
 

Tulsa Honor Academy Charter School is to equip ALL scholars in grades five through eight with the academic skills, content 
knowledge, and ethical character required for college graduation and life success. 

 

BOARD OF DIRECTORS MEETING 
Tuesday, May 2, 2017    

6:00 pm – 8:00 pm 
Tulsa Honor Academy | 2525 S 101st East Avenue 

Posted on: ______________ at ________________ 
Posted by: __________________________________ 

AGENDA 
 

 Action Item Lead Time 

1.  -  Welcome Ken Sallee, Finance 
Committee Chair 

6:00 p.m. 

2.  -  Roll Call Sara Arzu, Secretary 6:01 p.m. 

3.  VOTE Approval of the Consent Agenda 
a) Meeting Agenda 
b) April Meeting Minutes 
c) Encumbrance Report 

Ken Sallee, Finance 
Committee Chair 

6:02 p.m. 

4.  VOTE Approval of the FY 2018 Budget  Elsie Urueta, Head of 
School & Ken Sallee, 
Finance Committee Chair 

6:05 p.m. 

5.  VOTE Approval of Amendment to THA Daily Schedule Kate Freudenheim, 
Assistant School Leader 

6:20 p.m. 

6.  VOTE Approval of the 2017-2018 Staff Handbook Elsie Urueta, Head of 
School 

6:23 p.m. 

7.  VOTE Approval of the FY 2017 Audit Agreement Elsie Urueta, Head of 
School 

6:27 p.m. 

8.  VOTE Approval of Workers’ Compensation Insurance 
Provider 

Gustavo Ibarra, Director of 
Community Relations 

6:30 p.m. 

9.  VOTE Approval of Application for Temporary 
Appropriations 

Gustavo Ibarra, Director of 
Community Relations 

6:35 p.m. 

10.  INFO Head of School’s Report Elsie Urueta, Head of 
School 

6:40 p.m. 

11.  INFO Governance Committee Report Marvin Lizama, Governance 
Committee Chair 

6:55 p.m. 

12.  INFO Finance Committee Report Ken Sallee, Finance 
Committee Chair 

7:00 p.m. 

13.  INFO Academic Achievement Committee Report Moises Echeverria, 
Academic Achievement 
Committee Chair 

7:05 p.m. 

14.  INFO Development Committee Report Lucia Oberle, Development 
Committee Chair 

7:10 p.m. 

15.   New Business  7:15 p.m. 

16.   Adjourn Ken Sallee, Finance 
Committee Chair 

7:17 p.m. 

 
 



 

Tulsa Honor Academy Charter School is to equip ALL scholars in grades five through eight with the academic skills, content 
knowledge, and ethical character required for college graduation and life success. 

ATTACHMENTS 
A. April Meeting Minutes 
B. Encumbrance Report (see Finance Report) 
C. FY 2018 Budget 
D. Amended THA Daily Schedule 
E. 2017-2018 Staff Handbook 
F. FY 2017 Audit Agreement 
G. Workers’ Compensation Agreement 

H. Application for Temporary Appropriations 
I. Head of School Report 
J. Governance Committee Report 
K. Finance Committee Report 
L. Academic Achievement Committee Report 
M. Development Committee Report

 



 
 

  BOARD OF DIRECTORS MEETING MINUTES 

Tuesday, April 4, 2017    
6:00 pm – 8:00 pm 

Tulsa Honor Academy | 2525 S 101st East Avenue 

MINUTES 

Item 1. Welcome 

 

Ken Sallee noted that he would Chair the meeting in Ms. Kamas’s absence and called the 

meeting to order at 6:00 p.m. 

 

Item 2. Roll Call 

 

Ben Stewart- Present 

Sara- Absent 

Moises- Present 

Jazi- Absent 

Palmer- Absent 

Kian- Absent 

Marvin- Present 

Lucia- Present 

Ken- Present 

John- Present 

Mary- Present 

Yolanda- Absent 

 

 

Item 3.  Approval of the Consent Agenda 

 a) Meeting Agenda 

 b) March Meeting Minutes 

 c) Encumbrance Report 

 

Mr. Echeverria moved, 2nd by Ms. Oberle to approve the consent agenda  

 

Ben- Yes 

Sara- Absent 

Moises- Yes 

Jazi- Absent 

Palmer- Absent 

Kian- Absent 

Marvin- Yes 

John- Yes 

Lucia- Yes 

Ken- Yes 

Mary- Yes 

Yolanda- Absent 



 
 

 

Motion Passed  

 

Item 4. Acceptance of the Fiscal Year 2016 Audit 

 

Chris Gullekson with Sanders Bledsoe & Hewett presented the audit findings for the Fiscal Year 

2016 audit. Mr. Gullekson noted that the audit findings recommend that THA implement 

changes in regards to switching from the use of a debit card to a credit card in order to better 

document these types of purchases; utilizing purchase orders for all school purchases; 

implementing a countersignature for all checks; establishing activity funds; and adding a space 

for noting the posting date and time for board meeting agendas.  

 

Mr. Lizama moved, 2nd by Mr. Echeverria to accept the FY 2016 audit findings.  

  

Ben Stewart- Yes 

Sara- Absent 

Moises- Yes 

Jazi- Absent 

Palmer- Absent 

Kian- Absent 

Marvin- Yes 

Lucia- Yes 

Ken- Yes 

Mary- Yes 

Yolanda- Absent 

 

Motion Passed  

 

Item 5. Approval of Teach for America Professional Services Agreement 

 

Elsie gave an overview of the agreement for the 2017-2018 school year and noted that while the 

agreement notes a payment date of October, TFA will not invoice THA until January 1 due to an 

understanding of the need to manage cash flow during the fall semester.  

 

Ms. Oberle moved, 2nd by Mr. Lizama to approve the Teach for America Professional Services 

Agreement.  

  

Ben Stewart- Yes 

Sara- Absent 

Moises- Yes 

Jazi- Absent 

Palmer- Absent 

Kian- Absent 

Marvin- Yes 

Lucia- Yes 

Ken- Yes 

Mary- Yes 

Yolanda- Absent 



 
 

Motion Passed  

 

Item 6. Head of School’s Report 

 

Elsie noted that the TPS Boad approved a 5-year renewal of THA’s charter agreement. Elsie 

discussed the schools current hiring efforts and noted that there are still a number of open 

positions for the next school year. She noted that some teachers are leaving for much higher 

paying jobs, others leaving education all together, some done with two year commitment. Elise 

noted that teachers start July 6th for the next school year. 

 

Policies and procedures - Still working on finance committee updated policies. Staff PD, finished 

mid-year evaluations. Went to Nashville for education retreat focused on next year.  

 

Contracts - Transportation has contacted us and staff is working on the contract for our lease. We 

will be taking over library space and two CBA classrooms. Elsie noted that she is beginning to 

have conversations with Mark and TPS regarding our long-term space needs and options, 

although details right now are still limited. Staff and the Board Chair will be working to discuss 

this more extensively with TPS in the coming weeks and months.  

 

Item 7. Governance Committee Report 

 

Marvin noted that the Governance Committee has been working on finalizing details for the June 

board retreat, as well as discussing processes for identifying potential new board members to fill 

any upcoming vacant board seats.  

 

Item 8. Finance Committee Report 

 

Ken presented the Finance Committee Report, including an overview of the draft budget for FY 

2018. Ken noted that we are delaying voting on the budget until May in order to give us more 

time to determine how much in funding cuts we should project, and to better project our year end 

cash balance. Ken noted that overall THA has done a good job of adhering to the budget for the 

year and successfully managing cash flow.   

 

Item 9. Academic Achievement Committee Report 

 

Moises noted that the AAC did not meet this past month due to several scheduling conflicts. 

Moises reminded the Board that Enrollment day is April 15th. Would love to see as many board 

members as possible, as this is a very happy, hopeful, energetic time. Moises presented the data 

for February. Attendance still strong. Behavior increase in demerits and detentions, In School 

Suspensions. Decrease in Out of School Suspensions for 5th grade. THA being recognized by 

group of schools for outstanding jobs.  

 

Item 10. Development Committee Report 

 

Lucia issued a reminder to the board to email 10 friends about the event and invite 2 friends to 

consider sponsoring. We need people there and sponsorships to make next year sustainable. TPS 

is anticipating $150 cut per pupil which would mean another 50K cut from our budget. Will be 



 
 

really tough, so the more we can raise at Taste of THA, the better it is for the school. Marvin 

secured a match for this year’s fundraising, so huge thanks for Marvin.  

 

Brooke has been applying for grants and is in the process of identifying additional grants for 

which the school qualifies and can apply. She is gaining experience in this, which is positive for 

the school’s future.  

 

Item 11. New Business 

 

No New Business. 

 

Item 12. Adjourn  

 

The Meeting Adjourned at 7:04 p.m. 



Tulsa Honor Academy
2017-2018 Actual Budget

REVENUE
Local Sources

Contributions & Donations Committed $300,000 Donations from CLSFF, GKFF, HFF, and individual donor: see Detailed Assumptions Page

2017 Taste of THA $50,000 Based on last year's revenue from the event

Total Local Sources $350,000

State Per Pupil Allocationa

Total Enrollment $903,128

7th-8th Grade Enrollment $57,160

SPED $32,513

Gifted and Talented $17,491

Bilingual $154,612

RFL $216,751

Transportation $9,295

Total State Per Pupil Allocation $1,390,948 See Detailed Assumptions Page

Other State Allocations

Certified Health Allowance (FBA) $185,017 $571.04 per month per staff member

Text Books $0 State funds depleted

Total Other State Allocation $185,017

Federal Sources

Federal Lunch $150,732 $477 per scholar (based on last year's allocations)

Federal Breakfast $56,880 $180/scholar (based on last year's allocations)

Title I $38,552 $122 per scholar (based on last year's allocations)

Title II $28,756 $91 per scholar (based on last year's allocations)

SPED Flow Through $34,128 $108 per scholar (based on last year's allocations)

Total Federal Sources $309,048

TOTAL REVENUES $2,235,013

EXPENSES
Salaries, Benefits, and Taxes

Total Salaries $1,170,428 20 Teacher, 3 Ops Team Members, 4 Lead Team, and 3 Part Time Assistants, and Special Stipends (see detailed assumptions)

OK Employee Group Insurance (FBA) $185,017 tied to Cert. Allowance FBA

Fica and Medical $86,457 7.65% of total salaries

401K Plan $29,331 we match $.50 to every $1 invested up to 6% (maximum of 3% of total salaries)

Total Benefits and Taxes $1,471,233

Materials and Supplies

Furniture $27,600 See Detailed Assumptions Page

Paper/Copy/Instructional Supplies $108,150 See Detailed Assumptions Page

Books $11,000 Will purchase $10,000 for books in July, budgetting $1,000 for replacing books

Total Materials and Supplies $146,750

IT 

Monthly Support 14,640$                  $1,220 per month

Staff Computers 5,600$                    $700 per new FTE

Other Electronics 3,160$                    $10 per scholar… this includes headphones, thumb thrives, mouses, extension cords, etc.

Total IT Cost 23,400$                

Student Services

Transportation 60,000$                  TPS estimates costs will be around $50,000 - $55,000. 

Meals 257,224$                $814 per scholar (spent 814 per scholar last year, but we've identified where discreptency was occuring and eliminated it)

Total Student Services 317,224$              

SG&A

2018 Taste of THA 7,000$                    

Cleaning Services 40,660$                  $3,388.33 per month

Dues and Fees 116,947$                See Detailed Assumptions Page

Lease 36,144$                  See Detailed Assumptions Page

Office / Administrative Services 18,000$                  1500 per month to Steven Huff

Staff Professional Development and Travel -$                         

Student Accounting Services 4,523$                    Contract with Pearson for PowerSchool, see Detailed Assumptions Page

Professional-Educational Services 31,362$                  See Detailed Assumptions Page

Liability Insurance 6,000$                    Philadelphia

Financial Audit 3,000$                    charge an hourly rate, the sum of which will not exceed $3,000

General Office Supplies 6,320$                    $20 per sccholar (spent $21 per scholar last year)

Communication Services 3,000$                    Cell phone service for THA Leadership Team

Awards, Gifts, and Celebration 5,050$                    See Detailed Assumptions Page

Surety Bonds 987$                        1 time fee

Accounting Services 5,280$                    Monthly fee of 440

Other General Expenses 1,500$                    

Total SG&A 285,773$              

TOTAL EXPENSES 2,244,379$           



CASH POSITION 
Beginning Cash Balance 76,232$                  According to the April forecast. 

Total Revenue 2,235,013$            

Total Expenses (2,244,379)$           

Ending Cash Balance 66,866$                

ADDITIONAL FUNDRAISING GOAL
Additional Grants 80,000$                  OneGas Grant, Blue Cross Blue Shield Grant

Individual Contributions 20,000$                  Donations through our PTO, board member donations, and at least 5 community partners

Total Additional Fundraising Goal 100,000$              

EXPENDITURES IF FUNDRAISING GOAL MET
Teacher Professional Development and Travel 20,400$                  (See Detailed Assumptions Page)

Student Computers 44,800$                  $200 per computer, 224 computers to ensure a 1scholar:1 computer ratio (will improve our focus period)

Additional Books 3,000$                    for book club, classroom sets, and classroom library usage

Additional General Supplies and Materials 3,160$                    an additional $10 per scholar

Total Expenditures if Fundraising Goal Met 71,360$                (expenditures will be made in the order listed)

CASH POSITION IF FUNDRAISING GOAL MET
Ending Cash Balance 66,866$                  

Total Additional Fundraising 100,000$                

Total Additional Expenditures (71,360)$                 

Ending Cash Balance 95,506$                



 
 

CURRENT 2016-2017 DAILY SCHEDULE 

Monday, Tuesday, Thursday, Fridays 

 Start time – 7:45 am 

 End time – 4:30 pm 

 

Wednesdays 

 Start time – 7:45 am  

 End time – 2:00 pm 

 

 

PROPOSED 2017-2018 DAILY SCHEDULE 

Monday – Thursdays 

 Start time – 7:45 am 

 End time – 4:30 pm 

 

Fridays 

 Start time – 7:45 am  

 End time – 1:00 pm 



 
 
 
 

 

 
 
 

Staff Handbook 
 

2017 – 2018 
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INTRODUCTION 
  

Welcome to the Tulsa Honor Academy Charter School Team! We recognize the importance of a high-quality staff in fulfilling the 

mission of the school. To that end, we hope this personnel handbook answers many of your questions regarding benefits and 

employment guidelines, so that you are free to focus on the task at hand—educating students. These policies and procedures may 

be amended at any time, subject to applicable laws, rules and regulations. This manual, and the policies and procedures set forth 

herein, are not intended to create or constitute a contract, and do not change the nature of the employment relationship between 

Tulsa Honor Academy and its employees. 

 

 

HIRING 
  

Hiring Practices 
 

Employment Checks 
 

To help ensure that all staff members at Tulsa Honor Academy are of the highest quality, we will conduct extensive checks of 

employment references, educational verification, and Criminal Offender Record Information (CORI) on all applicants prior to first day 

of employment. 

 

Equal Opportunity Employment 
 

Tulsa Honor Academy Charter School is an Equal Employment Opportunity (EEO) employer, and makes all employment decisions based 

on qualifications to perform the work without regard to race, color, age, sex, religion, national origin, disability, veteran status, marital 

status, sexual orientation, or any other characteristic protected by law. All employment decisions at Tulsa Honor Academy are made 

in a non-discriminatory manner, and are based on the qualifications, abilities, and merits of each individual applicant. 

 

Employment Classifications 
 

All employees of Tulsa Honor Academy will be classified as either full-time or part-time, and either exempt or non-exempt.  We may 

also hire consultants and/or temporary employees. 

 

 Full-time employees: Full time employees are those who are scheduled to work the full-academic year and who work no 

fewer than 40 hours per week.  All full-time employees are eligible to participate in the school’s benefits program. 

 Part-Time Employees: Part time employees are those who work fewer than 30 hours per week. Part-time employees are 

not eligible to participate in the school’s benefits program. 

 Exempt: Tulsa Honor Academy will abide by the Fair Labor Standards Act (FLSA) in determining whether an employee is 

exempt or non-exempt.  Employees classified as exempt are not eligible to receive overtime pay. 

 Non-exempt: Tulsa Honor Academy will abide by the Fair Labor Standards Act (FLSA) in determining whether an employee is 

exempt or non-exempt.  Employees classified as non-exempt are eligible to receive overtime pay. 

 Consultant: Consultants are independent contractors who work under a consultancy agreement. Consultants have no 

employee status, and are not eligible for benefits. 

 Temporary Employee: Temporary employees are those employees whose employment with the School is for a limited period, 

generally not exceeding two academic quarters, or five months, whichever is greater. Temporary employees are not entitled 

to participate in the school’s benefits program. 
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Employment at Will 
 

As is stated throughout this Handbook, an employee’s relationship with Tulsa Honor Academy Charter School is an employment “at will.”  

Employees of the School are considered “at will,” and therefore either the employee or the School may terminate the employment 

relationship under the policies set forth in this document. In the absence of a specific policy the employment relationship may be 

terminated at any time without notice, with or without cause.  It is the responsibility of the Board of Directors to oversee school policies 

and operations. However, no person other than the Head of School has authority to enter into any agreement for employment for any 

specified period of time and any such agreement must be in writing. 

 

 

SCHEDULES AND COMPENSATION 
  

Work Day 
 

Unless otherwise agreed upon with the Head of School, at minimum, all staff must arrive at school at 7:00 am for Morning Huddle and 

Student Arrival. Staff must remain at school until 5:00 pm which is after student dismissal, unless there is an event scheduled during the 

evening or the weekend, in which case staff may need to stay later. If scholars are present in the office after dismissal, office staff will 

stay until every scholar is picked up. 

 

Pay Schedule 
 

Employees will be paid twice per month, with paychecks issued on the fifteenth (15th) and the last day of every month. All requisite 

contributions to benefits will be split evenly between these two paychecks. 

 

There are twenty-four (24) pay periods every year. 

 

Holidays and Vacation Time 
 

 Teachers 

With the exception of personal days (which are described in more detail below), Summer Break, and School Holidays, teachers 

do not receive vacation time.  Teachers begin employment on July 1 and end on June 30.  

 Leadership Team and Staff 

With the exception of Personal Days and School Holidays, the leadership team and non-faculty staff work year-round and will 

receive ten (10) days of paid vacation during the month of June. 

 

School Closings 
 

Tulsa Honor Academy Charter School follows the same school-closing policy as Tulsa Public Schools (TPS). Therefore, if TPS makes an 

announcement regarding the delay of opening, closing, or early dismissal of students, Tulsa Honor Academy will adhere to those same 

decisions. 

 

 

Performance Review and Evaluation 
 

We believe that in order to constantly improve as a school, staff members of Tulsa Honor Academy must continuously reflect upon and 

work to progress their craft. Performance reviews and evaluations, both informal and formal, will be an integral part of every staff 

member’s professional development. 

 



 
 

 
6 

 

Performance reviews may take place any number of times during the year, and may be in the form of a scheduled meeting or more 

informal communication  during the school day.  Performance reviews may be utilized as tools to improve employee performance with 

regard to management expectations. 

 

Performance evaluations will take place in a formal setting, scheduled in advance, and will occur twice during a contract year.. 

Evaluations will be based on both general and specific terms and conditions identified in the actual contract, letter of agreement, or 

confirmation letter. Performance evaluations may be used to determine professional development opportunities, contract renewal, 

contact termination, or resolution of other contractually related terms and/or conditions. 

 

Performance evaluations will always be delivered in written form and be prepared by the immediate supervisor of the employee. When 

appropriate, the Head of School will also be involved in the preparation of performance evaluations. 

 

Employees will have five (5) business days to reply to a written evaluation.  A meeting with the supervisor and the Head of School shall 

be scheduled within the next five (5) business days. Either party may request the presence of other individuals at this meeting for the 

purpose of providing relevant information directly related to any contractual terms and/or conditions at hand. 

 

Once this meeting takes place, a written response shall be prepared by the Head of School within five (5) business days, and shall be 

immediately delivered to the employee and the direct supervisor of the employee. 

 

If the matter is not resolved to the satisfaction of the employee, the employee may request that, within a reasonable period of time, the 

Chairperson of the Tulsa Honor Academy Charter School Board of Directors schedules a meeting of the full Board, or sub-committee of 

the Board, to hear this case. 

 

The Board of Directors, through the Board Chair, shall hear this case within a reasonable period of time. Either party may request the 

presence of other individuals at this meeting for the purpose of providing relevant information directly related to any contractual terms 

and/or conditions at hand. The Board then has ten (10) days to deliberate this case.  All decisions of the Board of Directors shall be final. 

 

 

BENEFITS 
  

We want all of the employees of Tulsa Honor Academy to be happy and healthy. To that end we offer a competitive benefits package. 

 

Health, Vision, and Dental Insurance 
 

We currently participate in the Health Insurance offered by the Oklahoma State Department of Education. As outlined by the state, each 

school employee has the right to select their Health Insurance, Dental, and Eye Care plans out of a list of potential insurance policies to 

fit each employee’s needs. Should the employee plan exceed $571.04 per month, the employee will be responsible for payment of excess 

costs. 

 

The employee may choose a health insurance plan that offers individual, domestic partners, and/or family coverage. Costs will vary 

according to what each health insurance policy offers.  

 

 

 

401K and Life Insurance 
 

Tulsa Honor Academy offers a 401K savings and retirement plan for all of its employees. The plan is offered through American Funds. 
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Life Insurance policy is also optional for each employee through the same vendor.  Detailed information about each plan is provided 

directly through American Funds and is discussed during Summer Professional Development.   

 

Disability Insurance 
 

Tulsa Honor Academy carries short-term disability insurance in accordance with Oklahoma State Law.  Such insurance allows payment 

in the event of certain injuries, illnesses or other disabilities occurring outside of the workplace, including pregnancy. Any employee 

wishing to claim disability pay must file the appropriate reports and forms with the Head of School. The employee is also responsible 

for filing any other necessary forms, applications, or other information as required by the applicable government policies. 

 

Medicare 
 

All employees are required by federal statute to participate in the federal government Medicare program. Medicare is currently deducted 

at 1.45% of gross salary earnings. The federal government has the authority to change this rate in the future without notice. 

 

Workers’ Compensation Policy 
 

All employees are covered by Workers’ Compensation Insurance for job-related illnesses or injuries. 

 

Unemployment Compensation 
 

Tulsa Honor Academy contributes to the Unemployment Compensation Plan administered by the State of Oklahoma. 

 

 

TIME AWAY FROM WORK 
  

Every individual employee has been hired in order to positively contribute to Tulsa Honor Academy. We operate a small school, with a 

small staff, which makes attendance of every staff member every day that much more important. That being said, we recognize that 

there are times throughout the year when employees must miss work. 

 

Personal Days 
 

Every full-time employee is entitled to ten (10) paid personal leave days per school year beginning July 1 to be available for use over the 

following twelve (12) months. Employees hired after July 1 in any given year are granted a pro rata portion of the ten (10) personal leave 

days for that twelve (12) month period immediately upon the first day of employment. Should you use more than 10 days, each day 

missed will be deducted from your pay. The amount paid per day is calculated by annual salary before taxes, divided by the number of 

days staff members are expected to report to work. For teachers, pay excludes holiday, fall, winter, spring, and summer breaks. For non-

teaching staff members, pay excludes fall, winter, spring, and one week in the summer. Transferring unused PTO days to other employees 

is not acceptable.  

 

Personal days include sick days. If an employee is not able to report to work because of a sickness, or sickness to someone dependent 

on them for care such as a parent, spouse, partner, or child, it is expected that the employee will contact the Head of School with as 

much advance notice as possible, and by 6 AM on the day of the absence, allowing enough time for the Head of School to find a soluable 

solution for the staff member’s absence.   

 

Friendly coverage will not be offered. Personal days will be measured in quarter days. The following instances will count as portions of a 

personal day if an employee must be absent from duty.  This includes professional development days.  

 Absent < 2.5 hours = ¼ personal day  
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 Absent 2.5 to 5 hours = ½ personal day  

 Absent 5 to 7.5 hours = ¾ personal day  

 Absent 7.5 to 10 hours = 1 personal day  

 

Personal days requested during State Testing will not be granted. Personal days requested on the last day before, or the first day back 

from a school break will not be granted.  

 

Unused personal leave days will roll-over from year to year up to five (5) total personal leave days. 

 

 

Jury Duty 
 

All employees will be granted jury duty leave when summoned for jury duty. Employees summoned for jury duty should inform the 

Head of School immediately so that alternative accommodations can be made.  Employees will be paid regular wages for the first two 

weeks (10 workdays) of actual time served on jury duty. Thereafter, jury duty will be unpaid.  

 

Employees are expected to return to work on any day or portion of a day they are released from jury duty. 

 

Bereavement Policy 
 

Full-time employees are entitled to take up to three (3) consecutive days off, with pay, to tend to a family death.  Employees may be 

granted additional time without pay or may use unused personal leave days for additional bereavement leave.  For these purposes, 

family is defined as a spouse, domestic partner, child, parent, sibling, grandparent or grandchild. 

 

Military Leave 
 

The Unified Services Employment and Re-employment Act (USERRA) provides job-protected leaves of absence to employees who serve 

in the military for up to five (5) years (cumulatively) and who are honorably discharged at the conclusion of their service. Such leave will 

be granted whether the service is voluntary or involuntary. 

 

Family Care, Maternity, and Adoption Leaves of Absence 
 

Tulsa Honor Academy full-time employees who have completed at least ninety (90) days of continuous employment will be entitled to a 

leave of absence for family care, maternity, or adoption.  

 

 Family Care Leave of Absence 

An employee may apply for a family-care leave of absence to care for certain members of one’s immediate family (parents, 

children, spouse, domestic partner, siblings, and grandparents) due to the family member’s serious health condition. Family 

care leave of absence may be authorized for four (4) paid weeks and up to eight (8) weeks total. 

 

 Maternity Leave of Absence 

An employee may apply for a maternity leave of absence due to pregnancy or childbirth. A maternity leave of absence may 

consist of two types of leave: 1) a disability leave of absence, (for the employee’s period of actual disability), and 2) a family 

care leave of absence (for any additional period of time requested by the employee to care for the newborn child). Maternity 

leave of absence may be authorized for eight (8) paid weeks and up to twelve (12) weeks total.  If the employee is disabled due 

to pregnancy for longer than twelve (12) weeks, the employee may continue to qualify for disability leave. The family care 

portion of a maternity leave must be concluded within the twelve (12) month period following the date of the child’s birth. 

Employees seeking Maternity Leave must communicate with the Head of School no later than 4 weeks prior to the expected due 
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date and together will arrange a plan for coverage due to the leave.  

 

 Paternity Leave of Absence 

An employee may apply for a paternity leave of absence due to pregnancy or childbirth. A paternity leave of absence may 

consist of two types of leave: 1) a disability leave of absence, (for the employee’s period of actual disability), and 2) a family 

care leave of absence (for any additional period of time requested by the employee to care for the newborn child). Paternity 

leave of absence may be authorized for four (4) paid weeks and up to eight (8) weeks total. The family care portion of a paternity 

leave must be concluded within the twelve (12) month period following the date of the child’s birth. Employees seeking Paternity 

Leave must communicate with the Head of School no later than 4 weeks prior to the expected due date and together will arrange 

a plan for coverage due to the leave. 

 

 Adoption Leave of Absence 

An employee may apply for an adoption leave of absence for the adoption of a child or placement of a foster child in the 

employee’s home.  Adoption leave of absence may be authorized for four (4) paid weeks and up to eight (8) weeks total. The 

adoption leave of absence must be concluded within twelve (12) months following the date of the adoption or placement. 

 

Returns from Leave 
 

If an employee returns to work at or before the scheduled expiration of a leave of absence and within twelve (12) weeks, he or she is 

entitled to return to the same or an equivalent job, if available, with no reduction in salary or benefits. If an employee requires more 

than one family care leave of absence in any rolling twelve (12) month period, then the employee’s job will be held for a total of ninety 

(90) days. The ninety (90) day period will include all leave time used in connection with all family care leave taken during the previous 

twelve (12) months, not just the leave time used in connection with the current leave. Upon return the employee will present a doctors 

note in order for the FMLA to be approved 

 

If an employee does not return to work at or before the scheduled expiration of the leave, the employee will be considered to have 

voluntarily resigned. 

 

 

WORKPLACE SAFETY AND ENVIRONMENT 
  

Email and Internet 
 

The school’s email and other computer applications are intended for use by employees engaged in administrative or educational work.  

Employees who use these systems for personal communications are subject to the terms of this policy. The school reserves the right to 

review all email messages and Internet transaction, and users of the school’s systems have no right to privacy in messages either sent or 

received. The use of obscene or harassing language when sending email message is strictly prohibited. Similarly, employees may not 

use the Internet to send, access, display, download or print pornographic or sexually explicit materials, derogatory, racial or religious 

messages, or other material that a reasonable person would find offensive. Such conduct may be grounds for discipline, up to and 

including termination. 

 

Drug and Alcohol Policy 
 

Tulsa Honor Academy prohibits the possession, distribution or use of alcohol or any illegal narcotic, drug, or controlled substance on its 

premises or during any School activity.  Employees who report to work under the influence of alcohol or of an illegal drug, narcotic, or 

controlled substance will be subject to disciplinary action, including immediate discharge. 

 



 
 

 
10 

 

Use of Tobacco 
 

Employees may not use any tobacco products on school grounds, anywhere off of school grounds that is visible from school grounds, or 

anywhere that it could be reasonably expected to encounter students during the school day.  Any violation of this policy may result in 

disciplinary action. 

 

Dress Code 
 

Teachers are expected to maintain the highest degree of professionalism throughout the workday. Business attire is expected for all 

employees on most days. Below is an outline of the type of attire expected for each type of day employees are expected to  

 Regular School Day: Professional Attire 

 Summer PD Days: Professional Attire 

 PD days During School Year: Jeans, t-shirt, polo, blouses, pull overs, cardigans, etc. 

 RCPU Days: Professional Attire (the most presentable attire days of the year) 

 Saturday School: Jeans, college T-shirt, THA T-shirt, polos, cardigans, etc.  

 College T-Shirt Days: Jeans, college T-shirt, THA T-shirt, polos, cardigans, etc 

 June (for non-teachers only): Jeans, t-shirt, polo, blouses, pull overs, cardigans, etc. 
 

 

Moral and Ethical Expectations 
 

Every employee must carry themselves as a role model for students at all times. All employees of Tulsa Honor Academy are expected 

to behave in a consistently moral and ethical manner. This includes posting vulgar, obscene or racial posts on social media while at work 

or outside of work. 

 

Personal Property 
 

Teachers may bring their own property to school for use in their classroom or desk. The school is not responsible for any property lost 

or stolen during, or outside of school hours. 

 

 

Records Retention 
 

All personnel files and payroll records are maintained under the provision of the Fair Information Practices Act.  Employees may obtain 

access to their files by completing an access request form.  Files must be obtained in the presence of the Head of School or Director of 

Operations. 

 

Outside Employment 
 

Helping students achieve their full academic potential, and working to help the school realize its mission will take a significant investment 

of time from every staff member.  To that end, employment outside of the school is strongly discouraged. Any outside employment that 

an employee does decide to pursue must not conflict in any way with staff responsibilities within the school.  Employees may not conduct 

outside work or use school property, equipment or facilities in connection with outside work whilst on school time. 

 

Family Educational Rights and Privacy Act 
 

The Family Educational Rights and Privacy Act (FERPA) affords parents and students over eighteen (18) years of age certain rights with 

respect to the student’s education records. The Model Notification of Rights and the school’s directory information public notice are 
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posted in a public employee area and will be addressed in detail during faculty orientation. 

 

Change of Personal Data 
 

It is the responsibility of the employee to notify the Leadership Team of any change(s) in personal data that may have an impact on future 

employment verification. 

 

Dispute Resolution 
 

It is the policy of Tulsa Honor Academy to treat employees in a fair and impartial manner. The school is firmly committed to the belief 

that undisclosed problems will remain unresolved and negatively affect the work environment at the school. Therefore, the school 

established the administrative review system that follows, the intent of which is to solve problems as fairly and informally as possible. 

 

A grievance is any significant employee concern that arises in the application of personnel breaches or in violation of personnel practices, 

either between employees and their co-workers or between employer and employees. Employees who seek resolution of employment 

situations by using established procedures are assured that they will not be subjected to discrimination or retaliation or be penalized in 

any way for their use of these procedures. 

 

Employees are encouraged to take complaints involving a co-worker directly to that person for discussion and resolution.  If the two 

employees are unable to resolve their differences, they may at any time request a mediation meeting with their supervisor and/or the 

Head of School where both employees are present. The resolution of the Head of School shall be considered final. 

 

The procedure set forth is intended to serve as a means for peaceful settlement of disputes that arise between employees and Tulsa 

Honor Academy. 

 

1) In the event that an employee believes he or she has been treated unfairly, the employee should discuss the situation 

with his or her supervisor in an effort to resolve the issue. 

2) If a resolution has not been reached through the discussion, the employee should present the written material to the 

Head of School within two (2) business days of receiving their supervisor’s response.  The employee must notify their 

supervisor of this action. 

3) The Head of School will respond to both parties within two (2) business days of receiving the complaint. 

4) If the Head of School cannot resolve the complaint, of if the complaint involves the Head of School, the employee may 

present the complaint to the Board of Directors. The Board of Directors will review any complaint brought before it and 

will respond in writing to the parties concerned within fifteen (15) days of receiving the complaint. The decisions of the 

Board of Directors are final. 

5) There will be no retaliation of any kind against an employee for bringing up complaints under this procedure. 

6) At their own expense, employees may seek outside guidance in order to articulate a complaint as clearly as possible. 

 

Harassment Policy 
 

Tulsa Honor Academy expressly prohibits any form of unlawful harassment based on race, color, religion, sex, national origin, age, 

disability, military status or any other status protected by federal, state or local law.  Harassment may include, but is not limited to, 

derogatory, vulgar or offensive comments or jokes, and distribution of written or graphic material containing such comments or jokes. 

Sexual harassment is considered to be: 

1. Unwelcome sexual advances, requests for sexual favors, and all other verbal or physical conduct of a sexual or otherwise 

offensive nature, especially where 

 Submission to such conduct is made either explicitly or implicitly a term or condition of employment; 
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 Submission to or rejection of such conduct is used as the basis for decisions affecting an individual’s employment; 

or 

 Such conduct has the purpose or effect of creating an intimidating, hostile, or offensive working environment. 

2. Offensive comments, jokes, innuendoes, and other sexually oriented statements. 

3. Sexually explicit or offensive pictures, greeting cards, articles, books, magazines, photos or cartoons. 

 

The Head of School and other management personnel are responsible for creating an atmosphere free of discrimination and 

harassment, sexual or otherwise. Further, employees are responsible for respecting the rights of their coworkers. 

 

Employees who experience any job-related harassment based on their sex, race, national origin, disability, or another factor protected 

by law, or believe that they have been treated in an unlawful, discriminatory manner, should report the incident to their supervisor or 

to the Head of School. Complaints will be investigated promptly, and will be kept confidential to the extent possible. 

 

If Tulsa Honor Academy determines that an employee has engaged in inappropriate, harassing or unlawful discriminatory conduct, 

disciplinary action may be taken against the offending employee, up to and including termination of employment. 

 

Tulsa Honor Academy prohibits any form of retaliation against any employee for filing a complaint under this policy or for assisting 

in a complaint investigation. 

 

Anti-Discrimination Policy 
 

Tulsa Honor Academy works relentlessly to empower students of all racial and ethnic backgrounds to achieve their full potential. 

The adult community of the school will model the best practices and professional behavior of a diverse team. 

 

Any grievance regarding discrimination shall be handled through the Head of School and in consultation with the Board of Directors 

when appropriate. The complainant should contact the EEOC officer, who shall provide information and assistance on filing and 

pursuing the complaint. 

 

Specifically, no person within Tulsa Honor Academy shall intentionally commit any of the following acts for reasons prohibited by this 

policy: 

 

 Discriminate in the recruitment, hiring, training, compensation, benefits, promotion, transfer termination, lay-off, 

reduction in workforce, or any other terms or conditions of employment. 

 Make any comments, display or distribute any materials that constitute unlawful harassment based on an individual’s 

membership in a legally protected class. 

 Deny a person any service or other program benefits based on the individual’s legally protected classification. 

 A Tulsa Honor Academy employee who has become aware of violations of this provision has the affirmative obligation to 

report the conduct to their immediate supervisor, or if the supervisor is engrossed in the conduct, to another member of 

the management team. 

 

It is the policy of Tulsa Honor Academy Charter School’s students, faculty, and volunteers to provide information and program services 

to any and all interested parties in need of said services and for those interested in serving in a volunteer capacity, without regard to 

race, color, sexual orientation, age, national origin, handicap, gender, and/or ability to pay. 

 

Accommodations of Individuals with Disabilities 
 

Qualified individuals with a disability may make a request for reasonable accommodation to the Head of School.  On receipt of an 



 
 

 
13 

 

accommodation request, the Head of School will meet with the requesting individual to discuss and identify the precise limitations 

resulting from the disability and the potential reasonable accommodation that Tulsa Honor Academy might make to help overcome 

those limitations. 

 

Tulsa Honor Academy may request medical certification from the individual’s doctor in order to verify the disability and the precise 

nature of the limitations. 

 

Workplace Searches 
 

To safeguard the safety and property of our employees, students and Tulsa Honor Academy, the school reserves the right to inspect 

any packages, parcels, purses, handbags, briefcases, or any other possession or articles carried to and from work areas. All aspects 

of a workplace search of an employee will be conducted in consideration of the employee's privacy right(s).  Provided, however, and 

as may be provided elsewhere in school policy, an employee shall not have any rights of privacy to school property, including but not 

limited to a computer, desk, locker. It is considered to be part of each employee’s job at Tulsa Honor Academy to cooperate fully 

with such searches. Refusal to cooperate may lead to disciplinary action, up to and including discharge. 

 

Corrective Action 
 

Tulsa Honor Academy expects the highest quality performance from all employees. An employee’s failure to meet these expectations 

may result in disciplinary action up to and including dismissal.  All forms of substandard performance, work of unacceptable quality or 

quantity, excessive absenteeism or tardiness, failure to meet deadlines excesseviely, violations of school policies or procedures, 

misconduct, insubordination, any other form of improper conduct, and conduct which presents even the appearance of impropriety 

may result in disciplinary action up to and including discharge. 

 

Most performance problems will be addressed using progressive discipline, which may include an oral warning, a written warning, a 

probation period and then discharge.  In cases of serious misconduct, however, certain steps of the progressive discipline process may 

be skipped or immediate discharge may be warranted. 



































 

Tulsa Honor Academy Charter School will equip ALL scholars in grades five through eight with the  
academic skills, content knowledge, and ethical character required for college graduation and life success. 

HEAD OF SCHOOL REPORT 
Tuesday, May 2, 2017    

6:00 pm – 7:30 pm 
 

168 DAYS OF SCHOOL (38th WEEK) 
10 DAYS UNTIL MAP TESTS   

 

I. RECENT DEVELOPMENTS 
 

We are currently working on closing out the school year while simultaneously preparing for the next one. 
 
We will be taking our 5th graders to The University of Oklahoma and the 6th graders to Oklahoma State 
University on Thursday, May 4.  
 
 

II. STUDENT ENROLLMENT 
 

2016-2017 
Below is the number of scholars enrolled as of Feb 1, 2017: 
 

5th Grade Scholars 

 Maximum capacity: 112  

 Full enrollment target: 100  

 Enrolled: 103  

 Wait list: 5 
 
3 scholars left due to the following reasons:  

 1 scholar— behavioral expectations are “too high”.  

 3 scholar— family move out of district. 
 
 
6th Grade Scholars  

 Maximum capacity: 112  

 Full enrollment target: 100  

 Enrolled: 99 

 Wait list: 0 
 

1 scholar left due to family move out of East Tulsa.  
 

 
 
 
 
 



 

Tulsa Honor Academy Charter School will equip ALL scholars in grades five through eight with the  
academic skills, content knowledge, and ethical character required for college graduation and life success. 

2017-2018 
Below is the number of scholars currently enrolled for the 201-2018 school year of April 30, 2017: 

5th Grade Scholars 

 Maximum capacity: 112  

 Full enrollment target: 108  

 Enrolled: 99  

 Wait list: 23 
6th Grade Scholars 

 Maximum capacity: 112  

 Full enrollment target: 108  

 Enrolled:  111 

 Wait list: 40 
 

7th Grade Scholars 

 Maximum capacity: 112  

 Full enrollment target: 100  

 Enrolled: 110  

 Wait list: 17 
 
 

III. HUMAN RESOURCES 
 

2017-2018 
Below are the list of teacher positions for the following year and their status. 

 5th Grade ELA—filled  

 5th Grade ELA—filled 

 5th Grade Math—vacant 

 5th Grade Math—vacant 

 5th Grade Science—vacant  

 6th Grade ELA—filled  

 6th Grade ELA—vacant 

 6th Grade Math—filled 

 6th Grade Math—vacant 

 6th Grade Science—filled 

 7th Grade ELA—vacant 

 7th Grade Math—vacant 

 7th Grade Science—vacant  

 7th Grade Social Studies—filled 

 PE—filled  

 Engineering—filled 

 Music—filled  

 Student Supports—filled  

 Student Supports—filled  

 ELL Specialist—filled 

 Dean of Curriculum and Instruction—vacant 

 Teacher’s Assistant—vacant   
 
Currently we have 10 candidates applying for a variety of position as well as a potential of hiring 6 Corps 
Members with Teach For America.  
 
 

IV. POLICIES AND PROCEDURES 
 

The THA Leadership Team has amended the Student and Family Handbook and the Staff Handbook. They are 
also currently revising the Academic, Operations, and Culture Handbooks. 
 



 

Tulsa Honor Academy Charter School will equip ALL scholars in grades five through eight with the  
academic skills, content knowledge, and ethical character required for college graduation and life success. 

V. STAFF PROFESSIONAL DEVELOPMENT 
 

The Assistant School Leader and the Head of School are currently working on the Summer Professional 
Development plan. 
 
 

VI. CONTRACTS 
 

TPS has begun the process of writing new contracts for the 2017-2018 school year.  
 
The contract for our 2017 Audit is ready for Board Approval. 
 
The contract for workers compensation is ready for Board Approval.  
 
 

VII.  DEVELOPMENT 
 

The school needs as much development support as possible. The development goal for the 2017 Taste of THA is 
$60,000.  We have currently secured $48,000. Please promote the event with your colleagues and friends to 
help THA met this goal.  
 
 

VIII. OTHER 
 

n/a  



Tulsa Honor Academy 
Finance Committee Report 

April 2, 2017 
 
Income Performance to Budget 

 Full year net revenues are forecasted to be $7,761 below budget.  Lower state sources of 

$93,920 are expected to be offset by higher state, federal and other funds.   

 Salaries and Benefits are below budget due to lower than expected costs. 

 Material and supplies were lower primarily due cost management and some printer lease cost 

being captured in SG&A.   

 Full year IT cost are slightly positive to budget.  

 Transportation and meals cost are expected to be negative to budget.  

 SG&A cost are lower due to cost containment efforts.  

     

  

YTD Forecast Total

July 2016-March 2017 FC April-June17 Total

$ Budget Actl Delta Budget Forecast Delta Budget 10+2FC Delta

Revenues

Contributions 301,912          272,000          (29,912)    40,000            100,000          60,000     341,912          372,000          30,088            

State Sources 763,230          704,406          (58,824)    295,497          260,402          (35,095)    1,058,728      964,808          (93,920)          

Federal Sources 154,011          163,468          9,457        47,457            69,574            22,117     201,468          233,042          31,574            

Other -                        24,497            24,497     -                        -                        -                 -                        24,497            24,497            

Revenues 1,219,154      1,164,371      (54,783)    382,954          429,976          47,022     1,602,108      1,594,347      (7,761)            

Expenses

Salaries and Benefits (781,763)        (737,481)        44,282     (260,588)        (249,440)        11,148     (1,042,350)     (986,921)        55,429            

Materials and Supplies (68,075)           (22,474)           45,601     (46,750)           (31,725)           15,025     (114,825)        (54,199)           60,626            

IT (36,193)           (30,314)           5,879        -                        (3,660)             (3,660)      (36,193)           (33,974)           2,219              

Transportation & Meals (144,244)        (149,452)        (5,208)      (76,676)           (90,466)           (13,790)    (220,920)        (239,918)        (18,998)          

SG&A (192,521)        (192,277)        244           (36,913)           (25,426)           11,487     (229,434)        (217,703)        11,731            

Other -                        (10,702)         (10,702)    -                        -                        -                 -                        (10,702)           (10,702)          

Expenses (1,222,796)     (1,142,700)     80,096     (420,927)        (400,717)        20,210     (1,643,723)     (1,543,417)     100,306         

Net Income (3,642)             21,671            25,313     (37,973)           29,259            67,232     (41,615)           50,930            92,545            



Tulsa Honor Academy 
Finance Committee Report 

April 2, 2017 
 
Cash Position 

 

Encumbrance Report 

 

April 27, 2017 Cash Analysis THA Cash Activity ($) (July 2016 to April 27 2017)

Jul Aug Sept Oct Nov Dec Jan Feb March April

Deposits

Contributions -                        172,000          -                        100,000          -                       -                       -                       -                       -                       -                       

TPS -                        36,300            44,166            47,133            40,233            66,094            299,492          88,697            79,412            82,695            

Federal -                        -                        6,476               31,463            17,166            16,925            46,913            14,739            29,787            24,595            

Other 13,598            5,879               1,992               2,573               773                  581                  1,676              (2,429)             2,734              186                  

Deposits 13,598            214,179          52,634            181,169          58,172            83,599            348,080          101,007          111,933          107,476          

Withdrawals

Salaries, Benefits and Taxes (39,609)           (75,853)           (49,353)           (68,683)           (75,288)          (113,972)        (115,167)        (50,559)          (104,766)        (96,390)          

TPS Transportation (38,333)           -                        -                        -                        -                       -                       (74,065)          -                       -                       -                       

TPS Child Nutrition -                        -                        -                        -                        -                       -                       -                       (75,054)          (14,051)          (48,258)          

TPS Facilities (6,900)             

Technology (21,422)           -                        (5,545)             (1,220)             (1,220)             -                       (3,660)             (2,168)             (1,040)             (1,220)             

Office/School Supplies (6,068)             (6,690)             (816)                 (8,937)             (7,463)             (2,182)             (5,732)             (8,599)             (3,609)             (3,442)             

School Prep (52,883)           (10,938)           (6,162)             -                        -                       -                       (723)                (165)                -                       (444)                

Travel -                        -                        -                        -                        (2,282)             -                       (9,456)             (1,993)             (665)                (1,156)             

Professional Services (20,195)           (7,041)             (8,475)             -                        -                       (1,688)             (46,000)          (9,000)             (125)                (5,372)             

Taste of THA -                        -                        -                        -                        -                       -                       (500)                (199)                (975)                (605)                

PTO Remittances (2,310)             

Administration -                        -                        -                        -                        -                       (5,621)             -                       (3,000)             -                       -                       

Other 7,246               (1,029)             (1,653)             (3,107)             (2,566)             91                    (1,695)             (7,371)             (2,194)             (2,769)             

Withdrawals (171,265)        (101,551)        (72,004)           (81,947)           (88,820)          (123,372)        (256,997)        (158,108)        (127,425)        (168,868)        

Change in Cash (157,667)        112,628          (19,370)           99,222            (30,647)          (39,772)          91,084            (57,101)          (15,492)          (61,392)          

Beginning Cash 191,839          34,172            146,800          127,430          226,651          196,004          156,232          247,315          190,214          174,722          

Ending Cash 34,172            146,800          127,430          226,651          196,004          156,232          247,315          190,214          174,722          113,330          



 

Tulsa Honor Academy Charter School will equip ALL scholars in grades five through eight with the academic skills, 
content knowledge, and ethical character required for college graduation and life success. 

 

DEVELOPMENT COMMITTEE REPORT 

TO:  DEVELOPMENT COMMITTEE 

FROM:  LUCIA CARBALLO OBERLE 

_____________________________________________________________________________________________________________________________________ 

Donate, buy a ticket to Taste, bring a friend, bring several friends, buy a raffle ticket, buy a handful raffle tickets, 
donate a case of wine…Please do something for our ONLY fundraiser for the year! 
 
Development Com Mtg, April 26 – Last meeting before Taste, committee members shoring up their commitments 
and will be ready to go for the event on May 11. 
 
Current stats on donations towards our goal: Kaiser, $50K 
       Donor match, $30K (will be met with timing of Kaiser donation, 
       capped at $30K) 
       Ticket sales and sponsorships, $10K* 
       *Elsie will have a more accurate estimate. 
 
 
 

UPCOMING MEETINGS & EVENTS: 
_____________________________________________________________________________________________________________________________________ 

TASTE OF THA EVENT, May 11, 2017 at Skyloft.  
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