAL SERVICE UNIT #3 $ 43.95 1/19/12 1873
All Makes Office Equipment Co. $ 262.50 1/19/12 1874
The Thompson Center at UNO $ 100.00 1/19/12 1875
COX CABLE $ 503.16 1/19/12 1876
KONICA MINOLTA BUSINESS SOLUTI $ 229.53 1/19/12 1877
PAY-LESS OFFICE PRODUCTS, INC. $ 124.10 1/19/12 1878
Brandeis Catering $ 50.00 1/19/12 1879
Office Depot, Inc. $ 56.99 1/19/12 1880
WAITT INTERACTIVE $ 210.00 1/19/12 1881
DOUGLAS COUNTY POST GAZETTER $ 41.34 1/19/12 1882
GRETNA GUIDE $ 25.10 1/19/12 1883
DAILY RECORD $ 63.80 1/19/12 1884
OMAHA WORLD HERALD $ 94.07 1/19/12 1885
The Omaha Star, Inc. $ 216.00 1/19/12 1886
ABM Enterprises, LLC $ 100.00 1/19/12 1887
Pioneer Publishing, Inc. $ 50.00 1/19/12 1888
Base $ 30.00 1/19/12 1889
Nebraska Association of School $ 85.00 1/19/12 1890
National School Board Associat $ 2,700.00 1/19/12 1891
John Synowiecki $ 47.19 1/19/12 1892
Jeanne Anderson $ 173.16 1/19/12 1893
Carroll Communications $ 16,902.61 1/19/12 1894
Bert Jackson $ 1,047.20 1/19/12 1895
KENT ROGERT $ 2,200.00 1/19/12 1896
Seim, Johnson, Sestek & Quist, $ 2,171.00 1/19/12 1897
BRASHEAR LLP $ 3,692.20 1/19/12 1898
Principal Financial Retirement $ 284.62 1/25/12 ACH
Base Flex Account $ 480.00 1/26/12 ACH
Total January Expenditures $ 157,331.61
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February 16, 2012 Agenda Item 7(a)ii
TERM SHEET

FOR RENTAL OF OFFICE SPACE & FURNITURE FROM ESU #3

Lessee Learning Community of Douglas and Sarpy Counties

Lessor Educational Service Unit #3, 6949 South 110th Street, Omaha Nebraska 68128

The term of this lease shall commence on June 1, 2012 and shall end on May 31, 2013.
Term This lease shall in no case become effective until all required signatures have been
obtained.

Rental Rate $13.50 per sq ft / $11,142.23 per year/825.35 square foot (sq ft) of office space located at

. 6949 South 110t Street, Omaha, NE 68128
Annual cost per sg. ft./ Premises

The Lessee agrees to rent at a rate of $70.00 per month the following furniture:

Administrative desk, desk chair, three (3) drawer lateral file, desk with attached
credenza, desk chair, round meeting table, four chairs, four (4) drawer file cabinet,
Office Furniture Rental metal desk, wooden desk, two (2) metal arm chairs with black vinyl seat, two (2)
brown arm chairs with rollers, one brown chair with rollers, grey padded office
chair, wooden credenza/bookshelf, grey computer table with pencil tray, tan two
drawer filing cabinet

Lessor shall furnish to the Lessee, during the lease term, at Lessor’s sole cost the following
services, utilities, and supplies:

Electricity and Water

Heat and Air Conditioning

Parking in common with other building occupants
Custodial services to include vacuuming and trash pickup

Services and Utilities

Lessee has non-exclusive rights to use Common Areas; Lessor responsible for maintenance
of Common Areas.

If Lessee remains in possession of Premises after expiration of the lease term, or any
extension thereof, lease shall automatically extend on month-to-month basis, subject to
Holding Over thirty (30) days termination by either party, pursuant to the applicable terms and conditions
of the lease, except that rental rate during any holdover period shall be 120% of the rent in
the last month of the lease term.

Lessor to maintain $2M in liability insurance on Common Areas, Lessee to maintain
$2M in liability insurance on Premises, each naming other as additional insured. Both
parties indemnify other from claims based on alleged act, omission or negligence of
indemnifying party or its agents.

Insurance & Indemnity
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Learning Community of Douglas and Sarpy Counties

HOURS AND COMPENSATION POLICIES

THE POLICIES AND PROCEDURES SET FORTH IN THIS HANDBOOK DO NOT
CONSTITUTE A CONTRACT WITH THE LEARNING COMMUNITY.

HOURS OF OPERATION

The Learning Community Administrative Office standard workweek is Monday through
Friday with normal office hours for office staff personnel, from 8:00am to 4:30pm. For non-
exempt employees, lunch times may be set and rotated to allow for proper telephone and
office coverage. It is expected that exempt employees will be onsite during regular
business hours or will be attending to Learning Community business to fulfill their essential
job functions. Non-exempt employee schedules will be set by management. Flex time is
permitted at the discretion of the CEO.

Hours of operation for individual Elementary Learning Centers will be determined at each
location based on the direction of the Executive Director.

Section: Hours and Compensation Policies

Policy: Hours of Operation

Adopted by Approval of the Council: Date 10/21/10
Replaced/Amended:

PAYDAYS

Employees are paid monthly or 12 times per year. Each pay period begins on the first
Saturday of the month and ends on the first Friday of the following month. Paychecks are
distributed on the 15" of each month. If the 15" falls on a Saturday, Sunday, or holiday,
payday will be the preceding business day.

Section: Hours and Compensation Policies

Policy: Paydays

Adopted by Approval of the Council: Date 10/21/10
Replaced/Amended:

DIRECT DEPOSIT

The Learning Community strongly encourages its employees to participate in the option of
having their paychecks deposited directly into their checking, savings, or other accounts of
the employee’s choice. Direct deposit provides a safe, easy alternative to receiving a
paper paycheck. In addition, there is less risk of a check being lost, stolen or forged, and
funds are deposited in employees’ accounts on payday.
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Learning Community of Douglas and Sarpy Counties

Vacation Pay out upon Termination

Employees leaving the Learning Community, for any reason, will be paid out any earned
and unused vacation days. Payout of earned and unused vacation will be paid out at the
rate stated above, on the final paycheck.

Section: Employee Benefits and Services

Policy: Vacation Leave Policy

Adopted by Approval of the Council: Date 10/21/10
Replaced/Amended:

SICK/PERSONAL LEAVE POLICY

The Learning Community provides regular, full-time employees with a generous number of
days away from work with pay. Sick/Personal Leave days may be used for personal time,
illness or time off to care for dependents. Sick/Personal Leave days must be scheduled in
advance and approved by your supervisor, except in cases of illness or emergency.

The Sick/Personal Leave Policy does not cover scheduled holidays, floating holidays, time
off for jury duty or bereavement leave. Questions related this Policy should be referred to
the Human Resource designee.

Use
Employees should submit their Sick/Personal Leave requests, via e-mail to their supervisor
and copy the Human Resource designee to ensure adequate coverage of staff.

While Sick/Personal Leave will begin on the date of hire, paid leave will not be granted until
after 30 days of continuous employment has been met, except in the case of illness.
Sick/Personal Leave may be used in whole or half days but not less than a half-day.

Sick/Personal Leave is computed and paid at the rate being earned at the time of payment
and computed only at the base wage rate. Commission and/or bonus payments received
throughout the year will not be included in the calculation of the base rate.

Time paid for Sick/Personal Leave does not count as time worked in calculating overtime
for the week.

Accrual
Sick/Personal Leave is earned on an annual (calendar) year basis and is earned on the
first day following your date of employment at the rate of 10 days.

Carryover of Sick/Personal Leave
Only five days of Earned, unused Sick/Personal Leave may be carried over into the next
year. Any unused days will be forfeited.

An emergency or unexpected work requirement might cause you to forego scheduled
Sick/Personal Leave already approved by your supervisor. When such an event means
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that you cannot carry over Sick/Personal Leave days to which you would have been
entitled if you had taken your scheduled Sick/Personal Leave, special arrangements may
be made by your Supervisor and the Human Resource designee and should be confirmed
in writing. The agreement may provide for Sick/Personal Leave to be carried forward or
some other arrangement appropriate to the circumstances.

Sick/Personal Leave Pay out upon Termination
Employees leaving the Learning Community, for any reason, will not be paid any unused
Sick/Personal Leave days.

Section: Employee Benefits and Services

Policy: Sick/Personal Leave Policy

Adopted by Approval of the Council: Date 10/21/10
Replaced/Amended: ?77

HOLIDAY POLICY

The Learning Community gives the opportunity for full-time, regular employees to spend
time with their family and therefore, recognizes the following holidays as paid time from
work:

New Year's Day

Martin Luther King Day
Washington'’s Birthday (President’s Day)
Memorial Day
Independence Day
Labor Day
Thanksgiving Day

Day after Thanksgiving
Christmas Eve Day
Christmas Day

New Year's Eve Day

If one of these holidays falls on a Sunday, it will be observed on the following Monday. If
the holiday falls on a Saturday, the Learning Community will select either the following
Monday or the preceding Friday as a substitute holiday. To receive holiday pay, you must
work the regularly scheduled workday before and after the holiday, or use approved, in
advance, Vacation Leave before or after the holiday.

Holiday pay for non-exempt employees is computed at the regular hourly rate to a
maximum of eight hours for one day. Holiday pay granted in accordance with this policy
will not be credited as time worked for the purpose of computing overtime.

Employees who need time off for religious observances, other than the recognized
observances above, should speak with the Human Resources designee. The use of
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LEARNING COMMUNITY OF DOUGLAS AND SARPY COUNTIES

Job Description

Job Title: Executive Director, Elementary Learning Centers
Exemption Status: Exempt

Reports to: Chief Executive Officer

Updated: January 10, 2012

GENERAL DESCRIPTION

The Executive Director will have overall responsibility for the efficient and effective start-up and operation of this
new system of Elementary Learning Centers, providing programs and services across eleven schools districts in
Douglas and Sarpy Counties. The first such centers will be in Learning Community Subdistricts 2 (North Omaha)
and 5 (South Omaha and Bellevue), and additional centers and/or Elementary Learning Centers (ELC) programs
and services are envisioned. It is also envisioned that the two initial centers may have multiple facilities and
programs, some of which are likely to be based at satellite locations.

ESSENTIAL JOB DUTIES
Leadership

Maintains a clear vision for ELCs and advocates effectively for that vision. Establishes strategic goals for the
ELCs that demonstrate their effectiveness and holds the centers accountable for achieving them.

Administration and Communications

Maintains the smooth and efficient operations and administration of the system of ELCs, including developing
protocols, policies, and procedures that support the mission of ELCs, while also allowing for sufficient
flexibility and differentiation across Centers to meet the unique needs of those being served.

In coordination with the Chief Executive Officer (CEO), maintains accurate records of all ELC-related matters
and provides regular reports to Achievement Subcouncils, the Learning Community Coordinating Council
(LCCC) and others, as requested.

Facilitates communications between ELC staff, Subcouncils, the LCCC, Superintendents and other interested
parties. Attends meetings, as requested.

Provides direct support to the Chair of the ELC Task Force.
Program Planning, Development, Implementation and Evaluation

Ensures that programs and services provided through the ELCs meet the needs of elementary children and
their families, are of high quality, and are designed to enhance the educational achievement of those children,
taking their developmental needs into account. Develops testing procedures to collect program data
necessary for research and evaluation needs. Seeks feedback regularly from students and family members
who are served through the ELCs. Applies best practices, as appropriate.

Ensures that formative and summative evaluation models and practices are in place to hold ELCs
accountable for achieving their goals and objectives and for meeting high quality standards of operation.

Provides information needed by the LCCC to decide what, if any, levy to set for the ELC and Pilot Projects
Fund.

Facilities and Transportation Planning and Management

Plans for, and effectively manages, all ELC facilities needs, including the leasing, renovation, and
maintenance of space needed to provide programs and services in a safe and quality manner. Ensures that
programs and services are accessible to those students and families who need them.

Provides information needed by the LCCC to decide what, if any, levy to set for the Learning Community
Capital Projects Fund.

SD\JoB DESCRIPTIONS\2012\EXECUTIVE DIRECTOR OF ELCs 2/9/2012 8:55 AM
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Human Resource Management

Effectively manages the human resources of the ELCs, including the hiring, development and supervision of
employees and contracted service providers, in accordance with authorized personnel policies and
procedures that fully conform to current laws and regulations.

Budget Management

In coordination with the Achievement Subcouncils, develops and recommends a yearly budget for LCCC
approval, and prudently manages ELC resources within those budget guidelines according to current laws
and regulations.

Works in conjunction with Learning Community Finance Director to maintain all financial and budget records
related to ELCs and supports the CEO in filing all necessary tax and financial reports, and complying with
established audit policies and procedures.

Public and Community Relations and Outreach

Ensures that the public and interested stakeholders are kept well informed about the ELCs, their offerings and
accomplishments through proactive communications specifically designed to reach targeted students and
their families.

Works in collaboration with school administrators and staff to ensure that ELC programs and services are
producing the desired results for students’ academic success in the classroom.

Cultivates and maintains positive relationships with a wide variety of community stakeholders to maximize the
effectiveness of the ELC system.

DESIRED QUALITIES

Is results-focused and data-driven in his/her approach to planning and accomplishing the goals and objectives
of the ELCs.

Is well-versed in the principles of youth development, best practices in elementary-age educational
programming, and how the needs of the “whole child” affect academic achievement.

Is inclusive and collaborative in his/her leadership style and involves those who will be affected by decisions
in the decision-making process.

Communicates ideas well orally and in writing.

Brings a passionate commitment and high energy level to his/her work in supporting the success of young
children and their families.

Sets a strong example of integrity, dedication, transparency and fairness.

PHYSICAL REQUIREMENTS

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is regularly required for extended periods to sit; use
hands to finger, handle, or feel; and talk or hear. The employee is frequently required to stand and walk. The
employee is occasionally required to lift and/or move up to 20 pounds and to reach with hands and arms,
stoop, kneel, and crouch. The vision requirements include: ability to adjust focus, depth perception, distance
vision and close vision.
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QUALIFICATIONS

Master’s degree in Educational Administration, Social Work, Public Administration or related field preferred.

EXPERIENCE/BACKGROUND REQUIREMENTS

At least 2 years of experience managing the operations of a multiple site, service delivery agency and at least
4-6 years of direct service delivery experience preferred.

The essential job duties detailed above is not an exhaustive list. Additional duties may be added, as necessary, or
as assigned, by CEO.
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LEARNING COMMUNITY OF DOUGLAS AND SARPY COUNTIES
Job Description

Job Title: Finance Director
Exemption Status: Exempt
Reports to: Chief Executive Officer
Updated: January 10, 2012

General Description

The Finance Director is responsible for ensuring the accurate financial recording and reporting of the
organization’s activities, development and monitoring of budgets, assistance with grant budgets and
compliance reporting, providing administrative support in the areas of lease, contract and insurance reviews,
and analysis of data and outcomes as it relates to the educational program statistics. Provides necessary
support to the Treasurer of the Learning Community Coordinating Council (LCCC). The Finance Director
supports the Chief Executive Officer (CEO) and Executive Director of the Elementary Learning Centers in
areas of financial responsibilities and data analysis.

ESSENTIAL JOB DUTIES
Accounting and Financial Reporting
Responsible for all accounting processes including, but not limited to, processing of accounts payable,

invoicing/billing, maintenance of general ledger, reconciliation of accounts, and preparation of financial
reports

Manages monthly payroll and payroll reporting for organization employees utilizing outside vendor

Accounting for Council members’ expense reimbursements and per diems for services as provided in the
Learning Community Accounting Manual

Responsible for daily, weekly and monthly cash management and reporting
Conducts various financial analysis as requested

Development and annual review of accounting practices and policies for the organization. Recommends
changes in policy and practice as appropriate.

Preparation of audit work papers and requested information for the annual audit and other audits, as
necessary

Preparation of information in conjunction with public requests
Preparation and presentation, when requested, of the monthly treasurers report

Ensures the security and retention of the organization’s accounting records with appropriate
requirements

Assists with the development and implementation of office procedures assuring compliance with all
Governmental Accounting Standards
Administration

Reviews and provides oversight of various lease and purchase agreements as entered into by the
organization

Manages and ensures insurance coverage and levels are appropriate to manage and reduce the risk of
the organization

Reviews and manages compliance with contracts for services with educators
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Data Analyst
Assists with the compilation and analysis of various program data and statistics

Provides research assistance with various programs identifying appropriate data to gather for future
evaluation

Works with outside data sources with compiling and highlighting data needed by the organization

Budgeting

Works with the CEO and Treasurer of the LCCC in the development of the complete annual operating
budget for all aspects of the Learning Community; includes the implementation of a budget development
process involving appropriate task forces and subcommittees

Responsible for continued oversight for operating and capital projects budget of $5 million and county tax
levies of more than $500 million.
Assistance and preparation of various organization, program and grant budgets including but not limited to:
e Elementary Learning Centers
e Administration
e Diversity Planning
e Common Levy General Fund
e Common Levy Special Building Fund
e General Fund
e Capital Projects Fund

Development of budgets for grants and other funding requests

DESIRED QUALITIES

Upholds and demonstrates the organization’s values, including providing a work environment that
promotes respect and teamwork

Complies with all organization policies and procedures

PHYSICAL REQUIREMENTS

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is regularly required for extended periods to sit; use
hands to finger, handle, or feel; and talk or hear. The employee is frequently required to stand and walk.
The employee is occasionally required to lift and/or move up to 20 pounds and to reach with hands and
arms, stoop, kneel, and crouch. The vision requirements include: ability to adjust focus, depth
perception, distance vision and close vision.

QUALIFICATIONS

Bachelor’s degree in accounting or equivalent. CPA preferred but not required.

EXPERIENCE/BACKGROUND REQUIREMENTS

A minimum of 3 years experience as a bookkeeper or accountant with responsibility for budgeting, record
keeping, and financial reporting.

Experience in Not-for-Profit, School District, Educational institution or City, State or County government
preferred.
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Computer and software proficiency and competence using all general office equipment.
Working knowledge of Peachtree Complete accounting and software related to non-profit accounting

Well-developed interpersonal skills. Ability to get along well with diverse personalities; tactful, mature
and flexible.

Ability to operate independently and “self manage” projects.

Strong analytical and reasoning abilities.

High energy level and comfortable performing multifaceted projects in conjunction with normal activities.
Excellent numeric sKkills.

Excellent written and verbal communication skills.

The essential job duties detailed above is not an exhaustive list. Additional duties may be added, as
necessary, or as assigned, by CEO.
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LEARNING COMMUNITY OF DOUGLAS AND SARPY COUNTIES
Job Description

Job Title: Executive Assistant
Exemption Status: Non-exempt
Reports to: Chief Executive Officer
Updated: January 10, 2012

GENERAL DESCRIPTION

The Executive Assistant provides high-level administrative and office support to the Chief Executive Officer
(CEO) of the Learning Community, the Executive Director of the Elementary Learning Centers (ELCs), the
Finance Director, the Council Operations Manager, and members of the Learning Community Coordinating
Council (LCCC). This individual is expected to perform a diverse and advanced set of administrative tasks
related to the smooth operations of the Learning Community Coordinating Council and its Achievement
Subcouncils, with a high level of accountability and minimum supervision.

ESSENTIAL JOB DUTIES

Administrative Support

Plan, organize, coordinate, and conduct the administrative and clerical aspects of the CEO’s, the Executive
Director’s, the Finance Director’s, the Council Operations Manager’s, and LCCC members’ functions.

Responsibilities may include answering, screening, and responding to calls, voice mails, emails and
regular mail.

Organize, maintain and coordinate the CEO’s and the Executive Director’s calendars, as well as all
Learning Community meetings on Outlook calendars (i.e., LCCC, Achievement Subcouncils,
Subcommittees, Executive Committee, Evaluation Collaborative Committee).

Prepare correspondence, as requested.

Greet and direct visitors.

Prepare PowerPoint presentations, reports, etc., maintaining a consistent, professional look.
Update and maintenance of content on the LC’s website.

Word processing, filing, and faxing.

Track mileage for CEO and Executive Director of ELCs.

Prep work for (i.e., proofing, printing, assembling of meeting materials) LCCC, Achievement Subcouncils,
Subcommittees, Executive Committee and Evaluation Collaborative Committee meetings.

Ensure that relevant information is available or accessible for the smooth and efficient operation of the
LCCC, as requested by the CEO, Executive Director, Finance Director, and/or Council Operations Manager.

Meeting Support
Track projects and arrange meetings/conference calls for the CEO and Executive Director of ELCs.

Organize, schedule and coordinate all aspects of the Learning Community meetings of LCCC and
Subcouncils including facilities, room arrangements, refreshments, logistics, and meeting materials.

Serves as a backup for Council Operations Manager at the monthly LCCC meetings.
Attends monthly Executive Committee meetings and transcribes the meeting minutes.

Equipment and Technology

Ensure that office equipment and technology is in good working condition and serving the needs of the
Learning Community staff.
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Interpersonal Relations

Maintain contact lists and handles outside contacts on behalf of the CEO, Executive Director, Finance
Director, Council Operations Manager, and/or Council members with school districts, members of the
public, and other stakeholders, as requested.

DESIRED QUALITIES
Understands and supports the mission of the Learning Community.
Strong administrative, project management, organization and problem-solving skills.
Excellent oral and written communication skills.
Strong work ethic and is a self-starter.

Strong time management skills and demonstrates ability to work through multiple tasks efficiently and
thoroughly.

Completes assignments in an accurate, timely and high quality manner.
Pays attention to detail.

Is computer savvy and proficient in the use of office software (Word, PowerPoint, Excel, Outlook, etc.)
and the Internet.

Is adaptable and quick to learn new office technologies and protocols.
Exercises initiative and creativity to solve complex administrative problems.
Warm, pleasant and friendly manner in dealing with others.

Acts with integrity, dedication, transparency and fairness.

Works independently and has ability to be flexible.

PHYSICAL REQUIREMENTS

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is regularly required for extended periods to sit; use
hands to finger, handle, or feel; and talk or hear. The employee is frequently required to stand and walk.
The employee is occasionally required to lift and/or move up to 20 pounds and to reach with hands and
arms, stoop, kneel, and crouch. The vision requirements include: ability to adjust focus, depth
perception, distance vision and close vision.

QUALIFICATIONS

Bachelor Degree in Business Administration or Education is preferred. Work experience is commensurate with
education.

EXPERIENCE/BACKGROUND REQUIREMENTS

Minimum of 3+ years of executive secretarial or administrative experience, as duties will continue to increase in

variety and/or complexity. Experience in the education and/or government field is desirable, but not required.

The essential job duties detailed above is not an exhaustive list. Additional duties may be added, as
necessary, or as assigned, by CEO.
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LEARNING COMMUNITY OF DOUGLAS AND SARPY COUNTIES
Job Description

Job Title: Council Operations Manager
Exemption Status: Exempt

Reports to: Chief Executive Officer
Updated: January 10, 2012

GENERAL DESCRIPTION

The Council Operations Manager, together with the Chief Executive Officer (CEQO) and staff, coordinates and
supports the decision workflow for the Learning Community Coordinating Council (LCCC), the Executive
Committee and the six Subcouncils. This Manager also integrates the recommendations of the Learning
Community’s Task Forces and Subcommittees into the decision workflow. The Council Operations Manager has
general responsibility for Human Resource management and office operations and management.

ESSENTIAL JOB DUTIES
Council Operations

Provides the leadership and follow through for the coordination of the decision workflow for the LCCC, the
Executive Committee and the Subcouncils, as well as fully utilizes the input of the CEO and staff.

o Together with the CEO, staff, legal counsel and appropriate persons from the LCCC, takes the lead on
agenda development and finalization for these bodies.

 Is directly responsible for the legal publication of agendas for all public bodies in compliance with open
meetings law.

e Works with the CEO, Taskforce Chairs, Subcommittee Chairs, Subcouncil Chairs and staff to coordinate
the timelines and scheduling of decisions and the needed levels of approval consistent with LCCC policy
and takes into account the need for deliberative processes.

e Maintains at least a six month schedule of decision-making actions for each of the groups mentioned
above.

Human Resource Management

Manages, plans, organizes and coordinates the following areas of Human Resources: Administration, Hiring,
Benefits and Leave, Compensation, Policies, Health & Safety, Staffing and Training, Performance, and
Discipline and Termination.

Responsible for processes for conducting performance reviews and staff goal setting.
Monitors procedures for background checks and drug testing to ensure all areas of compliance.

Together with the CEO and staff, ensures that the Learning Community is in compliance with State and
Federal law.

Office Operations and Management

Manages, plans, organizes and coordinates the administrative and clerical aspects of the Learning
Community office, including functions of the CEO, the Executive Director and members of the LCCC.

Implements written procedures for operating efficiency.

Manages and trains of office personnel. Ensures timely completion of their duties including support, if
necessary.

Coordinates Meeting and Conference Attendance for Council members and staff
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Administration and Personnel Committee (A/P)

Provides direct support to the Chair of the A/P committee in agenda preparation and providing support
materials.

Assists as needed in the logistics of managing A/P committee meetings.

Diversity Task Force (DTF)/Open Enrollment
Answers Open Enrollment questions or refers to appropriate party.
Provides direct support to the Chair of the DTF in agenda preparation and providing support materials.
Assists as needed in the logistics of managing DTF committee meetings.
Monitors Open Enrollment website.
Monitors upcoming Focus Schools and integrates planning for new focus schools into the work schedule of
the DTF.

Communications

Together with the CEO, is the point of contact for the Learning Community’s Communication consultant and is
authorized to approve activities and expenses of the Communication Consultant on behalf of the CEO

Maintains contact lists and handle outside contacts on behalf of the CEO or LCCC with school districts,
members of the public and other stakeholders, as requested.

DESIRED QUALITIES
Understands and supports the mission of the Learning Community.
Strong administrative, project management, organization and problem-solving skills.
Excellent oral and written communication skills.
Strong work ethic and is a self-starter.

Strong time management skills and demonstrates ability to work through multiple tasks efficiently and
thoroughly.

Completes assignments in an accurate, timely and high quality manner.
Pays attention to detail.

Computer savvy and proficient in the use of office software (Word, Excel, Outlook, PowerPoint, etc.) and the
Internet.

Adaptable and quick to learn new office technologies and protocols.
Exercises initiative and creativity to solve complex administrative problems.
Warm, pleasant and friendly manner in dealing with others.

Acts with integrity, dedication, transparency and fairness.

Works independently and has ability to be flexible.

Ability to problem solve and to develop creative solutions.

PHYSICAL REQUIREMENTS

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is regularly required for extended periods to sit; use
hands to finger, handle, or feel; and talk or hear. The employee is frequently required to stand and walk. The
employee is occasionally required to lift and/or move up to 20 pounds and to reach with hands and arms,
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stoop, kneel, and crouch. The vision requirements include: ability to adjust focus, depth perception, distance
vision and close vision.
QUALIFICATIONS

Bachelor Degree in Business Administration, Human Resource Management, or Education is preferred. Work
experience is commensurate with education.

EXPERIENCE/BACKGROUND REQUIREMENTS

Knowledge and skills generally acquired through 5+ years of management experience and/or 5+ years of Human
Resource Generalist experience. Experience in the education and/or government industry is desirable.

The essential job duties detailed above is not an exhaustive list. Additional duties may be added, as necessary, or
as assigned, by supervisor.
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