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KHALSA MONTESSORI  ELEMENTARY 
SCHOOL  


 


I. ORGANIZATIONAL NARRATIVE 
 
 
The Khalsa Montessori Elementary School (KMES) is a non-profit 501(c)3 corporation 
overseen by the KMES Board of Directors and run by the KMES administration in 
partnership with KMES teachers and parents.    
 
The KMES Board of Directors approves all major KMES decisions including, but 
not limited to, budgets, state reporting, contracts, staffing, and financial and educational 
procedures and policies.   The Board members review and sign all school expenditure 
vouchers. The board provides a final Board of Review for issues brought to the Board 
that have been presented to, but not resolved by, the school staff or administration.   
 
The Board is not involved in day-to-day management of KMES.  The Board empowers 
the School Director and the Education Administration team to oversee and manage the 
day to day operations of the school in direct coordination with the KMES Site Council 
and the KMES Operational Administration teams.    Monthly, the School Director gives 
the Board a report on all aspects of school operations and staff and student performance.  
Monthly, the School Financial Consultant presents the Board with a detailed budget 
report and analysis.  
 
The KMES Board of Directors strictly adheres to the Open Meeting Laws of the state of 
Arizona.   Meeting announcements, agendas, and minutes are posted on the bulletin board 
in the office hallway.  
 
Board of Directors membership: administration representatives, including the school 
Director who is the Board President, teacher representatives, parent representatives and 
community representatives.  School Financial Consultant attends meetings. 
 
The KMES Education Administration is a team of KMES educational and 
operational administrators who meet weekly to discuss all KMES major educational, 
procedural and policy decisions.  It is responsible for all KMES policies and operations 
including staffing, admissions, finances, property, and program development.  Policy 
decisions are referred to the KMES Board for final review and approval.  The KMES 
Education Administration reviews KMES Site Council input and approves, or refers back 
for more discussion and direction, Site Council decisions. The KMES Education 
Administration reviews KMES Operational Administration input and approves, or refers 
back for more discussion and direction, Operational Administration decisions. Consensus 
is sought in all Education Administration decision making. The School Director has 
ultimate decision making authority if consensus is not reached.    
 







Education Administration membership: School Director, Education Director, SPED 
Director, Admissions Director, Primary School Director, and any administration director-
in-training. 
 
 
The KMES Site Council consists of KMES administrators and all KMES Lead 
Teachers.  This body meets weekly to discuss and resolve school policy and procedural 
questions, assist individual teachers in student educational areas, and collaborate as a 
team in developing and implementing KMES educational philosophy and future 
classroom planning.  All administrative decisions that effect classrooms are discussed in 
this forum and input is used in the final administration decision.  Consensus is sought in 
decision making.  If consensus is not reached, the discussion and final decision is referred 
to the KMES Educational Administration and, ultimately, the School Director.  
 
All Site Council decisions are reviewed for final approval by the Education 
Administration and, when appropriate, by the KMES Board.  Information and issues 
brought to the Site Council regarding individual students is referred to the Student Study 
Team for input, and to the Education Director and/or SPED Director for follow-through.   
The KMES Student Study Team may bring student issues that are affected by school or 
classroom procedures or policies to the Site Council for review. 
 
Site Council membership: All classroom Lead Teachers, Director, Education Director, 
Admissions Director 
 
 
The KMES Operational Administration is responsible for the daily operations of 
KMES including enrollment, attendance, financial accountability, scheduling, program 
operations, parent communication, state reporting, record keeping, and for fulfilling all 
state and federal requirements of the school’s charter.  The School Director reports to 
Education Administration regarding Operational Administration meeting information and 
issues.  The Director brings Educational Administration directives and Site Council input 
to Operational Administration meetings.  The KMES Operational Administration staff 
communicates daily with the KMES School Director through Administrative Assistant, 
Admissions Director, Bookkeeper, and Secretary to School Director Daily Update Forms. 
 
Operational Administration membership:  Director, Administrative Assistant, 
Admissions Director, Primary School Director, School Bookkeeper, Secretary/ 
Receptionist 
 
 
The KMES Student Study Team discusses individual student educational and 
behavioral issues. Information and issues brought to the KMES Site Council regarding 
individual students is referred to the Student Study Team (SST).   SST may bring student 
issues that are affected by school or classroom procedures or policies to the Site Council 
for discussion. 
 







Student Study Team membership:  All classroom Lead Teachers, SPED Director, 
Education Director. 
 
 
The KMES teachers are responsible for the development and operation of the KMES 
educational programs. Each head teacher is responsible for all developmental aspects of 
the children in his/her class. The KMES staff has direct input into the overall running of 
the school through the weekly KMES Site Council meetings and regular communication 
with the school administration.  KMES teachers communicate daily with the KMES 
School Director and KMES Education Director through Teacher-to-Administration 
Update Forms. 
 
Classroom teachers bring individual student educational and behavioral issues to the SST 
and SST gives recommendations to classroom teachers.  The Education Director and/or 
SPED Director follow up with the teacher regarding the student’s progress.  Classroom 
teachers communicate maintenance issues to maintenance staff through maintenance 
board.  Classroom teachers bring school and classroom operational and educational issues 
to the Site Council. 
 
Classroom Teachers membership: Lead Teachers, Assistant Teachers 
 
 
The KMES Maintenance Team meets at the beginning of each week to review, 
prioritize, and schedule maintenance.  Classroom teachers and Administration staff 
communicates maintenance issues to maintenance staff through maintenance board.  
 
Maintenance Team Membership:  Director, Primary School Director, Maintenance 
staff 
 
 
The KMES Financial Team meets once or twice monthly for a detailed review of 
current year budgets, future budgets, and all aspects of school accounting and finances.  
The Financial Consultant brings monthly budget reports for review and approval at the 
KMES monthly Board meetings.  KMS Director brings any financial topics that effect 
school administration to the KMES Operational Administration and/or the KMES 
Education Administration Meetings.  Director brings any financial topics that effect 
classroom operations to Site Council.  Director brings financial requests and input from 
the KMES Site Council and KMES Operational and Educational Administration 
meetings to the KMES Financial Team.   
 
Financial Team membership: Financial Consultant, Director, Contracted Bookkeeper 
(state reporting), School bookkeeper  
 
 
The Khalsa Montessori School Parent-Teacher Organization (KMS 
PTO) is a non-profit tax exempt organization, corporately independent from KMES, 







designed to support KMES students through school fund-raising and community 
development.  It brings parental input regarding the overall running of the school to the 
school administration.  It supports the educational programs of the staff through its fund-
raising dollars and its involvement in classroom projects and events.  
 
KMS Parent-Teacher Organization Membership: All KMS parents and staff are 
eligible to be a member by attending monthly meetings and participating in PTO events.  
A member of the KMES administration attends all monthly meetings.  Each month, a 
KMES lead teacher attends and speaks on a topic of interest to parents. 
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II. SUSTAINABILITY 
 
A. Organization’s Fiscal Viability 
 


PART 1:  PROJECTED BUDGET 
 


Khalsa Montessori Elementary School (KMES) does not anticipate any major changes to 
its size and budgets over the next several years.  KMES, from its inception, was dedicated 
to slow conscious growth with a clear overall campus size limit.  Multi-aged classrooms 
were developed one grade level at a time to assure the careful development of quality 
Montessori programs.  The overall size of the school was limited by the school 
administration and the KMES Board of Directors to maintain the close relationship 
between teachers, students and administration in the school community.  The KMES 
Board decision to discontinue the KMES Middle School was made out of the decision to 
not increase the KMES elementary student count that was necessary to support a middle 
school large enough to serve student needs.  KMES plans to continue with only limited 
changes to its current size.  
 
For the 2010-11 budget, there has been a rise in mortgage payments and a corresponding 
increase in rental income that has resulted from the projected KMES purchase of a 
property (346 East Coronado Rd) currently rented by the Khalsa Montessori Primary 
School (KMPS) for pre-K and KMES kindergarten programs.  KMES contracts its 
kindergarten educational programs to KMPS.  This purchase will secure the ability of 
KMES to serve kindergarten students into the future and will be available for possible 
future KMES expansion.  For the next three years, and in to the future, KMES will 
receive rental income from the KMPS for use of this property. 
 
The substantial difference in Federal Funds/Grants between the 2009-10 totals and future 
and past years is the result of the ARRA funds received in lieu of state monthly 
equalization funds.  Overall income differences are the result of decreases in state 
funding.  The totals under Furniture and other Equipment for 2008-09 reflects 
depreciation expenses and not normal yearly expenditures. 
 
KMES has carefully budgeted its income and expenses over the last 14 years and has 
built up a Contingency Fund of approximately $150,000.  These funds are in addition to 
approximately $100,000 in available operating funds. The Contingency Funds currently 
secure the school’s ability to operate at its current program level in the next several years 
even if additional Arizona State educational budget cuts create yearly deficits for the 
KMES budget.  The funds also have been built for eventual use as a down payment for 







adjacent properties to the school building if they were to become available for future 
school expansion. 
 
 


PART 2: FINANCIAL STRUCTURES AND SYSTEMS 
 
All KMES budgets and financial planning is done by the KMES Financial team of 
financial experts overseen by the KMES Director and KMES Board of Directors.  KMES 
has hired an outside Financial Consultant who is an accountant with decades of 
educational institution audit and financial consulting expertise including 15 years 
advising Arizona charter schools.   KMES has also hired an outside bookkeeper for state 
reporting who has over a decade of Arizona charter schools reporting and bookkeeping 
experience.   
 
Financial operational procedures are designed to require direct daily oversight by the 
KMES School Director and final review by the KMES Board of Directors.  These 
financial procedures have resulted yearly conclusions in the KMES annual financial 
audits that “We [auditor firm] did not identify any deficiencies in internal control over 
financial reporting that we consider to be material weaknesses...The results of our tests 
disclosed no instances of noncompliance or other matters that are required to be reported 
under Government Auditing Standards.” (Larson Allen LLP, KMES 2008-09 Financial 
Audit, pages 12-13).  KMES applied for and received exemption from the USFRCS in 
2001. 
 
As indicated previously, the KMES administration team has carefully budgeted over the 
past 14 years resulting in contingency funds being grown to assure viability through any 
unexpected circumstance including decreases in state funding.  
  
The following financial procedures are in place at KMES to assure financial 
accountability and viability.   


 
 
 
 
 
 
 
 
 
 
 







 


KHALSA MONTESSORI SCHOOL 
FINANCIAL PROCEDURE: EXPENDITURE CYCLE 
 
A.  BUDGETS /PURCHASE ORDERS 
1. In April through June before the beginning of the fiscal year, School Director, other 
KMES Administrative Staff members (may include Assistant Director, Administrative 
Assistant, and/or KMES Bookkeeper), Contracted Bookkeeper, and Financial Consultant 
develop budgets for all school accounts. 
 
2. KMES Bookkeeper will take budget totals and create Purchase Order Requisitions 
for open accounts that correlate to specific vendors and create sub-accounts for teacher 
budgets (field trips/supplies/materials) in which the vendors will vary. 
 
3. Director will review and approve all open Purchase Order Requisitions.   
 
4. For any future invoice that does not have an existing open Purchase Order 
Requisition, a requisition will be created for any purchase over $1000.  Any similar 
purchase under $1000 requires School Director’s signature approval on the invoice.  
 
5.  Any expenditure over $25,000 will be brought to the KMES Board of Directors for 
approval of method of bidding (i.e. sealed) and approval of final expenditure. 
 
6.  The KMES Board of Directors authorizes the School Director to make emergency 
approvals of expenditures over $25,000 that are necessary for the wellbeing of the school 
programs.  When an emergency expenditure is made, each board member will be 
informed as soon as possible and the expenditure will be brought for Board of Directors 
Approval at the next meeting. 
 
B. TEACHER/STAFF PAYMENT REQUESTS 
1. Teachers and staff submit Teacher Reimbursement /Check Request Form invoices 
for payment and receipts for reimbursement to KMES Bookkeeper.  Indicate account (i.e. 
materials, supplies, field trips, art supplies). 
 
2. Teachers will review teacher budget balances monthly and are responsible for not 
exceeding budgets.   
 
3. If budget balance needs to be exceeded, teacher must submit a Purchase Order 
Requisition for any increase in budget amount to the School Director for approval. 
 
 


C.  PAYMENT PROCEDURE 
1. KMES Bookkeeper submits invoice/receipt detail on Requisition – Unpaid Bills 
Form to Director for approval. 
 







2. Director checks and signs Requisition – Unpaid Bills Form indicating approval of 
expenditure and account coding. 
 
3. If a time constraint does not allow the KMES Bookkeeper to create a Requisition – 
Unpaid Bills for an individual payment that requires immediate payment, KMES 
Bookkeeper may submit an invoice to the Director for his signature approval on the 
invoice. 
 
4. KMES Bookkeeper may also receive verbal approval from the Director for a payment 
under $300 if the Director is not available to sign invoice.  KMES Bookkeeper will list 
date and time approval was received on the invoice.  Director will sign invoice with his 
approval when he is available. 
 
5. Once payments on a Requisition – Unpaid Bills Form are approved, KMES 
Bookkeeper produces check, submits Check Listing to Director. 
 
6. Director approves Check Listing. 
 
7. Director signs, or KMES Bookkeeper signature stamps, checks and sends payment to 
vendor or staff member.  Signature stamp is kept in secure location separate from secured 
checkbook. 
 
8. Director, Financial Advisor and KMES Board of Directors review budget balances on 
a monthly basis and make note of which budgets need to be monitored or adjusted.    
 
9. If account balance needs to be adjusted, KMES Bookkeeper submits a new Purchase 
Order Requisition to Director for approval.  If approved, Director signs new Purchase 
Order Requisition to increase budget amount.  If not approved, Director or KMES 
Bookkeeper communicates with staff/teachers of non-approval. 
 
 


D. RECEIVING RECEIPT 
1. If purchase is for materials/supplies to be delivered, staff/teachers will sign Receiving 
Receipt indicating date received and that the materials/supplies indicated on the invoice 
were received in good order.  Staff/teachers will submit the Receiving Receipt to KMES 
Bookkeeper to be filed. 
 
  
E. KMES BOARD APPROVAL 
1. The KMS Board of Directors approves all KMES disbursement.   The Board has 
delegated the School Director to approve disbursements (and set limits for such approval) 
between board meetings.  However, the board reviews and approves a financial report of 
Profit and Loss Budget vs. Actual as well as account Cash Balances and KMES 
Balance Sheet at each monthly meeting. 
 
 2. Governing Board approves all payments by signing Vouchers at monthly meetings.  
Board reviews Check Listing and Voucher Supplements and signs a one-page 







signature page indicating approval.  Board reviews and separately approves Payroll 
Summaries for each payroll period since the previous board meeting and signs a one-
page payroll voucher signature page indicating approval. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







KHALSA MONTESSORI SCHOOL 
FINANCIAL PROCEDURE: CASH RECEIPTS 


 
 
Cash Receipting: Money Collection 


All monies collected will be accounted for through a system of receipts during specific 
times of the school year. 


Monies collected include, but are not limited to: 


 Tax Credit Items – Activity Fund fees, extracurricular activity fees, field trip fees  
 Gifts and Donations – Annual Tax Credit Donations, individual gifts  
 General fees – AM Care fees  


Money collection generally occurs at specific time periods during the school year unless 
an extemporaneous agreement exists between a Payee and the Payor. 


 Money is collected during Enrollment.  
o Enrollment generally occurs in the Spring prior to the beginning of the 


new school year.  
 Money is collected during Registration.  


o Registration generally occurs in late-summer prior to the beginning of the 
new school year.  


 Money is collected during the Tax Credit Donation Drive.  
o The Tax Donation Drive occurs at the end of each calendar year.  


 Money is collected during sign-up for second-semester extracurricular classes.  
o Sign-up for second-semester extracurricular classes generally occur in 


December, prior to the start of classes.  
 Extemporaneous agreements are granted by the School Director or through an 


appointed member of the administrative team.  
o Agreements are granted for special circumstances, including but not 


limited to: financial hardships and unexpected student attendance in the 
AM Care program.  


Monies are collected and accounted for through a specific process 
during each of the collection periods. 


Information packets, including all necessary forms, are sent to the parents/donors of all 
current students. 


 Information Packets generally consist of:  
o Letter of explanation and directions for parents/donors.  
o Information forms that do not require receipts, such as applications, 


medical forms, etc.  







o Information forms that do require receipts, such as Activity Fee forms, 
Field Trip Fee forms, etc.  


o A request for updated contact information, if applicable.  
 Once Enrollment Packets are completed, the packet is returned to the School 


Secretary in the front office.  
o All materials are date-stamped.  
o All materials are initialed by the School Secretary.  
o Any checks received are stapled to the corresponding form; cash is 


concealed in an envelope, labeled with the childís name and the amount of 
payment, and then attached to the corresponding form.  


o On forms requiring payments, the School Secretary will also list the 
amount the parent paid, the method of payment, and the date payment was 
received.  


o The School Secretary files a copy of the application in each studentís file.  
 After the School Secretary completes the initial procedures, the Information 


Packets are then delivered to the Administrative Office for processing.  
o The Administrative Assistant and/or the Accounts Receivable Clerk* then 


separates the individual forms.  
 Applications are filed in an application binder.  
 Forms requiring payments are processed and then filed in the 


appropriately labeled binder.  
 Payments received are recorded in the current Student Data 


Management System (SDMS) by the Administrative 
Assistant, including the amount of payment, the method of 
payment, and, if applicable, the check number.  


 The current SDMS is School Master.  
 Using the SDMS, the Administrative Assistant creates a 


receipt for each parent making payments to the school.  
 The receipts are mailed to each parent.  


 Payments received are then recorded in the current 
accounting software application by the Accounts 
Receivable Clerk.  


 The current accounting software is Quickbooks.  
 Once the payments are recorded in the accounting software, 


a Deposit Detail is printed and the checks are prepared for 
deposit by the Accounts Receivable Clerk.  


 Photocopies of all payments are produced and 
attached to the Deposit Detail.  


 Deposit Slips are written in the Deposit Record 
Book.  


 The Deposit Record Book is preprinted with 
the schoolís address and banking account 
information.  


 The Deposit Record Book is in triplicate 
form.  


 Deposit Slips are separated.  







 The top, white copy is sent to the bank with 
all monies.  


 The middle, pink copy is stapled to the 
Deposit Detail and photocopies of the 
payments. These are filed in the Charter 
Financial files for the current school year.  


 The bottom, yellow copy remains in the 
Deposit Record Book.  


 The Deposit Slip and monies are sent/taken to the 
bank for deposit.  


 A Deposit Receipt is returned to Khalsa  
 The Deposit Receipt is then attached to the 


Deposit Detail, photocopied payments, and 
pink copy of the Deposit Slip, and filed in 
the Charter Financial files once again.  


* Due to the small size of the school, one or more roles may be completed by the same 
person. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







KHALSA MONTESSORI SCHOOL 
Financial Procedure: Credit Card 


 


School credit card will be used for purchases that require credit cards only. 


All use of the credit card must be approved by the Director prior to making any 
purchases. 


 The Director’s signature on the invoice or purchase order will serve as the 
indication of approval.  


All receipts of purchase will be submitted to the business office upon expenditure. 


In the event that a purchase needs to be made and the Director is not present, Director 
may verbally approve the use of the credit card and sign the invoice or purchase order 
upon his return. Card may not be used without Director’s verbal approval. 


Each month, the credit card balance will be paid in full. No balance may be carried 
forward. 


The credit card will have a spending limit of five thousand dollars ($5,000). 


Only the Director, Assistant Director, and Administrative Assistant will have access to 
the credit card. 


Use of the credit card for personal items is prohibited. 


No cash advances allowed. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 







KHALSA MONTESSORI SCHOOL 
Financial Procedure: Payroll 


Payroll Procedures: Prior To Each School Year 


Khalsa Montessori School agreements regarding employee compensation, personal leave 
days, health insurance deductions, and paid vacation time are made prior to the start of 
each school year with yearly Employee Contract KMES Employee Compensation Forms. 


Agreements regarding additional compensation areas such as tutoring, extracurricular 
classes and clubs, and teacher mentoring are made between the employee and the School 
Director and/or the Student Study Team, in relationship to each program or activity. 


Prior to the beginning of each school year, the School Director or other designated 
member of the administrative team provides the Payroll Processing Company the 
necessary payroll information. 


 Currently, the Payroll Processing Company is ADP.  
 Payroll information includes, but is not limited to:  


o Per payroll or Hourly compensation rates  
o Yearly personal leave day totals, if applicable  
o Employee payroll deductions, if applicable  
o Employee address and withholding changes  


Payroll Procedures: Each Payroll Cycle 


Blank KMES Time Sheets are available in the front office. 


KMES payroll is processed every two weeks with Employee Time Sheets due every other 
Friday by the end of the school day. 


 Due Dates and Times for the Employee Time Sheets are listed on the monthly 
KMES Staff Calendar.  


KMES employees submit their completed Employee Time Sheets to the School Secretary 
on the dates they are due. 


 School Secretary alphabetizes and faxes a copy of each Employee Time Sheet to 
the School Director or other designated member of the administrative team.  


 School Secretary then files the original Employee Time Sheets in each employees 
Time Sheet file in the front office.  


In advance of planned absence times, employees submit the KMES Employee 
Absence/Personal Leave Day Request form to the School Director. School Director 
reviews and approves or disapproves the request. 







School Secretary informs the School Director daily of any employee absences and/or 
substitutes. 


On the Monday or Tuesday following the conclusion of each Payroll Cycle, the School 
Director reviews each of the Employee Time Sheets. 


 School Director reviews: hours, days, and categories of compensation, for all 
employees.  


 Categories of compensation include, but are not limited to:  
o Regular Hours – Regularly scheduled hours an employee receives 


compensation for as outlined in each individual’s KMS Employee 
Compensation Form.  


o Personal Leave Hours – Hours employees are not in attendance, for 
personal reasons, but will be compensated, as outlined in each individual’s 
KMES Employee Compensation Form.  


o Vacation/Holiday Hours – Hours employees are not in attendance, due to a 
scheduled vacation, but will be compensated, as outlined in each 
individual’s KMES Employee Compensation Form.  


o Unpaid Absence Hours – Hours employees are not in attendance and will 
not be compensated.  


o Tutoring, mentoring, extra curricular classes, or other agreed upon task 
hours – Hours employees spend doing tasks outside of yearly contracted 
role and will receive compensation.  


 Employees’ tasks and reimbursement are agreed upon in advance 
with the School Director, other designated member of the 
administrative team, or the Student Study Team.  


o Overtime/Other Hours – Hours employees are in attendance and will be 
compensated.  


 Employees must prearrange overtime/other hours compensation 
with the School Director or other designated member of the 
administrative team.  


o Acting Head Teacher Hours – Hours an Assistant Teacher performs the 
duties of a Head Teacher, in the Head Teacher’s absence and will be 
compensated at a higher rate of pay.  


On the Monday or Tuesday following the conclusion of each Payroll Cycle, the School 
Director or other designated member of the administrative team transcribes information 
from Employee Time Sheets on to the ADP Payroll Worksheet. 


Once the ADP Payroll Worksheet is completed, the School Director or other designated 
member of the administrative team calls ADP (prior to 4:00m on Tuesday) and verbally 
communicates all payroll information. 


 Once the payroll information is conveyed, the School Director and the ADP 
Representative cross check the totals for accuracy.  







The School Director or other designated member of the administrative team then files the 
ADP Payroll Worksheet and Employee Time Sheets by payroll in the administration 
office. 


ADP sends Payroll Checks and accompanying payroll records within 24 hours. 


 School Secretary distributes Payroll Checks to employees upon receipt.  
 School Director reviews accompanying payroll records to ensure accuracy.  
 KMES School Board reviews and approves all payroll vouchers at its monthly 


meetings.  


Payroll Procedures: Questions 


Any employee questions that arise regarding Payroll are directed to the School Director 
or designated member of the administrative team who communicates with the payroll 
company if necessary. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







KMES FUND RAISING AND PHILANTHROPIC 
SUPPORT FROM THE COMMUNITY 


 
The KMS PTO, a non-profit 501-(c)-3 Arizona Corporation that is separate from KMES, 
raises money for the educational programs of KMES.  Funds raised from a variety of 
annual and ongoing fundraisers including the KMS Spring Carnival, escrip, and 
restaurant fundraiser are divided among the KMS classrooms for the use of the teachers 
for classroom materials, teacher development, and campus improvements.  Financial 
policies including procedures and safeguards are available on request.   
 
The PTO may also promote community philanthropic support from the community both 
in terms of funds and discounts on services.  This is done yearly in support of the Spring 
Carnival and the annual Parent Teacher Community Mixer, and has also been done in 
support of school projects like the development of playgrounds and garden areas. 
 
KMES does not include PTO fundraising dollars in its budget planning.  These funds are 
considered extra funds available for classrooms but not essential for classroom 
operations.  A KMES administration member attends all KMS PTO meetings and 
monthly reviews the KMS PTO treasurers report. 
 
KMES does promote public school activity fund state tax credit donations.  These funds 
are utilized for a variety of special student activities including field trips, physical 
education and yoga.  Funds are utilized to offer discounts to student activity fees for 
lower income families.      
 





		All monies collected will be accounted for through a system of receipts during specific times of the school year.

		Monies are collected and accounted for through a specific process during each of the collection periods.

		Payroll Procedures: Prior To Each School Year
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Actual
FY 2008-09 FY 2009-10 FY 2010-11 FY 2011-12


ADM:


REVENUE
     State Equalization Assistance $1,009,349 $920,565 $878,785 $902,499
     Classroom Site Fund $53,773 $47,985 $44,500 $44,500
     Instructional Improvement Fund $6,139 $5,000 $4,000 $4,000
     Federal Funds/Grants $17,905 $128,478 $25,000 $25,000
     Other State Funds/Grants $1,109 $562
     Food Service (e.g., NSLP, food sales)


     Other - Tax Credit, AM Care, Rental Income, A $110,598 $121,200 $120,000 $120,000
TOTAL REVENUE $1,198,873 $1,223,790 $1,072,285 $1,095,999


EXPENSES B


Instructional
     Salaries $310,451 $322,472 $304,700 $305,000
     Payroll Taxes $27,133 $30,245 $28,020 $28,335
     Employee Benefits $22,414 $27,000 $27,000 $27,000
     Purchased Services (Consultants) $191,394 $195,950 $85,000 $85,000
     Purchased Services (Special Education) $8,606 $8,000 $8,000 $8,000
     Technology
     Textbooks/Curriculum/Library $7,778 $7,160 $5,000 $5,000
     Instructional Supplies $10,342 $30,003 $25,440 $25,000
     Professional Development $24,481 $10,000 $10,000 $10,000
     Travel $1,457 $1,000 $1,000 $1,000


     Other - Fieldtrips A $19,598 $23,660 $23,500 $23,500
Total Instructional $623,654 $655,490 $517,660 $517,835


Non-Instructional
     Salaries $154,108 $160,000 $173,000 $173,000
     Payroll Taxes $12,739 $13,242 $14,437 $14,235
     Employee Benefits $12,349 $10,000 $10,000 $10,000
     Purchased Services $40,220 $49,300 $46,900 $47,000
     Rent/Bond Payment $120,811 $139,000 $182,145 $185,000
     Repairs and Maintenance $17,822 $22,000 $22,000 $22,000
     Property, Casualty, Liability Insurance $16,056 $16,100 $16,100 $16,100
     Interest/Property Taxes
     Internet $539 $1,600 $1,600 $1,600
     Utilities $29,708 $28,700 $28,200 $28,500
     Telephone $6,598 $7,000 $7,000 $7,000
     Furniture and Other Equipment $97,082 $21,800 $0
     Note/Loan/Non-Facility Lease Payments $11,321 $12,000 $12,000 $12,000
     Audit $10,250 $11,000 $11,000 $11,000
     Legal $75 $1,000 $1,000 $1,000
     Advertising/Marketing $2,921 $3,000 $3,000 $3,000
     Travel
     Printing and Postage $941 $1,500 $1,500 $1,500
     Supplies $16,504 $19,300 $15,300 $15,500
     Food Service
     Transportation


     Other - Dues and Fees, Bank Charges A $5,456 $6,500 $4,500 $5,000
Total Non-Instructional $555,500 $523,042 $549,682 $553,435


TOTAL EXPENSES $1,179,154 $1,178,532 $1,067,342 $1,071,270


Increase (Decrease) in Net Assets $19,719 $45,258 $4,943 $24,729


Net Assets, Beginning of Year $206,518 $226,237 $271,495 $276,438


Net Assets, End of Year $226,237 $271,495 $276,438 $301,167


NOTES/ASSUMPTIONS
Please include in this section the assumptions used in developing the charter holder's budget plan and, if applicable,
any notes that help clarify for the Board the information found above.
A Please specify what is included in "Other". Please explain each "Other" line item used in its own note.
B Any expenses associated with the charter holder's "Facilities Plan" should be reported in the appropriate section of this document with


"Notes" incorporated as appropriate.


Projected Financial Information
KHALSA MONTESSORI ELEMENTARY SCHOOL BUDGET PLAN





		Budget Plan - Standard
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II. SUSTAINABILITY 
 
B.  Strength and Stability of the Governing Board 
 


PART 1: Current Members 
 
The following is the list of current KMES Board of Directors followed by their role 
(parent representative, teacher representative, community representative, or school 
administration) and their area of expertise.  For your information we have included 
biographical information on each member. 
  
 
Thomas Caglio - Community Representative 
 


Education; Technology; School Operations 
 
Thomas Caglio is a former school parent and currently a Community Representative and 
Vice-President of the KMES Board. Tom is a Systems Analyst in the Curriculum 
Division of the Phoenix Union High School District and has expertise with regard to 
computer programming and statistics.  Two of Tom’s children have attended the Khalsa 
School.   
 
 
Keerat Giordano – Teacher Representative 
 


Education 
 
Keerat Giordano is a Grade 4-6 instructor at the Khalsa charter elementary school.  
Keerat joined Khalsa School in October 2000 assisting in the Lower Elementary 
classroom and working with students of all age groups ranging from primary to middle 
school. In the spring of 2001, Keerat joined Jaswant Kaur Khalsa as her Upper 
Elementary assistant and she subsequently assumed responsibility as Upper Elementary 
Directress.  Keerat has a Master’s Degree in Microbiology and Biochemistry from St. 
Xavier’s College, Bombay, India and a Master’s degree in Biomedical Sciences from the 
University of Connecticut. Keerat completed her Montessori Assistant training through 
the Arizona Consortium of Montessori Charter Schools.  She completed her lower and 
upper elementary Montessori training in 2004 through CMTE/NY, and is pursuing her 
Masters in Montessori Elementary Education through Ottawa University.  
 
 







Jaswant Kaur Khalsa – Teacher representative  
 


Education 
 
Jaswant Kaur Khalsa is the KMES Education Coordinator and also serves on the Board 
of Directors of KMES.  Her duties include staff support, class and student observation, 
parent education, and collaborating with teachers in maintaining the quality and 
consistency of our curriculum and educational environments. Jaswant graduated from the 
University of the State of New York with a B.S. in Psychology and a M. Ed. from Ottawa 
University, specializing in Montessori. She has also received her AMS Montessori 6-12 
Elementary Certification from the Center for Montessori Teacher Education in New York 
(CMTE). Jaswant has been affiliated with Khalsa school for over twenty-five years as a 
parent, substitute teacher, elementary summer program teacher, and after school staff 
member at the Coronado campus.   
 
 
Satwant Singh Khalsa – School Administration 
 
 Education; Financial; School Management 
 
Satwant Singh Khalsa is the Director of KMES and President of the Board of Directors 
of KMES.  His job duties include overall supervision of all affairs and activities of the 
school.  Satwant received his B.A. in History and Child Development, graduating Phi 
Beta Kappa with honors from Stanford University. After teaching preschool children in 
Mountain View, California, he came to the Khalsa School in 1973.  Satwant directed 
either the Toddler or Primary Program from 1973 to 1976 and was the school 
administrator from 1974 to 1976.  After four years of building his own business, Satwant 
Singh rejoined the Khalsa School in June of 1980 as the Director and he has been the 
school director ever since.  He received his M.A. in Educational Psychology from 
Arizona State University in 1987. He completed all the course work towards his 
Doctorate degree and taught in the Department of Educational Psychology at ASU for 
three years.  His research study on the development of ordering skills in children was 
presented at the 1988 Annual Convention of the American Psychological Association.  In 
1996, Satwant was one of the charter founders of the Khalsa Montessori Elementary 
School. 
 
 
Bryan Murphy – Parent Representative 
 


Legal; Financial 
 
Bryan Murphy has a B.A. from Yale University and received his J.D. from the University 
of California, Berkeley.  He has practiced law with a Phoenix firm since his admission to 
the Arizona Bar in 1980.  His two children have both attended the Khalsa School.   
 
 







Karen Paxton – Administration 
 


School and Business Management; Education 
 
Karen is the Director of Admissions for KMES and serves as Secretary of the Board of 
Directors of KMES.  She coordinates the KMS application and registration process and is 
the primary contact for communicating information about Khalsa School to prospective 
parents as well as maintaining effective contact with them throughout the year. She also 
conducts tours of the school.  Karen graduated with a Bachelor’s degree from Millsaps 
College in 1977 and worked as a VISTA volunteer before moving to Arizona in 1979.  
She worked in the medical field and administered a multi-site primary care practice for 
eleven years.  She has completed graduate courses in business and education.  In 2002, 
Karen completed her AMS certification as a Montessori Middle School teacher at the 
Houston Montessori Center.  Her three daughters have all graduated from Khalsa School. 
 
 
Donna Waters – Administration 
 


School and Business Management; Education 
 
Donna Waters has been the Director of the Khalsa Primary School which includes KMES 
kindergarten students, since September of 2001.  Donna has a BS degree in Early 
Childhood Education and Psychology from Texas Women’s University and an Associates 
degree in Child Development from McLennan Community College, Waco, Texas. Donna 
also has a Masters in Education and School Administration.  Her background includes 
years as a retail sales manager and several years of teaching children from the age of 
toddlers to kindergarten. She spent three years teaching at the Montessori School of 
Flagstaff, Arizona; two years with Campus Children’s Center in Tempe, Arizona; as well 
as First Baptist School in Pomona California, Mi Casa Preschool, and Cornerstone in 
Flagstaff, Arizona. 
 
 
Janet Wilson – Parent Representative 
 
 Financial; Business Management 
 
Janet Wilson is a parent representative on the KMES Board and a Board member and 
officer of Khalsa Montessori School Parent/Teacher Organization, Inc., which is a 
separate Sec. 501(c)(3) supporting organization.  Janet received her B.S. in 
Interdisciplinary Studies and her Master’s degree in Geography from SUNY at Albany.  
Her two children have both attended the Khalsa School.  She currently works for the 
State Compensation Fund of Arizona and has two children who attend Khalsa.   
 
 
 
 







PART 2: Board Member Recruitment, Selection and 
        Development  


 
KMES Board Members are recruited and selected by the current Board members from 
the school community based on areas of expertise and their dedication to the educational 
philosophy and standard of excellence of KMES.  Membership is also based on the 
representation of parents, teachers, school administration and the community.  
 
It is the responsibility of the school director to continually evaluate potential new board 
members and, when positions become open, discuss potential selection with the KMES 
Site Council and KMES administration and present an evaluation of candidates to KMES 
Board of Directors.  New members may be proposed to the board by any current Board 
members.   
 
New members are elected according to Board member vote.  Member term is for one year 
and eligible for renewal at the yearly annual KMES Board meeting in June.  Once 
elected, a new member is given an orientation by the current Board and the Board 
President regarding areas of Board responsibility, procedures, and Open Meeting Laws.  
Open Meeting Law training includes detailed review of the Arizona Open Meting Law 
statutes, a review of historical examples of school boards breaking open meeting laws, 
and a review of a document Basics of Open Meeting Law by Roger Hall (Renaud, Cook 
and Drury. P.A.) presented at a Arizona Charter School Association Conference. 
 
 


PART 3: Governance Structure and Organization 
 
As stated in Section I, the Khalsa Montessori Elementary School is a non-profit 501(c)3 
corporation overseen by the KMES Board of Directors and run by the KMES 
administration in partnership with KMES teachers and parents.   As stated in the KMES 
Bylaws, “The property and business of the Corporation shall be managed and controlled 
by a Board of Directors”.  The Board delegates day to day operation of the school to the 
KMES Education Administration led by the KMES Director.  The KMES Education 
Administration led by the School Director manage the school in coordination with the 
KMES Operational Administration and KMES Site Council, teams whose roles, along 
with that of the Board, are described below. 
 
The KMS Board of Directors approves all major KMES decisions including, but 
not limited to, budgets, state reporting, contracts, staffing, and financial and educational 
procedures and policies.   The board provides a final Board of Review for issues brought 
to the Board that have been presented to, but not resolved by, the school staff or 
administration.  The Board is responsible for fulfilling all requirements and mandated 
obligations as the KMES charter holder including approving and signing all state charter 
agreements.  The Board is responsible for fulfilling all requirements and mandated 
obligations to the Arizona Department of Education, the Arizona State Board for Charter 
Schools, the Arizona Department of Health Services, the United States Department of 







Education, and any other governmental agency that monitors activities of charter schools 
and non-profit Arizona corporations. 
   
Any Board member may place an item on the Board meeting agenda by informing the 
Board President of the item 72 hours, not including weekends and holidays, before the 
next Board meeting.  Interested parties may place items on the agenda by requesting that 
any Board member place the item on the agenda on their behalf.  Only items placed on 
the agenda and posted at least 24 hours before the meeting are discussed by the Board.  
Only Action Items on the agenda are voted on by the board.  Consensus is sought on all 
votes.  Lacking consensus items are approved by majority vote.  All meetings are open to 
the public and time is allotted in each meeting for community input.  
 
The KMES Board reviews and signs all school expenditure vouchers.  The KMES Board 
reviews and approves all major KMES expenditures. Any KMES expenditure over 
$25,000 is brought to the KMES Board of Directors for approval of method of bidding 
(i.e. sealed) and approval of final expenditure.   The KMES Board of Directors has 
authorized the School Director to make emergency approvals of expenditures over 
$25,000 that are necessary for the wellbeing and continued operation of school programs.  
When an emergency expenditure is made, each board member will be informed 
immediately and the expenditure will be brought for Board of Directors formal approval 
at the next meeting. 
 
The KMES Board approves all staff hiring and contracts with outside consultants and 
persons and entities providing student and administrative services.  Before the start of 
each school year the Board reviews and approves all KMES staff and sole providers.  The 
Boards approval of the KMES annual budget includes approval of staff salaries.  
  
The KMES Board has the final authority in approving school policies and procedures.  
As described below, there are channels of communication and decision making that 
encourage input from teachers and staff members through the KMES Site Council and 
KMES Operational Administration.  Any suggested changes in school policy and 
procedures from these teams are then brought to the KMES Educational Administration 
who will determine if the change should be made.  These decisions may then be brought 
to the KMES Board for final approval.  As described below, consensus is sought in each 
decision of the KMES Education Administration, but if consensus is not reached the 
KMES School Director has the authority to make the final decision. 
    
The KMES Board of Directors strictly adheres to the Open Meeting Laws of the state of 
Arizona.   Meeting announcements, agendas, and minutes are posted on the bulletin board 
in the office hallway.  New board members are trained in the Arizona Open Meeting Law 
including detailed review of the Arizona Open Meting Law statutes, a review of historical 
examples of school boards breaking open meeting laws, and a review of a document 
Basics of Open Meeting Law by Roger Hall (Renaud, Cook and Drury. P.A.) presented at 
a Arizona Charter School Association Conference.  These documents are also reviewed 
yearly by the entire KMES Board and adherence to the Arizona Open Meeting law is 
approved by the Board.  







 
The Board is not involved in day-to-day management of KMES.  The Board empowers 
the KMES School Director and the KMES Education Administration team to oversee and 
manage the day to day operations of the school in direct coordination with the KMES 
Site Council and the KMES Operational Administration teams.    Monthly, the School 
Director gives a report to the KMES Board on all aspects of school operations and staff 
and student performance.  Monthly, the KMS School Financial Consultant presents the 
Board with a detailed budget report and analysis.  
 
 
The KMES Education Administration is a team of KMES educational and 
operational administrators who meet weekly to discuss all major educational, procedural 
and policy decisions.  It is responsible for all KMES policies and operational decisions 
including staffing, admissions, finances, property, and program development.  Policy 
decisions are referred to the KMES Board for final review and approval.  The KMES 
Education Administration reviews Site Council input and approves, or refers back for 
more discussion and direction, Site Council decisions. Consensus is sought in all 
Education Administration decision making. The School Director has ultimate decision 
making authority if consensus is not reached.    
 
The KMES Site Council consists of KMES administrators and KMES Lead 
Teachers.  This body meets weekly to discuss and resolve school policy and procedural 
questions, assist individual teachers in student educational areas, and collaborate as a 
team in developing KMES educational philosophy and future classroom planning.  All 
administrative decisions that effect classrooms are discussed in this forum and input is 
used in the final administration decision.  Consensus is sought in decision making.  If 
consensus is not reached, the discussion and final decision is referred to the KMES 
Educational Administration and the School Director.  
 
All Site Council decisions are reviewed for final approval by the KMES Education 
Administration and, when appropriate, by the KMES Board.  Information and issues 
brought to the Site Council regarding individual students is referred to the Student Study 
Team (SST), Education Director and/or SPED Director.   SST may bring student issues 
that are affected by school or classroom procedures or policies to the Site Council for 
review. 
 
The KMES Operational Administration is responsible for the daily operations of 
KMES including enrollment, attendance, financial accountability, scheduling, program 
operations, parent communication, state reporting, record keeping, and for fulfilling all 
state and federal requirements of the school’s charter.  The KMES Director reports to 
KMES Education Administration regarding KMES Operational Administration meeting 
information and issues.  The Director brings Educational Administration directives and 
Site Council input to Operational Administration meetings. 
 


 







PART 4:  Monitoring Academic Performance 
 
The KMS Board of Directors reviews student academic performance when standardized 
test results are available.   The Board has empowered the KMES Site Council, School 
Director and Education Director to regularly review student academic performance and 
classroom development.  The KMES Director and Education Director report monthly to 
the Board the results of their ongoing classroom, teacher and student academic 
performance evaluation.  
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II. SUSTAINABILITY 


 
C.  Strength and Stability of the Charter Holder 
 


Part 1: Current Officers and Directors  
 


 President – Satwant Singh Khalsa 
  


Vice President – Thomas Caglio 
  


Secretary – Karen Paxton 
  


Directors –  Jaswant Khalsa 
   Keerat Giordano 
   Bryan Murphy  
   Donna Waters 
   Janet Wilson 
 
 For information on Officers and Directors see section II B.  There are no 
additional KMES managers or partners. 
 
 


Part 2: Role and Responsibilities of the Charter Holder   
 


The KMES Board of Directors is the KMES corporate and governing board and serves as 
the KMES charter holder.  Signatories for the KMES Board of Directors, and therefore 
charter holder, are the KMES Board President and Secretary.   


 
As stated in section I, the KMES Board of Directors approves all major KMES decisions 
including, but not limited to, budgets, state reporting, contracts, staffing, and financial 
and educational procedures and policies.  The Board is responsible for fulfilling all 
requirements as the KMES charter holder including approving and signing all state 
charter agreements. The Board members review and sign all school expenditure 
vouchers. The board provides a final Board of Review for issues brought to the Board 
that have been presented to, but not resolved by, the school staff or administration.   
 







The Board is not involved in day-to-day management of KMES.  The Board empowers 
the School Director and the Education Administration team to oversee and manage the 
day to day operations of the school in direct coordination with the KMES Site Council 
and the KMES Operational Administration teams.    Monthly, the School Director gives a 
report to the Board on all aspects of school operations and staff and student performance.  
Monthly, the School Financial Consultant presents the Board with a detailed budget 
report and analysis. 
 
Board of Directors membership: administration representatives, including the school 
Director who is the Board President unless voted otherwise by a 2/3 vote of the Board, 
teacher representatives, parent representatives and community representatives.  School 
Financial Consultant attends meetings. 
 
 


Part 3: Monitoring Academic Performance 
 
The KMS Board of Directors reviews student academic performance when standardized 
test results are available.   The Board has empowered the KMES Site Council, School 
Director and Education Director to regularly review student academic performance and 
classroom development.  The KMES Director and Education Director monthly report to 
the Board results of their ongoing classroom, teacher and student academic performance 
evaluation.  
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III.  SUCCESSION PLAN 
 


A. SUCCESSION PLAN FOR CHARTER HOLDER 
 


It is the responsibility of the KMES School Director to continually evaluate and recruit 
potential future School Board members.  The Director assesses potential members from 
several pools of candidates based on the area of the school community that they are to 
represent.   
 
Teacher representatives are selected from the pool of long term lead teachers.  These 
candidates are regularly demonstrating their dedication to the educational philosophy and 
mission of KMES through their long term classroom commitment and their work on the 
KMES Site Council.   
 
Parent representatives are selected from parents who have had students at the school for 
several years and will continue to have children at the school for the next three or more 
years.  They are selected for evaluation based on their demonstrated understanding and 
agreement with the educational philosophy of KMES, their dedication to sustaining the 
long term goals and mission of KMES, and the skills and expertise that they can offer to 
the KMES Board and the school.  Recommendations regarding good candidates may 
come from the KMES Site Council, administration staff or other Board members.  Those 
parents actively involved in the KMS PTO are a source of potential Board members.         
 
Administration representatives are selected from members of the KMES Education 
Administration. This includes but is not limited to the Primary School Director, the 
Admissions Director, the Education Director, the Special Education Director and any 
Director-in-Training.  The KMES Director is always on the KMES Board and is the 
President of the Board unless the Board votes not to have the KMES Director as 
President by a 2/3 vote.  
 
Community Representatives are chosen from community members who have 
demonstrated their support for KMES and who have expertise that is a benefit to the 
KMES Board and the school. Community members regularly come from former school 
parents who no longer have students at the school but who wish to continue to support the 
future of the school.   They often are former KMES Board Parent Representatives.    
    
Currently KMES is preparing for a gradual transition of school leadership due to the 
planned retirement of the KMES long time Director and the current KMES Education 
Director.   The KMES Director and administration team has, after consultation with 
others throughout the planning stage of this process, determined that the best path for a 
seamless leadership transition at KMES, that would maintain the long term quality and 







culture of the school, is leadership that comes from within the school team of dedicated 
educators.  
 
With our Education Administrative team fully in place, we have selected members of this 
team to lead the school in the future.  This is the model that will continue to be used at 
KMES in the future.  A Director-In-Training was selected this year after the former 
teacher and current member of the Education Administration spent the year becoming 
acquainted with administrative aspects of the school.  This Director-in-Training will work 
with the current Director for the next two years until his retirement to assure a smooth 
transition.   After the retirement of the Director, the former Director will work as a 
KMES consultant, available when needed, for the following 3-5 years.  This is the model 
of gradual transition that KMES plans for all administrative leadership roles.   This 
transition of training followed by consulting is also being enacted regarding our 
Education Director position and classroom Lead teacher positions being vacated by 
teachers moving into these administrative roles. 
 
 


B.  SUCCESSION PLAN FOR INSTRUCTIONAL 
      LEADERSHIP TEAM 
 


KMES has in place a very successful succession plan for the school’s instructional 
leadership.  Potential lead teachers are initially hired as classroom assistants.  These 
assistants are often hired from a pool of KMES substitute teachers who have 
demonstrated interest in and understanding of the Montessori philosophy.  Once hired as 
assistant teachers, these candidates must demonstrate their understanding and dedicating 
to the Montessori method and the Khalsa Montessori educational philosophy and 
procedures, and they must demonstrate their capacity for a future lead teacher position.  
This is generally determined after one to three years as a classroom assistant.  KMES 
then, if the teacher makes a long term commitment to the school, supports this teacher in 
taking Montessori teacher training.   Once the teacher has taken teacher training courses, 
this lead teacher-in-training continues to be mentored by one of our experienced master 
teachers.  The teacher–in-training ideally remains, after training, first as an assistant for 
several years, then as a co-teacher, and then as the classroom lead teacher.   Over half of 
our current lead teachers have followed this successful mentoring process. 
 
Lead teachers at KMES, after 5-10 years of teaching experience may become “Mentoring 
Teachers” assisting our new teachers as they make the transition from assistant to lead 
teacher.  The KMES Mentoring Teachers are then candidates for other school educational 
administrative roles: Education Director, Special Education Director, and Director.  
Appropriate administrative personnel and personnel-in-training are sent to professional 
development workshops and/or Arizona Department of Education workshops and 
trainings.  As mentioned previously, the future School Director is a former teacher who 
made this transition.  The roles of Education Director and Special Education Director are 
also filled by former Mentoring Teachers.   
 







By hiring staff within Khalsa, the KMES administration sets a high standard for 
performance for all personnel.  Additional responsibilities are given to employees only 
after they have demonstrated continued success at meeting the standards set by the 
administration with their current responsibilities.  When hiring staff from outside of 
Khalsa, the new staff member is first put into a position where he/she is mentored by an 
experienced KMES staff member.  This continues until the new employee has 
demonstrated his/her ability and readiness to perform at a KMES standard independently.   
 
KMES has had a group of dedicated teachers and administrators who have been 
motivated by the goal of developing quality Montessori education and working together 
as a team to support the healthy and successful development of every KMES student.  
KMES teachers and staff are motivated by being empowered to take personal ownership 
of their area of responsibility.  Teacher transitions from assistant teacher to lead teacher 
to mentoring teacher to education administration results in the employee receiving 
increases in salary and benefits.   
 
KMES has supported ongoing teacher development by setting aside funds for Montessori 
teacher training and education courses for continuing lead teachers.  The KMES PTO has 
also supported teacher development by giving each classroom funds raised by PTO 
events for the use by the teacher for teacher development or classroom improvement.  
The KMES Education Administration also coordinates regular in-house teacher training 
facilitated by the KMES Education Director, the KMES Special Education Director, or a 
teacher who has taken an educational course or seminar of interest to all teachers.  
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IV. FACILITIES PLAN 
 
The KMES campus at 2536 North 3rd Street is on a lot that is 52,678 square feet and 
contains three buildings that are 6446, 4554, and 2145 square feet respectively.   Within 
these buildings are 3 lower elementary (1st-3rd grade) and 2 upper elementary (4th-6th 
grade) classrooms each between 1100 and 1300 square feet in size.  Also included is a 
650 square foot kindergarten only classroom, an 1100 square foot multipurpose room, a 
575 square foot after school room, five offices, and a teacher work room.  The yard 
contains three playground areas, a small amphitheatre, a peace pole area, and variety of 
gardening areas. 
 
This campus has been gradually and carefully developed over the last 14 years.  The 
current site was purchased in increments.  KMES first purchased the 6445 sq. ft. building 
(2536 N. 3rd ST) in 1996, then the 4554 sq. ft. 2-story building (317 East Virginia) in 
2000 and finally the 2145 sq. ft building (327 East Virginia) in 2005.  This gradual 
growth allowed us to slowly develop new classrooms, starting multi-aged classrooms one 
grade level at a time (starting with first grade students only in the first year and then 
adding new students one year at a time until the classroom had all three levels in year 
three, for example).   This allowed us to maintain the quality of our programs while 
gradual growth allowed us to successfully finance expansion. 
 
KMES is currently in negotiations to purchase 346 East Coronado. This property is 
currently rented by the Khalsa Montessori Primary School (KMPS) for pre-kindergarten 
and kindergarten programs.  KMES contracts kindergarten education to the KMPS.  
KMES is purchasing this property to secure the future of its kindergarten programs and 
for the potential growth of elementary programs. This property has one building that 
includes 3 pre-K/K classroom areas covering 2950 sq. ft. and a small 360 square foot 
after school building.  The property has 13,732 sq. ft of playground space.   All mortgage 
payments for this property will be offset by corresponding rents charged by KMES to 
KMPS.  No changes in student count are anticipated resulting from this purchase.  
 
We do not currently have plans from any major additional expansion of KMES at either 
site.  We have developed plans for a small building remodel that would increase the size 
of our kindergarten only classroom at 2536 N. 3rd Street to that of a full 1000 square foot 
classroom, but at this time we do not plan to complete this expansion in the near future.  
KMES would also consider purchasing an apartment complex south of the campus if it 
were made available.   This site would be used to house the school’s kindergarten 
programs and would allow for some additional elementary expansion.  In the future, its 
purchase would, most likely, be contingent on the sale of 346 East Coronado Road. The 
property is not for sale at this time and the owners have given no timeline on when they 
might consider a sale. 
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Interval Report Details


Report Date: 07/27/2010 Report Type: Renewal


Charter Contract Information


Charter Corporate Name: Khalsa Montessori Elementary Schools
Charter CTDS: 07-87-59-000 Charter Entity ID: 4360


Charter Status: Open Contract Effective Date: 08/19/1996


Authorizer: ASBCS Contractual Days:


Number of Schools: 1 Khalsa Montessori Elementary School - Phoenix: 180


Charter Grade Configuration: K-6 Contract Expiration Date: 08/18/2011


FY Charter Opened: — Charter Signed: 06/18/1996


Charter Granted: — Corp. Commission Status Charter Holder is in Good Standing


Corp. Commission File # 0776049-8 Corp. Type Non Profit


Corp. Commission Status Date 06/17/2010 Charter Enrollment Cap 250


Charter Contact Information


Mailing Address: 2536 North 3rd Street
Phoenix, AZ 85004


Website: —


Phone: 602-252-3759 Fax: 602-252-5224


Mission Statement: The mission of the Khalsa Montessori School (KMS) is to: •Integrate a challenging Montessori education and a caring,
responsible community to provide for the academic, social, physical and emotional growth of students. •Offer children a
holistic education in which teachers see the children as unique individuals, understand their multiple intelligences, respect
their ideas, and encourage their enthusiasm for learning. •Create an environment that offers young people opportunities to
reach their highest potentials: academically, through appropriately high expectations, and a rich, self-paced learning
environment that provides the cognitive tools to achieve mastery and build confidence; creatively, through the integration of
a variety of avenues for creative expression such as visual arts, creative writing, drama, music and public speaking;
physically, through the integration of fine and gross motor movement within the curriculum, and through activities to
encourage physical fitness, cooperation, nutritional awareness, mind/body discipline, and yoga; socially, through an
environment where children may develop independence, personal meaning, and responsibility for themselves, others, and our
world. •Build a partnership of students, families, teachers and administrators who create an environment that lays the
foundation for those habits of mind that support happiness and success both in school and in life.


Charter Representatives: Name: Email: FCC Expiration Date:


1.) Mr. Satwant Khalsa kms@khalsamontessori.org —


Amendment Information


Charter Corporate Name: Khalsa Montessori Elementary Schools
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Charter CTDS: 07-87-59-000 Charter Entity ID: 4360


Charter Status: Open Contract Effective Date: 08/19/1996


Amendments


Amendment Type Received Date Approval Date


Charter Grade Level Amendment Request 03/25/2008 04/14/2008


Charter Mission Amendment Request 09/15/2006 10/10/2006


School Governing Body Notification Request 09/15/2006 09/27/2006


Academic Performance - Khalsa Montessori Elementary School - Phoenix


School Name: Khalsa Montessori Elementary School -
Phoenix


School CTDS: 07-87-59-101


School Entity ID: 5547 Charter Entity ID: 4360


School Status: Open School Open Date: 08/19/1996


Physical Address: 2536 N. 3rd Street
Phoenix, AZ 85004


Website: —


Phone: 602-252-3759 Fax: 602-252-5224


Grade Levels Served: K-6 FY 2009 100th Day ADM: 131.415


Academic Performance Per Fiscal Year


FY AZ LEARNS Profile Met AYP


ELEM 358


2009 Excelling — Yes


2008 Excelling — Yes


2007 — Excelling Yes


2006 — Excelling Yes


2005 — Excelling Yes


Academic Performance - Khalsa Montessori Elementary School - Tucson


Academic Performance - Khalsa Montessori Elementary School


Charter/Legal Compliance


Charter Corporate Name: Khalsa Montessori Elementary Schools
Charter CTDS: 07-87-59-000 Charter Entity ID: 4360


Charter Status: Open Contract Effective Date: 08/19/1996


Timely Submission of AFR


Year Timely


2009 Yes


2008 No


2007 Yes


2006 Yes


2005 Yes


Timely Submission of Budget


Year Timely


2010 Yes


2009 Yes


2008 Yes


2007 Yes


2006 Yes


Audit and Fiscal Compliance
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Charter Corporate Name: Khalsa Montessori Elementary Schools
Charter CTDS: 07-87-59-000 Charter Entity ID: 4360


Charter Status: Open Contract Effective Date: 08/19/1996


Timely Submission of Annual Audit


Year Timely


2009 Yes


2008 Yes


2007 Yes


2006 Yes


2005 No


Audit Issues Requiring Corrective Action Plan (CAP)


There were no CAP Issues for fiscal years 2005 to 2009.


Repeat Issues Identified through Audits


There were no repeat findings for fiscal years 2005 to 2009.


© 2010  All rights reserved. Version Arizona State Board for Charter Schools 1.6.2
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Khalsa Montessori Elementary Schools 
Renewal Executive Summary Report 


 
I.  Sources of Evidence for this Document 


 
 
A.R.S. 15-183.I states that “[a] charter school that elects to apply for renewal shall file an application for 
renewal…which shall include a detailed business plan for the charter school, a review of fiscal audits and 
academic performance data for the charter school and a review of the current contract between the sponsor 
and the charter school.”  
 
The Arizona State Board for Charter Schools (ASBCS) determined that renewal of a charter is based on 
affirmative evidence in three areas: 


 Success of the academic program, including academic achievement 
 Viability of the organization, including fiscal management and compliance 
 Adherence to the terms of the charter, including contract and legal compliance 


 
Evaluation of the charter holder's success in these three areas is based on a variety of information that will 
serve as sources of evidence in determining renewal.  These sources include:   


 Written application for renewal 
 Student performance data 
 Independent financial audits 
 Five year interval summary reviews 
 Site visit reports 
 Monitoring reports  


 
 


II. School Profile  
 


Khalsa Montessori Elementary Schools was granted a charter by the ASBCS effective on August 19, 1996.  
Khalsa Montessori Elementary Schools is a non-profit corporation in good standing with the Arizona 
Corporation Commission.  The charter representative is Satwant Khalsa.  The school, Khalsa Montessori 
Elementary – Phoenix, is located at 2536 N. 3rd Street in Phoenix, serves grades K-8, and had a FY10 100th 
day ADM of 146.835.  
 
Mission Statement (as provided in the contract): 
The mission of the Khalsa Montessori School (KMS) is to:   


 Integrate a challenging Montessori education and a caring, responsible community to provide for 
the academic, social, physical and emotional growth of students. 


 Offer children a holistic education in which teachers see the children as unique individuals, 
understand their multiple intelligences, respect their ideas, and encourage their enthusiasm for 
learning.  


 Create an environment that offers young people opportunities to reach their highest potentials: 
academically, through appropriately high expectations, and a rich, self-paced learning environment 
that provides the cognitive tools to achieve mastery and build confidence; creatively, through the 
integration of a variety of avenues for creative expression such as visual arts, creative writing, 
drama, music and public speaking; physically, through the integration of fine and gross motor 
movement within the curriculum, and through activities to encourage physical fitness, cooperation, 
nutritional awareness, mind/body discipline, and yoga; socially, through an environment where 
children may develop independence, personal meaning, and responsibility for themselves, others, 
and our world.  
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 Build a partnership of students, families, teachers and administrators who create an environment 
that lays the foundation for those habits of mind that support happiness and success both in school 
and in life. 


 
III. Academic Performance 
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Academic Achievement - AIMS ES Math 
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 2009 State Average = 71% 
 


 2010 State Average = 74% 


Khalsa Montessori Elementary Schools 
Academic Achievement - AIMS ES Reading 
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Fiscal 
Year 


AZ LEARNS Adequate Yearly Progress 
(AYP) 


2010 Excelling Yes 
2009 Excelling Yes 
2008 Excelling Yes 
2007 Excelling Yes 


 
 
 
 
 
 
 


 
IV. Fiscal Compliance 


 
As detailed in the Audit and Fiscal Compliance section of the Renewal Summary Review: 


 The charter holder has failed to timely submit its annual audit for one or more years. 
 No issues were identified which required a corrective action plan. 
 No repeat issues were identified. 


 
Khalsa Montessori Elementary Schools has received exceptions from the Uniform System of Financial 
Records for Charter Schools and State procurement regulations. 
 


 
V. Legal and Contractual Compliance 


 
For the previous five fiscal years –  


 The charter holder has failed to timely submit the Annual Financial Report for one or more years. 
 The charter holder has timely submitted the Budget. 
 All Declarations of Curricular and Instructional Alignment were submitted to the Arizona 


Department of Education (ADE) in a timely manner with the exception of the Superintendent’s 
form in 2008.   


 The Highly-Qualified Teacher report, updated on July 6, 2010, indicated all eight (8) core teachers 
were highly qualified.   


 In October 2008 compliance with the Individuals with Disabilities Education Act (IDEA) was 
reported by ADE.   


 
 


VI. Renewal Application 
 


A. Education Plan 
 


Academic performance of the schools operated by the Charter Holder met the Board’s level of adequate 
academic performance, including status and growth measures, for each of the previous three years.  
Therefore, the Charter Holder was not required to submit any portion of the academic section of the 
renewal application.  


 
B. Detailed Business Plan 


 
      
Organization 
The Khalsa Montessori Elementary School (KMES) is a non-profit 501(c)3 corporation overseen by the 
KMES Board of Directors and run by the KMES administration in partnership with KMES teachers and 
parents.  The KMES Board of Directors approves all major KMES decisions including, but not limited to, 
budgets, state reporting, contracts, staffing, and financial and educational procedures and policies.  The 
Board is not involved in day-to-day management of KMES.   
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The KMES Education Administration is a team of KMES educational and operational administrators who 
meet weekly to discuss all KMES major educational, procedural and policy decisions.  The Education 
Administration members include the School Director, Education Director, SPED Director, Admissions 
Director, Primary School Director, and any administration director-in-training.  The KMES Site Council 
consists of KMES administrators and all KMES Lead Teachers.  This group meets weekly and meets to 
review and discuss administrative decisions that affect the classrooms.  The site council includes lead 
teachers, and the education and admissions directors. The KMES Operational Administration is responsible 
for the daily operations of KMES including enrollment, attendance, financial accountability, scheduling, 
program operations, parent communication, state reporting and record keeping.  Faculty and staff as well as 
the financial team are also a part of the organizational structure.  The school has a Parent-Teacher 
Organization that is involved in school fund-raising and community development. 
 
The application package includes an organizational chart which depicts the relationship of these entities to 
one another. 
    
Sustainability 


Fiscal Viability 
In its application, Khalsa Montessori Elementary School details the financial procedures it has in place to 
assure financial accountability and viability. (For the specific procedures, please see the application’s 
“Sustainability” section.) All budgets and financial planning is done by the financial team of financial 
experts overseen by the Director and board of directors. According to the application’s “Organizational 
Narrative”, the financial team includes the financial consultant, director, contracted bookkeeper (state 
reporting), and school bookkeeper. Financial operational procedures are designed to require direct daily 
oversight by the School Director and final review by the board of directors. The application’s 
“Organizational Narrative” states that the board of directors reviews and signs all school expenditure 
vouchers. Monthly, the school’s financial consultant presents the board with a detailed budget report and 
analysis. In the application’s “Sustainability” section, the charter holder states, that the administration team 
“has carefully budgeted over the past 14 years resulting in contingency funds being grown to assure 
viability through any unexpected circumstances including decreases in state funding.” According to the 
application, the charter holder has built a contingency fund of $150,000, which is in addition to 
approximately $100,000 in available operating funds. 
 
The Khalsa Montessori School Parent/Teacher Organization, a non-profit 501(c)3 that is separate from 
Khalsa Montessori Elementary School, raises money for the charter school’s educational programs. 
 
For fiscal year 2008 and fiscal year 2009, the independent certified public accountant issued an unqualified 
(or “clean”) opinion on Khalsa Montessori Elementary School’s financial statements. In each fiscal year, 
the charter holder ended the year with positive net assets. The Budget Plan submitted as part of the renewal 
application indicates that the charter holder’s ending net assets will increase between fiscal years 2010 and 
2012. Although the specific ADM used for the three years of projections is not provided, the application’s 
“Sustainability” section states that the charter holder does not anticipate any major changes to its size over 
the next several years. According to information from the Arizona Department of Education’s website, the 
charter holder’s current ADM is approximately 147. Based on information in the application’s 
“Sustainability” section, the Budget Plan incorporates state funding cuts. 
 


Strength and Stability of the Governing Body 
Strength and Stability of the Corporate Board 


The Khalsa Montessori Elementary School (KMES) Board of Directors is the KMES corporate and 
governing board. The board is not involved in the day-to-day operations of KMES.  Each month, the 
School Director gives a report to the board of all aspects of school operations and staff and student 


  Khalsa Montessori Elem. Schools                  
    Page 4 







performance. Monthly, the school financial consultant presents the board with a detailed budget report and 
analysis. 
 
Khalsa Montessori Elementary School Board of Directors members: 
 
 Satwant Singh Khalsa, President 
 Thomas Caglio, Vice President 
 Karen Paxton, Secretary 
 Jaswant Khalsa, director 
 Keerat Giordano, director 
 Bryan Murphy, director 
 Donna Waters, director 
 Janet Wilson, director 
 
The application package provides additional information regarding the background and area(s) of expertise 
for each board member. 
 
According to the applicant, KMES board members are recruited and selected by the current board members 
from the school community based on areas of expertise and their dedication to the educational philosophy 
and standard of excellence of KMES. Membership is also based on the representation of parents, teachers, 
school administration and the community. It is the responsibility of the school director to evaluate potential 
new board members. When positions become open, the school director is responsible for discussing 
potential selection with the KMES Site Council and KMES administration and presenting an evaluation of 
candidates to the KMES Board of Directors. New members may be proposed to the board by any current 
board members. 
 
The KMES Board of Directors reviews student academic performance when standardized test results are 
available. The board relies on the KMES Site Council, School Director and Education Director to regularly 
review student academic performance and classroom development. The KMES Director and Education 
Director monthly report to the board results of their ongoing classroom, teacher and student academic 
performance evaluation. 
 
Succession Plan 
Charter Holder: The KMES School Director is responsible for evaluating and recruiting potential board 
members.  
 
According to the application package, KMES is preparing for a gradual transition of school leadership due 
to the planned retirement of the KMES Director and current KMES Education Director. The KMES 
Director and administration team determined that the best path for a seamless leadership transition that 
would maintain the long-term quality and culture of the school is leadership that comes from within the 
school team. A Director-In-Training was selected this year and will work with the current Director for the 
next two years until his retirement. After he retires, the former Director will work as a KMES consultant, 
available when needed, for the following three to five years. A similar process for transition of the 
Education Director position as well as classroom lead teacher positions being vacated by teachers moving 
into these administrative roles. 
 
Instructional Leadership: Potential lead teachers are initially hired as classroom assistants. Once hired as 
assistant teachers, they must demonstrate their capacity for a future lead teacher position, which is 
generally determined after one to three years as a classroom assistant. If the teacher makes a long-term 
commitment to the school, KMES supports this teacher in taking Montessori teacher training. Once the 
teacher has taken teacher training courses, this lead teacher-in-training is mentored by one of the school’s 
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experienced master teachers. Over half of the school’s current lead teachers have followed this mentoring 
process. Mentoring teachers are then candidates for other school educational administrative roles. 
 
The applicant states that KMES has supported ongoing teacher development by setting aside funds for 
Montessori teacher training and education courses for continuing lead teachers. The PTO has also 
supported teacher development by giving each classroom funds raised by PTO events for the use by the 
teacher for teacher development or classroom improvement. The KMES Education Administration also 
coordinates regular in-house teacher training facilitated by the Education Director, Special Education 
Director or a teacher who has taken an educational course or seminar of interest to all teachers. 
 
Facilities Plan 
The KMES campus at 2536 North 3rd Street is on a lot that is 52,678 square feet and contains three 
buildings that are 6446, 4554, and 2145 square feet respectively.   Within these buildings are 3 lower 
elementary (1st-3rd grade) and 2 upper elementary (4th-6th grade) classrooms, each between 1100 and 1300 
square feet in size.  Also included is a 650 square foot kindergarten only classroom, an 1100 square foot 
multipurpose room, a 575 square foot after school room, five offices, and a teacher work room.  The yard 
contains three playground areas, a small amphitheatre, a peace pole area, and variety of gardening areas. 
 
According to the application package, the current site was purchased in increments.  KMES first purchased 
the 6445 sq. ft. building (2536 N. 3rd ST) in 1996, then the 4554 sq. ft. 2-story building (317 East Virginia) 
in 2000 and finally the 2145 sq. ft building (327 East Virginia) in 2005.  The charter holder does not 
currently have plans from any major additional expansion of KMES at either site.  The holder has 
developed plans for a small building remodel that would increase the size of the kindergarten only 
classroom at 2536 N. 3rd Street to that of a full 1000 square foot classroom, but has no plan to complete this 
expansion in the near future.  The applicant states that acquiring other property in the area may be a 
possibility in the future but would be contingent upon the sale of some of the existing property held by the 
applicant. 
 


 
VII. Staff Recommendation 


 
Based upon the information in the application, academic performance over the charter term, fiscal 
compliance, and legal and contractual compliance, I move to approve the renewal application and grant a 
renewal contract for Khalsa Montessori Elementary Schools. 
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