CIEN AGUAS INTERNATIONAL SCHOOL

EMPLOYEE HANDBOOK

Revised: June 201 6



Table of Contents

SECTION I: FOUNDATIONS AND BASIC COMMITMENTS

Introduction
Mission Statement
Vision Statement
Statement of Commitment to Employees
SECTION II: EMPLOYMENT POLICIES

Open Communication Policy

Customer and Community Relations

Dress Code and Personal Appearance

Equal Opportunity

Reasonable Accommodation of Individuals with Disabilities
Responsibility

Harassment and Discrimination

Reporting Harassment or Discrimination
Reporting of Child Abuse

Employee Safety

Reporting Safety Issues/ Accidents

Parking Areas

Drug Free Workplace

Search of School Issued/Property

Tobacco Free Workplace

Violence in the Workplace

Possession of Weapons

Employee Technology Acceptable Use Policy
Employee Dispute Resolution and Grievance Policy
Domestic Partnership Policy

FERPA Policy

Workers Compensation Policy

Social Media Policy

SECTION lll: PERSONNEL MATTERS
Employee Standards of Conduct
Employee Misconduct/Educator Code of Conduct
Staff Conduct with Students
Tutoring and Advising for Pay
Solicitations and Distributions
Participation in Political Activities
Performance Review
Progressive Discipline Process
Administrative Leave Pending Possible Disciplinary Action
Employee Background Checks
Immigration Law Compliance
Conflict of Interest
Supervision of Relatives
Per Diem & Travel Reimbursements
Purchase Requisition and Reimbursements
Medical Examination
Your Medical Records File
Employment Classification

A A DM D

© O© 000000 N~NNNOOO 010101 01 O1

[ e
oo MO

22
22
22
23
23
23
23
23
24
25
25
25
25
26
26
27
27
27



Non-Exempt and Exempt Employees
Regular Full-Time Employees

Regular Part-Time Employees

Short-Term Employees

Temporary Employees

Business Hours

Absence and Lateness

Holidays

Severe Weather and Emergency Conditions
Employee Leave Policy

General Provisions

Types of Leave

Employee Insurance-Leave of Absence Policy
Separation of Employment
Post-Employment Inquiries

Return of School Property

SECTION IV: COMPENSATION

Paycheck

Direct Payroll Deposit

Mandatory Deductions from Paycheck
Overpayment of Earnings

Overtime

Compensatory Time Off

Professional Development Increment
Endorsement Stipend

Additional Work Stipends

Records of Time Worked

Benefits

Personal Property

APPENDIX
Unacceptable Activities
Travel Request and Reimbursement Forms
Purchase Requisition and Reimbursement Forms
Rules of Appropriate Use (Technology) policy agreement form
Approved Salary Schedule (Tier 1)
Approved Salary Schedule (Tier II)
Approved Salary Schedule (Tier I1I)

27
27
27
27
27
28
28
28
28
28
29
29
32
32
32
32

33
33
33
33
33
33
33
34
34
34
34
34



SECTION I: FOUNDATIONS AND BASIC COMMITMENTS

Introduction

This Employee Handbook provides a summary of employee benefits and guidelines with
respect to your employment. It does not cover all aspects of your employment with Cien Aguas
International School. You are responsible for reading and understanding this Employee
Handbook. If anything is unclear, or if you have any questions, please discuss them with your
supervisor. The handbook may be revised from time to time, as needed, by the Cien Aguas
Governing Council.

This Handbook is not intended to constitute a contract of employment
or any part of a contract of employment, express or implied.

Mission Statement

CAIS is a K-8 school with a focus on dual language instruction, inquiry, and environmental
sustainability. Cien Aguas seeks to develop students who can ask and investigate important
guestions about the world around them, are committed to a sustainable society, and are working
toward cross-cultural competence, bilingualism and biliteracy in Spanish and English.

Statement of Commitment to Staff
Cien Aguas is committed to ensuring employees are treated fairly and are respected as
professionals. To this end, the school is committed to ensuring that:

e The school will only recruit and select highly capable and innovative employees;

e A work environment exists which unites employees and generates enthusiasm for
the students and their families;

e The school and its’ employees maintain the highest standards of ethics;

e Each employee recognizes and understands the importance of his/her role in the
school’s success; and,

e The school is committed to providing training and opportunities for advancement.




SECTION II: EMPLOYMENT POLICIES

Open Communication Policy

CIEN AGUAS encourages you to discuss any issue or conflict you may have with a co-worker
directly with that person. If a resolution is not reached, please arrange a meeting with your
supervisor to discuss any concern, problem or issue that arises during the course of your
employment. Retaliation against any employee for the appropriate use of communication
channels is unacceptable. Please remember that it is counterproductive for employees to create
or repeat rumors or gossip. For situations requiring additional support, please see the “Dispute
Resolution and Grievance Policy”.

Customer and Community Relations

The success of CIEN AGUAS depends upon the quality of the relationships between CIEN
AGUAS, our employees, customers and community. Our customers’ impressions of CIEN
AGUAS and their interest and willingness to send their children to our school are greatly
influenced by the people who serve them. As an employee, you are an ambassador of CIEN
AGUAS. The more "good" you promote, the more our “customers” will respect and appreciate
you, CIEN AGUAS and the programs we offer to students.

Dress Code and Personal Appearance

Staff members are expected to be professionally attired and groomed during working hours and
when representing CIEN AGUAS. If your supervisor determines that your attire and/or
grooming is out of place, you may be asked to leave the workplace until you are properly attired
and/or groomed. In no case shall the dress/grooming standards for employees be less than
those prescribed for students in the Cien Aguas Manual. Principals/Supervisors are expected to
counsel staff assigned to their location on appearance and conduct. Employees who violate
dress code standard may be subject to disciplinary action, up to and including discharge.

Equal Opportunity

CIEN AGUAS is an equal opportunity employer. The School prohibits discrimination on the
basis of disability, race, ethnicity, color, sex, sexual orientation, national origin or ancestry,
religion, age, veteran status and/or any other protected status as defined by law, in all facets of
employment, compensation, promotion, transfer, demotion, layoff, discharge or selection for
School-sponsored training programs. Discriminatory behavior violates state and federal laws
and regulations.

Reasonable Accommodation of Individuals with Disabilities

The School makes reasonable accommodations to qualified employees with disabilities for the
performance of essential job functions without undue hardship to the School. Accommodations
are reviewed case by case in accordance with the Americans with Disabilities Act and any state
or local laws that prohibit disability discrimination.



Responsibility

All CIEN AGUAS employees, and particularly supervisors, have a responsibility for keeping our
work environment free of harassment and discrimination. Any employee, who becomes aware
of an incident of harassment or discrimination, whether by witnessing the incident or being told
of it, must report it to the administration of CIEN AGUAS. When the School becomes aware of
the existence of harassment or discrimination, it is obligated by law to take prompt and
appropriate action, whether or not the victim wants the School to do so. If the administration is
the source of the harassment or discrimination, the incident must be reported to the Chairperson
of the Cien Aguas Governing Council.

Harassment and Discrimination

CIEN AGUAS intends to provide a work environment that is pleasant, professional, and free
from intimidation, hostility or inappropriate behavior which might interfere with work
performance. Harassment or discrimination of any sort - whether verbal, physical, or visual
based upon race, color, religion, gender, age, sexual orientation, gender identity, national origin
or ancestry, disability, veteran status, or other protected status defined by law, will not be
tolerated. Workplace harassment can take many forms. It may be, but is not limited to, words,
signs, offensive jokes, cartoons, pictures, posters, e-mail jokes or statements, pranks,
intimidation, physical assaults or contact, or violence. Harassment is not necessarily sexual in
nature. It may also take the form of other vocal activity including derogatory statements not
directed to the targeted individual but taking place within their hearing. Other prohibited conduct
includes written material such as notes, photographs, cartoons, articles of a harassing or
offensive nature, and retaliatory action against an employee for discussing or making a
harassment complaint.

Sexual harassment may include unwelcome sexual advances, requests for sexual favors, or
other verbal or physical contact of a sexual nature when such conduct creates an offensive,
hostile and intimidating working environment and prevents employees from effectively
performing the duties of their position. It also encompasses such conduct when it is made a
term or condition of employment or compensation, either implicitly or explicitly and when an
employment decision is based on an individual's acceptance or rejection of such conduct. It is
important to note that sexual harassment crosses age and gender boundaries and cannot be
stereotyped. In some situations, sexual harassment may even involve two women or two men.

Reporting Harassment or Discrimination

If there is no threat of violence, CIEN AGUAS encourages you to communicate directly with the
alleged harasser and make it clear that the harasser's behavior is unacceptable, offensive or
inappropriate, although you are not required to do so. In addition, if you believe you have been
subject to harassment or discrimination, you are required to immediately notify your supervisor
at CIEN AGUAS. All complaints will be investigated promptly and as discreetly and
confidentially as is reasonably possible. If harassment or discrimination by an employee is
established, CIEN AGUAS will take appropriate disciplinary action against the offender.
Disciplinary action can range from verbal warnings to discharge, depending on the
circumstances. CIEN AGUAS will also take any additional action necessary to appropriately
remedy the situation. Retaliation of any sort will not be permitted. No adverse employment
action will be taken for any employee making a good faith report of alleged harassment. CIEN
AGUAS accepts no liability for harassment or discrimination of one employee by another
employee. The individual who makes unwelcome advances, threatens or in any way harasses
or discriminates against another employee is personally liable for their actions and the
consequences. CIEN AGUAS may or may not provide legal, financial or any other assistance to
an individual accused of harassment or discrimination if a legal complaint is filed. CIEN AGUAS



prohibits any employee from retaliating in any way against anyone who has raised any concern
about harassment or discrimination against another individual.

Reporting Child Abuse
According to New Mexico law, ANYONE who suspects or has knowledge of abuse or neglect
must report it. Failure to report is a misdemeanor under the law. Under New Mexico’s Children
Code Section 32A-4-3 you MUST report child abuse or neglect to the appropriate
authorities.
Report child abuse if you see:

e The child has current marks or bruises

e The student needs immediate medical attention

e You suspect sexual abuse
Call CYFD (Children, Youth and Families Department) at 1-800-797-3260 or in Albuguerque
841-6100. Immediately notify your supervisor.

Employee Safety
The policy of the Cien Aguas Governing Council is to take all reasonable steps to safeguard

employees, students, and the public from accidents and to provide a safe, healthy work and
educational environment.

Employees shall devote their full skill and attention to the performance of their job. Employees
shall follow all safety rules and regulations including the use of protective clothing, devices, or
equipment. Employees are required to attend all training sessions related to an employee’s job,
and follow all warning signs or signals or the commands or directions of supervisory personnel.

Reporting Safety Issues/Accidents

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. Federal law requires that we keep
records of all illnesses and accidents that occur during the workday. The New Mexico State
Workers' Compensation Act also requires that you report any workplace illness or injury to your
supervisor, no matter how slight. 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.

Parking Areas

You are asked to use the parking areas designated for employees. Remember to lock your car
every day and park within the specified areas. CIEN AGUAS 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, and damage to your vehicle and to the
vehicles of other employees. If you should damage another car while parking or leaving,
immediately report the incident, along with the license numbers of both vehicles and any other
pertinent information you may have, to law enforcement and your insurance as required. Your
supervisor should also be notified of the incident if it happens on school property.

7



Drug Free Workplace

CIEN AGUAS has adopted a Drug Free Workplace Policy. The unlawful possession,
dispensing, distribution manufacture, sale or use of controlled substances and alcohol in the
workplace by a CIEN AGUAS employee is prohibited on school premises or as part of any CIEN
AGUAS 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 CIEN
AGUAS activity. Employees are required to notify their supervisor within five (5) days of any
conviction under a criminal controlled-drug related violation occurring in the workplace. Failure
by an employee to report such a conviction may be grounds for disciplinary action. 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 use in the workplace, the
school may have the employee tested at the school's expense. If additional testing is required,
it may be at the employee’s expense.

Search of School Issued/Personal Property

CIEN AGUAS reserves the right to search and inspect the worksite, personal articles brought
onto school premises, and vehicles on school premises for the maintenance of a safe drug-free
workplace. School property and equipment is subject to search at any time. Any personal
property that an employee does not wish to be subject to search should be left at home.

Tobacco Free Workplace
Use of tobacco or tobacco products on campus and during CIEN AGUAS activities is prohibited.

Violence in the Workplace

CIEN AGUAS prohibits violence in the workplace. Acts or threats of physical violence, including
intimidation, harassment and/or coercion which involve or affect CIEN AGUAS or its employees
or which occur on CIEN AGUAS property will not be tolerated. This applies to all persons
involved in CIEN AGUAS' operation, including personnel, contract and temporary employees
and anyone else on CIEN AGUAS property. Any act or threat of violence will result in
disciplinary action, up to and including discharge, and referral to law enforcement. Examples of
workplace violence include, but are not limited to:

a. All threats or acts of violence occurring on CIEN AGUAS property, regardless of the
relationship between CIEN AGUAS and the parties involved.

b. All threats or acts of violence occurring off CIEN AGUAS property involving someone who is
acting as a representative of CIEN AGUAS.

c. Grabbing, hitting or shoving an individual.

d. Threatening an individual or his/her family, friends, associates or property with harm.

e. Intentional destruction of or threats to destroy CIEN AGUAS property.

f. Making harassing or threatening phone calls.

g. Harassing surveillance or stalking.

h. Unauthorized possession or inappropriate use of firearms or weapons.

i. Intimidating or harassing students, staff or parents.

Certified employees have the right to use such force as is necessary to protect
themselves, students, or other employees from physical injury which they reasonably
believe might result from actual or threatened physical attack on themselves, students,
other persons or employees. No disciplinary action shall be taken against a certified
employee who acts in self-defense or defense of others, if the administration is satisfied
after investigation that the defensive action, including the amount of force used, was
appropriate under the circumstances.



Possession of Weapons

CIEN AGUAS and federal laws prohibit all persons in and around School property from carrying
a handgun, firearm, knife or other weapon of any kind regardless of whether the person is
licensed to do so. CIEN AGUAS also prohibits all employees from having a handgun, firearm,
knife or other weapon of any kind in their personal vehicle when that vehicle is being used on
CIEN AGUAS business. The only exceptions to this policy are police officers, security guards or
other persons who have been given written consent by CIEN AGUAS to carry a weapon on the
property or in their vehicle.

Employee Technology Acceptable Use

All employees must have a signed Rules of Appropriate Use Staff Form policy agreement form
on file. The use of school technology resources is a privilege granted to employees for the
enhancement of job-related functions. Employees may have limited access to these resources
for personal use, if they comply with the professional standards and the school’s acceptable use
policies. Violations of this policy may result in the revocation of this privilege. Employees may
also face disciplinary action up to and including discharge, civil litigation, and/or criminal
prosecution for misuse of these resources.

CIEN AGUAS does not attempt to articulate all possible violations of this policy. In general,
users are expected to use School computers and computer networks in a responsible, polite,
and professional manner.

Users are not allowed to:

1. Upload or otherwise transfer out of the school’s direct control any software licensed to
the school or data owned or licensed by the school without explicit written authorization.

2. Acquire or use unauthorized copies of computer software.

3. Use IT resources to reveal confidential or sensitive information, student data, or any
other information covered by existing state or federal privacy or confidentiality laws,
regulations, rules, policies, procedures, or contract terms. Staff who engage in the
unauthorized release of confidential information via the school’s IT resources will be
subject to sanctions in existing policies and procedures associated with unauthorized
release of such information.

4. Download executable software, including freeware and shareware, unless it is required
to complete their job responsibilities.

5. Use school IT resources to intentionally disable or overload any computer system or
network, or to circumvent any system intended to protect the privacy or security of the
school’s IT resources.

6. Unauthorized dial-up access to the Internet is prohibited from any device that is attached
to any part of the school’s network.

7. Access, store, display, distribute, edit, or record sexually explicit or extremist material
using school IT resources. Violation of this policy may result in immediate disciplinary
action up to and including discharge from employment. The incidental and unsolicited
receipt of sexually explicit or extremist material, such as might be received through
email, shall not constitute a violation of this section, provided that the material is
promptly deleted and neither stored nor forwarded to other parties.

8. Access or attempt to access IT resources for which they do not have explicit
authorization by means of user accounts, valid passwords, file permissions or other
legitimate access and authentication methods. It is a violation of school policy to grant
another individual access to any school accounts that have been authorized to you; or
use another individual’s school authorized accounts, user-ids and/or passwords.



Personal Use of the Internet: Occasional and incidental personal use of the school’s IT
resources and Internet access is allowed subject to limitations. Personal use of the internet is
prohibited if:

1. It materially interferes with the use of IT resources by the school; or

2. Such use burdens the school with additional costs; or

3. Such use interferes with the staff member’'s employment duties or other obligations to

the school; or
4. Such personal use includes any activity that is prohibited under any school policy.

CIEN AGUAS may install software and/or hardware to filter, monitor and/or record all IT
resources usage, including email and Web site visits. The school retains the right to record or
inspect any and all files stored on school systems.

Violation of this policy may result in immediate disciplinary action up to and including discharge
from employment.

Employee Dispute Resolution/Grievance Policy and Process

Purpose:

The purpose of this Policy is to provide an accessible and fair procedure for the reporting and
resolution of legitimate employment-related concerns of, or conflicts between, Cien Aguas
International School employees in a timely and equitable manner. The intent of this process is to
support communication and dialogue among Cien Aguas International School staff, to
encourage internal resolution of conflicts between staff/staff administration /staff and Cien
Aguas Governing Council in a safe environment, at the lowest appropriate level, and to clarify
the roles of administration and Cien Aguas Governing Council in dispute resolution. All
grievances and disputes shall be processed as provided herein.

Definitions:

=

“Day” shall mean working school days.

2. A “grievance” shall mean an allegation by an employee or a group of employees with the
same claim that there has been a violation, misinterpretation, or inequitable application
of any provision of the Handbook, or any other administrative rule, policy, or procedure,
which negatively impacts the grievant(s).

3. “Grievant” or “aggrieved party” shall mean an employee or a group of employees who is
affected by a grievance as defined above.

4. “Mediation” is the confidential process by which an impartial third party or a team of co-
mediators facilitates a mutually acceptable resolution between parties.

5. “Parties of interest” shall be the grievant and the administrator, Cien Aguas Governing

Council member, or other employee(s) of the school whose actions or conduct are the

subject of the grievance.

6. “Relief” or “remedy” shall mean the recommended resolution by the grievant.
7. “Resolution” shall mean the written decision by the appropriate authority in response to
the grievance.
Applicability:

The following situations are not subject to this Grievance Policy:

1. The contents of an evaluation of an employee by his/her immediate supervisor;
2. Discharge or termination decisions made by the administration or the Cien Aguas
Governing Council for which recourse is provided through state statute,
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3.

Discharge or termination decisions made by the administration or Cien Aguas Governing
Council for “At Will” employees or those with less than three years of employment with
the School.

Situations in which the remedy for the alleged violation resides exclusively in some
person, agency, or authority other than Cien Aguas International School, its
administration or Cien Aguas Governing Council;

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

The following situations are subject to this Grievance Policy:

1.
2.

Claims of violation or misapplication of the evaluation process;
Written warnings, letters of reprimand and/or disciplinary actions relating to work
performance.

GENERAL PROCEDURES AND REQUIREMENTS

1.

Since it is important that grievances be processed as rapidly as possible, the number of
days indicated at each level shall be a maximum, and every effort shall be made to
proceed as quickly as possible. The time limits specified will be extended if mutually
agreed to in writing by the grievant and the administrator receiving the grievance at that
level due to a long holiday.

Effort to resolve the grievance through Informal Processes 1 and 2 must be attempted
within 8 work days of the act or discovery of that act that caused the grievance. If
informal efforts are unsuccessful, the aggrieved employee must file a written grievance
within this 8-day period.

No employee shall suffer retaliation, recrimination, discrimination, harassment, or be
otherwise adversely affected because of his/her use of or participation in this grievance
process.

Failure of the grievant to file or appeal the grievance within the time limits specified shall
result in dismissal of the grievance, with prejudice (the same incident may not provide
the basis for a future grievance). In the event the administrator fails to submit the
decision in writing within specified time limits, the grievant may proceed directly to the
next level.

Whenever possible, any grievance conference, mediation, or hearing at any level shall
be scheduled during a mutually convenient time that does not conflict with the regularly
scheduled school program.

All expenses for release time, substitutes, or coverage shall be borne by the school
when hearings, mediation, or conferences must be scheduled during the school day. All
expenses for professional mediators or hearing officers shall be borne by the school.

A grievant shall have the right to bring to hearings, mediations or conferences such
witnesses as are willing to testify in his/her behalf. Any necessary substitutes or release
time for staff who serve as witnesses shall be provided with all expenses borne by the
school.

A separate file shall be maintained by the school for grievances. All documents
produced during the grievance process, including any documents relating to mediation,
shall be filed therein. This file shall not become part of the employee’s personnel file and
shall not be included when authorized individuals seek legitimate access to the
employee’s personnel file.

Confidentiality is an essential element to the objectivity and efficacy of the grievance
proceedings, and shall be maintained by all parties, including grievant, administrators,
and Cien Aguas Governing Council members. Confidentiality shall be construed to mean
the exercise of sound judgment regarding the appropriateness of the recipient, context,
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10.

11.

12.

13.

14.

15.

nature, substance, and intention of disclosure of any details regarding the issue at
grievance or the grievance process, by any party to the grievance. The requirement of
confidentiality shall not prevent any party to the grievance from discussing the grievance
in confidence with trusted friends or colleagues for the purpose of guidance or counsel.
Confidentiality requires restraint at all times from discussing the grievance with students,
or in any public or community forum, or in a manner to promote divisiveness. All parties
are encouraged to recognize the importance of confidentiality in the maintenance of
professional relationships within the Cien Aguas International School community.

The resolution of the grievance shall be made public only upon written agreement
between the grievant and the administration, or the grievant pursues outside remedies
after exhaustion of the internal grievance process, or as otherwise stipulated in the
mediation or hearing settlement.

All parties shall maintain confidentiality regarding any settlement achieved through
mediation. The mediator, mediation process or settlement achieved shall not be subject
to review, discovery, witness, or testimony in the event the grievant pursues outside
remedies after exhaustion of the internal grievance process.

The mediator, hearing officer, or administrator responsible for rendering a decision may
not change or add to the handbook, policies, or administrative rules.

All grievances shall be processed as provided herein, and shall be filed and processed
on grievance forms prepared by the school and available in the office of the
administration.

The grievant must exhaust internal remedies through this grievance procedure before
seeking remedies in outside administrative agencies or court.

As the intention of this process is to resolve issues internally, legal counsel shall not be
admitted at any level of the grievance proceedings.

PROCESS:
Informal Process 1- Self-Assessment

A.

The employee is encouraged to consider, individually and personally, his/her role in the
situation creating the concern, conflict, complaint, or grievance. What are the issues?
How did my response, behavior, attitude contribute to the situation? What could | have
done differently? What are my motives if | choose to pursue this issue?

. The employee may find it appropriate to discuss the situation and to seek guidance in

confidence with a trusted colleague or administrator. Such dialogue shall not be cause
for that individual to recuse him/herself from participation or decision making as called
for in subsequent levels of this procedure.

If this self-evaluation yields a decision to pursue the issue through this process, the
employee is encouraged to do so with the goal of resolution, conciliation, and
maintenance of professional and productive working relationships, rather than
retribution.

The employee with the concern is encouraged to put in writing the issue causing the
dispute, and suggested solutions. This document may be for private use, or may be
shared in the next step:

Informal Process 2- Dialoque

A.

Prior to filing a formal written grievance, and within 8 work days of the act or discovery of
that act that caused the conflict or grievance, the employee shall first discuss the issue
with the person with whom he/she has the dispute.

If the issue is between two employees, a good-faith effort to resolve the issue through
dialogue or self-mediation is recommended. To facilitate this dialogue, both employees
are encouraged to put in writing the issues causing the dispute, and suggested
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C.

solutions. The disputants may find this to be a valuable tool to share with each other in
order to find common ground upon which to build resolution.

If a conflict is not able to resolved informally, the employee may choose to file a
grievance at Formal Level 1.

Formal Level 1-Administration

A.

If a dispute is not resolved through informal dialogue, and the grievant wishes to proceed
with the process, the grievant shall submit the grievance in writing to the administration
within 8 working days of the act or discovery of the act which caused the conflict or
grievance. The grievant may include documentation and other evidence. The
administration, at their discretion, may interview witnesses and other parties of interest,
and/or may meet with the grievant and/or the other parties of interest.

The administration, with the agreement of the parties to the dispute, may conduct a
mediation or may proceed directly to Level 2-Mediation.

. In any meeting held as part of this level, the grievant or any party in interest may be

accompanied by a colleague who will serve as an observer. The observer may not
advocate for any party.

The administration shall submit his/her response and proposed resolution to the
grievant, in writing, within 4 work days of receipt of the written grievance.

Should the grievance be filed against the administration, the grievant shall submit the
grievance in writing to the Chair of the Cien Aguas Governing Council, within 8 working
days of the act or discovery of the act which caused the conflict. The Cien Aguas
Governing Council will appoint a mediator who will attempt a resolution between the
parties. Should this mediation be unsuccessful, a hearing will be held before the Cien
Aguas Governing Council.

Formal Level 2- Mediation

A.

If the grievant is not satisfied with the administration’s response, or if the administration
fails to issue a timely written response, and the grievant wishes to proceed with the
process, the grievant may, within 4 work days after the decision was received or due,
submit a Request for Mediation at Level 2.

The administration shall appoint a qualified mediator or co-mediators. The mediator/s
may be trained internal mediators, external volunteer community mediators, external
professions mediators, or a combination. If any party in interest, including the
mediator(s), can demonstrate a conflict of interest, another mediator shall be appointed.
Any party may request that the services of a professional mediator be engaged; the
administration has the sole discretion and authority to make this determination.

The mediator shall be provided with the employee’s initial grievance, the supervisor’s
response, and the employee’s Request for Mediation.

The mediation shall be conducted within 8 work days of submission of the Request for
Mediation. The mediator(s) shall attempt to facilitate resolution by the parties.

All parties shall maintain confidentiality regarding settlement achieved through
mediation. Any settlement achieved shall be shared only with those who need to know in
order to effectuate the settlement, and shall be filed in the separate grievance file.

The mediator, mediation process or settlement achieved shall not be subject to review,
discovery, witness, or testimony in the event the grievant pursues outside remedies after
exhaustion of the internal grievance process.

. Observers are not part of the mediation process. Any non-party witness providing

testimony in the mediation context must leave the proceedings immediately after
testifying.

Formal Level 3- Cien Aguas Governing Council
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In the event that a mutually satisfactory resolution is not achieved through mediation,
and the grievant wishes to proceed with the process, the grievant may, within 4 work
days of the mediation, submit a Request for Hearing to the Chair of the Cien Aguas
Governing Council, with a copy to the administration.

. In the event that the grievant can demonstrate that a settlement achieved through

mediation has been violated within 20 working days of the settlement, the grievant may
submit a Level 3 Request for Hearing.

. The Chair of the Cien Aguas Governing Council shall serve as or appoint a Hearing

Officer and shall conduct a closed, informal hearing within 8 work days of receipt of the

request. The Chair has the sole discretion and authority to engage the services of a

professional external Hearing Officer. An external Hearing Officer shall be required

whenever the action of the Cien Aguas Governing Council is the subject of the
grievance.

. As an alternative, the Chair may determine that the hearing shall be held before the

entire board in executive session. Any board member who is involved in the dispute, or

who has a conflict of interest with the grievant or any party in interest, shall disclose such
conflict and shall recuse him/herself from the hearing or decision making process.

. In the event that release time or substitute employees may be necessary, the parties in
interest shall provide a list of witnesses to the Hearing Officer or Chair a minimum of 2
work days prior to the hearing. The parties shall, at the same time, indicate the name of
the representative or advocate, if any. Legal counsel shall not be admitted to the

grievance hearing proceedings.

. The grievant shall submit all documentation and evidence submitted at Formal Level 1 to

the Hearing Officer a minimum of 2 work days prior to the hearing. The other parties to

the dispute may submit documentation and evidence to the Hearing Officer within this
time frame. New evidence or documentation may be submitted only with 2 days prior
notification to both parties, as verified by the Hearing Officer.

. The procedure for the hearing is as follows:

1. The grievant shall present his/her grievance first, through oral statement,
documentation, evidence, testimony of witnesses etc.

2. The other party (parties) in interest to the grievance shall present their responses,
which may also include documentation, evidence, testimony, etc.

3. The Hearing Officer or Chair may ask any questions deemed necessary of parties or
witnesses.

4. The Hearing Officer or Chair shall make arrangements for a taped recording or
written minutes of the proceedings. A verbatim written transcript is not required; any
minutes or other written record shall fairly reflect the substance of the hearing.

5. The Hearing Officer may impose reasonable time limits on each party’s presentation.

. The Hearing Officer or Chair may not change, add to or delete from existing policies,

handbook, administrative rules, or procedures of Cien Aguas International School.

The Hearing Officer or Chair shall, within 8 work days after the hearing, render the

decision in writing, setting forth the resolution and reasons therefore, and determination

of relief, if appropriate, regardless of the relief requested. The written decision shall be
transmitted to the grievant and all parties in interest.

. All parties shall maintain confidentiality regarding grievance proceedings.

. Level 3 concludes the Cien Aguas International School’s internal Employee Dispute

Resolution/Grievance Process.

Domestic Partnership Policy

The Governing Board of the Cien Aguas International School hereby adopts the following
standards for the recognition of an employee's domestic partnership status for the purpose of
such an employee qualifying their respective domestic partners and dependent children for
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insurance benefits and other rights and privileges accorded to spouses and their dependent
children. The employee and his/her domestic partner must:

1, be in an exclusive and committed relationship for each other’s benefit, and such
relationship must be similar to a marriage relationship in the State of New Mexico;

2. share a primary residence and have so shared for at least the twelve consecutive
months next prior to the date of execution of the affidavit, copy of which is annexed hereto and
referenced herein below;

3. be jointly responsible for each other's common welfare and share financial obligations;

4. be neither married or party to another domestic partnership arrangement;

5. both be at least 18 years of age;

6. both be legally competent to execute the Affidavit of Domestic Partnership, copy of

which is annexed hereto;

7. be unrelated by blood to a degree of consanguinity which would preclude a lawful

marriage of a heterosexual couple under the laws of the State of New Mexico; and

8. have executed an original of the Affidavit of Domestic Partnership, copy of which is

annexed hereto.

Further, the Governing Board hereby adopts the following standards of eligibility for the
extension of benefits to the dependent children of the domestic partner. The eligible dependent
child must:

1. be a biological child of the domestic partner; or

2. be the adopted child of the domestic partner; or

3, have been placed in the domestic partner’s household as part of an adoptive

placement, legal guardianship, or court order (not including foster children),

Further, the domestic partner parent of the dependent child or children must have executed the
original of an affidavit to the foregoing effect, in form and content as hereunto annexed.
Further, in implementation of this Policy, Cien Aguas International School shall retain in its files
the originals or exemplified true copies of all Affidavits of Domestic Partnership submitted by
employees and transmit originals or exemplified copies thereof to the New Mexico Public
Schools Insurance Authority.

FERPA (Family Educational Rights and Privacy Act) Policy

The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18
years of age ("eligible students") certain rights with respect to the student's education records.
These rights are:

(1) The right to inspect and review the student's education records within 45 days of the day
the School receives a request for access.

Parents or eligible students should submit to the School principal or principal’s designee a
written request that identifies the record(s) they wish to inspect. The principal or designee will
make arrangements for access and notify the parent or eligible student of the time and place
where the records may be inspected.

(2) The right to request the amendment of the student’s education records that the parent or
eligible student believes are inaccurate, misleading, or otherwise in violation of the student’s
privacy rights under FERPA.

Parents or eligible students who wish to ask the School to amend a record should write the
School principal or designee, clearly identify the part of the record they want changed, and
specify why it should be changed. If the School decides not to amend the record as requested
by the parent or eligible student, the School will notify the parent or eligible student of the
decision and advise them of their right to a hearing regarding the request for amendment.
Additional information regarding the hearing procedures will be provided to the parent or eligible
student when notified of the right to a hearing.

(3) The right to privacy of personally identifiable information in the student's education
records, except to the extent that FERPA authorizes disclosure without consent.
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One exception which permits disclosure without consent is disclosure to school officials with
legitimate educational interests. A school official is a person employed by the School as an
administrator, supervisor, instructor, or support staff member (including health or medical staff
and law enforcement unit personnel); a person serving on the Governing Council; a person or
company with whom the School has outsourced services or functions it would otherwise use its
own employees to perform (such as an attorney, auditor, medical consultant, or therapist); a
parent or student serving on an official committee, such as a disciplinary or grievance
committee; or a parent, student, or other volunteer assisting another school official in performing
his or her tasks.

A school official has a legitimate educational interest if the official needs to review an
education record in order to fulfill his or her professional responsibility.

Upon request, the School discloses education records without consent to officials of another
school district in which a student seeks or intends to enroll, or is already enrolled if the
disclosure is for purposes of the student’s enrollment or transfer.

(4) The right to file a complaint with the U.S. Department of Education concerning alleged
failures by the School to comply with the requirements of FERPA. The name and address of
the Office that administers FERPA are:

Family Policy Compliance Office, U.S. Department of Education

400 Maryland Avenue, SW  Washington, DC 20202
The School will provide annual notification of rights under FERPA to each family of an enrolled
student, substantially in the Cien Aguas Manual as well as on the School’s website.

Workers’ Compensation Policy

CIEN AGUAS INTERNATIONAL SCHOOL maintains workers' compensation insurance

coverage for employees who sustain an injury or illness compensable under the New Mexico

Workers’ Compensation laws. CIEN AGUAS INTERNATIONAL SCHOOL pays the full cost of

the workers' compensation insurance. All workers' compensation claims are subject to

evaluation and investigation by CIEN AGUAS INTERNATIONAL SCHOOL and its insurance
carrier. Employees injured while performing duties related to their assigned job at CIEN AGUAS

INTERNATIONAL SCHOOL must report the injury promptly to administration.

e Employer Selects Initial Health Care Provider;

e Injured Worker may use Leave (Sick, Vacation or PTO) until Accumulated Leave has been
Exhausted;

e Injured Worker is allowed to have their portion of insurance premiums, retirement
contributions, etc., deducted from payments of their accumulated leave until the
accumulated leave has been exhausted;

WORKERS’ COMPENSATION BENEFITS
In accordance with applicable workers’ compensation statutes, all employees of the
employer Cien Aguas International School 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
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Emergency Medical Treatment: When an injury or illness is life threatening in nature, the
injured worker shall seek emergency treatment at the nearest emergency facility or by
calling 911. After the emergency has abated, the injured worker will notify in writing the
employer of the work related injury and present any disability or return to work notices.
Upon such notice, the employer shall notify the worker in writing at that time whether the
employer has elected to direct medical care to a selected health care provider or permit the
worker to initially select the health care provider.
INITIAL SELECTION OF HEALTH CARE PROVIDER: The New Mexico Workers’
Compensation Statute allows the employer Cien Aguas International School to select the initial
health care provider.
e Employer Elects to Make the Initial Selection of Health Care Provider: Employer Cien
Aguas International School elects to have injured workers treated at:
Concentra, 801 Encino Place NE, Suite E12
Albuquerque, NM 87102 505-842-5151

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 avai