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Kuumba Academy Charter School 

 
 

POLICY:  INTRODUCTION    POLICY NO.:  1.0 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

*************************************************************************** 

Welcome to Kuumba Academy Charter School.  This manual, while not an implied or 
express contract, states in general terms the conditions and benefits of employment with 
Kuumba Academy Charter School for your guidance.  It is the policy of Kuumba Academy 
Charter School that all employees are employed at the will of the agency.  We place special 
emphasis at Kuumba Academy Charter School on our employees as individuals and 
recognize that no manual can cover all situations.  It is expectation that everyone will achieve 
the highest level of performance and job satisfaction. Neither this manual, nor any other 
communication, shall bind Kuumba Academy Charter School to continued employment of 
any individual employee, or group of employees.   
 
The purpose of this manual is to set forth the personnel and administrative policies relative 
to the employees of Kuumba Academy Charter School. It also explains benefits which you 
may receive as an employee.  You are encouraged to discuss any questions you may have 
with your immediate supervisor.  
 
This manual will be amended from time to time, as policies change or are added hereto, in 
accordance with Policy No. 1.3.  It is your responsibility to keep your manual updated.  
Revisions and changes shall be supplied to you and will be available as soon as possible after 
adoption. 
 
As a business in the State of Delaware, the employer/employee relationship is established 
“At-will.”  The “At-will” relationship affords the employee the right to resign for any reason.  
Likewise, the employer may terminate the relationship at any time, with or without cause and 
with or without notice.  It is further understood that the “At-will” employment relationship 
may not be altered by any written document or by verbal agreement, unless such alteration is 
specifically acknowledged in writing and signed by an authorized executive of Kuumba 
Academy.  
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Kuumba Academy Charter School 

 

 
 
POLICY:  VISION STATEMENT     POLICY NO.: 1.1   

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

*************************************************************************** 

 

 Vision:  Kuumba Academy is an exceptional educational community that embraces 
cultural awareness and empowers students to achieve integrated academic and artistic 
excellence. 
 

 Mission:  We are committed to becoming the highest performing charter school in 
Delaware with an unwavering commitment to advance student achievement, build 
extraordinary character, instill uncompromising respect, and develop strong work 
ethic.  Kuumba Academy graduates will be great mathematicians, readers, writers, 
critical thinkers and problem solvers.  

 

 We envision a dynamic learning environment where teachers, families, students and 
community partners work together in pursuit of excellence in the cultivation of 
curiosity, creativity, cross-cultural appreciation and collaboration. Kuumba Academy 
encourages excellence through an intense focus on math, reading, writing, social 
studies, science, and social emotional learning. We pay explicit attention to the 
creation of a caring, nurturing community that provides, in partnership with families, 
abundant individual support and encouragement.  We believe that every learner is 
unique and we strive to accommodate and inspire the special interests and talents in 
our students through the delivery of an arts integrated curriculum.  

 

 Kuumba Academy Charter School (taken from a Kiswahili word meaning creativity), 
is rooted in a curricula that integrates the arts, technology, foreign language and 
world culture in setting that fosters individualized learning based on multiple 
intelligence. The school utilizes Dr. Howard Gardner’s theory of multiple intelligence 
in creating the “thinking child” and weds it to its artistic environment. 

 

 Kuumba Academy Charter School’s most valued customers are our students, parents 
and community supporters. All employees are expected to embody a commitment to 
making absolutely certain that each student has the best possible academic 
experience. 

 

 Employees of Kuumba Academy Charter School are expected to support the 
organizational vision and objectives by delivering high quality educational services. 
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Kuumba Academy Charter School 
 
 

POLICY:  CUSTOMER RELATIONS    POLICY NO.: 1.2 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

 

*************************************************************************** 

Customers are our organization’s most valuable assets.  Every employee represents Kuumba 
Academy Charter School to our students and to the public.  The manner in which we do our 
jobs presents an image of our entire organization.  Customers judge all of us by how they are 
treated by each and every employee.  Nothing is more important than being, respectful, 
courteous, friendly, helpful, and prompt in the attention given to clients. 
 
Our personal contact with the public, our etiquette on the telephone, and the 
communications we send to families are a reflection not only of ourselves, but also of the 
professionalism of Kuumba Academy Charter School.  Positive customer relations not only 
enhance the public’s perception or image of Kuumba Academy Charter School, but also pay 
off in increased student enrollment, grants and contributions. 
 
As a requirement of your employment it is expected that all employees of Kuumba Academy 
Charter School will interact respectfully, courteously, and promptly with our families.   
 
Employees who fail to have appropriate customer relations will be subject to disciplinary 
action, up to and including termination. 
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Kuumba Academy Charter School 
 
 

POLICY:  ADOPTING AND AMENDING POLICIES POLICY NO.: 1.3 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

*************************************************************************** 

This policy manual has been adopted and approved by the Kuumba Academy Charter 
School Board of Directors.  
 
The content of this policy manual is subject to change. Employees are expected to keep 
abreast of current policies, procedures and guidelines. This manual may be reviewed and 
modified as necessary and appropriate at least every two years to be consistent with the 
operational needs of Kuumba Academy Charter School and employment laws.  To the 
extent practicable, employees may be informed in writing of any new procedures and 
procedural or organizational changes, which directly and significantly impact their specific 
job assignment and/or position classification.  
 
Recommendations for change to the policy manual should be directed to the Head of School 
through the suggestion box which is located on the first floor outside the administrative 
offices.  
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Kuumba Academy Charter School 

 

 

 

POLICY:  EMPLOYMENT     POLICY NO.: 2.0 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

 

Kuumba Academy Charter School strives to employ people who are highly qualified to best 
meet the needs of our students and families. Employment shall be on the basis of proven 
competence or ability as indicated by academic achievements, personal attitude, and prior 
work experience in accordance with the qualifications and essential job functions listed on 
the job description. 
 
The employment of all persons shall be contingent upon the approval of the Kuumba 
Academy Board of Directors. 
 
Kuumba Academy Charter School is a public charter school in the state of Delaware.   
Therefore, employees of Kuumba Academy Charter School are also considered employees 
of the State of Delaware. 
 
As an employee "at will” with the ability by law to resign at any time, we strive to provide a 
work environment which will encourage employees to remain with the school. Likewise, the 
employer may discharge an employee at will with or without cause and without notice at any 
time.  It is further understood that this "at will" employment relationship may not be 
changed by any written document or by conduct unless such change is specifically 
acknowledged in writing and signed by the Head of School.  
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Kuumba Academy Charter School 

 

 
 

POLICY:  NON-DISCRIMINATION STATEMENT POLICY NO.: 2.1 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

Kuumba Academy Charter School is an equal opportunity employer.  All employment 
activities will be conducted in a manner to assure equal opportunity for all and will be based 
solely on the individual merit and fitness of applicants, candidates and/or employees without 
regard to race, color, religion, creed, gender, age, national origin, pregnancy or disability.  
 
Employees hired for positions where the primary responsibility is direct child care must be 
18 (eighteen) years of age.  
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Kuumba Academy Charter School 

 
 

POLICY:  MANAGEMENT RESPONSIBILITIES POLICY NO.: 2.2 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

 
All organizational functions and responsibilities are retained and vested exclusively with 
officers and the Board of Directors of Kuumba Academy Charter School. The Board of 
Directors hires the Head of School to act as its agent and delegates the responsibility for 
implementation and interpretation of policy. Day to day management responsibilities rests 
with the Head of School or administrative personnel.  
 
As the author of these policies, Kuumba Academy Charter School’s Board of Directors 
reserves the right to establish and administer all policies and procedures related to the 
following: 

 Personnel,  

 Training,  

 Services,  

 Operations and maintenance of the business. 
 
In order to maintain full operational efficiency and to provide optimal educational services, 
Kuumba Academy Charter School reserves the exclusive right 

 To operate the school 

 The right to hire,  

 To promote, transfer, terminate, layoff and recall employees to work,  

 To determine staffing patterns and areas worked,  

 To establish, expand, reduce, alter, combine, consolidate, or abolish any job, 
department, operation, or service,  

 To control and regulate the use of the facility, supplies, equipment, and other 
properties,  

 To contract out work, and to make, amend, or modify rules, regulations, policies and 
practices at any time. 
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Kuumba Academy Charter School 
 

 

POLICY:  EMPLOYMENT PRACTICES   POLICY NO.: 2.3 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

 

The Board of Directors shall employ and dismiss the Chief Operating Officer (Head of 
School), “at will”. The Head of School serves at the pleasure of the Board and reports 
directly to the President of the Board. 

 

 The employment and promotion of all Kuumba employees shall be solely based on 
their qualification for the job in terms of professional skills, education, experience, 
and job performance. 

 A job description will be written for each position, giving the responsibilities and 
essential function of each. 

 Procedures will follow “at will” employment practices. Current employees will be 
advised of openings by the posting of a job description of any vacant position. 

 Personnel files on each employee will be maintained by the Head of School. 

 Files should include, but are not limited to employment letters of appointment, 
performance evaluations, recommendations, disciplinary documentation and any 
other correspondence. 

 Permission to review one’s personnel files, in the presence of the Head of School, 
will be granted with prior appointment, once every year except for reasonable cause. 

 All faculty letters of appointment must be signed by the employee, the Head of 
School and attested to by the Director of Financial Operations, prior to the first day 
of work. 

 All hiring and retention is dependent upon the availability of funds and 
organizational service needs.  
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Kuumba Academy Charter School 

 
 

POLICY:  EMPLOYEE CLASSIFICATIONS  POLICY NO.: 2.4 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************************ 

1. Full-Time Employee:  A person who is regularly scheduled for at least 37.5 hours 
per week. 

 
2. Part-Time Employee: A person who is regularly scheduled for at least 20 hours per 

week and less than 30 hours per week. 
 
3.   Full-Year Employee: A person who is employed on a Full- or Part-Time basis for 

10 months per year (Teachers only) or 12 months per year. 
 
4.   Part-Year Employee: A person who is employed on a Full- or Part-Time basis for 

less than [52] weeks per year. 
 
5.    Long-Term Substitute: A person employed for a temporary period exceeding [2] 

weeks and for a specific purpose.  Long-Term substitutes will not be eligible for 
benefits,  

 
6.   Short-Term Substitute: A person employed for a daily and/or weekly period to fill 

a vacancy created by the absence of a staff person.  Short-Term substitutes will not 
be eligible for benefits. 

 
7.  Exempt:  Employees not eligible to receive overtime pay.  Their salary covers all 

hours worked.  Exempt employees are paid to perform a job regardless of the 
number of hours required to accomplish all aspects of the job as outlined in the job 
description. 

 
8.   Non-Exempt:  Hourly and salaried employees eligible to receive overtime pay 

pursuant to Fair Labor Standards Act.  Non-exempt employees are paid for the 
hours worked to complete their job as outlined in the job description. 
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Kuumba Academy Charter School 
 
 

POLICY:  PERSONAL APPEARANCE   POLICY NO.: 2.5 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

 

 
Public opinion about Kuumba Academy Charter School is influenced by the appearance of 
employees. Standards of attire and grooming must be in good taste and appropriate for the 
job. Employees are permitted to “dress down” on Fridays, for in-service trainings or when 
school activities warrant casual attire. Employee may not wear close fitting, see-through or 
provocative attire. Proper grooming of hair and dental care is expected as well. 
 

Business casual attire at Kuumba Academy Charter School is the designated dress for the 
typical workday. This policy allows our employees to work comfortably while still projecting 
a professional image for our parents, students, and community visitors.  

 
Business Casual Attire includes the following: 
 

 Suit 

 Sport Jacket 

 Polo Shirt 

 Dress 

 Pant Suit 

 Dress slacks 

 Comfortable Shoes (no sneakers) 

 Khakis 
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Kuumba Academy Charter School 
 
 

POLICY:  EVALUATIONS     POLICY NO.: 2.6 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:___________________  DATE: __________________  

 

 
The Head of School shall be evaluated by the Kuumba Academy Charter School Board 
President and Human Resources Committee. Evaluation of employees shall be the 
responsibility of the immediate supervisor and the Head of School. 
 
For classroom staff, three (3) observations will occur on an annual basis and will be reviewed 
and discussed with the employee. An official interim evaluation will occur within fifteen days 
after the observation. Kuumba Academy Charter School utilizes the DPAS II evaluation 
system outlined by the e State of Delaware. 
 
Each evaluation document will be signed by the rater and employee, indicating 
acknowledgement of the evaluation and permitting opportunity for personnel comment. The 
Head of School shall serve as the reviewing officer for all classroom and support staff. 
 
The Head of School shall evaluate all administrative staff sing the DPAS Assessment system 
for administrators. Evaluations will be held twice per year. Each evaluation document will be 
signed by the rater and employee, indicating acknowledgement of the evaluation and 
permitting opportunity for personnel comment. The President of the Board shall serve as 
the reviewing officer for administrative staff.  
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Kuumba Academy Charter School 
 
 

POLICY:  ORIENTATION    POLICY NO.: 2.7 

APPROVED BY:     EFFECTIVE DATE:   

BOARD OF DIRECTORS:    DATE:     

 

 
During the first three months of employment, employees receive an orientation to Kuumba 
Academy Charter School, as well as their individual responsibilities. After three months of 
employment, a new employee’s performance will be reviewed. If the performance is 
satisfactory, the individual’s employment will be continued and he/she will become a regular 
employee. Regular full-time employees are entitled to receive health care and disability 
benefits at the end of 90 days as set forth in this manual and are employed “at will”.  
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Kuumba Academy Charter School 
 
 

POLICY:  PARKING/TRANSPORTATION  POLICY NO.: 2.8 

        OF STUDENTS  

APPROVED BY:     EFFECTIVE DATE:   

BOARD OF DIRECTORS:    DATE:     

 

 
Kuumba Academy pays the cost of parking for its employees.  
 
 
Kuumba Academy Charter School does not sanction employees to transport any 
student in their personal vehicle at any time.   
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Kuumba Academy Charter School 
 
 

POLICY:  PERSONAL INFORMATION   POLICY NO.: 2.9          

APPROVED BY:     EFFECTIVE DATE:   

BOARD OF DIRECTORS:    DATE:     

 

 
Employees are required to notify administration of any changes to: 
 

 Name 

 Address 

 Telephone Number 

 Person to notify in case of emergency 
 
This procedure will enable the administration to maintain up-to date records of required 
information in case of an emergency. All emergency contact information will be kept on file 
in the administrative office.  
 
Employees are required to arrange for and submit results of TB tine tests. All test results 
should be provided to the school nurse for inclusion in the employees’ confidential file.    
Any employee who does not submit the required information or who does not keep 
information up to date may not expect Kuumba Academy Charter School to make 
appropriate contact in the cases of illness or emergencies that occur in the workplace. 
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Kuumba Academy Charter School 
 
 

POLICY:  ATTENDANCE     POLICY NO.:2.10 

APPROVED BY:      EFFECTIVE DATE:  

BOARD OF DIRECTORS:     DATE:     

 

 
Employees are expected to avoid unnecessary absences from work and to arrive at work on 
time. If an employee is absent due to illness or for some other valid or acceptable reason, the 
employee must notify his/her supervisor before 6:00 a.m. The employee should call 
personally, but if this is impossible, the employee must ensure that another responsible 
individual is able to alert the agency. 
 
Frequent absences will lead to disciplinary action up to and including termination. 
 
A physician’s excuse for an absence due to illness is required if an illness exceeds three (3) 
days. Employees who are absent for two (2) consecutive work days without notifying 
Kuumba Academy Charter School will be deemed to have voluntarily terminated their 
employment at the end of the second day.   
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Kuumba Academy Charter School 
 
 

POLICY:  NEPOTISM     POLICY NO.: 2.11 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************************ 

For the purpose of this policy, immediate family shall include any of the following persons: 
 
 Husband  Mother-in-Law   Niece 
 Wife   Father-in-Law   Nephew 
 Mother   Son-in-Law   Brother-in-Law 
 Father   Daughter-in-Law  Sister-in-Law 
 Sister   Step-Child   Grandmother 
 Brother  Step-Parent   Grandfather 
 Daughter  Aunt    Granddaughter 
 Son   Uncle    Grandson 
  
 Any person residing in the employee's immediate household 
 
Family members of current employees may be a valuable source of qualified applicants; 
however, members of the same family will not be permitted to work in the same SERVICE 
AREA/DEPARTMENT/CLASSROOM. 
 
No person shall hold a position while she or he or a member of her or his immediate family 
serves on a board or a committee of the agency if that board or committee has authority to 
order personnel actions affecting her or his position. 
 
No person shall hold a position over which a member of her or his immediate family 
exercises supervisory authority. 
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Kuumba Academy Charter School 
 
 

 
POLICY:  ACTING APPOINTMENT   POLICY NO.: 2.12 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

*********************************************************************************** 

Kuumba Academy Charter School may appoint an employee to fill a position on a 
temporary basis. 
 
The employee may receive a salary adjustment during the acting appointment to compensate 
for additional duties and responsibilities as determined by the Board of Directors on a case 
by case basis. 
 
The employee will automatically return to her or his previous position and salary when the 
acting appointment is completed. 
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Kuumba Academy Charter School 
 
 

 
POLICY:   SICK LEAVE                 POLICY NO.: 2.13 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

*********************************************************************************** 

ELIGIBILITY Accrued at the end of each month of employment and may 
be used upon accrual.  Sick leave must be requested in 
advance whenever possible. Not eligible for use until the 1st 
day of the month following the month for which the leave 
was accrued. 
 

BENEFIT *Accrues at the rate of 9.5 hours/month.  Prorated accrual 
for part-time employees. 

SPECIAL RULES  No maximum accrual or carryover into new calendar 
year. 

 Accrual continues during unpaid absences of less 
than 30 days. 

 Upon Resignation sick leave shall be paid out at the 
rate of 1 hour for every two hours accrued to the 
maximum payout of 37.5 hours 

 Upon Retirement or when laid off sick leave shall be 
paid out at the rate of 1 hour for every two hours 
accrued to the maximum payout of 337.5 hours   

 Upon death sick leave shall be paid out at the rate of 
1 hour for every hour accrued to the maximum 
payout of 675 hours   
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Kuumba Academy Charter School 
 
 

 
POLICY:  FAMILY MEDICAL LEAVE ACT (FMLA) POLICY NO.: 2.14 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

*********************************************************************************** 

 (MAY BE WITH OR WITHOUT PAID DEPENDING ON AVAILABLE ACCRUED LEAVE TIME)  
http://www.delawarepersonnel.com/labor/fmla/index.shtml 
 

ELIGIBILITY One year aggregate Delaware State employment and have been paid a 
minimum of 1250 hours during the twelve consecutive months preceding 
the qualifying event. 
 

BENEFIT Up to 12 weeks of unpaid, job-protected leave to ''eligible'' employees for 
certain family and medical reasons: 

 • to care for the employee's child after birth, or placement for adoption or 
foster care; 
• to care for the employee's spouse, son or daughter, or parent who has a 
serious health condition; or  
• For a serious health condition that makes the employee unable to 
perform the employee's job.  

SPECIAL 

RULES 
 The FMLA permits employees to take leave on an intermittent 

basis or to work a reduced schedule under certain circumstances. 

 The employee ordinarily must provide 30 days advance notice 
when the leave is ''foreseeable.''  

 A medical certification is required to support a request for leave 
because of a serious health condition.  

 Medical certificate for a serious health condition may be requested 
every 30 days. 

 For the duration of FMLA leave, the State will continue to pay state 
share on the employee's health coverage, regardless of pay status. 

 Employee must use annual and sick paid leave concurrently with 
the exception of one work week each. 
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Kuumba Academy Charter School 
 
 

POLICY:  ANNUAL LEAVE     POLICY NO.: 2.15________     

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************************ 

Regular full-time 12-month employees are allotted vacation leave days either on a contractual 
basis, if applicable, or based on years of service with Kuumba Academy Charter School. 
Vacation is pro-rated the first year according to an employee’s actual hire date. A maximum 
of 10 vacation days may be carried over to the subsequent fiscal year. 
 

ELIGIBILITY Accrued at the end of each month of service for 12 month full-time 
employees (10 month and part-time employees are not eligible). First 
month of employment prorated as appropriate. Not eligible for use until 
the 1st day of the month following the month for which the leave was 
accrued. 

BENEFIT  Paid Annual Leave accrues as follows:* 

Less than 10 years: 9.5 hours/month  

at least 10 > 15 years: 11.25 hours/month  

at least 15  13.25 hours/month  

 
SPECIAL 

RULES 
 Maximum carryover into new calendar year is 375 hours. 

 Accrual rate and maximum carryover into new calendar year is 
prorated for part-time Merit employees.   

 Accrual of annual leave stops in cases of absence without pay in 
excess of 30 days 

  Upon Resignation, employees are not allowed to extend their 
separation day by using accrued leave. 
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Kuumba Academy Charter School 
 
 

POLICY:  BENEFITS         POLICY NO.: 2.16________     

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

**************************************************************************************** 

 

www.ben.omb.delaware.gov.  

 
State of Delaware Benefits 
 
Direct Deposit 
 
Employees are required to have their paycheck directly deposited in a financial institution of 
their choice. 
 
Medical Insurance 
 
The State of Delaware provides a share to regular full-time employees who work 30 or more 
hours per workweek, after three months of service. Choice of traditional/preferred provider 
organization (PPO) or health maintenance organization (HMO) plans with prescription 
coverage is included. When you enroll in a health care plan you will automatically be enrolled 
in the prescription drug plan managed by Medco Health Solutions, Inc. (Medco).   
 
Dental Insurance 
 
Regular full-time employees may purchase dental insurance through the State of Delaware.  
 
Blood Bank 
 
The annual membership fee is paid by the State of Delaware for full-time employees. 
Part-time employees may purchase an annual membership for $5.00. The Blood Bank will 
replace or pay the cost of blood used by you and your family members. Blood replacement is 
not usually a covered item in many medical plans. 
 
Contributory Pension Plan 
 
The State Pension Plan provides contributory Service, Disability, and Vested Pensions. 
Employees can be vested after completing five years of continued state service. The 
State continues to contribute toward health insurance after retirement. 
 
Group Life Insurance 
Employees may purchase life insurance at 1 to 6 times his/her annual salary after three 
months of service. Dependent insurance is also available. 
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Deferred Compensation (457 pretax retirement plan) 
 
A State sponsored retirement savings plan is available through Fidelity Investment 
Services. The 145th General Assembly has voted to suspend the Match Plan for FY 11. This 
language was included in the budget bill. The suspension of the Match Plan is effective until 
June 30, 2011, unless lifted or extended. 
 
Tax Sheltered Annuities (TSA) / 403(b) Retirement Plan 
 
Deposits to retirement savings plans may be made through payroll deduction payment to an 
approved TSA Company. The vendor list may be obtained from the Director of Fiscal 
Operations 
 
Flexible Spending Account 
 
Employees are eligible for health and dependent care pre-tax payroll deduction after 
completing three months of service. 
 
Employee Assistance Program (EAP) 
 
Human Management Services, Inc. offers confidential assistance for personal, family and 
work related matters to employees and their dependents enrolled in the State medical plan. 
Employees are eligible to receive an assessment and up to five (5) short-term counseling 
sessions free of charge. 
 
Supplemental Benefits 
 
Employees paid options through payroll deduction are available for vision, auto, home, pet, 
legal, and long-term care insurance. 
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Kuumba Academy Charter School 

 

 

POLICY:  RESIGNATION      POLICY NO.: 2.17 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

Employees are required to give two (2) weeks notice of the intent to terminate employment.  
Notice must be given in writing to the Head of School.  
 
Employees who give the required notice will be entitled to payment of unused sick leave 
time (maximum 37.5 hours) provided that all agency equipment and property has been 
returned and the employee has participated in the Exit Interview.  Employees who fail to 
give the required notice will forfeit payment of any accrued sick leave time.   
 
Former employees are not permitted on Kuumba Academy Charter School property without 
prior permission from the Head of School.  
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Health and Safety Policies 
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Kuumba Academy Charter School 
 
POLICY:  ACCIDENTS     POLICY NO.: 3.0 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************************ 

In order to protect your claim for compensation and/or minimize Kuumba Academy 
Charter School and its employees' liability, all injuries or accidents occurring during 
employment, no matter how minor, must be reported to you immediate supervisor. 
 
All employees are covered by Workers Compensation insurance and must seek treatment for 
accidents and injuries as required by the plan.  Employees will be required to provide 
information regarding the accident or injury to their immediate supervisor. Please see 
Worker Compensation Policy outlined for State of Delaware employees located in the 
appendix of these policies. 
 
Employees who are placed on Workers Compensation will be notified in writing of the 
status of the position, status of health insurance benefits, and their responsibilities while on 
Workers Compensation. 
 
Accidents or injuries involving children must be reported immediately to your immediate 
supervisor. Employees will be required to complete accident/injury reports for these 
incidents.   
 
In the event a student is injured, employees will be required to alert the School Nurse who 
will follow all protocols outlined in Kuumba Academy Charter School Health Policies.  
 
Accidents involving parents or visitors must be reported immediately to the Head of School.  
Employees will be required to complete accident/injury reports for these incidents.  The 
accident/injury report should be given to the Head of School.  These documents will 
become part of the agency's record. 
 
Any employee who fails to appropriately report, or files a false accident/injury report will be 
subject to disciplinary action up to and including termination. 
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Kuumba Academy Charter School 
 
POLICY:  BLOODBORNE PATHOGENS  POLICY NO.: 3.1 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************************ 

The Bloodborne Pathogens policy covers all employees who "reasonably anticipate" coming 
into contact with human blood and other potential infectious materials (OPIM), which 
includes but is not limited to: semen, vaginal secretions, and any bodily fluid that visibly 
contains blood.   
 
Employees may in the course of her or his daily activities come into contact with other 
potentially infectious materials.  Those situations include, but are not limited to the 
following: 

 

 Providing assistance after an accident has occurred with children, employees, 
parents and/or volunteers.  

 Assisting children during medical procedures, i.e., first-aid, nose bleeds, times of 
illness, administration of medication, etc. 

 Handling of contaminated items such as soiled clothing, tissues, and diapers. 

 Cleaning up and handling broken glass and/or sharp objects 
 
Employees are required to treat all children and fellow employees as though they are infected 
with a bloodborne pathogen regardless of a known medical condition, how they look, or 
what is known about their lifestyle.  Persons infected with bloodborne Pathogens do not 
look a certain way, act in a particular fashion, are a certain age or lead particular lifestyles.  
Persons with a bloodborne pathogen disease are not required to disclose their illness to the 
employees or administration of Kuumba Academy Charter School, as such information is 
Confidential and protected by law.  Common bloodborne pathogens include but are not 
limited to: HIV, Hepatitis, Syphilis, and Herpes.  These and other Bloodborne Pathogens are 
transmitted primarily through blood, and other potentially infected materials (OPIM) which 
include but are not limited to: semen, vaginal secretions any bodily fluid that visibly contains 
blood. 
 
Employees are required to report any incident of exposure to Blood or OPIM to Kuumba 
Academy Charter School Nurse [Additionally, the employee is required to complete an 
Exposure Control Incident Report. which can be obtained from the school nurse.]  The 
completed Exposure Control Incident Report must be turned into the school nurse 
[within 1 hour of the exposure incident. An Exposure Incident Occurs when an employee 
comes in direct contact with or thinks they may have come in direct contact with another 
person’s blood or OPIM.  Should an employee wearing personal protective equipment (i.e. 
Gloves) get blood on the personal protective equipment, an exposure incident would only 
occur if the personal protective equipment were to be breached in some manner (i.e. A torn 
or broken glove).  Failure to report an exposure incident and/or complete and turn in 
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the Exposure Control Incident Report as outlined above will result in disciplinary 
action up to and including termination. 
 

Kuumba Academy Charter School will make available to the employee or volunteer the 
following within 24 hours following an Exposure Incident at the school’s expense: 
laboratory tests, including testing the employees blood, Hepatitis B Vaccination (if the 
employee has not been previously vaccinated against Hepatitis B) and a medical evaluation 
performed by a licensed medical professional.  The employee has the right to decline any, or 
the entire above if they so choose.  The employee is required to complete an Exposure 
Control Consent Form indicating the choices they have made. 

All employees are required to strictly adhere to the Universal Precautions Procedures as 
outlined in the Universal Precautions Policy Number contained in Kuumba Academy 
Charter School Health Policies to control exposure to Bloodborne Pathogens and to 
promote good hygiene. 

Kuumba Academy Charter School provides the following personal protective equipment for 
the use of the employees:  vinyl/latex gloves in a variety of sizes, and CPR guards.  Specific 
items are located in the First Aid Kit in every classroom and in each school office 
Employees are required to have personal protective equipment in their immediate area at all 
times.   

When traveling outside of the classroom area, employees are required to carry the First-Aid 
Bag/Hip Pack on their person at all times.  Employees are required to use the personal 
protective equipment in each and every instance warranted by this and other policies and 
procedures, in the manner in which the personal protective equipment is designed.  Failure 
to appropriately use personal protective equipment at any time will result in disciplinary 
action up to and including termination. 

Employees should be mindful of blood or OPIM on their clothing or personal items.  
Contaminated clothing and personal items must be cleaned and/or disposed of in a manner 
to ensure that further exposure does not occur.  This may require that an employee’s 
clothing be torn or cut off and/or thrown away.  Kuumba Academy Charter School is not 
responsible for clothing or personal items ruined or destroyed as a result of contamination 
and/or removal as per this policy. 

Employees are required to attend an annual bloodborne Pathogens and Universal 
Precautions Training.  Kuumba Academy Charter School will provide the required 
bloodborne pathogen training and employees will be notified in writing of the date and time 
of such training.  Failure to attend this training will result in disciplinary action up to and 
including termination. 
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Kuumba Academy Charter School 

 

POLICY: CHILD ABUSE & CRIMINAL CLEARANCE  POLICY NO.: 3.2 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

State law mandates that all new employees have current Child Abuse Clearances and a 
Criminal Background Check.  State law and Licensing Regulations stipulate that the 
clearances show the employee has no open accusations or convictions of child abuse, 
neglect.  State law and Licensing Regulations further set guidelines for what convictions and 
arrests may and may not appear on the clearances.   
 
When an employee is hired, she or he must provide the current clearances and Criminal 
Background Check or copies of the completed clearance applications.  Employees, who 
provide completed applications, must submit returned clearances immediately upon receipt 
if clearances are returned directly to them.  Failure to immediately submit clearances to the 
Director of Fiscal Operations will result in disciplinary action up to and including 
termination.   These documents will become a part of the personnel record.   
 
Kuumba Academy Charter School may require, in its sole discretion, employees to re-submit 
clearance applications at any time during their employ. A copy of the required clearance 
forms is located in the appendix of these personnel policies. 
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Kuumba Academy Charter School 

 

 

POLICY:  HEALTH APPRAISAL    POLICY NO.: 3.3  

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

Employment at Kuumba Academy Charter School is contingent upon receipt of the 
completed Health Appraisal Document in which a licensed health care provider indicates 
fitness for duty.  The licensed health care provider may not be an immediate family member 
of the employee as defined by in the nepotism policy.  Employees will be required to obtain 
a Health Appraisal prior to employment and annually thereafter. 
  
Employees may be required to submit additional Health Appraisals/Certifications as needed 
to reasonably accommodate an employee’s disability or to determine eligibility for leave. 
 
All health appraisals will be maintained as a part of the employee's medical information file, 
which is a part of her or his personnel record.   
 
The position description with the essential job functions is a critical part of the Health 
Appraisal.  A copy of the position description is attached to the Health Appraisal, which 
must be reviewed and completed by the licensed health care provider at the time of 
examination.  
 
Detailed physical and mental abilities for each position will be listed on the position 
description.  These essential job functions will be discussed with you at time of hire and 
from time to time during your employment.  The Agency reserves the right to amend and 
change these essential job functions at any time.  
 
Employees will be required to execute an acknowledgment of the essential job functions 
prior to employment and at other times during their employment. 
 
Employees who fail to provide the required Health Appraisal as required will be subject to 
disciplinary action up to and including termination.  
 

 

 

 

 

 

 

 

 
Kuumba Academy Charter School 
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POLICY:  MANDATED REPORTING OF             POLICY NO.: 3.4 
      SUSPECTED CHILD ABUSE AND NEGLECT 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

Under the Child Protective Services Act, mandated reporters are required to report any 
suspicion of abuse or neglect to the appropriate authorities.   
 
ALL EMPLOYEES of Kuumba Academy Charter School are considered mandated 
reporters, under this law.   
 
Employees are required to discuss any suspicions of child abuse/neglect with the Dean of 
Student Services or the School Nurse who will make all reports of suspected child 
abuse/neglect on behalf of Kuumba Academy Charter School to The Division of Children 
and Family Services for the State of Delaware. 
  
The employees of Kuumba Academy Charter School are not required to discuss their 
suspicions with parents prior to reporting the matter to the appropriate authorities, nor are 
they required to investigate the cause of any suspicious marks, behavior or condition prior to 
making a report.  Under the act, mandated reporters can be held criminally responsible if 
they fail to report suspected abuse or neglect.  We at Kuumba Academy Charter School take 
this responsibility very seriously and will make all warranted reports to the appropriate 
authorities.   The Child Protective Services Act is designed to protect the welfare and best 
interest of all children. 
 
GUIDELINES ON CHILD ABUSE 
 
The following pages contain information relating to child abuse.  It is extremely important to 
make yourself familiar with the information, especially the parts pertaining to the 
characteristics of battered children and the indicators of child neglect.  If you have any 
suspicions or concerns regarding a child, please get in touch with the director and begin to 
keep an anecdotal record of the child. 
 
CHARACTERISTICS OF BATTERED CHILDREN 
 
Abused children endure life as if they are alone in a dangerous world, with no real hope of 
safety.  Feeling unprotected, an abused child tries to protect himself in all the ways he can. 
 
When a child has been injured and is brought for treatment, the child usually appears to: 

 Have no close feelings or affect with parents or other people. 
 Be fearful.  Be quiet. 
 Show no reaction to pain or expectation of being comforted. 
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Having had violent physical contact with adults in the past, the child is often: 
 Wary of physical contact initiated by an adult. 

 
When admitted to a hospital ward, the battered child: 
  Seems less afraid than other children and settles in quickly. 
 
When other children cry, the battered child: 
  Becomes apprehensive and watches them with curiosity. 
 
The battered child will also become: 
  Apprehensive when an adult approaches the crying child. 
 
While in a new situation, the child: 
        Seeks safety in sizing up the situation and being alert for danger. 
 
Children who have been battered do not behave as typical children do. 

They display many adult-like reactions. 
 
INDICATORS OF CHILD NEGLECT 
 
There are various characteristics that can describe child neglect in general, but for clarity, 
neglect can be divided into two subgroups - physical and emotional neglect.  These two 
aspects contribute to each other and rarely occur separately.  The following are 
characteristics that may indicate physical neglect: 
 
1. Malnourished 
2. Ill-clad or dirty 
3.   Overcrowded or unhealthy sleeping arrangements 
4.   Receiving inadequate supervision 
5.   Totally unsupervised 
 
Many of the above mentioned characteristics are also indicative of emotional neglect, along 
with the following: 
 
1. An insecure child, seemingly withdrawn or overaggressive 
2. Failure to attend school regularly 
3. Constant friction in the home 
4.    Exposure to unwholesome and demoralizing circumstances 
5.    Denied normal nurturance 
 
IMMUNITY FROM CIVIL OR CRIMINAL LIABILITY 
 
Any person who reports abuse or neglect, pursuant to the law or testifies in a child abuse 
hearing resulting from such a report, is immune from any criminal or civil liability as a result 
of such action. As mandated reporters, employees of Kuumba Academy Charter School can 
not be held liable for reports made to Child Protective Services which are determined to be 
unfounded, provided the report was made in “good faith”. 
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PENALTY FOR FAILURE TO REPORT 
 
Any person who knowingly fails to report suspected abuse or neglect, pursuant to the 
law or to comply with the provisions of the law is a disorderly person and subject to a 
fine of up to $500.00 or up to six months imprisonment or both. 
 
Causes for reporting suspected child abuse or neglect include, but are not limited to: 
 

 Unusual bruising, marks, or cuts on the child’s body 

 Severe verbal reprimands 

 Improper clothing relating to size, cleanliness, season 

 Transporting a child without appropriate child restraints (e.g. car seats, seat belts) 

 Dropping off/Picking up a child while under the influence of illegal drugs/alcohol 

 Not providing appropriate meals including a drink for your child 

 Leaving a child unattended for any amount of time 

 Failure to attend to the special needs of a disabled child 

 Sending a sick child to school over medicated to hide symptoms, which would 
typically require the child to be kept at home until symptoms subside. 

 Children who exhibit behavior consistent with an abusive situation 

 
The Kuumba Academy Charter School Wellness Policy outlines specific regarding reporting 
child abuse. 
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Kuumba Academy Charter School 
 
 
POLICY:  WORKPLACE SAFETY    POLICY NO.: 3.5 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

*************************************************************************** 

Kuumba Academy Charter School strives to provide a safe workplace for all employees.  
Employees will be held to the highest standards regarding following and enforcing Safety 
Policies and Procedures.  Employees are expected to set the best possible example and to be 
proactive regarding safety issues. 
 
Employees must be keenly aware of their environment and persons who have entered any 
facility.  Anyone who is not recognized should be questioned regarding the nature of her or 
his visit.  Strangers should be escorted to the door.  If you are uncertain or feel jeopardized 
seek the assistance of a supervisor or a co-worker.  NEVER LEAVE THE CHILDREN 
UNATTENDED WITH A VISITOR/STRANGER.  Employees who do not question 
and/or escort strangers out of the building will be subject to disciplinary action up to and 
including termination. 
 
Former employees are not permitted on the property of the Head of School without prior 
permission.   
 
All visitors entering the building must sign in, receive a visitor’s pass and must be escorted 
to the area where they are visiting.  
 
Local police will be called, if necessary, to deal with safety issues. 
 
All employees must be familiar with and adhere to the rules for releasing children.  Refer to 
the Custody and Release of Children Policy contained herein.  
 
Any unusual incidents should be documented and brought to the attention of your 
supervisor immediately. 
 
Violation of this policy will result in disciplinary action, including termination. 
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Hours of Attendance /Work Schedule 
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Kuumba Academy Charter School 
 
 

POLICY:  HOURS OF ATTENDANCE   POLICY NO.: 4.0   

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************************ 

Employees will be advised of their regularly scheduled hours at the time of hire.  Hours of 
attendance have been carefully planned and employees are required to work the hours and 
days for which they have been scheduled.   
 
Temporary and permanent schedule changes may be necessary to effectively meet the needs 
of the program.  Employees who refuse a schedule change will be subject to disciplinary 
action up to and including termination.   
 
If you are unable to report to work for any reason, you must notify your immediate 
supervisor at least 1 ½ hours prior to your scheduled starting time.  Failure to notify your 
immediate supervisor in a timely manner will be considered an unexcused absence and will 
be subject to disciplinary action. Employees will not be permitted to use available leave time 
for an unexcused absence. Employees who fail to notify their supervisor at all may be 
considered to have abandoned their position, which can result in termination.  
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Kuumba Academy Charter School 
 
POLICY:  OVERTIME     POLICY NO.: 4.1 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

*************************************************************************** 

Employees will be notified at the time of hire as to whether they are classified as “exempt” 
or “non-exempt” as determined by the Fair Labor Standards Act.  This policy addresses 
payment for overtime for non-exempt employees.  Definitions of Exempt and Non-Exempt 
Employees can be found in the Employee Classification Policy. 
 
The nature of the duties and responsibilities of some non-exempt employees may require 
overtime work from time to time.  Overtime work should be considered an exceptional 
situation.  
 
All overtime must be approved by the employee's immediate supervisor prior to working the 
overtime hours.  In cases when obtaining prior approval is not possible, such as situations 
involving late pick of children, the employee must inform their immediate supervisor of the 
situation as soon as possible following the overtime hours.  
 
A supervisor may inform an employee of the need to work overtime with little or no notice.  
Employees who refuse overtime assignments may be subject to disciplinary action up to and 
including termination. 
 
If a non-exempt employee is required to work overtime hours, the employee will receive 
monetary compensation for the additional hours worked as prescribed by wage and hour 
laws. 
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Kuumba Academy Charter School 
 
POLICY:  TRAINING TRAVEL TIME   POLICY NO.: 4.2 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

*************************************************************************** 

Non-exempt employees who are traveling on approved agency business will be compensated 
for the time spent traveling provided the travel occurs during normal working hours.  If 
travel occurs at times other than normal working hours the employee must receive prior 
approval for the travel in order to receive payment. 
 
Employees will not be compensated for time spent commuting to and from work. 
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Kuumba Academy Charter School 
 
 
POLICY:  EMERGENCY CLOSINGS   POLICY NO.: 4.3 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

*************************************************************************** 

Due to severe weather conditions or other emergency situations, there may be times when 
Kuumba Academy Charter School is closed. 
  
Severe Weather Conditions: 
 
In the event of severe weather conditions, Kuumba Academy Charter School will activate 
the internal telephone tree.  A copy of the telephone calling plan is located in the appendix 
of this personnel handbook. Additionally, staff members will receive an email indicating the 
status of the school and a message will be placed on the main school telephone number. 
Employees are instructed to listen to local radio and television stations for emergency 
closing information in these circumstances. 
 
 
Other Emergencies: 
 
Other situations, including but not limited to, electrical power failure, lack of water, lack of 
heat or air conditioning, hazardous road conditions, or other situations which may endanger 
the safety or health of children and employees, may result in Kuumba Academy Charter 
School facilities being closed at the discretion of the Head of School.  Employees will be 
advised of their obligations in these situations. 
 
In the event of emergency closing in the middle of the day, employees will be instructed by 
supervisory staff as to their responsibilities during the emergency.    Employees will be 
required to remain at the agency as long as there are children present.  This may require 
employees to remain after normal closing hours.  Employees must be mindful that 
compliance with Licensing Regulations must be maintained even in emergency situations.  
Employees will be informed by supervisory staff as to when they are able to go home.  
Employees may be required to go to another center to assist during an emergency closing.   
Employees who refuse to cooperate during an emergency closing situation will be subject to 
disciplinary action up to and including termination.   
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Payroll /Work Expenses 
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Kuumba Academy Charter School 

 

POLICY:  PAYROLL     POLICY NO.: 5.0 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

The work week begins Sunday 12:01 a.m. and ends on Saturday 12:00 midnight. 
 
Employees will be paid bi-weekly on Fridays. 
 
Employees are required to have their paycheck deposited in a financial institution of their 
choice. 
  
When a payday falls on a holiday, paycheck deposits will be issued on the day before the 
holiday. 
 
Mandatory Salary Deductions 
 
Income Tax 
 
All new employees must complete an Internal Revenue Service W-4 form claiming the 
desired number of dependents. To change the number of dependents, complete a new 
W-4 form and submit it to the Director of Fiscal Operations for processing. 
 
Pension Fund 
 
Employee’s contribution toward pension is 3% of gross salary per calendar year. The first 
$6,000 gross salary is excluded. 
 
 
A schedule of paydays is located in the appendix of this manual. 
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Kuumba Academy Charter School 

 

POLICY:  WORK RELATED EXPENSES  POLICY NO.: 5.1 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

Local 
 

Employees who are on approved agency business or attending conferences, workshops, and 
meetings will be reimbursed for travel including mileage (according to the agency mileage 
schedule), tolls, and parking.  Mileage will be paid from the employee's usual work site to the 
designated site.  Employees must receive prior approval from their immediate supervisor in 
order to receive payment for these expenses.  
 
Outside Local Area 
 

Employees who receive advance approval from Head of School to travel outside of the local 
area will be reimbursed for travel expenses, overnight accommodations, meals, tips and 
other costs necessitated by travel.   
 
A Travel Expense Form must be completed, signed and submitted with all ORIGINAL 
RECEIPTS to the Director of Fiscal Operations within five (5) business days following 
travel.  Failure to submit a Travel Expenses Form and/or Original Receipts in a timely 
manner may result in denial of reimbursement. 
 
Employees who fail to complete or falsify the Travel Expense Report and Original Receipts 
may be subject to disciplinary action up to and including termination and possible criminal 
penalties. 
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Confidentiality/Disciplinary Actions 
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Kuumba Academy Charter School 
 
POLICY:  CONFIDENTIALITY    POLICY NO.: 6.0 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

This Confidentiality Policy has been adopted to insure confidentiality and protection of 
individual rights of privacy for children, families, and employees of Kuumba Academy 
Charter School.  The individual dignity of children, families, and employees shall be 
respected and protected at all times in accordance with all applicable laws. 
 
Information about children, families, or employees must not be divulged to anyone other 
than persons who are authorized to receive such information.  This policy extends to both 
internal and external disclosure of information. 
 
An employee’s responsibility to maintain confidentiality regarding information learned 
about, children, their parents/guardians, families and other employees extends 24 hours per 
day, 7 days per week regardless of how or where the information was attained.  Employees 
must be diligent in their efforts to maintain confidentiality, and should be aware that there 
are job related consequences for violations of confidentiality and rights of privacy, and that 
there is also the potential for civil liability against the individual employee and the agency. 
 
Confidentiality of Children's and Families' Information: 
 

a. All children's records must be locked in a secure file. 
b. Access to children's records is limited to employees with a “need to know”. 
c. Children's records must not be removed from the center. 
d. Children's records must never be left out on desks, tables, etc. where other 

people may have access to them. 
e. Children's or families’ private information must never be discussed among 

employees except on the "need to know" basis.  Employees must be particularly 
aware of their surroundings when discussing this information.  Special caution 
must be taken to be sure other children, families, or employees do not overhear 
information, that is confidential. 

f. Discussion of children's or families' information with volunteers, other families, 
friends, or community members is prohibited. 

g. Information and documents considered confidential include, but are not limited 
to medical records, educational records, special needs records, family records, 
financial records, and any other private information about the children or their 
families. 

h. All requests for release of information shall be directed to the Head of School  
i. Information will only be released to persons outside of Kuumba Academy 

Charter School with the express written consent of the child's parent or legal 
guardian. 
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Confidentiality of Employee's Information 
 

a. All employee records must be locked in a secure file. 
b. Access to an employee's records is limited to appropriate supervisory employees. 
c. An Employee's records must not be removed from the center. 
d. An Employee's records must never be left out on desks, tables, etc. where other 

people may have access to them. 
e. An Employee's private information must never be discussed among employees 

except on a "need to know" basis.  Employees must be particularly aware of their 
surroundings when discussing this information.  Special caution must be taken to 
be sure other children, families, or employees do not overhear information, that is 
confidential. 

f. Discussion of an employee's information with volunteers, families, friends, or 
community members is prohibited. 

g. Information and documents, which are considered to be confidential include, but 
are not limited to medical records, educational records, employment records, 
financial or pay records, and any other private information about the employee. 

h. All requests for release of information to persons outside of Kuumba Academy 
School shall be directed to the Head of School. 

i. Information will only be released to persons outside Kuumba Academy Charter 
School with the express written consent of the employee.  

 
 
Violation of Confidentiality Policy 
 
Any employee/volunteer who violates the Confidentiality Policy will be subject to 
disciplinary action including termination.  In addition to job related consequences, the 
employee/volunteer may face possible civil liability for their actions. 
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Kuumba Academy Charter School 
 
POLICY:  DISCIPLINARY ACTION: Reprimand POLICY NO.: 6.1 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

A reprimand may be given to any employee when a minor violation of agency policies or 
procedures has occurred.  A reprimand may be either verbal or written. If the reprimand is 
verbal it must be documented by the supervisor and the documentation must be placed in 
the employee’s personnel file. If the reprimand is written, a copy of the written reprimand 
must be given to the employee and a copy of the reprimand and a document signed by the 
employee acknowledging receipt of the written reprimand must be placed in the employee’s 
file. A reprimand may be given by the employee's immediate supervisor. 
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Kuumba Academy Charter School 

 

POLICY: DISCIPLINARY ACTION: Written Warning POLICY NO.:6.2 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

Employees may be given a written warning for violations of agency policies and procedures.  
The written warning will clearly describe the deficiency in the performance or conduct and 
will cite the policy, licensing regulation or procedure violated.  The written warning will 
contain a correction action plan, which will outline the necessary action to correct the 
deficiency(ies) and a time table under which the corrective action must occur.   
 
Employees are required to sign for receipt of a written warning.  Signature of receipt does 
not indicate that the employee agrees with the written warning, it simply indicates that they 
have received a copy of the document.  Failure or refusal to sign the written warning will be 
considered insubordination and will result in disciplinary action up to and including 
termination.    
 
Copies of all documentation regarding corrective action plans will be sent to the Head of 
School for incorporation in the employee’s personnel file. 
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Kuumba Academy Charter School  

 

POLICY: DISCIPLINARY ACTION: Suspension POLICY NO.:6.3 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

Suspension of an employee may occur at the discretion of the employee's immediate 
supervisor for specific infractions of the Personnel Policies.  Suspension of an employee will 
not require prior verbal or written disciplinary action.   
 
Suspension will be without pay.  The employee will be notified in writing of the specific 
charges and the length of the suspension.  The employee is required to sign a copy of the 
suspension notification acknowledged receipt of same.  Failure to sign for receipt of the 
suspension notification will be considered insubordination and will result in disciplinary 
action including termination. 
 
When circumstances permit, an employee will be suspended upon receipt of the notification. 
However, an employee may be suspended verbally if immediate suspension is in the best 
interest of Kuumba Academy Charter School.  Written notification in these circumstances 
will promptly follow via certified mail.   
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Kuumba Academy Charter School 

 

 

POLICY: DISCIPLINARY ACTION: Termination POLICY NO.: 6.4 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

Involuntary termination shall not require prior verbal or written disciplinary action.  
Kuumba Academy Charter School is an “at-will” employer and may terminate the 
employment relationship at any time with or without cause and without notice.  This policy 
is to be used as a guide for employee’s, but is not inclusive of the reasons or causes of 
termination from employment. 
 
Termination is an action approved by the Board of Directors. Notification of termination 
may be written. 
 
Causes for involuntary termination include, but are not limited to, the following: 
 

 Unsatisfactory provisional period 

 Falsifying or misusing records, including application 

 Violation of confidentiality rules 

 Theft or misuse of Agency funds, equipment, or property 

 Absence from work without notification and/or approval as per related 
policies 

 Discourteous treatment of the public, clients, co-workers 

 Inappropriate behavior 

 Non-performance of duties resulting in injury to the Agency, its children, 
clients, or employees. 

 Being abusive or neglectful to children, parents, or employees 

 Violation of the Substance Abuse Control Policy 

 Failure to submit required documentation within mandated time frame 

 Neglect of duty or refusal to comply with directives of supervisor 

 Misuse of leave policies 

 Insubordination 

 Receipt of 2 suspensions for the same infraction during any 12 month 
period. 

 Failure to implement job specifics 

 Receipt of  3 warnings for any violations during any 12 month period; the 
date of the third warning will be the employee's last day of employment 

 Failure to return to work following a leave of absence 

 Failure to meet deadlines as presented by supervisor 
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Kuumba Academy Charter School 
 

 
POLICY:  E-MAIL AND INTERNET USAGE   POLICY NO.: 6.5 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

Employees are not permitted to send or receive personal e-mail on Kuumba Academy 
Charter School’s computers or e-mail accounts. 
 
Employees are not permitted to utilize agency computers or internet access for personal 
reasons. 
 
Employees are required to provide their current Internet access password to the internal 

computer technician for all agency provided accounts. 
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Kuumba Academy Charter School 
 

 
POLICY:  SEXUAL HARASSMENT   POLICY NO.: 6.6 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

************************************************************************ 

Kuumba Academy Charter School provides a workplace free of discrimination.  Actions, 
words, jokes, or comments based on an individual's sex, race, age, ethnicity, religion, or any 
legally protected characteristic are not tolerated.  Overt and subtle harassment creates an 
offensive, hostile, and uncomfortable work environment and is strictly prohibited.   
 
Harassment by any employee or by a client to an employee requires investigation.  If 
harassment is found, the harasser will be subject to disciplinary action including possible 
termination. 
 
Kuumba Academy Charter School prohibits sexual harassment. Harassment is defined as 
intimidation, unwelcome sexual intimidating hostile, conduct or advances, either verbal or 
physical.  Kuumba Academy Charter School employees, volunteers, clients, and applicants 
have a right to work in a discrimination free environment, including freedom from sexual 
harassment. 
 
Sexual harassment is strictly prohibited and will not be tolerated.  Sexual harassment may be 
defined as, but not limited to: 
 

 Suggesting to an employee that submitting to sexual favors enhances 
employment opportunities and/or advancement. 

 

 Threatening or insinuating that refusal to submit to sexual advance will 
adversely affect employment appraisal, wages, advancement, assigned duties, 
shifts, or any other condition of employment or career development. 

 

 Offering unwelcome sexual advancement or flirtation. 
 

 Using sexually degrading words. 
 

 Offering sexually suggestive or erotic comments regarding a person's body or 
mannerisms. 

 

 Displaying graphically sexual pictures and/or objects in the workplace. 
 

 Unwelcome sexual flirtation, advances or propositions 
 

 Display in the workplace of sexually suggestive objects, materials or pictures 
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 Sexual related or “off color” jokes 
 
Supervisors shall maintain a workplace free of sexual harassment.  Sexual harassment polices 
shall be discussed with employees assuring that insulting and/or degrading sexual 
harassment shall not be tolerated. 
 
Sexual Harassment Complaint Procedure: 
 
Sexual and impermissible harassment complaints should be reported immediately to an 
employee's supervisor.  If it is inappropriate to notify the supervisor, contact the Head of 
School.  Sexual harassment complaints will be investigated promptly and all information will 
be kept confidential.  Investigation results require the Head of School action and resolution. 
 
Sexual Harassment Complaint Action: 
 
Sexual harassment investigations confirming allegations require swift and prompt corrective 
action and disciplinary action or possible termination against the offending party. Kuumba 
Academy Charter School Head of School shall inform the Board of Directors of alleged 
policy violations and shall document meetings and outcomes of an appropriate resolution. 
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Kuumba Academy Charter School 

 

POLICY:  Smoke Free/Drug Free Workplace Safety POLICY NO.: 6.7 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

 
Kuumba Academy Charter School prohibits smoking throughout the facility. Should 
anyone violate this policy, he/she will be required to participate in a rehabilitation program 
or face disciplinary action up to and including termination. 
 
Drug Testing 
 
For Cause – staff of Kuumba Academy Charter School may be required to submit to a drug 
test on an individual basis when, in the judgment of management, there is a reasonable 
suspicion of illegal or improper use of drugs on or off the work site. 
 
Rehabilitation – any person who fails a “for cause” drug test will be given the opportunity to 
enter a rehabilitation program. Refusing to enter the rehabilitation program, which includes 
follow-up drug testing for (18) months, will result in termination.  Failing any subsequent 
drug test will also result in termination. This opportunity for rehabilitation is offered only 
once. 
 
Procedures 
 

 All drug tests will be performed off-site by a qualified laboratory. The laboratory will 
have confirmed each positive drug test by a second screening 

 Performance problems which may be the result of substance abuse shall be 
addressed through corrective action performance. Job status during enrollment in a 
rehabilitation program shall be based on job performance. 

 Individuals who are confronted for cause, and test positive for drug use, will be 
given the opportunity fo9r continued employment as long as they are enrolled in a 
corrective action/rehabilitation program. A second positive drug test result will result 
in immediate dismissal. 
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Kuumba Academy Charter School 
 

 
POLICY:  TELEPHONE AND MAIL USAGE  POLICY NO.: 6.8 

APPROVED BY:      EFFECTIVE DATE:   

BOARD OF DIRECTORS:     DATE:     

*************************************************************************** 

Employees are not permitted to make outgoing personal telephone calls during work hours 
unless authorized to do so by their immediate supervisor.   
 
Employees are not permitted to receive personal telephone calls during work hours except in 
the case of emergency. 
 
The Kuumba Academy Charter School mail and telephone facilities are intended for 
Kuumba Academy Charter School business and are not intended for personal use.  
Personal telephone calls should be made only in emergencies.  Should you need to place a 
zone or long-distance personal phone call or use the mail service, you must seek prior 
approval and you will be required to pay the toll charges and postage as they apply. 
 
Every time you make or receive a business telephone call, you are representing not only 
yourself, as a professional, but Kuumba Academy Charter School.  Good telephone 
techniques to follow include the following: 
 

 Answer promptly and courteously. 

 Identify yourself and your department. 

 Keep your conversation business-like and brief, avoiding prolonged chats. 

 Transfer incoming calls to the appropriate party courteously and quickly. 

 Have someone take your calls when you are away from your desk. 

 Take messages accurately and relay them to the person as soon as possible. 

 Answer questions thoroughly to ensure that the caller has received the information 
requested. 

 Be available to respond to clients' calls to ensure good client service and to minimize 
the cost of return calls. 

 Close your conversation with a pleasant "Good-bye." 

 Be effective but efficient, keeping in mind that the use of our telephones is very 
important to our client service but is also an expensive overhead item. 

 
Classroom teaching staff members are not permitted to use cell phone for making calls 
during the hours when they are working with children. In the event an emergency arises 
where a parent must be contacted, the employee is required to use the agency telephones.  
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