Friday, August 29, 2025
Rocketship Public Schools Audit Committee (2025-26 Q1)

Meeting Time: 10:00am

Public Comment: Members of the public can make comment on off-agenda items at the start of the
meeting, and on agenda items immediately preceding the board's discussion of each item. You will be
recognized once the public comment time begins, and be permitted to make comment for a duration of
up to 3 minutes.

Meeting Location: 2001 Gateway Place, Suite 230E San Jose, CA 95110

Teleconference locations:

683 Sylvandale, San Jose, CA 95111

1700 Cavallo Rd, Antioch, CA 94509

2351 Olivera Rd, Concord, CA 94520

909 Roosevelt Ave, Redwood City, CA 94061

2215 Ewell Rd, Belmont, CA 94002

222 N Wolfe Rd, Sunnyvale, CA 94085

228 Hamilton Ave, Palo Alto CA 94301

185 Spur Ridge Court, Healdsburg CA 95448

1. Opening Items

A. Call to order
B. Public comment on off-agenda items

2. Consent Items

A. Approve minutes from May 9, 2025 Audit Committee meeting

3. Information Items

A. Organizational Health Dashboard Review
B. FY25 Fiscal Audit Update
C. CY24 403(b) Audit Outcome

4. Action Items: Finance - Review and Approval

A. Review and Recommend Approval of Revised Fiscal Policies to the Rocketship Board of Directors

5. Closed Session

A. Conference with Legal Counsel — Anticipated Litigation: Potential/threatened litigation pursuant to California Government
Code § 54956.9. Number of cases: 1

6. Report Out

A. Public report on actions taken in closed session

7. Adjourn

A. Adjourn Meeting
THE ORDER OF BUSINESS AND TIMINGS MAY BE CHANGED WITHOUT NOTICE: Notice is hereby given that the order of consideration of
matters on this agenda may be changed without prior notice, provided that the Board takes action to effectuate such change.

REASONABLE ACCOMMODATION WILL BE PROVIDED FOR ANY INDIVIDUAL WITH A DISABILITY: Pursuant to the Rehabilitation Act of
1973 and the Americans with Disabilities Act of 1990, any individual with a disability who requires reasonable accommodation to attend
or participate in this meeting may request assistance by contacting us at compliance@rsed.org.

SPANISH & VIETNAMESE TRANSLATION: If you need Spanish or Vietnamese audio translation in order to access the Rocketship Board



meeting, please send a request to compliance@rsed.org at least 24 hours before the start of the meeting.
If you would like to make a public comment in Spanish or Vietnamese and would like us to translate to English for the Board, please send
a request to compliance@rsed.org at least 24 hours before the start of the meeting.

Si necesita traduccion de audio al espafiol para acceder a la reunién de la Mesa Directiva de Rocketship, envie una solicitud a

compliance@rsed.org por lo menos 24 horas antes del inicio de la reunion.
Si desea hacer un comentario publico en espafiol y desea que lo traduzcamos al inglés para la Mesa Directiva, envie una solicitud a
compliance@rsed.org por lo menos 24 horas antes del inicio de la reunion.



*These minutes are considered a draft until approved at the next meeting.

Rocketship Public Schools Audit Committee (2024-25 Q4) (Friday, May 9, 2025)
Generated by Cristina Vasquez on Tuesday, May 13, 2025

1. Opening Items
A. Call to order
At 1:01pm, Ms. Miller took roll call. With a quorum of committee members present, Ms. Miller called the meeting to order.
Present: Greg Stanger, Louis Jordan, Julie Miller
Absent: Courtney Shenberg, Matt Red (advisor)

B. Public comment on off-agenda items
At 1:01pm, Ms. Miller called for public comment on off-agenda items. No comments from the public were made.

2. Consent Items
A. Approve minutes from February 25, 2025 Audit Committee meeting
At 1:02pm, a motion to approve consent items was made by Mr. Jordan, seconded by Mr. Stanger, and carried unanimously by roll
call vote.
Y: Greg Stanger, Louis Jordan, Julie Miller
N: --
Abstain: --

3. Agenda Items
A. Audit Update
At 1:02pm, the committee discussed agenda item 3(A). No action was taken.

B. Review and approve IRS Form 990 for Rocketship Education and its affiliates for fiscal year ending 6/30/24

At 1:09pm, the committee discussed agenda item 3(B).

At 1:15pm, a motion to approve agenda item 3(B) was made by Mr. Jordan, seconded by Mr. Stanger, and carried unanimously by
roll call vote.

Y: Greg Stanger, Louis Jordan, Julie Miller

N: --

Abstain: --

C. Review and recommend approval of amended Rocketship Fiscal Policies to the Rocketship Public Schools Board of
Directors

At 1:16pm, the committee discussed agenda item 3(C).

At 1:24pm, a motion to recommend approval of agenda item 3(C) to the Rocketship Board of Directors was made by Mr. Jordan,
seconded by Mr. Stanger, and carried unanimously by roll call vote.

Y: Greg Stanger, Louis Jordan, Julie Miller

Abstain: --

4. Closed Session
A. Conference with Legal Counsel -- Anticipated Litigation: Potential/threatened litigation pursuant to California
Government Code § 54956.9. Number of cases: 1
At 1:24pm, Mr. Jordan made a motion to move to Closed Session. This motion was seconded by Mr. Stanger, and carried
unanimously by roll call vote.
Y: Greg Stanger, Louis Jordan, Julie Miller

Abstain: --

5. Report Out
A. Public report on actions taken in closed session
At 1:44pm, Ms. Miller called the open session back to order and reported that no actions were taken on item 4(A) during the
closed session.

6. Adjourn
At 1:44pm, a motion to adjourn the meeting was made by Mr. Jordan, seconded by Mr. Stanger, and carried unanimously by roll
call vote.
Y: Greg Stanger, Louis Jordan, Julie Miller
N: --
Abstain: --
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Introduction

The Governing Board of Rocketship Education (also referred to as Rocketship Public Schools and
hereinafter the “RPS Board”) has formally reviewed and adopted the following fiscal policies to
promote the effective stewardship of RPS resources in support of its mission. These policies are
intended to ensure that all funds are responsibly budgeted, accurately accounted for, prudently
expended, and properly safeguarded in accordance with applicable laws, regulations, and best
practices.

Purpose of the Policies

As stewards of both public and private funds dedicated to advancing students’ education and
achievement, all RPS personnel are expected to fully comply with and uphold the fiscal policies
set forth in this document.

These fiscal policies serve as the formal framework for the Organization’s financial operations.
Their primary purpose is to ensure that assets are properly safeguarded, financial statements are
prepared in accordance with Generally Accepted Accounting Principles (GAAP), and all financial
activities are conducted with the highest standards of accountability, integrity, and responsible
stewardship

Amending the Policies

This document contains the essential fiscal policies of RPS. From time to time, as additional
matters require, or as changes to the policies are appropriate, management of RPS will propose
amendments to the policies for review and approval by the RPS Board. The Board must approve
any changes to the fiscal policies.
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1.0 Accounting Standards

1.1 Basis of Accounting

Generally Accepted Accounting Principles

The accounting procedures used by the organization shall conform to Generally Accepted
Accounting Principles (GAAP) to ensure accuracy of information and compliance with external
standards.

Basis of Accounting
The organization will maintain financial reports throughout the fiscal year on an accrual-basis of
accounting.

Fiscal Year
The RPS fiscal year is July 1-June 30.

1.2 Accounting Processes

1.21 Bank Reconciliations
Bank reconciliation and approval will occur on a monthly basis.

1.22 Stale Check Policy
Outstanding checks not cashed within 180 days are canceled and payees are notified in
compliance with state law.

Payees are encouraged to deposit or cash checks within 90 days of the issuance date. Payees will

be contacted for any checks that have not yet been cashed after 90 days after the issuance date.
Checks will be voided on or before 180 days after the issuance date.
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1.23 Payroll Access & Management

Rocketship Public Schools (RPS) is committed to maintaining accurate, timely, and secure payroll
processing and access controls. This policy applies to all RPS employees, managers, payroll staff,
and any third-party service providers with authorized access to RPS payroll and timekeeping
systems.

Audit Reports

RPS shall utilize Workday’s audit reporting features to generate routine reports that monitor and
flag any changes to employee data, including pay rates, job classifications, direct deposit details,
and tax elections. These audit reports are part of the Payroll period checklist and shall be
reviewed regularly by the Payroll Department to detect and resolve discrepancies promptly.

New Hire and Termination Notifications

The Payroll Department shall receive automated notifications for all new hires, terminations, and
employee status changes entered into Workday. This ensures timely updates to payroll records
and prevents inaccurate or unauthorized payments.

Standardized Timekeeping

RPS shall require all hourly employees to use a standardized timekeeping system for accurate
recording and approval of hours worked. Managers are responsible for reviewing and certifying
time entries each pay period to confirm that hours worked are complete, accurate, and
compliant with applicable labor laws and organizational policies.

1.24 Monthly Close
The Accounting team seeks to close all RPS books no later than 15 business days after the end of
the month.

1.25 Retirement Savings Plan Policy

Rocketship Education Inc is the plan administrator for a 403(b) retirement account. The purpose
of this plan is to provide all eligible employees with a compliant, secure, and transparent
retirement savings plan. All contribution reconciliations, supporting documentation, and true-up
reports shall be retained in compliance with RPS’s Records Retention Policy and applicable ERISA
requirements.

1.26 Financial Reporting

The Finance and Accounting teams prepare financial reports for the purpose of monitoring RPS’s
financial health, performance against budget, and adherence to fiscal policies. Financial
statements and performance against budget reports will be reviewed by the CFO and CEO on a
monthly basis. They will be reviewed by the Business Committee of the Board of Directors on a
quarterly basis.

1.27 Audit
The RPS Board will contract with a qualified independent certified public accounting firm to
conduct an audit of the organization’s financial statements in accordance with auditing standards
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generally accepted in the United States of America, Government Auditing Standards issued by
the Comptroller General of the United States, and, if applicable, the audit scope will be
expanded to include items and processes specified in the applicable sections of the Uniform
Guidance (2 CFR Part 200) and related OMB requirements. The selected audit firm must be
familiar with these standards and the state charter school audit requirements where RPS
operates schools in order to properly conduct the audit engagement. Further, the auditor must
be selected from the State Controller’s list of approved auditors for Local Education Agencies.

The RPS Board will approve and appoint the independent auditor each year and from time to
time will solicit proposals from interested firms prior to appointing an audit firm.

Audit Committee

The RPS Board shall appoint an Audit Committee composed of one or more individuals.
Members of the Audit Committee shall not include any employees of the organization, including
the President or CEO, Treasurer, or CFO. Additionally, no individual with expenditure
authorization or responsibility for recording financial transactions within the organization may
serve on the Committee.

The Audit Committee shall be responsible for reviewing the results of the annual independent
audit and for developing a corrective action plan to address any material weaknesses or
deficiencies identified by the auditor. The Committee shall also evaluate the performance of the
external auditor and make recommendations to the Board regarding the selection, retention, or
replacement of the auditor as appropriate.

The RPS Board shall review and approve the final audited financial statements no later than
December 15 of each year.

1.28 Tax Compliance

Exempt Organization Returns

The RPS Board shall engage an independent external firm to conduct the annual financial audit
and to prepare the annual Federal Form 990 and required state tax returns. These tax filings shall
be submitted no later than May 15 of each year, unless an extension has been formally obtained.
The Board acknowledges that, under certain circumstances, the filing deadline may be extended
beyond May 15 in accordance with applicable regulations.

2.0 Internal Controls

The Finance and Accounting teams are entrusted with safeguarding RPS’s assets, implementing
and upholding management’s internal policies, and ensuring full compliance with all applicable
local, state, and federal laws and regulations. All financial activities are conducted in strict
accordance with Generally Accepted Accounting Principles (US GAAP) to ensure the production
of timely, accurate, and reliable financial information. Furthermore, as a publicly supported
organization, RPS recognizes its heightened responsibility to maintain the public’s trust and to
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uphold the highest standards of transparency and integrity in all financial operations, thereby
reinforcing confidence in the mission and activities of our schools.

2.1 Conflict of Interest

The Rocketship Conflict-of-Interest Policy (COl) is intended to safeguard the organization’s
interests when considering any transaction or arrangement that could result in a personal
benefit to any officer or Director of the Corporation. This policy is designed to supplement, and
not supersede, any applicable state or federal laws governing conflicts of interest for nonprofit
and charitable organizations. It is intended to promote transparency, accountability, reputation,
and adherence to the highest ethical standards in all decision-making processes.

Central Registry of Flagged Vendors/Personnel
RPS shall establish and maintain a centralized registry of any vendors, contractors, or personnel
flagged for actual or potential conflicts of interest, ethical concerns, or policy violations.

Strengthened COI Clauses in Vendor Agreements

All RPS vendor contracts and procurement agreements shall include robust COI clauses requiring
full disclosure of any actual or potential conflicts. These agreements shall outline RPS’s right to
terminate the contract if undisclosed conflicts are discovered. Vendors must comply with this
policy and fully cooperate with any related review or investigation.

Disclosure and Review Process

Any RPS director, officer, employee, or vendor must promptly disclose any potential conflict of
interest in writing to the Executive Director or Compliance Officer. The Board of Directors or its
designated committee shall review all disclosures and determine appropriate steps to mitigate or
eliminate any conflict, including but not limited to recusal from decision-making, reassignment
of responsibilities, or discontinuation of vendor relationships.

Compliance and Enforcement

Failure to disclose a conflict of interest or violation of this policy may result in disciplinary action
up to and including termination of employment or contracts. RPS reserves the right to take any
action necessary to protect the organization’s integrity and to ensure full compliance with this
policy and applicable laws.

2.2 Lines of Authority

Board of Directors Authority

The board of directors shall have the sole authority to:

® Approve the fiscal policies and delegate administration of the policies to the Chief Executive
Officer (CEO).

e Approve the opening and closing of bank accounts and the list of authorized signers and the
organization address on record.

e Approve all third-party loans.

e Approve the annual budget.

e Review annual and quarterly financial statements, and budget-to-actual variance analysis.
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e Conduct a review of the CEQ's performance annually and establish their salary.

e Commission the annual financial audit by an independent third party auditor approved in
Rocketship’s operating locations.

e Approve the annual financial audit by December 15.

e Designate another officer to perform the duties of the CEO in the case of absence.

Financial Responsibilities and Accountability Summary:

Role

Responsibilities

Accountability

Governing Board

Approve annual budget
submitted by CFO

Review financials on a
quarterly basis

Contract for audit annually
Approves intercompany and
intracompany grants and
loans, including
management fee deferrals

Hold CEQO/CFO
accountable for financial
management and for
staying within budget
Review CEO performance
and set compensation

CEO/CFO

Create annual organizational
budget

Monitor to stay within
approved budget

Fiscal management, training
and oversight

Hold budget owners
accountable for staying
within budget and for
execution of fiscal policies

CFO

Responsible for all oversight
of RPS’s financial
management and planning
for its ongoing sustainability
Develop the annual budget
Oversee the Business Team
and responsibility for all
functions that fall within the
department.

Ensure adequate internal
control and segregation of
duties

Cash flow management
Structure and negotiate
loans/bonds

Oversees the adherence
to all internal controls.

National
Leadership Team

Create departmental
budgets

Monitor to stay within
approved budget

Hold team accountable for
staying within budget, and
for execution of fiscal
policies
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Role Responsibilities Accountability

EDs

Create regional budgets e Hold principals
accountable for staying
within budget, and for
execution of fiscal policies

Principals e Create school budget e Hold team accountable for
e Monitor to stay within staying within budget, and
approved campus budget for execution of fiscal
e Fiscal management and policies

oversight at a school level

2.2 Segregation of Duties

To safeguard the organization’s financial assets and uphold the highest standards of integrity,
financial responsibilities shall be systematically and appropriately segregated among multiple
individuals. This segregation of duties is a critical internal control designed to mitigate the risks
of fraud, misappropriation, and errors while ensuring operational efficiency and accountability.

Key Principles

* No single individual shall have control over all critical stages of any financial transaction.

¢ Responsibilities related to authorization, processing, recording, and reconciliation shall be
distributed to prevent conflicts of interest and reduce risk.

* The segregation of duties shall be reviewed periodically to adapt to organizational changes and
evolving risk profiles.

Invoice Processing and Approval

¢ Invoice receipt, verification, and approval must be handled by different individuals.

¢ Approval authority should be commensurate with predefined financial thresholds aligned with
the organization’s delegation of authority policy.

Payment Authorization

¢ Payment preparation and authorization shall be separated.

¢ Personnel responsible for payment approval must not be involved in the payment execution
process.

Check Signing and Payment Execution

¢ The authority to sign checks or authorize electronic payments shall be limited to designated
personnel, with dual signatures or approvals required for amounts exceeding established
thresholds.

Contracting Authority

» Contract negotiation, approval, and execution must be conducted by separate individuals or
departments according to defined delegation limits.

¢ Contracts involving financial commitments beyond certain thresholds shall require additional
executive or board-level approval.
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Reconciliation and Monitoring

¢ Periodic independent reconciliations of accounts and financial records shall be conducted by
personnel not involved in transaction initiation or approval.

* Exception reports and irregularities shall be promptly escalated for review and investigation.

Threshold Governance
¢ All financial activities, including invoice approvals, payment authorizations, check signing, and
contracting, shall adhere to established monetary thresholds that trigger varying levels of review

and approval.
¢ These thresholds will be documented, communicated, and regularly reviewed to ensure

appropriateness.

To properly segregate duties, invoice approval, payment, check signing, and contracting
authority is subject to the following thresholds:
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Regional Contracts,
purchase orders, or other

Value pre-authorizations *
Contracting Authority (entered into by regional [National Contracts, purchase orders, or
requirement entities) other pre-authorizations
up to 5K Associate Director Associate Director
Director, Schools or
upto 10k  [AD/Director of Director
Operations
Contract’s price or
reasonable value
10K < 25K Senior Director/VP Senior Director/VP
25K <50K Executive Director Chief-level Officer (e.g. Chief People
Officer) Launchpad Executive Director
50K < 100K CEO or CFO CEO or CFO
100K<500K CEO and CFO CEO and CFO
500K<1M CEO or CFO CEO or CFO
AND AND
Board Chair or Chair of [Board Chair or Chair of Finance
Finance Committee Committee
>S1M Board of Directors or Board of Directors or Business

All Real Estate Leases
3+ years

Business Committee

Committee or Executive Committee

Regardless of value

CEO or CFO
with board approval

CEO or CFO
with board approval

*Regional boards grant authority to the CEO and CFO for approvals.
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Regional
Invoice/Payment Value Invoices/Payments/Transfers/Wires |National
Approval (entered into by regional entities)* [Invoice/Payments/Transfers/Wires
up to 5K |Principal or AD AD
Director, Schools or AD/Director
up to 10K |of Operations Director
10K < 25K [ED Senior Director/VP
25K <50K Chief or General Counsel
ED Launchpad Executive Director
50K < 100K |CEO or CFO CEO or CFO
100K<500K |CEO and CFO CEO and CFO
500K<1M CEO or CFO CEO or CFO
AND AND
Board Chair or Chair of Finance Board Chair or Chair of Finance
Committee Committee
>$1M Board of Directors or Business Board of Directors or Business
Committee Committee or Executive
Committee

*Regional boards grant authority to the CEO and CFO for approvals.

Approval authority can be delegated to another member of the RPS Leadership Team in the
event that one of the approvers is out of the office. In the event that the CEO or CFO is not
available, the Board Chair or Chair of the Business Committee may approve in their place.

2.3 Record Keeping

Financial records will be retained for a minimum of seven years or as outlined in tables below.
This policy is designed to ensure compliance with federal and state laws and regulations, to
eliminate inadvertent destruction of records and to facilitate RPS’s operations.

Document Retention Schedule

The following types of documents will be retained for the following periods of time. At least one
copy of each document will be retained according to the following schedule. Electronic copies
suffice unless a hard copy is required by law.
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Corporate Records

Article of Incorporation to apply for corporate status Permanent
IRS Form 1023 (in the USA) to file for tax- Permanent
exempt and/or charitable status:
Bylaws Permanent
State Application for Tax Exempt Status (Form 3500) Permanent
Letter of Determination (for example, from the IRS in the USA or Permanent
the state) granting tax exempt and/or charitable status
Board Policies Permanent
Resolutions Permanent
Board and Committee Meeting agendas and minutes Permanent
Sales Tax Exemption Documents Permanent
Tax or employee ID Number Designation Permanent
Annual Corporate Filings Permanent
Financial Records
Chart of Accounts Permanent
Fiscal Policies Permanent
Audits Permanent
Financial Statements Permanent
General Ledger Permanent
Check Registers/Books 7 years
Business Expenses Docs 7 years
Bank Deposit Slips (or equivalent retained by financial institutions) | 7 years
Cancelled Checks (or equivalent retained by financial institutions) 7 years
Invoices 7 years
Investment Records (deposit, earning, withdrawals) 7 years
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Property/asset inventories 7 years
Petty cash receipts /documents 7 years
Credit card receipts 7 years
Tax Records
Annual Tax Filing for the organization (IRS Form 990 in the USA) Permanent
FTB Annual Form 199 Permanent
Payroll Registers Permanent
Filings of fees paid to professionals (IRS Form 1099 in the USA) 7 years
Payroll tax withholdings 7 years
Earnings records 7 years
Payroll tax returns 7 years
W-2 statements 7 years
Personnel Records
Document Time Period

Recruitment, Hiring and Job Placement Records
e Job applications
Resumes
Letters of recommendation
Other job inquiries sent to the Charter School
Job advertisements/postings
Results of non-medical pre-employment tests
Offers of employment
Employment agreements

acknowledgment, complaint procedures, etc.)

e Employee training (harassment prevention, mandated
reporting, etc.)

e Employee certificates, credentials, licenses, and other
evidence of qualifications

e Evidence of criminal background check

Signed pre-employment disclosures (employee handbook

3 years after separation, or for
the duration of any claim or
litigation regarding hiring
practices

Employee Performance and Other Personnel Records
e Job descriptions
e Training and testing
e Performance goals

3 years after separation
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Performance evaluations

Written feedback and commendations
Promotions and demotions

Letters of reprimand and discipline
Performance Improvement Plans
Termination, resignation, lay-offs, etc.
Notices and letters

Employee Medical Leave Records (PDL, FMLA, CFRA, etc.) *

Requests for leave

Health care provider notes

Leave calculations

Records of disputes regarding leave
Employee benefits related to leave
Leave policies

3 years after separation

* Records that contain
employee confidential medical
information should be retained
in a separate, secure file.

Employee Wage Records

Employment agreements

Wage rates and calculations

Shift schedules (hours and days)

Time cards

Individual calculations for absences, sick days, vacation
days, etc.

Itemized wage statements/pay stubs

3 years after separation

Note: If a record is both a wage
record and a payroll record,
follow the longer retention
period.

Employee Payroll Records

Employee name, address, age, and occupation
Individual wage records

Regularly hourly rate

Hours worked (daily/weekly)

Weekly overtime earnings

Daily and weekly straight time earnings
Deductions from or additions to wages

Wages paid each pay period

Pay dates and pay periods

Unemployment Insurance Records

4 years, generally

Employment Eligibility (1-9 Forms)

The later of (a) 1 year after
separation, or (b) 3 years from
date of hire.

Employee Health Records*

First-aid records
Job injuries (causing loss of work time)
Drug and alcohol test records

5 years after separation

* Records that contain
employee confidential medical
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information should be retained
in a separate, secure file.

Employee Workers’ Compensation Records 5 years after date of injury and
Copies of claim forms 2 years after claim has been
e Reports of occupational injury or illness closed.
e Letters of denial of benefits
e Reports to the Division of Workers’ Compensation * Records that contain
e Benefits paid employee confidential medical
e Estimates of future benefits information should be retained
e Applications to the Workers’ Compensation Appeals Board | in a separate, secure file.
e Orders and Awards of the Workers’ Compensation Appeals
Board
Employee Benefit Records 6 years after separation, but
e Benefits elections not less than 1 year following a
e Beneficiary designations plan termination.
e Eligibility determinations
e COBRA notices * Records required to
e Summary plan descriptions determine retirement benefits,
e Other welfare benefit plan information (life, health, | including 401(k) and similar
disability, long-term care, post-retirement medical) plans, must be kept

indefinitely.

Note: For simplicity, RPS may choose to keep the majority of an employee’s personnel file and other
records for the duration of employment plus seven (7) years. This time period covers nearly every
law, with the exception of three (3) types of records, as outlined above, that must be removed from a
file before it is disposed of and retained for a longer duration:

Pension and welfare plan information (6 years)

First aid records of job injuries causing loss of work time (5 years)

Safety and toxic or chemical exposure records, including safety data sheets (30 years)

Insurance Records

Property Insurance Policy Permanent
Directors and Officers Insurance Policy Permanent
Workers’ Compensation Insurance Policy Permanent
General Liability Insurance Policy Permanent
Insurance Claims Applications Permanent
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Insurance Disbursements/ Denials Permanent
Contracts
All insurance Contracts Permanent

Employee Contracts

7 years after termination

Construction Contracts Permanent
Legal Correspondence Permanent
Loan/mortgage and Real Estate Documents Permanent
Leases/Deeds Permanent

Vendor Contracts

7 years from completion or
conclusion of service

General and all other Contracts

7 years from completion or
conclusion of service

Donations / Funder Records

Grant Dispersal Contract and any related documents Permanent
Donor Lists 7 years
Grant Applications 7 years
Donor Tax Letters 7 years
Management Plans and Procedures

Strategic Plan 7 years
Staffing, programs, marketing, finance, fundraising and evaluation | 7 years
plans

Vendor Contracts 7 years
Disaster Recovery Plan 7 years

2.4 Gift Acceptance

Purpose
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As a not-for-profit organization exempt as a public charity under Section 501(c)(3) of the
Internal Revenue Code, RPS encourages the solicitation and acceptance of gifts for purposes
that will assist RPS to further and fulfill its mission.

The purpose of this Policy is to govern the acceptance of gifts by RPS and to provide guidance to
the Board, the CEO, and prospective donors when making gifts to RPS. The provisions of this
Policy shall apply to all gifts received by RPS for any of its schools, programs or services, and to
the acceptance of gifts made to RPS or for the benefit of any of its schools or programs.

Restrictions on Gifts

RPS will accept unrestricted gifts, and gifts for specific schools, programs and purposes,
provided that such gifts are consistent with RPS’ mission, purposes, and priorities. RPS will not
accept gifts that are too restrictive in purpose. Gifts that are too restrictive are those that
violate the charitable and educational trust of RPS, or that are accompanied by an improper
economic benefit to the donor or vest the donor with inappropriate control or influence. When
practicable, restricted monetary or other gifts should be accepted with formal caveat
acknowledged by donor that it may be converted to unrestricted if the donor’s intended
restriction cannot be met or is no longer in best interest of RPS.

Use of Legal Counsel and Other Professional Assistance

RPS shall seek the advice of legal counsel or other professional advisors (such as an accountant,
financial advisor or professional money manager) when appropriate and as recommended in
this Policy relating to the acceptance of certain types of gifts. Generally, RPS shall seek the
advice of legal counsel in all matters pertaining to the acceptance of any gift which may have
adverse legal, ethical (including a potential conflict of interest), or other consequence of
concern to RPS.

All prospective donors shall be urged and encouraged by RPS to seek and secure the assistance
of independent legal, tax and financial advisors in matters relating to their gifts and the resulting
tax and estate planning implications. RPS shall not pay the legal fees or any professional fees of
the donor in connection with a gift to RPS. RPS shall not provide any opinion, statement or
recommendation to the donor as to the tax deductibility of the gift or as to any tax
consequences or tax implications of the gift that may affect the donor.

It shall be the responsibility of the donor to secure an appraisal of property where required by
RPS. The donor shall pay any fees associated with securing such appraisal.

Types of Gifts
The following types of gifts are generally acceptable:
1. Cash Donations
Testamentary Bequests
Charitable Remainder Trusts
Charitable Lead Trusts
Tangible Personal Property
Life Insurance/Life Insurance Beneficiary Designations
Retirement Plan Beneficiary Designations

NoubkwnN

Page | 21



ROGKETSHIP

PUBLIC SCHOOLS

8. Securities
9. Real Estate

The following types of gifts are generally not acceptable:
1. Charitable gift annuities
2. Pooled income funds

Valuation of Gifts
RPS shall record a gift received by RPS at its valuation for gift purposes on the date of gift and in
accordance with Generally Accepted Accounting Principles (GAAP).

IRS Filing Upon Sale of Gift

RPS is responsible for filing IRS Form 8282 upon the sale or disposition of any non-cash donated
property sold by RPS within three years of receipt where the charitable deduction value of the
item was $5,000.00 or greater. RPS must file such form within IRS-required timelines. The Chief
Financial Officer shall be responsible for the recordation and filing of this form to the IRS.

Written Acknowledgment of Gifts and Contributions

RPS will provide written acknowledgement of all gifts in compliance with the current IRS
requirements. The Chief Financial Officer shall be responsible for ensuring compliance with IRS
requirements regarding acknowledgments. Under no circumstance shall RPS accept a donation
of any real property interest without advice of legal counsel and RPS Board approval. The RPS
Board recognizes the risks associated with acceptance of real estate.

Management Fee Applicability

In consideration for all Management Services, RPS shall receive a monthly Management Fee
equal to 15% of “Applicable Revenue." Management Fees shall be used consistent with RSPS's
exempt purpose.

Applicable Revenue is defined as local, state and federal revenues of all such Charter Schools,
including GP Entitlement Funds and CBG Funds, paid or accrued with regard to a particular year
(without regard to the date funds are actually received). Applicable Revenue shall exclude:

1. Lunch reimbursement

2. Uniform reimbursement

3. After school program reimbursement

4. Title V startup funds

5. Private grants, unless otherwise authorized

6. Local fundraising revenues, unless otherwise authorized
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3.0 Financial Management

3.1 Budgeting Process

The CFO will prepare an annual budget and multi-year forecast each year for presentation to the
national board of directors and regional boards of directors. The preliminary annual budget is to
be reviewed and approved by the RPS Board prior to the start of each fiscal year. During the first
quarter of the fiscal year, the CFO will prepare updates to the budget based on the latest
information on enrollment, funding sources, staffing, and operational costs. The RPS National
Board and regional boards will review and approve this updated budget, which will be used for
reporting purposes (e.g., tracking actual vs. budgeted CINA) for the remainder of the fiscal year.

The CFO will work together with national and regional leadership to ensure that the annual
budget is an accurate reflection of RPS’s strategic priorities, programmatic and infrastructure
goals for the coming year. The CFO’s budget proposal will include any significant capital
expenditure projects (significant is defined as over $500K), as well as any proposed
intercompany or intracompany grants or loans, including management fee deferrals.

As part of the budget, the CFO will propose a target change in net assets (“CINA”) for the
national office and each region to meet strategic goals and/or comply with existing loan
covenants.

3.2 Borrowing and Loaning Funds

The assumption of debt, including lines of credit or loans from banks and other financial lenders,
shall be approved by the Board of Directors. Board authorization for a line of credit provides
management with the discretion to draw on the line as needed. Management may establish
lines of credit with suppliers as needed, without board approval, within the purchasing and
contract approval thresholds detailed above.

The extension of credit by RPS to Rocketship regions or affiliates shall be documented and
approved by the CEO and/or Board of Directors, consistent with the thresholds for any other
contracts.

3.3 Operating Cash Reserves

The organization will ensure adequate cash balances to meet annual cash flow needs. The CFO
will monitor the organization’s cash balance and will report the cash balance to the CEO on a
monthly basis and to the Business Committee of the Board on a quarterly basis.

It is the responsibility of the CEO and the Governing Board to understand the organization’s cash
situation and it is the responsibility of the CFO to prioritize payments as necessary to manage

cash flow.

The RPS Board may restrict a portion of the operating cash reserve fund for strategic goals.
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The RPS Board may develop an additional Operating Cash Reserve Policy to specify use of the
Operating Cash Reserves.

3.4 Insurance

The organization will maintain adequate insurance with high quality insurers at all times for:
General Liability

Property

Workers” Compensation

Employment Practices

Professional Liability

Directors’ and Officers’ Coverage

Other coverages required by charter authorizers

Umbrella and student accident policies are considered prudent add-ons.

4.0 Revenue & Accounts Receivable

RPS receives revenue from multiple sources, including but not limited to federal and state
agencies, private grants, and other contributions. Many of these funding sources impose specific
restrictions on how funds may be obligated, expended, recorded, and reported. It is the policy of
RPS to ensure that all revenues, particularly restricted funds, are managed in full compliance
with the terms and conditions specified by the granting authority and applicable laws and
regulations.

Restricted Funds

Restricted funds are awarded to RPS pursuant to unique grant agreements or awards issued by
federal, state, or other funding entities. These funds must be utilized solely for their intended
purposes as defined by the awarding agency or donor. RPS staff shall ensure that all
expenditures of restricted funds strictly adhere to the allowable uses, cost principles, and
reporting requirements outlined in each specific grant or award agreement.

Staff Responsibilities:

All staff responsible for budgeting, spending, or reporting restricted funds shall review and
understand the applicable award documents and related compliance requirements prior to
obligating or expending any restricted funds.

Grant managers, program directors, and finance staff shall collaborate to ensure expenditures
are properly authorized, adequately documented, and appropriately recorded in the financial
system according to fund restrictions.

Accounts Receivable

All receivables shall be recorded timely and accurately in accordance with generally accepted
accounting principles (GAAP) and applicable grantor requirements. The Finance Department
shall establish procedures to monitor outstanding receivables, follow up on overdue balances,
and ensure prompt collection.

RPS shall maintain accurate records to demonstrate compliance with all applicable grant and
funding requirements. All required financial reports and supporting documentation shall be
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prepared, reviewed, and submitted to granting authorities in accordance with established
deadlines.

The Finance Department, in coordination with program managers and grant administrators, shall
periodically review revenue and accounts receivable practices to ensure compliance with this
policy, grant conditions, and applicable regulations. Any identified discrepancies shall be
addressed promptly, and appropriate corrective actions shall be implemented as necessary.

4.1 Cash Receipts

Cash receipts (including check or cash payments received via mail or in person and deposits
received via Electronic Fund Transfer) shall be recorded completely and accurately to prevent the
misappropriation of assets. Further, cash collection, reconciliation, and deposit duties should be
segregated to provide proper financial controls. No one person will participate in all actions
associated with cash receipts.

RPS schools regularly collect cash for meal bills, fundraisers, field trips, uniforms, and other
purposes.

Cash collected at the school site is considered school revenue and must be accounted for
accordingly. Cash may not be used as “petty cash” or otherwise spent before being reconciled
and deposited.

Reconciliations and deposits must be completed per the instructions provided by the RPS
Finance & Accounting Department.

Only Rocketship staff are permitted to handle cash and checks collected at a school site. Cash
and checks must be kept at all times in a designated, secure, locked cabinet or safe. Only
authorized school staff should have access to the locked cabinet or safe.

Schools must deposit cash and checks weekly. If no cash or checks have been collected that
week, the school should submit a deposit form indicating that no cash/checks were collected. If
for some reason a school cannot submit a weekly deposit, the school must inform the Regional
Director of Operations.

Under no circumstances should cash remain at a school site for more than 10 school days. In TN,
cash cannot remain at the school for more than 3 days.

5.0 Expenses & Accounts Payable

5.1 Purchases & Procurement Policy
RPS shall procure only those goods and services that are necessary to fulfill its mission and meet
bona fide operational needs. All purchasing decisions shall be guided by the principles of price,
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quality, and dependability. Vendors may be selected based on any one or a combination of these
factors. RPS shall also take affirmative steps to ensure that minority-owned businesses and
women’s business enterprises are included whenever possible and practical. The overriding goal
shall always be to maintain and support high-quality schools and programs.

When engaging in procurement activities, RPS staff shall:

¢ Remain impartial in the selection process, focusing solely on the merits of supplier or
contractor proposals and applicable factors such as delivery, quantity, and specifications.

¢ Make all purchases in the best interests of RPS and its funding sources.

¢ Obtain quality supplies and services needed at the time and place required.

¢ Procure goods and services only from responsible, reputable, and dependable sources.

¢ Ensure best value for all expenditures.

¢ Deal fairly and impartially with all vendors.

¢ Demonstrate conduct that is above reproach, avoiding any conflict of interest, related party
transaction, or the appearance of impropriety in all school-supplier relationships.

¢ Follow strong internal control principles to minimize risk of fraud, including proper segregation
of duties and compliance with all policies governing authorization of financial commitments.

Related Parties

All employees participating in the making of a contract and Board members must disclose
relationships with known proposed or current vendors to determine whether the relationship
should be considered a related party transaction. RPS applies the definition of “related party”
used by the IRS regulation section 267(b), which includes immediate family members of and
legal entities owned or controlled by the employee or board member. The CEO must review any
potential related party transactions and has the right to request additional information (e.g., fair
market value assessments) to determine whether the transaction is in the best interest of RPS.
The CEO must disclose any related party transaction over $10,000 to the Board of Directors for
review. If the related party transaction involves the CEO, the Board shall perform all pertinent

Contracts for Goods and Services

Where feasible, RPS shall enter into contracts for goods and services that clearly define scope,
deliverables, exclusions, delivery schedules, payment terms, and standard legal protections.
Contracts should allow for monthly payments with at least 30 days from the date of invoice.
Contracts shall be negotiated by a member of the Network Executive Team or an authorized
designee, consistent with established contracting thresholds.

All new vendors must complete Form W-9 (except local, state, or federal government entities)
prior to payment initiation.

Competitive Contract Selection

When a product or service is to be purchased that is valued or priced at, or reasonably estimated
to be more than $25,000, the authorized decision maker shall make every reasonable effort to
secure quotes and product specifications from at least two providers of the service or product or
similar product or make other acceptable efforts to ensure that RPS is receiving the best value
for the purchase. The authorized decision maker shall select from among these quotes and
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maintain evidence of the quotes and/or other information that informed the purchasing
decision. Professional service contracts such as special education contracts are excluded from
the requirement to seek multiple bids or proposals; however, nothing shall preclude RPS from
seeking such multiple bids or proposals for these contracts. Additionally, furniture purchases
may be excluded from the requirement to seek multiple bids when it is determined that a
particular vendor offers a unique product that meets the quality and design specifications of RPS
and the product price is judged to be reasonable based on comparisons of similar furniture from
other vendors. In the event that bids are not obtained, the purchaser must provide a sole source
justification. Notwithstanding the foregoing, adherence to local agency “piggyback” contract
prices and procedures for goods contracts meets these requirements.

All procurement involving federal funds will be conducted in accordance with the Code of
Federal Regulations, Title 34 (Education), Section 74, which states in part: “All procurement
transactions shall be conducted in a manner to provide, to the maximum extent practical, open
and free competition”, or other law applicable to the funding source. RPS shall be alert to
organizational conflicts of interest as well as noncompetitive practices among contractors that
may restrict or eliminate competition or otherwise restrain trade. For federally funded
purchases, in order to ensure objective contractor performance and eliminate unfair competitive
advantage, contractors that develop or draft specifications, requirements, statements of work,
invitations for bids or requests for proposals shall be excluded from competing for
procurements. Awards must be made to the bidder or offeror whose bid or offer is responsive to
the solicitation and is the best value to RPS, price, quality and other factors considered.
Solicitations shall clearly establish all requirements that the bidder or offeror shall fulfill in order
for the bid or offer to be evaluated by RPS. Any and all bids or offers may be rejected when it is
in RPS interest to do so.

Furthermore, RPS shall:

e Avoid purchasing unnecessary items

® Avoid making purchases categorized as “equipment” or other items that would be
considered durable assets with federal funds;

e Where appropriate, analyze lease and purchase alternatives to determine which would be
the most economical and practical procurement;

e Solicit for goods and services providing for all of the following, where applicable:

o Aclear and accurate description of the technical requirements for the material,
product, or service to be procured. In competitive procurements, a description shall
not contain features which unduly restrict competition

o Requirements which the bidder/offeror must fulfill and all other factors to be used in
evaluating bids or proposals

o A description, whenever practicable, of technical requirements in terms of functions
to be performed or performance required, including the range of acceptable
characteristics or minimum acceptable standards

o The specific features of brand name or equal descriptions that bidders are required
to meet when these items are included in the solicitation

o Make positive efforts to utilize small businesses, minority-owned firms, and women’s
business enterprises, whenever possible.
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Purchases Using Federal Funds

Purchases made using federal grants will follow procurement methods stated in Uniform

Guidance 2 CFR 200.320, where applicable, unless RPS’s Policy is more restrictive. When using

federal funds in this regard, RPS will to the extent applicable to the particular purchase:

e Maintain oversight to ensure contractors perform in accordance with

terms/conditions/specifications of contracts

Avoid acquisition of unnecessary or duplicative items

Award contracts only to responsible contractors

Maintain records to sufficiently detail the history of procurement

Conduct transactions in a manner providing full and open competition

Not preclude potential bidders from qualifying during the solicitation period

Conduct procurements in a manner that prohibits the use of statutorily or administratively

imposed state, local, or tribal geographical preferences, except in cases where federal

statutes mandate or encourage it

® Prepare solicitations that incorporate a clear and accurate description of technical
requirements for the material, product, or service, and identify all requirements which the
offerors must fulfill, and all other factors used in evaluating bids or proposals

e Ensure that all prequalified lists of persons, firms, or products which are used are current
and include enough qualified sources to ensure maximum open and free competition

e Take necessary affirmative steps to assure that minority businesses, women's business
enterprises, and labor surplus area firms are used when possible

e Perform cost or price analysis in connection with every procurement action in excess of the
simplified acquisition threshold, including contract modifications
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Methodology & Threshold

Requirement

Micro-purchase
$0-$10,000

No bid or quote required if price is considered to be reasonable.
Reasonableness could be determined by comparing the price to past
purchases or other published prices and/or requesting prices from more
than one vendor.

Distributed equitably among a range of qualified vendors when practical

Small Purchase
$10,001-$250,000

Price or rate quotes must be obtained from adequate number of sources
(at least two)

Can be informal, e.g., phone call or web search

All quotes, including phone calls, web searches, etc., must be documented
and kept on file

Price does not need to be deciding factor, but all quotes need to be kept in
procurement records

Sealed Bid

$250,000 and greater
Price is principal basis for
selection

Bids must be solicited from an adequate number of known suppliers,
providing sufficient response time

Local and tribal governments must publicly advertise bids

Invitation for bids must define the items or services in order for bidders to
properly respond

All bids will be opened at time and place prescribed in invitation. Local and
tribal governments must be opened publicly.

Firm fixed price contract made in writing to the lowest responsive and
responsible bidder

Any or all bids may be rejected if there is a sound documented reason

Competitive Proposal
$250,000 and greater
Selection is based on what is
most advantageous with price
and other factors considered

Must be publicized and identify all evaluation factors and their relative
importance

Must be solicited from an adequate number of qualified sources

Must have a written method for conducting technical evaluations of the
proposals and selecting recipients

Contracts must be awarded to the responsible firm whose proposal is most
advantageous to the program, with price and other factors considered

Noncompetitive Proposal
(sole source)

May be used only when the item is available only from a single source, the
public exigency or emergency will not permit a delay resulting from
competitive solicitation, federal awarding agency or pass-through entity
expressly authorizes its use in response to a written request, or after
solicitation of a number of sources competition is determined inadequate
by the CEO

Justification of the use of noncompetitive proposal must be documented
Any research on availability from multiple sources must be documented
Documentation of authorization must be retained

Any initial solicitations from multiple sources which are concluded to be
inadequate, and such reasoning, must be documented

Purchase and Contract Approval Authority

All purchases at Rocketship are pre-approved according to the thresholds and requirements
outlined in Section 2.2. Pre-approval may be given via a limited, specific contract, a purchase
order or work order, or an approval in Ramp to make a specific, time-bound purchase or set of
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purchases (eg a work-related trip need only be pre-approved once, allowing purchases of airfare,
hotel, and meals subject to a total cost approval and other policies).

Approval requirements for contracts, POs, pre-approvals, and payments are outlined in Section
2.2. Once a contract is approved, no further approval is required for recurring or project-related
expenditures covered by that contract (e.g., Board-approved construction budgets).

Approval authority may be delegated to another RPS Leadership Team member if an approver is
unavailable.

Invoice Payment
All invoices shall be paid promptly to avoid late fees and maintain vendor relationships.

Oversight

The Finance Department shall conduct periodic reviews of procurement activities to verify
compliance with this policy and related federal and state requirements. Non-compliance shall be
addressed through corrective action, training, and updated procedures as needed.

5.2 Employee and Volunteer Expense Reimbursements

RPS recognizes that employees and authorized volunteers may incur necessary and reasonable
business expenses in the course of carrying out duties in support of RPS’s mission. This policy
outlines clear guidelines to ensure that all expenses are appropriate, properly documented,
pre-approved, and reimbursed in compliance with RPS’s fiduciary responsibilities and applicable
federal, state, and funding agency requirements.

Eligibility

All RPS employees are eligible for expense reimbursement, provided the expenses:
- Align with this policy and RPS’s mission;

- Are pre-approved by the employee’s manager when required;

- Are reasonable and necessary;

- Are properly documented with original, itemized receipts; and

- Comply with IRS, state, and grantor/funder requirements.

Reimbursement Requirements

Employees must submit expense reimbursement requests promptly by completing an accurate
expense report and attaching required documentation. Expense reports should be submitted
within 30 days of incurring the expense and no later than 30 days after the end of the quarter in
which the expense was incurred. Original, itemized receipts are mandatory for all expenditures
except mileage. If a receipt is lost, supporting documentation such as a credit card statement
may be submitted on an exception basis only. Credit card statements are not an acceptable
substitute for receipts.
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Approval Requirements

Supervisors must review and approve all expense reports. Approval certifies that:

- Expenses are reasonable, necessary, and directly related to the employee’s duties;
- Original, itemized receipts are attached;

- Expenses are accurately coded to appropriate accounts; and

- The expense complies with this policy and any relevant funding restrictions.

Credit Card Management and Controls

To strengthen internal controls and ensure fiscal accountability, RPS shall implement the
following practices:

- Require pre-approval for all expense/card use.

- Use Ramp (if available/possible) for travel bookings and shop with preferred vendors.

- Enforce itemized receipts for any expenses.

- Limit credit card thresholds to encourage compliance.

Guidelines for Specific Reimbursable Expenses
Cell Phone: Eligible full-time employees may receive up to $50 per month for work-related cell
phone expenses.

Air Travel: Air travel should be booked in advance to secure the lowest reasonable fares. Only
coach class is reimbursable unless pre-approved. Frequent flyer miles remain employee

property. Baggage fees for two or more nights are reimbursable; seat upgrades are not.

Hotels: Reasonably priced, standard business-class accommodations only. Detailed hotel bills
must be submitted.

Car Rentals: Use only when cost-effective. Rent economy-class vehicles. Decline additional
insurance. Refuel before return.

Private Vehicle Mileage: Reimbursed at the IRS standard rate; excludes commuting mileage.

Other Transportation: Reasonable costs for taxis, rideshares, and public transit are reimbursable
when necessary.

Meals: Reasonable meals reimbursed within GSA per diem; maximum $75/day. Alcohol is not
reimbursed.

Parking & Tolls: Business-related parking and tolls are reimbursable.
Entertainment: Requires pre-approval.

Non-Reimbursable: Movies, clothing, fines, personal expenses.

Travel Advances
In specific cases, travel advances may be issued. Advances must be reconciled with actual
expenses within two weeks of trip completion.
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5.3 Governing Board Expenses
Board members must complete expense reports with original receipts for all authorized
expenses. The CEO and/or another Board member must review and approve Board expense
reports.

6.0 Asset Management

6.1 Fixed Assets Capitalization

All assets with a useful life of greater than one year and costing more than $5,000 will be
capitalized and will be recorded in the fixed asset records. Any asset that does not meet
these criteria will be expensed in the current period.

The cost basis of furniture and equipment assets will include all charges relating to the
purchase of the assets including the purchase price, freight charges, and installation if
applicable.

Leases within the capitalization thresholds will be accounted for in accordance with ASC 842 —
lease accounting.

Leasehold improvements are to be capitalized if they relate to the renovation or
improvement of an existing building. Expenditures incurred in connection with
maintaining the existing building in good working order shall be expensed as a repair.

Depreciation

Depreciation methods/lives for assets shall be selected for consistent financial reporting
purposes. The following depreciation methods and useful lives shall be used for the
following asset classifications for financial reporting purposes.

Asset Class Useful Life Method

Computers Three Years Straight Line

Furniture and Seven Years Straight Line

Equipment

Leasehold Improvements Remaining Life of Straight Line
Lease

6.2 Inventory

RPS will maintain a detailed listing of each capital asset item with purchase price greater
than $5,000 along with depreciation records which will include the description, date
acquired, vendor, cost basis, assigned department or location, depreciation method/life,
accumulated depreciation, and net book value. A physical inventory of property and
equipment will be performed annually and compared to the detailed fixed asset listing. Any
variances will be investigated and corrected or adjusted in financial statements as
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necessary. RPS has security cameras at its schools to safeguard its assets. RPS also hires a
security company to help monitor some of its higher-risk areas.

Computer equipment, office equipment and furniture are tagged and logged into our
tracking system. This tracking system categorizes by school, type of equipment and
whether Federal Funds were used. Any disposition of equipment with remaining useful life
will require approval from director of operations and best effort to obtain market value of
the asset is required.

Assets purchased with federal grants will follow the Office of Management and Budget’s Uniform
Guidance, Title 2, Code of Federal Regulations (“2 CFR”) §200.310 to §200.316.

7.0 Investment Policy

The RPS CFO will oversee the investment of cash balances, subject to oversight of the RPS Board
and following guidelines that have been established by the RPS Board. The core objective of this
investment policy is the protection of the principal amount while achieving modest yield. The
strategy is rooted in an unwavering commitment to capital preservation and minimal risk
exposure. Investments consistent with this approach include, government backed securities,
cash and cash equivalents, money market funds, government bonds, certificates of deposit and
others.

8.0 Time and Effort Policies and Procedures

Overview:
All employees who are paid in full or in part with federal funds must keep specific documents to
demonstrate the amount of time they spent on grant activities.

Charges to federal awards for salaries and wages must be based on records that accurately
reflect the work performed. These records must:
e Be supported by a system of internal controls which provides reasonable assurance that
the charges are accurate, allowable, and properly allocated;
e This includes verification through (electronic) signatures and documentation from
individuals with first-hand knowledge incorporated into official records;
Be incorporated into official records;
Reasonably reflect total activity for which the employee is compensated, not exceeding
100% of compensated activities;

e Budgeted estimates do not qualify but may be used for interim accounting
purposes if the estimates are reasonable, identified to related work in a timely
manner, and after-the-fact review procedures are in place

Encompass both federally assisted and all other activities compensated by Rocketship;
Comply with Rocketship’s established accounting policies and practices; and
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e Support the distribution of the employee’s salary or wages among specific activities or
cost objectives.

Time and Effort Procedures
To meet the above requirements, all employees who must complete time and effort forms must
submit either a semi-annual certification or a personnel activity report (PAR) as required below.

The type of form depends on the number of cost objectives that an employee works on. A cost
objective is a program, function, activity, award, organizational subdivision, contract, or work
unit of which cost data are desired and for which provision is made to accumulate and measure
the cost of processes, products, jobs, capital projects, etc.

Semi-annual certification - applies to employees who do one of the following:
e Work 100% of their time on a single grant program and/or single cost objective.
e Work 100% of their time in administering one program such as a Federal Programs
Director who administers only one program.
e Work 100% of their time under a single cost objective funded from eligible multiple
funding sources.

The semi-annual certification must be:

e Completed twice a year;

e Be signed by the employee or the supervisor with direct knowledge of the work being
performed;
Reflect an after-the-fact distribution of the actual activity; and
Account for the total activity for which each employee is compensated.
The semi-annual certifications will be maintained by the business department grants
office.

PAR - applies to employees who do one of the following:
e Do not work 100% of their time on a single grant program and/or single cost objective
e Work under multiple grant programs or multiple cost objectives

The PAR provides a written record of an employee’s work activities used to document that
employee’s time to grants or projects. It must be completed monthly and supported by a daily
calendar of activities.

All employees who work on multiple cost objectives must complete PARs that support the
distribution of their salaries /wages that meet the following standards:
e Reflect an after-the-fact distribution of the actual activity, not a budget estimate;
e Account for the total work activity for which each employee is compensated;
e Be prepared at least monthly (a separate PAR for each month) and coincide with one (1)
or more pay periods; and
e Besigned by the employee.
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Reconciliation Procedures

It is critical for payroll charges to match the actual distribution of time recorded on the monthly
certification documents. Budget estimates or other distribution percentages determined before
the services are performed do not qualify as support for charges to federal awards, but may be
used for interim accounting purposes provided that the system for establishing the estimates
produces reasonable approximations of the activity actually performed.

In order to reconcile actual costs to budgeted distributions, the business team grants office will
conduct quarterly reconciliations of payroll changes to the actual time and effort reflected in
employees’ time and effort records. This will include review of form ratios versus budgeted
distributions after each review.

All the time and effort certifications are collected by the business team grants office, reviewed
for accuracy, appropriate signatures, dates and copied to the Grants Accounting Office.
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ROCKETSHIP PUBLIC SCHOOLS
Semi-annual Certification

Name:

Job Title:

School:

July 20XX - December 20XX

Actual Work Activity

FUNDING SOURCE PERCENTAGE OF TIME DESCRIPTION OF FUNCTIONS

EMPLOYEE AND SUPERVISOR SIGNATURES

EMPLOYEE NAME EMPLOYEE SIGNATURE

DATE SIGNED

SUPERVISOR NAME SUPERVISOR SIGNATURE

DATE SIGNED
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ROCKETSHIP PUBLIC SCHOOLS
Personnel Activity Report

Monthly
Name:
Job Title:
School:

Pay Period

Actual Work Activity

FUNDING SOURCE

PERCENTAGE OF TIME

DESCRIPTION OF FUNCTIONS

Title |

75%

Providing target support to students
requiring

EMPLOYEE AND SUPERVISOR SIGNATURES

EMPLOYEE NAME

EMPLOYEE SIGNATURE DATE SIGNED

SUPERVISOR NAME

SUPERVISOR SIGNATURE DATE SIGNED
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9.0 Comparability Policy

Overview
It is the policy of Rocketship Public Schools to provide services that are substantially comparable
to Title I and non-Title | schools within the grade span
e State and local funds will not replace federal funds
e Title | receiving schools will not receive less state or local funds because they receive
federal funds

Methods of Determining Comparability
In order to achieve comparability, Rocketship Public Schools relies on the following: LEA Salary

Schedule, Staffing Equivalence, and Centralized Procurement.

® LEA Salary Schedule: All Rocketship schools use a common regional salary schedule,
ensuring that teachers, principals, and other staff are paid the same (adjusted for
experience and performance) from school to school, regardless of Title | funding status.

e Staffing Equivalence: Rocketship follows a common staffing model across all of its
schools. While staffing headcounts will vary as enrollment and school needs dictate, the
staffing model (the number of teachers per classroom, the number of administrative
staff) is consistent from school to school with equivalent total enrollment. This
consistent staffing model ensures that each student, regardless of if they are in a Title |
or non-Title | school, receives a substantially comparable level of staffing support.

e Centralized Procurement: Rocketship deploys a common national curriculum, technology
program, furniture plan, and facilities management plan. These universal,
centrally-managed functions, ensure that students at each Rocketship school, regardless
of if they are in a Title | or non-Title | school, receive an equivalent provision of supplies,
technology, curriculum, facilities, and other non-personnel services.

Supporting documentation must be kept as a record to show implementation and demonstrate
that equivalence was achieved.

In accordance with Federal regulations, the determination of the comparability of services may
exclude: state and local funds spent on compensatory education programs, bilingual education
programs, and programs for educationally- disabled students. The determination of
comparability will not take into account unpredictable changes in student enrollments or
personnel assignments.
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Introduction

The Governing Board of Rocketship Education (also knewnreferred to as Rocketship Public
Schools; and hereinafter the “RPS Board”) has formally reviewed and adopted the following
fiscal policies to ensurepromote the mesteffective use-efthefundsstewardship of RPS
feresources in support of its missionard-. These policies are intended to ensure that theall
funds are responsibly budgeted, accurately accounted for, prudently expended, and properly
safeguarded in accordance with applicable laws, regulations, and mairtained-appropriately-best
practices.

Purpose of the Policies
As stewards of funds;-both public and privatentended funds dedicated to furtheradvancing
students’ education and

“achievement, all RPS personnel are respensible-feradheringexpected to fully comply with and
abiding-byuphold the euthned-fiscal policies set forth in this document.

TFheThese fiscal policies shatt-deeumentserve as the formal framework for the Organization’s
financial operations-efthe-Organization—Hs. Their primary purpose is to ensure that assets are
properly safeguarded, thatfinancial statements are prepared in eenfermityaccordance with
Generally Accepted Accounting Principles (GAAP), and thatfinaneesall financial activities are
managed-withconducted with the highest standards of accountability, integrity, and responsible
stewardship-

Amending the Policies

This document contains the essential fiscal policies of RPS. From time to time, as additional
matters require, or as changes to the policies are appropriate, management of RPS will propose
amendments to the policies for review and approval by the RPS Board. The Board must approve
any changes to the fiscal policies.
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1.0 Accounting Standards

1.1 Basis of Accounting

Generally Accepted Accounting Principles

The accounting procedures used by the organization shall conform to Generally Accepted
Accounting Principles (GAAP) to ensure accuracy of information and compliance with external
standards.

Basis of Accounting
The organization will maintain financial reports throughout the fiscal year on an accrual-basis of
accounting.

Fiscal Year
The RPS fiscal year is July 1-June 30.

1.2 Accounting Processes

1.21 Bank Reconciliations
Bank reconciliation and approval will occur on a monthly basis.

1.22 Stale Check Policy
Outstanding checks not cashed within 180 days are written-off and-aneoticeletterissenttothe
payeecanceled and payees are notified in compliance with state law.

Payees are encouraged to deposit or cash checks within 90 days of the issuance date. Payees
will be contacted for any checks that have not yet been cashed after 90 days after the issuance
date. Checks will be voided on or before 180 days after the issuance date.
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1.23 Payroll Access & Management

Rocketship Public Schools (RPS) is committed to maintaining accurate, timely, and secure payroll
processing and access controls. This policy applies to all RPS employees, managers, payroll staff,
and any third-party service providers with authorized access to RPS payroll and timekeeping

systems.

Audit Reports
RPS shall utilize Workday’s audit reporting features to generate routine reports that monitor

and flag any changes to employee data, including pay rates, job classifications, direct deposit
details, and tax elections. These audit reports are part of the Payroll period checklist and shall be
reviewed regularly by the Payroll Department to detect and resolve discrepancies promptly.

New Hire and Termination Notifications

The Payroll Department shall receive automated notifications for all new hires, terminations,
and employee status changes entered into Workday. This ensures timely updates to payroll
records and prevents inaccurate or unauthorized payments.

Standardized Timekeeping

RPS shall require all hourly employees to use a standardized timekeeping system for accurate
recording and approval of hours worked. Managers are responsible for reviewing and certifying
time entries each pay period to confirm that hours worked are complete, accurate, and
compliant with applicable labor laws and organizational policies.

1.24 Monthly Close
The Accounting team seeks to close all RPS books no later than 15 business days after the end of
the month.

1:241.25 Retirement Savings Plan Policy

Rocketship Education Inc is the plan administrator for a 403(b) retirement account. The purpose
of this plan is to provide all eligible employees with a compliant, secure, and transparent
retirement savings plan. All contribution reconciliations, supporting documentation, and true-up
reports shall be retained in compliance with RPS’s Records Retention Policy and applicable ERISA

requirements.

1.26 Financial Reporting

The Finance and Accounting teams prepare financial reports for the purpose of monitoring RPS'’s
financial health, performance against budget, and adherence to fiscal policies. Financial
statements and performance against budget reports will be reviewed by the CFO and/e+ CEO on
a monthly basis. They will be reviewed by the Business Committee of the Board of Directors on
a quarterly basis.

1.2527 Audit
The RPS Board will contract with a qualified independent certified public accounting firm to
conduct an audit of the organization’s financial statements in accordance with auditing
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standards generally accepted in the United States of America, Government Auditing Standards
issued by the Comptroller General of the United States, and, if applicable, the L.5-Officeof
Meanagementaudit scope will be expanded to include items and Budgetis-CiretHar-A-
133-processes specified in the applicable sections of the Uniform Guidance (2 CFR Part 200) and
related OMB requirements. The selected audit firm must be familiar with these standards;

rela%edéta%e—ef—@ﬂ#erma—and—@haﬁer—%heekreg—a—taﬂem— and the Stenda-rds—w}d—ﬁreeedures—fer

h&p#eaap%gev%a&dﬂ—g&rde%e%rent—a&d%nde—beeldﬁ%}state charter school audlt
requirements where RPS operates schools in order to properly conduct the audit engagement.
Further, the auditor must be selected from the State Controller’s list of approved auditors for
Local Education Agencies.

The RPS Board will approve and appomt the mdependent audltor—R-PS—Bearel—reweu,ts—aadﬁmg

H A
Panel—(—Edaeaﬂma—Geele%@Q—@-)— each year and from time to time will soI|C|t proposals from

interested firms prior to appointing an audit firm.

Audit Committee

The RPS Board wilishall appoint an Audit Committee composed of one or more persens—Fhe
individuals. Members of the Audit Committee mayshall not include any members-efthe
staffemployees of the esrperatienorganization, including the presidentPresident or CEO-erthe
treasurer, Treasurer, or CFO. +radditienanypersenAdditionally, no individual with expenditure
authorization or responsibility for recording respensibilitiesfinancial transactions within the
organization may ret-serve on the eemmitteeCommittee.

The Audit Committee wilshall be responsible for reviewing the results of the annual
independent audit and for developing a corrective action plan to address al-relevantany
material weaknesses retedor deficiencies identified by the auditor. Further-theAuditThe
Committee willshall also evaluate the performance of the external auditor relatienshig-and
make recommendations to the Board regarding auditerthe selection, retention, or
renewalreplacement of the auditor as appropriate.

The RPS Board wilishall review and approve the auditfinal audited financial statements no later
than December 15 of each year.

1.2628 Tax Compliance

Exempt Organization Returns

The RPS Board willeentractwith-shall engage an independent external partyfirm to conduct the
annual financial audit witand to prepare the annual Federal Form 990 and the-CaliferniaFerm
199 Therequired state tax fermsaretoereturns. These tax filings shall be filedsubmitted no later
than May 15 of each year, unless etherwise-extended—Netean extension has been formally

obtained. The Board acknowledges that-thereare,attimes,speeial, under certain circumstances
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which-may-extend, the filing datepastdeadline may be extended beyond May 15 in accordance
with applicable regulations.

2.0 Internal Controls

The Finance and Accounting teams safeguard-are entrusted with safeguarding RPS’s assets,
aplementimplementing and upholding management’s internal policies, eemphyand ensuring
full compliance with all applicable local, state, and federal laws and regulations,and-preduce
timely-andaeceurate. All financial activities are conducted in strict accordance with Generally
Accepted Accounting Principles (US GAAP) to ensure the production of timely, accurate, and
reliable financial information. FurtherFurthermore, as a publicly supported entityorganization,
RPS hasadditionalrespensibilitiesrecognizes its heightened responsibility to easdremaintain the
public’s trust and to uphold the highest standards of transparency and integrity in all financial
operations, thereby reinforcing confidence in the mission and the-rtegrityactivities of our
sehoolsaetivitiesschools.

2.1 Conflict of Interest

RPS-hasimplementeda-The Rocketship Conflict--of--Interest Policy te-preteetRRS sinterest
when-itis-contemplating-enterirginte-a-(COI) is intended to safeguard the organization’s
interests when considering any transaction or arrangement that sightcould result in a personal
benefit theprivate-interestofanto any officer or Director of the Corporation. This policy is
intendeddesigned to supplement-but, and not replacesupersede, any applicable state or federal
laws governing conflicts of interest applicabletefor nonprofit and charitable
corperatiensorganizations. It is intended to promote transparency, accountability, reputation,
and adherence to the highest ethical standards in all decision-making processes.

Central Registry of Flagged Vendors/Personnel
RPS shall establish and maintain a centralized registry of any vendors, contractors, or personnel
flagged for actual or potential conflicts of interest, ethical concerns, or policy violations.

Strengthened COI Clauses in Vendor Agreements

All RPS vendor contracts and procurement agreements shall include robust COI clauses requiring
full disclosure of any actual or potential conflicts. These agreements shall outline RPS’s right to
terminate the contract if undisclosed conflicts are discovered. Vendors must comply with this
policy and fully cooperate with any related review or investigation.

Disclosure and Review Process

Any RPS director, officer, employee, or vendor must promptly disclose any potential conflict of
interest in writing to the Executive Director or Compliance Officer. The Board of Directors or its
designated committee shall review all disclosures and determine appropriate steps to mitigate
or eliminate any conflict, including but not limited to recusal from decision-making,
reassignment of responsibilities, or discontinuation of vendor relationships.

Compliance and Enforcement
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Failure to disclose a conflict of interest or violation of this policy may result in disciplinary action
up to and including termination of employment or contracts. RPS reserves the right to take any
action necessary to protect the organization’s integrity and to ensure full compliance with this
policy and applicable laws.

2.2 Lines of Authority

Board of Directors Authority

The board of directors shall have the sole authority to:

e Approve the fiscal policies and delegate administration of the policies to the Chief Executive
Officer (CEQ).

e Approve the opening and closing of bank accounts and the list of authorized signers and the

organization address on record.

Approve all third-party loans.

Approve the annual budget.

Review annual and quarterly financial statements, and budget-to-actual variance analysis.

Conduct a review of the CEQ's performance annually and establish their salary.

Commission the annual financial audit by an independent third party auditor approved by

the-State-of Califerniain Rocketship’s operating locations.

Approve the annual financial audit by December 15.

e Designate another officer to perform the duties of the CEO in the case of absence.

Financial Responsibilities and Accountability Summary:

Role Responsibilities Accountability
Governing Board e Approve annual budget e Hold CEO/CFO
submitted by CFO accountable for financial
e Review financialson a management and for
quarterly basis staying within budget
e Contract for audit annually o Review CEO performance
® Approves intercompany and and set compensation

intracompany grants and
loans, including
management fee deferrals

CEO/CFO o Create annual organizational e Hold budget owners
budget accountable for staying
e Monitor to stay within within budget and for
approved budget execution of fiscal policies

e Fiscal management, training
and oversight
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Role Responsibilities Accountability
CFO ® Responsible for all oversight e Oversees the adherence
of RPS’s financial to all internal controls.

management and planning
for its ongoing sustainability

e Develop the annual budget

e Oversee the Business Team
and responsibility for all
functions that fall within the
department.

e Ensure adequate internal
control and segregation of
duties

e Cash flow management

e Structure and negotiate

loans/bonds
National o Create departmental e Hold team accountable for
Leadership Team budgets staying within budget, and
e Monitor to stay within for execution of fiscal
approved budget policies
EDs o Create regional budgets e Hold principals
accountable for staying
within budget, and for
execution of fiscal policies
Principals e Create school budget e Hold team accountable for
e Monitor to stay within staying within budget, and
approved campus budget for execution of fiscal
e Fiscal management and policies

oversight at a school level

2.2 Segregation of Duties

FheTo safeguard the organization’s financial assets and uphold the highest standards of
integrity, financial responsibilities shall be systematically and appropriately segregated among
multiple individuals. This segregation of duties is a critical internal control designed to mitigate
the risks of fraud, misappropriation, and errors while ensuring operational efficiency and

accountability.

Key Principles
¢ No single individual shall have control over all critical stages of any financial transaction.

* Responsibilities related to authorization, processing, recording, and reconciliation shall be

distributed amengmultiple people-to help-ensureprotectionfrom-fraudprevent conflicts of

interest and errer-reduce risk.

* The distributionsegregation of duties aimsfermaximumprotection-efshall be reviewed
periodically to adapt to organizational changes and evolving risk profiles.
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Invoice Processing and Approval

* Invoice receipt, verification, and approval must be handled by different individuals.

e Approval authority should be commensurate with predefined financial thresholds aligned with
the organization’s assets-whilealse-consideringefficieney-of operationsdelegation of authority
policy.

Payment Authorization
* Payment preparation and authorization shall be separated.
® Personnel responsible for payment approval must not be involved in the payment execution

process.

Check Signing and Payment Execution

* The authority to sign checks or authorize electronic payments shall be limited to designated
personnel, with dual signatures or approvals required for amounts exceeding established
thresholds.

Contracting Authority

e Contract negotiation, approval, and execution must be conducted by separate individuals or
departments according to defined delegation limits.

e Contracts involving financial commitments beyond certain thresholds shall require additional
executive or board-level approval.

Reconciliation and Monitoring

¢ Periodic independent reconciliations of accounts and financial records shall be conducted by
personnel not involved in transaction initiation or approval.

* Exception reports and irregularities shall be promptly escalated for review and investigation.

Threshold Governance

¢ All financial activities, including invoice approvals, payment authorizations, check signing, and
contracting, shall adhere to established monetary thresholds that trigger varying levels of review
and approval.

e These thresholds will be documented, communicated, and regularly reviewed to ensure
appropriateness.

To properly segregate duties, invoice approval, payment, check signing, and contracting
authority is subject to the following thresholds:
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Regional Contracts,
purchase orders, or other

Value pre-authorizations *
Contracting Authority (entered into by regional |National Contracts, purchase orders, or
requirement entities) other pre-authorizations
up to 5K Associate Director Associate Director
Director, Schools or
up to 10k |AD/Director of Director
Operations
10K < 25K Senior Director/VP Senior Director/VP
Contract’s price or 25K <50K Executive Director Chief-level Officer (e.g. Chief People
reasonable value Officer) Launchpad Executive Director
‘ 50K < 100K CEO or CFO CEO or CFO
100K<500K CEO and CFO CEO and CFO
500K<1M CEO or CFO CEQ or CFO
AND AND
Board Chair or Chair of |Board Chair or Chair of Finance
Finance Committee Committee
>S1M Board of Directors or Board of Directors or Business

All Real Estate Leases
3+ years

Business Committee

Committee or Executive Committee

Regardless of value

CEO or CFO
with board approval

CEO or CFO
with board approval

*Regional boards grant authority to the CEO and CFO for approvals.
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Committee

Regional
Invoice/Payment Value Invoices/Payments/Transfers/Wires| National
Approval (entered into by regional entities)* |Invoice/Payments/Transfers/Wires
up to 5K |Principal or AD AD
Director, Schools or AD/Director
up to 10K  |of Operations Director
10K < 25K |ED Senior Director/VP
25K <50K Chief or General Counsel
ED Launchpad Executive Director
50K < 100K [CEO or CFO CEO or CFO
100K<500K |CEO and CFO CEO and CFO
500K<1M CEO or CFO CEO or CFO
AND AND
Board Chair or Chair of Finance Board Chair or Chair of Finance
Committee Committee
>S1M Board of Directors or Business Board of Directors or Business

Committee or Executive
Committee

*Regional boards grant authority to the CEO and CFO for approvals.

Approval authority can be delegated to another member of the RPS Leadership Team in the
event that one of the approvers is out of the office. In the event that the CEO or CFO is not
available, the Board Chair or Chair of the Business Committee may approve in their place.

2.3 Record Keeping
Financial records will be retained for a minimum of seven years or as outlined in tables below.
This policy is designed to ensure compliance with federal and state laws and regulations, to
eliminate inadvertent destruction of records and to facilitate RPS’s operations.

Document Retention Schedule

The following types of documents will be retained for the following periods of time. At least one
copy of each document will be retained according to the following schedule. Electronic copies
suffice unless a hard copy is required by law.
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Corporate Records

Article of Incorporation to apply for corporate status Permanent
IRS Form 1023 (in the USA) to file for tax- Permanent
exempt and/or charitable status:
Bylaws Permanent
State Application for Tax Exempt Status (Form 3500) Permanent
Letter of Determination (for example, from the IRS in the USA or Permanent
the state) granting tax exempt and/or charitable status
Board Policies Permanent
Resolutions Permanent
Board and Committee Meeting agendas and minutes Permanent
Sales Tax Exemption Documents Permanent
Tax or employee ID Number Designation Permanent
Annual Corporate Filings Permanent
Financial Records
Chart of Accounts Permanent
Fiscal Policies Permanent
Audits Permanent
Financial Statements Permanent
General Ledger Permanent
Check Registers/Books 7 years
Business Expenses Docs 7 years
Bank Deposit Slips (or equivalent retained by financial institutions) | 7 years
Cancelled Checks (or equivalent retained by financial institutions) 7 years
Invoices 7 years
Investment Records (deposit, earning, withdrawals) 7 years
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Property/asset inventories 7 years
Petty cash receipts /documents 7 years
Credit card receipts 7 years
Tax Records
Annual Tax Filing for the organization (IRS Form 990 in the USA) Permanent
FTB Annual Form 199 Permanent
Payroll Registers Permanent
Filings of fees paid to professionals (IRS Form 1099 in the USA) 7 years
Payroll tax withholdings 7 years
Earnings records 7 years
Payroll tax returns 7 years
W-2 statements 7 years
Personnel Records
Document Time Period

Recruitment, Hiring and Job Placement Records
e Job applications

Resumes

Letters of recommendation

Other job inquiries sent to the Charter School

Job advertisements/postings

Results of non-medical pre-employment tests

Offers of employment

Employment agreements

Signed pre-employment disclosures (employee handbook

acknowledgment, complaint procedures, etc.)

e Employee training (harassment prevention, mandated
reporting, etc.)

e Employee certificates, credentials, licenses, and other
evidence of qualifications

e Evidence of criminal background check

3 years after separation, or for
the duration of any claim or
litigation regarding hiring
practices

Employee Performance and Other Personnel Records
e Job descriptions
e Training and testing
e Performance goals

3 years after separation
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Performance evaluations

Written feedback and commendations
Promotions and demotions

Letters of reprimand and discipline
Performance Improvement Plans
Termination, resignation, lay-offs, etc.
Notices and letters

Employee Medical Leave Records (PDL, FMLA, CFRA, etc.) *
e Requests for leave

Health care provider notes

Leave calculations

Records of disputes regarding leave

Employee benefits related to leave

Leave policies

3 years after separation

* Records that contain
employee confidential medical
information should be retained
in a separate, secure file.

Employee Wage Records

Employment agreements

Wage rates and calculations

Shift schedules (hours and days)

Time cards

Individual calculations for absences, sick days, vacation
days, etc.

e Itemized wage statements/pay stubs

3 years after separation

Note: If a record is both a wage
record and a payroll record,
follow the longer retention
period.

Employee Payroll Records

e Employee name, address, age, and occupation
Individual wage records
Regularly hourly rate
Hours worked (daily/weekly)
Weekly overtime earnings
Daily and weekly straight time earnings
Deductions from or additions to wages
Wages paid each pay period
Pay dates and pay periods
Unemployment Insurance Records

4 years, generally

Employment Eligibility (I-9 Forms)

The later of (a) 1 year after
separation, or (b) 3 years from
date of hire.

Employee Health Records*
e First-aid records
e Job injuries (causing loss of work time)
e Drug and alcohol test records

5 years after separation

* Records that contain
employee confidential medical
information should be retained
in a separate, secure file.
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Employee Workers’ Compensation Records

Copies of claim forms

Reports of occupational injury or illness

Letters of denial of benefits

Reports to the Division of Workers’ Compensation

Benefits paid

Estimates of future benefits

Applications to the Workers’ Compensation Appeals Board
Orders and Awards of the Workers’ Compensation Appeals
Board

5 years after date of injury and
2 years after claim has been
closed.

* Records that contain
employee confidential medical
information should be retained
in a separate, secure file.

Employee Benefit Records

Benefits elections

Beneficiary designations

Eligibility determinations

COBRA notices

Summary plan descriptions

Other welfare benefit plan information (life, health,
disability, long-term care, post-retirement medical)

6 years after separation, but
not less than 1 year following a
plan termination.

* Records required to
determine retirement benefits,
including 401(k) and similar
plans, must be kept
indefinitely.

Note: For simplicity, RPS may choose to keep the majority of an employee’s personnel file and other
records for the duration of employment plus seven (7) years. This time period covers nearly every
law, with the exception of three (3) types of records, as outlined above, that must be removed from
a file before it is disposed of and retained for a longer duration:
Pension and welfare plan information (6 years)

First aid records of job injuries causing loss of work time (5 years)
Safety and toxic or chemical exposure records, including safety data sheets (30 years)

Insurance Records

Property Insurance Policy Permanent
Directors and Officers Insurance Policy Permanent
Workers” Compensation Insurance Policy Permanent
General Liability Insurance Policy Permanent
Insurance Claims Applications Permanent
Insurance Disbursements/ Denials Permanent
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Contracts

All insurance Contracts

Permanent

Employee Contracts

7 years after termination

Construction Contracts Permanent
Legal Correspondence Permanent
Loan/mortgage and Real Estate Documents Permanent
Leases/Deeds Permanent

Vendor Contracts

7 years from completion or
conclusion of service

General and all other Contracts

7 years from completion or
conclusion of service

Donations / Funder Records

Grant Dispersal Contract and any related documents Permanent
Donor Lists 7 years
Grant Applications 7 years
Donor Tax Letters 7 years
Management Plans and Procedures

Strategic Plan 7 years
Staffing, programs, marketing, finance, fundraising and evaluation | 7 years
plans

Vendor Contracts 7 years
Disaster Recovery Plan 7 years

2.4 Gift Acceptance
Purpose

As a not-for-profit organization exempt as a public charity under Section 501(c)(3) of the Internal
Revenue Code, Recketship-Public-SehoolsRPS encourages the solicitation and acceptance of gifts

for purposes that will assist Recketship-Public ScheelsRPS to further and fulfill its mission.
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The purpose of this Policy is to govern the acceptance of gifts by Recketship-Public ScheolsRPS
and to provide guidance to the Board, the CEO, and prospective donors when making gifts to
RoecketshipPublic-Sehools:RPS. The provisions of this Policy shall apply to all gifts received by
Roeketship-Publie SehoslsRPS for any of its schools, programs or services, and to the acceptance
of gifts made to Recketship-PublicSehoslsRPS or for the benefit of any of its schools or programs.

Restrictions on Gifts

Rocketship—Public-SchoelsRPS will accept unrestricted gifts, and gifts for specific schools,
programs and purposes, provided that such gifts are consistent with Recketship—Publie
Seheols’RPS’ mission, purposes, and priorities. Recketship-Public SehoeolsRPS will not accept gifts
that are too restrictive in purpose. Gifts that are too restrictive are those that violate the
charitable and educational trust of Recketship-Public ScheolsRPS, or that are accompanied by an
improper economic benefit to the donor or vest the donor with inappropriate control or
influence. When practicable, restricted monetary or other gifts should be accepted with formal
caveat acknowledged by donor that it may be converted to unrestricted if the donor’s intended
restriction cannot be met or is no longer in best interest of RPS.

Use of Legal Counsel and Other Professional Assistance

Rocketship-Public SehoolsRPS shall seek the advice of legal counsel or other professional advisors
(such as an accountant, financial advisor or professional money manager) when appropriate and
as recommended in this Policy relating to the acceptance of certain types of gifts. Generally,
Rocketship-Public-SeheelsRPS shall seek the advice of legal counsel in all matters pertaining to
the acceptance of any gift which may have adverse legal, ethical (including a potential conflict of

interest), or other consequence of concern to Recketship-PublicSehoelsRPS.

All prospective donors shall be urged and encouraged by Recketship-Public SeheelsRPS to seek
and secure the assistance of independent legal, tax and financial advisors in matters relating to

their gifts and the resulting tax and estate planning implications. Reeketship-Public-ScheelsRPS
shall not pay the legal fees or any professional fees of the donor in connection with a gift to
Rocketship—Public Schools—Recketship—Public SchoolsRPS. RPS shall not provide any opinion,
statement or recommendation to the donor as to the tax deductibility of the gift or as to any tax
conseqguences or tax implications of the gift that may affect the donor.

It shall be the responsibility of the donor to secure an appraisal of property where required by
RPS. The donor shall pay any fees associated with securing such appraisal.

Types of Gifts
The following types of gifts are generally acceptable:
1. Cash Donations
Testamentary Bequests
Charitable Remainder Trusts
Charitable Lead Trusts
Tangible Personal Property
Life Insurance/Life Insurance Beneficiary Designations
Retirement Plan Beneficiary Designations
Securities

PN R~ WN
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9. Real Estate

The following types of gifts are generally not acceptable:
1. Charitable gift annuities
2. Pooled income funds

Valuation of Gifts

Rocketship-Public SeheelsRPS shall record a gift received by Recketship-Public-ScheelsRPS at its
valuation for gift purposes on the date of gift and in accordance with Generally Accepted
Accounting Principles (GAAP).

IRS Filing Upon Sale of Gift

Roeketship-Publie SeheolsRPS is responsible for filing IRS Form 8282 upon the sale or disposition

of any non-cash donated property sold by Recketship-Public ScheelsRPS within three years of
receipt where the charitable deduction value of the item was $5,000.00 or greater. Recketship

Publie SehoolsRPS must file such form within IRS-required timelines. The Chief Financial Officer
shall be responsible for the recordation and filing of this form to the IRS.

Written Acknowledgment of Gifts and Contributions

Rocketship—Public-SehoslsRPS will provide written acknowledgement of all gifts in compliance
with the current IRS requirements. The Chief Financial Officer shall be responsible for ensuring
compliance with IRS requirements regarding acknowledgments. Under no circumstance shall RPS
accept a donation of any real property interest without advice of legal counsel and RPS Board
approval. The RPS Board recognizes the risks associated with acceptance of real estate.

Management Fee Applicability

In consideration for all Management Services, RPS shall receive a monthly Management Fee
equal to 15% of~ “Applicable Revenue." Management Fees shall be used consistent with RSPS's
exempt purpose.

Applicable Revenue is defined as local, state and federal revenues of all such Charter Schools,
including GP Entitlement Funds and CBG Funds, paid or accrued with regard to a particular year
(without regard to the date funds are actually received). Applicable Revenue shall exclude:

1. Lunch reimbursement

2. Uniform reimbursement

3. After school program reimbursement

4. Title V startup funds

5. Private grants, unless otherwise authorized

6. Local fundraising revenues, unless otherwise authorized
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3.0 Financial Management

3.1 Budgeting Process

The CFO will prepare an annual budget and multi-year forecast each year for presentation to the
national board of directors and regional boards of directors. The preliminary annual budget is to
be reviewed and approved by the RPS Board prior to the start of each fiscal year. During the first
quarter of the fiscal year, the CFO will prepare updates to the budget based on the latest
information on enrollment, funding sources, staffing, and operational costs. The RPS National
Board and regional boards will review and approve this updated budget, which will be used for
reporting purposes (e.g., tracking actual vs. budgeted CINA) for the remainder of the fiscal year.

The CFO will work together with national and regional leadership to ensure that the annual
budget is an accurate reflection of RPS’s strategic priorities, programmatic and infrastructure
goals for the coming year. The CFO’s budget proposal will include any significant capital
expenditure projects (significant is defined as over $500K), as well as any proposed
intercompany or intracompany grants or loans, including management fee deferrals.

As part of the budget, the CFO will propose a target change in net assets (“CINA”) for the
national office and each region to meet strategic goals and/or comply with existing loan
covenants.

3.2 Borrowing and Loaning Funds

The assumption of debt, including lines of credit or loans from banks and other financial lenders,
shall be approved by the Board of Directors. Board authorization for a line of credit provides
management with the discretion to draw on the line as needed. Management may establish
lines of credit with suppliers as needed, without board approval, within the purchasing and
contract approval thresholds detailed above.

The extension of credit by Recketship-including at-ntercompanytoans{eg;RPS to
Rocketship Fexasjregions or affiliates shall be documented and approved by the CEO and/or

Board of Dwectors—Any—m#aeem—p&HHe—g—te—Reeke%&hmAAHseeﬂsmHeans—eF

by, consistent with the Bea-Fd—ef—Di-Feeter—sTthresholds for any other contracts.

3.3 Operating Cash Reserves

The organization will ensure adequate cash balances to meet annual cash flow needs. The CFO
will monitor the organization’s cash balance and will report the cash balance to the CEO on a
monthly basis and to the Business Committee of the Board on a quarterly basis.

It is the responsibility of the CEO and the Governing Board to understand the organization’s cash
situation and it is the responsibility of the CFO to prioritize payments as necessary to manage

cash flow.

The RPS- Board may restrict a portion of the operating cash reserve fund for strategic goals.
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The RPS Board may develop an additional Operating Cash Reserve Policy to specify use of the
Operating Cash Reserves.

3.4 Insurance

The organization will maintain adequate insurance with high quality insurers at all times for:
General Liability

Property

Workers’ Compensation

Employment Practices

Professional Liability

Directors’ and Officers’ Coverage

Other coverages required by charter authorizers

Umbrella and student accident policies are considered prudent add-ons.

4.0 Revenue & Accounts Receivable

RPS receives fundingrevenue from aumerousstateand-federalmultiple sources-—Seme,
including but not limited to federal and state agencies, private grants, and other contributions.
Many of these funding sources haveimpose specific Hmitatiensrestrictions on how the-funds
eanmay be spentas-wel-as-hewthese-expendituresmustbeobligated, expended, recorded,
and reported-te-. It is the policy of RPS to ensure that all revenues, particularly restricted funds,
are managed in full compliance with the terms and conditions specified by the granting
authority-_and applicable laws and regulations.

Restricted Funds

Restricted funds are awarded to RPS enthe-basisefapursuant to unique award-from-the
respectivestate-ergrant agreements or awards issued by federal, state, or other funding
entities. These funds must be utilized solely for their intended purposes as defined by the
awarding agency or donor. RPS staff sheuldalways-eonsultshall ensure that all expenditures of
restricted funds strictly adhere to the allowable uses, cost principles, and reporting
requirements fera-particutaroutlined in each specific grant or award agreement.

Staff Responsibilities:
All staff responsible for budgeting, spending, or reporting restricted funds shall review and
understand the applicable award beferedocuments and related compliance requirements prior

to obligating or expending any restricted funds.

Grant managers, program directors, and finance staff shall collaborate to ensure expenditures
are properly authorized, adequately documented, and appropriately recorded in the financial
system according to fund restrictions.
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Accounts Receivable

All receivables shall be recorded timely and accurately in accordance with generally accepted
accounting principles (GAAP) and applicable grantor requirements. The Finance Department
shall establish procedures to monitor outstanding receivables, follow up on overdue balances,
and ensure prompt collection.

RPS shall maintain accurate records to demonstrate compliance with all applicable grant and
funding requirements. All required financial reports and supporting documentation shall be
prepared, reviewed, and submitted to granting authorities in accordance with established
deadlines.

The Finance Department, in coordination with program managers and grant administrators,
shall periodically review revenue and accounts receivable practices to ensure compliance with
this policy, grant conditions, and applicable regulations. Any identified discrepancies shall be
addressed promptly, and appropriate corrective actions shall be implemented as necessary.

4.1 Cash Receipts

Cash receipts (including check or cash payments received via mail or in person and deposits
received via Electronic Fund Transfer) shall be recorded completely and accurately to prevent
the misappropriation of assets. Further, cash collection, reconciliation, and deposit duties
should be segregated to provide proper financial controls. No one person will participate in all
actions associated with cash receipts.

RPS schools regularly collect cash for meal bills, fundraisers, field trips, uniforms, and other
purposes.

Cash collected at the school site is considered school revenue and must be accounted for
accordingly. Cash may not be used as “petty cash” or otherwise spent before being reconciled
and deposited.

Reconciliations and deposits must be completed per the instructions provided by the RPS
Finance & Accounting Department.

Only Rocketship staff are permitted to handle cash and checks collected at a school site. Cash
and checks must be kept at all times in a designated, secure, locked cabinet or safe. Only
authorized school staff should have access to the locked cabinet or safe.

Schools must deposit cash and checks weekly. If no cash or checks have been collected that
week, the school should submit a deposit form indicating that no cash/checks were collected. If
for some reason a school cannot submit a weekly deposit, the school must inform the Regional
Director of Operations.

Under no circumstances should cash remain at a school site for more than 10 school days. In
TN, cash cannot remain at the school for more than 3 days.
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5.0 ExpenseExpenses & Accounts Payable

5.1 Purchases & Procurement Policy

RPS shall procure only those goods and services that are reguirednecessary to perferm-thefulfill

its mission andferfia meet bona fide nreed—Guidingthepurchase-of allgoodsand-senviceswill
ber{ajoperational needs. All purchasing decisions shall be guided by the principles of price, {b}

quality, and {e}-dependability. -PartictarvendersVendors may be ehesenferselected based on
any one or anya combination of these factors-taadditien;. RPS willshall also take affirmative
steps to assureensure that minority-owned businesses and wemerswomen’s business
enterprlses— are ased—whenmcluded whenever posmble—Hewevef—at—aH—tmqes—t-he—seJeeﬁeﬂ—ef—a

and practical.
The overndmg goal shaII aIwavs be to maintain and support high- quallty seheeJ—schooIs and

programs.

When engaging in procurement aetivityactivities, RPS staff shall-aim-te:
.
* Remain impartial in the selection process, focusing ealysolely on the merits of the
supplierf or contractor proposals and applicable related-censiderationsfactors such as
delivery, quantity, ete:
e—and specifications.
* Make all purchases in the best interests of RPS and its funding sources.
y —
© Obtain quality supplies and services needed fer-delivery-at the time and place required.
o—Buy
® Procure goods and services only from responsible, reputable, and dependable sources-ef
Stpphy:
e
e Ensure best value for all expenditures.
y —
© Deal fairly and impartially with all vendors.
o—2PBe
e Demonstrate conduct that is above appearance-efurethicatbehavieratal-times;
aveidreproach, avoiding any conflict of interest, related partiesparty transaction, or the
appearance of acenflictefinterestimpropriety in all school/-supplier relationships.

£ 2

* Follow theguidingprineiplesefstrong internal eentrelscontrol principles to minimize the-risk
of fraud, including apprepriateproper segregation of duties and adherence-to-theschools
compliance with all policies eeveringgoverning authorization te-enterinte-of financial
commitments.

Related Parties

All employees participating in the making of a contract and Board members must disclose
relationships with known proposed or current vendors to determine whether the relationship
should be considered a related party transaction. RPS applies the definition of “related party”
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used by the IRS regulation section 267(b), which includes immediate family members of and
legal entities owned or controlled by the employee or board member. The CEO must review any
potential related party transactions and has the right to request additional information (e.g., fair
market value assessments) to determine whether the transaction is in the best interest of RPS.
The CEO must disclose any related party transaction over $10,000 to the Board of Directors for
review. If the related party transaction involves the CEO, the Board shall perform all pertinent

Centract-Contracts for Goods and Services
When-and-wherepessibleWhere feasible, RPS willshall enter into contracts for goods and

services that specify-in-detaibwhatisincludedand-excluded-from-theclearly define scope-ef-the
contracttheagreed, deliverables, exclusions, delivery schedules, payment terms, and ether

standard centractuabtermsand-legal protections. Fe-the-extentpossiblecoentractsContracts
should prevideallow for monthly payment;payments with at least 30 days from the date of the

invoice-te-make-payment-. Contracts eanshall be negotiated by a member of the Network
Executive Team or theiran authorized designee, consistent with theestablished contracting
ameunt-thresholds-deseribed-herein:

Pllresuirescorstationo-femm At O-tealh,

All new vendors must complete Form W-9 (except local, state, or federal government entities)

Competitive Contract Selection
When a product or service is to be purchased that is valued or priced at, or reasonably
estimated to be more than $25,000, the authorized decision maker shall make every
reasonable effort to secure quotes and product specifications from at least two
providers of the service or product or similar product or make other acceptable efforts
to ensure that RPS is receiving the best value for the purchase. The authorized decision
maker shall select from among these quotes and maintain evidence of the quotes
and/or other information that informed the purchasing decision. Professional service
contracts such as special education contracts are excluded from the requirement to
seek multiple bids or proposals; however, nothing shall preclude RPS from seeking such
multiple bids or proposals for these contracts. Additionally, furniture purchases may be
excluded from the requirement to seek multiple bids when it is determined that a
particular vendor offers a unique product that meets the quality and design
specifications of RPS and the product price is judged to be reasonable based on
comparisons of similar furniture from other vendors. In the event that bids are not
obtained, the purchaser must provide a sole source justification. Notwithstanding the
foregoing, adherence to local agency “piggyback” contract prices and procedures for
goods contracts meets these requirements.
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All procurement involving federal funds will be conducted in accordance with the Code of
Federal Regulations, Title 34 (Education), Section 74, which states in part: “All procurement
transactions shall be conducted in a manner to provide, to the maximum extent practical, open
and free competition”, or other law applicable to the funding source. RPS shall be alert to
organizational conflicts of interest as well as noncompetitive practices among contractors that
may restrict or eliminate competition or otherwise restrain trade. For federally funded
purchases, in order to ensure objective contractor performance and eliminate unfair
competitive advantage, contractors that develop or draft specifications, requirements,
statements of work, invitations for bids or requests for proposals shall be excluded from
competing for procurements. Awards must be made to the bidder or offeror whose bid or offer
is responsive to the solicitation and is the best value to RPS, price, quality and other factors
considered. Solicitations shall clearly establish all requirements that the bidder or offeror shall
fulfill in order for the bid or offer to be evaluated by RPS. Any and all bids or offers may be
rejected when it is in RPS interest to do so.

Furthermore, RPS shall:

® Avoid purchasing unnecessary items

e Avoid making purchases categorized as “equipment” or other items that would be
considered durable assets with federal funds;

e Where appropriate, analyze lease and purchase alternatives to determine which would be
the most economical and practical procurement;

e Solicit for goods and services providing for all of the following, where applicable:

o Aclear and accurate description of the technical requirements for the material,
product, or service to be procured. In competitive procurements, a description shall
not contain features which unduly restrict competition

o Requirements which the bidder/offeror must fulfill and all other factors to be used
in evaluating bids or proposals

o Adescription, whenever practicable, of technical requirements in terms of functions
to be performed or performance required, including the range of acceptable
characteristics or minimum acceptable standards

o The specific features of brand name or equal descriptions that bidders are required
to meet when these items are included in the solicitation

o Make positive efforts to utilize small businesses, minority-owned firms, and
women’s business enterprises, whenever possible.

Purchases Using Federal Funds

Purchases made using federal grants will follow procurement methods stated in Uniform
Guidance 2 CFR 200.320, where applicable, unless RPS’s Policy is more restrictive. When using
federal funds in this regard, RPS will to the extent applicable to the particular purchase:

e Maintain oversight to ensure contractors perform in accordance with
terms/conditions/specifications of contracts

Avoid acquisition of unnecessary or duplicative items

Award contracts only to responsible contractors

Maintain records to sufficiently detail the history of procurement

Conduct transactions in a manner providing full and open competition
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e Not preclude potential bidders from qualifying during the solicitation period

e Conduct procurements in a manner that prohibits the use of statutorily or administratively
imposed state, local, or tribal geographical preferences, except in cases where federal
statutes mandate or encourage it

® Prepare solicitations that incorporate a clear and accurate description of technical
requirements for the material, product, or service, and identify all requirements which the
offerors must fulfill, and all other factors used in evaluating bids or proposals

e Ensure that all prequalified lists of persons, firms, or products which are used are current
and include enough qualified sources to ensure maximum open and free competition

e® Take necessary affirmative steps to assure that minority businesses, women's business
enterprises, and labor surplus area firms are used when possible

e Perform cost or price analysis in connection with every procurement action in excess of the
simplified acquisition threshold, including contract modifications

Page | 29



ROGKETSHIP

PUBLIC SCHOOLS

Methodology & Threshold

Requirement

Micro-purchase
$0-$10,000

No bid or quote required if price is considered to be reasonable.
Reasonableness could be determined by comparing the price to past
purchases or other published prices and/or requesting prices from more
than one vendor.

Distributed equitably among a range of qualified vendors when practical

Small Purchase
$10,001-$250,000

Price or rate quotes must be obtained from adequate number of sources
(at least two)

Can be informal, e.g., phone call or web search

All quotes, including phone calls, web searches, etc., must be documented
and kept on file

Price does not need to be deciding factor, but all quotes need to be kept in
procurement records

Sealed Bid

$250,000 and greater
Price is principal basis for
selection

Bids must be solicited from an adequate number of known suppliers,
providing sufficient response time

Local and tribal governments must publicly advertise bids

Invitation for bids must define the items or services in order for bidders to
properly respond

All bids will be opened at time and place prescribed in invitation. Local and
tribal governments must be opened publicly.

Firm fixed price contract made in writing to the lowest responsive and
responsible bidder

Any or all bids may be rejected if there is a sound documented reason

Competitive Proposal
$250,000 and greater
Selection is based on what is
most advantageous with price
and other factors considered

Must be publicized and identify all evaluation factors and their relative
importance

Must be solicited from an adequate number of qualified sources

Must have a written method for conducting technical evaluations of the
proposals and selecting recipients

Contracts must be awarded to the responsible firm whose proposal is most
advantageous to the program, with price and other factors considered

Noncompetitive Proposal
(sole source)

May be used only when the item is available only from a single source, the
public exigency or emergency will not permit a delay resulting from
competitive solicitation, federal awarding agency or pass-through entity
expressly authorizes its use in response to a written request, or after
solicitation of a number of sources competition is determined inadequate
by the CEO

Justification of the use of noncompetitive proposal must be documented
Any research on availability from multiple sources must be documented
Documentation of authorization must be retained

Any initial solicitations from multiple sources which are concluded to be
inadequate, and such reasoning, must be documented

Purchase and Contract Approval Authority
The table
All purchases at Rocketship are pre-approved according to the thresholds and requirements

outlined in Section 2.2-eutlinres. Pre-approval may be given via a limited, specific contract, a
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purchase order or work order, or an approval in Ramp to make a specific, time-bound purchase
or set of purchases (eg a work-related trip need only be pre-approved once, allowing purchases
of airfare, hotel, and meals subject to a total cost approval and other policies).

Approval requirements for contracts, purehase-orderPOs, pre-approvals, and payments-— are
outlined in Section 2.2. Once a contract is approved, no further approval is required for

recurring eharges-or project-expensesare-notrequired—Forexamplewhen-the-related
expenditures covered by that contract (e.g., Board-apprevesa-approved construction budget;

budgets).

Approval authority eanmay be delegated to another memberefthe RPS Leadership Team inthe
eventthatene-oftheappreversmember if an approver is evt-ef-the-efficeunavailable.

Invoice Payment

All invoices wilshall be paid ina-timelymannerpromptly to avoid any-late fees and maintain
vendor relationships.

Oversight
The Finance Department shall conduct periodic reviews of procurement activities to verify

compliance with this policy and related federal and state requirements. Non-compliance shall be
addressed through corrective action, training, and updated procedures as needed.

RPS recognizes that employees and authorized volunteers may incur necessary and reasonable
business expenses in the course of carrying out duties in support of RPS’s mission. This policy
outlines clear guidelines to ensure that all expenses are appropriate, properly documented, pre-
approved, and reimbursed in compliance with RPS’s fiduciary responsibilities and applicable
federal, state, and funding agency requirements.

Eligibility

All RecketshipRPS employees are eligible for expense reimbursement, provided thatthe
expenses-are-censistent:

- Align with this policy,deeumented-with and RPS’s mission;

- Are pre-approved by the employee’s manager when required;

- Are reasonable and necessary;

- Are properly documented with original, itemized receipts;approved-by-histhermanagerand
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- Comply with IRS, state, and/fergranting/fundingageney-regulations: grantor/funder
requirements.

eve%y—eﬁept—te—must submit expense Fepepts—wmi_ye—days—ef—WFmg—saeh—e*penses—AH
expensereporisforthe previousguartermustreimbursement requests promptly by completing

an accurate expense report and attaching required documentation. Expense reports should be
submitted within 30 days of theguarter’s-incurring the expense and no later than 30 days after
the end-

AH of the quarter in which the expense was incurred. Original, itemized receipts;-with-the
e*eep&en—ef are mandatory for aII expendltures except mileage,mustbeattached-to-the

.. If a receipt is lost, &
eepy—ef—t—he—supportmg documentation such as a credit card bi-l-l-er—et-her—eleeumenfeaﬂen—shea-té
be-attachedinstead-statement may be submitted on an exception basis only. Credit card
billsstatements are not an alternativetoretention-ofacceptable substitute for receipts.

Approval efExpensesRequirements
A-n—emp#eyee—s—mmorager—rs—mqwed—te—Superwsors must review and approve SUERSSEEERSE

e—expense reports. Approval certifies that:

- Expenses are reasonable-rameunt
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o—, necessary, and directly related to the employee’s duties;
- Original, itemized receipts are attached;

- Expenses are accurately coded to appropriate based-en-employeesrespensibilities
C—Sue s eriet-ye—reeaiat
° coded-to-correctexpense-accounts; and

- The expense complies with this policy and any relevant funding restrictions.

. b i "

Credit Card Management and Controls

To strengthen internal controls and ensure fiscal accountability, RPS shall implement the
following practices:

- Require pre-approval for all expense/card use.

- Use Ramp (if available/possible) for travel bookings and shop with preferred vendors.

- Enforce itemized receipts for any expenses.

- Limit credit card thresholds to encourage compliance.

Guidelines for Specific Reimbursable Expenses

Cell Phone

Fulh: Eligible full-time employees may be—el+g+b+e—£e+=recewe up to $50 per month ia-for work-
related cell phon

expenses.

Air Travel

Erasteyeessreuld-raaliereasonable eferisie-beslaivinetidieisasariraceneeaspessitlein
Sraterteredecces tainta et velili-sedatares. Only coach class unlesspriorapprovats

Adel-rtfeﬂakfee#e{—seat—&pgmdes—epmefeﬁed—s&a%sﬂ%e—net—ls re|mbursable—
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Dues-ahdforinitiationfeesforairline-clubsarenot unless pre-approved. Frequent flyer miles

remain employee property. Baggage fees for two or more nights are reimbursable-by

; seat upgrades are not.

m%eﬂeleel-basmess—Feqw-Femeﬂt—'Fhe—ae&ﬁ class accommodatlons onIy Detailed hotel bilt
wrt—h—t—he—fe;m—ef—paymeﬂfébllls must be submitted-with-the-expense-fermas-documentation—A

Car Rentals
Sarrerisshentdreused; Use only when recded-insitaaiisnsyrmarealiomatetermsseiread

transpertation{taxis,publictransitand-persenal-cost-effective. Rent economy-class vehicles}
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. Refuel before return.

Private VehicleZ Mileage

Reimbursed at the IRS standard {RS-mileagerate-established-annualthrandpublished-en-the
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ine mileace.

Other Transportation

gene%a4—l—y—a&ked—net—te—e*eeed$—75re|mbursed within GSA per

diem; maximum $75/day. Alcohol is not reimbursed.

Parking & Tolls
Parking-: Business-related parking and tolls fertravel-are reimbursable-reludingparkingrelated
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to-summerPDand-allstaff events:

Entertainment

: Requires pre-approval.

Non-reimbursable Expense

e—Reimbursable: Movies

'S lerased, cIothmg—p%ehasedﬂﬁhHe%%elmg#hs—mdﬂde&mpheeme%eﬂe%%stﬁen
tem 5 d e g ipated-extended ay, fines, personal

Travel Ael-vaneeAdvances

must be reconcﬂed W|th actual mp—expenses-en—a—eempieted—appmﬁd-e*pense—pepept—ﬁemq

within two weeks of the-empley
traveladvaneetrip comgletlo .

5.3 Governing Board Expenses

wH-lBoard members must complete arnd—g-g-n—arn—expense Feper—t—and—a%taeh eports with
original receipts:

o for all authorized expenses. The CEO and/or another beardBoard member will-must
review and approve and-siga-theBoard expense repertreports.

6.0 Asset Management

6.1 Fixed Assets Capitalization
All assets with a useful life of greater than one year and costing more than $5,000 will be
capitalized and will be recorded in the fixed asset records. Any asset that does not meet
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these criteria will be expensed in the current period.

The cost basis of furniture and equipment assets will include all charges relating to the
purchase of the assets including the purchase price, freight charges, and installation if

applicable.

Leases within the capitalization thresholds will be accounted for in accordance with ASC 842

— lease accounting.

Leasehold improvements are to be capitalized if they relate to the renovation or
improvement of an existing building. Expenditures incurred in connection with maintaining
the existing building in -good working order shall be expensed as a repair.

Depreciation

Depreciation methods/lives for assets shall be selected for consistent financial reporting

purposes. The following depreciation methods and useful lives shall be used for the
following asset classifications for financial reporting purposes.

Asset Class Useful Life Method
Computers Three Years Straight Line
Furniture and Seven Years Straight Line
Equipment

Leasehold Improvements

Remaining Life of
Lease

Straight Line

6.2 Inventory

RPS will maintain a detailed listing of each capital asset item with purchase price greater

than $5,000 along with depreciation records which —will include the description, date

acquired, vendor, cost basis, assigned department or location, depreciation method/life,

accumulated depreciation, and net book value. A physical inventory of property and

equipment will be performed annually and compared to the detailed fixed asset listing. Any
variances will be investigated and corrected or adjusted in financial statements as

necessary. RecketshipRPS has security cameras at its schools to safeguard its assets.

ReeketshipRPS also hires a security company to help monitor some of its higher-risk areas.

Computer equipment, office equipment and furniture are tagged and logged into our
tracking system. This tracking system categorizes by school, type of equipment and

whether Federal Funds were used. Any disposition of equipment with remaining useful life
will require approval from director of operations and best effort to obtain market value of

the asset is required.

Assets purchased with federal grants will follow the Office of Management and Budget’s
Uniform Guidance, Title 2, Code of Federal Regulations (“2 CFR”) §200.310 to §200.316.
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7.0 Investment Policy

The RPS CFO will oversee the investment of-Recketship cash balances, subject to oversight of
the RPS Board and following guidelines that have been established by the RPS Board. The core
objective of this investment policy is the protection of the principal amount while achieving
modest yield. The strategy is rooted in an unwavering commitment to capital preservation and
minimal risk exposure. Investments consistent with this approach include, government backed
securities, cash and cash equivalents, money market funds, government bonds, certificates of
deposit and others.

8.0 Time and Effort Policies and Procedures

Overview:
All employees who are paid in full or in part with federal funds must keep specific documents to
demonstrate the amount of time they spent on grant activities.

Charges to federal awards for salaries and wages must be based on records that accurately
reflect the work performed. These records must:
e Be supported by a system of internal controls which provides reasonable assurance that
the charges are accurate, allowable, and properly allocated;
e This includes verification through (electronic) signatures and documentation from
individuals with first-hand knowledge incorporated into official records;
Be incorporated into official records;
Reasonably reflect total activity for which the employee is compensated, not exceeding
100% of compensated activities;

e Budgeted estimates do not qualify but may be used for interim accounting
purposes if the estimates are reasonable, identified to related work in a timely
manner, and after-the-fact review procedures are in place

Encompass both federally assisted and all other activities compensated by Rocketship;
Comply with Rocketship’s established accounting policies and practices; and

Support the distribution of the employee’s salary or wages among specific activities or
cost objectives.

Time and Effort Procedures
To meet the above requirements, all employees who must complete time and effort forms must
submit either a semi-annual certification or a personnel activity report (PAR) as required below.

The type of form depends on the number of cost objectives that an employee works on. A cost
objective is a program, function, activity, award, organizational subdivision, contract, or work
unit of which cost data are desired and for which provision is made to accumulate and measure

the cost of processes, products, jobs, capital projects, etc.

Semi-annual certification - applies to employees who do one of the following:
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Work 100% of their time on a single grant program and/or single cost objective.
Work 100% of their time in administering one program such as a Federal Programs
Director who administers only one program.

e Work 100% of their time under a single cost objective funded from eligible multiple
funding sources.

The semi-annual certification must be:

e Completed twice a year;

e Besigned by the employee or the supervisor with direct knowledge of the work being
performed;
Reflect an after-the-fact distribution of the actual activity; and
Account for the total activity for which each employee is compensated.
The semi-annual certifications will be maintained by the business department grants
office.

PAR - applies to employees who do one of the following:
e Do not work 100% of their time on a single grant program and/or single cost objective
e Work under multiple grant programs or multiple cost objectives

The PAR provides a written record of an employee’s work activities used to document that
employee’s time to grants or projects. It must be completed monthly and supported by a daily
calendar of activities.

All employees who work on multiple cost objectives must complete PARs that support the
distribution of their salaries /wages that meet the following standards:
e Reflect an after-the-fact distribution of the actual activity, not a budget estimate;
e Account for the total work activity for which each employee is compensated;
e Be prepared at least monthly (a separate PAR for each month) and coincide with one (1)
or more pay periods; and
e Besigned by the employee.

Reconciliation Procedures

It is critical for payroll charges to match the actual distribution of time recorded on the monthly
certification documents. Budget estimates or other distribution percentages determined before
the services are performed do not qualify as support for charges to federal awards, but may be
used for interim accounting purposes provided that the system for establishing the estimates
produces reasonable approximations of the activity actually performed.

In order to reconcile actual costs to budgeted distributions, the business team grants office will
conduct quarterly reconciliations of payroll changes to the actual time and effort reflected in
employees’ time and effort records. This will include review of form ratios versus budgeted
distributions after each review.
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All the time and effort certifications are collected by the business team grants office, reviewed
for accuracy, appropriate signatures, dates and copied to the Grants Accounting Office.
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ROCKETSHIP PUBLIC SCHOOLS

Semi-annual Certification

Name:
Job Title:
School:

July 202420XX - December 202520XX

Actual Work Activity

FUNDING SOURCE

PERCENTAGE OF TIME

DESCRIPTION OF FUNCTIONS

EMPLOYEE AND SUPERVISOR SIGNATURES

EMPLOYEE NAME

EMPLOYEE SIGNATURE DATE SIGNED

SUPERVISOR NAME

SUPERVISOR SIGNATURE DATE SIGNED
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ROCKETSHIP PUBLIC SCHOOLS
Personnel Activity Report

Monthly
Name:
Job Title:
School:

Pay Period

Actual Work Activity

FUNDING SOURCE

PERCENTAGE OF TIME

DESCRIPTION OF FUNCTIONS

Title |

75%

Providing target support to students
requiring

EMPLOYEE AND SUPERVISOR SIGNATURES

EMPLOYEE NAME

EMPLOYEE SIGNATURE DATE SIGNED

SUPERVISOR NAME

SUPERVISOR SIGNATURE DATE SIGNED
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9.0 Comparability Policy

Overview
It is the policy of Rocketship Public Schools to provide services that are substantially comparable
to Title I and non-Title | schools within the grade span
e State and local funds will not replace federal funds
e Title | receiving schools will not receive less state or local funds because they receive
federal funds

Methods of Determining Comparability
In order to achieve comparability, Rocketship Public Schools relies on the following: LEA Salary
Schedule, Staffing Equivalence, and Centralized Procurement.

® LEA Salary Schedule: All Rocketship schools use a common regional salary schedule,
ensuring that teachers, principals, and other staff are paid the same (adjusted for
experience and performance) from school to school, regardless of Title | funding status.

e Staffing Equivalence: Rocketship follows a common staffing model across all of its
schools. While staffing headcounts will vary as enrollment and school needs dictate, the
staffing model (the number of teachers per classroom, the number of administrative
staff) is consistent from school to school with equivalent total enrollment. This
consistent staffing model ensures that each student, regardless of if they are in a Title |
or non-Title | school, receives a substantially comparable level of staffing support.

e Centralized Procurement: Rocketship deploys a common national curriculum,
technology program, furniture plan, and facilities management plan. These universal,
centrally-managed functions, ensure that students at each Rocketship school, regardless
of if they are in a Title | or non-Title | school, receive an equivalent provision of supplies,
technology, curriculum, facilities, and other non-personnel services.

Supporting documentation must be kept as a record to show implementation and demonstrate
that equivalence was achieved.

In accordance with Federal regulations, the determination of the comparability of services may
exclude: state and local funds spent on compensatory education programs, bilingual education
programs, and programs for educationally- disabled students. The determination of
comparability will not take into account unpredictable changes in student enrollments or
personnel assignments.
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Q1 Rocketship Public Schools
Audit Committee Meeting

August 29, 2025



Agenda

1. Opening Items
A. Call to order
B. Public comment on off-agenda items

2. Consent Items

A. Approve minutes from May 9, 2025 Audit
Committee meeting

3. Information Items

A. Organizational Health Dashboard Review

B. FY25 Fiscal Audit Update

C. CY24 403(b) Audit Outcome

4. Action Items: Finance - Review and Approval

A. Review and Recommend Approval of Revised
Fiscal Policies to the Rocketship Board of Directors

5. Closed Session

A. Conference with Legal Counsel — Anticipated
Litigation: Potential/threatened litigation pursuant
to California Government Code § 54956.9. Number
of cases: 1

6. Report Out

A. Public report on actions taken in closed session

7. Adjourn

A. Adjourn Meeting




Public Comment



Consent Iltems




Organizational Health Dashboard Review



Purpose: Regional Health Dashboard (RHD)

Dashboard example

Goal 1: By 2028-29, 55% of all Rocketeers are performing at the 67th percentile on NWEA
1 . Reading/Math
Strategic £ Quality Schools Goal 2: By 2028-29, 60% of Rocketeers enrolled for 3 or more years are performing at the 67th
percentile on NWEA Reading

A coherent and targeted approach to student learing experiences across core, supplemental and interventional
programming and daily use of formative data to facilitate students’ ability to make acclelerated growth towards
mastery of grade level standards.

OY 23 Quarterly Actuals Quarterly Rating
a1 Q2 Q3 Q4 at [ a3 Q4

| Activity: Personalized Learning

Indicator Q4 Qa1 Q2 Q3
% at NWEA Map Reading 67th %ile X | 31% | 22% | 26% | nwA | 31% | 31% | 34% 3r% [
% at NWEA Map Math 67th %ile X 35% | 27% | 33% | NA | 39% | 34% [ 37%

40% 2

% at NWEA Map Reading 67th %ile for students
enrolled 3+years

m% of Rocketeers meet NWEA Reading Tiered Growth 38% N/A 40% NA 43%
Dibels BOY, MOY, EOY - % at benchmark 53% 42% | 47% N/A 56%
- I % mastery CKLA Skills unit (GK-G2) 37% 47% 51% 52% 53%
% of Rocketeers meet NWEA Math Tiered Growth 42% NIA 47% NIA 47%

= 44% | 41% | 48% | 54% | s5%
147 | NA [ 112 | NA | 119
118 | NA [ 125 [ na [ 125 [ x [125 [ x [ 125
Rating|

34% 26% 29% NIA 31% 34% 37%
S ]

3 N N -3

X A
X 2
x| ao% [ 1 | 1
X 2

50%

47%

% mastery Eureka module
Years growth on NWEA Map Reading
Years growth on NWEA Map Math

Strategic Lever: Scaled Impact

| Activity: Schools and Seatsl Strategies to increase enroliment, retain Rocketeers, and increase seats across all regions. |

OY 232 Quarterly Actuals Targets Quarterly Rating
Indicator Q4 Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4 Q1 Q2 Q3 Q4
# of lifetime rocketeers (Dec - 80+ is considered on

X X X X X X

Goal: By 2028-29, 44,000 Lifetime Rocketeers

32244 N/A | 32,497 [ N/A | 33,033 X X X 35000

track, June - 150+) 2
5| % Enroliment to BSP 94% | 91% | 90% | 95% [ 85%
% retained Rocketeers SYTD 90% 98% 95% 93% 92%
# new rocketeers for Oct 15 of current SY | 3021 N/A NIA N/A N/A
Projected new students for Oct 15 of next SY 2398 NIA N/A N/A 2603

Projected retained students for Oct 15 of next SY | 7498 | NA NA N/A | 6905

Rating| 2.0 20 20 20

*Link to Organizational Health and Regional Health Dashboards

The Regional Health Dashboard
(RHD) is a tool for tracking
progress on key metrics tied to our
5-year goals. The metrics, like the
goals they are tied to, are classified
by Strategic Lever (Quality Schools,
Community Power, Scaled Impact)
or Key Enabler (Culture of
Excellence and Belonging,
Finance).

These and the network version -
the Organizational Health
Dashboard (OHD) - are reviewed
regularly at several levels of the
organization and by each board
(National and Regional) mid-year
and end of year.
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https://docs.google.com/spreadsheets/d/187vVncLPFOrFNmSsFc6eO7DacUFIaiUz3XlSskkGQkc/edit?usp=sharing

OHD HIGHLIGHTS

3 Meets or Exceeds.
. . 2: Approaching (80% target)
Rocketship Key Metrics S
Current Target for
performance current
period
Years growth on NWEA Map Reading 1.19 1.33
Years growth on NWEA Map Math _ 1.25
. % of Rocketeers meet NWEA Reading 43% 50%
Quality .
Tiered Growth
Schools
% of Rocketeers meet NWEA Math 47% 48%
Tiered Growth
% of families meet FPH goal 78% 90%
Scaled Impact | % Enrollment to June BSP 85% 100%
Culture NPS: Net Promoter Score 7.5
. % of schools forecasted to close EOY 100%
Finance

on budget

v



OHD HIGHLIGHTS

Full Finance Section (for Audit Committee) L
2: Approaching (80% target)
1:Does not meet
i
Indicator Q4 a1 Q2 Q3 Q4
Philanthropic funds raised (National) $5,300,000 | $4,600,000 | $4,600,000 | $4,600,000
S . : " h
withoutsupport romnationalNesT || NA | NA | Na
Schools open for 5+ years operate on the public dollar nA | NA | NA

National NeST's revenue-expense gap without
philanthropy




FY25 Fiscal Audit Update



Audit Update

Interim Audit
e Theinterimauditisinthe process of being finalized.
e T[hescope of the interim audit primarily focuses on CA state compliance testing and some controls.
e No material weaknesses or significant deficiencies in internal controls have been identified thus far

Year End Audit

e \We aretracking audits on a regional basis, with each region being monitored individually.
For the second year in a row, following a successful RFP submission, CliftonlLarsonAllen will be the
independent auditor for all RPS regions and Launchpad.

e \Wearerunning a week behind our Audit internal milestones as we clarify some grant balances.
There is enough cushion in the schedule that reporting dates are not at any risk.

® [heteam meets weekly to discuss the audit progress and deadlines, led by the Director of Audit.

e Audit field work is scheduled to start in September and we will be prioritizing audit requests during
the next two months.

e Unlike prior years, RPS Business Team is not supporting the independent audit of Rocketship Texas -
we have provided files and access to data.
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FY25 Audit Key Dates

Rocketship Public School

FY 2025 Audit Planning by Region

DC

wi

i RSED / Consolited 7

Phase Step Description LDC CA TN
Request List provided by the auditors 7/14/25 7/14/25 7/14/25 7/14/25 7/14/25 7/14/25
SEFA Reports provided to the auditors 8/18/25 8/18/25 N/A N/A 8/22/25 8/18/25
PBC Schedules (for sample Selections) provided 8/1/25 8/1/25 8/29/25 8/29/25 8/8/25 8/8/25
GL, TB & Financials provided to the auditors 8/18/25 8/18/25 N/A 9/1/25 8/18/25 8/18/25
Planning Sample selections provided by the auditors 8/22/25 8/22/25 9/2/25 9/2/25 9/2/25 9/2/25
All PBC requested submitted to the auditors
. (including sample Selections) 8/31/25 8/31/25 9/11/25 9/11/25 9/11/25 9/11/25
Fieldwork ;
Fieldwork Start 9/1/25 9/1/25 9/15/25 9/15/25 9/15/25 9/15/25
Audit Status Meeting 9/23/25 9/23/25 9/23/25 9/23/25 9/23/25 9/23/25
. Draft Report 10/28/25 | 10/28/25 11/6/25 11/6/25 11/6/25 11/6/25
Reporting .
Final Report 11/7/25 | 11/7/25 12/11/25 12/11/25 12/11/25 12/11/25
Due to Authorizer 12/11/25 | 12/15/25 12/15/25 12/15/25 12/15/25 12/30/25
Business Committee 11/18/25 | 11/14/25 12/2/25 12/2/25 11/20/25 11/13/25
Approvals ) .
Audit Committee 12/2/25 | 12/2/25 12/2/25 12/2/25 12/2/25 12/2/25
RSED Board 12/10/25|12/10/25 12/10/25 12/10/25 12/10/25 12/10/25

4
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FY25 Audit Update - Progress

Phase Step Description Owners  Status
Request List provided by the auditors CLA
SEFA Reports provided to the auditors Rocketship O
PBC Schedules (for sample Selections) provided Rocketship ()
GL, TB & Financials provided to the auditors Rocketship O
Planning Sample selections provided by the auditors CLA O
O
. All PBC requested submitted to the auditors (including sample Selections)  Rocketship
Fieldwork )
Fieldwork Start CLA O
Audit Status Meeting CLA O
Draft Report CLA
Reporting . P O
Final Report CLA O

Legend

Activity completed on time, or ahead of schedule.

On track. Currently stands to be completed before or by due date,
Trending towards late. Requires attention.

Late.

Iooo\
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CY24 403(b) Audit Outcome



403(b) Audit Context

e Rocketship maintains a 403(b) retirement across all regions and falls under
ERISA compliance

e The403(b) planis administered by Rocketship and we moved away from
Principal as the record keeper in January of 2025 and switched to Fidelity

e All ERISA plans must file a tax form 5500 which includes the filing of a plan
audit as part of the annual requirements

e The403(b)planyearis acalendar year and the audit occurs in the spring

e C(liftonLarsonAllen performs the annual audit as part of their overall scope of
work.
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403(b) Audit- Results

e Rocketship staff received the draft plan audit financials and reports on July
17,2025, and management reviewed the report findings.
e [hedraft contained three findings:
o Delinquency of timely employer contributions during the year
o |nadequacy of documentation within payroll records to support amounts
remitted to the plan
o Need for quarterly review of remittances and any true up calculations
need to be in alignment with plan documents
e Jese findings were repeat findings from prior audits.
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403(b) Audit- Next Step

e Reportwas finalized as of July 30™, 2025 to be in compliance with form 5500
filing deadlines.

e Reporting requirements of ERISA and review of audits fall under the
Department of Labor and the IRS for any follow up

e Rocketship does not expect any further follow up or negative outcomes from
the current year audit

o Theswitchto Fidelity as Plan Sponsor as of January 1st, 2025, a new
Director of Payroll and updated processes will avoid future findings.
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Review and Recommend Approval of the
Revised Fiscal Policies to the Rocketship
Board of Directors



Fiscal Policies Updates since June 2025

Major changes:
e Enhanced Conflict of Interest, Procurement, and Payroll policy language
e Updates throughout to reflect regions outside California
e C(larifications and enhancements around purchasing thresholds and rules to
capture Ramp capabilities

Next steps:
e National Audit and Business Committee review
e National Board adoption September 10
e Regional board ratification in Q2 meetings
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The Board is in Closed Session.

Rocketship Board of Directors Audit
Committee Meeting

August 29, 2025



Closed Session: Report Out



Adjourn
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