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WELCOME 

Welcome to the Hebrew Language Academy Charter School ("HLA" or the "School").  HLA congratulates each employee on his or her decision to join us.  HLA trusts that this decision will prove beneficial to each employee, HLA and the families and students that we serve.  As a team we will deliver quality instruction to our children in an engaging, safe and rigorous learning environment.

INTRODUCTION TO THE EMPLOYEE HANDBOOK 

HLA wants its employees to be informed about the many benefits and services provided to the employees of HLA. This Handbook contains guidelines only and supersedes any prior policies, statements or Handbooks. Employees will be required to sign and date a document of read receipt when provided this document. This Handbook should not be construed as, and does not constitute, a contract of employment, either expressed or implied, or for any specific duration. No representative of HLA, other than the Head of School, has the authority to enter into an agreement to the contrary.  In order to be valid, any such agreement must be made in writing and signed by the Head of School. 

HLA reserves the right to modify, rescind, delete, or supplement provisions of this Handbook, or add provisions to this Handbook without advance notice, as required.  Therefore, before relying on an item in this Handbook, employees should check with the Head of School or the Head of School’s designee as to whether the item is still current. In addition, administrative policies may be made by the Board of Trustees of this School.  Employees are expected to be bound by these policies. Every effort will be made to keep employees informed of all changes to law, regulation and policy.  The Head of School or the Head of School’s designee will attempt to provide employees with notification of any other changes as they occur.

Possession of this Handbook does not necessarily make employees eligible for the various benefits described.  Employees may need to satisfy certain eligibility requirements before obtaining coverage.  In some instances, state or federal laws may impose certain requirements, in addition to those stated as company policy.  In any situation where insurance or other benefit plans are concerned, the official plan documents and insurance contracts will always prevail over statements contained in this Handbook. Flexibility in personnel matters is significant to HLA’s ability to respond to the changing needs or our organization, employees, students, communities and the Law. We therefore reserve the right to change, delete, suspend or discontinue any part or parts of the policies in this Handbook at any time or without prior notice. Any such action will apply to existing employees as well as those hired after the change is made.

MISSION STATEMENT
The Board of Trustees believes strongly in the principles and practices identified in this statement.  Employees are encouraged to consider this statement in formulating their own teaching philosophies.  The objectives of this School may only be realized when the faculty, staff and volunteers share the mission as a common vision. 

 tc "B. VISION STATEMENT" \f C \l "2" HLA will be a nurturing yet rigorous dual language school committed to academic excellence as well as fostering a high degree of Hebrew language proficiency. At HLA, students will achieve a sophisticated knowledge of English Language Arts, mathematics, the sciences, and social studies. This rich and innovative curriculum will be enhanced by art, music, technology and physical education, all of which will incorporate Hebrew language instruction, using a partial immersion proficiency model. Students at HLA will develop a strong sense of social and civic responsibility through the integration of community service and service learning into their classroom studies. Our students will graduate with a solid foundation for further academic learning and continuous personal development as ethical citizens in an increasingly global community.

PARENTS AS PARTNERS: COMMUNITY OUTREACH tc "O. RELATIONSHIPS WITH OUR SCHOOL COMMUNITY" \f C \l "2" 
HLA exists because of the needs of the community to have an alternative approach and philosophy in the delivery of educating students. Impressions are constantly changed and formed by every contact parents have with HLA and its employees.  At HLA we recognize and encourage parents are partners in the education of their children. When parents send their children to HLA, they have great expectations and a very positive impression of the School and its mission.  It is up to each employee to fulfill these expectations and build a lasting impression.  The mission of HLA requires that all staff in HLA develop relationships of collegiality. All employees must consider the quality and professionalism in every aspect of what they do and say. Employees are role models at all times to the students, parents, community we serve and must conduct themselves accordingly. 

CHARTER SCHOOLS

This School is founded and authorized under the provisions of Article 56 of the Education Law, also known as the New York Charter Schools Act of 1998, which establishes charter schools as independent and autonomous public Schools. This School will be bound by all of the provisions contained in the New York State Charter School Act of 1998 and must comply with all applicable constitutional provisions, statutes and regulations. Charter schools are public schools funded with public money. Charter schools are exempt from many state and local laws governing public or private schools. 

Charter schools must comply with the student performance standards adopted by the NYS Board of Regents. As per the Regulation of the Commissioner, in addition to improving student learning and achievement, the purpose of the charter schools law includes:

1. Increasing learning opportunities for all students, particularly those at risk of academic failure

2. Encouraging the use of different and innovative learning methods

3. Creating new professional opportunities for educators

4. Providing parents and students with expanded educational opportunity choices within the public school system

5. Providing schools with a method to change from rule-based to performance based accountability systems
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EMPLOYMENT POLICIES 

AND PROCEDURES

1. EMPLOYMENT AT WILL tc "A. EMPLOYMENT AT WILL" \f C \l "2" 
As is stated throughout this Handbook, an employee’s relationship with HLA is an employment “at will”.  This employee Handbook does not constitute a contract for employment between HLA and its employees.  Employees of HLA are considered “at will”, and therefore either the employee or HLA may terminate the employment relationship under the policies set forth in this document.  In the absence of a specific policy the employment relationship may be terminated at any time without notice, cause or liability.  Employees shall not earn any additional benefits, rights, or privileges beyond the last day worked. This notice applies to all employees regardless of date of hire.  However, no person other than the Head of School or a designated member of the Board of Trustees has the authority to enter into any agreement for employment with an employee for any specified period of time and any such agreement must be in writing.  

2. EQUAL OPPORTUNITY EMPLOYER tc " C. EQUAL OPPORTUNITY EMPLOYER" \f C \l "2" 
HLA is firmly committed to equal employment opportunity.  HLA does not discriminate in employment opportunities or practices for all qualified persons on the basis of race, color, religion, creed, sex, gender, sexual orientation, ethnicity, national origin, ancestry, age, disability (including AIDS), marital status, military status, citizenship status, predisposing genetic characteristics, or any other characteristic protected by local, state, or federal law.  Employment decisions at HLA will be made in a non-discriminatory manner and are based on qualifications, abilities, and merit.  This policy governs all aspects of employment at this School including recruitment, hiring, assignments, training, promotion, upgrading, demotion, downgrading, transfer, lay-off and termination, compensation, employee benefits, discipline, and other terms and conditions of employment. 

If employees have any questions or concerns about any type of discrimination, they should bring these issues to the attention of their supervisor or the Head of School.  Anyone found to be engaging in any type of discrimination will be subject to disciplinary action, up to and including termination of employment. 

3. RECRUITMENT tc " E. RECRUITMENT" \f C \l "2" 
HLA will make every effort to ensure that both the letter and spirit of the laws prohibiting discrimination are fully implemented in all of its working relationships.  HLA actively seeks diversity in its student/parent body, faculty, staff and administration and is committed to equal employment opportunity.  HLA will take all appropriate steps to verify the information provided on an employment application.  These steps may take place before or after commencement of employment.  Any misrepresentation, falsifications or omissions of any information or date on an employment application may result in your exclusion from further consideration for employment and/or termination of employment.

4. NEPOTISM tc " N. NEPOTISM" \f C \l "2" 
While HLA may hire and retain relatives of employees, it will not do so if it determines that hiring or retaining a relative may or does create problems of supervision, security, morality, or conflicts of interest.  Relatives will not be permitted to work in a direct supervisory or reporting relationship.  HLA will attempt to provide alternative employment within HLA for relatives who are affected by the policy stated in this paragraph, but this attempt creates no legal obligation.

With respect to the employment of a relative, HLA defines relatives as spouses, partners, parents, children, step-children, siblings, in-laws, step-parents, brothers, or sisters, and step-children.  Additionally, this policy also relates to individuals who are not legally related but who reside with other employees.

5. FINGERPRINTING/ BACKGROUND CHECKS
Pursuant to § 2852(4) of The Charter School Act, Charter Schools must fingerprint prospective employees for the purposes of a criminal history background check. HLA requires fingerprints of long term volunteers, prospective employees and contractors who are in direct contact with children. Individuals must comply with any related processing procedures and must provide all required information. Failure to do so may result in termination from interactions with HLA as an employee, long term volunteer or contractor as defined above. tc " L. BACKGROUND CHECKS" \f C \l "2" 
6. ARREST OF EMPLOYEES

Any person employed by HLA who has been arrested and charged with a violation, misdemeanor or felony must notify the Head of School immediately. The employee must provide a copy of the criminal court complaint.  The employee will be removed from direct contact with children initially. Upon final disposition of the criminal charges, there will be a review with law enforcement and legal agencies. If necessary, the appropriate disciplinary action up to and including termination will be enacted as appropriate.

7. EMPLOYMENT CATEGORIES tc " iv. Employment Categories" \f C \l "3" 
Each employee is categorized in HLA. Employees will be informed upon hire whether they are considered exempt or non-exempt from federal and state wage and hour laws.  

The employee categories are as follows:

a) Regular employees are hired to work on a regular basis for an indefinite period of time. Such employees may be full or part-time, exempt or non-exempt. 

b) Full-time employees are those who are not in a temporary or introductory status who are regularly scheduled to work 40 or more hours per week.  Generally they are eligible for HLA’s benefit package, subject to the terms, conditions, and limitations of each benefit program. 

c) Part time employees are those who are not assigned to a temporary or introductory status and who are regularly scheduled to fewer than 28 hours per week.  While they do receive all legally mandated benefits (such as Social Security and Workers’ Compensation insurance), they are generally ineligible for all of HLA’s other benefit programs, in accordance with the terms, conditions, and limitations of each benefit program. 

d) Temporary employees are hired for short-term periods and are not eligible for benefits.  The work assignment, work schedule and duration of the temporary employee position will be determined on an individual basis. Summer employees, interns and seasonal employees are also considered temporary employees. A temporary employee does not become a regular employee by virtue of being employed longer than the agreed-upon specified period.

e) Consultants are independent contractors who work under a consultancy agreement and have no employee status.  They are not eligible for benefits.  

f) Exempt employees are not entitled to overtime pay or do not earn an hourly minimum wage, or both.  Employees employed in bona fide executive, administrative, or professional capacities are commonly exempt from federal and state minimum wage and overtime requirements. All overtime hours must have prior approval by the Head of School.
g) Non-exempt employees are those employees who are eligible for overtime for all hours worked over 40 hours per week and will be paid at least the hourly minimum wage set by the Fair Labor Standards Act. All overtime hours must have prior approval by the Head of School.
8. IMMIGRATION REFORM AND CONTROL ACT
Under federal immigration law, each employee hired must provide certain documentation and complete an "I-9" form demonstrating that he or she is authorized to work in the United States. Failure to provide such documentation in a timely manner will require discharge of the employee.

Should an employee subsequently become unauthorized to work, the law requires that he or she must be discharged pending receipt of additional documentation demonstrating an extension of the authorization to work in the United States.

9. EMPLOYEE WITH DISABILITIES

In 1990, Congress passed a civil rights law prohibiting discrimination on the basis of disability in the private and public sectors.  The Americans with Disabilities Act (http://www.ada.gov/pubs/ada.htm) provides civil rights protection to individuals with disabilities similar to those provided to individuals on the basis of race, color, sex, national origin, age, and religion.  It guarantees equal opportunity for individuals with disabilities in public accommodations, employment, transportation, State and local government services, and telecommunications.  

Subject to applicable law, HLA will comply with the requirement to provide a reasonable accommodation(s) to any qualified employee or applicant with a known disability, where his or her disability affects the performance of his or her essential job functions, except where doing so would be unduly disruptive or would result in undue hardship.

Individuals who believe they need an accommodation to perform the essential functions of their jobs should submit a written request to the Director of Operations Administrator with appropriate medical documentation to support their request, describing the activities that can and cannot be performed.  Consideration of a request for an accommodation may be delayed or denied if the appropriate documentation is not provided in a timely manner.  Employees requesting an accommodation may be required to provide medical certification from the employee’s health care provider that includes:  (1) identification of the health care provider; (2) the health care provider’s diagnosis of the disabling condition; (3) specific limitations and/or suggested restrictions and their relation to the disability; and (4) suggested accommodations.

10. CERTIFICATION
To the extent required by New York State law, it is the responsibility of all School employees to acquire the necessary teaching or administrative certification as it may pertain to their current position. Unless otherwise agreed upon in writing between the employee and the School, the costs of gaining certification, including the costs of all tests, courses, or application fees, are the responsibility of the individual employee.  The School can be a helpful resource in guiding employees through the certification process.  It is, however, the individual employee’s responsibility to work toward achieving and maintaining his or her certification status.

11. PHASING OUT AND ELIMINATION OF POSITIONS tc "G. PHASING OUT AND ELIMINATION OF POSITIONS/REDUCTION-IN-FORCE" \f C \l "2" 
From time-to-time, it may be necessary to phase-out or eliminate certain job classifications or reduce the number of positions in a particular employment category.  An orderly process will be established by HLA to guide such phase-out or reduction in force.  Anyone whose employment with HLA is terminated because their position is eliminated or phased-out is entitled to compensation for accrued and unused vacation leave, as eligible and described in the chapter of this manual entitled “Time and Attendance. In the absence of a policy or contract to the contrary, the Board of Trustees of HLA reserves onto itself the right to reduce the number of employees in any job classification.  The Board of Trustees, in its sole discretion, will determine, based upon the needs of HLA, the titles and individuals to be terminated. 

12. SEPARATION  tc "H. SEPARATION" \f C \l "2" 
The school operates under the principle of “at will” employment and may terminate at any time as set forth in the document. This means that neither you nor the school has entered into a contract regarding the duration of your employment. You are free to terminate your employment with the school at any time, with or without reason. Likewise, the school has the right to terminate your employment or otherwise discipline, transfer, or demote you at any time, with or without cause, at the discretion of the school. New York law does not require HLA to provide its employees a notice period before termination. The school will consider you to have voluntarily terminated your employment if you do any of the following:
a) resign

b) fail to return from an approved leave of absence on the date specified by the school, without communication  with the school regarding a legitimate need for additional leave, or

c) fail to report to work or call in for three (3) or more consecutive work days

13. RESIGNATION tc " i. Resignation" \f C \l "3" 
Instructional employees must file a written notice with HLA at least thirty (30) days prior to the date of resignation.  HLA believes that a thirty-day written notice is required in order to achieve appropriate educational transition.  Should an employee terminate his or her appointment at HLA by voluntarily discontinuing work during the academic year, HLA will cease salary and benefit payments as of the date work was discontinued.  

Employees who resign in accordance with the provisions of this section will be provided with compensation for unused but earned vacation time at termination, as is described in Section 9.

14. TERMINATION
 tc " ii. Termination" \f C \l "3" 
Employees of HLA are considered “at will”, and therefore either the employee or HLA may terminate the employment relationship under the policies set forth in this document.  In the absence of a specific policy the employment relationship may be terminated at any time without notice with or without cause.  

Within five working days of an employee’s termination, HLA will give the terminated employee a written notice of the exact date of termination and the exact date of the cancellation of employee benefits connected with the termination.

15. RETURN OF SCHOOL PROPERTY tc " b. Return of School Property" \f C \l "4" 
Upon separation, termination or resignation, employees must return all keys, records, files, supplies, or any other School property. The employee will be responsible for any lost or damaged items. 

16. PERSONNEL RECORDS AND FILES  tc "K. PERSONNEL RECORDS AND FILES" \f C \l "2" 
An employee’s personnel file includes information such as his or her job application, résumé, offer letter, contracts, benefit forms, work history, salaries, vacations, sick days, performance evaluations, and correspondence concerning discipline.  In accordance with the Americans with Disabilities Act, HLA keeps medical records in a file separate from personnel files.  Personnel and medical files are the property of HLA and access to the information is restricted.  In addition to the employee to whom the personnel file applies, the only persons allowed to review personnel files are supervisors that may have a legitimate reason to do so.  If an employee wishes to review his or her own personnel or medical file, the employee should contact the Director of Operations administrator.  With reasonable advance notice an employee may review his or her own personnel or medical file in HLA offices and in the presence of an individual appointed by the Head of School to maintain the files.  Employees have the right to copy information and to submit written statements to their personnel files.  

	Included in Personnel Files
	Not Included in Personnel Files

	Employment application and résumé 

Signed offer letter

Reference checks 

College transcripts 

· Job descriptions 

· Records relating to hiring, promotion, demotion, transfer, layoff, rates of pay and other forms of compensation, and education and training records 

· Records relating to other employment practices 

· Letters of recognition 

· Disciplinary notices or documents 

· Performance evaluations 

· Test documents used by an employer to make an  employment decision 

· Exit interviews 

· Termination records

· Fingerprints
· 
	Medical records

1. Insurance records 

2. EEO/invitation to self-identify disability or Veteran status records 

3. Immigration (I-9) forms 

4. Safety training records 

5. Child support/garnishments 

6. Litigation documents 

7. Workers’ compensation claims 

8. Requests for employment/payroll verification 




It is an employee’s responsibility to immediately notify the Director of Operations administrator, in writing, of any changes in personnel data such as:
1. Legal Name



7.  Cell phone number

3. Number of dependents


9.  Name/Numbers of emergency contacts 

4. Change in marital status


10. Change of beneficiary

5. Change in alien status


11. Military status

6. Professional certificates or licenses

Failure to report the correct information may adversely affect the benefits to which an employee is entitled. All employees are required to complete all applicable federal and state tax withholding forms. Failure to file such documentation with the School will result in the employee not being paid. Providing false information may result in disciplinary action, including termination of employment.
All reference checks or inquiries from other employers should be directed to Director of Operations.  No one in HLA other than the Head of School is authorized to respond either verbally or in writing to personnel inquiries of any type about current or prior employees of HLA.  HLA will not release any information about its current and prior employees to external sources other than dates of employment and job title, except where such release is required or authorized by law or otherwise authorized by employees.  Employees who wish to have the Director of Operations department provide information to any particular company or individual must provide a written release.  

11. POST EMPLOYMENT REQUESTS

HLA will respond to any written requests for references, dates of employment, job titles, compensation, etc.  The School does not respond to verbal request for information on employment whether the employment relationship ended voluntarily or involuntarily.
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EMPLOYEE BENEFITS

1. ANNIVERSARY DATE

The first day you report to work is your official anniversary date. Your anniversary date is used to compute various conditions and benefits described in this handbook.

2. SCHOOL CALENDAR AND HOLIDAY LEAVE tc "A. SCHOOL CALENDAR AND HOLIDAY LEAVE" \f C \l "2" 
Each year the Board of Trustees, following consultation with HLA administration, will establish a School Calendar that complies with the New York State Education Law relating to compulsory attendance.  HLA has discretion with regard to the dates of attendance; HLA will be closed on all legal holidays, however, the calendar days of observance are subject to change.  HLA Calendar should be consulted for these and other dates that HLA is closed. Copies of the school calendar are available in the Main Office at all times.

3. WEATHER DAYS AND OTHER CLOSINGS tc " B. WEATHER DAYS AND OTHER CLOSINGS" \f C \l "2" 
HLA may be closed due to inclement weather or other situations.  Public media outlets and parents will be advised through an orderly process for notification.  At the discretion of the Head of School, any classroom days lost to closure due to inclement weather or other reasons may be made up by adding an equal number of days to what was scheduled to be the end of the HLA school year.

4. WORK DAYS, WORK WEEK AND WORK YEAR tc " A. WORK DAYS, WORK WEEK AND WORK YEAR" \f C \l "2" 
Work hours for most employees is 7:30 a.m. to 4:30 P.M., however there may be exceptions to this requirement based on an employee’s role in the organization.  For example, teachers are expected to be in their classrooms by 7:30 in the morning.  They should expect that on many occasions it will be necessary to meet with colleagues and administrators on School matters in the afternoon after the end of School hours or before the start of School in the morning. Instructional staff will regularly need to stay after 4:30 p.m. for meetings, parent conferences, and other events. It is the expectation of the school that instructional staffs are available for meetings and other professional duties after 4:00 p.m. daily and at other times as necessary.

All employees are expected to work the established work week hours as determined by their supervisor.  Additionally, classroom instructional staff is expected to work such hours that ensures the timely start of the HLA day, an orderly process for ending the HLA day, and sufficient interaction with other instructional staff and administrators to help support the educational mission of HLA. 

Work years for some employees last twelve months, while other employees (i.e. instructional staff) may have a shorter work year.  Employees must consult their supervisors to determine the length of work year appropriate to their positions.

Employees who need to engage in personal business during a break period or lunch period of a work day must receive prior approval from their immediate supervisors.  

5. TIME RECORDING tc "E. TIME RECORDING" \f C \l "2" 
In order to receive compensation for time worked at HLA, all employees are required to log in and out each day. Employees are required to sign in /out at the Main counter as well as log on to the computer no later than 7:30 a.m.  Employees are not permitted to log-in/out or sign in/out for one another. 

Accurately recording time worked is the responsibility of every non-exempt employee.  Non- exempt employees are required to record their work hours daily at the time they begin and end their work. Timesheets should be turned into the Director of Operations every Friday or on the employee’s last day of work each week. It is essential that all non-exempt employees actually record their hours of work to include, as applicable, the  beginning and ending of the work day, each meal period, any split shift; time out of the building for personal reasons; time off for sick/personal leave and time off for vacations and holidays. 
Employees must submit their time records to their supervisors weekly.  By signing the time records, the employee certifies the accuracy of all the times recorded.  Supervisor will review and initial time records but employees maintain primary responsibility for the accuracy of the records.

Altering, falsifying, tampering with time records, or recording time on another employee’s time record may result in disciplinary action, up to and including termination of employment.  Such action may also result in charges of civil or even criminal theft or fraud.

6. STAFF ATTENDANCE

School culture is a collective responsibility and we realize that having an external substitute will impact the entire community. Staff attendance (instructional and non-instructional) is significant to the quality of the delivery of instruction and school operations. It is expected that staff attendance be exemplary. Given that we hold our students to high attendance standards, it is critical that our staff members are here every day.  We ask teachers to try to schedule doctor appointments and other appointments on days that school is not in session.  When a teacher or administrator is out, it creates inconsistencies and stress for students and colleagues.   The School will do its best to try to accommodate your needs.  Staff must adhere to the call-in procedures to facilitate the coordination of a recorded absence and substitute coverage as appropriate.  Excessive absenteeism or unauthorized poor attendance will lead to disciplinary action, up to and including termination of employment.

7. UNAUTHORIZED ABSENCE tc " I. UNAUTHORIZED ABSENCE" \f C \l "2" 
An employee is deemed to be on unauthorized leave at such time and on such occasions as the employee may absent himself or herself from required duties.  This would cover nonperformance, unauthorized use of sick leave, unauthorized use of other leave benefits, nonattendance at required meetings and failure to perform supervisory functions at School-sponsored activities.

An employee who is absent for a period of at least three (3) days without notifying the Head of School or the Head of School’s designee will be considered to have resigned without giving the required thirty-day notice, with such resignation effective on the initial date of absence.  The Head of School or the Head of School’s designee will make the determination of unauthorized absence.

8. VERIFICATION OF ABSENCE tc " J. VERIFICATION OF ABSENCE" \f C \l "2" 
The Head of School or the Head of School’s designee shall require a physician’s note or other verification as to an employee’s claimed reason for absence in any situation in which it is believed that no valid grounds exist for the staff member’s claim for absence.  Such verification shall be made within five working days of absence.

9. PAY PERIODS tc "B. PAY PERIODS" \f C \l "2" 
Pay periods are semi-monthly; the first pay period is from the 1st day of the month up to and including the 15th day of the month; the second pay period of the month is from the 16th up to and including the last day of the month.  If a payday falls on a holiday, checks will be distributed a day earlier.  The Director of Finance will notify employees of the specific pay dates.  

Eligible employees have the option to have their pay directly deposited into their checking or savings account. Employees must complete the authorization form and provide a voided check to the Director of Finance in order to use Direct Deposit. On payday, employees using Direct Deposit will receive a pay stub/report instead of a paycheck.

If the employee wants someone else to pick up your paycheck or stub, HLA must have a written notice on-file stating who is authorized to do so.
10. INCENTIVE PAY

The instructional staff (including all teachers, the two directors of instruction, and the social worker ) may   receive a performance based incentive award annually. A comprehensive goal setting, rubric based process will be determined by the instructional team with approval by the Head of School and the Board. The overall plan is revised each school year. Our budget includes an average of 10% each year for performance based incentives for the instructional staff at HLA. In order to be most effective, the instructional staff needs to be involved in the formulation of the comprehensive goal setting rubric to make sure that they understand, support and strive for achieving the maximum pay. In the discussion with the instructional staff will be the following areas: their skills at facilitating student achievement, their involvement in extra-curricular activities, the quality of their relationship with the students and their parents, and their support for and involvement with the overall priorities and goals of HLA. 

11. FINAL PAY tc " C. FINAL PAY" \f C \l "2" 
HLA will pay employees through their last day of employment, unless they are on a leave of absence.  Employees who resign in accordance with the provisions of Article II, Section 13 will be provided with compensation for unused but earned vacation time at termination.  Employees will not receive pay for any unused sick or personal days.  Employees will receive their final pay according to the normal payroll processing cycle, or in accordance with applicable wage laws.

12. PAID DEDUCTIONS AND GARNISHMENTS tc "D. PAID DEDUCTIONS AND GARNISHMENTS" \f C \l "2" 
The only deductions from an employee’s paycheck are those required by law or authorized in writing by the employee in writing.  The check stub identifies each deduction and should be kept as a permanent record.  The Director of Finance will notify employees of garnishments that must be deducted from their paychecks.

13. OVERTIME tc " F. OVERTIME" \f C \l "2" 
Exempt employees, as defined by law or other regulations and including all instructional employees, are not eligible to automatically earn compensatory time leave (“Comp Time Leave”)  for working more than the required minimum work day or minimum work week. No employee at HLA will earn compensatory time. Compensatory time off is not allowed in lieu of overtime pay. Although all hours worked should be noted on an employee’s time sheet, Exempt Employees will not be paid for such “overtime.”
Employees other than the Head of School and the directors receive overtime pay only for time in excess of 40 hours worked, defined as actual hours worked. Accordingly, employees must maintain flexibility in order to be available for overtime assignments. Any overtime requires prior approval by the Head of School or the Head of School’s designee. Overtime work is an infrequent occurrence at the School.  The nature of overtime is that it sometimes is needed with little or no advance notice.  Overtime charges must be reported on employee time sheets and a signature must be obtained from the appropriate supervisor.  Failure to comply with this policy will lead to disciplinary action.
14. PERSONAL LEAVE ACCRUAL/USE tc " C. PERSONAL LEAVE ACCRUAL" \f C \l "2" 
Unless otherwise provided for or as approved by the Head of School, personal leave for regular full-time employees shall be accrued. Each employee is granted six (6) days of personal leave on September 1 of each year to be available for use over the following 12 months. Employees hired after September 1 in any given year are granted a pro rata portion of the six days of Personal Leave for that 12-months period immediately upon the first day of employment, rounded up to the next highest ½ -day increment. Unused Personal Leave may not be rolled-over from year to year. Personal days will not accrue during any FMLA or Disability leave period. Personal days may not be used during any leave. Employees will not be paid for any personal days during a leave.

Unless otherwise provided for, or as approved by the Head of School, personal leave is to be used by regular full-time employees in accordance with the following provisions:
a) All staff members must ask the Head of School for permission to use personal leave at a minimum of two weeks in advance of the requested day, and the granting of such leave is conditional upon the approval of the Head of School.

b) Instructional employees shall make every reasonable attempt to use personal leave only when the use of such leave would not conflict with classroom instruction time.

c) Personal leave may be used in increments of one-half workday.

d) There is no definition of or use of “Compensation (Comp) Time”

15. BEREAVEMENT LEAVE tc " E. BEREAVEMENT LEAVE" \f C \l "2" 
If an employee suffers the loss of an immediate family member, he or she will be entitled to bereavement pay for up to five (5) consecutive days.  The employee may be granted additional time without pay or may use earned unused personal days for additional bereavement leave.  The employee should notify his or her supervisor as soon as possible, telling the supervisor the reason for and expected length of absence.  As used in this paragraph “immediate family member” means a spouse, partner, parent, child, sibling, grandparent, grandchild, father in law or mother in law of the employee. 

16. SICK LEAVE tc " F. SICK LEAVE" \f C \l "2" 
Employees are entitled to ten (10) paid sick days per School year.  Unless otherwise provided for or as approved by the Head of School, sick leave is to be used by regular full-time employees in accordance with the following provisions: 

a) Sick leave is to be used only in the event of illness of the employee, or of the employee’s immediate family, and for no other purpose. 

b) Misuse of sick leave is cause for termination of employment.  

c) For the purposes of this section, “immediate family” is defined as a spouse, partner, parent, child, sibling, grandparent, any other relative permanently residing with the employee, or any other person as defined by the Head of School.

Notice of absence from work due to illness should be provided to the Director of Operations by 6:00 A.M. on the day of illness, if possible, or as soon thereafter as is reasonable, allowing reasonably enough time for the Head of School or the Head of School’s designee to find a substitute teacher, in the instance of instructional employees, or temporary help, in the instance of administrative staff.  Employees must provide notice of absence from work due to illness each day of their absence.  If an employee is absent for three (3) or more consecutive days due to illness or injury, a physician’s statement must be provided verifying the illness and its beginning and expected end dates.

When possible, such as in the event of foreseeable extended illnesses and planned medical procedures, advance notice of the use of Sick Leave should be given to the employee’s supervisor at least five (5) days in advance.  Excessive tardiness, absenteeism, or an unauthorized absence may result in disciplinary action, up to and including termination of employment.

Notice of total Sick Leave used should be provided to the Director of Operations upon an employee’s return to work.  Sick Leave shall be used in increments of one-half workday.  Unused sick leave benefits cannot be carried forward to the next calendar year and will not be paid to employees while they are employed or upon termination of employment.
Classroom teachers and teaching specialists are afforded the opportunity to buy back their unused sick days at the end of the school year at the rate of $100.00 per unused Sick Day, up to a cap of five (5) days. All other staff members are not eligible to buy back their unused sick days.
17. TIME OFF TO VOTE tc " G. TIME OFF TO VOTE" \f C \l "2" 
HLA encourages employees to fulfill their civic responsibilities by voting.  If employees do not have sufficient time either before or after work to vote, HLA will grant such employees time off to vote in accordance with state or local law.  Employees should request time off to vote from their supervisors in writing at least ten (10) working days prior to the Election Day with evidence as to why they cannot vote prior or after the work day.  HLA reserves the right to designate whether employees can take time off at the beginning or end of their shifts.

18. MILITARY DUTY tc " H. MILITARY DUTY" \f C \l "2" 
Members of the United States Army, Navy, Air Force, Marines, Coast Guard, National Guard, Active Reserves or Public Health Service will be granted an unpaid leave of absence for military service, training or related obligations in accordance with the Unified Services Employment and Re-employment Act of 1995 (USERRA) and New York State law.  Advance written notice of military service is required, unless military necessity prevents such notice.  Neither sick leave nor vacation time accrue during any period of military leave of absence.  Employees returning from a military leave of absence will be reinstated in their jobs in accordance with federal and State law.  HLA will not discriminate against employees because they are subject to federal military duty.

19. JURY AND WITNESS DUTY
Upon receipt of a proposed jury summons, juror questionnaire or subpoena to testify, an employee should notify his/her direct supervisor immediately.  Note that New York State automatically grants one request for postponement of jury duty.  Therefore, if a teacher or member of the administrative staff is called to jury duty for the first time during a School year, he or she is urged to reschedule jury duty for a School vacation or for the summer. Employees may not volunteer for jury duty. Employees presenting proof of court appearance will be paid the employee’s full regular salary. Employees shall remit to HLA any jury duty or witness pay received while on paid jury duty or witness leave.  Employees must submit copies of subpoenas or other court notices to the director of operations for verification purposes. Employees are required to report to work whenever the court schedule permits.  Upon completion of jury duty service, the employee must provide a copy of the “Completion of Jury Duty” to the Director of Operations for inclusion in the employee’s personnel file.  Employees will continue to earn all benefits and vacation, if applicable, during jury duty leave.  It is the policy of HLA not to penalize, threaten, or coerce an employee with respect to his or her employment because the employee is required to attend court for jury service.

20. LEAVES WITH OR WITHOUT PAY tc " J. LEAVES WITH OR WITHOUT PAY" \f C \l "2" 
The Head of School, with the permission from the Board of Trustees, has the authority to provide a leave with or without pay to any employee providing that it is in the best interest of HLA. 

21. FAMILY AND MEDICAL LEAVE tc " L. FAMILY AND MEDICAL LEAVE ACT OF 1993 " \f C \l "2" 

 tc " i. Basic Information" \f C \l "3" 
It is the policy of HLA to encourage employees to balance their work and family life by taking reasonable unpaid leave for certain circumstances that affect the family.  These matters are covered by regulations issued by the United States Department of Labor regarding the Family Medical Leave Act (FMLA) of 1993.  

Employees who have worked for a total of at least 12 months (not necessarily consecutive) and have worked at least 1,250 hours over the immediately-preceding 12 months may be eligible for FMLA leave.  HLA will grant an eligible employee up to 12 workweeks of unpaid, job-protected leave during any 12-month period (measured backward from the date an FMLA leave commences) for one or more qualifying reasons.  Thus, each time an employee takes FMLA leave, the remaining leave entitlement would be any balance of the 12 weeks which has not been used during the immediately preceding 12 months.  Personal days will not accrue during this period.
HLA will require, where applicable, that paid leave be applied towards the FMLA 12-week limit.  Paid leave includes any unused, accrued HLA paid vacation (if any), sick leave, Workers’ Compensation Leave, and NYS-DBL Leave.  The use of such accrued leave time shall be counted against the employee’s FMLA leave entitlement and will not extend the maximum amount of leave time that the employee can take.  To the extent you do not have available paid leave; the FMLA leave will be unpaid.

Medical Leave of Absence may be granted for a period of up to 12 weeks but may be extended with the approval of the Head of School on a month-to-month basis for a maximum of three months.  An employee wishing to extend a Medical Leave of Absence must submit a written request to the Head of School prior to the beginning of each month, and include proof of his or her continued disability from an attending health care provider.  HLA will continue to provide health insurance coverage for any employee on authorized Medical Leave of Absence through the first full calendar month from the date that the Leave began.  After that period, employees may continue health insurance coverage by making arrangements with HLA for payment of the appropriate monthly premium. 

FMLA leave may be taken for any one, or for a combination of, the following qualifying reasons:
a) The birth of the employee’s child or to care for the newborn child;

b) The placement of a child with the employee for adoption or foster care or to care for the newly placed child;

c) The foster placement of a child with an employee or with his or her spouse;

d) The care of the employee’s spouse, child or parent with a qualifying serious health condition; and/or

e) The employee’s own qualifying serious health condition that makes the employee unable to perform one or more of the essential functions of his or her job.

HLA reserves the right to deny a request for leave where permitted by law, particularly in the event that such leave would cause a substantial or serious economic injury to operations. 

a. Benefits Continuation While On FMLA Leave tc " ii. Benefits Continuation While On FMLA Leave" \f C \l "3" 
Your current group insurance plan benefits will continue during the FMLA leave on the same basis as if you had been continuously employed during that time, including any applicable employee contribution to the cost of those benefits.  To the extent that your FMLA leave is paid, your portion of health insurance premiums, if any, will be deducted from your salary.  While on unpaid FMLA leave, if you fall more than thirty (30) days in arrears for any required employee contributions (i.e. those contributions which would otherwise be deducted from your pay), coverage will be canceled retroactive to the beginning of the month in which the delinquency occurred.  HLA will give you notice prior to discontinuing your health insurance coverage. You will not accrue vacation or seniority during FMLA leave.  FMLA leave time will count toward eligibility and vesting service under HLA Retirement Plan.  
b. Requests for FMLA Leave tc " iii. Requests for FMLA Leave" \f C \l "3" 
To request FMLA leave, you must give HLA written notice by completing the Employer’s Request for Leave form and submitting it to the Director of Operations. In requesting a family and medical leave for any reasons that are foreseeable, employees must give written notice to the School at least thirty (30) days in advance of the need for a leave.  If an employee fails to give advance written notice for foreseeable leave, the leave may be denied until at least thirty (30) days after the date notice is provided.  If the leave must begin in less than thirty (30) days, employees must give their supervisor as much advance notice as is practicable. 

If leave is necessary for planned medical treatment, employees must attempt to schedule treatment so as not to disrupt the operations of the School.  Employees should consult with their supervisors prior to the scheduling of treatment.  

When leave is taken to care for an employee’s family member, HLA may require the employee to provide documentation or a statement of family relationship (e.g., birth certificate or court document).  

The School will require employees to provide documentation of the need for a leave for the employee's own serious health condition or the serious health condition of a family member.  A "serious health condition" is defined as an illness, injury, impairment, or physical or mental condition that involves inpatient care at a hospital or residential medical care facility, absence from work for more than three days for a condition that requires continuing treatment by a health care provider, or a chronic long-term health condition.
Employees must provide a completed medical certification by a health care provider as to: (a) the date the condition commenced; (b) it's probable duration; (c) appropriate medical facts regarding the condition; (d) in the case of a family member, a statement that the employee is needed to care for the family member and the expected duration of such need; and (e) in the case of the employee's own illness, a statement that the employee is unable to perform the functions of the employee's position. If an employee requests intermittent leave or a reduced work schedule, HLA also will require certification that such type of leave is medically necessary and verification as to the dates and duration of treatment and of the expected duration of the leave.

Employees must submit medical certifications within fifteen (15) days of requesting family and medical leave in connection with a serious health condition.  Failure to provide adequate certification in a timely manner may result in delay of leave.  If HLA has reason to doubt an employee’s or an employee’s family member’s initial certification, HLA may:  (i) with the employee’s permission, have a designated health care provider contact the employee’s or employee’s family member’s health care provider in an effort to clarify or authenticate the initial certification; and/or (ii) require the employee or the employee’s family member to obtain a second opinion by an independent HLA-designated provider at the expense of HLA.  If the initial and second certifications differ, HLA may, at its expense, require the employee or employee’s family member to obtain a third, final and binding certification from a jointly selected health care provider.  

c. Intermittent or Reduced-Schedule Leave tc " iv. Intermittent or Reduced-Schedule Leave" \f C \l "3" 
When medically necessary, an employee may take FMLA leave on an intermittent or reduced schedule to care for a sick family member or because of the employee’s own serious health condition.  Leave taken intermittently is still limited to a total of 12 weeks in a 12-month period.  During an intermittent or reduced-schedule leave, HLA may require an individual to transfer temporarily to an alternate position with equivalent pay and benefits. 

d. Required Documentation tc " v. Required Documentation" \f C \l "3" 
The employee may be required to submit to HLA medical certification issued by the health care provider of the employee or the employee’s family member with a serious health condition.  Medical confirmation must be submitted within 15 days of the request for leave (or as soon as practicable if it is a medical emergency).  Medical confirmation forms are available from the Director of Operations. Medical confirmation forms include the identification of the health care provider; the date the serious health condition commenced; the probable duration of the serious health condition; and a diagnosis by the health care provider of the serious health condition, including a description of the nature of the condition.

e. Employee Status during Leave
Employees will not accrue vacation and sick leave during the leave period. During the leave, employees on leave for their own serious health condition or the serious health condition of a close family member may be asked to submit medical re- certifications from time to time during the leave. During the leave, HLA may require employees to provide written notification on their intent to return to work.  If the anticipated return to work date changes and it becomes necessary to take more or less leave than originally anticipated, the employee must provide HLA with reasonable notice (i.e., within two (2) business days) of the changed circumstances and new return to work date.  If the employee gives HLA notice of his or her intent not to return to work, the employee will be considered to have voluntarily resigned. Employees are not permitted to engage in other employment while they are absent from HLA under this policy, without prior approval of HLA.  Violation of this policy may lead to disciplinary action, up to and including termination of employment.

f. Employee Status after Leave

Employees on Medical Leaves of Absence should provide HLA with at least one week’s written notice of his or her intent to return to work.  Included in this notice should be a doctor’s certification stating the ability to return to work.  HLA reserves the right to require a medical examination by a physician of HLA’s choosing prior to an employee’s resumption of duties.

HLA will make a reasonable effort to return an employee on a Medical Leave of Absence to the same job or a similar job as he or she held prior to the Leave, subject to staffing needs and School needs that may exist.  If an employee has a continued absence from work after the period of the Leave granted, and he or she has not made other arrangements approved by the Head of School, he or she will be deemed to have voluntarily resigned from employment. HLA may choose to exempt certain highly compensated employees from this requirement.  Any employee who fraudulently obtains family and medical leave will be subject to immediate discipline, up to and including termination. tc " vi. Return from FMLA Leave" \f C \l "3" 
Subject to limitations specified below, upon return from FMLA leave, HLA will reinstate the employee in the same position he or she held before the leave or an equivalent position with equivalent pay, benefits and other employment terms.  If, during the leave period, the employee’s position is eliminated or restructured, reasonable efforts will be made to restore the individual to a comparable position.  However, employees who have taken FMLA leave have no greater right to job restoration than if they had been continuously employed.

g. Failure To Return To Work Following FMLA Leave tc " vii. Failure To Return To Work Following FMLA Leave" \f C \l "3" 
Failure to return to work following the conclusion of FMLA leave will be considered a voluntarily resignation.  Unless an employee’s failure to return to work is caused by the employee’s or employee’s family member’s serious health condition or another circumstance beyond the employee’s control, HLA may recover health insurance premiums that HLA paid on the employee’s behalf.  If an employee’s failure to return to work is caused by the employee’s or employee’s family member’s serious health condition, HLA may require the employee to provide medical certification of the employee’s or employee’s family member's serious health condition.

h. Additional Information tc " viii. Additional Information" \f C \l "3" 
For further information or clarification about FMLA leave, please contact the Director of Operations Administrator.
22. MATERNITY LEAVE OF ABSENCE tc " M. MATERNITY LEAVE OF ABSENCE" \f C \l "2" 
Maternity leave is defined as a leave of absence for the purpose of giving birth and/or recovering from pregnancy and childbirth.  Any eligible employee who is the primary caretaker parent of an adoptive child under the age of five (5) is eligible for 12 consecutive weeks of leave beginning on or near the day the child is adopted. Any eligible employee who wishes to take paternity leave may take unpaid Family and Medical Leave as described in the previous section. It is treated the same way as any other medical disability leave in accordance with the Equal Employment Opportunity Guidelines.

Any eligible employee who needs to take a maternity leave may take unpaid Family and Medical Leave as described in the previous section.  As with Family and Medical Leave, employees shall be required to apply any unused, accrued vacation leave or sick leave time toward any maternity leave taken.  However, the use of such accrued leave time shall be counted against the employee’s maternity leave entitlement and will not extend the maximum amount of leave time that the employee can take. Similarly, neither sick leave nor vacation time accrue during any period of maternity leave.

HLA complies with all applicable state disability insurance laws.  If an employee receives compensation under a state disability insurance program, the days for which she received compensation shall be deducted from the employee’s maternity leave entitlement.  In this way, the employee will not be able to extend the maximum amount of leave time that she can take.

Failure to return from a maternity leave after the three (3) month leave time will be considered abandonment and can result in automatic termination of employment.

23. Medical or Disability Leave
Under the terms of School’s short-term and long-term disability policies, an employee will be considered disabled if, due to sickness or injury; he or she is unable to perform any of the material and substantial duties of his or her regular occupation.  During the period of this disability, the employee will be granted a leave of absence of up to 12 weeks within a 12-month period, measured forward from the date that the employee’s first disability leave begins.

An employee returning from medical or disability leave will be guaranteed the same approximate duties/responsibilities and salary as the employee had just preceding the leave period, provided such leave does not exceed 12 weeks.  If the leave exceeds 12 weeks, the School may need to modify the employee’s duties/responsibilities.

Employees should refer to the summary plan description or the other governing plan document for a complete description of the disability benefits offered. The plan documents are available from the disability insurance provider and the Director of Operations and Finance.

24. VACATION LEAVE 

a) Vacation leave for -classroom teachers and teaching specialists tc " A. INSTRUCTIONAL STAFF" \f C \l "2" 
Vacation leave for regular full-time instructional employees (defined as all classroom teaching staff) shall be provided only when classes are not in session.  Vacation leave is considered time off work with pay.  The Head of School will annually prepare HLA session calendar, noting which days instructional staff are not expected to report.

b) Vacation leave for full-time NON-INSTRUCTIONAL STAFF other than the Head of School     
              and Directors of Instruction, Finance and Operations tc " B. NON-INSTRUCTIONAL STAFF" \f C \l "2" 
Vacation leave for regular full-time non-instructional employees shall be provided only when classes are not in session.  Vacation leave is considered time off work with pay.  The Board of Trustees, in consultation with HLA administration, will annually prepare HLA session calendar, noting which days non-instructional staff are not expected to report. Non-instructional staff must work a minimum of ten (10) business days during the summer months of July and August. The Head of School will prepare a summer schedule for all non-instructional staff. Non-instructional staff must report to work on all days designated by the Head of School on the summer schedule. The administrative assistant who shall be employed on a twelve month basis is entitled to vacation leave when classes are not in session, except shall work the first 15 business days after the last day for students and shall work the five (5) business days before the school’s official start date (as designated by the Head of School).

c) Vacation Leave for part-time classroom teachers and teaching specialists tc " C. PART-TIME INSTRUCTIONAL STAFF" \f C \l "2" 
Part-time instructional staff who work more than 28 hours per week shall accrue vacation leave when classes are not in session. The Board of Trustees, in consultation with HLA administration, will annually prepare HLA session calendar, noting which days part-time instructional staff are not expected to report.
d) Vacation Leave for PART-TIME NON-INSTRUCTIONAL STAFF tc " D. PART-TIME NON-INSTRUCTIONAL STAFF" \f C \l "2" 
Part time non-instructional staff do not accrue vacation days.
e) Vacation leave for Head of School and Directors of Instruction, Finance and Operations  tc " E. ADMINISTRATIVE VACATION LEAVE" \f C \l "2" 
The Head of School and Directors of Instruction, Finance and Operations  that are employed by HLA on a twelve-month basis are entitled to twenty (20) days paid vacation.  This vacation shall be taken as follows: eight (8) days during the school year and twelve (12) days during the summer months when the school is not in session. For the avoidance of doubt, any vacation days taken during the traditional school breaks (winter break, President’s Week and spring break) shall be counted against the twenty (20) days granted per year.  Unused vacation may be rolled over with the approval of the Head of School for the Directors and the Board of Trustees for the Head of School and shall be requested prior to June 30th of that year, with a maximum aggregate accumulation of ten (10) days. The Head of School will coordinate a vacation summer schedule in the best interest of school operations and planning for the following school year. 

25.         OVERVIEW OF INSURANCE BENEFITS PROVIDED

Eligible employees at HLA are provided a range of benefits.  A number of the programs (such as Social Security, workers’ compensation, state disability, and unemployment insurance) cover all employees in the manner prescribed by law. 

Detailed information concerning the terms, conditions, and limitations of these programs can be found in official plan documents, which are controlling.  Consequently, if there is any actual or apparent conflict between the brief summaries contained in this Handbook or the information in the official plan documents, the provisions of the official plan documents, as interpreted in the sole discretion of the plan administrator, will control.

Benefits eligibility is dependent upon a variety of factors, including employee classification.  Employees should contact the Director of Operations and Finance for help identifying for which programs they are eligible.

26.
 RESERVATION OF RIGHTS

The School reserves the right to alter the benefits package made available to employees at any time, consistent with all applicable laws. Each employee will be notified of any alteration in the benefits package.

27. 
DECLINATION OF INSURANCE BENEFITS tc " D. DECLINATION OF INSURANCE BENEFITS" \f C \l "2" 
Any employee who wishes to not accept any of the insurance benefits offered by HLA is required to submit such a request in writing to the Head of School and the Director of Operations.
28. 
MEDICAL INSURANCE  
The medical plan provides two options for full time regular employees to choose from. One is the “Buy –Up “plan and the other is the “CORE” plan. Both plans have cost sharing between school and employee with varying contributions dependent on the plan, single or family package. Employee contributions for health care coverage will be automatically withheld from employee paychecks, in an amount in accordance with a schedule maintained by the Head of School’s designee.

29. 
DENTAL INSURANCE

HLA will provide a Dental Coverage plan which is listed in the benefit summaries package. This plan requires a cost sharing between school and employee with varying contributions dependent single or family package. Employee contributions for Dental Coverage will be automatically withheld from employee paychecks, in an amount in accordance with a schedule maintained by the Head of School’s designee.
30. 
VISION INSURANCE

The vision plan option is voluntary paid for by the employee. Employee contributions for Vision Insurance will be automatically withheld from employee paychecks.
31. 
WORKERS’ COMPENSATION tc " B. WORKERS’ COMPENSATION" \f C \l "2" 
HLA, in accordance with New York State Law will provide Workers’ Compensation to its employees in case of injury or illness arising out of and in the course of employment.  Employees who sustain work-related injuries or illnesses should inform their supervisors as soon as is practicable after the injury.

32.
SHORT-TERM DISABILITY INSURANCE

 tc " C. SHORT-TERM DISABILITY INSURANCE" \f C \l "2" In accordance with state and local law, all employees who have worked more than 4 weeks are eligible for New York State short-term disability insurance after the 8th consecutive day of absence due to a disability.  Short-term disability insurance allows payment in the event of certain injuries, illnesses, or other disabilities occurring outside of the workplace that result in the employee’s inability to perform the regular duties of his or her employment, including disability caused by pregnancy.  Any employee wishing to claim disability pay must file appropriate reports and forms with the Head of School or the Head of School’s designee.  Employees are also responsible for filing any other necessary forms, applications, or other information as required by applicable government policies.
33. LONG -TERM DISABILITY 
HLA employees have the benefit of Long-term benefits become effective after 180 days of disability.  The employee is eligible for coverage up until age until age 65, or until well. The long term disability is a tax free benefit.

34. RETIREMENT

The retirement program offered to eligible employees by HLA is the 401 (k) program with a dollar to dollar match by HLA as determined by the Board of Directors Under such program employees may opt to defer a portion of their current gross pay, having that portion of pay invested in accordance with federal and state guidelines governing deferred compensation programs and with procedures established by the Head of School.  

The School will not be responsible for tracking the amount of such contributions or for any excesses as that is the responsibility of the employee. In accordance with federal guidelines, employees are subject to a maximum limit per year on deferred compensation.  Employees shall take every reasonable precaution to ensure that the per-paycheck amount of income requested to be deferred will not cause such limits to be exceeded in any given year.

35. Life Insurance 

An additional employer paid benefit is Life Insurance. The life insurance covers accidental death and dismemberment,

36. UNEMPLOYMENT COMPENSATION tc " C. UNEMPLOYMENT COMPENSATION" \f C \l "2"  

This School contributes to the Unemployment Compensation plan administered by the State of New York.

37. BENEFITS CONTINUATION - COBRA tc " D. BENEFITS CONTINUATION - COBRA" \f C \l "2" 
The federal Consolidated Omnibus Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under HLA’s health plan for at least 18 months (under certain circumstances up to 29 months) when a “qualifying event” would normally result in the loss of eligibility.  Some common qualifying events are resignation, termination of employment, or death of an employee; a reduction in an employee’s hours or a leave of absence; an employee’s divorce or legal separation; and a dependent child no longer meeting eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at HLA’s group rates plus an administration fee.  HLA provides each eligible employee with a written notice describing rights granted under COBRA when the employee becomes eligible for coverage under HLA’s health insurance plan.  The notice contains information about the employee’s rights and obligations.  

This coverage, however, is only available in specific instances.  Group health coverage for COBRA participants is usually more expensive than health coverage for active employees, since usually the employer formerly paid a part of the premium.  It is ordinarily less expensive, though, than individual health coverage.

38. TRAVEL AND EMPLOYEE BUSINESS EXPENSE
The School will reimburse employees for pre-approved out-of-town travel following the federally mandated per diem rates for lodging and meals and incidentals.  The rates are specific to the city of destination.  Reimbursement for mileage will be at current IRS allowed rates (http://www.panache-yes.com/mileagerate.html). All other expenses will be reimbursed at actual cost unless otherwise limited by contractual/grant agreement where applicable.

Reasonable travel and business expenses incurred by employees will be reimbursed upon submission of an Employee Expense Report with appropriate supporting documentation.   The School is exempt from state and federal tax, and therefore does not reimburse employees for tax. Employees can obtain a copy of the Tax Exempt Certificate from the Director of Operations and Finance.

For any business travel requiring an overnight stay, a Request for Authorization of Travel (or equivalent memo of understanding) must be submitted at least 72 hours prior to committing to travel arrangements to allow time for review and authorization by the Head of School (or authorized signer).  Similarly, prior written authorization should be secured if a seminar or meeting requires a registration fee, even if the seminar is being held locally.

Employee Expense Reports, including those pertaining to travel expenses, should be completed and submitted once a month, no later than ten (10) days after the close of the month when the expense activity has occurred.  All expense reports are reviewed and approved by the Head of School (or authorized signer) and processed by the director of school operations.  

Ideally, employee expense reimbursements are processed within 72 hours of receipt by the director of operations.

39. RECEIPTS

Receipts substantiating reimbursable expenses shall be obtained whenever practical, but are required for all amounts in excess of $25, as required by the Internal Revenue Service.

The School may reimburse properly authorized employees for pre-approved School-related travel.  The School does not reimburse employees for automobile trips (for professional development or other reasons) of less than 50 roundtrip miles (venues within 25 miles of the school).  For trips greater than 50 roundtrip miles, the School will reimburse drivers authorized to take such trips at the current IRS mileage reimbursement rate for every mile upon submission of appropriate documentation such as a mileage reimbursement form.

Employees who seek reimbursement for trips requiring train or air transportation must obtain the advance approval of the Head of School. If approved, the School will pay the costs of these trips. It is our expectation that trips are booked through the Director of Operations with enough advanced notice to get low-cost fares.  School employees will fly/ride in coach, and, if available, they will stay at the lowest-cost national chain convenient to the applicable event.  The School will make a determination whether renting a car or using taxis will be a more economical option, and, upon appropriate authorization, the School will reimburse employees for such authorized expenses upon submission of appropriate documentation.

It is the expectation that School employees will stay two to a room (in two separate beds) with other HLA employees of the same sex.  For trips that involve an overnight stay, the School recognizes that some additional food expenses will be incurred because of travel, so the School will reimburse (upon submission of appropriate receipts) up to $40/day for meals.

HLA employees must keep all receipts for travel reimbursement. Employees will not be reimbursed without receipts.

40. Parking and Moving Violation Fines
The School will not pay parking or other moving violation tickets (i.e. speeding tickets, etc.) for any staff member. Staff members are expected to park legally, and staff members, especially when transporting children, are expected to abide by all driving and parking laws.

41. Other Reimbursements
Please contact the Director of Operations in advance if you require reimbursement for other School-related expenses.  Such reimbursement shall be granted at the sole discretion of the director of operations and Head of School and only upon submission of appropriate documentation.
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PROFESSIONAL CONDUCT OF EMPLOYEES

1. CODE OF ETHICS AND STANDARDS OF CONDUCT tc " F. CODE OF ETHICS AND STANDARDS OF CONDUCT" \f C \l "2" 
The successful operation and reputation of HLA are built upon principles of ethical conduct of our employees.  HLA’s reputation for integrity and excellence requires careful observance of all applicable laws and regulations, as well as scrupulous regard for the highest standards of conduct and personal integrity.  HLA will comply with all applicable laws and regulations and expects all employees to conduct their work in accordance with all relevant laws and to refrain from any illegal, dishonest, or unethical conduct.

2. CONFIDENTIALITY tc " A. CONFIDENTIALITY" \f C \l "2" 
Employees of HLA shall not, in any way, release any information about this School, its activities, or the activities of its personnel except as normally required by their duties, expressly permitted by the Head of School, and in conformity with the requirements of applicable Freedom of Information Laws, the Family Educational Rights and Privacy Act, the Health Insurance Portability and Accountability Act (for more information, please see http://www.omh.state.ny.us/omhweb/hipaa/index.htm), and any other applicable federal, state, or local law or regulation on School policy or regulation.

No employee shall publish, disclose, use, or authorize anyone else to publish, disclose, use, or in any way cause to be published, disclosed, or used any private or proprietary information which such employee may in any way acquire, learn, develop, or create by reason of employment with this School, unless otherwise provided by the Head of School.  Any document or other material containing such information is required to be returned to the Head of School upon an employee’s termination or resignation.

This policy reiterates our need for confidentiality in all aspects of employment.  While employed at HLA, employees may learn or work with and be entrusted with confidential and/or privileged information about fellow employees, administrators, School parents, students or applicants.  Employees must exercise the highest degree of care not to disclose any such information, even inadvertently, to any unauthorized person in or outside of HLA.  Employees may not disclose any confidential or privileged information except to persons specifically designated in advance and in writing by the Head of School.

Confidential information includes, but is not limited to, the following examples: 
a) Student records

b) Financial information

c) Personnel records

d) Payroll records

e) Computer programs, codes, processes and passwords

f) Personnel information regarding School parents and students

If an employee believes confidential information must be disclosed to a third party, he or she should consult with HLA Leader prior to the disclosure.  Failure to follow this policy will result in disciplinary action, up to and including termination of employment.

An employee’s obligations under this policy continue after his or her termination of employment.  Upon termination of employment, all confidential information in the employee’s possession must be returned to HLA.

3. COPYRIGHTS tc " M. COPYRIGHTS" \f C \l "2" 
Employees acknowledge that the entire right, title, and interest of any and all writings and other creations that they may prepare, create, write, initiate or otherwise develop as part of their efforts while employed by HLA, shall be considered the property of HLA.  This includes, but is not limited to, any development of a curriculum.  These works will be “works for hire” and shall be HLA’s sole and exclusive property, copyright, patent and trademark.  For items covered by this paragraph, employees hereby assign and transfer all rights, title and interests in all such items, including without limitation, all patent, trademark and copyright rights that now exist or may exist in the future.  Employees further agree that at any reasonable time upon request, and without further compensation or limitation, they will execute and deliver any and all papers or instruments including assignments, declarations, applications, powers of attorney and other documents, that in HLA’s opinion may be necessary or desirable to secure HLA’s full enjoyment of all right, title, interest and properties herein assigned.  Employees agree to not charge HLA for use of their copyrighted, trademarked and patented materials.

4. CONFLICT OF INTEREST

It is imperative that HLA, both in reality and in perception, be deemed to operate solely in the best interests of the students it serves.  Any taint to its reputation will significantly impact on the mission of HLA.  Employees of HLA must be ever mindful of the need to conduct themselves both in and outside of HLA in a manner that will not bring criticism to themselves or to HLA.  

Employees have an obligation to conduct their affairs within guidelines that prohibit actual or potential conflicts of interest.  Actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may result in a personal gain for him or her, for a relative or for anyone else who has a close personal relationship with the employee as a result of HLA business dealings.  For the purpose of this policy, a relative or a person with a close personal relationship is any person who is related by blood or marriage, or whose relationship with the employee is similar to that of persons who are related by blood or marriage.

No “presumption of guilt” is created by the mere existence of a relationship with an outside firm or vendor.  However, if an employee has any influence on transactions involving purchases, contracts, or supplies it is imperative that he or she disclose that relationship to the Head of School immediately so that safeguards can be established to protect all parties.

Common conflicts which employees should avoid include, but are not limited to:

a) Using proprietary or confidential information for personal gain or to HLA’s detriment;

b) Directly or indirectly accepting gifts, loans, services, entertainment, etc. of more than a minimal value from a vendor or someone seeking to do business with HLA (as noted elsewhere); 

c) Using HLA’s assets or labor for personal use; and 

d) Instances where an employee or an employee’s relative or someone with a close personal relationship has a significant ownership in the vendor or firm with which HLA does business.

If HLA finds that any employee has engaged in any conduct which presents a conflict of interest with HLA, such employee is subject to discipline, up to and including termination of employment.

5. BAN ON ACCEPTANCE OF GIFTS tc " B. BAN ON ACCEPTANCE OF GIFTS" \f C \l "2" 
In accordance with the Conflict of Interest Provision contained in this Handbook, no employee of HLA is permitted to accept gifts of any kind of a value exceeding fifty dollars ($50.00) – including but not limited to money, goods, food, entertainment, or services – directly or indirectly from: 

a) Individuals, parents, Schools, partner organizations, or companies serving as vendors or potential vendors for this School;

b) Elected officials or their representatives; 

c) Candidates for public office or their representatives; or 

d) Political party officials or their representatives. 

The Head of School and the Board of Trustees may make exceptions, including in instances where such gifts intended for and will be used by HLA.  Offers of such gifts in excess of $50.00, even when refused, must be communicated immediately by the employee receiving such an offer to the Head of School.

6. PERSONAL APPEARANCE/DRESS CODE tc " C. PERSONAL APPEARANCE/DRESS CODE" \f C \l "2" 
The properly groomed and attired employee helps to create a favorable image for HLA.  Employees are expected to groom and dress in a manner that is normally acceptable for employees of a School.  A neat, tasteful appearance contributes to the positive image you make on others. You are expected to be groomed and suitably attired during work hours. If an employee reports to work improperly dressed or groomed, his or her supervisor has the discretion to instruct the employee to return home to change clothes.  If this occurs, the employee will be docked for time spent in transit.  Dress should reflect the culture of HLA.

Shorts, tank tops and tee shirts are prohibited, and blue jeans and sneakers are deemed inappropriate forms of dress during normal business hours.  Heavily scented colognes, perfumes or other aftershave lotions may be offensive to others or cause allergic reactions and are not acceptable at HLA.
7. SOLICITATION tc " D. SOLICITATION" \f C \l "2" 
In the interest of efficiency and security, HLA’s general policy is to restrict solicitations or distributions by employees to non-work areas during non-work time.  Employees and non-employees are prohibited from soliciting or distributing literature in work areas or during work time.

8. CO-TEACHING

HLA promotes the collegiality of its employees in the co-teaching model. It is expected that employees adhere to professional conduct and team work as adult learners in the best interest of the quality delivery of instruction to our children.

9. PERFORMANCE/JOB REQUIREMENTS AND EVALUATIONS tc " A. PERFORMANCE/JOB REQUIREMENTS AND EVALUATIONS" \f C \l "2" 
Job performance of all employees will be reviewed by the employee’s supervisor on a regular basis.  Employees will generally receive performance evaluations at a frequency as determined by HLA.  These evaluations provide both the employee and his or her supervisor the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss purposeful approaches for meeting goals.  

The evaluation will be in writing and employees will be asked to sign their evaluation forms to acknowledge having reviewed it.  Employees should feel free to comment on any statement they do not understand or with which they disagree, either verbally or in writing. The evaluation, together with any written comments, becomes a part of each employee’s personnel file and may have a bearing on any personnel decisions involving the employee.

The administration and Board of Trustees of HLA is committed to maximizing the educational experience of its pedagogical staff.  To that end, observations, reviews and evaluations will, in the first instance, be made with the objective of enhancing the experience and ability of the teacher.  The frequency of observations both formal and informal is determined by the administration.

As part of the evaluation process, each staff member will be asked to participate in the development of a comprehensive evaluation tool that will determine the goals and rubric used to award the annual incentive pay to each instructional staff.  At HLA instructional staff will be engaged in ongoing activities related to improving the delivery of instruction in the classroom. The frequency and location of activities for the adult learners at HLA will be determined. Instructional staff are expected to engage in the practice of improving the craft of teaching through individual, group, school based, and off site activities coordinated by HLA.

The Board of Trustees of HLA, its administrators and faculty understand and appreciate that employment is directly associated with the budget process and enrollment.  There is no expectation of employment from one School year to the next. Position descriptions will be reviewed annually for accuracy at the time of the performance evaluation, and will be updated if necessary.  Position descriptions and titles are approved by the Board of Trustees. 

10. SEPARATION OF CHURCH AND STATE

HLA is a public school and public schools may not instruct students in any religion, although teaching about religion from a purely secular, academic viewpoint is permitted. Each employee will participate in professional development to ensure that proper guidelines are followed at all times with no exception. If a staff member willingly and knowingly teaches about religion in an improper way as a public school employee of HLA, such employee is subject to discipline, up to and including termination of employment.  Staff members are also not permitted to supervise or otherwise participate in non-instructional religious clubs or activities taking place on campus, except in a purely custodial capacity.
11. PROBLEM/CONFLICT RESOLUTIONS

In the event of a problem or dispute with other personnel or adults the employee is encouraged to make good faith effort to work with the adversarial party to the dispute to resolve the conflict. It is expected that employees at HLA will conduct themselves as mature adults and human beings who model conflict resolution techniques at all times. This effort will consist of problem identification, possible solutions, selection of resolution, process for implementation of resolution and a follow-up. In the case that the conflict is not resolved after a good faith attempt as outlined above the employee may submit the grievance to the HLA supervisor for resolve.

12. NO-HARASSMENT POLICY tc " D. NO- HARASSMENT POLICY" \f C \l "2" 
HLA prohibits all types of harassment. Harassment is unacceptable under the law and will not be tolerated. Harassment is unacceptable under federal law and will not be tolerated.   It is the policy of the School to maintain a work environment in which all individuals are treated with respect and dignity.  Each individual has the right to work in a professional atmosphere which prohibits discriminatory practices, including sexual harassment and harassment based on race, color, religion, national origin, sexual orientation, age, handicap, disability, or any other category protected by law.  The purposes of this policy against harassment are to educate all of our employees about what may constitute harassment, to notify everyone who works here that the School will not condone or tolerate harassment, and to establish a procedure which encourages anyone who feels they have been subjected to harassment to report such conduct to representatives of the School, who will investigate and respond to any report. This prohibition applies in employees’ relationships with all other employees, students, parents and guardians, visitors, guests, independent contractors and consultants.  
a. Definition of Harassment
Harassment is verbal or physical conduct that denigrates or shows hostility or aversion towards an individual because of race, color, religion, sex, national origin, sexual orientation, age, handicap or disability, or that of persons with whom the individual associates.  For example, racial harassment includes harassment based on an immutable characteristic associated with race (e.g., skin color or facial features).  Religious harassment may include demands that an employee alter or renounce some religious belief in exchange for job benefits; and sexual harassment is defined more specifically below.  The School's policy is to prohibit behavior based on a person's race, color, religion, sex, national origin, sexual orientation, age, handicap or disability that:  (1) has the purpose or effect of creating an intimidating, hostile or offensive work environment; (2) has the purpose or effect of unreasonably interfering with an individual's work performance; or (3) otherwise adversely affects an individual's employment opportunities.

Regardless of whether any single instance of improper behavior described below rises to the level of harassment prohibited by law, it is the School's policy that such behavior is inappropriate and offensive, and it will not be tolerated.  Examples of behavior that violate this policy and may constitute harassing conduct include, but are not limited to:
•
epithets, slurs, quips, or negative stereotyping that relate to race, color, religion, sex, national origin, sexual orientation, age, handicap, disability, or any other category protected by law;

•
threatening, intimidating or hostile acts that relate to race, color, religion, sex, national origin, sexual orientation, age, handicap or disability;

•
written or graphic material (including graffiti) that denigrates or shows hostility or aversion toward an individual or group because of race, color, religion, sex, national origin, sexual orientation, age, handicap or disability and that is placed on walls, bulletin boards, or elsewhere on the School's premises, or circulated or displayed in the workplace; or

•
"jokes," "pranks" or other forms of "humor" that is demeaning or hostile with regard to race, color, religion, sex, national origin, sexual orientation, age, handicap or disability.

13. SEXUAL HARASSMENT tc " i. Sexual Harassment" \f C \l "3" 
As sexual harassment raises issues about human interaction that are to some extent unique, the subject of sexual harassment is treated separately here.  HLA prohibits sexual harassment of any employee, student, parent or guardian, visitor, guest, candidate for employment, independent contractor, consultant, or other person visiting HLA’s premises.

Sexual harassment is a form of sex discrimination in violation of federal, state and local law.  It includes unwelcome sexual advances, requests for sexual favors, sexually motivated physical contact and other verbal or physical conduct of a sexual nature when:

(1)
submission to such conduct is either explicitly or implicitly made a term or condition of employment;

(2)
submission to or rejection of such conduct is used as the basis for employment decisions; or

(3)
such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive work environment.

All of the same applies in connection with the educational or commercial relationships within HLA.  Employees cannot be forced to submit to such conduct as a basis for any employment decision and HLA will do its best to keep its workplace free of any conduct that creates an intimidating, hostile, or offensive work environment for its employees. 

Sexual harassment applies to the conduct of a supervisor toward a subordinate, an employee toward another employee, a non-employee toward an employee or an employee toward an applicant for employment, student, parent or guardian, visitor, or guest.  Sexual harassment can apply to conduct in any work-related setting outside the work place as well as at work.  The acts underlying sexual harassment need not be sexual in nature nor take the form of overt sexual advances.  Sexual harassment may consist of intimidation and hostility directed at an individual because of sex or sexual orientation.  The harassment may take the form of explicit or degrading comments that are verbal, written, or electronic and are of a sexual nature, persistent or unwelcome flirtation, requests for dates, especially if the behavior continues after a clear objection has been made, inappropriate jokes, vulgar comments, offensive language, teasing about sexual preferences, or unwelcome touching, such as hugging, kissing, pinching, or patting.  It is not permissible for any HLA employee to engage in any form of sexual harassment.  
14. Other Harassment tc " ii. Other Harassment" \f C \l "3" 
HLA will not tolerate illegal harassment based on race, color, creed, sex, gender, sexual orientation, national origin, age, disability (including AIDS), marital status, military status, predisposing genetic characteristics, or any other characteristic protected by local, state, or federal law, or such actions as opposing discrimination or participating in any complaint process at the EEOC or other human rights agencies.  Such harassment does not belong in our workplace or in any work-related setting outside the workplace.  The same prohibition applies in relationships to students, parents or guardians, visitors and guests.  HLA will not tolerate such behavior.

a. Informal Complaint Procedure tc " iii. Informal Complaint Procedure" \f C \l "3" 
HLA encourages, but does not require, individuals who believe they are being harassed to promptly notify the offender that his or her behavior is unwelcome.  If for any reason an individual does not wish to confront the offender directly, or if such a confrontation does not successfully end the harassment, the individual should notify the Head of School or the Head of School’s designee, who may, if the individual so requests, speak to the alleged harasser on the individual’s behalf.  An individual reporting sexual or other harassment should be aware; however, that HLA may decide it is necessary to take action to address the harassment beyond an informal discussion.  The decision will be discussed with that individual.  The best course of action in any case will depend on many factors and, therefore, the informal procedure will remain flexible.  Moreover, the informal procedure is not a required first step for the reporting individual.   

b. Formal Complaint Procedure tc " iv. Formal Complaint Procedure" \f C \l "3" 
HLA has worked with the Board of Trustees to develop this Formal Complaint Procedure.  The Board of Trustees consists of ten (10) members as of Spring 2009.  Employees can contact the Board of Trustees through their representative David Gedzelman, at 212 -792-6230.
i. Complaint Procedure and Investigation tc " a. Complaint Procedure and Investigation" \f C \l "4" 
If an employee believes that he or she has been harassed by any School employee, student, vendor, client, or other School contact, the employee should immediately report the incident to the Head of School.  If the Head of School is involved in the reported conduct, or for some reason the employee feels uncomfortable about making a report to the Head of School, the employee should report directly to the David Gedzelman, Vice-Chair of the Board of Trustees of HLA.

ii. Timeliness in Reporting Harassment tc " b. Timeliness in Reporting Harassment" \f C \l "4" 
HLA encourages the prompt reporting of any potential violations of this policy, so that it can take appropriate steps to maintain a workplace free of harassment, and to ensure that its procedures are effective in promoting this goal.  While no fixed reporting period has been established, early reporting and intervention has proven to be the most effective method of resolving actual or perceived incidents of sexual or other forms of harassment.
iii. Investigation and Protection Against Retaliation tc " c. Investigation and Protection Against Retaliation" \f C \l "4" 
HLA will investigate any such report of harassment.  The investigation may include individual interviews with the parties involved, and where necessary, with individuals who may have observed the alleged conduct or may have relevant knowledge.

All employees have a duty to cooperate in HLA’s investigation of alleged harassment.  Failure to cooperate or deliberately providing false information during an investigation shall be grounds for disciplinary action, up to and including termination of employment.

HLA will not retaliate, nor will it tolerate retaliation, against employees who complain in good faith about harassment in HLA environment.  Retaliation against an individual for reporting sexual or other harassment or assisting in providing information relevant to a claim of sexual harassment is a serious violation of this policy and will be treated with the same strict discipline as would the harassment itself.  Acts of retaliation should be reported immediately and will be promptly investigated.  HLA is prepared to take appropriate steps to protect individuals who fear that they may be subjected to retaliation.

iv. Confidentiality tc " d. Confidentiality" \f C \l "4" 
Confidentiality will be maintained to the extent practical and appropriate under the circumstances.  HLA will maintain confidential records of all complaints and how each was investigated and resolved.

v. Responsive Action tc " e. Responsive Action" \f C \l "4" 
HLA will take whatever corrective action is deemed necessary, including disciplining any individual who is believed to have violated these prohibitions against harassment and retaliation.  Responsive action may include, for example, mandatory training or referral to counseling and disciplinary action such as warnings, reprimands, withholding of a promotion or pay increase, reassignment of the offender, temporary suspension without pay, termination of employment, or other measures as HLA believes will be effective in ending the misconduct and correcting the effects of the harassment.

vi. False and Malicious Accusations tc " f. False and Malicious Accusations" \f C \l "4" 
False and malicious accusations of sexual or other harassment, as opposed to complaints which, even if erroneous, are made in good faith, may be the subject of appropriate disciplinary action, up to and including termination of employment.

c. Summary of Responsibilities tc " v. Summary of Responsibilities" \f C \l "3" 
Employees tc " a. Employees" \f C \l "4"  (this includes all employees of HLA)
a) To refrain from all conduct which might be considered discrimination or harassment.
b) To report complaints to a supervisor or the Head of School, who will treat such information with sensitivity to its confidential nature.
c) To cooperate reasonably in any investigation conducted by HLA or its agent.
d) Supervisors tc " b. Supervisors" \f C \l "4"  (this includes all employees to whom other staff members report)

e) To maintain a workplace free of discrimination, harassment, and intimidation.

f) To inform employees of HLA’s policy prohibiting discrimination and harassment and of their right to bring complaints of this nature, confidentially, to the Head of School.

g) To report all complaints of discrimination and harassment to the Head of School.

h) To investigate promptly each complaint and, where the investigation confirms the allegation, to take appropriate corrective action, up to and including termination of employment.

i) To be sensitive to the confidential nature of these matters and to the privacy of all parties involved in such complaints.

j) To not retaliate against any employee for bringing a good faith complaint.

Administration tc " c. Administration" \f C \l "4"  (this includes HLA Leader(s))
k) To educate and train employees at each level.

l) To ensure that all Supervisors and employees are apprised of HLA’s policy against discrimination and harassment and of their responsibilities hereunder.  

m) To meet with employees during orientation upon their hire to review the Policy and the types of conduct prohibited.

n) To assist supervisors in their investigation of complaints, including training all investigators on proper investigative procedures and safeguards.  Where complaints are lodged directly with the Administration, it shall investigate promptly and report findings to the appropriate supervisor or level of management with recommendations concerning corrective action where appropriate.  

Board of Trustees tc " d. Board of Trustees" \f C \l "4" 
o) To listen to each complaint.

p) To ensure availability and access if the complaint concerns a School Leader. To ensure action is taken if the complaint concerns a School Leader.

14. OUTSIDE EMPLOYMENT

Employees are requested to disclose in writing any other employment, self-employment, consulting, volunteer or board membership activities in which they are engaged while an employee of HLA.  If said activities were not mentioned at the time of hire, they must be reported to the Head of School prior to hiring. If said activities are “new” activities during the time of employment they must be disclosed immediately. Where a conflict of interest exists, the employee will be notified and required to cease such activity or refrain from initiating the activity.

15. UNACCEPTABLE BEHAVIORS

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace.  The following are examples of unacceptable conduct that may result in disciplinary action, up to and including termination of employment:

a) Theft or inappropriate removal or possession of School property

b) Falsification of timekeeping records

c) Working under the influence of alcohol or illegal drugs

d) Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while on duty, or while operating employer-owned vehicles or equipment

e) Fighting or threatening violence in the workplace

f) Boisterous or disruptive activity in the workplace

g) Negligence or improper conduct leading to harm to others or to damage of employer-owned property

h) Insubordination or other disrespectful conduct (including refusal to follow your supervisor’s lawful directives)

i) Violation of safety or health rules

j) Smoking in prohibited areas

k) Sexual or other unlawful or unwelcome harassment

l) Possession of dangerous or unauthorized materials, such as explosives or firearms, in the workplace or while at work outside the workplace

m) Excessive absenteeism or any absence without notice

n) Unauthorized use of telephones, mail system, or other employer-owned equipment

o) Unauthorized disclosure of confidential information

p) Violation of personnel policies

q) Unsatisfactory performance or conduct

Some of the unacceptable forms of behavior are separately discussed in more detail elsewhere in this Handbook.  Other misconduct will be evaluated based on the specific facts and circumstances.  Therefore, HLA employees are expected to conduct themselves in a manner consistent with accepted behavior in workplaces and schools.
16. DRUG- AND ALCOHOL-FREE WORKPLACE/DRUG SCREENING  tc " G. DRUG- AND ALCOHOL-FREE WORKPLACE/DRUG SCREENING " \f C \l "2" 
It is the policy of HLA to create a drug-free workplace in keeping with the spirit and intent of the Drug Free Workplace Act of 1988.  The unlawful manufacture, distribution, dispensation, possession, sale or use of a controlled substance in the workplace or while engaged in business off premises, such as at a parent’s home, is strictly prohibited.

Drug and/or alcohol testing may be required if HLA has a reasonable suspicion that an employee is under the influence of alcohol or drugs in violation of this guideline.  The results of any test conducted under this guideline will be treated in a confidential manner.

Employees, agents and contractors shall not engage in the use, possession or sale of alcohol or illegal drugs during work hours within our school property or in a school vehicle or any time when conducting school business. Nor shall they report to work under the influence of such substances or display evidence of having used such substances. Further as role models for our students and as representatives of the school, employees, agents and contractors shall not engage in the unlawful use, possession or sale of controlled substances during their off duty hours.

Employees who violate any aspect of this policy may be subject to disciplinary action, up to and including termination of employment.  At its discretion, HLA may require employees who violate this policy to successfully complete a drug abuse assistance or rehabilitation program as a condition of continued employment.  

17. EMPLOYEE ASSISTANCE PROGRAM 

The Employee Assistance Program (EAP) is there to provide staff with confidential services when they are in crises or when a family member is in crises.  The EAP provides confidential and accessible service to employees.  

The program is available to both the employee and his or her immediate family (including spouse, partner, parent, child, sibling, grandparent, any other relative permanently residing with the employee, or any other person as defined by the Head of School).  The cost is free and we encourage employees and/or their families to use the service if ever there is a need.  The service is confidential.  Employees should have or will receive more information about the EAP during orientation.

18. VIOLENCE IN THE WORKPLACE tc " E. VIOLENCE IN THE WORKPLACE" \f C \l "2" 
HLA is committed to preventing workplace violence.  HLA has adopted the following guidelines to deal with intimidation, harassment, or other threats of (or actual) violence that may occur during business hours or on its premises.

All employees should be treated with courtesy and respect at all times.  Employees are expected to refrain from fighting, rowdy behavior, or other conduct that may be dangerous to others.  Employees may not bring firearms, weapons, or other dangerous or hazardous devices or substances onto the premises of HLA.

HLA will not tolerate conduct that threatens, intimidates, or coerces another employee, a student, parent, visitor, guest, or candidate for employment.  This prohibition includes all acts of harassment, including harassment that is based on an individual’s race, color, religion, creed, sex, gender, sexual orientation, ethnicity, national origin, ancestry, age, disability (including AIDS), marital status, military status, citizenship status, predisposing genetic characteristics, or any other characteristic protected by local, state, or federal law.  

Immediately report violence or threats of violence, both direct and indirect, to a supervisor.  This includes threats by employees, students, or visitors.  Reports should be as specific and detailed as possible.

HLA will promptly and thoroughly investigate all reports of violence or threats of violence and of suspicious individuals or activities.  The identity of the individual making a report will be protected as much as is practical.  In order to maintain workplace safety and the integrity of its investigation HLA may suspend employees, either with or without pay, pending investigation.

Anyone determined to be responsible for acts or threats of violence or other conduct in violation of these guidelines will be subject to disciplinary action, up to and including termination of employment, and may face criminal charges.

HLA encourages employees to bring their disputes or differences with other employees to the attention of their supervisors.  
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SAFETY

1. STUDENT ACCIDENTS OR MEDICAL EMERGENCIES

If there is a medical emergency immediately notify the Head of School or the designee and call 911. The Head of School or the designee will go to the scene of the emergency.

2. POLICE INVOLVEMENT WITH STUDENTS

In the absence of parental consent police may not question a student suspected of committing a crime nor may they question a student victim or witnesses unless there is a continued threat of imminent danger. In investigations of child abuse the school must permit the NYPD to interview the child without parental notification or consent if the suspect is the parent, custodian or guardian. If the NYPD interview a student children under the age of 18 may not be interviewed without the presence of a parent or the Head of School/designee. Except in cases of health or safety emergencies or child abuse investigations, a student’s home address, phone number and other student record information may not be provided without a lawfully authorized subpoena or parental consent.

3. SAFETY PLAN

HLA will have an annual school safety plan in place in conjunction with the NYCDOE and the NYPD. The Safety Plan will include information on operations, schedules, staff, offices, chain of command, yard duty assignments, hall duty assignments, arrival/dismissal information, AED information and additional school activities. In addition information will be provided regarding safety evacuation procedures and medical emergency response information.  It is the expectation that each employee will adhere to the guidelines in the safety plan.  Each school will be evaluated on its readiness to execute its safety plan, evacuation procedures and medical emergency procedures. 

4. CPR and Defibrillation 

The School has access to an Automatic External Defibrillators ("AED") for emergency purposes. An AED is a portable, lightweight, automatic external defibrillator that is used to shock the heart of a person who is undergoing sudden cardiac arrest.  The use of this piece of equipment requires training and is an essential part of administering emergency first aid immediately to a heart attack victim.  The AED enables a trained individual to provide potentially lifesaving assistance in an emergency.  Since sudden cardiac arrest can strike anyone at anytime, it is vital to know what to do and who to call to perform CPR and defibrillation.

5. Fire Drill / Evacuation Procedures
The School conducts fire and other emergency drills in accordance with applicable state and local laws.  All employees are expected to participate in such drills, as building and safety personnel require.

6. MEDIA

HLA employees may not speak with media. If the media contact you via telephone or in person you must reserve comment and notify the Head of School or the Head of School’s designee immediately. Media are not permitted on school premises. It is the employee’s duty as an HLA employee to place the rights of the students as a priority at all times. 

7. VISITORS IN THE WORKPLACE tc "H. VISITORS IN THE WORKPLACE" \f C \l "2" 
To maintain safety and security, only authorized visitors are allowed in HLA.   No visitors (children, parents, spouse, partners, or friends) may come to HLA without official prior approval from the Head of School or the Head of School’s designee.  All visitors must sign in at the main desk and show a legal identification. All visitors must enter the Main Office and express the purpose of their visit for approval by the Head of School or the Head of School’s designee.  Unless staff has planned visits in their schedules, the presence of visitors may negatively reflect on classroom activities causing unwarranted disruption and possibly diminish productivity. 

8. SECURITY IN THE SCHOOLS

The maintenance of safety and good order is the collective responsibility of all school staff, parents, students and agencies such as the NYPD/NYCDOE Division of Safety. Employees are expected to cooperatively consult and work with the Head of School and School Safety Agents on all matters related to safety. It is expected that they notify each other promptly of incidents that occur on school property. Therefore, employees shall notify the Head of School or the Head of School’s designee of any school related crime, sexual misconduct, medical emergency or child abuse allegation or incident. It is expected that employees cooperate in completing any incident reports in order to provide a sufficient, detailed factual description of the incident. 

a. Building Security
•
External doors should never be propped open; especially during evenings, weekends, and holidays.

•
Make sure that external doors are locked when you leave the School.

•
Lock classroom doors when you are the last one leaving.

•
Make sure that all valuables and computers are properly locked.

•
The School is not responsible for loss of personal possessions, cash, or other valuables.

•
Students and teachers should never "let in" strangers.  Follow appropriate visitor’s policies.

•
All visitors must check in at the main office.

•
All visitors must wear a visitor’s tag.

b. Personal Belongings
The School is not responsible or liable for personal property that is lost, stolen, or damaged while on School premises.  In the interest of safety and security, the School reserves the right to search all bags and containers brought onto the School premises, at any time.

9. CARRY NO LIQUIDS IN HALLWAY/STAIRWELLS

In the best interest of safety for all employees are not permitted to carry open liquids in walking areas including hallways and stairwells. If any food or drink is spilled accidentally please cover the area with a paper towel and inform the Main Office immediately.

10. School Nurse

A school nurse is available at posted hours. These hours are typically posted on the school nurse’s office door (or are available from the director of school operations). If a student is injured, the faculty member in charge must bring him or her to the school nurse. In a medical emergency in school, the School Nurse should be notified immediately.

Only the school nurse may determine if a child must go home for medical reasons.  In the event that a school nurse is not present, the school must receive permission from a child’s parent or legal guardian to allow the child to go home for medical reasons.

11. Medication Administration
Except as expressly permitted by the School, School employees, including faculty, are not to administer medication of any kind (including Tylenol and cough medicine) to students.  Only registered nurses and doctors who have proper authorization are permitted to do so, except in the event of a true emergency.  Students may not have prescription or non-prescription medication in their possession without the express written consent of the school nurse.

In the absence of a school nurse, only a Head of School, dean, teacher, coach, physical therapist, or occupational therapist, who is authorized and has received training in safely administering medications from a school nurse or licensed physician, may administer oral, topical, inhalant, or injectable medications.  No medication (prescription or non-prescription), however, should be administered to any student without the written order of a licensed physician, licensed dentist, advanced practice registered nurse or physician assistant, and the written authorization of a parent or guardian.

The administration of medications as prescribed shall be recorded on the Individual Student Medication Form. As each form is completed, the school nurse will file it in the student’s cumulative health record.

12. CHILD ABUSE OR MALTREATMENT PURSUANT TO §411 et seq. OF THE SOCIAL SERVICES LAW tc " A. CHILD ABUSE OR MALTREATMENT PURSUANT TO §411 et seq. OF THE SOCIAL SERVICES LAW" \f C \l "2" 
Pursuant to §413 of the Social Services Law, School officials are required to report instances of suspected child abuse or maltreatment to the State Central Register of Child Abuse and Maltreatment (“SCR”).  A hotline has been established for reporting by mandated reporters, which include School officials.  The hotline is 1-800-635-1522 or 311.

Child “abuse” occurs when a parent or other person legally responsible for the child inflicts serious physical injury upon the child, creates a substantial risk of serious physical injury, or commits a sex offense against the child.  In addition, the definition includes instances where the parent (or person legally responsible) knowingly allowed another to inflict such harm.

Child “maltreatment” (which includes neglect) occurs when a child’s physical, mental, or emotional condition has been impaired, or is in imminent danger of impairment, by the parent’s (or other person legally responsible for the child) failure to exercise a minimum degree of care by (1) failing to provide sufficient food, clothing, shelter or education; (2) failing to provide proper supervision, guardianship, or medical care; or (3) inflicting excessive corporal punishment, abandoning the child, or misusing alcohol or other drugs and, in doing so, causing the child to be placed in imminent danger.

As mandated reporters, School officials are required to report suspected child abuse or maltreatment when they have reasonable cause to suspect either has occurred.  “Reasonable cause” to suspect child abuse or maltreatment means that, based on a School official’s rational observations, professional training, and experience, the official suspects that the parent or other person legally responsible for the child has harmed the child or placed the child in imminent danger of harm.

As of recent, the law guides the mandated reporter to make the oral report to the State Central Register directly. The following procedures should be followed in reporting instances of child abuse and maltreatment.  

- If a School employee learns of or suspects a situation of abuse or maltreatment of a student by his or her parent or person legally responsible for the student’s care, the employee must report the situation to the building Head of School immediately in order to coordinate the employee’s ability to make the call to the State Register.

- The mandated reporter should ask the SCR representative his or her name and the “Call I.D.”

- Within 48 hours of the oral report to the SCR hotline, he or she must complete and submit to the SCR mandated reporter a form “LDSS-2221A”.  A form LDSS-2221A may be obtained from the New York State Office of Children and Family Services website at: www.ocfs.state.ny.us/main/forms or by calling (518) 472-0971. 

- If a School official is uncertain about whether a situation rises to the level of abuse or maltreatment, the official should contact the hotline to discuss the matter with a trained SCR specialist.

- All information relating to reports of child abuse or maltreatment shall be strictly confidential.

Annually, HLA shall provide training to all employees at HLA regarding the New York State law and guidelines for child abuse and reporting.

13. CORPORAL PUNISHMENT

The Regulation of the Commissioner 100.2 defines corporal punishment as any act of physical force upon a pupil for the purpose of punishing that pupil. Corporal punishment is prohibited. Employees must take steps to identify the concern, support the student, work cooperatively with staff and work closely with the parents to ensure that the student receives maximum benefit from the educational program offered at the school. Any allegation of corporal punishment must be reported to the administration immediately. Upon investigation and the findings, disciplinary actions will be followed up to and including termination

14. VERBAL ABUSE

Verbal abuse is prohibited. Employees must take steps to identify the concern , support the student, work cooperatively with staff and work closely with the parents to ensure that the student receives maximum benefit from the educational program offered at the school. Any allegation of corporal punishment must be reported to the administration immediately. Upon investigation and the findings, disciplinary actions will be followed up to and including termination.

15. RIGHT TO KNOW

The New York State Right-to-Know law gives employees the right to find out which toxic substances are present in their workplace – in this case HLA.  This law covers New York State public sector employees including former employees who were employed after December 1980.

By law, HLA is obligated to inform all employees of all substances known to be present in any compound or mixture, if they comprise 1% or more by weight of the compound or mixture hazardous.  Upon written request, HLA will provide any information regarding any substances used, within a 3-day period.
16. OSHA

Consistent with federal Occupational Safety and Health Act (OSHA) (see http://www.osha.gov/comp-links.html) requirements and to protect the well-being of employees, HLA recognizes a need to limit the potential harmful effects of occupational exposure to blood and other potentially infectious bodily fluids where exposure to these materials (primarily hepatitis B and human immunodeficiency virus (HIV/AIDS)) could result in infection, illness or death of employees.  The Health Safety policy covers all HLA employees but particularly those who may reasonably anticipate coming into contact with these materials as a result of their job duties.  If an employee’s job duties may put him or her into this category, HLA will provide that employee with appropriate information. 

17. WHISTLEBLOWER

The New York State Whistleblower Statute protects employees who disclose to their supervisors or an appropriate authority that HLA is in violation of a law or regulation that presents a substantial and specific danger to public health or safety.  The Whistleblower Statute prohibits HLA from taking retaliatory action against any employees who make disclosures as described above.
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FACILITIES

1. DAMAGE TO PROPERTY

HLA is a public school. Damage to school property is not acceptable. It will be determined based on a thorough investigation if the employee will be liable for any damage to school property.

2. KEYS AS PROPERTY

The keys you are issued are the property of HLA. Each employee will submit the keys at the end of the school year. In the case of termination, the keys must be returned to HLA.

3. PHONE, COPIERS AND MAIL SYSTEMS tc " ii. Phone, Copiers and Mail Systems" \f C \l "3" 
HLA’s phones are provided for business use.  Personal calls to and from HLA are to be held to a minimum.  Employees must charge any personal toll calls/long distance to a home phone or to a phone card. 

Employees may not use photocopiers for personal purposes and may not photocopy copyrighted materials without prior authorization.  

Employees may not use HLA postage meters and fax machines for personal use.  They should not receive personal mail at HLA.

4. PERSONAL USE OF SCHOOL PROPERTY

Employees may be allowed to borrow certain equipment for their own personal use while on our premises. If school equipment is borrowed for use off school premises it is only with the approval of the Head of School and the completion of a form with the ISBN # of any tools or equipment. . The employee is responsible for returning the equipment or tools in good condition. The employee must pay for any damages that occur while using the equipment or tools for personal projects. tc " H. USE OF FACILITIES AND EQUIPMENT" \f C \l "2" 
5. COMPUTER, ELECTRONIC AND VOICE MAIL tc " i. Computer, Electronic and Voice Mail" \f C \l "3" 
This policy establishes rules governing employee use of HLA’s computer network, and options for electronic mail (“e-mail”) and telephone message handling (“voicemail”) services and Internet access.  HLA has developed these rules to ensure that everyone understands how these options function and the limits which properly apply.  

All HLA equipment, including desks, computers and computer systems, computer software, data storage devices, e-mail, voicemail and other physical and electronic items are for business use only, provided that you may receive necessary and appropriate personal messages on your office voicemail and/or through office e-mail.  All communications and information transmitted by, received from, or stored in these systems are School records and property of HLA.  You have no right of personal privacy in any matter stored in, created, received, or sent over HLA computer, email, internet, or voicemail system.

HLA at all times retains the right, without notice, to search all directories, indices, data storage devices, files, databases, e-mail messages, voicemail messages, Internet access logs and any other electronic transmissions contained in or used in conjunction with HLA’s computer, e-mail, voicemail and Internet access systems and equipment. 

Deleted or erased computer, e-mail and voicemail messages may remain stored in HLA computer server or telephone system.  By placing information on HLA computer system, employees give HLA the right to edit, delete, copy, republish and distribute such information.  

HLA Harassment Prevention Policy and HLA Policy with respect to Confidential Information apply to all forms of communication including written, e-mail and voicemail.

All HLA systems require users to identify themselves with a user ID and password to obtain network access.  Unauthorized use of systems without making this identification or bypassing this process is a violation of HLA policy.  Employees should make every effort to safeguard their passwords.  

Sharing your network access with other users is strictly prohibited. 

If HLA provides access to an Internet service such as web-browsing, such access is only for business use.  This restriction includes any Internet service which is accessed on or from HLA premises using HLA computer equipment or via HLA-paid access methods and/or used in a manner that identifies you with HLA.  Very limited or incidental use of Internet services for personal, non-business purposes is acceptable.  However, personal use must be infrequent and must not:

a) Involve any prohibited activity (see Prohibited Activities);

b) Interfere with your productivity or the productivity of your co-workers;

c) Consume system resources or storage capacity on an ongoing basis; or

d) Involve large file transfers or otherwise deplete system resources available for business purposes. 

Note:  Employees must take the necessary anti-virus precautions before downloading or copying any file.  If you become aware of any potential virus, notify your supervisor immediately.

The following guidelines have been established to help ensure responsible and productive Internet usage and you are strictly prohibited from using HLA-provided computer, e-mail, voice-mail and Internet access services in a manner contrary to the following (“Prohibited Activities”):

a) All Internet data composed, transmitted, or received is subject to disclosure to law enforcement or third parties.  Therefore all information must be accurate, appropriate, ethical and lawful.

b) Data composed, transmitted, accessed, or received must not contain content that could be considered discriminatory, offensive, pornographic, obscene, threatening, harassing, intimidating, or disruptive to any employee or other person.  Examples of unacceptable content may include, but are not limited to, sexual comments or images, racial slurs, gender-specific comments, or any other comments or images that could reasonably offend someone on the basis of race, color, religion, creed, sex, gender, sexual orientation, ethnicity, national origin, ancestry, age, disability (including AIDS), marital status, military status, citizenship status, predisposing genetic characteristics, or any other characteristic protected by law.  Sending uninvited e-mail of a personal nature is also prohibited.

c) The unauthorized use, installation, copying, receipt or distribution of copyrighted, trademarked, or patented material is prohibited.

d) The deliberate alteration of system files or accessing any restricted files of HLA is prohibited as is the use of HLA’s computer resources to create or propagate computer viruses, cause damage to HLA computer files or to disrupt computer services.

HLA purchases and licenses the use of various computer software for business purposes only and does not own the copyright to this software or its related documentation and therefore HLA does not have the right to reproduce such software for use except as expressly provided in the license or purchase agreement.  HLA expressly prohibits the illegal duplication of software and its related documentation.

Employees who violate this policy will be subject to discipline, up to and including termination of employment.  Employees who use HLA computer system for defamatory, illegal or fraudulent purposes may also be subject to civil liability and criminal prosecution.

Please sign and date the Form on the following page.

	Certification of Receipt of Personnel Handbook

I have received a copy of HLA’s Personnel Manual and understand that I am responsible for becoming familiar with the policies described in it.  I understand that the information contained in it represents management guidelines only, which may be modified from time to time.  I understand that neither the Manual’s policies nor any representations made by a management representative, at the time of hire or subsequently, are to be interpreted as a contract between HLA and any of its employees.  I further understand that my employment is voluntarily entered into, that I am free to resign at any time and that HLA may terminate the employment relationship whenever it determines that it is in its best interest to do so.

ACKNOWLEDGEMENT OF POLICIES AND PROCEDURES

I have been informed about HLA’s Policies and Procedures Handbook, and I understand that I have the responsibility to become familiar with all policies and procedures included in them.

     Further, I have read and understand the provisions of the following School policies, procedures and guidelines, and agree that adherence to them and all others as a condition of continued employment by HLA:


□
Employment At Will


□
Equal Employment Opportunity


□
Grievance Procedure


□
Code of Conduct and Harassment


□
Safety and Health

I understand that the procedures set forth in the Policy and Procedures Handbook are operational guidelines for HLA and its employees, and may, from time to time, be changed as necessary to improve organizational efficiency.  As such, these procedures shall not be construed as constituting a contract between HLA and myself.  School staff is employed and serve at will.  The employment relationship can be terminated at any time by either the employee or HLA.

Employee Signature__________________________________________
Date ___________

Witness ____________________________________________________
Date ___________


	CHECKLIST OF TOPICS TO REVIEW ON EMPLOYEE’S FIRST DAY tc " XVIII. CHECKLIST OF TOPICS TO REVIEW ON EMPLOYEE’S FIRST DAY" \f C \l "1" 


· I.  INTRODUCTION
· II.C.  EQUAL EMPLOYMENT OPPORTUNITY
· II.D.  NO-HARASSMENT POLICY
· II.E.iv.  EMPLOYMENT CATEGORIES
· III.A.  WORK DAYS, WORK WEEK AND WORK YEAR
· III.B.  PAY PERIODS
· IV.A.  SCHOOL CALENDAR AND HOLIDAY LEAVE
· IV.B.  WEATHER DAYS AND OTHER CLOSINGS
· IV.C.  PERSONAL LEAVE ACCRUAL
· IV.D.  PERSONAL LEAVE USE
· IV.E.  BEREAVEMENT LEAVE
· IV.F.  SICK LEAVE
· IV.L.  FAMILY AND MEDICAL LEAVE
· IV.M.  FAMILY AND MEDICAL LEAVE ACT
· IV.N.  MATERNITY LEAVE OF ABSENCE
· V.  VACATION DAYS 
· VI.  BENEFITS: INSURANCE/HEALTH
· VII.  BENEFITS: OTHER
· VIII.  EVALUATION AND PROBLEM SOLVING PROCEDURES
· IX.A.  CONFIDENTIALITY
· IX.E.  VIOLENCE IN THE WORKPLACE
· IX.G.  DRUG- AND ALCOHOL-FREE WORKPLACE/DRUG SCREENING
· IX.H.  USE OF FACILITIES AND EQUIPMENT

	XIX.  SERVICE STAFF DIRECTORY tc " XIX. SERVICE STAFF DIRECTORY" \f C \l "1" 


 (Provide directory of all staff and the necessary emergency numbers)
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