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Introduction and Welcome

Hello and welcome to William W. & Josephine Dorn Charter Community School (WWJDC).  We are pleased to have you join our WWJDC family.  WWJDC is a small APS-chartered K-5 public school located in Albuquerque, New Mexico.  Below are our school mission and goal.
WWJDC Vision
To provide Collaborative Leadership within a Community School that will engage learners; excite them about the wonders of education; teach them about the importance of our natural and built environment; and educate them on the importance of civic engagement thus opening doors for our children, families, and neighborhoods
Mission and Strategic Plan Goals
 Mission:


A Community School that engages and excites students about life-long learning through Integrated Education and by providing a Hands-on Garden Curriculum with a strong emphasis on Science and Mathematics.
 

Strategic Plan Goals:

Goal #1 – Strengthen Governance and Leadership: Develop a racially and culturally diverse Governance Board and Leadership team that is actively and collaboratively engaged in designing the school’s pathway to excellence. 

Goal #2 – Elevate Academic Performance: Increase Reading, Math and Science assessment scores to state average or higher. Engaged students will acquire strong test-taking and applied skills in Math, Science and Reading to help them meet or exceed expectations on state standardized assessments.

Goal #3 – Build School Capacity: Create and implement sustainable growth initiatives.  Expand enrollment to support capacity targets, ensure that school facilities help students and staff achieve academic goals, and implement strategies and practices to support long-term financial sustainability. 

Goal #4 – Expand Family/Community Involvement and Impact: Establish systems and processes that engage family and community members in every facet of the school’s success.
GENERAL GUIDELINES
A. Employee Professional Conduct

WWJDC requires that all school personnel work to develop relationships of collegiality.   It is reasonable to insist on a high degree of mutual, professional and personal respect and for a high level of mutual support.

We value teachers, staff and volunteers actively participating in discussions of decisions affecting them.  WWJDC values employees who resolve conflict in a healthy way that leads to stronger solutions for complex issues.  WWJDC also values employees who reflect on their own and others’ thinking in order to achieve better organizational decisions.

Genuine community requires respect for individual privacy.  Among other things, this means, a high degree of attention paid to confidentiality.  WWJDC emphasizes the extraordinary degree of care that employees (including volunteers) must take in maintaining the confidentiality of all WWJDC matters, including information about students and families as well as employees.  Personnel/student records may not be taken out of the office.  Our obligation to maintain confidentiality requires that information not be released other than to the student’s parents without the express written consent of the parent.  In addition, as individuals within the community we should share information about one another and our students on a judiciously defined need to know basis.  Employees are expected to know and adhere to FERPA guidelines at all times.
This handbook will further address the confidentiality demanded of WWJDC employees in subsequent sections.

B. Equal Opportunity Employer

WWJDC is committed to Equal Employment Opportunity.  WWJDC does not discriminate in employment opportunities or practices on the basis of race, color, religion, gender, sexual orientation, ethnicity, national origin, age, disability, or any other characteristic protected by law.  Employment decisions at WWJDC will be made in a non-discriminatory manner and are based on qualifications, abilities, and merit.  This policy governs all aspects of employment at WWJDC including hiring, assignments, training, promotion, upgrading, demotion, downgrading, transfer, lay-off and termination, compensation, employee benefits, discipline, and other terms and conditions of employment. To file a complaint of discrimination contact U.S. Equal Employment Opportunity, 505 Marquette Ave., N.W., #900, Albuquerque, New Mexico, 87102.  WWJDC is an equal opportunity provider and employer.
C.  Americans with Disabilities

Civil Rights laws prohibit discrimination on the basis of disability. The Americans with Disabilities Act gives 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.  To file a complaint of discrimination, contact the Office of Diversity and Human Rights/Americans With Disabilities Act (ADA), P.O. Box 1293, Albuquerque, New Mexico.  WWJDC is an equal opportunity provider and employer.
D. School Lunch Program 

The USDA Food Program. Meals will be available at no separate charge or at a reduced charge to enrolled persons at WWJDC located at 1119 Edith SE.  In accordance with Federal law and the United States Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability. To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326-W,Whitten Building, 1400 Independence Avenue, SW, Washington, DC 20250-9410 or call (202) 720-5964 (Voice and TDD). USDA is an equal opportunity provider and employer.

E.  Recruitment

WWJDC selects applicants for employment on the basis of such factors as experience, character, conformity with the school’s mission and philosophy, necessary credentials, and ability to perform the required duties.  WWJDC is committed to evaluating each applicant and employee on the basis of personal skill and merit.  WWJDC 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.

WWJDC uses several sources to generate a pool of qualified applicants once a determination has been made that a vacancy exists. These sources may include job postings, mailings, informal networking, outside job fairs, on-campus recruiting, on-line internet services, etc. 

WWJDC actively seeks diversity in its student/parent body, faculty, staff and administration. WWJDC 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, falsification or omission of any information or date on an employment application may result in the applicant/employee’s exclusion from further consideration for employment or termination of employment.

F. Employee Background Checks
WWJDC will require background checks for all applicants offered employment, contractors and the contractor’s employees, and volunteers who have unsupervised access to students. Background checks are based on fingerprint identification of the applicant, contractor/ contractor employee or volunteer.  Any background check fees are the responsibility of the applicant, contractor/ contractor employee or volunteer.  All offers of employment are contingent upon a satisfactory background check. The background check may also consist of prior employment verification, professional reference checks, education confirmation, a criminal background check and/or driving record history School Personnel  Act as prohibiting districts from providing the results of employment background checks to the PED for licensure purposes.
Effective October 1, 2014, the Public Education Department (PED) will no longer accept FBI Identity History Summaries (commonly referred to as "FBI background checks") that have been completed by, or at the request of, school districts or schools. The New Mexico School Personnel Act (22-l0A-SB NMSA 1978) requires that all applicants for licensure provide fingerprints "to the department to obtain the applicant's federal bureau of investigation record."  The New Mexico Department of PublicSafety (NMDPS), which manages the background process and controls access to the FBI's fingerprint database, has interpreted that statute to mean that FBI background check reports must be sent directly to the PED. NMDPS additionally interprets theSchool Personnel Act as prohibiting districts from providing the results of employment background checks to the PED for licensure purposes.
 

From this point forward, licensure backgrounds for all New Mexico applicants must be completed through 3M Cogent (https://www.cogentid.com/n m/ index  NM.htm) using the Public Education Department's Originating Agency Identifier (ORI).  TheLiveScan process can still be accomplished at the district; however, the district will need to ensure the appropriate ORI is selected.  Out-of-state applicants may still submit hard-copy fingerprint cards to 3M Cogent.  Per the School Personnel Act (22-10A-SD NMSA 1978), the PED will also continue to provide districts with a copy of the FBI report for the purposes of employment if the prospective employee 
"was initially license within twenty-four months of applying for employment" and provides PED with a signed Request 
Release form.  If the FBI report is over two years old, the district is required to conduct a new background check for employment only.

G.  Immigration Law Compliance

All offers of employment are contingent upon verification of your right to work in the United States. You will be asked to provide original documents verifying your right to work and, as required by federal law, to sign Federal Form I-9, Employment Eligibility Verification Form. If you cannot verify your right to work in the United States at any time, WWJDC may terminate your employment.

H.  Nepotism

The Director of a Charter School shall not initially employ or approve the initial employment in any capacity of a person who is the spouse, father, father-in-law, mother, mother-in-law, son, son-in-law, daughter, daughter-in-law, sister or brother of a member of the governing body or the Director.  The governing body may waive the nepotism rule for family members of a Director.

I. Conflict Of Interest

Article I - Purpose

The purpose of this conflict of interest policy is to protect the interests of the William W. & Josephine      Charter Community School (“WWJDC” or “School”) and eliminate conflicts of interest. Conflict of interest arises whenever the personal or professional interest of a Governing Council member or School employee is potentially at odds with the best interests of WWJDC. This policy is intended to supplement but not replace any applicable state and federal laws governing conflict of interest.

Article II - Policies

Governing Council members and/or their family members may not seek employment with the School, may not be employed by the School, and may not contract with the School to provide goods or services to the School for compensation. Although it is not a conflict of interest to reimburse Council Members for expenses incurred (such as travel and training), Council Members are prohibited by law from being paid for serving on the Council.  

A Council member shall not participate in hiring the Director if the Council member plans on seeking employment as a School staff member from that Director upon resignation from the Council or upon termination of that Council member’s term.

Council members shall not participate in discussions or decisions on matters in which they are financially or personally involved, in which they have a financial or personal interest, or in which their business partners or members of their family are financially or personally involved.

The Director shall not initially employ or approve the initial employment in any capacity of a person who is the spouse, father, father-in-law, mother, mother-in-law, brother, brother-in-law, sister, sister-in-law, son, son-in-law, daughter, or daughter-in-law of a member of the Council or the Director.  However, after due consideration, the Council may waive the nepotism rule for family members of the Director.

No WWJDC employee, Council member, or agent shall participate in the selection, award, or administration of any contract, including but not limited to those supported by Federal funds, if a real or apparent conflict of interest would be involved.  A conflict would arise when the employee, officer, or agent, any member of his or her immediate family, his or her business partner, or an organization which employs or is about to employ any of the parties herein, has a financial or other interest in the entity selected for an award.  Council members, School employees, and agents of the School shall neither solicit nor accept gratuities, favors, or anything of monetary value from contractors, or parties to sub-agreements.

School employees may not, directly or indirectly, sell or be a party to any transaction to sell any instructional material, furniture, equipment, insurance, school supplies or work under contract to the School.  It is not a conflict of interest, however, for School employees to contract to perform special services with the School during time periods wherein service is not required under a contract for instruction, administration or other employment.

Council members and School employees shall not use confidential information acquired by virtue of their association with the School for their individual or another’s personal gain.  Council members and School employees are prohibited from requesting, receiving or accepting a gift or loan for themselves or another that tends to or may appear to influence them in the discharge of their duties.

Article III  Definitions

1.  Interested Person

Any director, council member, school employee, or member of a committee with Council-delegated powers, who has a direct or indirect financial or personal interest in a matter is an interested person.  

2.  Financial Interest

A person has a financial interest if the person has directly, or indirectly, through business, investment, or family:


a. An ownership or investment interest in any entity with which WWJDC,
          has a transaction or arrangement.


b. A compensation arrangement with WWJDC or with any entity or individual


     which WWJDC has a transaction or arrangement, or


c. A potential ownership or investment interest in, or compensation arrangement,
         in any entity or individual with which WWJDC is negotiating a 

         transaction or arrangement.

3.  Family Members.

Spouses, fathers, fathers-in-law, mothers, mothers-in-law, brothers, brothers-in-law, sisters, sisters-in-law, sons, sons-in-law, daughters, or daughters-in-law are considered to be family members for purposes of this policy.

4.  Compensation

Compensation includes direct and indirect remuneration as well as gifts or favors.
Article IV Procedures

1.  Duty to Disclose

In connection with any actual or potential conflict of interest, an interested person must disclose the existence of the personal or financial interest and be given the opportunity to disclose all material facts to the Director (if interested person is an employee) or Council considering the matter.

2.  Determining Whether a Conflict of Interest Exists

With respect to matters before the Council, after disclosure of the financial interest and all material facts, and after any discussion with the interested person, he/she shall either voluntarily remove himself from the discussion and decision on the matter in which he has a conflict, or shall leave the Council meeting while the determination of whether a conflict of interest exists is discussed and voted upon by the remaining members. 

3.  Violations of the Conflict of Interest Policy


a.  If the Director or Council has reasonable cause to believe that an interested person has failed to disclose actual or possible conflicts of interest, it shall inform the person of the basis for such belief and afford the person an opportunity to explain the alleged failure to disclose.


b.  If after hearing the person’s response and after making further investigation as warranted by the circumstances, the Director (in the case of an employee) or Council determines the person has failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action, which may include but is not limited to discharge, termination or removal.  

Article V Records of Proceedings

The minutes of the Council and all committees with Council-delegated powers shall contain:


a.  The names of the persons who disclosed or otherwise were found to have a personal or


     financial interest in connection with an actual or possible conflict of interest,


     the nature of the financial interest, any action taken to determine whether a


     conflict of interest was present, and the Council’s or committee’s


     decision as to whether a conflict of interest in fact existed.


b.  The names of the persons who were present for discussions and votes relating 


      to the matter, transaction or arrangement, the content of the discussion, including any


      alternatives to the proposed matter, transaction or arrangement, and a record of any 


      votes taken in connection with the proceedings.

The Director shall keep written records of employee matters involving conflict of interest disclosures or determinations.

Article VI Annual Statements

Each Director, employee, Council member and member of a committee with Council- delegated powers shall annually sign a statement which affirms such person:


a.  Has received a copy of the conflict of interest policy


b.  Has read and understands the policy, and


c.  Has agreed to comply with the policy.

J.  Employment At Will/Contract

WWJDC is required to follow the New Mexico School Personnel Act with regard to your employment.  Certified employees are hired under a contract for the school year in most cases. However, non-certified staff are not under contract and considered at-will employees for the first three years of employment.  

Regardless of your status, you are required and expected to follow the policies of WWJDC and should understand that your employment is contingent on acting according to all applicable laws, regulations and directives of your employer.  Failure to abide by these expectations will result in consequences up to and included termination or discharge from employment. 

K.  Reduction - in – Force (RIF)
The Governance Council and the Principal/Director may, at their discretion, revise the educational program or decrease the number of WWJDC when, in their opinion, the School is not able to meet its projected budget. A reduction in force (RIF) shall be implemented pursuant to WWJDC policies for reducing the employment force. 

L.  Resignation/Notice Requirement

According to the New Mexico Code of Ethics for Professional Educators, a teacher must give reasonable notice to his/her employer if he/she decides to end employment prior to the expiration of his/her contract. In addition, the NMPED form contract requires at least thirty days advanced notice of intent to terminate a teaching contract.  Failure to do so is grounds for the Director to request revocation of the individual’s license. WWJDC 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 WWJDC by voluntarily discontinuing work during the academic year, WWJDC will cease salary and benefit payments as of the date work was discontinued.  The employee will be required to complete an Official Check Out Sheet upon termination or discharge from his/her employment.

Non-licensed employees should give a minimum of two weeks written notice of resignation to the Director. WWJDC will designate your severance from employment as voluntarily resignation/termination if you do any of the following:


1. Resign from WWJDC,


2. Fail to return from an approved leave of absence on the date specified by WWJDC’s Director as agreed; or


3. Fail to report to work or call in for three (3) or more consecutive workdays.

M.  RE-EMPLOYMENT
Each licensed school instructor shall deliver to the Principal/Executive Director a written acceptance or rejection of re-employment for the ensuing school year with fifteen (15) days from the following:

1. The date written notice of re-employment is served upon the person; or
2. The last day of the school year when no written notice of re-employment or termination is served upon the person on or before the last day of the school year.

3. Delivery of the written acceptance of  re-employment by a licensed school instructor creates a binding employment contract between the licensed school instructor and the Governing Council until the parties enter into a written employment contract, which shall be executed by the parties not later than ten (10) days before the first day of a school year.

Procedure for Termination of Employee: Because licensed employees have different rights under the law than non-licensed employees, it is important to distinguish between these two categories when reviewing the following rights of employees. For a licensed employee, “terminate” means not re-employing him/her for the ensuing school year. For a non-licensed employee, “terminate” means severing the employment relationship. Under the law, licensed and non-licensed employees with less than three years of consecutive service may be terminated for any reason not prohibited by law – no just cause is required. For a licensed employee, “discharge” means severing the employment relationship prior to the expiration of the current employment contract.
1. WWJD Charter School may terminate an employee with fewer than three years of consecutive service for any reason it deems sufficient. Upon request of the employee, the principal/executive director shall provide written reasons for the decision to terminate. The reasons shall be provided within ten (10) working days of the request. The reasons shall not be publicly disclosed by the principal/executive director or the Governing Council. The reasons shall not provide a basis for contesting the decision under the School Personnel Act (22-10A-1 NMSA 1978).

2. Before terminating a non-licensed school employee, WWJD Charter School shall serve the employee with a written notice of termination.

3. An employee who has been employed by the School for three consecutive years and who receives a notice of termination pursuant to either Section 22-10-12 NMSA 1978 (recompiled) of this section, may request an opportunity to make a statement to the Governing Council on the termination decision by submitting a written request to the principal/executive director within five working days from the date written notice of termination is served.  The principal/executive director shall provide written reasons for the notice of termination to the employee within five working days from the date the written request for a meeting and the written request for the reasons are received. The principal/executive director nor the Governing Council shall publicly disclose its reasons for termination.

4. WWJD Charter School may not terminate an employee who has been employed by the School for three consecutive years without just cause.

5. The employee’s request pursuant to Item 3 above shall be granted if the employee responds to the principal/executive director’s written reasons as provide in Item 3 above by submitting in writing to the principal/executive director a contention that the decision to terminate was made without just cause. The written contention shall specify the grounds on which it is contended that the decision was without just cause and shall include a statement of the facts the employee believes support the contention. This written statement shall be submitted with 10 working days from the date the employee receives the written reasons from the principal/executive director. The submission of this statement constitutes a representation on the part of the employee that he/shell can support his contentions and acknowledgment that the Governing Council may offer the causes for its decision and any relevant data in its possession in rebuttal of the employee’s contentions.

6. 6. WWJD Charter School shall meet to hear the employee’s statement in no less than five or no more than 15 working days from the date the Governing Council receives the statement. The hearing shall be conducted informally in accordance with the provisions of the Open Meetings Act (10-15-1.1 NMSA 1978).  The employee and the principal/executive director may each be accompanied by a person of their choice.  First, the principal/executive director shall present the factual basis for his/her determination that just cause exists for the termination of the employee, limited to those reasons provided to the employee pursuant to Item 3 above. Then the employee shall present his/her contentions, limited to those grounds specified in Item 5 above.  The Governing Council may offer such rebuttal testimony as it deems relevant. All witnesses may be questioned by the Governing Council, the employee or his/her representative and the principal/executive director or his/her representative.  The Governing Council may only consider such evidence as presented at the hearing and need consider only such evidence as it considers reliable.  No record shall be made of the proceeding. The Governing Council shall notify the employee and the principal/executive director of its decision in writing within five working days from the conclusion of the meeting.
N. Return of School Property

Upon termination or resignation, employees must return all keys, records, files, supplies, and/or any other school property.  All employees who are assigned a computer or other equipment owned by WWJDC, will be required to sign an agreement authorizing a payroll deduction for the fair market value of the equipment, should the employee refuse or fail to return the property on severance of his/her employment.  

II.  WORKPLACE PROCESSES

A.   Personnel Records and Files 

Your personnel file includes information such as your job application, resume, offer letters, contracts, benefit forms, work history salaries, vacations, sick days, employee evaluations and correspondence concerning discipline.  In accordance with the American’s with Disabilities Act, WWJDC keeps your medical records in a file separate from your personnel file.  

The following information may be included in your personnel file:

· employment application and résumé 

· 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 

The following information will not be included in your personnel file:

· medical records

· insurance records 

· EEO/invitation to self-identify disability or veteran status records 

· immigration (I-9) forms 

· safety training records 

· child support/garnishments 

· litigation documents 

· workers' compensation claims 

· requests for employment/payroll verification 

Personnel and medical files are the property of the WWJDC and access to the information is restricted.  In addition to you, the only persons allowed to review your files are supervisors that may have a legitimate reason to do so.  If you wish to review your own personnel or medical file, contact the Director or his/her designee.  With reasonable advance notice you may review your own personnel or medical file in the WWJDC office and in the presence of an individual appointed to maintain the files.  

Records will be stored in a locked file cabinet with access (only to) Principal or supervisors that may have a legitimate reason to do so for the security and confidentiality of your information. Records will be stored for the duration of your employment (with WWJDC Dorn Charter School) or for 5 years after you complete your work at WWJDC Dorn Charter School.

You have the right to copy information and to submit a written statement to your file.  

It is your responsibility to immediately notify the human resources administrator, in writing, of any changes in personal data such as:
· Home address

· Home telephone number and, if available cell phone number,

· Number of dependents

· Name of individual to notify in case of an emergency

· Change in marital status

· Change in alien status

· Military status

Failure to report the correct information may adversely affect the benefits to which you are entitled.  Providing false information may result in disciplinary action, including termination of your employment.

 WWJDC will not release any information about you 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 you.  If you wish to have WWJDC provide information to any particular company or individual, you must provide a written release.

B.
Copyright/Work for Hire

Authors, publishers, artists, books, music, films, computer programs, and other creative works are usually protected by the United States copyright laws.  No agent or employee of WWJDC shall infringe upon the proprietary rights of another with respect to creative works.  A teacher is not exempted from, and is expected to comply with, the copyright law. In addition, WWJDC purchases and licenses the use of various computer software programs for business purposes only and does not own the copyright to this software or its related documentation and therefore, WWJDC does not have the right to reproduce such software for use except as expressly provided in the license or purchase agreement.  WWJDC expressly prohibits the illegal duplication of software and its related documentation.  If you have a question whether any material is protected by a license and applicable copyright laws, ask the Director.  There are substantial penalties for violating copyright laws.

You acknowledge that the entire right, title and interest of any and all writings and other creations that you may prepare, create, write, initiate or otherwise develop within the scope of your employment by WWJDC, shall be considered the property of WWJDC.  This includes, but is not limited to, any development of curriculum.  These works will be “works for hire” and shall be WWJDC’s sole and exclusive property, copyright, patent and trademark.  For items covered by this paragraph, you hereby assign and transfer all rights, title and interests in all such items, including without limitation, all patent, trademark and copyright rights, which now exist or may exist in the future.  You further agree to, at any reasonable time upon request, and without further compensation or limitation, execute and deliver any and all papers or instruments including assignments, declarations, applications, powers of attorney and other documents, that in WWJDC’s opinion may be necessary or desirable to secure the School’s full enjoyment of all right, title, interest and properties herein assigned.  

C.
Participation In Political Activities
Staff members of WWJDC may hold public offices regardless of the relationship between the public office and the interests of WWJDC. Employees seeking political office, as well as other candidates, are prohibited from conducting campaign activities during regular work hours on school premises. WWJDC seeks to assist employees/public officials in avoiding conflicts between the interests of WWJDC and the interests of the public official's constituents. An employee of WWJDC who holds public office, acting in his or her capacity as a public official, may speak, act, debate and vote according to his or her convictions, without undue influence by the WWJDC Governing Council. WWJDC employees who hold public office will observe compliance with laws, especially those relating to Article Nine, Section Fourteen (the anti-donation clause) of the Constitution of the State of New Mexico.

WWJDC employees may not be members of the WWJDC Governance Council.

D.
Solicitation and Distribution of Materials

Solicitation by employees for any cause during working time and in working areas is not permitted. You are not permitted to distribute non-School literature in work areas at any time during working time. Working time is defined as the time assigned for the performance of your job and does not apply to break periods and mealtimes. Employees are not permitted to sell raffle chances, merchandise or otherwise solicit or distribute literature without approval from the Director. Persons not employed by WWJDC are prohibited from soliciting or distributing literature on WWJDC property. 

E.
Tutoring or Advising for Pay  
With the exclusion of school personnel receiving stipends for extra- or co-curricular activities, school personnel are not permitted to receive pay for tutoring or advising any students assigned to them for classroom teaching or other school functions.

F.
Gifts or Gratuities 
The acceptance of gifts, payments, or other benefits from those with whom WWJDC does business can be improper. A gift is defined as anything of value which is provided to the extent that payment or consideration of equal or greater value is not received in return including but not limited to tickets to sporting or cultural events; items of food; meals; use of facilities; forgiveness of debts; interests in real property, investments, or merchandise; or a rebate or discount (unless the rebate or discount is normally given to any member of the public). WWJDC employees who are in the position to make or influence a decision to spend WWJDC funds shall not solicit or accept any personal gifts, favors, or benefits of more than a nominal value during a calendar year from any single person or organization that might benefit from the employee’s decision. This provision does not apply to:


1. Meals provided at an event at which the employee participates in a seminar or similar activity; or


2. Travel expenses and meals paid for by a local, state, federal or foreign government agency. 

G. School Hours 
WWJD staff is expected to arrive to work no later than 7:30 AM and leave no earlier than 3:30 PM. School begins at 7:45 AM and ends at 2:30 PM.  

H.
Staff Meetings
Staff meetings, professional Development meetings, will be held twice a week unless the need arises to schedule them on a different day.

I. Staff Daily Routines and Record Keeping 

· Keep a calendar that includes daily duties and meetings and refer to it often. 

· Check email daily and return parent phone calls and emails within 24 hours to assure positive communication with parents and the community.  It is required that teachers log their phone calls, so interactions are documented in the event that further information is necessary.

· Check your mailbox in the administration office at least once a day or more often if you are expecting an important message.  
J.  Communication with Parents

A teacher shall notify the parent/guardians by telephone or in writing, in a timely manner, whenever a student is not performing satisfactorily or up to his/her potential in the areas of conduct, effort, attendance, or academic progress.  The overwhelming majority of parental complaints or appeals occur when the parents/guardians are unaware that the student is having a problem, and, therefore, are not afforded an opportunity to assist in correcting the problem.  

A teacher is also encouraged to notify the parents/guardians when a student has excelled or made significant improvement in one of these areas.  Teachers will document attempts to contact parents/guardians and dates of conversations/notifications. A teacher should make every reasonable effort to return parent/guardian telephone calls/emails within 24 hours of the contact

Parent conferences may be initiated by the teacher, parents/guardians and/or Director, and will be held at a mutually convenient time.  At the request of the parents/guardians or the teacher, the Director (if necessary) will attend the conference. WWJDC parent teacher conferences are scheduled each trimester. Connection with the family is the most important part of meeting the Mission and Vision of WWJDC.

Parent Contact Log – Each teacher/All support staff/and Administration will be required to keep a log of all parent contacts throughout the year.  This serves as essential documentation in parent conferences and any legal disputes.  

K.
Retention Policy

Teachers recognizing students with significant education progress deficiencies shall notify the principal no later than the end of the second grading period if retention is anticipated. The teacher shall work closely with the principal and support personnel to develop a special support program. The parent shall be notified no later than the end of the second grading period of the possibility of retention. Parental help should be elicited when initial concerns arise.

No student shall be retained without documented remediation/intervention strategies and recommendations from school support staff members to focus attention the on unique needs of the student.

Decision to Retain:  A conference consisting of principal, teacher and parent must be scheduled, and the parents notified of the conference. All factors will be taken into consideration. There should be a review of all records, and all significant points of view should be aired by all interested parties. If students currently in compensatory programs such as Bi-lingual, ESL, and Title I are considered candidates for retention, the appropriate program coordinator or designee shall be included in the decision conference.

A parent or guardian who refuses to his/her child’s retention shall sign a waiver indicating that the child’s promotion is against the specific advice and recommendation of the certified school instructor and the school principal.

Retention of Student (INS-32) for is completed by the principal. The original is placed in the student’s cumulative folder and a copy given to the parent(s).  In order to keep student data files current, the school should enter the retention code on student records no later than the third week after school is out.
L.
Student Agenda Book

It is the responsibility of every staff member to read, understand, implement, and enforce all student rules and procedures. At the beginning of school, each student will be issued a Parent/Student Handbook.  This contains school rules, regulations, policies, procedures, and information regarding students’ rights and responsibilities.  It is the responsibility of every student to read, understand, and comply with all rules and procedures contained in this handbook.  

M.  Duty to Report Child Abuse
All employees have a mandatory, non-discretionary duty to report known or suspected abuse or neglect of a child. The duty of school employees to report suspected child abuse or neglect is set forth in state statute.  (Section 32A-4-3 NMSA 1978)  Except as otherwise provided by school policy or procedure, it is not the duty of the school employee making the report to conduct an investigation to determine whether the child identified has, in fact, been abused or neglected. A school employee who knows or suspects that a child is an abused or neglected child shall immediately report the matter to:

1. Local law enforcement agency; or 

2. Children, Youth and Families office (1-800-797-3260.)

The school employee may also report suspected child abuse to the Director or other personnel trained to deal with such issues.  These personnel can assist in the process of filing a report. 

So long as such a report is made in good faith, the reporting school employee shall be immune from civil liability or criminal sanctions for his/her action.  Any school administrator who permits a member of a law enforcement agency or an employee of the Children, Youth and Families Department to interview the child with respect to that report without the permission of his parent, legal guardian, or custodian is presumed to be acting in good faith and shall be immune from civil and criminal liability that might otherwise be included, unless the employee acted in bad faith or with malicious purpose.

The failure of any school employee to report knowledge or suspicion of child abuse or neglect may be cause for criminal prosecution and cause for discipline of the employee.  As a condition of employment, each employee shall be required to complete and sign a statement indicating that you have read, had the opportunity to ask questions, and understand that compliance with the terms of the policy is mandatory.

N.  School Discipline (See Addendum 3)

O.
Substitutes

Prepared lesson plans for the substitute are required.  Make sure these lesson plans are emailed to the Office Manager and on your desk before 7:00 a.m.  At the beginning of the year, teachers will submit emergency lesson plans for a minimum of 2 days to be kept on file with the Office Manager.  Include the following items as well as any additional information you think might be helpful for a substitute in your classroom.

· Current class roster for attendance

· Seating chart

· Class and room schedule including duty and specific location of duty assignment

· Fire/Emergency drill procedure

· Names and locations of colleagues who could provide assistance if necessary

· Name(s) of a student(s) in each class who could provide assistance and/or answer questions.

III.  EMPLOYEE SUPPORT AND EVALUATION

Here at WWJDC, we strive to create a working environment that supports each of us in our journey to become thoughtful, collaborative, reflective, student-centered educators willing and able to continue to grow in our profession.  One important component to that journey is meaningful, structured, effective support and evaluation.  The following plan is designed to provide that support for all teachers in their journey at WWJDC.

The timeline for completing the four components of the Teacher Support and Evaluation process are:

1.
 Completed Professional Development Plan (PDP) conference with Director and completed PDP teacher’s employment file.

2.
First of school year through May 1st – observations and conferences with the Director.
3.
April 22nd – PDP reflection form completed with Director

4.
April 30 – Summative Evaluation or Progress Documentation of Teacher Performance form completed 
Three observations and conferences with the Director are required by law. Walk throughs are part of the support/coaching structure of the school overseen by the Director.

Below is specific information about each of the four components of the Teacher Support and Evaluation Plan.

1.  Each teacher develops his/her own PDP that focuses on one goal for the current school year.  This goal should reflect the work of the school individual teacher.  It is acceptable for a group of teachers to have the same goal on their PDPs.  In this case the group has the same goal, but the support/resources and/or measures might be slightly different depending on the individual teacher.  These goals should be specific, measurable, and reflect one of the nine State Teacher Competencies.   Choose your goal first, as it is for your growth, then choose the competency and indicator that best reflects your goal

Forms for the PDP are located on Elevate NM Canvas. Teachers should use the PDP form to develop his/her plan.  This is done electronically.  It is important that each PDP address the following questions:  What is(are) my goal(s)?  How am I going to meet my goal (strategies/timeline)?  How will the Director know I met my goal (evidence)?  Also, evidence can take many forms and the Director must “see” the evidence, but it is not necessary for the Director to collect hard copy documentation of that evidence.

The PDP is required to be in the teacher’s employment folder at the school no later than Sept 15. 

 (State requirement).  

2. Each teacher will be observed by the Director 3 times  a year. At WWJDC, there will also be opportunities for teachers to be observed informally by the Director. These observations will be opportunities for the teacher to conference with the Director to discuss the observations.  In addition, a major component of the work of the Director is to support teachers.  Part of this work includes walk throughs.  

WWJDC will also create opportunities for teachers to observe and learn from each other.  This process will be coordinated by the Director and include possible pre-observations conferences to set the parameters of the observation, the observation and time after the observations for the pair to discuss the observation.  Peer observation is meant to function as peer support and coaching.  

IV.  EMPLOYEE CONDUCT

Whenever people gather together to achieve goals, some rules of conduct are needed to help everyone work together efficiently, effectively, and congenially. By accepting employment with us, you have a responsibility to WWJDC and to your fellow employees to adhere to certain rules of behavior and conduct. The purpose of these rules is not to restrict your rights, but rather to be certain that you understand what conduct is expected and necessary.

A. Employee Standards of Conduct
       WWJDC employees serve as positive role models for students and set good examples in conduct, manners, dress and grooming. WWJDC expects each employee to maintain the highest standards of conduct and act in a mature and responsible manner at all times. Employees must not engage in activities which violate federal, state or local laws or which, in any way, diminish the integrity, efficiency or discipline of the School. Employees should familiarize themselves with the Code of Ethical Responsibility of the Education Profession at NMAC 6.60.9.

B. Basis for Conduct-related Discipline
The following is a non-exhaustive list of activities that can result in disciplinary action, up to and including termination or discharge. This list should be considered comprehensive and nothing in this list alters the at-will nature of employment for some employees of WWJDC.
1. 
Violation of any WWJDC policy.

2. 
Violation of security or safety rules or failure to observe safety rules or WWJDC safety practices.

3.
Negligence or any careless action, which endangers the life or safety of another person.

4. 
Being intoxicated or under the influence of a controlled substance, including alcohol, while at work; use, possession or sale of a controlled substance in any quantity while on WWJDC premises, except medications prescribed by a physician which do not impair work performance.

5. 
Unauthorized possession of dangerous or illegal firearms, weapons or explosives on WWJDC property or while on duty.

6. 
Engaging in criminal conduct or acts of violence, or making threats of violence toward anyone on WWJDC premises or when representing WWJDC, fighting, or provoking a fight on WWJDC property, or negligent damage of property.

7. 
Insubordination or refusing to obey instructions properly issued by your supervisor pertaining to your work; unreasonably refusing to help out on a special assignment.

8. 
Threatening, intimidating or coercing fellow employees on or off the premises at any time, for any purpose.

9. 
Causing the destruction of or damage to school property, or the property of fellow employees, customers, suppliers, or visitors in any manner.

10. Theft or unauthorized possession of school property or the property of fellow employees; unauthorized possession or removal of any school property, including documents, from the premises without prior permission from the Director; unauthorized use of school equipment or property for personal reasons; using school equipment for personal profit or business.

11. Dishonesty; falsification or misrepresentation on your application for employment or other work records; untruthfulness about sick or personal leave; falsifying reason for a leave of absence or other data requested by WWJDC; unauthorized alteration of WWJDC or student records or other documents.

12. Spreading malicious gossip and/or rumors; engaging in behavior which creates discord and lack of harmony; interfering with another employee on the job; restricting work output or encouraging others to do the same.

13. Immoral conduct or indecency on WWJDC property.

14. Conducting a lottery or gambling on WWJDC premises.

15. Unsatisfactory or careless work, failure to meet work productivity or work quality standards.

16. Any act of harassment as described below, 

17. Leaving work before the end of a workday or not being ready to work at the start of a workday without approval of your supervisor; stopping work before time specified for such purposes.

18. Sleeping or loitering during working hours.

19. Excessive use of WWJDC equipment for personal reasons.

20. Smoking on WWJDC property or in WWJDC vehicles.

21. Creating or contributing to unsanitary conditions.

22. 
Failure to report an absence or late arrival; excessive absence or lateness.

23. 
Obscene or abusive language toward any supervisor, employee, parent, or student; indifference or rudeness; any disorderly/antagonistic conduct on WWJDC premises.

24. 
Failure to immediately report damage to, or an accident involving, WWJDC equipment.

26. 
Unauthorized soliciting during working hours and/or in working areas; selling merchandise or collecting funds of any kind for charities or others during business hours without authorization, or at a time or place that interferes with the work of another employee on WWJDC premises.

27. 
Failure to use required timesheets, alteration of your own timesheet or records or attendance documents, punching or altering another employee’s timesheet or records, or causing someone to alter your timesheet or records.

28. 
Any other act or omission which impairs or restricts the ability of WWJDC to provide a safe and healthy environment for employees and students, including violation of WWJDC’s professional dress code.

C. Gross Misconduct  

WWJDC may determine that under certain circumstances committing any one or more of the above listed infractions constitutes gross misconduct, which is defined as wanton or willful disregard of the school’s interest, a deliberate violation of the school’s rules, a disregard of the standards of behavior which the school has the right to expect of an employee, violation of the ethical and/or professional code of conduct promulgated by the NMPED for the education profession NMAC 6.60.9, insubordination, or negligence indicating an intentional disregard of the school’s interest or the employee’s duties and obligations to the school.

Gross misconduct of an employee shall lead to termination or discharge or other appropriate disciplinary action.  A finding of gross misconduct leading to termination or discharge can also affect the right to continued benefits.

The school is required to report to the NMPED any known conviction of a felony or misdemeanor of a licensed  school employee involving moral turpitude that results in any type of action against the licensed school employee.

D. Drug and ALCOHOL-FREE Workplace

Alcohol and illegal drugs in the workplace are a danger to us all. They impair safety and health, promote crime, lower productivity and quality, and undermine public confidence in the work that we do. Employees who work while under the influence of alcohol or drugs present a safety hazard to themselves, their co-workers and our students. In addition, employees who work under the influence of alcohol or drugs threaten the reputation and integrity of the school and our mission.

The unlawful possession, dispensing, distribution, manufacture, sale or use of controlled substances and alcohol in the workplace by a WWJDC employee is prohibited on school premises or as part of any WWJDC activity. Being under the influence of controlled substances and/or alcohol by an employee is prohibited in the workplace, on the school premises or as any part of a WWJDC activity. Employees are required to notify their supervisor within five (5) days of any conviction if they are convicted of a criminal controlled- drug-related conviction occurring in the workplace. Violation of this policy will result in disciplinary action, up to and including discharge, and referral to law enforcement.  If an employee is suspected of drug and/or alcohol abuse in the workplace, the school may have the employee tested at the school’s expense. 

E. Smoking

The use of tobacco, or tobacco products at TISA or any school sponsored activities is prohibited for students, faculty, visitors, volunteers and staff – in short, NO SMOKING ON CAMPUS BY ANYBODY. 

F. Computer Use/Internet Use Policy

This policy establishes rules governing employee use of the WWJDC computer network, and options for electronic mail (“e-mail”) and telephone message handling (“voicemail”) services and Internet access.   WWJDC has developed these rules to ensure that everyone understands how these options function and the limits which properly apply.  

WWJDC Equipment.  All WWJDC equipment, including desks, computers and computer systems, computer software, diskettes, flash drives, 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 WWJDC records and property of the WWJDC.

Employee Privacy. WWJDC at all times retains the right, without notice, to search all directories, indices, diskettes, files, databases, e-mail messages, voicemail messages, Internet access logs and any other electronic transmissions contained in or used in conjunction with WWJDC computer, e-mail, voicemail and Internet access systems and equipment.  You have no right of personal privacy in any matter stored in, created, received, or sent over the WWJDC computer, email, internet, or voicemail system.

Employee Data Storage.  Computer, e-mail and voicemail messages you delete or erase may remain stored in the WWJDC computer server or telephone system.  By placing information on the WWJDC computer system, you give WWJDC the right to edit, delete, copy, republish and distribute such information.  

Other Policies Effected. WWJDC Harassment Prevention Policy and the WWJDC Policy with respect to Confidential Information apply to all forms of communication including written, e-mail and voicemail.

User ID.  All WWJDC 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 by bypassing this process is a violation of WWJDC policy.  You should make every effort to safeguard your password.  Sharing your network access with other users is strictly prohibited. 

Business Use. If WWJDC provides you 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 WWJDC premises using WWJDC computer equipment or via WWJDC-paid access methods and/or used in a manner that identifies you with WWJDC.  Very limited or incidental use of Internet services for personal, non-business purposes is acceptable.  However, personal use must be infrequent and must not:

· Involve any prohibited activity;

· Interfere with your productivity or the productivity of your co-workers;

· Consume system resources or storage capacity on an ongoing basis; or

· 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.

WWJDC School Web Site Address: www.dorncharterschool.org
Guidelines for Computer, Electronic and Voice Mail. The following guidelines have been established to help ensure responsible and productive Internet usage and you are strictly prohibited from using WWJDC-provided computer, e-mail, voice-mail and Internet access services in a manner contrary to the following (“Prohibited Activities”): 
· 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.

· 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, age, sex, religion or political beliefs, national origin, disability, sexual orientation, or any other characteristic protected by law.  Sending uninvited e-mail of a personal nature is also prohibited.

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

· The deliberate alteration of system files or accessing any restricted files of WWJDC is prohibited as is the use of WWJDC computer resources to create or propagate computer viruses, cause damage to the WWJDC computer files or to disrupt computer services.

· Making changes to computer configurations without permission from the Technology office is strictly prohibited and is a violation of WWJDC policy.  Prohibited changes to computer configurations include, but are not limited to, installing software, modifying the operating system or installed applications, adding additional hardware or moving computer systems from their assigned locations.

· WWJDC 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 TISA does not have the right to reproduce such software for use except as expressly provided in the license or purchase agreement.  WWJDC expressly prohibits the illegal duplication of software and its related documentation.

        ♦
If you violate this policy, you are subject to discipline, up to and including termination of 
employment.  If you use the WWJDC computer system for defamatory, illegal or fraudulent purposes, you may also be subject to civil liability and criminal prosecution.

G. Discipline Process

If your work performance is unsatisfactory or if your conduct on the job becomes a problem, your supervisor may counsel you and work with you to help resolve the issues. You may initiate this counseling as well. Your supervisor may also use a progressive, corrective process. A number of tools are utilized to motivate, correct, and/or discipline employees, including, but not limited to verbal and written warnings, suspensions, and discharge or termination as determined to be appropriate in each individual circumstance.   

If progressive discipline is not considered appropriate, however, the sequence described above will not be followed. Decisions about whether discipline is necessary and what type of discipline is to be imposed are at the sole discretion of the Director. 

In the case of serious misconduct, it may be necessary to protect the safety and security of the workplace by suspending or placing the involved employee(s) on administrative leave in order to remove him/her/them from the workplace. In addition, in some instances, while your supervisor is investigating and considering appropriate action, you may be relieved from duty and placed on administrative leave pending a full investigation of the circumstances. The investigation may have one of the following results: (a) if the circumstances do not justify suspension, you will be allowed to return to work, although other disciplinary action may be taken; (b) if the circumstances do justify suspension, you will be notified of the suspension and dates and perhaps conditions for returning to work.  You will not accrue annual or sick leave (if applicable to you) for any period suspension occurs; or (c) if the circumstances justify termination, and you are not a “tenured” employee within the meaning of the New Mexico School Personnel Act, you will be dismissed and a final paycheck will be issued excluding time of unpaid suspension. If you are a “tenured” employee and the circumstances justify termination or discharge, the process outlined in Section I will be followed.  

H. Grievance Procedures for on the Job Problems.


As an employee of WWJDC and an important member of our team, we are concerned that your on the job problems are brought to the attention of WWJDC. Many problems tend to arise out of misunderstanding or lack of complete information. If problems are kept hidden, they tend to fester and to grow out of proportion to their seriousness. If you feel that anything has occurred that is in any way unfair to you, or if you have any complaints, requests, or constructive criticism, the best way to eliminate the problem is to talk it over. If the problem involves harassment of any kind, please follow the process in this Section O.  This policy will NOT be used to grieve the following situations: 

1. The contents of an evaluation or the discretionary act(s) of professional judgment relating to the evaluation of the work performance of any employee by his/her immediate supervisor;

2. Discharge or termination decisions (See, Section I, below);

3. Situations in which the remedy for the alleged violation resides exclusively in some person, agency, or authority other than WWJDC, its Director or Governing Council;

4. A former employee cannot file a grievance after the effective date of separation from employment.

All problems should be taken to the Director or his/her designee first and discussed. Your supervisor is always ready and willing to answer your questions about your work or your progress. If you have ideas for doing things a better way or encounter a problem about practices discussed herein or if any problems arise in the course of your work, talk to your supervisor. In most instances, the problem can be immediately solved after this first step is taken.

If, after talking to your supervisor, you have not received a satisfactory explanation or decision, you should notify your supervisor that you wish to present the problem to the Director. To do this, please write a note to the Director stating:

· your name; 

· what the problem is; 

· when you discussed it with your supervisor; and the Director
· what your supervisor's response was;

· why you disagree; and


· what you suggest as the proper response to the problem you raised.

The Director will investigate and, to the extent necessary, will discuss the problem with you.

If you feel you did not receive a satisfactory explanation or decision, you should notify the Director that you wish to present the problem to a third party neutral. To do this, please write a note to the Director stating:

· your name;


· what the problem is;


· when you discussed it with your supervisor and the director;

· what their responses were;
 

· why you disagree; and


· what you suggest as the proper response to the problem you raised. 

The person designated by the Director will investigate and, to the extent necessary, will discuss the problem with you.  In all cases, if an immediate decision is possible, it will be given to you; if not, you will be informed of a time when an answer will be available.

All complaints should be brought no later than ten (10) school days from the complained of incident.  This is to ensure that a proper investigation and fair evaluation can take place.  After ten days, the complaint will be deemed resolved satisfactorily to the complainant.

I.
Termination And Discharge
The New Mexico School Personnel Act (“Act”), NMPED regulations, and your contract (if applicable), governs termination or discharge of public charter school employees.  There are different definitions and processes for non-certified and non-tenured employees.  In the case of a licensed employee, “termination” means non-renewal of a contract at the end of its term.  For all non-contract employees, “termination” means severing or ending the employment relationship. “Discharge” means to sever the employment relationship of licensed personnel or employees under contract before the end of the existing contract. The procedures for employment severance are different for each scenario.  In the event that you are discharged or terminated, you will be provided appropriate notice of your rights pursuant to the School Personnel Act. 

J.
Administrative Leave Pending Possible Disciplinary Action
If you are suspected of violating WWJDC’s policies, procedures, or work rules, you may be placed on administrative leave with pay pending an investigation of the situation.

K.
Non- Harassment Policy 

WWJDC is committed to providing an environment that is free from harassment and coercion, where all employees can work together comfortably and productively.  Harassment is unacceptable under the law and will not be tolerated here.  WWJDC prohibits all types of harassment, including verbal harassment, based on an employee’s sex, race, religion, national origin, ethnicity, age, physical or mental disability, sexual orientation or preference or any other basis prohibited by federal, state or local law. This prohibition applies in your relationships with all other employees, students, parents and guardians, visitors, and guests.  Likewise, WWJDC will not tolerate retaliation or reprisals of any type against any employee who complains of harassment or provides information in connection with any such complaint. 

L.
Sexual Harassment

As sexual harassment raises issues about human interaction that are to some extent unique, the subject of sexual harassment is treated separately here. WWJDC prohibits sexual harassment at any time of any employee, student, parent or guardian, visitor, guest, candidate for employment or other person visiting the School’s premises.  This policy can also be found on the school’s website at:  https://www.dorncharterschool.org . 
  
Sexual harassment is a form of sex discrimination on the basis of sex, in violation of federal, state and local law.  It includes the following by way of example: 
· unwelcome sexual advances or conduct that effectively denies a person equal access to employment, the school’s education program or any activity;  
· requests for sexual favors; 
· sexually motivated physical contact or assault; 
· domestic violence, dating violence or stalking behaviors or activities; 
· other verbal or physical conduct when submission to such conduct is either explicitly or implicitly made a term or condition of employment;  
· creation of conditions wherein submission to or rejection of such conduct is used as the basis for employment decisions or receipt of educational benefits;  
· when 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, 
· intimidation and hostility directed to an individual because of sex or sexual orientation, 
· explicit or degrading verbal, written or electronic comments of a sexual nature; or 
· persistent or unwelcome flirtation or requests for dates, especially if the behavior continues after a clear objection has been made.  
All of the same applies in connection with the educational or commercial relationships within WWJDC.  You cannot be forced to submit to such conduct as a basis for any employment decision and WWJDC  commits to a workplace free of any conduct which creates an intimidating, hostile, or offensive work environment for any member of the educational community.
  
An occasional compliment of a socially acceptable nature is not sexual harassment.  Neither is consensual sexual behavior between adults, outside the workplace and welcome by both parties; however, those who engage in such relationships should be aware that questions regarding the actual freedom of choice of one of the parties may be raised later, especially when a superior/subordinate relationship exists between them.   

M.
Other Harassment 

Other prohibited harassment consists of verbal or physical conduct which degrades or shows hostility or aversion toward an individual even partly because of his/her race, color, religion/creed, gender, sexual orientation, national origin, age, disability, citizenship, marital status or other prohibited basis and which interferes with the individual's work performance or creates an intimidating, hostile or offensive work environment 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. WWJDC will not tolerate such behavior.

N.
Complaint Of Harassment of any kind

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 Director, who serves as the school’s designated Title IX Coordinator.  If the Director is involved in the reported conduct, or for some reason the employee feels uncomfortable about making a report to the Director, the employee should report directly to the President of the Governing Council of the WWJDC, or the Director’s designee.  Any person who sees or hears about conduct that may constitute harassment either against another employee, student, visitor or vendor under this policy should immediately contact the Director, 24 hours/day, 7 days/week at:
· paloma@dorncharterschool.org
· (505) 243-1434 (Office) or (505) 239-4596 (Cell)

· In writing or in person at 1119 Edith Boulevard SE, Albuquerque, NM 87102

.

O.
Harassment Complaint Procedure, Investigation and Response  

Any individual may report sex discrimination, including sexual harassment, regardless of whether the person reporting is the alleged victim of the harassment.  Complaints may initially be made verbally, by mail, phone call or email, or by any other means that result in the Title IX Coordinator’s receipt of an initial report. The complaint may be made an any time and is not limited to business hours. The Title IX Coordinator will respond promptly to all allegations of harassment and offer supportive measures to the complainant. The complainant may be asked to complete a “Harassment Complaint Form” to assist with the investigation process.  The school and its representatives may not intimidate, threaten, coerce or discriminate against any individual for the purpose of interfering with any right or privilege afforded them by Title IX, or in retaliation for a complaint of harassment, participation in or refusal to participate in a harassment investigation, proceeding or hearing. 

  

1. Normally, an investigation will include interviews with the complainant, and the alleged offender (who will be told of all of the allegations against him or her) and all witnesses or other relevant persons as necessary to establish the facts. All employee-witnesses, the complainant and the alleged offender are requested to cooperate in the investigation. Other individuals, such as a third-party investigator, may be involved to resolve the complaint.  The investigator will collect and review all relevant documents.   

2. WWJDC will investigate every report of harassment or discrimination.  The Title IX Coordinator and any external investigator will remain free from conflicts of interest or bias against involved parties.   The Coordinator and any external investigator will complete all necessary training addressing the scope of the school’s education program or activity, how to conduct an investigation in an impartial manner, how to utilize technology related to a possible hearing, and any relevant issues. 

3.  In conducting an investigation, WWJDC will maintain the privacy of all complainants, respondents and witnesses except as may be permitted by FERPA, required by law, or as necessary to carry out a Title IX proceeding. As required by Title IX, rape shield protections provide strict confidentiality in all circumstances.  WWJDC will maintain confidential records of all complaints and how each was investigated and resolved. 

4.  As soon as the investigation is finished, the investigator will meet with the individual’s supervisor or if appropriate the supervisor’s supervisor(s), and report whether he or she believes that discrimination or harassment has occurred.  If the investigation results in a finding of discrimination and/or harassment, then the supervisor will determine the appropriate disciplinary action up to and including a recommendation to terminate or discharge the respondent employee. The supervisor will inform the complainant and the alleged respondent of the outcome of the investigation and his/her proposed disciplinary action.  The date of the discussion with the respective party shall constitute the “determination date.”    

5.  The employee code of conduct prohibits knowingly making false statements or providing false information during the grievance process. Deliberately providing false information during an investigation, including in the complaint itself, will be grounds for disciplinary action, up to termination or discharge.

6. The Title IX Coordinator and/or independent investigator may not bring code of conduct charges against the respondent as a result of an investigation or proceeding related to sex discrimination or sexual harassment, unless the respondent has made a materially false statement in bad faith in the course of a harassment investigation.  Complaints alleging retaliation may be filed according to the school’s sex discrimination procedures. 

       P.
Appeal of Harassment Complaint Outcome.
If the complainant or alleged offender is not satisfied with the outcome of a discrimination complaint, either employee may appeal that decision to the WWJDC Governing Council or to a neutral third party in the context of a formal hearing, whichever is deemed appropriate by the Head Administrator under the circumstances, unless it is the Head Administrator who is the complainant or the alleged offender, in which case the Governing Council will determine who shall hear the appeal to ensure neutrality. The employee appealing the supervisor’s decision must submit a written appeal to the Head Administrator or the designee with copies to the other party within five (5) working days of the determination date. The non-appealing party and supervisor of the appealing party has the option of submitting written materials in support of their respective positions within three (3) working days from the date they receive the appealing parties’ appeal. The Governing Council or neutral third-party will inform the complainant/respondent of the appeal decision in writing within five (5) working days from the date the appeal was submitted. This is the final level of review in the internal complaint process.  The timelines set forth in this policy may be waived or extended by the Governing Council or its designee.  All Governing Council members will have received prior training on freedom from bias and related issues. 

V.  GENERAL SCHOOL SYSTEM PROCEDURES

A. Classroom Use and Upkeep

Each classroom teacher will have use of his/her classroom during the school year.  In addition, each classroom teacher is responsible for keeping the room tidy.  To aid the cleaning of the classrooms, teachers will stack the chair, (or put them on the tables) and pick up the trash on the floor each night. 

B. Faculty Parking 
Parking is limited on the WWJDC campus.  Teachers who park at the school, must park in areas that are not marked Pick Up/Drop off only.

C. Faculty Mail

Teacher mailboxes are located in the front office.  Out of respect for your colleagues, student confidentiality concerns, and as a security precaution, do not send students to pick up your mail for any reason.  

D. Keys
· All keys and security passwords will be issued through the administrative office 

· Do not share passwords or give it out to anyone. This is a security measure that you will be held accountable for

· No keys are issued to subs

· Staff members sign a form, indicating the value of each key for which they are accepting responsibility

· The Office Manager will maintain permanent records 

· Never allow students to have access to your keys- personal or school owned

E. End of the Year Checkout for Returning Staff

At the end of the school year, you will receive an End of Year Check Out” form.  The completed form must be delivered to the Director for approval. This form will remain in your personnel file until the next fall.

F. Check-Out for Resigning and Terminated Staff 

The Official Check Out Sheet will be used for this action.  This is a different form than the End of Year Check Out form and therefore will be the only one you need to complete for our records.  It is not necessary to fill out both forms.  This needs to be completed by you and signed by the Director.  The rest of the check out process will be completed to obtain a final check.

G. Security System - After Hours Use of Facility
WWJDC staff has access to the building after hours as needed.  If teachers are in the building after hours, they will ensure that the building is secure upon leaving the building.

H. Maintenance Requests

Routine repair or maintenance requests should be reported to the Office Manager.  All modifications or additions to the building, facilities, or grounds must have the prior written approval of the Director. This includes any temporary, permanent or semi-permanent improvements to the building or the school grounds.

I. A/V Equipment Checkout and Usage

Teachers are equipped with the appropriate AV equipment in their rooms.  These pieces of equipment are inventoried by classroom.
J. Teacher Workroom

The WWJDC work room has several pieces of equipment available for teacher use including a copier and book stapler.  Please leave any equipment and supplies in the work room that are labeled work Room and clean up after yourself.

K. Guest Speakers/Community Resources

The use of guest speakers and other community resources can enhance instructional programs.  A teacher is encouraged to use appropriate and/or specialized outside resources as an integral part of the instructional program.  For permission to host a guest speaker in your classes, submit a Speaker Consent Form to the Director at least one week before the date the speaker is scheduled to speak.
L. Visitors

Visitors to WWJDC are required to report promptly to the school’s main office when entering the school building. At the main office, they will be asked to state the purpose of their visit, show a valid ID and will obtain a temporary identification badge.  Visitors may include parents of students, citizens, invited guests, salespersons, representatives of the news media, students not enrolled in school, observers from colleges and universities, volunteers, staff from other schools, and volunteer parents.

Visitors are asked to sign in on log sheets that will include information on the reason for the visit, the visitor’s destination, entry and exit times, and to provide and leave photo identification. The Administrative Assistant will contact the person and/or any classroom to be visited in order to let them know of the guest.  

These requirements are for security purposes and, consequently, all employees are expected to be diligent regarding proper identification and policies concerning visitors on campus. Immediately report any person that you suspect is on campus without proper authority from the administration office.

M. Student Medications
Students are not allowed to carry over the counter or prescription medications on campus. Students who must use an inhaler or have anaphylaxis medication available at all times, which must be verified and follow certain processes.   NO MEDICATIONS WILL BE DISTRIBUTED BY WWJDC STAFF.
N. Student Injury

It is your responsibility to report ALL student injuries that happen under your supervision.  You will need to notify the Main Office.  Do not move the student.  The Main Office will complete an injury report on any student injured on campus. The parent/guardian will be notified immediately. 
O. Student Illness and Injury - 

· DO send students who feel ill to the Main Office with a pass.  They will then be properly assessed, and parents contacted if necessary.

· DO provide emergency first aid for any emergency cuts or lacerations by applying direct pressure to the wound (using protection for you).  Have someone call the Main Office and stay with the student until help arrives.  

· DO remember that we are here to assist you as well as the students.  Let us know if you have any health concerns or problems during your duty day. 

· DO inform us of any student who has a health problem, particularly if it is causing absences from your class.  

In an emergency you should call the Office Manager who will then call 911.  If you cannot reach the Office Manager, call 911 and then call the office.  
P. Confidentiality

Employees of WWJDC shall not, in any way, release any information about WWJDC, its activities, or the activities of its personnel except as normally required by their duties, expressly permitted by the Director, and in conformity with the requirements of applicable inspection of public records laws, the Family Educational Rights and Privacy Act (FERPA), the Health Insurance Portability and Accountability Act (HIPPA), and any other applicable federal, state, or local law or regulation or school policy or regulation.

No employee shall publish, disclose, use, or authorize anyone else to publish, disclose, or 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 Director.  Any document or other material containing such information is required to be returned to the Director upon an employee’s termination or resignation.

Misuse of these reports consists of using records for any purpose other than the allowed by state statute or federal code will be considered misuse. Misuse will result in loss of access to CHRI, loss of employment and possible criminal prosecution. Misuse will be reported to the Department of Public Safety.
Q. Confidential and Privileged Information
This policy reiterates our need for confidentiality in all aspects of your employment.  During your employment at WWJDC you may learn or work with and be entrusted with confidential and/or privileged information about fellow employees, administrators, school parents, students or applicants.  You must exercise the highest degree of care not to disclose any such information, even inadvertently, to any unauthorized person in or outside of WWJDC.  You may not disclose any confidential or privileged information except to persons specifically designated in advance and in writing by the Director.


Confidential information includes but is not limited to:

· Student records

· Financial information

· Personnel records

· Payroll records

· Computer programs, codes, processes and passwords

· Personnel information regarding school parents and students

If you believe confidential information must be disclosed to a third party, you should consult with the Director prior to the disclosure.  There is no excuse for the disclosure of confidential information.  Failure to follow this policy will result in disciplinary action.  

Your obligations under this policy continue after your termination of employment.

R. Use of the Phone, Copiers and Mail Systems
The WWJDC phones are provided for business use.  Personal calls to and from are to be held to a minimum.  You must charge any personal toll calls/long distance to your home phone or to a phone card. You may not use photocopiers for personal purposes, and you may not photocopy copyrighted materials without prior authorization.  

You should not receive personal mail at WWJDC’s address.

VI.  PAYROLL INFORMATION

A. General Definitions

· Full-time Employees – Full-time, regular employees work a regular school hours.
· Part-time Employees – Part-time employees (28 hours or less) are not eligible for benefits.

· Temporary employees – These employees hired for short-term periods are not eligible for benefits.

· Consultants – these independent contractors work under a consultancy agreement, have no employee status, and are not eligible for benefits.

B. Exempt/Nonexempt 

You will be informed upon hire whether you are considered a non-exempt or exempt employee.  The “exempt” category applies to certain administrative, professional (certified employees) and executive staff.  The “non-exempt” category applies to all other employees.  Non-exempt employees receive pay for overtime work. 

C. Paycheck

Paychecks will be distributed at your work site by the Director or designee on the pay dates specified.  Direct deposit is highly recommended. Paychecks are issued every two weeks or 26 times per year for full-year employees.  If you do not receive your check or you believe that any amount on the check is in error, notify your supervisor immediately.

D. Mandatory Deductions from Paycheck

WWJDC is required by law to make certain deductions from your paycheck. Among these are your federal, state and local income taxes and your contribution to Social Security and Medicare, New Mexico Retirement and Retiree Healthcare and Education Retirement Plan. These deductions are itemized on your check stub. The amount of the deduction depends upon your earnings and the information you furnished on your W-4 form. Other mandatory deductions that may be made from your paycheck, such as court ordered garnishments, will be explained whenever WWJDC is ordered to make such deductions; you will be notified of any such deductions.

E. Overpayment of Earnings

If you have been overpaid in your paycheck, you must contact the WWJDC Business Manager immediately. Any overpayment must be returned to WWJDC in full. 

F. Personnel Inquiries

No WWJDC employee other than the Director is authorized to respond either verbally or in writing to personnel inquiries of any type about any employee of this school.

G. Closing Due to Hazardous Conditions

If the Director decides that conditions exist that are hazardous to the health and safety of students and staff, the Director shall decide whether delaying the beginning of the school day, dismissing students early, or closing school for the entire delay is appropriate.  An announcement will be communicated to students, parents and staff through the Director, the WWJDC website, WWJDC email list and by local radio and television media where available.  WWJDC follows APS’ inclement weather schedule.
On marginal weather days, schools will sometimes be opened on a two-hour delay.  On these late-opening days, a teacher may report with the students on a two-hour delay.  In the event schools are closed early, teachers are to remain at school until dismissed by the Director.

When WWJDC is closed early or all day due to inclement weather, all school activities, practices, field trips, and events scheduled for that day are canceled.  This includes activities scheduled at school or any other location.

VII.  LEAVE PROCEDURES AND BENEFITS

A. Leaving Campus During the Duty Day

If it is necessary for you to leave campus during the duty day, adhere to the following procedure:

· Notify the Director
· Complete appropriate leave forms if you are not returning.  You may do this in the Office Manager’s office.

· Notify the Director or his/her designee that you have returned.

* Failure to adhere to this procedure may result in a reprimand or reduction in leave accrued.  

B. Request for Anticipated Leave 

Permission for any leave must be requested from the Director in advance, unless it is an unexpected illness or emergency.    

1. Let the Office Manager know that you will be out.  Complete an Advance Request for Leave form and leave it with the Office Manager  

2. Once the Director has approved, a copy will be placed in your mailbox.

3. Leave your lesson plan on your desk and/or email it to the Office Manager to give to the substitute. (if different from your Emergency Lesson Plan.)

C. Sick Leave/Personal Leave
 

Sick/Professional  Leave: Full time employees are entitled to ten paid leave days per WWJDC year.

 Employees who begin after the start of the school year earn the prorated portion of  leave is provided up front. Unless otherwise provided for or as approved by the Principal/Executive Director, sick leave is to be used by employees in accordance with the following provisions:

1. Sick leave is to be used only in the event of illness of the employee, or of the employee’s immediate family. Misuse of sick leave is cause for discipline, up to and including termination or discharge. For the purposes of this section, “immediate family” is defined as a spouse, child, sibling, parent, grandparent, any other relative permanently residing with the employee, or any other person as defined by the Principal/Executive Director.

 

2. Notice of absence from work due to illness should be provided to the Principal/Executive Director or his or her designee by no later than 6:30 a.m. on the day of illness. If use of sick leave is foreseeable, advance notice shall be provided to the Principal/Executive Director or his or her designee.

 

3. An employee will not be paid for unused sick leave days upon severance of his/her employment from WWJDC.  
A. The Principal/Executive Director may, at any time, request that an employee bring a doctor’s note verifying that your leave was necessitated by illness.
B. Employees may donate leave to another employee for a medical emergency with the approval of the Principal/Executive Director. (See Addendum 2)

 
Teachers are given 10 days of leave at the beginning of their contract that can be used for either sick leave or personal leave. All leave must be taken in ½ or full day increments.  Because it is not always possible to predict when you will need to take leave, you must have current Emergency Lesson Plans on file with the Office Manager.  These should be submitted by no later than the end of the second week of every school year and revised accordingly.  If you need leave and have exhausted your accrued number of leave days, you must still take leave in one-half or full day increments and your salary will be reduced accordingly. 

D. Emergency Leave
Ensure that you have lesson plans available and ready to be implemented at least thirty minutes before school starts. When you return, you must complete a Verification of Leave form and within three days of your absence and provide it to the Director for signature.  Once the Director has approved, a copy will be placed in your mailbox. 

Failure to follow the appropriate request for leave procedures may result in a deduction from your pay.  

E. Professional Leave

Leaves from duty without deduction of pay or other earned balances may be granted for professional visitation and attendance at job-related meetings, conferences and training sessions, or other activities that in the Director’s judgment would be beneficial to the work of the employee or to the school as a whole.  Such leaves may or may not involve the reimbursement of expenses, including substitutes, depending upon the arrangements made before approval of the leave.  Any expenditure proposed beyond the amount budgeted for such purposes must receive prior approval of the Director.

F. Bereavement Leave

In the case of death in the immediate family, an employee will be allowed leave with pay for up to (2) working days immediately following the date of such death.  The immediate family is defined to include: husband, wife, child, grandchild, parents, grandparents, sister, brother, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, and sister-in-law.  You must write on the leave slip telling who passed away.  In extenuating circumstances, additional days may be granted by the Director; such days will be charged to earned leave.  Bereavement leave is not cumulative.
G. Funeral Leave
Employees may be excused by the Director, without loss of pay, for a period up to four hours to attend funeral services of relatives (outside the immediate family) or friends, provided no substitute is required.  If a substitute is required or if the requested leave period extends beyond four hours the employee may request personal or other accrued leave to attend the funeral.

H. Educational Leave

Employees who have been employed with WWJDC for at least two years wishing to return to the university may apply for educational leave.  If approved by the Governing Council, such leave may be granted for a period of up to one year.  This leave is unpaid.  

I. Family And Medical Leave

Under the Family and Medical Leave Act of 1993, as amended (“the Act”), WWJDC grants family and medical leaves of absence to “eligible employees” for the following:

1. the birth of an employee’s child or to care for the newborn child;

2. the care of an employee’s spouse, child, or parent (“family member”) who has a serious health condition; 

3. the employee’s serious health condition which prevents the employee from performing any one essential function of the employee’s position;

4. “active duty leave”:  the employee’s responding or attending to a “qualifying exigency” arising out of a covered family member’s active duty or notification of an impending call or order to active duty in the Armed Forces in support of a contingency operation.  A “covered family member” for purposes of this leave includes a spouse, son, daughter or parent of the employee; or

5. “service member family leave”:  the employee’s care of a spouse, son, daughter, parent, or next of kin (nearest blood relative) who has incurred a serious illness or injury in the line of duty while on active duty in the Armed Forces, and that illness or injury has rendered the service member medically unfit to perform the duties of the member’s office, grade, rank or rating.  

For purposes of family and medical leave, a “serious health condition” as set out in (3) and (4) above is defined as an illness, injury, impairment or physical or mental condition that involves either inpatient care or continuing treatment by a health care provider.  Pursuant to express provisions in the National Defense Authorization Act, “active duty leave” as set out in (5) above will not become effective until the Secretary of Labor issues final regulations defining “any qualifying exigency.”


a.  Eligible Employee.  An active full-time or part-time employee is eligible for FMLA leave under any of the above leave categories provided that on the date the employee requests leave:

· H/she has been employed by WWJDC for at least 12 months; and

· H/she has worked 1,250 hours during the 12-month period immediately preceding the commencement of leave.

Instructional employees are subject to certain limitations on Family Medical Leave coverage which are discussed in this section.  An “instructional employee” includes teachers, instructional assistants, coaches and other employees whose duties principally involve the direct provision of instructions services to students. 

In determining FMLA eligibility, an employee re-employed following military service will be given credit for (i) the period of uniformed service towards the months-of–employment eligibility requirement, and (ii) the hours of service that would have been performed but for the period of uniformed service.


b.  Instructional Employees: 



(1)  An “instructional employee” includes teachers, instructional assistants, coaches and other employees whose duties principally involve the direct provision of instructions services to students.  The following limitations on FMLA for instructional employees arise when leave is requested near the end of the semester or when intermittent leave is involved.



(2)  Leave near the end of a semester:  

· If an instructional employee begins FMLA leave more than five (5) weeks before the end of a at term, TISA may require the employee to remain on leave until the end of the term if the leave requested is expected to last at least three weeks and the employee would otherwise return to work during the last three weeks of the terms.

· If the instructional employee begins FMLA leave during the last five weeks of a term, WWJDC may require the employee to remain on leave until the end of the term if the leave is expected to last no more than two weeks and the employee would otherwise return to work during the last two weeks of the term. 

· If the instructional employee begins FMLA leave during the last three weeks of the term, WWJDC may require the employee to continue taking leave until the end of the term if the leave is expected to last more than five working days.


(3) Intermittent Leave: If an instructional employee needs intermittent or reduced leave and the employee would be on leave for more than 20 percent of the total number of working days over the leave period, ( e.g. five days in a four week period) the employer may require the employee to choose between the following:  

· Taking a certain period of consecutive (full) days on leave, not greater than the duration of the employee’s planned medical treatment, or

· Transferring temporarily to an available alternative position for which the employee is qualified, which has equivalent pay and benefits, and which better accommodates recurring periods of leave than does the employee’s regular position. 


(4)  Counting FMLA days:  If the employee is required to remain on leave until the end of an academic term, the employer may only designate as FMLA leave the period of time the employee is actually unable to work, not the period of time after which he or she was already and able to return to work but was asked by the employer to remain on leave.  

c. Length of Family and Medical Leave and Active Duty Leave.  

An eligible employee is entitled to a combined total of 12 workweeks of unpaid leave within a 12-month period.  The amount of leave available to an employee will be calculated by looking backward at the amount of leave taken within the 12-month period immediately preceding the first date of leave.  Leave taken for the care of a newborn child or placement for adoption or foster care must be taken within 12 months of the birth or placement of the child, and it must also be taken as an uninterrupted, continuous leave of absence unless Academy allows intermittent leave or a reduced schedule for these reasons.


If both a husband and wife are employed by WWJDC , and are eligible for leave, except for leave due to the employee’s serious health condition, the two may take a combined total of 12-weeks.  Intermittent leave or a reduced schedule may be approved for the employee’s serious health condition or a family member’s serious health condition where medically necessary and where the need for such leave is best accommodated through such scheduling.  An employee requesting intermittent leave/reduced schedule may be transferred temporarily to an available alternative position with equivalent pay and benefits, or to a part-time position if such a position better accommodates the need for intermittent leave/reduced schedule.

d. Length of Service Member Family Leave.  

An eligible employee is entitled to a combined total of 26 workweeks of unpaid leave within a single 12-month period for service member family leave.  Leave to care for an injured or ill service member, whether or not combined with other FMLA-qualifying leave, may not exceed 26 weeks in a single 12-month period.   The amount of leave available to an employee will be calculated by looking backward at the amount of leave taken within the 12-month period immediately preceding the first date of leave.  If both a husband and wife are employed by WWJDC, and are eligible for service member leave, the two may take a combined total of 26-weeks.  Intermittent leave or a reduced schedule may be approved for service member family leave where medically necessary and where the need for such leave is best accommodated through such scheduling.  An employee requesting intermittent leave/reduced schedule may be transferred temporarily to an available alternative position with equivalent pay and benefits, or to a part-time position if such a position better accommodates the need for intermittent leave/reduced schedule.    

Service member family leave runs concurrent with other leave entitlements provided under federal, state, and local law.


e.  Substitution of Paid Leave. 

An employee taking family and medical leave due to the employee’s serious health condition must substitute all accrued sick leave before continuing leave on an unpaid basis.  An employee taking leave for reasons other than an employee’s own serious health condition must exhaust all accrued unused leave before continuing leave on an unpaid basis.  Any family and medical leave, active duty leave, whether paid, unpaid, or a combination thereof, will be counted toward the 12-week leave entitlement.  Any service member family leave, whether paid, unpaid, or a combination thereof, either taken by itself or together with any other family and medical leave and/or active duty leave, whether paid, unpaid or a combination thereof, will be counted toward the 26-week leave entitlement.

f.  Employee Notification Requirements.  

If an employee expects to take family and medical leave, active duty leave or service member family leave, the employee must notify WWJDC of the intention to take leave at least 30 days in advance of the expected leave.  Following proper notification, the employee must complete a Leave of Absence Request form and provide any required medical certification. 


If the need for leave is not foreseeable, the employee must provide notification of leave to WWJDC as soon as is practicable under the circumstances.  An employee’s failure to provide 30 days advance notification for foreseeable leave may result in a delay of leave.

g.  Medical Certification. 


An employee who takes leave for the employee’s serious health condition or to care for a family member with a serious health condition must submit to the WWJDC written medical certification of the need for such leave from the applicable health care provider.  Failure to provide the certification in a timely manner may result in a delay of leave.  WWJDC may request a second or third medical opinion at the Ta’s expense for verification of an employee’s serious health condition.  The opinion of the third health care provider, who is approved jointly by WWJDC and the employee, shall be final and binding on WWJDC and the employee.  In addition, while the employee is on leave, WWJDC may require the employee to provide periodic recertification of the employee’s medical condition (not to exceed once every 30 days) and WWJDC may inquire as to the employee’s intentions to return to work.


An employee on uninterrupted, continuous leave due to the employee’s own serious health condition will be required to provide a job-related medical certification of fitness before the employee is allowed to return to work.  Where an employee is on service member family leave and is unable to return to work because of the continuation, recurrence or onset of the serious illness or injury suffered by the covered service member, the employee will be required to provide a certification issued by the health care provider of the service member being cared for by the employee.  Failure to provide any such applicable certification may result in the delay or denial of job restoration.


h.  Active Duty Leave Certification. 


An employee who takes active duty leave must submit to WWJDC written notice of an impending call or order to active duty in support of a contingency operation as soon as is reasonable and practicable under the circumstances. 

i. Benefits Continuation.  

During FMLA leave an employee will be entitled to continuation of those group health benefits that are provided by WWJDC through NMPSIA, or in other words, the same health care benefits coverage provided to an employee on the day prior to taking family and medical leave will be maintained for up to the 12 weeks required for family and medical leave and active duty leave, or up to the 26 weeks required for service member family leave, or as required by law, provided the employee continues to pay any required contribution for benefits. Employees who are on leave are responsible for making their periodic payment of the required contribution. 

Upon completion of the leave granted under this policy, or if an employee fails to return to work at the end of the leave, a loss of coverage will occur, and continuation of health care coverage would be offered through COBRA.  An employee who does not return from leave may be required, under certain circumstances provided by the Act, to reimburse WWJDC for any employee contributions paid by WWJDC while the employee was on unpaid leave.


While on leave, an employee must continue to pay the employee’s contributions or loan payments for any applicable benefits which would otherwise be automatically deducted from the employee’s wages (e.g., supplemental life insurance, credit union loans, 401(k) loans).  Contact the Operations Administrator for details regarding employee contributions and/or loan payments.


The period of time an employee is on family and medical leave will be treated as continued service for purposes of vesting and eligibility to participate under any available pension or retirement plan.  
Absences due to leave will not be counted as time worked for the purpose of seniority or computing vacation, sick leave or personal days.

j. Job Restoration.  

An employee will be returned to the same or an equivalent position when the employee returns from family and medical leave, active duty leave or service member family leave, with no loss of benefits accrued prior to leave.  An employee who does not return to work at the end of an authorized leave is subject to termination of employment.  In the event an employee’s position with WWJDC is affected by a decision or event not related to the employee’s leave of absence, e.g., job elimination due to a reduction in force, the employee will be affected to the same extent as if he was not on leave.


Certain “key employees” as defined under the FMLA may not be eligible to be restored to the same or an equivalent position after leave if doing so would cause substantial and grievous economic injury to the operations of the school.  WWJDC will notify such employees of their “key employee” status and the conditions under which job restoration will be denied, if applicable.

J. WORKERS’ COMPENSATION AND FAMILY AND MEDICAL LEAVE
· INITIAL SELECTION OF HEALTH CARE PROVIDER:  The New Mexico Workers’ Compensation Statute allows the employer in accordance with applicable workers’ compensation statutes, all employees of employer WWJDC who have a work-related injury are eligible for coverage.  

· REPORTING ACCIDENTS

All work-related accidents or injuries must be reported immediately to the injured employee’s supervisor by completing and submitting the Notice of Accident form (NOA), whether or not medical care is needed.  The employee’s supervisor must complete the Supervisor’s Accident Investigation Report form.  Both documents are submitted within twenty-four (24) hours from the time the supervisor was informed of the accident to the employer’s designated workers’ compensation benefit specialist.  The workers’ compensation benefit specialist will then complete the Employers’ First Report of Accident form.  All three forms are then forwarded to the employer’s insurance carrier or third-party administrator within seventy-two (72) hours from the employer’s first knowledge of the accident.
· MEDICAL TREATMENT
Emergency Medical Treatment:  When an injury or illness is life threatening in nature, the injured worker shall seek emergency treatment WWJDC School to either select the initial health care provider or to permit the worker to initially select the health care provider.  The party who did not select the initial health care provider has the right to change to MEDICAL TREATMENT

Emergency Medical Treatment a different health care provider sixty (60) days thereafter.

WORKERS’ COMPENSATION BENEFITS 

· Medical Benefits:  These benefits include all medical, surgical, and drug expenses that are reasonable, necessary and related to the work injury.  

· Lost Wage Benefits (indemnity payments):  When an employee has been removed from work by an authorized health care provider and cannot earn wages, workers’ compensation provides payments based on a portion of his or her average weekly wage up to a maximum limit set by the New Mexico Workers’ Compensation Statute.  The first seven (7) days (consecutive or non-consecutive) of disability is considered to be the waiting period and no indemnity benefits are due.  Indemnity payments will be calculated and issued in accordance with applicable statutes and laws.
· USE OF SICK LEAVE FOR WORK RELATED INJURY:
When an absence is due to a work-related occurrence, the initial seven (7) days are the statutory waiting period in which no indemnity benefits are paid under the workers’ compensation claim.  The seven (7) day period can be consecutive or non-consecutive days and must be charged to Leave (Sick, Vacation or PTO).

If the worker continues to be disabled after the seven (7) day waiting period, the worker will be entitled to workers’ compensation indemnity benefits at an amount equal to 66 2/3% of the worker’s average weekly wage or up to the statutory maximum allowed at the time of the injury.  The worker will not be permitted to use Leave (Sick, Vacation or PTO).

If the worker’s disability extends past 28 days, the worker will then be paid workers’ compensation indemnity benefits for the initial seven (7) days of absence.  If this occurs, then the worker is required to reimburse their Leave (Sick, Vacation or PTO) bank.

· PAYMENT OF INSURANCE PREMIUMS WHILE DISABLED FROM WORK

When an absence is due to a work-related occurrence, the worker will not receive wages from the employer.  At the time of a qualifying disability, it will be necessary for the worker to pay their portion of any insurance premiums directly to the employer.
WWJD Charter School will continue payment of its matching portion of the insurance premium until the
The employer worker returns to work from the qualifying disability or through the end of the current fiscal year (June 30th), or for as long as the worker pays their portion of the premium – whichever occurs first.
· FAMILY MEDICAL LEAVE ACT (FMLA):  FMLA benefits will run concurrently with the employee’s time off for a work-related injury.

· RETURNING TO WORK:  Employees returning to work from a Workers’ Compensation related accident shall:

1. Submit a written medical statement from the treating physician to the workers’ compensation benefit specialist that they are physically able to return to perform the essential job functions of the original position; and

2. If physically unable to return to performance of the essential job functions of the original position, the employee shall submit a written medical statement from the treating physician for review by the supervisor, human resources and workers’ compensation benefit specialist detailing what specific functions of the original position that they are physically able to perform and what they cannot.  Such written medical statement shall specify the employee’s physical capacity in the terms outlined by §52-1-26.4, NMSA 1978.  Within five (5) days of receiving this written notification, the employer shall advise the employee in writing of the availability of accommodating work and the start date on which the employee is expected to fill the accommodating position; and

3. If physically unable to perform even marginal job duties, employee will submit a written medical statement from the treating physician to the workers’ compensation benefit specialist to that effect for review by the supervisor, human resources and workers’ compensation benefit specialist, and

4. Present themselves for work within one (1) working day after being released to return to work by his or her treating physician or being notified of accommodating work by WWJDC (the employer).

. WWJDC will comply with all applicable federal, state and local laws in administering this policy.

K. Jury Duty / Subpoena Leave

An employee who is summoned for jury duty or subpoenaed to testify as a witness (other than as a plaintiff, defendant, or as a witness in a case involving the employee or his/her immediate family) in court will be granted leave with pay subject to the following conditions:

1.  The court’s order or subpoena requiring the employee’s presence is provided to the Director as soon as possible, but no later than five (5) days prior to the date he/she is required to appear, unless the subpoena/court order requires a shorter time in which case the employee will immediately notify the Director by providing a copy of the subpoena or court order.  

2. The school will deduct from the employee’s wages, paid juror stipends for the entire period for which the employee has been summoned to serve on a jury panel, or witness fees for the entire period reflected in the subpoena to serve as a witness (by statute this is the highest, prevailing state minimum wage rate per day) unless the employee endorses to the school all juror/witness fees paid to the employee, other than mileage fees.  

L. Military Leave 
1. WWJDC will abide by all the provisions of the Uniformed Services Employment and Re-Employment Rights Act (USERRA) and will grant military leave to all eligible full-time and part-time employees who are absent from work because they are serving in the United States uniformed services.  Employees who perform duty, voluntarily or involuntarily, in the “uniformed services,” which include 
2. the Army, Navy, Marine Corps, Air Force, Coast Guard, as well as the reserve components of each of these services, Army National Guard, Air Force National Guard, Commissioned Corps of the Public Health Service, and any other category of persons designated by the President in time or war or emergency, will be eligible for re-employment after completing duty, provided:

a. They provide written or verbal notice of their orders to their supervisor as soon as received (unless precluded by military necessity or otherwise impossible/unreasonable);

b. They satisfactorily complete duty of five (5) years or less; 

c. They begin duty directly from employment with NAS-NM; and 

d. They apply for and are available for re-employment as follows:

i. Less than 31 days service: By the beginning of the first regularly scheduled work period after the end of the calendar day of duty, plus time required to return home safely and an eight-hour rest period. If this is impossible or unreasonable, then as soon as possible.

ii. 31 to 180 days: No later than 14 days after completion of duty. If this is impossible or unreasonable through no fault of the employee, then as soon as possible. 

iii. 181 days or more: No later than 90 days after completion of duty. 

iv. Service-connected injury/illness: Reporting or application deadlines are extended for up to two (2) years for persons who are hospitalized or recovering.  


2.  Performing duty, voluntarily or involuntarily, includes: active duty, active duty for training, and initial active duty for training; inactive duty training; full-time National Guard duty; absence from work for an examination to determine a person’s fitness for any of the above types of duty; funeral honors duty performed by National Guard or reserve members; and duty performed by intermittent disaster response personnel for the Public Health Service, and approved training to prepare for such service. 

3.  Employees who serve in “uniformed services” will be paid for up to 15 days per fiscal year, for active duty, active duty training, and inactive duty training. Employees may apply accrued personal days and unused earned vacation time to the leave if they wish; however, they are not obliged to do so. Employees on military leave shall be granted any improvement in salary or other terms and conditions of employment which would have accrued to them had they remained in active service with the School, provided such employees seek reinstatement with the School within thirty (30) days following discharge from the military service. Military leave shall  be granted to full-time and part-time employees for a period of up to four years plus a one-year voluntary extension of active duty (five years total) if this is at the request and for the convenience of the United States government. 


4. An employee’s salary will not continue during a military leave unless required by law.  However, employees may request to use any vacation or personal leave time accrued during military leave. Benefit coverage will continue for 31 days as long as employees pay their normal portion of the cost of benefits.  For leaves lasting longer than 31 days, employees will be eligible to continue health benefits under COBRA and will be required to pay 102 percent of the total cost of their health benefits if they wish to continue benefits.


5.   Employees who fail to report for work within the prescribed time after completion of military service will be considered to have voluntarily terminated their employment. 

6. Upon return from military leave, employees will be permitted to make additional contributions to the retirement plan.  Employees may initiate these additional payments as of their reemployment date and continue them for the period of time permitted by law.

M. Leave Without Pay 
If circumstances arise necessitating an employee taking leave without pay, the employee must complete a leave request form and schedule a meeting with the Director to discuss the specifics.  The Director will review the leave request and notify the employee of his/her decision.

N. Retirement

All employees who work more than 25% of the time (.25 FTE) are mandated by the New Mexico Educational Retirement Act to participate in the retirement plan operated by the Education Retirement Board in Santa Fe. Participation in the Plan begins on the first day of the month following your date of hire. TISA and the employee are required by State law to contribute to this retirement plan. The details regarding TISA and employee contributions, vesting, administration, and investments are provided in the Summary Plan Description, made available through the Education Retirement Board and/or the ERB website at www.era.state.nm.us 

If you plan to retire, you should notify the Director and the New Mexico Educational Retirement Board to determine whether you are eligible and the procedures for satisfying all requirements to receive your benefits.

O. Covering a Class for Another Teacher 
If there are not sufficient substitutes to cover all teachers out for a day, staff may be asked to cover a class.    

P. Social Security

In accordance with the applicable federal law, all employees are required to participate in and contribute to Social Security. WWJDC also makes a mandatory matching contribution on behalf of employees. Contribution levels are established by law and are subject to change. To obtain information about Social Security and related programs, you may contact the local Social Security office.

Q. Health Related Benefits
WWJDC sponsors a comprehensive benefits program for all eligible employees.  WWJDC periodically reviews its benefits program and may make modifications as appropriate.  WWJDC reserves the right to amend, add to or terminate these plans at any time. This right of amendment/termination shall apply equally to all participants, including retirees. 


Eligible full-time employees have the opportunity to enroll themselves and their eligible dependents for NMPSIA’S group insurance coverage. Costs for group health, dental, vision and long-term disability are shared by the School and employees who elect to enroll. The following benefits are available, as defined and limited by our contracts with benefit providers:

· Health Care Insurance 

· Dental Care Insurance 

· Vision Care Insurance

· Basic Group Term Life Insurance/Voluntary Term Life/Accidental Death &

· Dismemberment Insurance

·  Long-term Disability

· See, NMPSIA Web Page for future information.  www.nmpsia.com
R. ELECTION/VOTING LEAVE:  WWJD Charter School will adhere to State of New Mexico policy.
VIII.  SAFETY

A. General Employee Safety

WWJDC is committed to the safety and health of all employees and recognizes the need to comply with regulations governing injury and accident prevention and employee safety. Maintaining a safe work environment, however, requires the continuous cooperation of all employees. WWJDC will maintain safety and health practices consistent with the needs of our industry. If you are ever in doubt about how to safely perform a job, it is your responsibility to ask your supervisor for assistance. Any suspected unsafe conditions and all injuries that occur on the job must be reported immediately. Compliance with these safety rules is considered a condition of employment. Therefore, it is a requirement that each supervisor make the safety of employees an integral part of her/his regular management functions. It is the responsibility of each employee to attend all training sessions related to the employee’s job, and to accept and follow established safety regulations and procedures or the directions of supervisory personnel.

B. REPORTING SAFETY ISSUES
All accidents, injuries, potential safety hazards, safety suggestions and health and safety related issues must be reported immediately to your supervisor. If you or another employee is injured, contact outside emergency response agencies, if needed. If an injury does not require medical attention, a Supervisor and Employee Report of Accident Form must still be completed in case medical treatment is later needed and to ensure that any safety hazards are corrected. The Employee's Claim for Workers' Compensation Benefits Form must be completed in all cases in which an injury requiring medical attention has occurred. If you fail to report an injury, you may jeopardize your right to collect workers' compensation payments as well as health benefits. In the case of serious injury, an employee’s reporting obligation will be deferred until circumstances reasonably permit a report to be made.  Failure to report an injury or illness may preclude or delay the payment of any benefits to the employee.

C. Parking Areas 

You are encouraged to use the parking areas designated for employees. Remember to lock your car every day and park within the specified areas. WWJDC is not responsible for any loss, theft or damage to your private vehicle or any personal property. Courtesy and common sense in parking will help eliminate accidents, personal injuries, damage to your vehicle and to the vehicles of other employees. 

D. OSHA

Consistent with federal OSHA requirements and to protect the well-being of employees, WWJDC 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.  This Health Safety policy covers all WWJDC employees but particularly those who may reasonably anticipate coming into contact with these materials as a result of their job duties.  If your job duties may put you into this category, WWJDC will provide you with appropriate information.
Addendum 1
[image: image2.emf]WWJDC

Dorn Charter Community School

[Date] 

Dear Parents:

Should an emergency or disaster situation ever arise in our area while school is in session, we want you to be aware that the schools have made preparations to respond effectively to such situations.  In fact, public schools in New Mexico are built to meet stringent construction standards and they may be safer than your own home in the event of a disaster.

Should we have a major disaster during school hours, your student(s) will be cared for our school.  Our School has a detailed emergency crisis plan which has been formulated to respond to a major catastrophe.

Your cooperation is necessary in any emergency.

1. Do not telephone the school. Telephone lines may be needed for emergency communication.

2. In the event of a serious emergency, students will be kept at their schools until they are picked up by an identified, responsible adult who has been identified as such on a School emergency card which is required to be filled out by parents at the beginning of every school year.  Please be sure you consider the following criteria when you authorize another person to pick up your child at school:

· He/she is 18 years of age or older.

· He/she is usually home during the day.

· He/she could walk to school, if necessary.

· He/she is known to your child.

· He/she is both aware and able to assume this responsibility.

3. If students are to be kept at school, radio stations will be notified. If electrical service is not affected, information will be relayed via WWJDC to the local TV Channel (__7__).  In addition, information regarding day-to-day school operations will be available by calling the District Office.

4. Impress upon your children the need for them to follow the directions of any school personnel in times of an emergency.

Students will be released only to parents and persons identified on the WWJDC Emergency form.  During an extreme emergency, students will be released at designated reunion gates located on school campuses.  Please instruct your student to remain at school until you or a designee arrives. 

The decision to keep students at school will be based upon whether or not streets in the area are open. If this occurs, radio stations will be notified. In the event that a natural disaster takes place during the time that students are away from school, students will be kept by the teacher. Teacher will direct students and will communicate with administrator. WWJDC administrator will provide information.   
In case of a hazardous release event (chemical spill) near the school area, Shelter-in-Place procedures will be implemented to provide in place protection. All students and staff will clear the fields, report to their rooms and all efforts will be made to prevent outside air from entering classrooms during the emergency. “Shelter-in-Place” signs will be placed in classroom windows or hung outside classroom doors during a drill or emergency.  Students arriving at school during a Shelter-in-Place drill or event should report to the school office or to a previously designated area at the school because classrooms will be inaccessible. When the dangerous incident has subsided, an all-clear signal will be given.

Please discuss these matters with your immediate family. Planning ahead will help alleviate concern during emergencies.

Sincerely,

Paloma L. Aranda
Director

WWJDC Dorn Charter Community School

505.243.1434
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SICK LEAVE DONATION FORM FOR DONOR

DONOR NAME______________________________

EMPLOYEE # __________________

Number of Hours to be Donated:  _____________

Recipient of donated hours: ___________________________________

Donor signature ________________________


Date ______________________

Approved ____        Disapproved ______  

If disapproved, reason for disapproval:

___________________________________________

______________________

          Principal/Executive Director




Date
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[image: image4.emf]
SICK LEAVE DONATION REQUEST FORM FOR RECIPIENT

REQUESTER NAME ___________________________________
EMPLOYEE #____________

Number of Hours Requested: __________

Medical Emergency:  (Proof of medical emergency must also be provided to Principal/Executive Director)

Signature______________________________________

Date ________________

Approved ____        Disapproved ______  

If disapproved, reason for disapproval:

___________________________________________

______________________

          Principal/Executive Director




Date
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Purpose: The discipline policy at WWJDC Dorn Charter School is intended to: 

· instill and promote self-discipline 

· provide an environment for every student that is conducive to learning

 · promote community building 

· uphold the value of safety

· instill and promote empathy for self and others 

· improve a child’s capacity for effective decision-making

· provide proactive guidance

· cultivate conflict resolution skills 

Behavioral Agreement 

In all settings, students are expected to behave in a manner that they:

. take care of self ·  care of others ·  care of their environment

Procedure for Breach of Behavioral Agreement 

Teachers will be held accountable for maintaining student discipline in the classroom.
· Implement and reinforce classroom rules (see attached)
· Review and enforce rules consistently.

· Maintain a positive classroom environment

· Provide opportunities for movement or stretching.

 Remember that our students have many learning styles. Provide opportunities for  movement, sitting on the carpet, sitting on chairs, group work where children can speak to each other, partner work, quiet personal work time,  active classroom activities (more Redirect student   (talk to student,  name time doing) speaking/lecturing in 15 minute segments,  and stretch time in your classroom to  meet the diverse needs of our students.

· If needed the following steps will be implemented in our classrooms:

1st infraction

Redirect student      (Talk to Student)                                                                                                                     


Always reinforce when student has returned Positive behavior

2nd  infraction 

Redirect student   (talk to student, name on board, pull strip,)                                                                                                 Always reinforce when student has returned  Positive behavior  

3rd  infraction            Redirect student (talk to student, name on board add 1 min,  pull strip,)                                                                                                 Always reinforce when student has returned Positive behavior 

Call home to parents
4th infraction
Call Home to Parents
5th infraction 
Student conference with Principal and/or Behavior Support Team
The Administrator and/or Director will support the teacher and student in the following manner if WWJDC Dorn Charter School Behavioral Agreement is violated: 

(Order and frequency of steps is left to the discretion of the adult who is in authority, except for those incidents noted below)

● Utilize positive non-punitive classroom strategies that promote responsibility and accountability (i.e. Re-directing a child or reviewing the specific rule broken, etc.).

 ● Utilize strategies for restitution if a conflict involves peers (helping children repair relationships that have been damaged by their words or actions). 

● Utilize a “parallel send” (sending a child to another classroom to help child internalize expected school behavior)— tracking required for this step, which will be shared with parents by the classroom teacher, if parallel sends are happening frequently. 

● If student behavior is an ongoing issue, the teacher will request a Student Assistant Team meeting to address behavior. The student’s behavior will be shared with parents at this meeting.

The Administrator and/or Director retain the right to use his/her discretion in the ultimate decision if any ambiguity exists. 

Non-negotiable behaviors that result in immediate and appropriate disciplinary actions, which can include suspension or expulsion: 

● Intentional endangerment to self 

● Intentional endangerment to others

 ● Intimidating peers or adults 

● Bullying and/or Cyber-bullying 

● Running or hiding 

● Destruction of school property 

Specifically, this includes:

 o Causing intentional bodily harm to self or another person. 

o the use of hate language including slurs, harassment and/or teasing due to race, gender identity, sexual orientation and/or disability status.

 o Bringing a weapon to school.  A weapon is defined as any implement designed to cause harm to another living thing.
o A threat or reasonable perception of a threat to harm self or others, whether on or off campus.
 o Running away or hiding from an adult. Running away or hiding from an adult is defined as leaving the proximity of an adult in a way that may put that child and/or other children at risk, such a running off the playground, refusing to come in with the rest of class, and hiding.

 o Directing profanity at another person.

 o Destruction, harm, or loss of school property. Destruction, harm or loss of school property is defined as the child taking some action that causes the destruction, harm or loss of school property, either intentionally or by accident. (Examples may include kicking a soccer ball over the fence into the ditch, scratching the surface of a desk, or breaking glass with a ball.)  The property will be replaced  or repaired at the expense and/or labor of the student and student’s family.
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