
Mapleton Charter School at Whitehall
Staff Hiring Timeline

Target Date Task
July 2014-November 2015 Extended planning year

November 2015 Board and Innovative Schools identify ideal leadership competencies for
school leader specific to the needs of DSA

December 2015 Begin recruitment for school leader using competencies
January 2016 Finish recruitment for school leader

Develop selection process
February 2016 Conduct initial interviews for school leader

March 2016 Conduct second and final behavior based interviews for school leader
April 2016 Board approve final selection of school leader
May 2016 Finalize contract and school leader
July 2016 School leader begins

September 2016 Board and school leader identify Personnel Committee for staffing
building

October 2016 Complete selection process workshops with Innovative Schools
November 2016 Develop postings that incorporate competencies developed during

selection process workshop
December 2016 Begin recruitment process via online postings

January 2017 Complete effective interviewing workshop and finalize selection process.
February 2017 Screen Applicants

March 2017 Conduct behavioral based interviews for those that make it through
screening

April 2017 Make offers to all prospective staff
May 2017 Staff onboarding activities and orientation

July/August 2017 Professional Development and School Opening
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The Purpose of the HandbookIt is with great enthusiasm that I welcome you to our team! The SCHOOL is dedicated to providingits students with rigorous curriculum within a unique learning environment.  Our specializededucators are critical, providing our students with educational best-practices at all times. Workingtogether, we must ensure our students graduate The SCHOOL with a robust, comprehensive skillset, fully preparing them for the next phase of their education. I sincerely hope you find TheSCHOOL a great place to work.The SCHOOL Employee Handbook establishes policies, procedures, and working conditions thatwill be followed by all employees as a condition of their employment at the school. The Standards ofConduct describe the expected actions and behaviors of employees while conducting schoolbusiness. This Employee Handbook is not a contract of employment, nor is it intended to
create contractual obligations for the school of any kind.The policies and procedures outlined in this handbook will be applied at the discretion of TheSCHOOL.  The school reserves the right to deviate from the policies, procedures, and workingconditions described in this handbook. Furthermore, the SCHOOL reserves the right towithdraw or change the policies, procedures, and working conditions described in thishandbook at any time, for any reason, and without prior notice.The SCHOOL will make every effort to notify employees when an official change in policy orprocedure has been made but employees are responsible for their own up-to-date knowledgeabout School policies, procedures, and working conditions.The SCHOOL values the talents and abilities of our employees and seeks to foster an open,cooperative, and dynamic environment in which employees and the School alike can thrive.The SCHOOL provides an Open Door Policy under which employees are encouraged to takeproblems to the next level of management if they are unable to resolve a situation with theirdirect supervisor. The last resort for internal grievances is the board of directors.The SCHOOL is an equal opportunity employer. Religion, age, gender, national origin, race, or colordoes not affect hiring, promotion, development opportunities, pay, or benefits. The SCHOOLprovides fair treatment of employees based on merit and complies with all applicable federal,state, and local labor laws and statutes.Please review the policies, procedures, and working conditions described in this handbook.You will be asked to affirm that you have read, understand, agree to abide by, and acknowledgeyour receipt of this employee handbook and employee Standards of Conduct.Regards,
Board Chair
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School Board Members

List members
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Our MissionList School Mission here.
Our VisionSchool Vision Here
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Definition of Employee ClassificationsThe following employment categories are available at The SCHOOL
Introductory EmployeeNew employees are considered introductory until they have completed their first ninety (90) daysof service.  Introductory employees are not eligible for paid benefits, but may be eligible to enroll incertain benefits at their own expense on the first of the month following start date.
Full Time EmployeeFull time employees are regularly scheduled employees who work 30 hours or more in a one-weekpay period.  These employees are eligible for benefits at their own expense on the first of the monthfollowing start date. Paid benefits commence on the first of the month following three full calendarmonths of employment. Certain full time employees may be categorized as Casual/Seasonalemployees and are not eligible for any benefits.
Part Time EmployeePart time employees are scheduled to work less than an average of 30 hours in a one-week payperiod. Regular part time employees may be eligible for some benefits at their own expense.  Parttime employees may be eligible to participate in the State of Delaware Pension Plan. Certain parttime employees are categorized as Casual/Seasonal employees and are not eligible for any benefits.
Temporary EmployeeA temporary employee is a person hired for a specific job or mission, or to replace an employee onleave or for a special need for a period of time.  Temporary employees are categorized asCasual/Seasonal employees and are not eligible for any benefits.
School HoursTBD
School CalendarPlease find the 2014-2015 school calendar in the appendix.
Dress Code, Personal Appearance, Image and Personal Protective
EquipmentInsert school specific text
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Protective Personnel Equipment
 Eye Protection – Employees shall wear their school-provided safety eyeglasses when conductingtasks that require eye safety.
 Hand Protection – Hand protection in the form of job-appropriate gloves shall be worn byemployees when employees’ hands are exposed to hazards such as chemicals or harmfultemperature extremes that might cause injury, including severe cuts or lacerations, severeabrasions, punctures, or thermal burns.
 Foot Protection – Employees are required to wear work shoes with steel or composite toeprotection.  The work shoes shall meet the ANSI 241 standard.NOTE: Additional personal protective equipment may be required depending on the particular
job or the environment in which the job is being performed.

Attendance, Punctuality, and DependabilityBecause The SCHOOL depends heavily upon its employees, it is important that employeesattend work as scheduled. Dependability, attendance, punctuality, and a commitment to dothe job right are essential at all times. As such, employees are expected at work on allscheduled work days and during all scheduled work hours and to report to work on time.Moreover, an employee must notify his or her supervisor or the school leader as far inadvance as possible, but not later than one hour before his/her scheduled starting time if heor she expects to be late or absent. This policy applies for each day of his or her absence. Anemployee who fails to contact his or her immediate supervisor or the school leader may beconsidered as having voluntarily resigned. A careful record of absenteeism and lateness iskept by the employee's supervisor and becomes part of the personnel record. To the extentpermitted by law, absenteeism and lateness lessen an employee's chances for advancementand may result in dismissal.
Substitute Calling Procedure
TBD

Inclement Weather Procedures
TBD

Employee Leave Time
TBD

Sick/Personal Days
TBD

Extended Leave
TBD (to include FMLA)
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School Staff ListTBD
School Committees and ChairsTBD
State Standards/CurriculumTBD
Professional DevelopmentTBD
Student Internships/LTEsTBD if a Big Picture Learning school
Pick Me UpsTBD if a Big Picture Learning school
Field Trip RequestsTBD
Restorative JusticeTBD- if appropriate
Use of Building
TBD

Maintenance Requests
TBD

Technology Support
TBD

Weekly NewslettersBy Sunday evening of each week, the school leader will send a weekly newsletter to all staffmembers via email. Staff members are expected to read the newsletter in preparation for theupcoming school week.
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Direct DepositAs State of Delaware employees, The SCHOOL employees are required to use direct deposit forreceiving their paychecks.
ParkingAll parking in the school parking lots should be in the designated employee parking spots.  The schoolis not responsible for fire, theft, damage, or personal injury involving employees' personal vehicles.
Personal PropertyThe SCHOOL recognizes that employees will bring personal items to work.  Most personal property,such as pictures and small personal items suitable for display on a desk or in a work area, pose nosafety threat, nor are they disruptive to an employee’s job performance or that of other employees.However, when items of personal property pose a health or safety risk or are disruptive to theworkplace, an employee may be required to remove, relocate or in some way limit the use of his orher personal property.To maintain security and protect against theft, the SCHOOL reserves the right to inspect all personalproperty brought onto the premises, including vehicles, packages, briefcases, backpacks, purses, bagsand wallets.Employees are expected to use reasonable care to safeguard personal items brought to work. TheSCHOOL is not responsible for any loss, damage or theft of personal property.  Articles of personalproperty found on the premises should be taken to the office or returned to the owner when known.
Personnel Files InformationThe task of handling payroll, personnel records and related personnel administration functionsat The SCHOOL has been assigned to the Accounting Department. Questions regarding any ofthese issues may be directed to this department at the main office 302.111.1111.Keeping the personnel files of all employees up-to-date is important with regard to pay,deductions, benefits and other matters.  If you have a change in any of the following items,please notify the Human Resources Department as soon as possible:
 Legal name
 Home address and phone number
 Person to call in case of emergency
 Exemptions on W-4 form
 Number of dependents
 Marital status
 Emergency contacts
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All employees actively employed by The SCHOOL may inspect their own personnel records.However, these records may be reviewed only in the presence of a designated official.Employees may not mark up, remove or photocopy any part of their own file, but they may adda comment to it.  Employees can obtain an appointment to inspect their records by writing toHuman Resources to request an appointment on an annual basis.  Appointments are scheduledin 15 minute intervals and will be scheduled at a mutually convenient time.After an employee has terminated employment with the SCHOOL, the School is not required toprovide copies of the former employee’s personnel file or provide access to the School’srecords.
Compensation ReviewsHaving a compensation review does not necessarily mean that the employee will be given anincrease. The SCHOOL conducts compensation reviews annually, following their annualperformance review.  Any wage or salary increases must be approved by the school leader andwill appear in the pay period in which the effective date falls.
Performance ReviewsManagement is continuously evaluating employee job performance.  Day-to-day interactionwith the Supervisor or Manager should give the employee a sense of how he or she perceivesthe employee’s performance.  A review may also be conducted in the event of a promotion orchange in duties and responsibilities, or at the discretion of the Board of Directors.  Employeesare reviewed annually.The primary reason for performance reviews is to identify employee strengths and weaknessesin order to reinforce good habits and develop ways to improve in weaker areas.  Employees willbe asked to complete an Annual Employee Self Performance Evaluation Form prior to his or herreview.  The review process serves to make the employee aware of, and to document, jobperformance compared to the goals and description of the job.  This is a good time to discussthe employee’s interests and future goals.  Management is interested in helping employees toprogress and develop in order to achieve personal, as well as work-related, goals.  Employeesare required to complete their Annual Employee Self Performance Evaluation form timely sothat their performance reviews occur timely and accurately.In addition to individual job performance reviews, The SCHOOL periodically conducts a reviewof job descriptions to insure that we are fully aware of any changes in the duties andresponsibilities of each position and those changes are recognized and adequatelycompensated.
Non-retaliationIt is vital to the business interests and culture of the School that employees conduct themselves inaccordance with the policies set forth in this handbook. The SCHOOL recognizes that violation of
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certain policies by an employee will most likely be uncovered by another employee (which,depending on the action or omission, could include termination of employment and/or have legalconsequences to the employee). Therefore, an employee will not suffer retaliation by the schoolbecause of coming forward to report a violation of the General Rules of Conduct, Safety Complianceor other regulation violation.  Although coming forward will not immunize an employee from theconsequences of his or her misconduct, the employee’s action of coming forward will be protected.
Genetic Information Nondiscrimination PolicyThe SCHOOL respects all employees’ privacy in their genetic information and enforces a strictpolicy of nondiscrimination on the basis of genetic information. The school will never discriminate,harass, or retaliate on the basis of genetic information when it comes to any aspect of employment,including hiring, firing, pay, job assignments, promotions, layoffs, training, fringe benefits, or anyother term or condition of employment. Additionally, the school will never use genetic informationto make an employment decision.According to the Equal Employment Opportunity Commission, genetic information includesinformation about an individual’s genetic tests and the genetic tests of an individual’s familymembers, as well as information about any disease, disorder, or condition of an individual’s familymembers (i.e. an individual’s family medical history). Family medical history is included in thedefinition of genetic information because it is often used to determine whether someone has anincreased risk of getting a disease, disorder, or condition in the future.The school also maintains compliance with the federal Genetic Information Nondiscrimination Act(GINA) which generally makes it illegal for health insurance companies, group health plans, andmost employers to discriminate against employees based on employees genetic information.The School will also maintain all genetic information in a confidential manner and in a separatemedical file so as to prevent any unlawful disclosure.
Age Discrimination in Employment ActThe SCHOOL complies with the Age Discrimination Act of 1975 and the Age Discrimination inEmployment Act of 1967.  These acts prohibit discrimination based on age. The SCHOOL
 Will not fail or refuse to hire, or discharge any individual or otherwise discriminate againstany individual with respect to his or her compensation, terms, conditions, or privileges ofemployment because of such individual’s age.
 Will not limit, segregate, or classify its employees in any way, which would deprive or tendto deprive any individual of employment opportunities or otherwise adversely affect his orher status as an employee, because of such individual’s age.
 Will not reduce the wage rate of any employee in order to comply with this Act.
 Will promote employment of older persons based on their ability rather than age.
 Will help its employees find ways of solving problems arising from the impact of age onemployment.
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Americans with Disability Act PolicyThe SCHOOL is committed to complying with all applicable provisions of the Americans withDisabilities Act ("ADA"). It is the school's policy not to discriminate against any qualified employeeor applicant with regard to any terms or conditions of employment because of such individual'sdisability or perceived disability so long as the employee can perform the essential functions of thejob. Consistent with this policy of nondiscrimination, the school will provide reasonableaccommodations to a qualified individual with a disability, as defined by the ADA, who has madethe school aware of his or her disability, provided that such accommodation does not constitute anundue hardship on the school.
Procedure for Requesting an AccommodationEmployees with a disability who believe they need a reasonable accommodation to perform theessential functions of their job should inform the school leader or a Human Resourcesrepresentative. The school encourages individuals with disabilities to come forward and requestreasonable accommodation.Upon receipt of an accommodation request, the school leader or Human Resources representativeand your supervisor will meet with the employee to discuss and identify the precise limitationsresulting from the disability and the potential accommodation that the school might make to helpovercome those limitations.The school will determine the feasibility of the requested accommodation.  They will considervarious factors, including, but not limited to: the nature and cost of the accommodation; theavailability of tax credits and deductions; outside funding; the school's overall financial resourcesand organization; and the accommodation's impact on the operation of the school, including itsimpact on the ability of other employees to perform their duties and on the school's ability toconduct business.The SCHOOL will inform the employee of its decision regarding the accommodation request or howit will provide the accommodation. If the accommodation request is denied, employees will beadvised of their right to appeal the decision by submitting a written statement explaining thereasons for the request. If the request on appeal is denied, that decision is final.The ADA does not require the SCHOOL to make the best possible accommodation, to reallocateessential job functions, or to provide personal use items (i.e., eyeglasses, hearing aids, wheelchairs,etc.).An employee or job applicant who has questions regarding the policy or believes that he or she hasbeen discriminated against based on a disability should notify the Board of Directors. All suchinquires or complaints will be treated as confidential to the extent permissible by law.
Immigration Law ComplianceThe SCHOOL is committed to employing only people who are United States citizens or who arealiens legally authorized to work in the United States. We do not illegally discriminate because of aperson’s citizenship or national origin.

C-2-15



14

Because we comply with the Immigration Reform and Control Act of 1986, every new employee atThe SCHOOL is required to complete the Employment Eligibility Verification Form I-9 and presentdocuments that prove identity and employment eligibility.If you leave The SCHOOL and are rehired, you must complete a new Form I-9 if the previous I-9with the school is more than three years old, or if the original I-9 is not accurate anymore, or if theSchool no longer has the original I-9.If you have questions or want information on the immigration laws, contact Human Resources. Ifyou ask questions or want to complain about the immigration law, you will not be punished in anyway.
Equal Pay ActThe SCHOOL complies with the Equal Pay Act, 29 U.S.C.  The Equal Pay Act is related to the Title VIIprovisions that forbid sex discrimination.  The EPA, which covers all employers with two or moreemployees, forbids discrimination in compensation (including all forms of benefits) based on sex, ifthe jobs are of equal skill, effort, and responsibility and performed under similar working conditions.
HIPAA PolicyThe SCHOOL complies with the Health Insurance Portability and Accountability Act of 1996(HIPAA).  HIPAA was enacted to make health insurance more “portable” from one employer toanother.  The law mandates procedures for both new hires and for existing employees who areleaving the School.  Employees who are leaving The SCHOOL will receive a certificate of priorcreditable health care coverage to use for this purpose.  The law includes other provisionsregarding restrictions on preexisting conditions, special enrollment rights and protections againstdiscrimination.  HIPAA rules require The SCHOOL to provide a notice of the employee’s privacyrights as well as a notice of the privacy practices of a covered entity.

Harassment

DefinitionSexual harassment constitutes discrimination and is illegal under federal, state and local laws. Forthe purposes of this policy, sexual harassment is defined, as in the Equal Employment OpportunityCommission Guidelines, as unwelcome sexual advances, requests for sexual favors and other verbalor physical conduct of a sexual nature when, for example: (i) submission to such conduct is madeeither explicitly or implicitly a term or condition of an individual's employment; ii) submission to orrejection of such conduct by an individual is used as the basis for employment decisions affectingsuch individual; or (iii) such conduct has the purpose or effect of unreasonably interfering with an
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individual's work performance or creating an intimidating, hostile or offensive workingenvironment.Sexual harassment may include a range of subtle and not so subtle behaviors and may involveindividuals of the same or different gender. Depending on the circumstances, these behaviors mayinclude, but are not limited to: unwanted sexual advances or requests for sexual favors; sexual jokesand innuendo; verbal abuse of a sexual nature; commentary about an individual's body, sexualprowess or sexual deficiencies; leering, catcalls or touching; insulting or obscene comments orgestures; display or circulation in the workplace of sexually suggestive objects or pictures(including through e-mail); and other physical, verbal or visual conduct of a sexual nature. Sex-based harassment that is, harassment not involving sexual activity or language (e.g., male manageryells only at female employees and not males) may also constitute discrimination if it is severe orpervasive and directed at employees because of their sex.Harassment on the basis of any other protected characteristic is also strictly prohibited. Under thispolicy, harassment is verbal or physical conduct that denigrates or shows hostility or aversiontoward an individual because of his or her race, color, religion, national origin, age, disability or anyother characteristic protected by law or that of his or her relatives, friends or associates, and that:(i) has the purpose or effect of creating an intimidating, hostile or offensive work environment; (ii)has the purpose or effect of unreasonably interfering with an individual's work performance; or(iii) otherwise adversely affects an individual's employment opportunities.Harassing conduct includes, but is not limited to: epithets, slurs or negative stereotyping;threatening, intimidating or hostile acts; denigrating jokes and display or circulation in theworkplace of written or graphic material that denigrates or shows hostility or aversion toward anindividual or group (including through e-mail).
Individuals and Conduct CoveredThese policies apply to all applicants and employees, and prohibit harassment, discrimination andretaliation whether engaged in by fellow employees, by a supervisor or manager or by someone notdirectly connected to the School (e.g., an outside vendor, consultant or customer).Conduct prohibited by these policies is unacceptable in the workplace and in any work-relatedsetting outside the workplace, such as during business trips, business meetings and business-related social events.
RetaliationThe SCHOOL prohibits retaliation against any individual who reports discrimination or harassmentor participates in an investigation of such reports. Retaliation against an individual for reportingharassment or discrimination or for participating in an investigation of a claim of harassment ordiscrimination is a serious violation of this policy and, like harassment or discrimination itself, willbe subject to disciplinary action.
Reporting an Incident of Harassment, Discrimination or RetaliationThe SCHOOL strongly urges the reporting of all incidents of discrimination, harassment orretaliation, regardless of the offender's identity or position. Individuals who believe they have
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experienced conduct that they believe is contrary to the school's policy or who have concerns aboutsuch matters should file their complaints with their immediate supervisor or the school's HumanResources representative before the conduct becomes severe or pervasive. Individuals should notfeel obligated to file their complaints with their immediate supervisor first before bringing thematter to the attention of one of the other the school designated representatives identified above.
Important Notice to All Employees
Employees who have experienced conduct they believe is contrary to this policy have an obligation to
take advantage of this complaint procedure. An, employee's failure to fulfill this obligation could affect
his or her rights in pursuing legal action. Also, please note federal, state and local discrimination laws
establish specific time frames for initiating a legal proceeding pursuant to those laws.Early reporting and intervention have proven to be the most effective method of resolving actual orperceived incidents of harassment. Therefore, while no fixed reporting period has been established,the SCHOOL strongly urges the prompt reporting of complaints or concerns so that rapid andconstructive action can be taken. The school will make every effort to stop alleged harassmentbefore it becomes severe or pervasive, but can only do so with the cooperation of its staff.The availability of this complaint procedure does not preclude individuals who believe they arebeing subjected to harassing conduct from promptly advising the offender that his or her behavioris unwelcome and requesting that it be discontinued.
InvestigationsAny reported allegations of harassment, discrimination or retaliation will be investigated promptly,thoroughly and impartially. The investigation may include individual interviews with the partiesinvolved and, where necessary, with individuals who may have observed the alleged conduct ormay have other relevant knowledge.Confidentiality will be maintained throughout the investigatory process to the extent consistentwith adequate investigation and appropriate corrective action.
Responsive ActionMisconduct constituting harassment, discrimination or retaliation will be dealt with promptly andappropriately. Responsive action may include, for example, training, referral to counseling,monitoring of the offender and/or disciplinary action such as warning, reprimand, withholding of apromotion or pay increase, reduction of wages, demotion, reassignment, temporary suspensionwithout pay or termination, as the School believes appropriate under the circumstances.Individuals who have questions or concerns about these policies should talk with the school leader,a Human Resources representative, or the School Board of Directors.Finally, these policies should not, and may not, be used as a basis for excluding or separatingindividuals of a particular gender, or any other protected characteristic, from participating inbusiness or work-related social activities or discussions in order to avoid allegations of harassment.The law and the policies of The SCHOOL prohibit disparate treatment on the basis of sex or anyother protected characteristic, with regard to terms, conditions, privileges and perquisites of
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employment. The prohibitions against harassment, discrimination and retaliation are intended tocomplement and further these policies, not to form the basis of an exception to them.
Confidential Nature of the School’s Affairs PolicyIn the course of an employee’s job, he or she will be privy to a great deal of information about TheSCHOOL, its staff, students and their family members.  Some types of critical information mayinclude forecasts, the identity of students or their families, information about legal proceedings,medical issues, business prospects or strategic plans.  This information is a valuable asset of theSchool and must be protected from disclosure to persons outside The SCHOOL.Certain employees may be required to sign nondisclosure agreements in order to have access toconfidential information.  These documents represent the separate and legally enforceableobligation of the employee not to disclose the information. Failure to abide by the terms of any suchan agreement will subject the associate to discipline, as well as other potential legal sanctions.However, such separate agreements are supplemental to this policy, and the absence of a writtenconfidentiality agreement is not to be understood as weakening or eliminating of the obligation ofevery employee to treat work-related information as proprietary.
Guidelines
 Information that is designated as “confidential” or “sensitive” is to be discussed only withothers inside the School on a need-to-know basis.
 Inquiries from the media should be directed to the school leader.
 Inquiries about present and former employees, such as requests for recommendations orreferences, must be directed to the school leader without further comment.

School Equipment PolicyAll The SCHOOL employees are expected to show professionalism in the use of the School’sequipment, telephones, grounds and buildings. These guidelines should be followed, both out ofcourtesy and as good business practice:
 The school’s equipment should be handled carefully and responsibly. When equipment breaksdown, it should be reported to the user’s Supervisor or Manager.
 The grounds of the school should be appreciated, not abused.  The speed limits on site should beobserved, and vehicles should be parked only in marked parking areas.
 The school buildings are maintained for the safety and security of the SCHOOL employees andthe students it supports.
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Complaints / GrievanceAll employees are encouraged to bring problems, complaints or grievances to the attention of theirSupervisor. It is the policy of The SCHOOL that any employee problem, complaint or grievance willbe handled in accordance with the step-by-step procedure listed below.  The employee will receivea prompt response and a full explanation of the reason for the response.  If the employee’s positionis upheld, prompt action will be taken to rectify the situation including, if necessary, the revision ofschool policy or practices.The Complaint / Grievance Policy has been established to ensure that the policies of The SCHOOLare applied to all employees in a fair, reasonable and non-discriminatory way.  In the course ofemployment with the school, a situation may develop which causes an employee to feel as thoughhe or she has been treated unfairly and which may be the basis of a grievance. Following theprocedure stated below is the proper way of resolving complaints or grievances.  The SCHOOLGrievance Procedure is not designed to provide a way of challenging the content or the advisabilityof a given policy, but rather the way that policy has been applied to an employee.
Non-retaliationUnder the provisions of this procedure, every The SCHOOL employee has the right to present his orher complaints free from the fear of interference, restraint, coercion, discrimination, retaliation orreprisal.  Any violations of this policy will be subject to disciplinary action and must be reported tothe school leader.
EligibilityAny full time or regular part time employee can use this procedure.
An Employee’s Rights as an EmployeeIf an employee presents a grievance, his or her employment with the SCHOOL is not jeopardized inany way.  Settling all grievances in a prompt and equitable way is in the best interest of both TheSCHOOL and the employee.  To ensure employees the opportunity to present their complaints to ahigher authority without fear of reprisal or retribution, an employee should follow the grievanceprocedure as it is outlined.
Grievance Procedure

 A problem, complaint, or grievance should be made in writing and submitted to theemployee’s Supervisor.  It must be presented within ten workdays of the original causeof the concern or the date that the employee first learns of a decision which is the causeof a grievance.
 If the employee does not find the response of the Supervisor satisfactory, he or sheshould take the complaint to the next level after notifying his or her Supervisor of his orher intention to do so.
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 After meeting with the employee, the next level of supervision will then meet with theemployee’s Supervisor to get a clear understanding of the problem and determiningmanagement’s position.
 After this, the next level of supervision (after direct supervisor) will again meet with theemployee in an effort to resolve the problem.
 If an agreement cannot be reached at this level, the next level of supervision presentsthe employee and the Supervisor’s positions to the school leader and / or Board ofDirectors for review and resolution.
 The decision of the school leader and / or Board of Directors is final and will bepresented to the employee in a private discussion.NOTE: The grievance system merely supplements the normal employee/supervisor

relationship.  An effort should be made to resolve grievances before this procedure is
implemented.

Reference ChecksAll inquiries regarding a current or former school employee must be referred to the school leader.Should an employee receive a written request for a reference, he or she should refer the request tothe school leader for handling. No school employee may issue a reference letter on behalf of theschool to any current or former employee.Under no circumstances should any school employee release any information about any current orformer school employee over the telephone. All telephone inquiries regarding any current orformer employee of the school must be referred to the school leader.In response to an outside request for information regarding a current or former school employee,the school leader will furnish or verify only an employee's name, dates of employment, job title andthe essential functions of the position.

Military LeaveAn employee who is a member of the United States Army, Navy, Air Force, Marines, Coast Guard,National Guard, Reserves or Public Health Service will be granted an unpaid leave of absence formilitary service, training or related obligations, in accordance with applicable law. At the conclusionof the leave and with the satisfaction of certain conditions, the employee generally has a right toreturn to the same position he or she held prior to the leave or to a position with like seniority,status and pay that the employee is qualified to perform.During a military leave of less than 31 days, an employee is entitled to continued group health plancoverage under the same conditions as if the employee had continued to work. For military leaves
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of more than 30 days, the employee may elect to continue his or her health coverage for up to 24months of uniformed service, but may be required to pay all or part of the premium for thecontinuation coverage. (NOTE: Employees and/or dependents who elect to continue their coveragemay not be required to pay more than 102% of the full premium for the coverage elected. Thepremium is to be calculated in the same manner as that required by COBRA.)Upon receipt of orders for active or reserve duty, an employee should notify his or hersupervisor, as well as Human Resources, as soon as possible. The employee should also submit acopy of the military orders to his or her supervisor and the Human Resources Department(unless he or she is unable to do so because of military necessity or it is otherwise impossible orunreasonable).Employees will also be granted time off for military training (normally 14 days plus travel time)and other related obligations, such as an examination to determine fitness to perform service.Employees should advise their supervisor and/or department head of their training scheduleand/or other related obligations as far in advance as possible.Upon return from military service, the employee must provide notice of or submit anapplication for reemployment in accordance with the following schedule:1) An employee who served for less than 31 days or who reported for a fitness examination,must provide notice of reemployment at the beginning of the first full regular scheduled workperiod that starts at least eight hours after the employee has returned from the location ofservice.
2) An employee who served for more than 30 days, but less than 181 days, must submit anapplication for reemployment no later than 14 days after completing his or her period of service,or, if this deadline is impossible or unreasonable through no fault of the employee, then on the nextcalendar day when submission becomes possible.
3) An employee who served for more than 180 days must submit an application forreemployment no later than 90 days after the completion of the uniformed service.
4) An employee who has been hospitalized or is recovering from an injury or illness incurred oraggravated while serving must report to the Human Resources Department if the service was lessthan 31 days, or submit an application for reemployment if the service was greater than 30 daysor at the end of the necessary recovery period, which may not exceed two years.An employee whose military service was for more than 30 days must provide documentationwithin two weeks of his or her return (unless such documentation does not yet exist or is notreadily available) showing the following: (i) the application for reemployment is timely (i.e.,submitted within the required time period); (ii) the period of service has not exceeded fiveyears; and (iii) the employee received an honorable or general discharge.
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Accidents and EmergenciesMaintaining a safe work environment requires the continuous cooperation of all employees.The School strongly encourages employees to communicate with fellow employees and theirsupervisor regarding safety issues.All employees will be provided care, first-aid and emergency service, as required, for injuriesor illnesses while on school premises, Employees should contact their supervisor, the nearestsupervisor, and/or 911 in the event of an accident or emergency.If an employee is injured on the job, The SCHOOL provides coverage and protection inaccordance with the Worker's Compensation Law. When an injury is sustained while at workit must be reported immediately to the employee's supervisor, who in turn will notify theschool leader or Human Resources representative of the incident.Failure to report accidents is a serious matter as it may preclude an employee's coverageunder Worker's Compensation Insurance.The SCHOOL provides a safe workplace for all employees. To ensure a safe workplace and toreduce the risk of violence, all employees should review and understand all provisions of thisworkplace violence policy.
Prohibited ConductWe do not tolerate any type of workplace violence committed by or against employees.Employees are prohibited from making threats or engaging in violent activities.This list of behaviors, while not inclusive, provides examples of conduct that is prohibited:
 Causing physical injury to another person
 Making threatening remarks
 Aggressive or hostile behavior that creates a reasonable fear of injury to anotherperson or subjects another individual to emotional distress
 Intentionally damaging employer property or property of another employeePossession of a weapon while on The SCHOOL’s property or while on school relatedbusiness
 Committing acts motivated by, or related to, sexual harassment or domestic violence

Reporting ProceduresAny potentially dangerous situations must be reported immediately to a supervisor or thehuman resource representative. Reports can be made anonymously and all reported incidentswill be investigated. Reports or incidents warranting confidentiality will be handled
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appropriately and information will be disclosed to others only on a need-to-know basis. Allparties involved in a situation will be counseled and the results of investigations will bediscussed with those parties. An administrator will actively intervene at any indication of apossibly hostile or violent situation.
Risk Reduction MeasuresHiring: The SCHOOL takes reasonable measures to conduct background investigations toreview candidates’ backgrounds and reduce the risk of hiring individuals with a history ofviolent behavior.Safety: The SCHOOL conducts annual inspections of the premises to evaluate and determineany vulnerability to workplace violence or hazards. Any necessary corrective action will betaken to reduce all risks.Individual Situations: While we do not expect employees to be skilled at identifyingpotentially dangerous persons, employees are expected to exercise good judgment and toinform the school leader if any employee exhibits behavior that could be a sign of a potentiallydangerous situation. Such behavior includes:
 Discussing weapons or bringing them to the workplace;
 Displaying overt signs of extreme stress, resentment, hostility, or anger;
 Making threatening remarks;
 Sudden or significant deterioration of performance;
 Displaying irrational or inappropriate behavior

Dangerous/Emergency SituationsEmployees who confront or encounter an armed or dangerous person should not attempt tochallenge or disarm the individual. Employees should remain calm, make constant eye contactand talk to the individual. If a supervisor can be safely notified of the need for assistancewithout endangering the safety of the employee or others, such notice should be given.Otherwise, cooperate and follow the instructions given.
EnforcementThreats, threatening conduct, or any other acts of aggression or violence in the workplace willnot be tolerated. Any employee determined to have committed such acts will be subject todisciplinary action, up to and including termination. Non-employees engaged in violent actson the employer's premises will be reported to the proper authorities and fully prosecuted.
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Health and AllergiesThe school nurse will provide teachers with updated student allergy lists through the year.  It isimportant that employees are aware of students with allergies or other specific health concerns.Visits to the nurse’s office should be limited to serious issues such as asthma, fever, pink eye,cuts/abrasions, or timed medications.
DismissalsEvery school employee has the status of "employee-at-will", meaning that no one has acontractual right, express or implied, to remain in the school's employ. The SCHOOL mayterminate an employee's employment, or an employee may terminate his or her employment,without cause, and with or without notice, at any time for any reason. No supervisor or otherrepresentative of the school has the authority to enter into any agreement for employment forany specified period of time, or to make any agreement contrary to the above.
Immediate Dismissals/MisconductAny employee whose conduct, actions or performance violates or conflicts with the school'spolicies may be terminated immediately and without warning.The following are some examples of grounds for immediate dismissal of an employee:
 Breach of trust or dishonesty
 Conviction of a felony
 Willful violation of an established policy or rule
 Falsification of The SCHOOL records
 Gross negligence
 Insubordination
 Violation of the Anti-Harassment and/or Equal Employment Opportunity Policies
 Undue and unauthorized absence from duty during regularly scheduled work hours
 Deliberate non-performance of work
 Larceny or unauthorized possession of, or the use of, property belonging to any co-worker, visitor, or customer of the school
 Possession of dangerous weapons on the premises
 Unauthorized possession, use or copying of any records that are the property of TheSCHOOL
 Unauthorized posting or removal of notices from bulletin boards
 Excessive absenteeism or lateness
 Marring, defacing or other willful destruction of any supplies, equipment or propertyof the school
 Fighting or serious breach of acceptable behavior
 Violation of the Alcohol or Drug Policy
 Theft
 Violation of The SCHOOL’s policies

C-2-25



24

 Gambling, conducting games of chance or possession of such devices on thepremises or during work hours
 Leaving the work premises without authorization during work hours
 Sleeping on dutyThis list is intended to be representative of the types of activities that may result indisciplinary action, It is not exhaustive, and is not intended to be comprehensive and does notchange the employment-at-will relationship between the employee and the school.In the event of dismissal for misconduct, all benefits end at the end of the month.  COBRA maynot be available to anyone dismissed from the school for gross misconduct.

Discipline other than Immediate TerminationAll employees are expected to meet the standards of work performance. Work performanceencompasses many factors, including attendance, punctuality, personal conduct, jobproficiency and general compliance with The SCHOOL’s policies and procedures.If an employee does not meet these standards, the school leader may, under appropriatecircumstances, take corrective action other than immediate dismissal.The intent of corrective action is to formally document problems while providing theemployee with a reasonable time within which to improve performance. The process isdesigned to encourage development by providing employees with guidance in areas that needimprovement such as poor work performance, attendance problems, personal conduct,general compliance with the school's policies and procedures and/or other disciplinaryproblems.
Written WarningsThe supervisor should discuss the problem and present a written warning to the employee inthe presence of a Human Resources representative. This should clearly identify the problemand outline a course of corrective action within a specific time frame. The employee shouldclearly understand both the corrective action and the consequence (i.e., termination) if theproblem is not corrected or reoccurs. The employee should acknowledge receipt of thewarning and include any additional comments of his or her own before signing it. A record ofthe discussion and the employee's comments should be placed in the employee file in theHuman Resources Department.Employees who have had formal written warnings are not eligible for salary increases, bonusawards, promotions or transfers during the warning period.
Post Resignation/Termination ProceduresReturn all School property:
 Picture Identification Card
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 Office keys
 The SCHOOL teaching manuals
 Any additional school-owned or issued propertyIn order to receive a disbursement of any amounts due from the Retirement Plan, theemployee is required to complete and sign a distribution form and submit it to the HumanResources Department. Specific information will be provided at the exit interview.Employees may choose the continuation or waiver of comprehensive medical coverage anddental coverage under COBRA. Specific information will be provided at the exit interview.

BenefitsBenefits (Life, Medical and Dental) end on the last day of the month in which the last day ofemployment falls. An employee, unless dismissed for gross misconduct, has the option toconvert to individual life insurance, and/or to continue Medical/Dental Benefits in accorda ncewith the Consolidated Omnibus Budget Reconciliation Act ("COBRA") regulations.
Final PaycheckEmployees leaving The SCHOOL will receive their final pay at the next regular payday fallingmore than one week from their final day of employment. If there are unpaid obligations to theschool, the final paycheck will reflect the appropriate deductions.
Electronic Communication PolicyAll employees must adhere to the following Internet and E-mail Policy Guidelines.
Acceptable Uses of the Internet & School E-mailThe school provided Internet and e-mail access is intended to be for business reasons only.The SCHOOL encourages the use of the Internet and e-mail to make communications moreefficient and effective. However, Internet services and e-mail are school property, and thepurpose is to facilitate school business. Every employee has a responsibility to maintain andenhance the school’s public image and to use school e-mail and access to the Internet in aproductive manner. To ensure that all employees are responsible, the following guidelineshave been established for using e-mail and the Internet. Any improper use of the Internet ande-mail is not acceptable and will not be permitted.
Unacceptable uses of the Internet and e-mailThe school e-mail and Internet access may not be used for transmitting, retrieving,downloading, or storage of any communications of a discriminatory or harassing nature ormaterials that are obscene, X-rated, or pornographic. Harassment of any kind is prohibited. Nomessages with derogatory or inflammatory remarks about an individual’s race, age, disability,
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religion, national origin, physical attributes or sexual preference shall be transmitted. Noabusive, profane or offensive language is to be transmitted through the school’s e-mail orInternet system. Electronic media may also not be used for any purpose, which is illegal, oragainst school policy or contrary to the school’s best interest. Solicitation of non-schoolbusiness or any use of the school e-mail or Internet for personal gain is prohibited.
CommunicationsEach employee is responsible for the content of all text, audio or images that he or she placesover the school’s e-mail/Internet system. No e-mail or other electronic communications maybe sent which hides the identity of the sender or represents the sender as someone else orsomeone from another school. All messages communicated on the school’s e-mail/Internetsystem should contain the employee’s name.Any messages or information sent by an employee to another individual outside the school viaan electronic network (e.g., bulletin boards, online service or Internet) are statements thatreflect on the school. While some users include personal “disclaimers” in electronic messages,there is still a connection to the school, and the statements may be tied to the school.All communications sent by employees via the school’s e-mail/Internet system must complywith this and other school policies and may not disclose any confidential or proprietaryschool information.
SoftwareTo prevent computer viruses from being transmitted through the school’s e-mail/Internetsystem, there will be no unauthorized downloading of any unauthorized software. Allsoftware downloaded must be registered to the school.
Copyright IssuesEmployees on the school’s e-mail/Internet system may not transmit copyrighted materialsbelonging to entities other than this school. All employees obtaining access to othercompanies’ or individuals’ materials must respect all copyrights and may not copy, retrieve,modify or forward copyrighted materials, except with permission, or as a single copy forreference only. Failure to observe copyright or license agreements may result in legal actionagainst the school and individual employee, as well as, disciplinary action up to and includingseparation.
SecurityThe SCHOOL routinely monitors usage patterns for its e-mail/Internet communications. Thereasons for this monitoring are many, including cost analysis/allocation and the managementof the school’s gateway to the Internet. All messages created, sent, or retrieved over theschool’s e-mail/Internet are the property of the school and should be considered public
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information. The school reserves the right to access and monitor all messages and files on theschool’s e-mail/Internet system. Employees should not assume electronic communications aretotally private and should transmit highly confidential data in other ways.
ViolationsAny employee who abuses the privilege of school facilitated access to e-mail or the Internetwill be subject to corrective action up to and including separation. If necessary, the school alsoreserves the right to advise appropriate legal officials of any illegal violations.
Return to Work PolicyTo protect the employee following an injury or illness, The SCHOOL has implemented a Return-to-work program.   This commitment to employees includes aggressive injury management of allinjuries or illnesses and modified work assignments where needed. The SCHOOL is committed tomaking every effort to keep the injured employee working within his or her trade andimplementing work modifications suggested by the treating physician.  If this is not possible, theschool will find meaningful work within his or her work modification in another area of the school.Modified work assignments are considered temporary and not retraining in a new occupation ortrade.
The school asks that employees complete the The SCHOOL Authorization to Release MedicalInformation Form and provide written work guidelines or necessary restrictions from the medicalprovider. The school will review these guidelines or restrictions with the employee and supervisor,ensuring mutual understanding and agreement of them.  No changes will be made to the workmodifications and assignment unless made by the physician.  The employee will return to theworkplace as soon as a partial work release is granted.
The return-to-work program is a benefit to the employee.  It helps him or her to remain aproductive wage earner throughout the healing process.  The employee’s physician is invited toview the work environment, ensuring the workplace and modifications enable resolution of theinjury in a productive setting.
The following will be adhered to, in accordance with The SCHOOL return to work
procedures,1. Any injury resulting in lost work time requires The SCHOOL’s designated Occupational HealthCenter authorization to return to work.2. Any illness extending more than five consecutive working days or a calendar week requires TheSCHOOL’s designated Occupational Health Center authorization to return to work.3. The school may require medical authorization for illnesses of shorter duration, and reserves theright to require appropriate documentation of injuries or illnesses.
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4. In the event the lost work time is a result of an employee participating in an EmployeeAssistance Program, the employee will provide documentation from the program providerupon completion of his or her treatment program.  This documentation will state that thetreatment plan has been successfully completed and the employee can return to work withoutrestrictions.  The employee will provide this written documentation to The SCHOOL’sdesignated Occupational Health Center to receive authorization to return to work.5. It is the employee’s responsibility to arrange an appointment with the The SCHOOL’sdesignated Occupational Health Center and obtain medical approval prior to returning to work.6. All medical records are confidential and can be accessed by The SCHOOL’s designatedOccupational Health Center Staff.

Smoking in the WorkplaceThe SCHOOL’s policy is to comply with all federal, state and local regulations regarding smoking inthe workplace and to provide a work environment that promotes productivity and the well-being ofits employees and students.The school recognizes that smoking in the workplace can adversely affect employees.  Accordingly,smoking is prohibited in the office, buildings and on school grounds.This smoking policy applies to all employees, suppliers and visitors while on the school’s premises.
Alcoholic Beverages or DrugsThe SCHOOL will not tolerate any substance abuse, which imperils the health and well-being of itsemployees or threatens its business or the students it supports.  All individuals are subject to thispolicy while they are in facilities or on property owned, controlled or operated by the school(“School premises”). The SCHOOL is committed to maintaining a safe workplace, free from theinfluence of drugs and alcohol.The use of illegal drugs and the abuse of alcohol and other controlled substances are inconsistentwith the law-abiding behavior expected of all employees.  As a contingency for employment, allemployees are required to complete a drug screen and participate in for-cause drug testing program.Using its designated health facility, the school will absorb the cost incurred by the testingIt is the policy of The SCHOOL, to strictly prohibit the manufacture, distribution, dispensing,possession, use and/or sale of a controlled substance, including any of the following items by anyindividuals while on school premises, in School vehicles or while performing school business:
 Illegal or unauthorized drugs (including excessive quantities of prescription or over-the-counter drugs) and any other chemical substances that may affect an individual's mood, senses,responses, motor functions or alter or affect a person's perception, performance, judgment,reactions or senses.
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 Prescription or over-the-counter drugs that may adversely influence performance or behaviorwhen taken in prescribed quantities.
 Drug-related paraphernalia.Unless specifically authorized by the school, the carrying, use or possession of the following items isalso prohibited while on school premises, in School vehicles or while performing school business:
 Firearms, explosives, fireworks or ammunition.
 Alcohol or intoxicating beverages, with the exception of school-sponsored parties approved bythe Board of Directors or at the discretion of the school leader. School employees are expectedto use reasonable judgment and minimize their consumption of alcoholic beverages.It is also the policy of The SCHOOL to strictly prohibit employees and others working on schoolpremises from reporting to work or working under the influence of detectable levels ofunauthorized or illegal drugs and/or alcoholic beverages.
Definitions
Area testing is the testing of all covered persons present at a location or in a geographic area.
Covered persons are all persons who are in facilities or on property owned, controlled or operatedby the School.
School doctor is any licensed physician designated by the School to act on its behalf. the schooldoctor will review any positive laboratory results generated by the school's drug testing plan andassist the school in interpreting the results on the drug test.
Covered premises includes all property, offices, facilities, land, buildings, structures, fixtures,installations, automobiles, trucks and all other vehicles and equipment, whether owned, leased,rented or used by the school, including its affiliates and subsidiaries.
School premises shall also refer to any other work locations, or mode of transportation to andfrom those locations, while engaged in the course and scope of employment with The SCHOOL,and/or its subsidiaries.
Drug-related paraphernalia is any material or equipment used or designed for use in testing,packaging, storing, injecting, ingesting, inhaling or otherwise introducing into the human body anyillegal or unauthorized drugs covered by this policy.
Drugs, for the purposes of this policy, include alcohol, legal and illegal controlled substances,narcotics, hallucinogens, depressants, stimulants, inhalants and other substances capable ofcreating or maintaining effects on one's physical, emotional or mental state, such as marijuana,cocaine, opiates, phencyclidine and amphetamines. Any such drugs may be included in the testingprogram.
Illegal drugs are drugs for which the use, sale or possession is prohibited by law.
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Testing ProgramTo meet the objectives of this policy, The SCHOOL will maintain a drug-testing program thatincludes the following.
 Notification.The testing program was implemented and has been in effect since XX/XX/XXXX
For-cause TestingWhen a Supervisor observes behavior or performance problems that could adversely affect anindividual's personal safety or the personal safety of others, the Supervisor, with the concurrence ofanother Supervisor, will notify the school leader to determine whether a drug test for cause shouldbe conducted.If a drug test for cause becomes necessary for an employee, the employee will be immediatelysuspended with pay until a full evaluation has taken place and an appropriate course of action isdetermined. No prior notice is required to test for cause.
Post-accident TestingThe SCHOOL may require a post-accident drug test of all covered persons near the scene followingan on-the-job accident or incident. Covered persons may be suspended with pay until a fullevaluation has taken place and an appropriate course of action is determined.
Area TestingThe School may also conduct an area test. An area test may be used where there is an indicationthat drugs may be in use or there is a potential for damage caused by drug use.
Confirmation Test
 A confirmation test will be conducted on every positive test result before the testinglaboratory notifies the school. A confirmation test is a test conducted with greatersensitivity for the identification and level of any drug (except alcohol) present in theoriginal sample provided.
 Testing for alcohol generally will be through a calibrated breath scan instrument by aperson trained in the calibration and operation of the instrument. If the instrument detectsa blood alcohol level greater than .02, the employee will be tested again 15 minutes later. Ifthe second test also detects a blood alcohol level greater than .02, the employee will beconsidered impaired.
 The effects of the various blood alcohol levels are:
o An alcohol test of .02 but less than .08 will result in removal from the work site for 24hours and a minimum of a one-day suspension without pay.
o An alcohol test at .08 or above will be considered a drug test failure with discipline to bedetermined on a case-by-case basis.Nothing in this policy limits the school's rights to determine what disciplinary action, includingtermination, is appropriate in the event any level of alcohol is found.
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Testing LaboratoryAll drug tests will be analyzed by a laboratory certified by the National Institute on Drug Abuseunder the U.S. Department of Health and Human Services.
Testing Procedures
 If an employee's drug test result is confirmed to be positive (in excess of the levelsestablished by applicable federal or state regulations or school standards), the testinglaboratory will notify the school of the test result.
 The school doctor or other school representative may contact the employee to determinewhether there is a legitimate explanation for the confirmed positive test result.
 Only those persons with a “need to know” will be provided information regarding a drugtest and/or its results, consequences and status.Nothing in these procedures or this policy in any way limits the school's right to take disciplinaryaction, including termination, as a result of a confirmed positive drug test of an employee.

Refusal to TestAny individual refusing to be tested will be deemed to have failed the drug test and will be removedfrom School premises. Employees will be subject to disciplinary action, up to and includingtermination of employment.
Search of School PremisesThe school reserves the right to conduct searches of all covered premises at any time andemployees are required to cooperate with such search.
Mandated Drug TestingFederal law and regulations require specific drug testing for certain categories of employees. Theschool will comply with all such federally mandated testing, including conducting:
 For cause
 Post-accident testing

General PracticesSchool and management responsibility: Every person in a leadership role is required to provide asafe and effective working environment and to support the well-being of each employee throughawareness, education and appropriate training of drug and alcohol issues.
Disciplinary Action: Except as otherwise provided, upon a violation of any provision of this policy,an employee will be subject to disciplinary action at the sole discretion of the school, up to andincluding discharge, depending upon the circumstances. The SCHOOL also has the sole discretion torequire, as a condition of continued employment, and/or in lieu of other discipline, the employee'sparticipation in a treatment and counseling program for drug or alcohol abuse and random testing.
Employees charged with or convicted of an unlawful drug activity: Any employee who isconvicted of an activity involving an illegal drug either on or off school premises is in violation of
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this policy. Any employee who is convicted under a criminal drug statute must notify the schoolleader of The SCHOOL, in writing of such conviction no later than five calendar days after theconviction. In deciding what disciplinary action to take, the School may take into consideration:
 The nature of the offense charged
 The safety requirements of the employee's present job assignment
 The employee's record with the School
 The employee's statement of facts
 The disposition of the charge
 The impact of the offense on the school and other relevant factorsThe school may take disciplinary action before and/or after final disposition of the charges.

Treatment and Counseling: Early recognition and treatment of drug abuse is important forsuccessful rehabilitation, for the economic return to the school and for reduced personal, family andsocial disruption. The SCHOOL encourages the earliest possible diagnosis and treatment for drug andalcohol abuse.  The school supports sound treatment efforts.  Whenever feasible, The SCHOOL willassist and reasonably accommodate employees in overcoming a drug or alcohol abuse problem.However, the decision to seek diagnosis and accept treatment for drug abuse is primarily theemployee’s responsibility.Employees with personal drug or alcohol abuse problems should request assistance from TheSCHOOL’s medical provider.  The school will provide assistance on a confidential basis and willencourage the employee receive the appropriate treatment and counseling services. Voluntaryrequests for assistance from the school will not prevent The SCHOOL, at its sole discretion, fromimposing disciplinary action for a violation of any provision of this policy.
Leaving the work site: The school will arrange transportation for any employee who feels that theymay be impaired from the use of drugs or alcohol.
Medication: Any employee taking medication should consult a medical professional to determinewhether the drug may affect his or her personal safety or ability to perform the essential functionsof the job and should advise his or her Supervisor of any job limitations. Upon notification of joblimitations, The SCHOOL will make reasonable efforts to accommodate the limitation. The employeemay be subject to provisions of the Unpaid Leave of Absence policy.
On-the-job drug use, sale, possession or distribution: Any employee found to use, sell, possessor distribute any illegal or unauthorized drugs (including excessive quantities of prescription orover-the-counter drugs) while on the school premises, performing school-related duties, or whileoperating any school equipment, is subject to disciplinary action, up to and including termination ofemployment. Any suspected illegal drug confiscated will be turned over to the appropriate lawenforcement agency.The moderate use of alcohol at school approved meetings, with business meals, travel,entertainment, or in an appropriate social setting, is not prohibited by this policy.
Limitation
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To the extent any federal, state or local law, rule or regulation limits or prohibits the application ofany provision of this policy, then to the minimum extent necessary and only for that geographicalarea, this policy is deemed to be amended to be in compliance.

AcknowledgementsEmployees at the SCHOOL must sign and return the Alcoholic Beverages and DrugsAcknowledgment and the Handbook Acknowledgement located in Appendix.
APPENDIX

Staff Directory

School Calendar

School Schedule
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Alcoholic Beverages and Drugs Acknowledgement

 I acknowledge that I have received a copy of The SCHOOL’s Alcoholic Beverages and DrugsPolicy dated: ___________.
 I have read and understand the content of this policy as a condition of my employment withThe SCHOOL and I agree to act in accordance with the Alcoholic Beverages and Drugs Policyas a condition of my employment.
 I understand that if I have questions or concerns at any time about the handbook or theStandards of Conduct, I will consult my immediate supervisor, the school leader, a HumanResources representative, or the School Board for clarification.

_____________________________________________________________ ______________Print Name and Signature Date
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Handbook Acknowledgement

 I acknowledge that I have received a copy of The SCHOOL’s Employee Handbook dated:___________. I understand that this handbook replaces any and all prior verbal and writtencommunications regarding The SCHOOL’s working conditions, policies, procedures andappeal processes.
 I have read and understand the contents of this handbook and will act in accordancewith these policies and procedures as a condition of my employment with The SCHOOL.
 I have read and understand the Standards of Conduct expected of my employment by TheSCHOOL and I agree to act in accordance with the Standards of Conduct as a condition ofmy employment.
 I understand that if I have questions or concerns at any time about informationcontained in the handbook or the Standards of Conduct, I will consult my immediatesupervisor, the school leader, a Human Resources representative, or the School Boardfor clarification.
 I also acknowledge that the handbook contains an employment-at-will provision thatstates:

 Either The SCHOOL or I can terminate my employment relationship at any time,with or without notice;
 This this employment-at-will relationship is in effect regardless of any otherwritten statements or policies contained in this handbook, in any other TheSCHOOL documents, or in any verbal statements to the contrary; and
 That no one can enter into any differing employment relationship, contract, oragreement.

 I acknowledge that I have read The SCHOOL’s Employee Handbook and the employeeStandards of Conduct carefully to understand these conditions of employment beforesigning this document.
_____________________________________________________________ __________________Print Name and Signature Date
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Capital City Upper School - Student Achievement Work Plan, 2011-2012:    
Student Achievement Goal:  Students will consistently utilize assessment for learning practices in service of authentic, high quality work. 
 
This means: 

 Assessment for learning strategies will be strategically incorporated into lesson design.    (Note:  PD will be differentiated to support 
professional growth- see goal 2).   

 

Links to EL Core Practices:   
CP 7:  Producing High-Quality Student Work 
CP 8:  Planning Effective Lessons 
CP 9:  Delivering Effective Lessons 
CP 24:  Using Student-Engaged Assessment to Create a Culture of Engagement and Achievement 
CP 25:  Using Assessment for Learning Strategies on a Daily Basis. 
 

Faculty Learning Targets Structures and 
Leadership Actions 

EL Support and Services Data 
Points/Evidence for  
Monitoring Progress 

I can design an expedition that enables students to 
produce authentic, high quality work.   

 I can use EL Commons to find models to support my 
expedition planning. 

 I can reframe and/or create expeditions to emphasize “big 
ideas” that lend themselves to authentic products. 

 I can create a model of my anticipated expedition product 
in order to develop intentional AFL benchmarks. 

 I can identify several strategies to promote critique, 
revision, and reflection.     

 I can reflect on my instruction and expedition product 
successes in order to determine personal next steps.   

I can strategically design lessons with embedded AFL 
strategies to support students in achieving high quality 
work. 

 ALL STAFF:  I can compare and contrast different lesson 
structures (workshop, inquiry, and protocol).   

 ALL STAFF:  I can design effective workshops (with 
embedded AFL strategies) and employ them as the 
foundation to my instruction.   

 Differentiated support- TBD  
  

 Provide PD time on 
designated days 

 Join learning walks 

 Support model 
expedition product 
creation (September 
16)  

 Provide ongoing 
support through 
academic consult 
meetings 

Stephanie will: 

 Provide training on and access to EL 
Commons (August 18) 

 Support emphasis on expedition big 
ideas (August 18—output- school-
wide expedition grid)   

 Provide orientation to the AFL 
strategies (August 19) 

 Incorporate staff feedback on the 
work plan (September 21) 

 Facilitate PD on lesson design 
common language- All staff 
(October 5) 

 Co-Facilitate a workshop on AFL 6 
(focused critique and revision) with 
Ron Berger (PD- October 19) 

 Facilitate AFL/critique PD follow-
up sessions based on team-identified 
interests (October 20) 

 Facilitate differentiated sessions 
(November 16, December 7, 
February 8, March 7)   

Evidence of Student 
Growth 
 
Expedition Products 
A-Net Data 
DCAS 
 
 

Evidence of Teacher 
Growth 
 
Peer Observations 
Learning Walks 
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Capital City Upper School – Culture and Conditions Work Plan, 2011-2012:    
Goal:  Capital City will establish and refine new school-wide structures including monthly departmental meetings, regular peer observations, 
and differentiated PD practices in order to maximize consistency and alignment between classrooms and support teachers’ individual growth.   

Links to EL Core Practices:   
CP 34:  Cultivating an Expeditionary Learning Culture School-Wide 
CP 35:  Leading Professional Learning 
 

Faculty Learning Targets Structures and Leadership 
Actions 

EL Support and Services Data Points/Evidence for  
Monitoring Progress 

I can develop and implement a work plan as part 
of a departmental team in order to support 
vertical alignment across the school.  

 I can determine a focus area and theory of action 
for my department’s work.   

 I can develop a work plan that translates our 
theory of action into concrete steps. 

 I can work with my department to implement 
our work plan.   

 I can reflect on the efficacy of departmental time 
and provide suggestions for the following school 
year.    

I can provide constructive feedback and reflect 
on my own practice through formal and informal 
peer observations.  

 I can explain the structure and function of peer 
observations.   

 I can provide descriptive, non-judgmental 
feedback.    

 I can adjust my practice based on feedback and 
my observations of other classrooms. 

I can actively support differentiated PD cycles.   

 I can select an AFL/lesson design PD cycle that 
meets my individual PD needs.   

 I can share my expertise by sharing exemplars 
from my classroom and/or leading PD. 

 Provide PD time for 
departmental meetings 

 Support peer observations by 
compensating teacher time 
with reciprocal Wednesday 
work time 

 Assist in the development of 
the peer observation 
schedule 

 Participate in 4 learning walks 
and at least one peer 
observation cycle 

Stephanie will: 

 Provide examples from other EL 
schools of school structures- 
department meetings, peer 
observations, differentiated PD 
cycles) 

 Lead 4 peer observation cycles and 
provide written feedback (October 
11/13, December 7/8, February 
21/23, May TBD).     

 Lead 4 learning walks and provide all 
staff with trends observed 

 Determine parameters for 
department work and schedule 
check-in meetings with departments 
(September 21, February 22) 

 Facilitate differentiated PD sessions 
(see goal 1)   

 
 
 
 
 
 
 
 
 

Evidence of Student Growth 
 
TBD:  based on specific 
departmental work plans 
 

Evidence of Teacher Growth 
 
Peer Observation Cycles (4) 
Learning Walks (4) 
 

C-3-2



3 
 

Capital City Upper School - EL Professional Development Plan 
2011-2012 
Number of direct service days (as designated by MOU):  24 
August (independent of MOU) 
August 18: Introduction to EL Commons and Revised Core 
Practices/Expedition Planning Support  
August 19: Learning Target 101 (new staff)/Expedition Planning 
Support 

 
September 
September 21:  Learning Walk (henceforth LW) #1; PD:  Work Plan 
Feedback; Introduction to Department Meetings; Department 
Meeting #1 
 
October  
October 5:  Peer Observation Launch; Common Language around 
Lesson Design 
October 11:  Peer Observation Cycle #1A 
October 13: Peer Observation Cycle #1B 
October 19:  LW 2; Critique in Service of High Quality Student Work 
(with Ron Berger) 
October 20:  Differentiated Team Support (next steps from critique) 

 

November   
November 16:  Learning Walk #2; Lesson Design/AFL (differentiated 
sessions) 
November 17:  Differentiated Team Support 
 
December 
December 7:  Peer Observation Cycle #2A; PD:  Lesson Design/AFL 
(differentiated sessions) 
December 8:  Peer Observation Cycle #2B 

January 
January 23:  Spring Expedition Planning Day 
January 25:  Learning Walk #3; 
January 26:  Differentiated Team Support 
 
February  
February 8: Lesson Design/AFL (differentiated sessions) 
February 9:  Differentiated Team Support 
February 21:  Peer Observation Cycle #3A 
February 22: Learning Walk #4; Department Meetings 
February 23:  Peer Observation Cycle #3B 
 
March 
March 6:  Differentiated Team Support   
March 7: Lesson Design/AFL (differentiated sessions) 
 
May  
3 days:  Peer Observation #4A and #4B; Implementation Review 
 
June 
2 days:  staff retreat?   
 
July 
Summer days TBD 
August 
Summer days TBD 
 

EL Institutes: 
2 slots to National Conference 
2 3 day institute slots 
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Mapleton Charter School 

 
Professional Development Components 

 
 
Mapleton Charter School will utilize a multifaceted, cohesive approach to professional 
development with the following components:  

 Summer Training  

 Year-long Thematic Focus  

 Weekly Professional Development Block 

 Support for Individual Teachers/Staff Members 
 
Summer Training:  Each school year will begin with a two-week training workshop for all staff 
and faculty, with an additional third week for any new faculty.  There will be three primary 
topics each summer: a thematic focus for the year, time for instructional teams to prepare for 
the year, and for new faculty only, a philosophical orientation and introduction to the 
Expeditionary Learning model.  The thematic focus for the year will vary from year to year 
based on the school’s implementation of Expeditionary Learning and the EL Core Practices.  For 
the first two years, the thematic focus will be different elements of literacy. Year one will focus 
on reading instruction and year two will focus on writing instruction. After those initial years, 
the staff and faculty will select the next year’s focus at the end of each school year. The final 
week will allow time for all faculty and staff to work together with their instructional teams to 
spend time planning lessons and assessments, and setting up classrooms.  
Yearlong Thematic Focus:   Each year the school’s professional development committee will 
select a theme around which to focus much of the professional development at the school.  The 
value in selecting a theme each year is that it allows faculty and staff to work intensively and to 
collaborate across grades and content areas around one area of pedagogy.  It also allows 
teachers and school leaders to become experts in one small slice of teaching and learning, and 
over time allows the staff to develop a great breadth and depth of professional knowledge. 
Each year, the annual theme will be explored by:  

 Focusing on it for a week of the summer training. 

 Spending at least one Wednesday per month on the topic. 

 Requiring all staff and faculty to work with a cohort of colleagues to complete work of 
their choice within the theme.  

 Planning at least three workshops during the year, to be held on weekends or evenings, 
to which parents and other community members will be invited to learn about the 
theme.  

 
Staff, including both faculty and administration, will facilitate some of these sessions. In other 
cases, outside organizations, scholars, or educators may be invited to lead workshops.  Each 
year the Expeditionary Learning school designer will work with the school leader and 
professional development committee to create a professional development work plan around 
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the selected theme.  This document will outline the responsibilities of the school, the teachers, 
and the school designer.   
 
In addition to the whole-school sessions, cohorts of faculty members will be asked to seek out 
related material of particular interest to them. A group of teachers may decide to attend a 
series of workshops together, while others might form a book group and read a variety of 
relevant books over the course of the year; others could attend a conference, or take a course 
at a local university. This element is useful because it allows teachers to work in depth in an 
area of interest to them, brings them together with colleagues with the same interest, and 
gives the school community a broader understanding of the yearlong focus and theme.  
 
After the theme is determined by the faculty, a small professional development committee will 
form to plan the initial training and the other workshops and sessions throughout the year. In 
addition to planning the whole-group workshops, this committee will approve all the cohort 
projects. It will do initial research into available options for cohort groups, such as local 
workshops or classes, so groups can form quickly at the beginning of the school year. This 
committee will make sure the work that different groups complete is comparable in time 
commitment and relevance. It will also approve whatever spending is required for workshop 
fees out of the professional development budget. At least one classroom teacher, one 
administrator, and one specialist will be on this committee. 
 
Weekly Professional Development Block: Once a week students will be released early so that, 
all teachers will have a block of several hours of uninterrupted time to meet with their 
colleagues, plan, discuss assessment, talk with parents, and so on. This time will be used for a 
professional development meeting, a fieldtrip to another school, a presentation by teachers 
who attended a workshop and are reporting back, a speaker from a partner organization, a 
hands-on learning session lead by an administrator, or many other options. These events are 
not staff meetings and they must fit into the yearlong theme. They will be planned by the 
professional development committee, described above.    
 
Support for Individual Teachers/Staff Members: Some staff members may need support in a 
particular area that is not part of the yearlong focus. This faculty will work with the school 
leader to find the available learning opportunities and to determine if resources can be secured 
for the training.  
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Professional Development Strand:  Student--‐‐‐‐Engaged Assessment1 
 
Assessment in Daily Instruction 
This institute is designed to equip educators with daily-level assessment practices that help students 
take charge of their learning in order to meet their academic goals and achieve at high levels.  

Participants will learn how to help students own standards-based learning targets, assess their 
progress toward meeting goals, analyze their own performance, make plans for improvement, and 

persist with their work and learning until they have achieved success. Meanwhile, teachers learn to 
monitor students' achievement on a daily basis, ensure growth, and tailor instruction. 
 

Creating Quality Assessments and Plans 
This institute deepens participants’ knowledge and understanding of the EL assessment framework. 
Facilitators provide instruction, models, and coaching on creating curricular plans that contain both 
assessments for and of learning. Participants create clear learning targets; match assessment methods 
to targets, and create quality assessments of learning. They walk away with three products: a 
Standards-Target-Assessment planner for a piece of curriculum they choose, a performance 
assessment plan, and rubric to go with it. 
 
 

Standards--‐‐‐‐Based Grading and Reporting 
This institute engages teachers and administrators in examining the role that grades, reports, and 
portfolios play in communicating student progress to students, families, and non-school-based 
audiences. Participants learn how clear learning targets, linked to standards and assessments, can be 
used to align communication and reporting systems. They also analyze all aspects of the EL 
portfolio system to determine intent and audience. This Institute includes an EL teacher co-
facilitator who shares Expedition and Standards-Targets-Assessment plans and speaks to how 
standards-based grades are used to engage and motivate students as well as to report achievement. 

                                                           
1
 From the full Expeditionary Learning Professional Development Descriptions, available at 

http://elschools.org/events/el-professional-development-catalog-and-calendar-pdf-2012-14 
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Dr. Thomas Guskey’s Five Levels of Professional Development Inquiry 
 
 
Effective evaluation of professional development requires five levels of inquiry because a direct 
connection between the professional development training and improved student outcomes 
does not exist.  School leaders must consider participant’s reaction to the training, participant’s 
learning of the content, organizational support and learning, participant’s application of 
knowledge in the classroom, and, finally, improved student outcomes (Guskey, 1999).  The 
chart below outlines how data on each level will be assessed1. 
 
 

Level of Inquiry and Purpose Key Questions Suggested Data Sources 

Participant Reaction 
Gauge the participants’ 
reactions about information and 
basic human needs  

Was your time well spent?  
Was the presenter 
knowledgeable?  

Questionnaire, observation 

Participant Learning 
Examine participants’ level of 
attained learning  

Did participants learn what 
was intended? 

Test, simulation, personal 
reflection, full-scale 
demonstration, interviews 

Organizational Support and 
Learning 
Analyze organizational support 
for skills gained in staff 
development. 

Were problems addressed 
quickly and efficiently?  
Were sufficient resources 
made available, including time 
for reflection and planning? 

Minutes of district 
meetings, questionnaires, 
structured interviews or 
unobtrusive observations 

Participant Use of New 
Knowledge/Skills  
Determine whether participants 
are using what they learned and 
using it well  

Are participants implementing 
their skills and to what 
degree? 

Questionnaires, structured 
interviews, oral or written 
personal reflections, 
examination of journals or 
portfolios, or direct 
observation 

Student Learning Outcomes  
Analyze the correlating student 
learning objectives.  

Did students show 
improvement in academic, 
behavior or other areas?  

Classroom grades, tests, 
direct observation 

 
 

                                                           
1
 Content adapted form http://www.educationminnesota.org/en/professional-development/tall/5levels.aspx 
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