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STUDENT SUCCESS PROGRAMS

DBA — AUDEO CHARTER SCHOOL + THE CHARTER SCHOOL OF SAN DIEGO
(A California Non-Profit Public Benefit Corporation)

Len Hering RADM, USN (ret) — Chairman,
Scott Barton — Member, David Crean — Member, Tim Morton — Member, Eric Schweinfurter - Member

ANNUAL BOARD OF DIRECTORS MEETING
Wednesday, June 29, 2022, 3:00 p.m.

Via Video Conference and at

Clairemont RC 4340 Genesee Avenue, Suite 109, SD 92117, College Avenue RC 4585 College Drive, Suite C, SD, 9211, Downtown RC 1095 K
Street Suite A, SD 92101, Euclid RC 220 Euclid Avenue, SD 92114, Lake Murray RC 8776 Lake Murray Blvd., SD 29119, Mira Mesa RC 8290 B,

Mira Mesa Blvd., SD 92126, North Park RC 2940 North Park Way, SD 92104, Northgate RC 4125 Alpha Street, Suite C, SD 92113, Old Town,
2245 San Diego Avenue, Suite 115, SD 92110, Petco RC 1091 K Street, Suite A101, SD 92101, Point Loma RC 3145 Rosecrans Street, Suite D, SD
92110, Scripps Ranch RC 9910 Mira Mesa Blvd, Suite A2, SD 92131, Sorrento Mesa Office 10170 Huennekens Street, SD, 92121, Tierrasanta RC
10425 Tierrasanta Blvd, Suite 101, SD 92124, Woodman RC 2939 Alta View Drive, Suite B/CSD 92139, and Kearny Mesa RC 7520 Mesa College

Drive, SD 92111, K5 Home School Resource Center 10725 Tierrasanta Boulevard, CA 92124 La Jolla RC 7458 Girard Avenue, SD 92037,
Mission Valley East RC 3230 Camino Del Rio North, SD 92108

Access to the live video conference will be accessible prior to the start of the meeting at

CSSD: https://charterschool-sandiego.net/board-governance/
Audeo: https://www.audeocharterschool.net/board-of-directors/

This agenda contains a brief, general description of each item to be considered.
Except as otherwise provided by law, no action shall be taken on any item not appearing in the following agenda.

1.0 OPEN SESSION

1.1 Call to Order

1.2 Roll Call

1.3 Consideration and Approval of Adoption of the Board Findings Pursuant to Government Code Section
54953(e)(1)
The Charter School Board of Directors determines, in accordance with Government Code Section 54953(e)(1)(B), that meeting
in person would present imminent risks to the health or safety of attendees. Pursuant to Government Code Section 54953 (e)(3),
the Board has also reconsidered the circumstances of the State of Emergency declared by the Governor on March 4,2020, and
finds the State of Emergency continues to directly impact the ability of the Directors to meet safely in person and/or that State or
local officials continue to impose or recommend measures to promote social distancing.

1.4 Establishment of Quorum

1.5 Pledge of Allegiance

1.6 Approval of Agenda P.1-4

2.0 PUBLIC COMMENT
If you would like to participate in public comment, please complete a speaker card and submit it to Staff. Public comment for items of
interest to the public and within the scope of Student Success Programs Board (non-agenda) shall be no longer than two (2) minutes. Public
comment for agenda items shall be no longer than three (3) minutes. Speakers may not yield their time. In accordance with the Brown Act,
no discussion or action may occur at this time, but it is the Board’s prerogative to respond or give direction to staff. All public comment
will be heard at this point in the agenda as ordered below. Each agenda item being commented on will have a maximum of 20 minutes
allotted and each non-agenda item will have a maximum of 10 minutes allotted. If necessary, the Board Chair may equivalently decrease
the time for each speaker in order to stay within the allotted maximum.

2.1 Non-Agenda Public Comment
2.2 Agenda Public Comment
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employee responsible for initiating the calls
must complete the appropriate school form to
report the call. Employees are responsible for
payment of any fees incurred for toll or long-
distance personal phone calls.

Personal Use of School Property

If you want to use school equipment or tools
during or after work hours for personal benefit,
you must have written authorization from the
School Administrator. SSP is not liable for
personal injury incurred during the use of school
property for personal projects. As an employee
of SSP, you accept full responsibility for any and
all liabilities for injuries or losses that occur, and
for the malfunction of equipment. You are
responsible for returning the equipment or tools
in good condition, and you agree that you are
required to pay for any damage that occurs while
using the equipment or tools for personal
projects.

Property and Equipment Care

It is your responsibility to understand the
equipment/ machines you need to use to
perform your duties. Good care of any machine
that you use during the course of your
employment, as well as the conservative use of
supplies, will benefit you and SSP. If you find
that a machine and/or piece of equipment is not
working properly or in any way appears unsafe,
please notify your supervisor immediately so
that repairs or adjustments may be made. Under
no circumstances should you start or operate a
machine you deem unsafe, nor should you adjust
or modify the safeguards provided.

Responsibility for School Property

All school equipment assigned to RC/locations is
purchased and consigned to staff with the
express intent that it be used in the delivery of
instruction and/or services offered to students
enrolled in the school.

Equipment owned by SSP is considered an asset
and under the protection of workforce members.
Equipment such as computers, telephones,
radios, laptops/ computers, televisions, etc. are
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to be used expressly for the purpose for which
they were intended, that is, to enhance the
teaching and learning that occurs in the RC and
support to job functions.

Equipment, other than employee’s assigned
laptop, should never be removed from the site
without prior written notification, twenty-four
(24) hours in advance, directed to the School
Administrator/Site Coordinator or designee.
School property that the employee is allowed to
remove from school premises becomes the
liability of that employee until the employee
returns it to SSP in good working condition.

It is the responsibility of the employee to
exercise reasonable care and appropriate
precautions to prevent damage to or loss/theft
of school property in their care. The terms
“reasonable care and appropriate precautions”
may mean, at minimum:

« The property is not left unattended.

« The property is secured in a locked facility.

« When being transported the property is
locked in a vehicle out-of-sight, preferably in
the trunk.

e Transporting of the property is limited
primarily to between school sites, on school
business, and to and from work.

The employee is liable for the payment of
damages whenever his/her wrongful or negligent
act or omission causes loss, theft,
disappearance, damage to or destruction of
school property for which he/she is responsible.

In the event that school property under the
employee’s care is lost or stolen, it must be
reported to the local police AND the School
Administrator/ School Coordinator or designee
immediately. A copy of police report must be
sent to the School Administrator/School
Coordinator or designee within two (2) working days
of the loss. Failure to secure and submit a police
report automatically results in the employee’s
liability for the replacement cost.

Within two (2) working days after notification that
school property has been lost or damaged, the
employee’s supervisor will interview the




employee, prepare a written report, and submit
it to the School Administrator for review.

The Executive Director will determine if the
employee is deemed negligent, and whether or
not financial liability and/or other sanctions are
justified. This determination will be based on
the facts established in each case. The School
Administrator will inform the employee in
writing as to the findings and any consequences.
The employee has the option to request an
appeal of the decision. The appeal must be
submitted in writing, addressed to the Executive
Director, within five (5) working days after the
receipt of the findings.

After review, the Executive Director will convey
the decision, in writing, to all concerned.

If the finding of liability is upheld, the School
Administrator will be responsible for instituting
the sanctions/ consequences other than
financial. If there is a financial liability, the
Finance Department will submit a bill to the
employee requesting payment due as soon as
possible AND prior to the end of the employee’s
contract term.

Safety/Fire/Earthquake Dirills

The safety of our students and employees is a
priority. Drills are scheduled throughout the
year. The Safety Coordinator and/or School
Administrator will advise you about the
requirements and expectations.

Safety Rules (General)

Safety is everybody’s business. Safety must be
given primary importance in every aspect of
planning and performing of all school activities.
We want to protect you and our students from
injury and illness.

Please report all injuries (no matter how slight)
to your supervisor immediately, as well as
anything that needs repair or is a safety hazard.
Below are some general safety rules:

e Avoid overloading electrical outlets with too
many appliances or machines.
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e Use flammable items, such as cleaning
fluids, with caution.

e Use stairs one at a time.

e Ask for assistance when lifting heavy objects
or moving heavy furniture.

¢ Smoke only in designated smoking areas, but
not on school property.

e Keep cabinet doors and file and desk
drawers closed when not in use.

e Sit firmly and squarely in chairs that roll or
tilt.

e Avoid “horseplay” or practical jokes.

e Keep your work area clean and orderly; keep
aisles clear of obstructions.

e Stack materials only to safe heights.

e Watch out for the safety of fellow
employees and students.

e Use the right tool for the job, and use it
correctly.

Remember, failure to adhere to these rules will
be considered a serious infraction of safety rules
and will result in disciplinary actions, up to and
including immediate termination.

Security

Maintaining the security of school assets and
buildings is every employee’s responsibility.
Develop habits that ensure security as a matter
of course. For example:

« Always keep cash properly secured. If you are
aware that cash is insecurely stored,
immediately inform the person responsible
and/or your supervisor. Do not keep cash in
the resource center. Turn in any school cash
at the end of the school day to the Finance
Department; issue receipts.

« Know the location of all alarms and fire



extinguishers, and familiarize yourself with
the proper procedure for using them should
the need arise.

*  When you leave school’s premises make sure
that all entrances are properly locked and
secured and that, where applicable, security
alarms are set.

Pandemic Response Procedures

The—School—SSP_has developed pandemic
response procedures in order to be prepared in
such emergency circumstances. Viruses such as
influenza are a group of highly contagious
diseases that can be fatal. A pandemic differs
from both seasonal influenza (flu) and other
known influenza viruses in the following aspects:

« It is a rare global outbreak which can affect
populations around the world.

» It is caused by a new virus of which little is
known and to which people do not have
immunity.

» Depending upon the specific virus, it can
cause more severe illness than regular flu, with
a higher death rate, and can affect and be spread
by young, healthy people as well as older, sick
people.

The Department of Health and Human Services
will take the lead in mobilizing a local response
to pandemic influenza. Public health alerts will
be reported to schools and the community.
Individual schools may be closed temporarily by
region or state to contain spread of the virus.

Executive Director Actions:

o Activate heightened surveillance of illness
within school site. Gather data on symptoms
of students and staff who are sick at home.

« Ensure that students and staff members who
are ill stay home.

 Send sick students and staff home from
school immediately.

» Provide fact sheets and guidelines for school
families to make them aware of symptoms
and remind them of respiratory hygiene
etiquette.

e Monitor bulletins and alerts from the
Department of Health and Human Services.
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« Keep staff informed of developing issues.

o Assist the Department of Health and Human
Services in monitoring outbreaks.

« Respond to media inquiries regarding school
attendance status.

e Implement online education, if necessary, so
that students can stay home.

e Maintain surveillance after the initial
epidemic in the event a second wave passes
through the community.

Staff and Student Actions:

« Stay home when ill with cough or other flu-
like symptoms (chills, fever, aches, cough,
sore throat).

« Practice “respiratory hygiene etiquette,”
including but not limited to covering your
cough and sneezing with a tissue, washing hands
with soap and water or a waterless hand hygiene
product, and placing used tissues into a sealed
bag.

« Disinfect surfaces contaminated with
infected respiratory secretions with a diluted
bleach solution (1 part bleach to 100 parts
water).

e Implement distance learning and online
homework assignments so that students can
maintain academic progress during shelter in
place orders.

Additional Steps for the School:

o Identify Essential Employees (Teachers,
Administrators, etc.).

e Provide modified distance learning for
periods of school closure.

« Direct custodial staff to thoroughly clean and
sanitize school facilities.

Emergency Preparedness

Every school must have emergency preparedness
procedures readily on hand, including a list of up
to date emergency contact numbers. This
information  should be  discussed and
disseminated before school starts, ideally at an
all school staff meeting just when the teachers
return to duty. Administrators will conduct
regular trainings with staff and students to
ensure that disaster procedures will be followed
in the event of an emergency.



Essential Employees

Functioning critical infrastructure is imperative
during the response to a public health or other
emergency for the health and safety of staff and
students as well as community well-being.
Certain critical infrastructure industries have a
special responsibility in such times to continue
operations.

The Department of Homeland Security’s (DHS)
Cybersecurity & Infrastructure Security Agency
(CISA) has prepared a list of 14 critical industry
sectors. Employees that fall under these
categories are referred to as “Essential Critical
Infrastructure Workers” and are generally
required to deliver services during an
emergency. Included among these sectors are
community-based government operations and
essential functions. This category refers to
critical government workers, as defined by the
employer, and includes most staff members of
SSP, as follows:

e Educators supporting public and private K-12
schools for purposes of facilitating distance
learning or performing other essential
functions, if operating under rules for social
distancing.

e Administrators of public and private K-12
schools for purposes of supporting the work
of educators to deliver distance learning and
to perform other essential functions, if
operating under rules for social distancing.

SSP shall designate essential employees who are
required to work and provide services during any
pandemic, emergency, or natural disaster.

Temporary Telework Policy to Address
COVID-19 Remote Working Conditions

Purpose

The Board—of StudentSuccess—Programs—{the
“School”)-SSP recognizes approved teleworking

as a necessary work arrangement while the
Schools isare closed during the ongoing
coronavirus (“COVID-19”) pandemic. This policy
details conditions and requirements which apply
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to all temporary telework assignments during the
School’s closure due to COVID-19.

Definition

Teleworking allows employees to work at home
or in an approved remote location for all or part
of their regular workweek. Teleworking is not an
entitlement, nor is it a school-wide benefit. This
temporary arrangement in no way alters or
changes the terms and conditions of employment
with the School, and the promulgation of this
Policy creates no employee rights in relation to
teleworking. Furthermore, the School has the
right to refuse to make telework available to an
employee and to terminate a telework
assignment without cause at any time in its sole
and unreviewable discretion.

General Requirements

Employees shall not telework unless they receive
advance written approval from the School.
Employees shall make arrangements with their
supervisor and co-workers to address on-site job
demands that arise, including returning to the
work site to perform certain job duties as
needed or as directed by their supervisor.
Employees shall be responsible for following all
School policies and procedures when
teleworking. Employees shall also be solely
responsible for the performance of their
telework duties; assistance from third parties is
strictly prohibited.

Nonexempt employees will be required to (1)
record all hours worked as assigned by the School
and (2) take and document applicable meal/rest
periods. Nonexempt employees must also
receive written approval from a supervisor prior
to working additional hours or overtime. Failure
to comply with timekeeping and work hours
requirements may result in disciplinary action,
up to and including termination from
employment.

Eligibility Considerations
Consideration will be given to employees who

work in positions adaptable for telework
assignments, particularly those who have



demonstrated work habits and performance
well-suited to successful teleworking. In the sole
discretion of the-Schoel-SSP and its management,
the following eligibility factors will be
considered:

» The employee has a position where effective
communication can be accommodated
electronically;

» The employee’s telework assignment will not
be detrimental to the productivity or work
quality of other employees or the effective
operation of the School;

o The employee must be able to perform work
from home or an approved remote location
without distractions or unnecessary risk to
the security of School data, records,
networks, or confidentiality generally;

« The employee’s equipment and software
must meet the School’s
guidelines/standards, and the employee’s
needs for Information Technology (“IT”) support
must be minimal;

o Telework sites must be in California;

 The employee must be effective at working
independently for extended periods of time;

« The employee has demonstrated or can
demonstrate effective time-management
skills by completing tasks efficiently and
within any required deadlines;

« The employee must maintain connections
with work groups or teams from their remote
work location; and

« The employee has no recent or pending
corrective or disciplinary actions.

Supervisor Responsibilities

Supervisors managing employees who have been
permitted to telework must effectively:

« Implement the telework policy/guidelines;

« Conduct remote supervision;

e Understand the technology and tools
necessary for successful remote supervision;
and

» Establish communication protocols with
telework employees, including making
continued efforts to involve teleworking
employees in office/ department events,
messages, etc. as applicable to preserve
teamwork.
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Supervisors will assess each employee’s progress
on a telework assignment periodically to ensure
the employee’s compliance with telework
requirements, and address any work-related
issues, including completing evaluations and
other performance management as appropriate.

Communication and Accessibility

Employees and supervisors must determine how
communication between the teleworking
employee, the worksite, and/or other
employees also teleworking will be handled.
Employees shall keep their supervisor and as
needed, their co-workers or other School
stakeholders (e.g., students and/or parents),
informed of their availability so these individuals
know how and when to reach the employee
during the employee’s telework assignment.
Employees must be accessible by phone and
email at all times to their supervisor, co-
workers, School stakeholders, and the School
generally during assigned work hours. Employees
must notify their supervisors if they leave their
telework site during agreed upon hours, aside
from applicable meal and rest periods.
Employees must post their telework schedule on
their calendar, including applicable meal and
rest periods. Employees must also remain
flexible in their scheduling, and shall be
available to attend staff meetings and other
meetings as required by their supervisor.

Safety

Employees are responsible for establishing and
maintaining a designated, adequate workspace
at their telework location. When the telework
location is the employee’s home, the employee
is responsible for ensuring the location is safe
(free from hazards and other dangers to the
employee or equipment), clean, professional,
and free of distractions (e.g., children, pets,
electronic devices, etc.).

Supplies, Equipment, and Furniture
The Schools will determine, with information

supplied by the employee and the supervisor, the
appropriate equipment needs for each telework



assignment on a case-by-case basis.

All necessary technology equipment will be
supplied and maintained by the Schools, subject
to availability. Equipment supplied by the
Schools is to be used for work purposes only.
Employees must sign an inventory of School
property and agree to protect the items from
damage or theft. Employees shall not be entitled
to reimbursement for their use of School
property. Employees shall be held liable to the
School whenever their wrongful or negligent act
or omission causes loss, theft, disappearance,
damage to, or destruction of School property.
Upon cessation of a telework assignment, School
property must be returned to the School.

Information Security and Confidentiality

Employees must never provide any third parties
access to the Scheel -SSP network or share
network access passwords, and must comply
with all policies and procedures related to
information security and network access.

Consistent with the-ScheolSSP’s expectations of
information security for employees working at
the office, teleworking employees must ensure
that their telework location is secure and
communications provided or sensitive work
performed from the telework location remain
confidential, away from the presence of family
members or guests. Any School materials taken
home, such as confidential personnel or pupil
records, must be kept in a secure space within
the telework location and not be made
accessible to any third parties, including the
employee’s family members or guests. Steps
which employees may take to increase security
of School materials/information include use of
locked file cabinets and desks, regular password
maintenance, shielding computer monitors, and
any other actions appropriate for the position
and the telework location.

Performance Standards

Employees must maintain the same or an
improved level of productivity and work quality
while teleworking. If productivity and/or work
quality begin to decline, the telework
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assignment will be reevaluated to determine if
changes can be made or termination of the
telework assignment is warranted. Telework
allows a high amount of flexibility for an
employee to complete their work in a timely and
proper manner, and it is expected that
employees will not abuse this opportunity by
allowing their productivity or work quality to
decline.

Professional Boundaries

Employees must maintain appropriate levels of
professionalism when interacting remotely with
students and/or student’s family members in full
compliance with the Seheel’s-SSP’s “Professional
Boundaries: Staff/Student Interaction” policy
and as summarized below:

e Limit communications with students to
issues involving School activities or classes
only;

e Ensure professional communications with
students by avoiding conversations of an
overly personal, inappropriate, sexual,
offensive, or indecent nature;

e Respect the privacy rights of students by
ensuring communications and/or documents
involving confidential pupil information are
safeguarded appropriately;

e Maintain the same degree of formality as
would be appropriate when working on-site,
including in manner of speech, tone, method
of communication, and appearance and
dress, particularly when the employee may
be communicating with students via video
chat; and

e Continue to comply with any and all Sehool
SSP policies, including enforcing appropriate
student behavior and student discipline, child
abuse and neglect reporting protocols, and
prohibitions on harassment or other
inappropriate conduct.

Employees who fail to demonstrate acceptable
professional boundaries during a telework
assignment may be subject to disciplinary
action, up to and including termination from
employment.

Return to Work



Telework assignments are temporary in nature
and will only continue subject to Scheool-SSP
approval. As such, employees must return to on-
site work at their assigned work location when
directed to do so by their supervisor. However,
in limited circumstances and only upon a showing
of hardship to the-ScheoolSSP, employees may be
permitted to continue in their telework
assignment for up to an additional thirty (30)
days beyond the planned termination of their
telework assignment.

Any employee requesting an extension of their
telework assignment must submit such request in
writing to the Executive Director immediately
upon being notified of the requirement to return
to on-site work. The written request must
explain in detail the basis for the hardship.

Upon completion of any approved extension of a
telework assignment, the-Scheel-SSP may allow
the extension to continue, subject to
demonstrable ongoing hardship experienced by
the employee and the overall needs of the
School. The decision as to whether to grant any
initial or continuing request to extend the
telework assignment remains within the sole and
unreviewable discretion of the-SchoolSSP.

Evaluation & Duration

Evaluation of employee performance during the
teleworking assignment may include daily
interaction by video, phone and/or email
between the employee and the supervisor, and
weekly face-to-face and/or video meetings
whenever possible to discuss work progress and
problems, as needed.

Fhe—Schoel—SSP_may modify or terminate
telework assignments at any time, with or
without cause or advance notice. Although not
required, the—School-SSP shall endeavor to
provide seven (7) days’ notice of the
modification or termination of any telework
assignment whenever possible. All telework
assignments shall be subject to termination upon
resumption of regular onsite duties at the
Schools following the COVID-19 pandemic.
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Staff/Professional Development

The goal of professional development at SSP is to
ensure a well-trained and well-rounded staff.
SSP offers a variety of staff development
opportunities that include:

« New employee orientation.

e Meetings and trainings held during the year
focused on effective methods of instruction
for a broad range of grade levels and subject
areas.

e Professional development sessions for
teachers appropriate to their needs.

» Workshops offered within regular meetings
(faculty, team, all-staff, department chair,
advisory group meetings), plus specially
scheduled meetings as needed.

« Participation in outside conferences on
subject area-specific topics, including math,
science, English/ reading, independent
study, health issues, technology, etc.

e Most outside professional development
opportunities are paid by SSP. Staff may be
selected by school leadership, or may apply to
their supervisor to attend a conference or staff
development opportunity.

Employees who attend professional development

on a workday must have prior approval from
their supervisor.

Traffic Violations

If you operate your own vehicle in performing
your job, you will be considered completely
responsible for any accidents, fines or traffic
violations incurred. In the event of a vehicular
accident, notify your immediate supervisor as
soon as you are able.

Violations of Policies

You are expected to abide by the policies in this
manual. Failure to do so will lead to appropriate
disciplinary action being taken against you, up to
and including termination. A written record of all
policy violations is maintained in each
individual’s personnel file.

A partial list of causes for possible disciplinary
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action (“Unacceptable Activities”) is presented
under “Standards of Conduct” in the
“Employment” section of this manual. This list is
not to be considered all- inclusive.
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Benefits Information

The Benefits Package

A good benefits program is a solid investment in SSP and its employees. It serves as an incentive for
current employees and also helps to attract talented newcomers. School benefits programs are
evaluated regularly and altered, as appropriate, to meet our employees’ changing needs and to offer
the advantages of future trends in employee benefits. SSP offers a benefits program designed to address
the individual and family needs of our employees.

SSP is committed to maintaining and delivering a comprehensive and competitive benefits program that:
provides a “safety net” of basic benefits protection against the financial impact of catastrophic life
events; reflects principles of sound financial management, fiscal responsibility, regulatory compliance,
administrative efficiency, and sustainability; is dynamic and innovative, evolving as necessary to meet
the changing needs and balancing of work/ life issues of both employees and SSP; and is communicated
effectively to promote full understanding and value.

SSP contracts with providers for employee health and welfare programs, including, but not limited to,
medical, dental, vision, retirement, savings, vacation, sick, workers compensation, life insurance,
liability insurance and disability benefits. The following sections are only a brief description of the leaves
and benefits available to employees. Any questions with respect to benefits programs should be directed
to the Human Resources Department.

Health and Welfare Benefits

SSP is interested in the health and well-being of
both you and your family. SSP offers a
comprehensive benefits package to eligible
employees and their eligible dependents,
including medical, dental, vision, chiropractic,
employee assistance, basic life insurance and
professional liability insurance for certificated
teachers.

After completion of the Introductory Period, you
become eligible for coverage. At that time, you
may choose to accept the insurance coverage, or
waive them. For detailed information on these
benefits and eligibility requirements, contact
the Human Resources Department.

Voluntary Insurance Benefits

School employees may elect additional benefits
through several providers. Premium payments
may be deducted from your monthly salary.
Hourly employees may elect this insurance but
premiums are not payroll deductible. Employees
may elect this benefit during the annual open

enrollment period in May. SSP has negotiated
special discounted rates for employees. Though
other options may be adopted by SSP, the
current list of insurance available includes:

« Additional coverage for employee life
insurance, plus dependent life insurance and
accidental death and dismemberment
coverage;

Short & Long Term Disability;

Flexible Spending Accounts (Section 125);
Long Term Care;

Legal Assistance;

Automobile, Homeowners, and Renter’s
Insurance;

« Cancer Insurance; and

e Critical Illness.

Questions regarding this benefit may be directed
to the Human Resources Department.

Eligibility for Benefits

If you are an active employee in a monthly
salaried position of half time or more, you will
enjoy all of the benefits described in this manual



as soon as you meet the eligibility requirements
for each particular benefit.

If you are an active employee in an hourly
and/or temporary position, you will enjoy only
those benefits that are required by law, provided
that you meet the minimum requirements set
forth by law and in the benefit plan(s).

No benefits are available to you during your
Introductory Period, except as otherwise
provided by law.

Holidays

Only regular full-time monthly classified and
administrative employees are eligible for paid
holidays. You are not eligible for paid holidays
during your Introductory Period. Nor are you
eligible for paid holidays if you are part-time
hourly or temporary employee.

Holidays and vacation breaks are incorporated
into the school calendar, i.e., Thanksgiving
observance, winter and spring break, etc.

SSP observes the following holidays:

e Independence Day

e Labor Day

» Veterans’ Day

» Thanksgiving Holiday/Post-Thanksgiving
Holiday

e Pre- or Post-Christmas Holiday/Christmas

Day

New Year’s Eve Holiday/New Year’s Day

Martin Luther King Jr. Day

Lincoln’s Birthday

Presidents’ Day

Memorial Day

Floating Holiday — for Monthly
Classified Employees

A classified monthly employee who is in a paid
status on September 9 (California Admission Day)
is entitled to a floating holiday in lieu of
Admission Day. This benefit may not be taken
before it is earned. It may be taken any time
(after it is earned) during the work year with
prior approval from your supervisor.
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This benefit is non-accumulative and must be
taken in increments of not less than one-half
day. It must be taken by June 30.

Vacation

Only monthly-salaried full-time classified, and
administrative employees are eligible for paid
vacation. (You are not eligible for paid vacation
during your Introductory Period. Nor are you
eligible for paid vacation if you are an hourly or
temporary employee.  Full-time  monthly
instructional employees are not eligible for
vacation days. Holidays and vacation breaks are
incorporated by the school calendar, i.e.,
Thanksgiving observance, winter and spring
breaks, etc.)

Purpose

The purpose of vacation is to provide essential
rest and recreation away from work-related
pressure in order that an employee may return
to the job better able to carry out
responsibilities of the assighment.

Vacation Accumulation

The total vacation entitlement will be advanced
on July 1 of each year. It is strongly encouraged
that all vacation is taken in a fiscal year it is
earned. If an employee is unable to utilize their
vacation in the fiscal year it is earned due to
extenuating circumstances, the carry-over of
vacation leave is capped at one and one-half (1
2) times the amount of vacation leave the
employee would accrue.

If any employee separates before the year ends,
all earned and unused vacation for the year will
be paid in one lump sum.

Vacation Entitlement

Managers (classified and certificated) and Resource Center
management employees with a 228-day work year
accrue 1.75 days (14 hours) of vacation for each
month of service. Entitlement for full year of
service is 21 days.

Monthly salaried classified office/ administrative employees



accrue vacation days based on years of service.
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(See Classified Vacation Chart below.-)

Years of Vacation Vacation Days Per Year
Employment Hours Per Month
Service 12-Month 10-Month
1-4 8.0 12.0 11.0 10.0
5-9 11.0 16.5 15.1 13.8
10-12 13.0 19.5 17.9 16.3
13+ 14.0 21.0 19.3 17.5

Vacation Scheduling

Employees complete a calendar at contract
signing to request vacation days for the school
year. Preliminary approval is given by the
immediate supervisor, and then submitted to the
School Administrator for review and final
approval. The Executive Director (or designee)
approves vacation/non-workday requests for
managers and directors. Vacations will be
authorized with due consideration given to
maintaining adequate administrative coverage.

Maternity Leave for Birth Mothers

Employees (birth mothers) who have been
employed with SSP for at least twelve (12)
months shall be granted three (3) consecutive
work weeks of leave with pay immediately
following the birth of her child.

Changes in vacation dates must be submitted in
writing, and approved in the same manner as the
original schedule. SSP reserves the right to
cancel/ change vacation days based on critical
and unforeseen needs of SSP. SSP will make
every effort to give the employee as much
advanced notice as possible.

Professional/Personal Improvement
Days

Every fiscal year, managers (both classified and
certificated) accrue four (4)
Professional/Personal Improvement days. You
may carry over no more than four (4) days per
year. Your balance cannot exceed eight (8) days.
Request for use of these days must be submitted

in advance, and is subject to the approval of the
Executive Director.

Sick Leave

To help prevent loss of earnings that may be
caused by accident or illness, or by other
emergencies, SSP offers paid sick leave to its
employees. Sick leave may be taken to receive
preventive care (including annual physicals or flu
shots) or to diagnose, treat, or care for an
existing health condition. Employees may also
use sick leave to assist a family member (i.e.
children, parents, spouses/ domestic partners,
grandparents, grandchildren, or siblings) who
must receive preventative care or a diagnosis,
treatment, or care for an existing health
condition. Employees may also take paid sick
leave to receive medical care or other assistance
to address instances of domestic violence, sexual
assault, or stalking. Additionally, employees may
also take paid sick leave when SSP is closed due
to a public health emergency or to care for a
child who’s childcare or school is closed due to a
public health emergency.

Paid sick leave is available to all SSP employees
(including employees who are still on their
Introductory Period) who work at least two (2)
hours in a calendar week.

Eligible full-time, salaried monthly employees
shall receive forty (40) hours of paid sick leave
by the time he/she begins work for the fiscal
year, and will accrue additional hours per month
worked until that employee accrues his/her full
allocation of paid sick leave for the fiscal year.
Salaried monthly employees shall earn no more
than eight (8) hours of sick leave per month



worked for each fiscal year as follows:

Months Worked Maximum Sick Leave

Per Fiscal Year

10 80 hours
11 88 hours
12 96 hours

Eligible full-time, salaried monthly employees
should speak to the HR Department if there are
any questions regarding sick leave. All other
employees shall accrue sick leave at the rate of
one (1) hour for every thirty (30) hours worked.

Employees cannot use paid sick leave until the
ninetieth (90th) calendar day following the
employee’s start date. Sick leave must be taken
by eligible employees in increments of two (2)
hours. Accrued sick leave shall carry over from
year to year. Unused, accrued sick leave shall
not be paid out wupon separation from
employment.

Employees are required to notify SSP as soon as
possible when using sick leave. A request to use
sick leave and/or confirm the absence must be
submitted to the Human Resources Department
within ten (10) days upon return to duty.

If an employee is absent longer than three (3)
days due to illness, medical evidence of illness
and/or medical certification of fitness to return
to work satisfactory to SSP may be required. SSP
will not tolerate abuse or misuse of sick leave
privileges. If SSP suspects abuse of sick leave,
SSP may require a medical certification from an
employee verifying the employee’s absence.

Once an employee has exhausted sick leave, the
employee may continue on an unpaid medical
leave depending wupon the facts and
circumstances of the employee’s basis for leave
beyond accrued sick leave. Employee requests
for unpaid medical leave must be approved in
advance by SSP.

Personal Necessity Leave
You may use not more than seven (7) days of

accumulated full-salary sick leave in any school
year for personal necessity leave. Absence in
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excess of these limits, or in excess of full-time
sick leave, must be taken as unpaid personal
leave upon approval of the Executive Director or
designee. Approved use of this leave includes:

« Death of a member of immediate family. Full-
salary sick leave may be used after
bereavement leave benefits are exhausted
(see Bereavement). Additionally, you may use
one (1) day per year of full pay sick leave for
the purpose of attending the funeral of a
close friend or relative not included in the
definition of immediate family.

« Serious or critical illness of a member of the
immediate family. You may be required to
furnish a physician’s statement and any other
proof requested by the Executive Director.

e Accident involving you, your immediate
family, your property or property of your
immediate family.

e Appearance in court, not part of school
business, as a litigant or as a witness under
an official order. You must furnish proof of
court appearance.

« Observance of a religious holiday of your
faith, limited to three (3) days per year. A
request must be filed in advance.

« Unpredictable and verifiable acts of nature.

« Parental leave due to the birth, adoption or
foster placement of a child.

e Family School Partnership leave for your
participation as a parent, guardian or
custodial parent in school activities. Up to
forty (40) hours each school year and not
more than eight (8) hours in any calendar
month may be used. Reasonable advance
notice and approval of supervisor is required.

For purposes of this section, immediate family
includes relatives of the employee or employee’s
spouse: parents and step-parents, son, daughter,
brother, sister, spouse, grandparents,
grandchildren, son- and daughter-in-law, aunt,
uncle, niece, nephew, domestic partner, or any
relative living in your immediate household.

SSP may request a signed statement or additional
proof to substantiate the absence or personal
necessity.

Employees must request personal necessity
leave at least one (1) week in advance unless an



emergency situation occurs. Approval shall be at
the discretion of the Executive Director and shall
not serve as precedent for any other request.
Personal necessity leave is not vacation, does
not carry over from year to year, and is not paid
out upon separation from employment.

Transfer of Accumulated Sick Leave

Teachers who previously worked for another
California school that participated in CalALSTRS,
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or Classified staff who previously worked for
another California school that participated in
CalALPERS, may transfer their accumulated sick
leave to the school provided that the following
conditions are met:

(1) Employment in the previous district was for
one (1) calendar year or more.

(2) Employment with SSP began within one (1)
year of termination from the previous
school.
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Leaves of Absence

Bereavement

Absence without the loss of salary may be
granted to a monthly-salaried employee upon
death of a member of his/her immediate family
(or that of the spouse), as defined above, for a
period not to exceed five (5) days. If additional
time is required, the employee may request
Personal Necessity Leave as described above.

For purposes of this section, immediate family
includes relatives of the employee or employee’s
spouse: parents and step-parents, son, daughter,
brother, sister, spouse, grandparents,
grandchildren, son- and daughter-in-law,
parents-in-law, aunt, uncle, niece, nephew,
domestic partner, or any relative living in your
immediate household.

Jury Duty

If you receive a summons or other notice
requiring you to report for Jury Duty, inform your
supervisor immediately, and provide Human
Resources with a copy of your notice to report
for Jury Duty.

Monthly employees called for Jury Duty are
granted paid leave of absence for the days
actually served and are permitted to keep any
jury stipend received. Employees are expected
to return to work when they only serve a partial
day. Employees who are placed on “telephone
standby” must report to work during those days.

At the end of each day of Jury Duty, notify your
Supervisor of your status. At the end of jury
service submit your jury attendance documents
to Human Resources.

Hourly employees called for Jury Duty may
receive postponement of service or cancellation
due to financial hardship. Contact the Human
Resources Department if documentation of your
employment status is needed.

Family Care and Medical Leave

This policy explains how SSP complies with the
federal Family and Medical Leave Act (“FMLA”)
and the California Family Rights Act (“CFRA”),
both of which require SSP to permit each eligible
employee to take up to twelve (12) workweeks
(or twenty-six (26) workweeks where indicated)
of FMLA/CFRA leave in any twelve (12) month
period for the purposes enumerated below.

Employee Eligibility Criteria

To be eligible for FMLA/CFRA leave, the
employee must have been employed by SSP for a
total of at least twelve (12) months, worked at
least 1,250 hours during the twelve (12) month
period immediately preceding commencement
of the leave, and work at a location where the
School has at least fifty (50) employees within
seventy-five (75) miles, (except for purposes of
CFRA where the School must only have at least
five (5) employees).

Events That May Entitle an Employee To FMLA/CFRA
Leave

The twelve (12) week (or twenty-six (26)
workweeks where indicated) FMLA/CFRA
allowance includes any time taken (with or
without pay) for any of the following reasons:

1. To care for the employee’s newborn child or
a child placed with the employee for
adoption or foster care. Leaves for this
purpose must conclude twelve (12) months
after the birth, adoption, or placement. If
both parents are employed by SSP, they each
will be entitled to a separate twelve (12)
weeks of leave for this purpose, which cannot
be loaned or otherwise assigned from one
employee to the other.

2. Because of the employee’s own serious
health condition (including a serious health
condition resulting from an on-the-job illness
or injury) that makes the employee unable to
perform any one or more of the essential
functions of his or her job (other than a
disability caused by pregnancy, childbirth, or
related medical conditions, which is covered by



SSP’s separate pregnancy disability policy).

a. A “serious health condition” is an illness,
injury (including, but not limited to, on-
the-job injuries), impairment, or physical
or mental condition of the employee or a
child, parent, or spouse of the employee
that involves either inpatient care or
continuing treatment, including, but not
limited to, treatment for substance
abuse.

b. “Inpatient care” means a stay in a
hospital, hospice, or residential health
care facility, any subsequent treatment in
connection with such inpatient care, or
any period of incapacity. A person is
considered an “inpatient” when a health
care facility formally admits him/her to
the facility with the expectation that
he/she will remain at least overnight and
occupy a bed, even if it later develops
that such person can be discharged or
transferred to another facility and does
not actually remain overnight.

c¢. “Incapacity” means the inability to work,
attend school, or perform other regular
daily activities due to a serious health
condition, its treatment, or the recovery
that it requires.

d. “Continuing treatment” means ongoing
medical treatment or supervision by a
health care provider.

3. Tocare for a spouse, domestic partner, child,

or parent with a serious health condition. A
qualifying family member may also include a
parent-in-law, grandparent, grandchild, or
sibling for CFRA purposes.

. When an employee is providing care to a
spouse, son, daughter, parent, or next of kin
who is a covered Armed Forces service
member with a serious injury or illness, the
employee may take a maximum of twenty-six
(26) weeks of additional FMLA leave in a single
twelve (12) month period to provide said care.
CFRA does not provide leave specific to caring for
a service member.

5. For any “qualifying exigency” because the
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employee is the spouse, son, daughter, or
parent of an individual on active military
duty, or an individual notified of an
impending call or order to active duty, in the
Armed Forces. For CFRA purposes, this may
also include a domestic partner.

Amount of FMLA/CFRA Leave Which May Be Taken

1.

FMLA/CFRA leave can be taken in one (1) or
more periods, but may not exceed twelve
(12) workweeks total for any purpose in any
twelve (12) month period, as described
below, for any one, or combination of the
above-described situations. “Twelve
workweeks” means the equivalent of twelve
(12) of the employee’s normally scheduled
workweeks. For a full-time employee who
works five (5) eight-hour days per week,
“twelve workweeks” means sixty (60)
working and/or paid eight (8) hour days.

In addition to the twelve (12) workweeks of
FMLA/CFRA leave that may be taken, an
employee who is the spouse, son, daughter,
parent, or next of kin of a covered Armed
Forces service member may also be entitled
to a total of twenty-six (26) workweeks of
FMLA leave during a twelve (12) month period
to care for the service member.

. The “twelve month period” in which twelve

(12) weeks of FMLA and CFRA leave may be
taken is the twelve (12) month period
immediately preceding the commencement
of any FMLA/ CFRA leave.

If a holiday falls within a week taken as
FMLA/ CFRA leave, the week is nevertheless
counted as a week of FMLA/CFRA leave. If,
however, SSP’s business activity has
temporarily ceased for some reason and
employees are generally not expected to
report for work for one or more weeks, such
as the Winter Break, Spring Break, or Summer
Vacation, the days SSP’s activities have
ceased do not count against the employee’s
FMLA or CFRA leave entitlement. Similarly, if
an employee uses FMLA/CFRA leave in
increments of less than one (1) week, the fact
that a holiday may occur within a week in which
an employee partially takes leave does not count
against the employee’s leave entitlement unless



the employee was otherwise scheduled and
expected to work during the holiday.

Pay during FMLA/CFRA Leave

1. An employee on FMLA/CFRA leave because of
his/her own serious health condition must
use all accrued paid sick leave at the
beginning of any otherwise unpaid
FMLA/CFRA leave period. If an employee is
receiving a partial wage replacement benefit
during the FMLA/CFRA leave, SSP and the
employee may agree to have School-
provided paid leave, such as vacation or sick
time, supplement the partial wage
replacement benefit unless otherwise
prohibited by law.

2. An employee on FMLA/CFRA leave for baby-
bonding or to care for a qualifying family
member with a serious health condition may
use any or all accrued sick leave at the
beginning of any otherwise unpaid
FMLA/CFRA leave.

3. If an employee has exhausted his/her sick
leave, leave taken under FMLA/CFRA shall be
unpaid leave.

4. The receipt of sick leave pay or State
Disability Insurance benefits will not extend
the length of the FMLA or CFRA leave. Sick
pay accrues during any period of unpaid FMLA
or CFRA leave only until the end of the month
in which unpaid leave began.

Health Benefits

The provisions of SSP’s various employee benefit
plans govern continuing eligibility during
FMLA/CFRA leave, and these provisions may
change from time to time. The health benefits
of employees on FMLA/CFRA leave will be paid
by SSP during the leave at the same level and
under the same conditions as coverage would
have been provided if the employee had been
continuously employed during the leave period.
When a request for FMLA/CFRA leave is granted,
SSP will give the employee written confirmation
of the arrangements made for the payment of
insurance premiums during the leave period.
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If an employee is required to pay premiums for
any part of his/her group health coverage, SSP
will provide the employee with advance written
notice of the terms and conditions under which
premium payments must be made.

SSP may recover the health benefit costs paid on
behalf of an employee during his/her FMLA/CFRA
leave if:

1. The employee fails to return from leave after
the period of leave to which the employee is
entitled has expired. An employee is deemed
to have “failed to return from leave” if
he/she works less than thirty (30) days after
returning from FMLA/ CFRA leave; and

2. The employee’s failure to return from leave
is for a reason other than the continuation,
recurrence, or onset of a serious health
condition that entitles the employee to
FMLA/CFRA leave, or other circumstances
beyond the control of the employee.

Seniority

An employee on FMLA/CFRA leave remains an
employee and the leave will not constitute a
break in service. An employee who returns from
FMLA/CFRA leave will return with the same
seniority he/she had when the Ileave
commenced.

Medical Certifications

1. An employee requesting FMLA/CFRA leave
because of his/ her own or a relative’s serious
health condition must provide medical
certification from the appropriate health
care provider on a form supplied by SSP.
Absent extenuating circumstances, failure to
provide the required certification in a timely
manner (within fifteen (15) days of SSP’s
request for certification) may result in denial
of the leave request until such certification is
provided.

2. SSP will notify the employee in writing if the
certification is incomplete or insufficient,
and will advise the employee what additional
information is necessary in order to make the
certification complete and sufficient. SSP may



contact the employee’s health care provider to
authenticate a certification as needed.

If SSP has reason to doubt the medical
certification supporting a leave because of
the employee’s own serious health condition,
SSP may request a second opinion by a health
care provider of its choice (paid for by SSP).
If the second opinion differs from the first
one, SSP will pay for a third, mutually
agreeable, health care provider to provide a
final and binding opinion.

Recertifications are required if leave is
sought after expiration of the time estimated
by the health care provider. Failure to submit
required recertifications can result in
termination of the leave.

Procedures for Requesting and Scheduling FMLA/
CFRA Leave

1.

An employee should request FMLA/CFRA
leave by completing a Request for Leave form
and submitting it to the Executive Director.
An employee asking for a Request for Leave
form will be given a copy of SSP’s then-
current FMLA/CFRA leave policy.

Employees should provide not less than thirty
(30) days’ notice for foreseeable childbirth,
placement, or any planned medical treatment for
the employee or his/her qualifying family
member. Failure to provide such notice is grounds
for denial of a leave request, except if the need
for FMLA/CFRA leave was an emergency or was
otherwise unforeseeable.

. Where possible, employees must make a

reasonable effort to schedule foreseeable
planned medical treatments so as not to
unduly disrupt SSP’s operations.

If FMLA/CFRA leave is taken because of the
employee’s own serious health condition or
the serious health condition of the
employee’s qualifying family member, the
leave may be taken intermittently or on a
reduced leave schedule when medically
necessary, as determined by the health care

provider of the person with the serious health
condition.

5.
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If FMLA/CFRA leave is taken because of the
birth of the employee’s child or the
placement of a child with the employee for
adoption or foster care, the minimum
duration of leave is two (2) weeks, except
that SSP will grant a request for FMLA/CFRA
leave for this purpose of at least one day but
less than two (2) weeks’ duration on any two
(2) occasions.

If an employee needs intermittent leave or
leave on a reduced leave schedule that is
foreseeable based on planned medical
treatment for the employee or a family
member, the employee may be transferred
temporarily to an available alternative
position for which he or she is qualified that
has equivalent pay and benefits and that
better accommodates recurring periods of
leave than the employee’s regular position.

SSP will respond to an FMLA/CFRA leave
request no later than five (5) business days of
receiving the request. If an FMLA/CFRA leave
request is granted, SSP will notify the
employee in writing that the leave will be
counted against the employee’s FMLA/CFRA
leave entitlement. This notice will explain
the employee’s obligations and the
consequences of failing to satisfy them.

Return to Work

1.

Upon timely return at the expiration of the
FMLA/ CFRA leave period, an employee is
entitled to the same or a comparable position
with the same or similar duties and virtually
identical pay, benefits, and other terms and
conditions of employment unless the same
position and any comparable position(s) have
ceased to exist because of legitimate
business reasons unrelated to the employee’s
FMLA/CFRA leave.

. When a request for FMLA/CFRA leave is

granted to an employee, SSP will give the
employee a written guarantee of
reinstatement at the termination of the leave
(with the limitations explained above).

Before an employee will be permitted to
return from FMLA/CFRA leave taken because of



his/ her own serious health condition, the
employee must obtain a certification from
his/her health care provider that he/ she is able
to resume work.

4. If an employee can return to work with
limitations, SSP  will evaluate those
limitations and, if possible, will
accommodate the employee as required by
law. If accommodation cannot be made, the
employee will be medically separated from
SSP.

Employment during Leave

No employee, including employees on
FMLA/CFRA leave, may accept employment with
any other employer without SSP’s written
permission. An employee who accepts such
employment without SSP’s written permission
will be deemed to have resigned from
employment at SSP.

Pregnancy Disability Leave

This policy explains how SSP complies with the
California Pregnancy Disability Act, which
requires SSP to give each female employee an
unpaid leave of absence of up to four (4) months
per pregnancy, as needed, for the period(s) of
time a woman is actually disabled by pregnancy,
childbirth, or related medical conditions.

Employee Eligibility Criteria

To be eligible for pregnancy disability leave, the
employee must be disabled by pregnancy,
childbirth, or a related medical condition and
must provide appropriate medical certification
concerning the disability.

Events That May Entitle an Employee to Pregnancy
Disability Leave

The four (4) month pregnancy disability leave
allowance includes any time taken (with or
without pay) for any of the following reasons:

1. The employee is unable to work at all or is
unable to perform any one or more of the
essential functions of her job without undue
risk to herself, the successful completion of
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her pregnancy, or to other persons because of
pregnancy or childbirth, or because of any
medically recognized physical or mental
condition that is related to pregnancy or
childbirth (including severe morning sickness); or

2. The employee needs to take time off for
prenatal care.

Duration of Pregnancy Disability Leave

Pregnancy disability leave may be taken in one
or more periods, but not to exceed four months
total. “Four months” means the number of days
the employee would normally work within four
months. For a full-time employee who works five
(5) eight (8) hour days per week, four (4) months
means 693 hours of leave (40 hours per week
times 17 1/3 weeks).

For employees who work more or less than forty
(40) hours per week, or who work on variable
work schedules, the number of working days that
constitutes four (4) months is calculated on a pro
rata or proportional basis. For example, for an
employee who works twenty (20) hours per
week, “four months” means 346.5 hours of leave
entitlement (20 hours per week times 17 1/3
weeks). For an employee who normally works
forty-eight (48) hours per week, “four months”
means 832 hours of leave entitlement (48 hours
per week times 17 1/3 weeks).

At the end or depletion of an employee’s
pregnancy disability leave, an employee who has
a physical or mental disability (which may or may
not be due to pregnancy, childbirth, or related
medical conditions) may be entitled to
reasonable accommodation. Entitlement to
additional leave must be determined on a case-
by case basis, taking into account a number of
considerations such as whether an extended
leave is likely to be effective in allowing the
employee to return to work at the end of the
leave, with or without further reasonable
accommodation, and whether or not additional
leave would create an undue hardship for SSP.
SSP is not required to provide an indefinite leave
of absence as a reasonable accommodation.

Pay during Pregnancy Disability Leave

1. An employee on pregnancy disability leave



must use all accrued paid sick leave and may
use any or all accrued vacation time at the
beginning of any otherwise unpaid leave period.

2. The receipt of vacation pay, sick leave pay,
or state disability insurance benefits, will not
extend the length of pregnancy disability
leave.

3. Vacation and sick pay accrues during any
period of unpaid pregnancy disability leave
only until the end of the month in which the
unpaid leave began.

Health Benefits

SSP shall provide continued health insurance
coverage while an employee is on pregnancy
disability leave consistent with applicable law.
The continuation of health benefits is for a
maximum of four (4) months in a twelve (12) -
month period. SSP can recover premiums that it
already paid on behalf of an employee if both of
the following conditions are met:

1. The employee fails to return from leave after
the designated leave period expires.

2. The employee’s failure to return from leave
is for a reason other than the following:

« The employee is taking leave under the
California Family Rights Act.

e There is a continuation, recurrence or
onset of a health condition that entitles
the employee to pregnhancy disability
leave.

o There is a non-pregnancy related medical
condition requiring further leave.

« Any other circumstance beyond the
control of the employee.

Seniority

An employee on pregnancy disability leave
remains an employee of SSP and a leave will not
constitute a break in service. When an employee
returns from pregnancy disability leave, she will
return with the same seniority she had when the
leave commenced.

Medical Certifications

1. An  employee requesting a pregnancy

Page 132 of 808
disability leave must provide medical
certification from her healthcare provider on
a form supplied by SSP.

2. Failure to provide the required certification in a
timely manner (within fifteen (15) days of the
leave request) may result in a denial of the leave
request until such certification is provided.

3. Recertifications are required if leave is
sought after expiration of the time estimated
by the healthcare provider. Failure to submit
required recertifications can result in
termination of the leave.

Requesting and Scheduling Pregnancy Disability
Leave

1. An employee should request pregnancy
disability leave by completing a Request for
Leave form and submitting it to the Executive
Director. An employee asking for a Request
for Leave form will be referred to SSP’s then
current pregnancy disability leave policy.

2. Employee should provide not less than thirty
(30) days’ notice or as soon as is practicable, if
the need for the leave is foreseeable. Failure to
provide such notice is grounds for denial of the
leave request, except if the need for pregnancy
disability leave was an emergency and was
otherwise unforeseeable.

3. Where possible, employees must make a
reasonable effort to schedule foreseeable
planned medical treatments so as not to
unduly disrupt SSP’s operations.

4. Pregnancy disability leave may be taken
intermittently or on a reduced leave schedule
when medically advisable, as determined by
the employee’s healthcare provider.

5. If an employee needs intermittent leave or
leave on a reduced leave schedule that is
foreseeable based on planned medical
treatment, the employee may be transferred
temporarily to an available alternative
position for which he or she is qualified that
has equivalent pay and benefits that better
accommodates recurring periods of leave
than the employee’s regular position.



6. SSP will respond to a pregnancy disability
leave request within ten (10) days of
receiving the request. If a pregnancy disability
leave request is granted, SSP will notify the
employee in writing and leave will be counted
against the employee’s pregnancy disability leave
entitlement. This notice will explain the
employee’s obligations and the consequences of
failing to satisfy them.

Return to Work

1. Upon timely return at the expiration of the
pregnancy disability leave period, an
employee is entitled to the same position
unless the employee would not otherwise
have been employed in the same position at
the time reinstatement is requested. If the
employee is not reinstated to the same
position, she must be reinstated to a
comparable position unless one of the
following is applicable:

The employer would not have offered a
comparable position to the employee if she
would have been continuously at work during
the pregnancy disability leave.

There is no comparable position available, to
which the employee is either qualified or
entitled, on the employee’s scheduled date
of reinstatement or within sixty (60) calendar
days thereafter. SSP will take reasonable
steps to provide notice to the employee if
and when comparable positions become
available during the sixty (60) day period.

A “comparable” position is a position that
involves the same or similar duties and
responsibilities and is virtually identical to
the employee’s original position in terms of
pay, benefits, and working conditions.

2. When a request for pregnancy disability leave
is granted to an employee, SSP will give the
employee a  written guarantee  of
reinstatement at the end of the leave (with
the limitations explained above).

3. In accordance with SSP policy, before an
employee will be permitted to return from a
pregnancy disability leave of three (3) days or
more, the employee must obtain a
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certification from her healthcare provider
that she is able to resume work.

4, If the employee can return to work with
limitations, SSP will evaluate those limitations
and, if possible, will accommodate the employee
as required by law. If accommodation cannot be
made, the employee will be medically separated
from SSP.

Employment during Leave

No employee, including employees on pregnancy
disability leave, may accept employment with
any other employer without SSP’s written
permission. An employee who accepts such
employment without written permission will be
deemed to have resigned from employment.

Unpaid Leave of Absence

SSP recognizes that special situations may arise
where an employee must leave his or her job
temporarily. At its discretion, SSP may grant
employees leaves of absence. Any unpaid leave
of absence must be approved in advance by SSP.

The granting of a leave of absence always
presumes the employee will return to active
work by a designated date or within a specific
period.

If you are currently covered, medical, and dental
coverage will remain in force during a medical or
worker’s compensation leave of absence,
provided you pay the appropriate premiums.
Whether you are required to pay your own
premiums will depend upon the length of your
leave of absence. During a family/ medical
leave, your medical and dental benefits will
remain in force provided you pay the appropriate
premiums. Benefits are terminated the day any
other type of leave begins. If an employee fails
to return from a leave and is subsequently
terminated, the employee is entitled to all
earned but unused vacation pay, provided that
the vacation pay was earned prior to the
commencement of leave. No vacation time is
accrued during any type of unpaid leave of
absence.

(Workers’

Industrial Injury Leave




Compensation)

SSP, in accordance with State law, provides
insurance coverage for employees in case of
work-related injuries. The workers’
compensation benefits provided to injured
employees may include:

e Medical care;

» Cash benefits, tax-free to replace lost
wages; and

» Vocational rehabilitation to help qualified
injured employees return to suitable
employment.

To ensure you receive any worker’s
compensation benefits to which you may be
entitled, you will need to:

» Immediately report any work-related injury
to the Executive Director;

» Seek medical treatment and follow-up care if
required;

o Complete a written Employee’s Claim Form
(DWC Form 1) and return it to the Executive
Director; and

e Provide SSP with a certification from your
health care provider regarding the need for
workers’ compensation disability leave as
well as your eventual ability to return to work
from the leave.

It is SSP’s policy that when there is a job-related
injury, the first priority is to ensure that the
injured employee receives appropriate medical
attention. SSP, with the help of its insurance
carrier has selected medical centers to meet this
need. Each medical center was selected for its
ability to meet anticipated needs with high
quality medical service and a location that is
convenient to SSP’s operation.

« If an employee is injured on the job, he/she
is to go or be taken to the approved medical
center for treatment. If injuries are such that
they require the use of emergency medical
systems (“EMS”) such as an ambulance, the
choice by the EMS personnel for the most
appropriate medical center or hospital for
treatment will be recognized as an approved
center.

» All accidents and injuries must be reported to

Page 134 of 808
the Executive Director and to the individual
responsible for reporting to SSP’s insurance
carrier. Failure by an employee to report a
work-related injury by the end of his/her
shift could result in loss of insurance
coverage for the employee. An employee may
choose to be treated by his/her personal
physician at his/her own expense, but he/she is
still required to go to SSP’s approved medical
center for evaluation. All job-related injuries
must be reported to the appropriate State
Workers’ Compensation Bureau and the insurance
carrier.

« When there is a job-related injury that
results in lost time, the employee must
have a medical release from SSP’s
approved medical facility before
returning to work.

« Any time there is a job-related injury,
SSP’s policy requires drug/alcohol testing
along with any medical treatment
provided to the employee.

Military and Military Spousal Leave of
Absence

SSP shall grant a military leave of absence to any
employee who must be absent from work due to
service in the uniformed services in accordance
with the Uniformed Services Employment and
Re- Employment Rights Act of 1994 (“USERRA”).
All employees requesting military leave must
provide advance written notice of the need for
such leave, unless prevented from doing so by
military necessity or if providing notice would be
impossible or unreasonable.

If military leave is for thirty (30) or fewer days,
SSP shall continue the employee’s health
benefits. For service of more than thirty (30)
days, employee shall be permitted to continue
their health benefits at their option through
COBRA. Employees are entitled to use accrued
vacation or paid time off as wage replacement
during time served, provided such vacation/paid
time off accrued prior to the leave.

Except for employees serving in the National
Guard, SSP will reinstate those employees
returning from military leave to their same
position or one of comparable seniority, status,
and pay if they have a certificate of satisfactory



completion of service and apply within ninety
(90) days after release from active duty or within
such extended period, if any, as required by law.
For those employees serving in the National
Guard, if he or she left a full-time position, the
employee must apply for reemployment within
forty (40) days of being released from active
duty, and if he or she left part-time
employment, the employee must apply for
reemployment within five (5) days of being
released from active duty.

An employee who was absent from work while
fulfilling his or her covered service obligation
under the USERRA or California law shall be
credited, upon his or her return to SSP, with the
hours of service that would have been performed
but for the period of absence from work due to
or necessitated by USERRA- covered service.
Exceptions to this policy will occur wherever
necessary to comply with applicable laws.

SSP shall grant up to ten (10) days of unpaid
leave to employees who work more than twenty
(20) hours per week and who are spouses of
deployed military servicemen and
servicewomen. The leave may be taken when the
military spouse is on leave from deployment
during a time of military conflict. To be eligible
for leave, an employee must provide SSP with (1)
notice of intention to take military spousal leave
within two (2) business days of receiving official
notice that the employee’s military spouse will
be on leave from deployment, and (2)
documentation certifying that the employee’s
military spouse will be on leave from deployment
during the time that the employee requests
leave.

Voting Time Off

If an employee does not have sufficient time
outside of working hours to vote in an official
state-sanctioned election, the employee may
take off enough working time to vote. Such time
off shall be taken at the beginning or the end of
the regular working shift, whichever allows for
more free time and the time taken off shall be
combined with the voting time available outside
of working hours to a maximum of two (2) hours
combined. Under these circumstances, an
employee will be allowed a maximum of two (2)
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hours of time off during an election day without
loss of pay. When possible, an employee
requesting time off to vote shall give the
Executive Director at least two (2) days’ notice.

School Appearance and Activities
Leave

As required by law, SSP will permit an employee
who is a parent or guardian (including a
stepparent, foster parent, or grandparent) of
school children, from kindergarten through
grade twelve (12), or a child enrolled with a
licensed child care provider, up to forty (40)
hours of unpaid time off per school year (up to
eight (8) hours in any calendar month of the
school year) to participate in activities of a
child’s school or child care. If more than one (1)
parent or guardian is an employee of SSP, the
employee that first provides the leave request
will be given the requested time off. Where
necessary, additional time off will also be
permitted where the school requires the
employee(s) appearance.

The employee requesting school leave must
provide reasonable advanced notice of the
planned absence. The employee must use
accrued but unused paid leave (e.g., vacation or
sick leave) to be paid during the absence.

When requesting time off for school activities,
the employee must provide verification of
participation in an activity as soon as
practicable. When requesting time off for a
required appearance, the employee(s) must
provide a copy of the notice from the child’s
school requesting the presence of the employee.

Bone Marrow and Organ Donor Leave

As required by law, eligible employees who
require time off to donate bone marrow to
another person may receive up to five (5)
workdays off in a 12-month period. Eligible
employees who require time off to donate an
organ to another person may receive up to sixty
(60) workdays off in a twelve (12) month period.

To be eligible for bone marrow or organ donation
leave (“Donor Leave”), the employee must have
been employed by SSP for at least ninety (90)



days immediately preceding the Donor Leave.

An employee requesting Donor Leave must
provide written verification to SSP that he or she
is a donor and that there is a medical necessity
for the donation of the organ or bone marrow.

Up to five (5) days of leave for bone marrow
donation, and up to thirty (30) days of leave for
organ donation, may be paid provided the
employee uses five (5) days of accrued paid
leave for bone marrow donation and two (2)
weeks of accrued paid leave for organ donation.
If the employee has an insufficient number of
paid leave days available, the leave will
otherwise be paid.

Employees returning from Donor Leave will be
reinstated to the position held before the leave
began, or to a position with equivalent status,
benefits, pay and other terms and conditions of
employment. SSP may refuse to reinstate an
employee if the reason is unrelated to taking a
Donor Leave. A Donor Leave is not permitted to
be taken concurrently with an FMLA/ CFRA
Leave.

Victims of Abuse Leave

SSP provides reasonable and necessary unpaid
leave and other reasonable accommodations to
employees who are victims of domestic violence,
sexual assault, erstalking or other crimes. Such
leave may be taken to attend legal proceedings
or to obtain or attempt to obtain any relief
necessary, including a restraining order, to
ensure the employee’s own health, safety or
welfare, or that of the employee’s child or
children_or when a person whose immediate
family member is deceased as the direct result
of a crime. A crime includes a crime or public
offense that would constitute a misdemeanor or
felony if the crime has been committed in
California by a competent adult, an act of
terrorism against a resident of California
9whether or not such act occurs within the
state), and regardless of whether any person is
arrested for, prosecuted for, or convicted of,
committing the crime. Employees may also
request unpaid leave for the following purposes:

» Seek medical attention for injuries caused by
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domestic violence, sexual assault, or
stalking.

» Obtain services from a domestic violence
shelter, program, or rape crisis center.

o Obtain psychological counseling for the
domestic violence, sexual assault, or
stalking.

o Participate in safety planning, such as
relocation, to protect against future
domestic violence, sexual assault, or
stalking.

To request leave under this policy, an employee
should provide SSP with as much advance notice
as practicable under the circumstances. If
advance notice is not possible, the employee
requesting leave under this policy should provide
SSP one (1) of the following certifications upon
returning back to work:

1. A police report indicating that the employee
was a victim of domestic violence, sexual
assault, or stalking.

2. A court order protecting the employee from
the perpetrator or other evidence from the
court or prosecuting attorney that the employee
appeared in court.

3. Documentation from a licensed medical
professional, domestic violence or sexual
assault counselor, licensed health care
provider, or counselor showing that the
employee’s absence was due to treatment for
injuries or abuse from domestic violence,
sexual assault, or stalking.

4, Any other form of documentation that
reasonably verifies that the crime or abuse
occurred, including by not limited to, a
written statement signed by the employee,
or an individual acting on the employee's
behalf, certifying that the absence is for a
purpose authorized under the law.

Employees requesting leave under this policy
may choose to use accrued paid leave. In
addition, SSP  will provide reasonable
accommodations to employees who are victims
of domestic violence, sexual assault or stalking
for the employees’ safety while at work. To
request an accommodation under this policy, an
employee should contact the Human Resources
Department.




Returning From Leave of Absence

Employees cannot return from a medical leave
of absence without first providing a sufficient
doctor’s return to work authorization.

When business considerations require, the job of
an employee on leave may be filled by a
temporary or regular replacement. An employee
should give the Executive Director thirty (30)
days’ notice before returning from leave.
Whenever SSP is notified of an employee’s intent
to return from a leave, SSP will attempt to place
the employee in his former position or in a
comparable position with regard to salary and
other terms and conditions for which the
employee is qualified. However, re-employment
cannot always be guaranteed. If you need
further information regarding Leaves of
Absence, be sure to consult the Executive
Director.
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Internal Complaint Review Policy

The purpose of the “Internal Complaint Review Policy” is to afford all employees of the-Schoel-SSP the opportunity
to seek internal resolution of their work-related concerns. All employees have free access to the Executive
Director or Board ChairPersonChairperson to express their work-related concerns.

Specific complaints of unlawful harassment, discrimination, and retaliation are addressed under the Scheol’s-SSP’s
“Policy Prohibiting Unlawful Harassment, Discrimination, and Retaliation.”

We Need Your Ideas

Ask any of our employees who have worked with
us for a long time and they will probably tell you
of the many changes and improvements that
have come about since they first joined us. We
believe the person doing the job is in the best
position to think of ways of doing it more easily,
more efficiently, and more effectively. If you
think of a better way of doing your job or the job
of a fellow employee, discuss it with your
supervisor, who will welcome your suggestions
and ideas.

Remember, there may be areas in SSP’s
operations that can be improved. These could be
in service, programs, equipment,
communications, safety, ways to reduce costs,
losses, and/or waste, or other improvements you
may see a need for. Please give us the benefit of
your unique experience and thoughts.

Concerns

Our goal is to maintain a comfortable working
environment for everyone. We do this in several
ways:

» By treating each of you as an individual and
encouraging your maximum development;

» By recognizing that each of you is essential to
the success and growth of the school; and

« By maintaining direct communications with
all of our employees and ensuring that each
and every one of you can speak directly and
openly with the Leadership Team.

If something about your job is bothering you or if
you feel that you have not been treated fairly or
in accordance with school policy, you should
discuss your concerns with your immediate

supervisor. If you still have questions after this
discussion, request a meeting with the
President/CEO-, Executive Director, or Human
Resources Administator.—er—other—Leadership
Feam-member. The Leadership will listen to your
concerns and will attempt to provide a response
as soon as possible. It may not always be possible
to achieve the results you want, but if it is not,
SSP will attempt in each case to explain why. No
employee will be disciplined or otherwise
penalized for raising a good faith concern.

Employee Relations

One of SSP’s primary goals is to successfully meet
its responsibilities to you, our employees, both
as individuals, and as contributing members of
SSP. This is accomplished by managing in such a
way that you will always be treated with respect
and dignity. We believe every person deserves to
be treated in this manner, in any situation. We
also believe this principle helps make SSP
successful. And, in this environment, we can
work together to solve any problems that may
arise.

Suggestions

We encourage all employees to bring forward
their suggestions and good ideas about how the
school can be made a better place to work, our
programs and services improved, and our service
to students, parents, and community enhanced.
When you see an opportunity for improvement,
please talk it over with your immediate
supervisor. He or she can help you bring your
idea to the attention of the people in the school
who will be responsible for possibly
implementing it.

All suggestions are valued and listened to. When



a suggestion from an employee has particular
merit, we provide for special recognition of the
individual(s) who had the idea.

Internal Complaints
(Complaints by Employees Against Employees)

This section of the policy is for use when an SSP
employee raises a complaint or concern about a
co- worker.

If reasonably possible, internal complaints
should be resolved at the lowest possible level,
including attempts to discuss/resolve concerns
with the immediate supervisor. However, in the
event an informal resolution may not be
achieved or is not appropriate, the following
steps will be followed by the Executive Director
or designee:

» The complainant will bring the matter to the
attention of the Executive Director as soon as
possible after attempts to resolve the
complaint with the immediate supervisor
have failed or if not appropriate; and

o« The complainant will reduce his or her
complaint to writing, indicating all known
and relevant facts. The Executive Director or
designee will then investigate the facts and
provide a solution or explanation;

o If the complaint is about the Executive
Director, the complainant may file his or her
complaint in a signed writing to the President
of SSP’s Board of Directors, who will then
confer with the Board and may conduct a
fact-finding or authorize a third party
investigator on behalf of the Board. The
Board Chairperson or investigator will report
his or her findings to the Board for review and
action, if necessary.

This policy cannot guarantee that every problem
will be resolved to the employee’s satisfaction.
However, SSP values each employee’s ability to
express concerns and the need for resolution
without fear of adverse consequence to
employment.

Policy for Complaints

Employees
(Complaints by Third Parties Against Employees)

Against

Page 139 of 808
This section of the policy is for use when a non-
employee raises a complaint or concern about an
SSP employee.

If complaints cannot be resolved informally,
complainants may file a written complaint with
the office of the Executive Director or Board
Chair—PersenChairperson (if the complaint
concerns the Executive Director) as soon as
possible after the events that give rise to the
complainant’s concerns. The written complaint
should set forth in detail the factual basis for the
complaint.

In processing the complaint, the Executive
Director (or designee) shall abide by the
following process:

» The Executive Director or designee shall use
his or her best efforts to talk with the parties
identified in the complaint and to ascertain
the facts relating to the complaint.

« In the event that the Executive Director (or
designee) finds that a complaint against an
employee is valid, the Executive Director (or
designee) may take appropriate disciplinary
action against the employee. As appropriate,
the Executive Director (or designee) may also
simply counsel/reprimand employees as to
their conduct without initiating formal
disciplinary measures.

« The Executive Director’s (or designee’s)
decision relating to the complaint shall be
final unless it is appealed to the Board of
Directors. The decision of the Board shall be
final.

General Requirements

« Confidentiality: All complainants will be
notified that information obtained from the
complainants and thereafter gathered will be
maintained in a manner as confidential as
possible, but in some circumstances absolute
confidentiality cannot be assured.

« Non-Retaliation: All complainants will be
advised that they will be protected against
retaliation as a result of the filing of any
complaints or participation in any complaint
process.

» Resolution: The Board (if a complaint is about
the Executive Director) or the Executive



Director or designee will investigate
complaints  appropriately under the
circumstances and pursuant to the applicable
procedures, and if necessary, take appropriate
remedial measures to ensure effective resolution
of any complaint.
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Appendix A

HARASSMENT/DISCRIMINATION/RETALIATION COMPLAINT FORM

It is the policy of Student Success Programs (“SSP”) that all of its employees be free from harassment,
discrimination, and retaliation. This form is provided for you to report what you believe to be harassment,
discrimination, or retaliation so that the-Scheol-SSP may investigate and take appropriate disciplinary or
other action when the facts show that there has been harassment, discrimination, or retaliation.

If you are an employee of SSP, you may file this form with the Executive Director or Board ChairPersenChairperson-.

Please review SSP’s policies concerning harassment, discrimination, and retaliation for a definition of such
unlawful conduct and a description of the types of conduct that are considered unlawful.

SSP will undertake every effort to handle the investigation of your complaint in a confidential manner. In that
regard, SSP will disclose the contents of your complaint only to those persons having a need to know. For
example, to conduct its investigation, SSP will need to disclose portions of your factual allegations to potential
witnesses, including anyone you have identified as having knowledge of the facts on which you are basing
your complaint, as well as the alleged offender.

In signing this form below, you authorize SSP to disclose to others the information you have provided herein,
and information you may provide in the future. Please note that the more detailed information you provide, the
more likely it is that SSP will be able to address your complaint to your satisfaction.

Charges of harassment, discrimination, and retaliation are taken very seriously by SSP both because of the
harm caused by such unlawful conduct, and because of the potential sanctions that may be taken against the
offender. It is therefore very important that you report the facts as accurately and completely as possible and
that you cooperate fully with the person or persons designated to investigate your complaint.

Your Name: Date:

Date of Alleged Incident(s):

Name of Person(s) you believe harassed, or discriminated or retaliated against, you or someone else:

List any witnesses that were present:
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Where did the incident(s) occur?

Please describe the events or conduct that are the basis of your complaint by providing as much factual detail
as possible (i.e., specific statements; what, if any, physical contact was involved; any verbal statements; what
did you do to avoid the situation, etc.) (Attach additional pages, if needed):

| acknowledge that | have read and that | understand the above statements. | hereby authorize SSP to disclose
the information | have provided as it finds necessary in pursuing its investigation.

| hereby certify that the information | have provided in this complaint is true and correct and complete to the
best of my knowledge and belief.

Signature of Complainant Date

Print Name

To be completed by SehoelSSP:

Received by: Date:
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Appendix B

INTERNAL COMPLAINT FORM

Your Name: Date:

Date of Alleged Incident(s):

Name of Person(s) you have a complaint against:

List any witnesses that were present:

Where did the incident(s) occur?:

Please describe the events or conduct that are the basis of your complaint by providing as much factual detail
as possible (i.e., specific statements; what, if any, physical contact was involved; any verbal statements; what
did you do to avoid the situation, etc.) (Attach additional pages, if needed):

| hereby authorize Student Success Programs (“SSP”) to disclose the information | have provided as it finds
necessary in pursuing its investigation. | hereby certify that the information | have provided in this complaint is
true and correct and complete to the best of my knowledge and belief. | further understand providing false
information in this regard could result in disciplinary action up to and including termination.

Signature of Complainant Date

Print Name

To be completed by SehoolSSP:

Received by: Date:
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has been established for providing quality
education and making a difference in the lives of its students and their
families. We hope you will find satisfaction and pride in your work here.
is committed to doing its part to assure you of a satisfying work
experience. If you have questions after reviewing this manual, please feel
free to contact the Human Resources Department at (858) 678-2040.
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