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DISCIPLINE AND TERMINATION OF EMPLOYMENT

Rules of Conduct

The following conduct is prohibited and will not be tolerated by the School. This list of prohibited
conduct is illustrative only and applies to all employees of the School; other types of conduct that
threaten security, personal safety, employee welfare and the School’s operations also may be
prohibited. Further, the specification of this list of conduct in no way alters the at-will employment
relationship as to at-will employees of the School. If an employee is working under a contract with
the School which grants procedural rights prior to termination, the procedural terms in the contract

shall apply.

1. Insubordination - refusing to perform a task or duty assigned or act in accordance with
instructions provided by an employee’s manager or proper authority.

2. Unprofessional conduct.

3. Inefficiency - including deliberate restriction of output, carelessness or unnecessary wastes of
time or material, neglect of job, duties or responsibilities.

4. Unauthorized soliciting, collecting of contributions, distribution of literature, written or
printed matter is strictly prohibited on School property by non-employees and by employees.
This rule does not cover periods of time when employees are off their jobs, such as lunch
periods and break times. However, employees properly off their jobs are prohibited from such
activity with other employees who are performing their work tasks.

5. Damaging, defacing, unauthorized removal, destruction or theft of another employee’s
property or of School property.

6. Fighting or instigating a fight on School premises.

7. Violations of the drug and alcohol policy.

8. Using or possessing real or replica firearms, weapons or explosives of any kind on School
premises.

9. Gambling on School premises.

10. Tampering with or falsifying any report or record including, but not limited to, personnel,
absentee, sickness or production reports or records, specifically including applications for
employment and time cards.

11. Recording the time sheet, when applicable, of another employee or permitting or arranging
for another employee to record your time sheet.

12. Use of profane, abusive or threatening language in conversations with other employees and/or
intimidating or interfering with other employees.

13. Conducting personal business during business hours and/or unauthorized use of telephone
lines for personal calls.

14. Excessive absenteeism or tardiness excused or unexcused.

15. Posting any notices on School premises without prior written approval of management, unless
posting is on a School bulletin board designated for employee postings.

16. Immoral or indecent conduct.

17. Conviction of a criminal act.

18. Engaging in sabotage or espionage (industrial or otherwise

19. Violations of the sexual harassment policy.

20. Failure to report a job-related accident to the employee’s manager or failure to take or follow
prescribed tests, procedures or treatment.

21. Sleeping during work hours.
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22. Release of confidential information without authorization.

23. Any other conduct detrimental to other employees or the School’s interests or its efficient
operations.

24. Refusal to speak to supervisors or other employees.

25. Dishonesty.

26. Failure to possess or maintain the credential/certificate required of the position.

27. Allowing a visitor onto campus without prior authorization and without the appropriate
clearances.

28. Failure to disclose a pending action against the employee’s credential by the California
Commission on Teacher Credentialing.

29. Failure to appropriately supervise students.

For employees who possess an employment contract which provides for other than at-will
employment, the procedures and process for termination during the contract shall be specified in the
contract.

Off-Duty Conduct

While the School does not seek to interfere with the off-duty and personal conduct of its employees,
certain types of off-duty conduct may interfere with the School’s legitimate business interests. For
this reason, employees are expected to conduct their personal affairs in a manner that does not
adversely affect the School or its own integrity, reputation, or credibility. Illegal or immoral off-duty
conduct by an employee that adversely affects the School’s legitimate business interests or the
employee’s ability to perform his or her work will not be tolerated.

While employed by the School, employees are expected to devote their energies to their jobs with the
School. For this reason, second jobs are strongly discouraged. The following types of additional
employment elsewhere are strictly prohibited:

» Additional employment that conflicts with an employee’s work schedule, duties, and
responsibilities at edrthe School.

« Additional employment that creates an actual or perceived conflict of interest or is
incompatible with the employee’s position with eurthe School. This prohibition especially
extends to employees providing private tutoring to students which they are currently teaching

or servicing.

» Additional employment that impairs or has a detrimental effect on the employee’s work
performance with ed+the School.

« Additional employment that requires the employee to conduct work or related activities on
the School’s property during the employer’s working hours or using et#+the School’s facilities
and/or equipment; and

« Additional employment that directly or indirectly competes with the business or the interests
of eur-the School.

Employees who wish to engage in additional employment that may create a real or apparent conflict
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of interest must submit a written request to the School explaining the details of the additional
employment. If the additional employment is authorized, the School assumes no responsibility for it.
The School shall not provide workers’ compensation coverage or any other benefit for injuries
occurring from or arising out of additional employment. Authorization to engage in additional
employment can be revoked at any time.

Termination of Employment

Should it become necessary for an employee to terminate their at-will employment with the School,
employees should notify the Executive Director regarding their intention as far in advance as possible.
At least two (2) weeks’ notice is expected whenever possible.

When an employee terminates their at-will employment, they will be entitled to all earned but unused
vacation pay. If an employee is participating in the medical and/or dental plan, they will be provided
information on their rights under COBRA.
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INTERNAL COMPLAINT REVIEW

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

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

Internal Complaints
(Complaints by Employees Against Employees)

This section of the policy is for use when a School 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:

1. 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

2. 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;

3. Ifthe complaint is about the Executive Director, the complainant may file his or her complaint
in a signed writing to the HR Department who forwards on to the HR Consultant, 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 HR Consultant 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, the School values each employee’s ability to express concerns and the need for resolution
without fear of adverse consequence to employment.

Policy for Complaints Against Employees
(Complaints by Third Parties Against Employees)

This section of the policy is for use when a non-employee raises a complaint or concern about a
School employee.

If complaints cannot be resolved informally, complainants may file a written complaint, as soon as
possible, after the events that give rise to the complainant’s concerns with the office of the Executive
Director or (if the complaint concerns the Executive Director) the HR Department who will forward
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it on to the HR Consultant consistent with the process outlined below. The written complaint should
set forth in detail the factual basis for the complaint.

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

1.

2.

3.

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 Trustees of the School. The decision of the Board of
Trustees shall be final.

General Requirements

1.

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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AMENDMENT TO EMPLOYEE HANDBOOK

This Employee Handbook contains the employment policies and practices of the School in effect at
the time of publication.

The School reserves the right to amend, delete or otherwise modify this Handbook at any time
provided that such modifications are in writing and duly approved by the employer.

Any written changes to the Handbook will be distributed to all employees. No oral statements can in
any way alter the provisions of this Handbook.
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APPENDIX A

HARASSMENT/DISCRIMINATION/RETALIATION COMPLAINT FORM

It is the policy of the School 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 School 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 the School, you may file this form with the Executive Director or Human
Resources Representative.

Please review the School’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.

The School will undertake every effort to handle the investigation of your complaint in a
confidential manner. In that regard, the School will disclose the contents of your complaint only
to those persons having a need to know. For example, to conduct its investigation, the School 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 the School 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 the School will be able to address your complaint
to your satisfaction.

Charges of harassment, discrimination, and retaliation are taken very seriously by the School 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




187

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 the
School 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

Received by:

Date
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APPENDIX B

INTERNAL COMPLAINT FORM
Prior to filing this form, you are required to engage in a good faith meeting with the party
involved to attempt to resolve your concern informally.

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 the School 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.

Date:

Signature of Complainant

Print Name

To be completed by School:

Received by: Date:




Appendix C -

D i State of California
Department of
Industrial Relations

California Workplace - Know Your Rights

As a worker in California, you are entitled to know and exercise your workplace and
constitutional rights. Labor laws, including but not limited to standards for wages, hours,
and health and safety, apply to all workers in the state regardiess of immigration status.

It is against the law for your employer to retaliate against you for exercising
your rights, including:

« Filing a complaint with the Labor Commissioner,
Cal/OSHA, the Civil Rights Department, or another
government agency.

« Asking about your employer’s compliance with
federal, state, or local law.

« Talking with others about their rights or helping
them exercise their rights under federal, state, or
local law.

Examples of illegal retaliation include firing you,
reducing your work hours, or threatening to report you
or a relative to immigration authorities because you
exercised your rights.

Workplace Protections Related to Immigration Status

Your right to Notice of Immigration Inspections (Labor Code § 90.2)

If your employer receives notice of an upcoming immigration agency’s inspection of 1-9 Employment Eligibility
Verification forms or other employment records, your employer must post a notice informing workers and
their union representative, if applicable, within 72 hours of receiving that notice.
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