APPENDIX T:
ADMINISTRATIVE SERVICES TABLE
	Specific Service Category
	Person Responsible
	Costs (including  equipment needs)

	Payroll

· New Hires: Assembling paperwork (W2, W4, Dept of Justice)

· Submit payroll information (salaries, hours, etc.) to accountant

· Write payroll checks

· Pickup checks and send to all employees

· Track changes in STRS and PRS rates and provide information to accountant

· Manage cash-flow
	Administrative 

     Director

Administrative 

     Director

Accountant

Administrative 

     Director

Administrative

     Director

Administrative 

     Director
	Accountant will work for WCCHS pro-bono for its first year and then at a mutually agreed rate (approximately 100 dollars a month thereafter)

All other costs are included in Administrative Director salary and office supplies budget

	ADA reporting

· Take attendance

· Reconcile discrepancies in attendance and compile information into four-week blocks

· Fill out attendance-reporting sheet and send to District

· Submit Attendance report to State
	Teachers

Secretary

Secretary

District
	Included in salaries; no additional costs

Included in Admin Services Fee

	Facilities Management

· Garbage and Recycling

· School cleaning

· Renovations

· Repairs

· Other repairs
	City

Parent volunteers

Parent volunteers

Parent volunteers

Hired as necessary
	$300 per month

No additional costs

Avg. = $30 per month

	Purchasing

· Teacher Budgets

· Reimbursement from teacher budgets

· Purchases under $500.00

· Purchases over $500.00 

· Budget planning

· Suggested purchases
	Teachers

Administrative 

     Director

Administrative 

     Director

Administrative Director plus Board

Anyone
	No additional costs other than already budgeted amounts


	Specific Service Category
	Person Responsible
	Costs (including equipment needs)

	Auditing

· Onsite auditing (including attendance auditing, instructional minutes, number of days, spot-check ledger, review check-writing process, etc.)

· Submit audit to State, County, and District

· Preparing interim reports (due 12/15 and 3/15) including preparing Quickbooks accounts and formatting reports

· Submitting interim reports

· Unaudited actuals for previous year (due 12/15)


	Auditing Company

Auditing Company

Admin Director plus Board CFO 

Administrative      

     Director
	Auditing company fees will be negotiated (expected amount about $10,000 per year)

	Human Resources

· Hiring

· Staff evaluation

· Compensation

· Credentialing

· Tracking days off
	Board and Teachers

Lead Teachers

Board

District Oversees

Administrative 

     Director
	Included in Adminstrative Services Fee


	Benefits

· Purchase health insurance through Charter Association

· Responsibility for insurance forms

· Assisting staff with claims
	Administrative 

     Director

Administrative 

     Director

Administrative 

     Director
	Costs included in the costs of benefits as reported in budget

	STRS reporting

· Preparing STRS statement delineating monthly costs

· Use STRS statement to create monthly EXCEL spreadsheet

· Submit STRS spreadsheet to COE

· Submit STRS information to Contra Costa College
	Accountant

Administrative 

     Director

Administrative 

     Director

County
	Included in accountant charges

Pro-bono 


	Specific Service Category
	Person Responsible
	Costs (including  equipment needs)

	Bank Account Management

· Weekly deposits

· Set up Direct Funding, including direct deposit of ADA funds

· Reviewing bank statements

· Reporting teacher spending
	Administrative Director or Secretary

Administrative

     Director

Administrative  

     Director
	No additional costs

	Fundraising

· Coordinating parent activities

· Tracking revenues and expenses

· Oversee fundraising lunch 
	Administrative 

     Director
	No additional costs

	Grants

· Facilities Grant Paperwork (Starting year two, if eligible)

· Tracking funds from other grants

· Grant-writing
	Administrative 

     Director

Teachers

Teachers
	No additional costs

	Utilities, including technology and communications

· PG&E

· Phone system set-up

· Computer maintenance
	Site Owner

Parent volunteers

Parent volunteers
	Included in rent

	Record Keeping

· Storing records

· Maintaining student files and database

· Printing and mailing transcripts

· Regular Accountability Reports

· Preparing Progress Reports

· Preparing report cards

· Printing and sending report cards

· Student Accountability Report Cards (SARC)


	Secretary

Secretary

Secretary

Teachers

Teachers

Teachers

Secretary

Teachers
	Storage Rental ($50/month)

No additional costs


	Specific Service Category
	Person Responsible
	Costs (including equipment needs)

	Admissions

· Collect applications for coming school year

· Administer public lottery if more applicants than available spaces

· Develop waiting list when all spaces are filled

· Notify parents of accepted students

· Collect residency, identity, immunization, and other required information prior to first day of school

· Work with District to collect information about California English Language Development Test (CELDT) level and Special Ed Status from each student.
	Secretary

Admin Director and Secretary

Secretary

Secretary

Parent volunteers

Administrative 

     Director


	No additional costs

	Health and Safety

· Fire Extinguisher inspections

· Develop Fire, Disaster, and Earthquake Plans

· Coordinate Earthquake Drills

· Purchase and Store Earthquake supplies

· First Aid Training

· Keep, record, and administer medicine to students

· Health Screenings

· Schedule CPR training
	Fire Inspector

Greg Ruiz, former fireman

Teachers

Parent Volunteers

Teachers

Secretary

Teachers

Teachers
	$60 per year

	Special Education

· Supervise SST process

· Schedule SST’s

· Schedule IEP’s

· Notify teachers of accommodations and modifications in IEP

· Attend all IEP meetings

· Supervise RSP service

· Assign RSP teacher to WCCHS
	District

Teacher

RSP Teacher

RSP Teacher

Teacher

Educational Director

District
	Included in Special Education Encroachment fee as negotiated in the proposed Memorandum of Understanding.


	Specific Service Category
	Person Responsible
	Costs (including  equipment needs)

	Standardized Testing

· STAR 

· CBEDS attendance and demographic data

· SNOR 

· Pre-ID Forms for STAR

· CELDT English Language Assessment

· California Student Identification System (CSIS)
	Lead Teacher

Administrative 

     Director


	No additional costs unless forms are late

	Insurance

· Workers Comp and liability

· Student Accident

· Board Insurance
	Via Charter Association

Administrative 

     Director
	Costs to be determined

	Calendar and Scheduling

· Develop class schedule

· Develop alternative schedules for special days

· Develop school calendar
	Educational Director
	No additional costs

	Parent/Community Communication

· Develop parent and student handbooks

· WCCHS weekly mailer

· Sending home notices, report cards, newsletters, etc.

· Liason with other high schools and community members

· Yearbook

· Schedule and notify re: special events for parents and students

· Anti-Harassment activities


	Preparing handbooks, letters, etc. is done by teachers and overseen by Educational Director. 

Direct mailing is handled through office and overseen by Administrative Director. 

Other duties are completed by teachers.


	Costs included in budgeted office costs.


	Specific Service Category
	Person Responsible
	Costs (including equipment needs)

	Discipline

· Tracking discipline record for each student

· Oversee proper discipline reporting from Judicial Consortium and Educational Director
	Administrative 

     Director

Administrative 

     Director


	No additional costs

	Teacher Management

· Staff morale

· Teacher training

· Teacher evaluations
	Educational Director
	No additional costs

	Extra-curriculars

· Sports Program

· Music or Theater

· Other programs

· Liason between extra-curricular activities and school
	Extra-curriculars are run by parent volunteers and overseen by a lead teacher
	No additional costs


