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This isThis handbookhandbook is designeddesigned toto acquaintacquaint youyou withwith NovaNova MeridianMeridian AcademyAcademy and to provideprovideandto 
you withyou with informationinformation aboutabout workingworking conditions,conditions, employeeemployee benefits,benefits, andand some of thesomeof the
policiespolicies affectingaffecting youryour employment.employment. YouYou shouldshould read,read, understand,understand, andand complycomply with allwithall

of theprovisionsprovisions of the handbook.handbook. OurOur objectiveobjective isistoto provideprovide a workwork environmentenvironment that isa that is 
toconduciveconducive to bothboth personalpersonal andand professionalprofessional growth.growth. 

These are toThese policiespolicies are intendedintended to bebe guidelinesguidelines ratherrather thanthan expressedexpressed or impliedimplied contractsor contracts
withwith employees.employees. NoNo employeeemployee handbookhandbook cancan anticipateanticipate everyevery circumstancecircumstance or questionquestionor 

("NMA") to the needmayaboutabout policy.policy. AsAs NovaNova MeridianMeridian AcademyAcademy (nNMAn) continuescontinues to grow,grow, the need may
arise,arise, and thethe GoverningGoverning BoardBoard reservesreserves thethe rightright toto revise,revise, supplement, or rescindrescind anyand supplehent,or anypoliciesorpolicies or portionportion ofof thethe handbookhandbook fromfrom timetime toto timetime asas it deemsdeems appropriate,appropriate, in its soleit in itssole
andand absoluteabsolute discretion.discretion. EmployeesEmployees will,will, ofof course,course, bebe notifiednotified ofof suchsuch changeschanges to theto thehandbookashandbook as theythey occur.occur. 
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1.01.0 ABOUTABOUT NOVANOVA MERIDIANMERIDIAN ACADEMYACADEMY 

1.011.01 ABOUTABOUT WHOWHO WEWE AREARE 

NovaNova MeridianMeridian AcademyAcademy (NMA)(NMA) isis aa CaliforniaCalifornia PublicPublic CharterCharter HighHigh SchoolSchool approvedapproved byby 

thethe ColtonColton JointJoint UnifiedUnified SchoolSchool District.District. NMANMA isis aa groupgroup ofof teachers,teachers, communitycommunity 

members,members, administrators,administrators, parents,parents, andand studentsstudents thatthat wantwant toto provideprovide aa powerfulpowerful visionvision 

forfor thethe InlandInland EmpireEmpire byby implementingimplementing aa worldworld classclass education .education. 

1.021.02 ABOUTABOUT OUROUR LOCATIONLOCATION 

NMANMA isis locatedlocated inin thethe communitycommunity ofof CooleyCooley RanchRanch whichwhich isis inin thethe CityCity ofof Colton.Colton. 

CooleyCooley RanchRanch isis aa businessbusiness professionalprofessional communitycommunity nestlednestled betweenbetween thethe prestigiousprestigious 

CitiesCities ofof GrandGrand TerraceTerrace andand Lama LindaLinda andand adjacentadjacentLoma toto RecheReche Canyon.Canyon. NMANMA isis 

currentlycurrently leasingleasing suitessuites fromfrom aa churchchurch whichwhich isis locatedlocated inin anan attractiveattractive businessbusiness plaza.plaza. 

TheThe dreamdream ofof NMANMA isis toto securesecure landland andand buildbuild aa state-of-the-artstate-of-the-art campuscampus inin thethe nearnear 

future.future. 


1.031.03 OUROUR VISIONVISION ANDAND MISSIONMISSION STATEMENTSSTATEMENTS 

MISSIONMISSION STATEMENTSTATEMENT 

WeWe thethe students,students, teachers,teachers, administrators,administrators, staffstaff andand parentsparents ofof NMANMA willwill buildbuild aa modelmodel 

21st21 st CenturyCentury AcademyAcademy andand anan academicacademic cultureculture ofof scholasticscholastic successsuccess throughthrough 

leadership,leadership, education,education, andand technology.technology. 


VISIONVISION STATEMENTSTATEMENT 

NMANMA passionatelypassionately envisionsenvisions thethe creatlonofof aa positivepositive student-centeredstudent-centered learninglearning
creation 
environmentenvironment andand aa cultureculture ofof newnew excellence.excellence. ThisThis willwill bebe accomplished byby providingproviding 

opportunitiesopportunities forfor allall studentsstudents toto becomebecome successfulsuccessful self-motivatedself-motivated lifelonglifelong learnerslearners andand 

leadersleaders inin educationeducation throughthrough masterymastery ofof literacy,literacy, criticalcritical thinking,thinking, andand self-determinationself-determination 

withinwithin aa diversediverse society.society. WeWe atat NMANMA proposepropose toto pledgepledge ourour resourcesresources toto createcreate aa 

schoolschool wherewhere allall studentsstudents areare activelyactively engagedengaged inin thethe processprocess ofof learninglearning inin aa 


accomplishecl 

multiculturalmulticultural andand multifacetedmultifaceted setting.setting. TheThe NMANMA educationaleducational communitycommunity willwill formform a unionunion 

forfor educationaleducational excellence.excellence. 


J 

1.041.04 OUROUR GOALSGOALS 

TheThe philosophical, academic,academic, andand communitycommunity purposespurposes ofof NMANMAdeepdeep philosophical , ontological,ontological, 

nurturesnurtures aa vision.vision. OurOur studentsstudents willwill becomebecome cosmopolitancosmopolitan educatorseducators usingusing technologytechnology 


21st OurOur purposepurpose atat NMANMA isis toto hllphelp prepare,ptep"6,
toto leadlead ourour civilizationcivilization inin thethe 21 st century.century.

guide,guide, andand sendsend studentsstudents intointo higherhigher educationaleducational institutions.institutions. 


AllAll studentsstudents willwill aspireaspire toto applyapply andand attainattain admissionadmission toto anan instituteinstitute ofof higherhigher educationeducation 
toto implementimplement thethe newnew excellenceexcellence learnedlearned atat NovaNova MeridianMeridian AcademyAcademy as cosmopolitancosmopolitanaJ 
educatorseducators usingusing technologytechnologytoto leadlead educationeducation andand communitycommunity inin thethe 21 st century.2istcentury. 

OurOur goalsgoals ofof developingdeveloping academicacademic standardsstandards andand opportunitiesopportunities onon campuscampus whilewhile 
efficienflyoperatingoperating economicallyeconomicallyandand efficientlywill:will: 

t  l 1 1Nov,lNOVA MERIDIAN ACADEMY EMPLOYEE HANDBOOKMnnmnx Ac.urnry Evrployrr H.lxonoox Pase6of4 tVtUPage 6 of 41 lJ 10 
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.• RespondRespond toto thethe needsneeds ofof ourour studentstudent bodybody andand parents.parents. 

•o RewardReward excellenceexcellence inin instruction.instruction. 

•o RiseRise toto thethe technologytechnology andand thethe timestimes inin whichwhich wewe live.live. 

•o PromotePromote charactercharacter andand leadershipleadership inin ourour students.students. 


WeWe wishwish toto createcreate anan environmentenvironment thatthat: reflectsreflects culturalcultural diversitydiversity andand innovation;innovation; 
respondsresponds toto specialspecial needs;needs; isis safesafe andand interactive;interactive; andand emphasizesemphasizes serviceservice andand 

parents.leadershipleadership amongamong students,students, staff,staff, andand parents. 

NovA MERIDIAN ACADEMY EMPLOYEE HANDBOOKNov.l MnnmHn Ac.oruy Eupr.oynnH.lrcDloor Page 7ofof 41 {JIIPaseT 41 bll 
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2.02.0 EMPLOYMENTEMPLOYMENT 

2.012.01 OFNATURENATURE OF EMPLOYMENTEMPLOYMENT 

MeridianMeridian AcademyAcademy is at employer.NovaNova is anan at willwill employer. TheThe employeremployer oror employeeemployee maymay 

theAt
terminateterminate the At WillWill EmploymentEmployment Agreement,Agreement, at anyany time,time, withwith oror withoutwithout cause,cause, and 


withwith or withoutwithout advanceadvance notice.notice.or UponUpon suchsuch termination,termination, nono furtherfurther compensationcompensation oror
 
or 


at ani 

otherother benefitsbenefits or severanceseverance shallshall bebe duedue oror owingowing byby EmployerEmployer toto Employee,Employee, exceptexcept forfor 
compensationcompensation andand benefitsbenefits accruedaccrued andand owingowing atat thethe timetime ofof termination.termination. 
CompensationCompensation uponupon terminationtermination shallshall bebe lessless allall applicableapplicable withholdingswithholdings andand 
deductions.deductions. 

Employee'sUponUpon receiptreceipt ofof noticenotice ofof Employee's intentintent toto terminateterminate employment,employment, Employer,Employer, in itsin its.Employee's
solesole andand unreviewableunreviewable discretion,discretion, maymay immediatelyimmediately relieverelieve employeeemployee ofof Employee's 

dutiesduties andand terminateterminate thethe employmentemployment relationshiprelationship byby tenderingtendering aa checkcheck in an amount
in an'amount
 
equalequal totocompensationcompensation owing,owing, lessless allall applicableapplicable withholdingwithholding andand deductions.deductions. 


2.022.02 EQUALEQUAL OPPORTUNITYOPPORTUNITY EMPLOYEREMPLOYER 

NMANMA abidesabides byby statestate andand federalfederal lawslaws dealingdealing withwith equalequal employmentemployment opportunity.opportunity.

Therefore,Therefore, inin orderorder toto provideprovide equalequal employmentemployment andand advancementadvancement opportunitiesopportunities toto all
ilt 

qual6ications,individuals,individuals, employmentemployment decisionsdecisions atat NMANMA willwill bebe basedbased onon merit,merit, qualifications, andand 

abilit ies.abilities. NMANMA doesdoes notnot discriminatediscriminate inin employmentemployment opportunitiesopportunities oror practicespractices on thethe
on 
basisbasis ofof race,race, color,color, religion,religion, gender,gender, nationalnational origin,origin, age,age, disability,disability, sexualsexual orientation,orientation, 
oror anyany otherother characteristiccharacteristic protectedprotected byby law.law. 

NMANMA willwill makemake reasonablereasonable accommodationsaccommodations forfor qualifiedqualified individualsindividuals withwith knownknown 
disabilit iesdisabilities unlessunless doingdoing soso wouldwould resultresult inin anan undueundue hardshiphardship thatthat statestate andand federalfederal 
lawslaws recognizerecognize asas just.just. ThisThis policypolicy governsgoverns allall aspectsaspects ofof employment,employment, includingincluding 

assignment, discipline, benefitiselection,selection, jobjob assignment, compensation,compensation, diSCipline, termination,termination, andand accessaccess toto benefits 

andand training.training. 


AnyAny employeesemployees withwith questionsquestions oror concernsconcerns aboutabout anyany typetype ofof discriminationdiscrimination inin thethe 
enco{rraged principalworkplaceworkplace areare encouraged toto bringbring thesethese issuesissues toto thethe attentionattention ofof thethe Principal or thetheor

GoverningGoverning Board.Board. EmployeesEmployees cancan raiseraise concernsconcerns andand makemake reportsreports withoutwithout fearfear ofof 

retaliation.retaliation. AnyoneAnyone foundfound toto bebe engagingengaging inin anyany typetype ofof unlawfulunlawful discriminationdiscrimination willwill bebe 

subjectsubject toto disciplinarydisciplinary action,action, upup toto andand includingincluding releaserelease fromfrom at-willat-will employment.employment. 


2,032.03 EMPLOYEE'SEMPLOYEE'S INABILITYINABILITYTOTO CONTRACTCONTRACT FORFOR EMPLOYEREMPLOYER 

EmployeeEmployee shallshall notnot havehave thethe rightright toto makemake anyany contractscontracts oror commitmentscommitments forfor or onor on
behalfbehalfofofEmployerEmployerwithoutwithoutfirstfirstobtainingobtainingthetheexpressexpresswrittenwrittenconsentconsentofofEmployer.Employer. 

2.042.04 TUBERCULOSISTUBERCULOSISTESTTEST 

EveryEverynewlynewlyhiredhired employeeemployee mustmustsubmitsubmitevidenceevidencethatthat theythey havehave passedpassed atuberculintuberculina
skintest toskin testpriorprior tobeginningbeginningemployment.employment. DocumentationDocumentationmustmustcertifycertifythatthatthetheemployeeemployee 
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isis freefree ofof tuberculosistuberculosis inin aa transmissibletransmissible formform andand bebe signedsigned byby aa licensedlicensed physicianphysician oror 
healthhealth carecare professional.professional. 

2.052.05 EMPLOYEEEMPLOYEE BACKGROUNDBACKGROUND CHECKSCHECKS 

NovaNova MeridianMeridian AcademyAcademy believesbelieves thatthat thethe safetysafety ofof childrenchildren isis aa fundamentalfundamental 
responsibilityresponsibility ofof anyany family,family, community,community, oror government.government. BackgroundBackground checkschecks serveserve toto 
ascertainascertain thatthat thethe minimumminimum standardsstandards ofof charactercharacter asas publishedpublished inin applicableapplicable federalfederal 
andand statestate lawlaw areare adheredadhered toto andand inin force.force. 

CriminalCriminal BackgroundBackground ChecksChecks areare requiredrequired forfor allall NMANMA positionspositions andand areare aa conditioncondition ofof 
employmentemployment forfor new-hiresnew-hires andand re-hires.re-hires. IndividualIndividual employeesemployees areare responsibleresponsible forfor anyany 
associatedassociated fees.fees. RecordsRecords andand relatedrelated informationinformation shallshall bebe privilegedprivileged andand shallshall notnot bebe 
discloseddisclosed toto unauthorizedunauthorized personnelpersonnel oror individuals.individuals. 

EmployeesEmployees cancan requestrequest furtherfurther informationinformation onon backgroundbackground checkcheck requirementsrequirements andand 
proceduresprocedures fromfrom thethe PrincipalPrincipal oror thethe AdministrationAdministration Office.Office. 

2.062.06 CONFLICTCONFLICT OFOF INTERESTINTEREST 

AllAll EmployeesEmployees mustmust avoidavoid situationssituations involvinginvolving actualactual oror potentialpotential conflictsconflicts ofof interest.interest. 

AnAn EmployeeEmployee involvedinvolved inin anyany relationshipsrelationships oror situationssituations whichwhich maymay constituteconstitute aa conflictconflict 
ofof interestinterest shouldshould immediatelyimmediately andand fullyfully disclosedisclose thethe relevantrelevant circumstancescircumstances toto hishis oror herher 
immediateimmediate supervisor,supervisor, oror thethe boardboard ofof directors, forfor aa determinationdetermination aboutabout whetherwhether aa 
potentialpotential oror actualactual conflictconflict exists.exists. Iflf anan actualactual oror potentialpotential conflictconflict isis determined,determined, NMANMA 
maymay taketake whateverwhatever correctivecorrective actionaction appearsappears appropriateappropriate accordingaccording toto thethe 
circumstances.circumstances. FailureFailure toto disclosedisclose factsfacts shallshall constituteconstitute groundsgrounds forfor disciplinarydisciplinary action.action. 

directors, 

r  . l ? ,
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3.03.0 EMPLOYMENTEMPLOYMENT STATUSSTATUS && RECORDSRECORDS 

3.013.01 BESTBEST EFFORTSEFFORTS BYBY EMPLOYEEEMPLOYEE 

TheThe NovaNova MeridianMeridian AcademyAcademy EmployeeEmployee willwill performperform faithfully,faithfully, industriously,industriously, andand toto thethe 
Employee's 	 talents,bestbest ofof Employee's ability,ability, experience,experience, andand talents, allall ofof thethe dutiesduties thatthat areare requiredrequired 

accordingaccording toto thethe jobjob description,description, toto thethe reasonablereasonable satisfactionsatisfaction ofof Employer.Employer. EmployeesEmployees 
shallshall notnot engageengage inin activitiesactivities oror outsideoutside employmentemployment thatthat wouldwould interfereinterfere withwith thethe 
performanceperformance ofof Employee'sEmployee's dutiesduties oror competecompete withwith Employer's businessbusiness duringduring thethe termterm 
ofof thisthis agreement,agreement, unlessunless EmployeeEmployee receivesreceives priorprior writtenwritten consentconsent fromfrom Employer.Employer. 

3,02 PROFESSIONALPROFESSIONAL STANDARDSSTANDARDS 

Employer's 

3.02 

1.1. Gonduct,ProfessionalProfessional EthicalEthical Conduct, Practices,Practices, andand PerformancePerformance 

StandardStandard 1.11.1 	 NMANMA staffstaff shallshall notnot knowinglyknowingly engageengage inin deceptivedeceptive practicespractices 
regardingregarding officialofficial policiespolicies ofof NMA.NMA. 

StandardStandard 1.21.2 	 NMANMA staffstaff shallshall notnot knowinglyknowingly misappropriate,misappropriate, divert,divert, oror useuse 
NMANMA monies,monies, personnel,personnel, property,property, oror equipmentequipment committedcommitted toto 
hishis oror herher chargecharge forfor personalpersonal gaingain oror advantage.advantage. 

StandardStandard 1.31.3 	 NMANMA staffstaff shallshall notnot submitsubmit fraudulentfraudulent requestsrequests forfor 
reimbursement,reimbursement, expenses,expenses, oror pay.pay. 

StandardStandard 1.41.4 	 NMANMA staffstaff shallshall notnot useuse institutionalinstitutional oror professionalprofessional privilegesprivileges forfor 
personalpersonal oror partisanpartisan advantage.advantage. 

StandardStandard 1.51.5 	 NMANMA staffstaff shallshall neitherneither acceptaccept nornor offeroffer gratuities,gratuities, gifts,gifts, oror favorsfavors 
thatthat impairimpair professionalprofessional judgmentjudgment oror toto obtainobtain specialspecial 
advantage.advantage. ThisThis standardstandard shallshall notnot restrictrestrict thethe acceptanceacceptance ofof 
giftsgifts oror tokenstokens offeredoffered andand acceptedaccepted openlyopenly fromfrom students,students, 
parents,parents, oror otherother personspersons oror organizationsorganizations inin recognitionrecognition oror 
appreciationappreciation ofof service.service. 

StandardStandard 1.61.6 	 NMANMA staffstaff shallshall notnot falsifyfalsify records,records, oror directdirect oror coercecoerce othersothers toto 
dodo so.so. 

StandardStandard 1.71.7 	 NMANMA staffstaff shallshall complycomply withwith statestate regulations,regulations, writtenwritten locallocal 
schoolschool boardboard policies,policies, andand otherother applicableapplicable statestate andand federalfederal 
laws.laws. 

2.2. EthicalEthical ConductConduct towardtoward ProfessionalProfessional ColleaguesColleagues 

StandardStandard 2.12.1 	 NMANMA staffstaff shallshall notnot revealreveal confidentialconfidential healthhealth oror personnelpersonnel 
informationinformation concerningconcerning colleaguescolleagues unlessunless disclosuredisclosure serves 
lawfullawful professionalprofessional purposespurposes oror isis requiredrequired byby law.law. 

seryes 
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2.2	 NMANMA staffstaff shallshall notnot harmharm othersothers by knowinglyknowingly makingmaking falseStandardStandard 2.2 by false 
a orstatementsstatements aboutabout a colleaguecolleague or thethe academy.academy. 

2.3 to 	 andStandardStandard 2.3 	 NMANMA staffstaff shallshall adhereadhere to NMANMA governinggoverning boardboard policiespolicies and 
statestate andand federalfederal lawslaws regardingregarding thethe hiring,hiring, evaluation,evaluation, andand 
dismissaldismissal ofof personnel.personnel. 

StandardStandard 2.42.4 	 NMANMA staffstaff shallshall notnot interfereinterfere withwith aa colleague'scolleague's exerciseexercise ofof
political,political, professional,professional, oror citizenshipcitizenship rightsrights andand responsibilities.responsibilities. 

StandardStandard 2.52.5 	 NMANMA staffstaff shallshall notnot discriminatediscriminate againstagainst or coercecoerce a colleaguecolleague 
onon thethe basisbasis ofof race,race, color,color, religion,religion, nationalnational origin,origin, age, sex, 

or a 
age,sex,

disability,disability, oror familyfamily status.status. 

StandardStandard 2.62.6 	 NMANMA staffstaff shallshall notnot useuse coercivecoercive meansmeans oror promisepromise ofof specialspecial 
treatmenttreatment inin orderorder toto influenceinfluence professionalprofessional decisionsdecisions oror 
colleagues.colleagues. 

3. 	 EthicalEthical ConductConduct towardtoward StudentsStudents 

StandardStandard 3.13.1 NMANMA staffstaff shallshall notnot revealreveal confidentialconfidential informationinformation concerningconcerning 
studentsstudents unlessunless disclosuredisclosure servesserves lawfullawful professionalprofessional purposes 
oror isis requiredrequired byby law.law. 

StandardStandard 3.23.2 	 NMANMA staffstaff shallshall notnot knowinglyknowingly treattreat aa studentstudent inin aa manner thatthat 

purposei 

manner 
tearning,adverselyadversely affectsaffects thethe student'sstudent's learning, physicalphysical health,health, mentalmental 

health,health, oror safety.safety. shailNMANMA staffstaff shall notnot conductconduct themselvesthemselves inin thethe 
presencepresence ofof studentsstudents inin aa mannermanner consideredconsidered inappropriateinappropriate oror
rnprofessional.unprofessional. 


StandardStandard 3.33.3 dellberately
NMANMA staffstaff shallshall notnot deliberately oror knowinglyknowingly misrepresentmisrepresent factsfacts 
regardingregarding aa student.student. 

StandardStandard 3.43.4 	 NMANMA staffstaff shallshall notnot excludeexclude aa in astudentstudent fromfrom participationparticipation in a 
program,program, denydeny benefitsbenefits toto aa student,student, oror grantgrant anan advantageadvantage to ato a 

iex,studentstudent onon thethe 	basisbasis ofof race,race, color,color, sex, disability,disability, nationalnational 
origin,origin, religion,religion, ororfamilyfamily status.status. 

StandardStandard3.53.5 	 NMANMA staffstaff shallshall notnot engageengage inin physicalphysical mistreatmentmistreatment of aof a
student.student. 

StandardStandard3.63.6 NMANMA staffstaff shallshall notnot solicitsolicit oror engageengage inin sexualsexual conductconduct or aor a 
aromanticromanticrelationshiprelationshipwithwith astudent.student. 

StandardStandard3.73.7 NMANMAstaffstaffshallshallnotnotfurnishfurnishalcoholalcohol orillegal/unauthorizedillegal/unauthorizeddrugsdrugs 
toto anyany studentstudent oror knowinglyknowingly allowallow anyany studentstudent to consume 

or 
to consume 

alcottolalcohol oror illegal/unauthorizedillegal/unauthorized drugsdrugs inin thethe presencepresence of NMANMAof 
staff.staff. 

|, {5
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3.033.03 	 PERFORMANCEPERFORMANCE REVIEWSREVIEWS FORFOR TEACHINGTEACHING STAFFSTAFF 

All 	 be atAll teachersteachers shallshall be reviewedreviewed at leastleast twicetwice perper schoolschool yearyear byby thethe Principal/Director.Principal/Director. 
ofTheThe purposepurpose of thesethese reviewsreviews isistoto identifyidentify strengthsstrengths (noting(noting particularlyparticularly goodgood work),work), 

OFI's (Opportunities(Opportunities forfor lmprovement), growth, and developdeveloprecognizerecognize OFl's Improvement), encourageencourage growth,-and 
astrategiesstrategies withinwithin a supportivesupportive team.team. FormalFormal evaluationsevaluations willwill bebe conductedconducted usingusing thethe 

californiastandardsCalifornia Standards forfor thethe TeachingTeaching ProfessionProfession whichwhich are:are: 

1.1. 	 EngagingEngaging andand SupportingSupporting AllAll StudentsStudents ininLearningLearning 
2.2. 	 CreatingCreating andand MaintainingMaintaining EffectiveEffective EnvironmentsEnvironments forfor StudentStudent LearningLearning 
3.3. 	 UnderstandingUnderstanding andand OrganizingOrganizing SubjectSubject MatterMatter forfor StudentStudent LearningLearning 
4.4. 	 PlanningPlanning InstructionInstruction andand DesigningDesigning LearningLearning ExperiencesExperiences forfor allall StudentsStudents 
5.5. 	 AssessingAssessing StudentStudent LearningLearning 
6.6. 	 DevelopingDeveloping asas aa ProfessionalProfessional EducatorEducator 

MembersMembers ofof thethe GoverningGoverning Board,Board, thethe Principal,Principal, andand otherother staffstaff shallshall bebe permittedpermitted toto 
Farentsconductconduct informalinformal observationsobservations ofof teachingteaching staffstaff andand otherother staffstaff atat anyany time.time. Parents andand 

visitorsvisitors maymay conductconduct informalinformal observationsobservations ofof teachingteaching staffstaff byby appointment.appointment. TeachersTeachers 
shallshall bebe providedprovided noticenotice ofof formalformal observationsobservations priorprior toto thethe evaluation asas aa partpart ofof thetheevaluaiion 

process.evaluationevaluation process. 

3.043.04 	 PERFORMANCEPERFORMANCE REVIEWSREVIEWS FORFOR ADMINISTRATIVEADMINISTRATIVE && CLASSIFIEDCLASSIFIED STAFFSTAFF 

AllAll AdministrativeAdministrative andand ClassifiedClassified EmployeesEmployees shallshall bebe reviewedreviewed atat leastleast twicetwice perper schoolschool 
yearyear byby thethe PrincipalPrincipal oror aa representativerepresentative ofof thethe GoverningGoverning Board.Board. TheThe purposepurpose ofof thesetnese
reviewsreviews isis toto identifyidentify strengthsstrengths (noting(noting partlcularlyparticularly goodgood work),work), recognizerecognize OFl'sOFI's 

lmprovement), growth,-anldevelop'strategies aa(Opportunities(Opportunities forfor Improvement), encourageencourage growth, and develop strategies withinwithin 
supportivesupportive team.team. FormalFormal evaluationsevaluations willwill bebe conductedconducted usingusing thethe MalcolmMalcolm BaldrigeBaldrige
PerformancePerformance StandardsStandards ofof ExcellenceExcellence whichwhich are:are: 

1 .1. 	 LeadershipLeadership (Communication(Communication && EthicalEthical Behavior)Behavior)
2 . 	  strategic2. 	 Strategic DevelopmentDevelopment (How(How goalsgoals andand objectivesobjectives areare met)met)
3.	  StudenUStakeholder (ldentlfflng3. 	 Student/Stakeholder FocusFocus (Identifying thethe requirements,requirements, needsneeds expectations,expectations, 

stakehorders.HowHowthosethose needsneeds areare met.met.andand preferencespreferences ofof studentsstudents andand stakeholders. 
4. 	 (Organlzailonal4. 	  ManagementManagement ofof InformationInformation (Organizational skills)skills)
5 .5. 	 OfficeOffice EnvironmentEnvironment (Creating(Creating anan effectiveeffective workingworking environmentenvironment thatthat willwill promotepromote

success.)success.) 
6.6. 	 ProcessProcess ManagementManagement (The(The processprocess oror systemsystem thatthat isis inin placeplace toto deliverdeliver qualityquality

andand valuevaluetoto studentsstudentsandand stakeholders.)stakeholders.)
7.7. 	 ResultsResults(Assessment,(Assessment, StudentStudent learninglearningoutcomes.)outcomes.) 

3.053.05 	 ACCESSACCESSTOTOPERSONNELPERSONNELFILESFILES 

a,,-... NovaNova MeridianMeridianAcademyAcademy maintainsmaintains a personnelpersonnel filefile onon eacheach employee.employee. TheThe personnelpersonnel
filefile includesincludes suchsuch informationinformation asas thethe employee'semployee's jobjob application,application, resume, recordsrecords of 
training,training, documentationdocumentation ofof performanceperformance appraisalsappraisals andand salarysalary increases,increases, andand otherother 
employmentemploymentrecords.records. 

iesume, of 
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PersonnelPersonnel filesfiles areare thethe propertyproperty ofof NMA,NMA, andand accessaccess toto thethe informationinformation theythey containcontain isis 
restricted . Generally,Generally, onlyonly supervisorssupervisors andand managementmanagement personnelpersonnel ofof thethe schoolschool whowho 
havehave aa legitimatelegitimate reasonreason toto reviewreview informationinformation inin aa filefile areare allowedallowed toto dodo so.so. 
restricted. 

EmployeesEmployees whowho wishwish toto reviewreview theirtheir ownown filefile shouldshould contactcontact thethe PrincipalPrincipal oror thethe OfficeOffice 
ManagerManager andand scheduleschedule aa mutuallymutually agreeableagreeable timetime toto reviewreview theirtheir files.files. EmployeesEmployees maymay 
reviewreview theirtheir ownown personnelpersonnel filesfiles inin NMA'NMA' administrativeadministrative officesoffices andand inin thethe presencepresence ofof anan 
individualindividual appointedappointed toto maintainmaintain NMANMA filesfiles oror thethe Principal'sPrincipal's designee.designee. 

3.063.06 PERSONNELPERSONNEL DATADATA CHANGESCHANGES 

ItIt isis thethe responsibilityresponsibility ofof eacheach employeeemployee toto promptlypromptly notifynotify NovaNova MeridianMeridian AcademyAcademy ofof 
anyany changeschanges inin personnelpersonnel data.data. PersonalPersonal mailingmailing addresses,addresses, telephonetelephone numbers,numbers, 
numbernumber andand namesnames ofof dependents,dependents, individualsindividuals toto bebe contactedcontacted inin thethe eventevent ofof 
emergency,emergency, educationaleducational accomplishments,accomplishments, andand otherother suchsuch statusstatus reportsreports shouldshould bebe 

lfaccurateaccurate andand currentcurrent atat allall times.times. If anyany personnelpersonnel datadata hashas changed,changed, eacheach employeeemployee 
shallshall havehave thethe dutyduty toto notifynotify thethe AdministrationAdministration Office.Office. 

3.073.07 REIMBURSEMENTREIMBURSEMENT FORFOR EXPENSESEXPENSES 

NMANMA willwill reimbursereimburse thethe EmployeeEmployee forfor "out-of-pocket""out-of-pocket" expensesexpenses relatedrelated toto thethe 
performanceperformance ofof his/herhis/her jobjob dutiesduties including,including, butbut notnot limitedlimited to,to, traveltravel andand basicbasic schoolschool 
supplysupply expenses,expenses, however,however, approvalapproval mustmust bebe givengiven byby administrationadministration priorprior toto thethe 
expenditure,expenditure. 

ToTo receivereceive reimbursementreimbursement onon approvedapproved expenses,expenses, thethe EmployeeEmployee isis toto fillfill outout anan 
EmployeeEmployee ExpenseExpense ReportReport (see(see attachedattached copy)copy) withwith copiescopies ofof thethe receiptsreceipts attached.attached. 
TheThe expenseexpense reportreport mustmust bebe submittedsubmitted toto thethe schoolschool PrincipalPrincipal forfor signaturesignature andand 
processing.processing. 

3.083.08 ATTENDANCEATTENDANCE ANDAND TARDINESSTARDINESS 

ToTo maintainmaintain aa safesafe andand productiveproductive workwork environment,environment, NMANMA expectsexpects employeesemployees toto bebe 
reliablereliable andand punctualpunctual inin reportingreporting forfor scheduledscheduled work.work. AbsenteeismAbsenteeism andand tardinesstardiness placeplace 
aa burdenburden onon otherother employeesemployees andand onon NMA.NMA. InIn thethe rarerare instancesinstances whenwhen employeesemployees 
cannotcannot avoidavoid beingbeing latelate toto workwork oror areare unableunable toto workwork asas scheduled,scheduled, theythey shouldshould notifynotify 
thethe schoolschool administratoradministrator asas soonsoon asas possiblepossible butbut nono laterlater thanthan 2424 hourshours inin advanceadvance ofof 
thethe anticipatedanticipated tardinesstardiness oror absence,absence, butbut nono laterlater thanthan 11 oror 22 hourshours beforebefore startstart ofof 
school.school. 

PoorPoor attendanceattendance andand excessiveexcessive tardinesstardiness areare disruptivedisruptive toto thethe School'sSchool's educationaleducational 
programprogram andand toto ourour students.students. EitherEither maymay leadlead toto disciplinarydisciplinary action,action, upup toto andand includingincluding 
releaserelease fromfrom at-willat-will employment.employment. 
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UponUpon terminationtermination ofof employment,employment, thethe EmployeeEmployee shallshall deliverdeliver allall propertyproperty (including(including 
keys,keys, records,records, passwords,passwords, notes,notes, data,data, memoranda,memoranda, models,models, andand equipment)equipment) thatthat isis inin 
thethe Employee'sEmployee's possessionpossession oror underunder thethe Employee'sEmployee's control,control, whichwhich isis Employer'sEmployer's 
propertyproperty oror relatedrelated toto Employer'sEmployer's business.business. 

3.103.10 WORKWORK SCHEDULESCHEDULE 

TEACHERS:TEACHERS: 

SchoolSchool hourshours forfor full-timefull-time teachersteachers areare 7:307:30 AMAM toto 4:004:00 PMPM duringduring normalnormal schoolschool days.days. 

InIn addition,addition, teachersteachers areare expectedexpected toto participateparticipate inin NovaNova MeridianMeridian AcademyAcademy programsprograms 
whichwhich maymay bebe heldheld outsideoutside schoolschool hours.hours. TheseThese include,include, butbut areare notnot limitedlimited to,to, staffstaff 
meetings,meetings, parent-teacher-studentparent-teacher-student conferences,conferences, parentparent meetings,meetings, fieldfield tripstrips andand openopen 
househouse nights.nights. AA teacherteacher representativerepresentative isis encouragedencouraged toto participateparticipate inin oneone BoardBoard ofof 
DirectorsDirectors meetingmeeting perper monthmonth inin orderorder toto ensureensure on-goingon-going communicationcommunication betweenbetween thethe 
BoardBoard ofof DirectorsDirectors andand teachingteaching staff.staff. 

ADMINISTRATIVEADMINISTRATIVE && CLASSIFIEDCLASSIFIED EMPLOYEES:EMPLOYEES: 

StaffStaff willwill determinedetermine thethe workwork schedulesschedules forfor AdministrativeAdministrative && ClassifiedClassified Staff.Staff. 

3.113.11 MEALMEAL PERIODSPERIODS 

Non-exemptNon-exempt employeesemployees areare providedprovided withwith aa thirtythirty minuteminute mealmeal period,period, toto bebe takentaken 
approximatelyapproximately inin thethe middlemiddle ofof thethe workday.workday. AnAn Employee'sEmployee's supervisorsupervisor shouldshould bebe awareaware 
ofof andand approveapprove youryour scheduledscheduled mealmeal andand restrest periods.periods. 

EmployeesEmployees areare expectedexpected toto observeobserve assignedassigned workingworking hourshours andand thethe timetime allowedallowed forfor 
mealmeal andand restrest periods.periods. EmployeesEmployees areare notnot toto leaveleave thethe premisespremises duringduring restrest periodsperiods 
andand mustmust notnot taketake moremore thanthan tenten (10)(10) minutesminutes forfor eacheach restrest period.period. EmployeesEmployees maymay 
leaveleave thethe premisespremises duringduring thethe mealmeal period.period. 

Nov.lNovAMnnrnluvMERIDIAN ACADEMY EMPLOYEE HANDBOOKAc.lnnuy EprploynB Hsnnoox PagePage 14 of 4114of4r b{tr 



gacdb-csd-sep09item04 
Attachment 11 
Page 15 of 41

4.04.0 COMPENSATIONCOMPENSATION ANDAND BENEFITSBENEFITS 

4.014.01 COMPENSATIONCOMPENSATION 

SalariesSalaries ofof Teaching,Teaching, AdministrativeAdministrative andand ClassifiedClassified EmployeesEmployees areare determineddetermined byby thethe 

GoverningGoverning BoardBoard ofof NovaNova MeridianMeridian AcademyAcademy andand areare notnot tiedtied toto thethe ColtonColton UnifiedUnified 

SchoolSchool District.District. AsAs compensationcompensation forfor thethe servicesservices providedprovided byby thethe Employee,Employee, NMANMA willwill 

paypay thethe employeeemployee thethe setset amountamount inin hishis oror herher At-WillAt-Will EmploymentEmployment Agreement,Agreement, lessless 

applicableapplicable statestate andand federalfederal withholdingswithholdings andand deductions,deductions, payablepayable monthlymonthly onon thethe lastlast 

dayday ofof eacheach month.month. UponUpon terminationtermination ofof employment,employment, paymentspayments shallshall cease;cease; provided,provided, 

however,however, thatthat thethe EmployeeEmployee shallshall bebe entitledentitled toto paymentspayments forfor periodsperiods oror partialpartial periodsperiods 

thatthat occurredoccurred priorprior toto thethe datedate ofof terminationtermination andand forfor whichwhich thethe EmployeeEmployee hadhad notnot yetyet 

beenbeen paid.paid. 


4.024.02 OVERTIMEOVERTIME PAYPAY 

WhetherWhether anan employeeemployee isis exemptexempt fromfrom oror subjectsubject toto overtimeovertime paypay willwill bebe determineddetermined onon aa 

case-by-casecase-by-case basisbasis andand willwill bebe indicatedindicated inin thethe employee'semployee's jobjob description.description. Generally,Generally, 

teachersteachers andand administratorsadministrators areare exempt.exempt. Non-exemptNon-exempt employeesemployees maymay bebe requiredrequired toto 

workwork beyondbeyond thethe regularlyregularly scheduledscheduled workdayworkday oror workweekworkweek asas necessary.necessary. Only actualactual
Oniy
hourshours workedworked inin aa givengiven workdayworkday oror workweekworkweek cancan applyapply inin calculatingcalculating overtimeovertime forfor non­
exemptexempt employees.employees. NMANMA willwill attemptattempt toto distributedistribute overtimeovertime evenlyevenly andand accommodateaccommodate 
individualindividual schedules.schedules. AllAll overtimeovertime workwork mustmust bebe previouslypreviously authorizedauthorized byby thethe 
Employee'sEmployee's supervisor.supervisor. work-ed 

non-

NMANMA providesprovides compensationcompensation forfor allall overtimeovertime hourshours worked byby 

non-exemptnon-exempt employeesemployees inin accordanceaccordance withwith statestate andand federalfederal lawlaw asas follows:follows: 


ForFor employeesemployees subjectsubject toto overtime,overtime, allall hourshours workedworked inin excessexcess ofof eighteight (8)(8) hourshours inin oneone 

workdayworkday oror fortyforty (40)(40) hourshours inin oneone workweekworkweek shallshall bebe treatedtreated asas overtime.overtime. 

CompensationCompensation forfor hourshours inin excessexcess ofof fortyforty (40)(40) forfor thethe workweekworkweek oror inin excessexcess ofof eighteight

(8)(8) andand notnot moremore thanthan twelvetwelve (12)(12) forfor thethe workday,workday, andand forfor thethe firstfirst eighteight (8)(8) hourshours onon thethe 

seventhseventh consecutiveconsecutive dayday inin oneone workweek,workweek, shallshall bebe paidpaid atat aa raterate ofof oneone andand one-halfone-half 

timestimes thethe employee'semployee's regularregular raterate ofof pay.pay. CompensationCompensation forfor hourshours inin excessexcess ofof twelvetwelve 

(12)(12) inin oneone workdayworkday andand anan excessexcess ofof eighteight (8)(8) onon thethe seventhseventh consecutiveconsecutive workdayworkday ofof 

pay,thethe workweekworkweek shallshall bebe paidpaid atat doubledouble thethe regularregular raterate ofof pay. 

ExemptExempt employeesemployees maymay havehave toto workwork hourshours beyondbeyond theirtheir normalnormal schedulesschedules asas workwork 
demandsdemands require.require. NoNo overtimeovertime compensationcompensation willwill bebe paidpaid toto thesethese exemptexempt employees.employees. 

4.034.03 RETIREMENTRETIREMENT PLANPLAN 

CredentialedCredentialed employeesemployees areare eligibleeligible toto participateparticipate inin thethe StateState TeachersTeachers RetirementRetirement 
SystemSystem (STRS).(STRS). STRSSTRS reportingreporting willwill bebe mademade throughthrough thethe countycounty accordingaccording toto 
establishedestablished guidelinesguidelines fromfrom thethe StateState TeachersTeachers RetirementRetirement SystemSystem atat anan employee rateemployee-rate
atSo/o B.2E%.at 8% andand employeremployer matchedmatched raterate ofof 8.25%. 

Cfassifiedstaffstaff maymay bebe eligibleeligible toto participateparticipate inin aa 4O1K401 K planplan uponupon oneone yearyearClassified ofof 
employment.employment. 
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4.044.04 MEDICALMEDICAL INSURANCEINSURANCE 

(i.e. hourshours oror perper week)week) standardstandardNMANMA willwill provideprovide toto fullfull t imetime employeesemployees (i.e. 3030 moremore 
healthhealth insuranceinsurance benefitsbenefits whichwhich includesincludes medical,medical, dental,dental, vision,vision, andand lifelife insurance.insurance. 
NMANMA willwill paypay thethe costcost ofof suchsuch coveragecoverage forfor full-timefull-time employees,employees, however,however, NMANMA willwill notnot 
paypay healthhealth insuranceinsurance costscosts forfor familyfamily membersmembers butbut employeesemployees maymay addadd familyfamily membersmembers 
atat theirtheir ownown expense.expense. 

4.0s coBRA4.05 COBRA 

ShouldShould anan employee'semployee's medicalmedical benefitsbenefits terminate,terminate, hehe oror sheshe willwill bebe offeredoffered thethe optionoption ofof 
continuingcontinuing coveragecoverage forfor thethe timetime periodsperiods asas providedprovided forfor underunder thethe ConsolidatedConsolidated 
OmnibusOmnibus BudgetBudget ReconciliationReconciliation ActAct (COBRA).(COBRA). COBRACOBRA givesgives employeesemployees andand theirtheir 
qualifiedqualified beneficiariesbeneficiaries thethe opportunityopportunity toto continuecontinue healthhealth insuranceinsurance coveragecoverage underunder 
NMA'SNMA'S healthhealth planplan whenwhen aa "qualifying"qualifying event"event" wouldwould normallynormally resultresult inin thethe lossloss ofof 
eligibility.eligibility. SomeSome commoncommon qualifyingqualifying eventsevents areare resignation,resignation, terminationtermination ofof employment,employment, 
oror deathdeath ofof anan employee;employee; aa reductionreduction inin anan employee'semployee's hourshours oror aa leaveleave ofof absence;absence; anan 
employee'semployee's divorcedivorce oror legallegal separation;separation; andand aa dependentdependent childchild nono longerlonger meetingmeeting 
eligibilityeligibility requirements.requirements. UnderUnder COBRA,COBRA, thethe employeeemployee oror beneficiarybeneficiary payspays the fullfull costcost ofth-e oi 

NMA'scoveragecoverage atat NMA's groupgroup raterate plusplus anan administrationadministration fee.fee. 

4.064.06 WORKERS'COMPENSATIONWORKERS' COMPENSATION INSURANCEINSURANCE 

NovaNova MeridianMeridian AcademyAcademy providesprovides aa comprehensivecomprehensive workers'workers' compensationcompensation insuranceinsurance 
programprogram atat nono costcost toto employees.employees. ThisThis programprogram coverscovers anyany injuryinjury oror illnessillness sustainedsustained inin 
thethe coursecourse ofof employmentemployment thatthat requiresrequires medical,medical, surgical,surgical, oror hospitalhospital treatment.treatment. 
EmployeesEmployees whowho sustainsustain work-relatedwork-related injuriesinjuries oror illnessesillnesses shouldshould informinform theirtheir supervisorsupervisor 
immediately.immediately. NoNo mattermatter howhow minorminor anan on-the-jobon-the-job injuryinjury maymay appear,appear, itit isis importantimportant thatthat itit 
bebe reportedreported immediately.immediately. ThisThis willwill enableenable anan eligibleeligible employeeemployee toto qualifyqualify forfor coveragecoverage asas 
quicklyquickly asas possible.possible. 

NeitherNeither NMANMA nornor thethe insuranceinsurance carriercarrier willwill bebe liableliable forfor thethe paymentpayment ofof workers'workers' 
compensationcompensation benefitsbenefits forfor injuriesinjuries thatthat occuroccur duringduring anan employee'semployee's voluntaryvoluntary
participationparticipation inin anyany off-dutyoff-duty recreational,recreational, social,social, oror athleticathletic activityactivity sponsoredsponsored byby NMA.NMA. 
NorNor shallshall NMANMA oror thethe insuranceinsurance carriercarrier bebe liableliable forfor paymentpayment ofof workers'workers' compensationcompensation 
inin thethe eventevent thatthat thethe injuryinjury toto thethe employeeemployee waswas occasionedoccasioned byby thethe intoxicationintoxication and/orand/or 
impairmentimpairment ofof thethe employeeemployee oror willfullywillfully sufferedsuffered byby thethe employeeemployee oror intentionallyintentionally inflictedinflicted 
byby thethe employee.employee. 

4.074.07 VACATTONSVACATIONS 

STAFF:TEACHINGTEACHING STAFF: 

ApartApart fromfrom schoolschool breaksbreaks andand holidays,holidays, TeachersTeacherswillwill notnotaccrueaccrue vacationvacation time.time. 

ADMINISTMTIVE EMPLOYEES:ADMINISTRATIVE &&CLASSIFIEDCLASSIFIED EMPLOYEES: 
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VacationVacation timetime offoff withwith paypay isis availableavailable toto Full-timeFull-time AdministrativeAdministrative andand ClassifiedClassified StaffStaff 
providingproviding opportunitiesopportunities forfor rest,rest, relaxation,relaxation, andand personalpersonal pursuits.pursuits. NMANMA AdministratorsAdministrators 
andand ClassifiedClassified EmployeesEmployees areare entitledentitled toto 55 vacationvacation daysdays eacheach year,year, accruedaccrued monthlymonthly atat 
thethe raterate ofof 3.333.33 hours.hours. PaidPaid vacationvacation timetime cancan bebe usedused inin minimumminimum incrementsincrements ofof oneone 
day.day. ToTo taketake vacationvacation timetime off,off, employeesemployees shouldshould requestrequest advanceadvance approvalapproval fromfrom theirtheir 
Director.Director. RequestsRequests willwill bebe reviewedreviewed basedbased onon aa numbernumber ofof factors,factors, includingincluding businessbusiness 
needsneeds andand staffingstaffing requirements.requirements. 

VacationVacation timetime offoff isis paidpaid atat thethe employee'semployee's basebase paypay raterate atat thethe timetime ofof vacation.vacation. It doesdoes 
notnot includeinclude overtimeovertime oror anyany specialspecial formsforms ofof compensationcompensation suchsuch asas incentivesincentives andand 
bonuses.bonuses. 

lt 

UponUpon terminationtermination ofof employment,employment, employeesemployees willwill bebe paidpaid forfor unusedunused vacationvacation timetime thatthat 
hashas beenbeen earnedearned throughthrough thethe lastlast dayday ofof work.work. 

4.084.08 HOLIDAYSHOLIDAYS 

TeachersTeachers shallshall bebe entitledentitled toto holidaysholidays asas setset forthforth inin thethe SchoolSchool CalendarCalendar asas follows:follows: 

Veteran'sVeteran's DayDay 

ThanksgivingThanksgiving RecessRecess (1(1 Week)Week) 

WinterWinter RecessRecess (3(3 Weeks)Weeks) 

MartinMartin LutherLuther KingKing DayDay 

President'sPresident's DayDay 

SpringSpring RecessRecess (1(1 Week)Week) 

MemorialMemorial DayDay 

SummerSummer BreakBreak 


AdministrativeAdministrative && ClassifiedClassified StaffStaff shallshall bebe entitledentitled toto holidaysholidays asas follows:follows: 

MartinMartin LutherLuther KingKing DayDay 
President'sPresident's DayDay 
MemorialMemorial DayDay 
IndependenceIndependence DayDay 
LaborLabor DayDay 
Veteran'sVeteran's DayDay 
ThanksgivingThanksgiving DayDay andand FridayFriday 
winter weeks)-Winter RecessRecess (2(2 Weeks) - datesdates toto bebe setset byby administrationadministration 

WhenWhen aa holidayholiday fallsfalls onon aa Saturday,Saturday, thethe precedingpreceding FridayFriday willwill bebe celebratedcelebrated asas thethe 
holiday;holiday; ifif itit fallsfalls onon Sunday,Sunday, thethe followingfollowing MondayMonday willwill bebe celebratedcelebrated asas thethe holiday.holiday. 

4.094.09 SICKSICK LEAVELEAVE 

EmployeesEmployees whowho workwork thirtythirty hourshours oror moremore aa weekweek shallshall earnearn 11 dayday paidpaid sicksick leaveleave onon 
thethe firstfirst ofof eacheach monthmonth ofof employmentemployment duringduring thethe schoolschool yearyear notnot toto exceedexceed 1010 days.days. 

mavSickSick leaveleave benefitsbenefits may notnot bebe convertedconverted intointo cashcash compensationcompensation andand unusedunused sicksick 
leaveleave shallshall notnot bebe paidpaid uponupon termination.termination. 
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PaidPaid sicksick leaveleave cancan bebe usedused inin minimumminimum incrementsincrements ofof oneone day.day. AnAn eligibleeligible employeeemployee 
to ormaymay useuse sicksick leaveleave benefitsbenefits forfor anan absenceabsence duedue to hishis oror herher ownown il lnessillness or injury,injury, oror 

athatthat ofof a child,child, parent,parent, oror spousespouse ofof thethe employee.employee. EmployeesEmployees maymay useuse theirtheir sicksick timetime 
forfor personalpersonal timetime offoff withwith priorprior approvalapproval fromfrom thethe Principal.Principal. 

EmployeesEmployees whowho areare unableunable toto reportreport toto workwork duedue toto illnessillness oror injuryinjury shouldshould notifynotify thethe 
schoolschool principalprincipal oror thethe administratoradministrator atat leastleast 11 OROR 22 hourshours beforebefore thethe scheduledscheduled startstart ofof 
theirtheir workday.workday. TheThe principalprincipal oror administratoradministrator mustmust alsoalso bebe contactedcontacted onon eacheach additionaladditional 
dayday ofof absence.absence. Iflf anan employeeemployee isis absentabsent forfor threethree oror moremore consecutiveconsecutive daysdays duedue toto 

orillnessillness oror injury,injury, NMANMA maymay requirerequire aa physician'sphysician's statementstatement verifyingverifying thethe illnessillness or injuryinjury 
andand itsits beginningbeginning andand expectedexpected endingending dates.dates. SuchSuch verificationverification maymay bebe requestedrequested forfor 
otherother sicksick leaveleave absencesabsences asas wellwell andand maymay bebe requiredrequired asas aa conditioncondition toto receivingreceiving sicksick 
leaveleave benefits.benefits. 

4,10 FAMILYFAMILY ANDAND MEDICALMEDICAL LEAVELEAVE ACT/CALIFORNIAACT/CALIFORNIA FAMILYFAMILY RIGHTSRIGHTS ACTACT4.10 

LEAVELEAVE 


ThisThis policypolicy explainsexplains howhow NMANMA compliescomplies withwith thethe federalfederal FamilyFamily andand MedicalMedical LeaveLeave ActAct 
('FMLA")("FMLA") andand thethe CaliforniaCalifornia FamilyFamily RightsRights ActAct ("CFRA"),("CFRA"), bothboth ofof whichwhich requirerequire NMANMA toto
permitpermit eacheach eligibleeligible employeeemployee toto taketake upup toto 1212 workweeksworkweeks ofof FMLAFMLA leaveleave inin anyany 12-12­
monthmonth periodperiod forfor thethe birth/adoptionbirth/adoption ofof aa child,child, thethe employee'semployee's ownown seriousserious illnessillness oror toto 
carecare forfor certaincertain familyfamily membersmembers whowho havehave aa seriousserious illness.illness. ForFor purposespurposes ofof thisthis policy,policy, 

CFMallall leaveleave takentaken underunder FMLAFMLA oror CFRA willwill bebe referredreferred toto asas "FMLA"FMLA leave."leave." 

.• EmployeeEmployee EligibilityEligibility CriteriaCriteria 

, ToTo bebe eligibleeligible forfor FMLAFMLA leave,leave, thethe employeeemployee mustmust havehave beenbeen employedemployed byby NMANMA 
forfor thethe lastlast 1212 monthsmonths andand mustmust havehave workedworked atat leastleast 1,2501,250 hourshours duringduring thethe 12-month12-month 
periodperiod immediatelyimmediately precedingpreceding commencementcommencement ofof thethe FMLAFMLA leave.leave. 

.• EntifleEventsEvents ThatThat MayMay Entitle AnAn EmployeeEmployee ToTo FMLAFMLA LeaveLeave 

TheThe 12-week12-week FMLAFMLA allowanceallowance includesincludes anyany timetime takentaken (with(with oror withoutwithout pay)pay) forfor anyany ofof 
thethe followingfollowing reasons:reasons: 

1.1. ToTo carecare forfor thethe employee'semployee's newbornnewborn childchild oror aa childchild placedplaced withwith thethe 
care.employeeemployee forfor adoptionadoption oror fosterfoster care. 

LeavesLeaves forfor thisthis purposepurpose mustmust concludeconclude 1212 monthsmonths afterafter thethe birth,birth, adoption,adoption, oror
placement.placement. lfIf bothboth parentsparents areare employedemployed byby NMA,NMA, theythey willwill bebe entitled toto a combinedcombinedentiiled a 
totaltotal ofof 1212weeksweeks ofofleaveleaveforfor thisthis purpose.purpose. 

2. BecauseBecause ofof thethe employee'semployee's ownown seriousserious healthhealth conditioncondition (including(including a2. a 
___ seriousserious healthhealth conditioncondition resultingresulting fromfrom anan on-the-jobon-the-job illnessillness oror injury)injury) that makes thethaf makes-tne 

anyoneemployeeemployee unableunable toto performperform anyoneorormoremore ofofthethe essentialessential functionsfunctions ofofhishis orherherjobjobor 
a(other(other thanthan a disabilitydisability causedcaused byby pregnancy,pregnancy, childbirth,childbirth, oror relatedrelated medicalmedical conditions,conditions, 

whichwhich isiscoveredcovered bybyNMA'sNMA'sseparateseparatepregnancypregnancydisabilitydisabilitypolicy).policy). 
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3.3. a aToTo carecare forfor a spouse,spouse, child,child, oror parentparent withwith a seriousserious healthhealth condition.condition. 

4.4. is orAA "serious"serious healthhealth condition"condition" is anan il lness,illness, injury,injury, impairment,impairment, or physicalphysical oror 
mentalmental conditioncondition thatthat involves:involves: (1)(1) inpatientinpatient carecare (Le.,(i.e., in aanan overnightovernight stay)stay) in a hospital,hospital, 
hospice,hospice, oror residentialresidential medicalmedical carecare facility,facility, includingincluding anyany periodperiod ofof incapacityincapacity or anyany 
subsequentsubsequent treatmenttreatment ininconnectionconnection withwith suchsuch inpatientinpatient care;care; oror (2)(2) continuingcontinuing treatmenttreatment 

a provider, 

or 

byby a healthhealth carecare provider. 

. AmountAmount ofof FMLAFMLA LeaveLeave WhichWhich MayMay BeBe TakenTaken 

1.1. FMLAFMLA leaveleave cancan bebe takentaken inin oneone oror moremore periods,periods, butbut maymay notnot exceedexceed 1212 
workweeksworkweeks totaltotal forfor anyany purposepurpose inin anyany 12-month12-month period,period, asas describeddescribed below,below, forfor anyany 
one,one, oror combinationcombination ofof thethe above-describedabove-described situations.situations. "Twelve"Twelve workweeks"workweeks" meansmeans thethe 
equivalentequivalent ofof twelvetwelve ofof thethe employee'semployee's normallynormally scheduledscheduled workweeks.workweeks. ForFor aa full-timefull-time 
employeeemployee whowho worksworks fivefive eight-houreight-hour daysdays perper week,week, "twelve"twelve workweeks"workweeks" meansmeans 6060 
workingworking and/orand/or paidpaid eight-houreight-hour days.days. 

2.2. TheThe "12"12 monthmonth period"period" inin whichwhich 1212 weeksweeks ofof FMLAFMLA leaveleave maymay bebe takentaken isis 
thethe 1212 monthmonth periodperiod immediatelyimmediately precedingpreceding thethe commencementcommencement ofof anyany FMLAFMLA Leave.Leave. 

. PayPay DuringDuring FMLAFMLA LeaveLeave 

1.1. AnAn employeeemployee onon FMLAFMLA leaveleave becausebecause ofof hishis oror herher ownown seriousserious healthhealth 
conditioncondition mustmust useuse allall accruedaccrued paidpaid sicksick leaveleave andand maymay useuse anyany oror allall accruedaccrued paidpaid 
vacationvacation timetime atat thethe beginningbeginning ofof anyany otherwiseotherwise unpaidunpaid FMLAFMLA leaveleave period.period. 

2.2. AnAn employeeemployee onon FMLAFMLA leaveleave forfor childchild carecare oror toto carecare forfor aa spouse,spouse, parent,parent, 
oror childchild withwith aa seriousserious healthhealth conditioncondition maymay useuse anyany oror allall accruedaccrued paidpaid vacationvacation atat thethe 

othenruisebeginningbeginning ofof anyany otherwise unpaidunpaid FMLAFMLA leave.leave. 

3.3. AllAll otherother FMLAFMLA leavesleaves areare unpaidunpaid leaves.leaves. 

4.4. TheThe receiptreceipt ofof vacationvacation pay,pay, sicksick leaveleave pay,pay, oror StateState DisabilityDisability InsuranceInsurance 
benefitsbenefits willwill notnot extendextend thethe lengthlength ofof thethe FMLAFMLA leave.leave. VacationVacation paypay andand sicksick paypay 
accruesaccrues duringduring anyany periodperiod ofof unpaidunpaid FMLAFMLA leaveleave onlyonly untiluntil thethe endend ofof the monthmonth inin 
whichwhich unpaidunpaid leaveleave began.began. 

tfre 

.• HealthHealth BenefitsBenefits 

TheThe provisionsprovisions ofof NMA'sNMA's variousvarious employeeemployee benefitbenefit plansplans governgovern continuingcontinuing 
eligibilityeligibility duringduring FMLAFMLA leave,leave, andand thesethese provisionsprovisions maymay changechange fromfrom timetime toto time.time. TheThe 
healthhealth benefitsbenefits ofofemployeesemployeesonon FMLAFMLA leaveleavewillwill bebe paidpaid byby NMAduringduringthethe leaveleave atatthethe 
samesame levellevel andand underunderthethe samesame conditionsconditionsasas coveragecoveragewouldwould havehave beenbeen providedprovided ifthethe 

runln 
if 

----- employeeemployee hadhad beenbeen continuouslycontinuously employedemployed duringduring thethe leaveleave period.period. WirenWhen a requestrequesta 
forfor FMLAFMLA leaveleave isis granted,granted, NMANMA willwill givegive thethe employeeemployee writtenwritten confirmationconfirmation ofof thethe 
arrangementsarrangementsmademadeforforthethepaymentpaymentofofinsuranceinsurancepremiumspremiumsduringduringthethe leaveleaveperiod.period. 

.• SenioritySeniority 
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AnAn employeeemployee onon FMLAFMLA leaveleave remainsremains anan employeeemployee andand thethe will notleaveleave will not 
a in service.constituteconstitute a breakbreak in service. AnAn employeeemployee whowho returnsreturns fromfrom FMLAFMLA leaveleave willwill returnreturn 

withwith thethe samesame seniorityseniority hehe oror sheshe hadhad whenwhen thethe leaveleave commenced.commenced. 

.• MedicalMedical CertificationsCertifications 

1.1. AnAn employeeemployee requestingrequesting FMLAFMLA leaveleave becausebecause ofof hishis oror herher ownown oror aa 
relative'srelative's seriousserious healthhealth conditioncondition mustmust provideprovide medicalmedical certificationcertification fromfrom thethe 
appropriateappropriate healthhealth carecare providerprovider onon aa formform suppliedsupplied byby NMA.NMA. FailureFailure toto provideprovide thethe 
requiredrequired certificationcertification inin aa timelytimely mannermanner (within(within 1515 daysdays ofof thethe leaveleave request)request) maymay resultresult 
inindenialdenial ofof thethe leaveleave requestrequest untiluntil suchsuch certificationcertification isis provided.provided. 

2. lf2. If NMANMA hashas reasonreason toto doubtdoubt thethe medicalmedical certificationcertification supportingsupporting a leaveleavea 
becausebecause ofof thethe employee'semployee's ownown seriousserious healthhealth condition , NMANMA maymay requestrequest a secondsecondcondition, a 
opinionopinion byby aa healthhealth carecare providerprovider ofof itsits choicechoice (paid(paid forfor byby NMA). If thethe secondsecond opinionopinionNMA). lf 

one,differsdiffers fromfrom thethe firstfirst one, NMANMA willwill paypay forfor aa third,third, mutuallymutually agreeable,agreeable, healthhealth carecare 
opinion.providerprovider toto provideprovide aa finalfinal andand bindingbinding opinion. 

3. RecertificationsRecertifications areare requiredrequired ifif leaveleave isis soughtsought afterafter expirationexpiration ofof thethe timetime3. 
estimatedestimated byby thethe healthhealth carecare provider.provider. canFailureFailure toto submitsubmit requiredrequired recertificationsrecertifications can 

leave.resultresult inin terminationtermination ofof thethe leave. 

' ProceduresProcedures forfor RequestingRequesting andand Scheduling FMLAFMLA LeaveLeavescheduling 

1.1. AnAn employeeemployee shouldshould requestrequest FMLAFMLA leaveleave byby completingcompleting aa RequestRequest forfor 
LeaveLeave formform andand submittingsubmitting itit toto thethe HeadHead ofof School.School. AnAn employeeemployee askingasking forfor aa Requestilequest
forfor LeaveLeave formform willwill bebe givengiven aa copycopy ofof NMA's then-currentthen-current FMLAFMLA leaveleave policy.NMA's po-licy. 

EmployeesEmployees shouldshould provideprovide notnot lessless thanthan 3030 days' noticenotice oror suchsuch shortershorter2.2. days' 
placement,noticenotice asas isis practicable,practicable, forfor foreseeableforeseeable childbirth,childbirth, placement, oror anyany plannedplanned medicalmedical 

spouse, Failure toto provideprovide suchsuchtreatmenttreatment forfor thethe employeeemployee oror his/herhis/her spouse, child,child, oror parent.parent. Failuie 
noticenotice isis groundsgrounds forfor denialdenial ofof aa leaveleave request,request, exceptexcept ifif thethe needneed forfor FMLAFMLA leaveleave waswas 
anan emergencyemergency oror waswas otherwiseotherwise unforeseeable.unforeseeable. 

possible,3.3. WhereWhere pOSSible, employeesemployees mustmust makemake aa reasonablereasonable efforteffort toto scheduleschedule 
foreseeableforeseeable plannedplanned medicalmedical treatmentstreatments soso asas notnot toto undulyunduly disruptdisrupt NMA'sNMA's operations.operations. 

If FMLAFMLA leaveleave isis takentaken becausebecause ofof thethe employee's ownown seriousserious healthhealth 
conditioncondition oror thethe seriousserious healthhealth conditioncondition ofof thethe employee'semployee's spouse,spouse, parentparent oror child,child, thethe 
leaveleave maymay bebe takentaken intermittentlyintermittently oror onon aa reducedreduced scheduie 

4.4. lf employee's 

leaveleave schedule whenwhen medicallymedically 
necessary,necessary, asas determineddetermined byby thethe healthhealth carecare providerprovider ofof thethe personperson with thethe seriousw1h serioui 

condition.healthhealth condition. 

.-.... 5.5. lfIfFMLAFMLA leaveleave isis takentaken becausebecause ofofthethe birthbirth ofofthethe employee'semployee's childchild or thetheor 
aa withwith employeeemployee forfor adoptionadoption oror foster'caie,thetheplacementplacement ofof childchild thethe foster care, minimumminimum 

durationdurationofofleaveleave isistwotwoweeks,weeks, exceptexceptthatthat NMANMAwillwill grantgrant arequestrequestforfor FMLAFMLA leaveforfora teave 

.&rf
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purposepurpose ofof at leastleast oneone dayday butbut lessless thanthan twotwo weeks'weeks' durationduration onthisthis at on anyany twotwo 
occasions.occasions. 

6.6. lf anan employeeemployee needsneeds intermittentintermittent leaveleave oror leaveleave on a reducedreduced leaveleaveIf on a 

scheduleschedule thatthat isis foreseeableforeseeable basedbased onon plannedplanned medicalmedical treatmenttreatment forfor thethe employeeemployee or a
or a 

member,familyfamily member, thethe employeeemployee maymay bebe transferredtransferred temporarilytemporarily toto anan availableavailable alternativealternative 
ispositionposition forfor whichwhich hehe oror sheshe is qualifiedqualified thatthat hashas equivalentequivalent paypay andand benefitsbenefits andand thatthat 

betterbetter accommodatesaccommodates recurringrecurring periodsperiods ofof leaveleave thanthan thethe employee's regularregular position.employee's position. 

7. In cases,7. In mostmost cases, NMANMA willwill respondrespond toto aa FMLAFMLA leaveleave requestrequest withinwithin twotwo daysdays 

ofof acquiringacquiring knowledgeknowledge thatthat thethe leaveleave isis beingbeing takentaken forfor anan FMLA-qualifyingFMLA-qualifying reasonreason and,and, 

in event,in anyany event, withinwithin 1010 daysdays ofof receivingreceiving thethe request.request. Iflf anan FMLAFMLA leaveleave requestrequest isis
 

wilt
granted,granted, NMANMA willwill notifynotify thethe employeeemployee inin writingwriting thatthat thethe leaveleave will bebe countedcounted againstagainst 

thethe employee'semployee's FMLAFMLA leaveleave entitlement.entitlement. ThisThis noticenotice willwill explainexplain thethe employee's
employee's 
obligationsobligations andand thethe consequencesconsequences ofof failingfailing toto satisfysatisfy them .them. 

.• ReturnReturn toto WorkWork 

1. UponUpon timelytimely returnreturn atat thethe expirationexpiration ofof thethe FMLAFMLA leaveleave period,period, an1. an 
"key"employeeemployee (other(other thanthan aa "key" employeeemployee whosewhose reinstatementreinstatement wouldwould causecause seriousserious andand 


grievousgrievous injuryinjury toto NMA'sNMA's operations)operations) isis entitledentitled toto thethe samesame oror aa comparablecomparable positionposition 

withwith thethe samesame oror similarsimilar dutiesduties andand virtuallyvirtually identicalidentical pay,pay, benefits,benefits, andand otherother termsterms andand 

conditionsconditions ofof employmentemployment unlessunless thethe samesame positionposition andand anyany comparablecomparable position(s)position(s) 

havehave ceasedceased toto existexist becausebecause ofof legitimatelegitimate businessbusiness reasonsreasons unrelatedunrelated toto the
ti.l;
employee's leave.employee's FMLAFMLA leave. 

2' WhenWhen aa requestrequest forfor FMLAFMLA leaveleave isis grantedgranted toto anan employeeemployee (other(other thanthan aa2. 
"key""key" employee),employee), NMANMA willwill givegive thethe employeeemployee aa writtenwritten guaranteeguarantee of reinstatementreinstatement atat 
thethe terminationtermination ofof thethe leaveleave (with(with thethe limitationslimitations explainedexplained above).above). 

oi 

3.3. BeforeBefore anan employeeemployee willwill bebe permittedpermitted toto returnreturn fromfrom FMLAFMLA leaveleave takentaken 

becausebecause ofof hishis oror herher ownown seriousserious healthhealth condition,condition, thethe employeeemployee mustmust obtainobtain a
a 
certificationcertification fromfrom hishis oror herher healthhealth carecare providerprovider thatthat hehe oror sheshe isis ableable toto resumeresume work.work. 

4' lfIf anan employeeemployee cancan returnreturn toto workwork withwith limitations, NMANMA willwill evaluateevaluate thosethose4. limitations, 

limitationslimitations and,and, ifif possible,possible, willwill accommodateaccommodate thethe employeeemployee asas requiredrequired byby law.law. lfIf 

accommodationaccommodation cannotcannot bebe made,made, thethe employeeemployee willwill bebe medicallymedically separatedseparated fromfrom NMA.NMA. 


. LimitationsLimitations onon ReinstatementReinstatement 

1.1. "key"FAMEFAME maymay refuserefuse toto reinstatereinstate aa "key"employeeemployee ififthethe refusalrefusal isis necessarynecessary 
toto preventprevent substantialsubstantial andand grievousgrievous injuryinjury toto NMA'sNMA's operations.operations. AA "key" employeeemployee isis an"key" an 
exemptexempt salariedsalaried employeeemployee whowho isis amongamong thethe highesthighest paidpaid 10%10% ofof NMA's employeesemployees 
withinwithin 7575 milesmilesofofthethe employee'semployee'sworksite.worksite. 

NMA's 

2' A "key"2. A "key"employeeemployeewillwill bebeadvisedadvised ininwritingwritingatatthethetimetimeofof arequestrequestfor,for, or ifa or if 
as a ;,key"earlier,earlier, atat thethe timetime ofofcommencementcommencement of,of, FMLAFMLA leave,leave, thatthat he/shehe/she qualifiesqualifies as a "key" 


employeeemployee andand thethe potentialpotential consequencesconsequences withwith respectrespect toto reinstatementreinstatement andand 
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maintenancemaintenance ofof healthhealth benefitsbenefits ifif NMANMA determinesdetermines thatthat substantialsubstantial andand grievousgrievous injuryinjury toto 
NMA'sNMA's operationsoperations willwill resultresult ifif thethe employeeemployee isis reinstatedreinstated fromfrom FMLAFMLA leave.leave. AtAt thethe timetime 
itit determinesdetermines thatthat refusalrefusal isis necessary,necessary, NMANMA willwill notifynotify thethe "key""key" employeeemployee inin writingwriting (by(by 
certifiedcertified mail)mail) ofof itsits intentintent toto refuserefuse reinstatementreinstatement andand willwill explainexplain thethe basisbasis forfor findingfinding 

employee'sthatthat thethe employee's reinstatementreinstatement wouldwould causecause NMANMA toto suffersuffer substantialsubstantial andand grievousgrievous 
injury.injury. lfIf NMANMA realizesrealizes afterafter thethe leaveleave hashas commencedcommenced thatthat refusalrefusal ofof reinstatementreinstatement isis 

itnecessary,necessary, it willwill givegive thethe employeeemployee atat leastleast tenten (10)(10) daysdays toto returnreturn toto workwork followingfollowing thethe 
noticenotice ofof itsits intentintent toto refuserefuse reinstatement.reinstatement. 

.• EmploymentEmployment DuringDuring LeaveLeave 

AnAn employeeemployee onon FMLAFMLA leaveleave maymay notnot acceptaccept employmentemployment withwith anyany otherother 
employeremployer withoutwithout NMA'sNMA's writtenwritten permission. employeeemployee whowho acceptsaccepts suchsuchpermission. AnAn 
employmentemployment willwill bebe deemeddeemed toto havehave resignedresigned fromfrom employmentemployment atat NMA.NMA. 

4.114.11 PREGNANCYPREGNANCY DISABILITYDISABILITY LEAVELEAVE 

ThisThis policypolicy explainsexplains howhow NMANMA compliescomplies withwith thethe CaliforniaCalifornia PregnancyPregnancy DisabilityDisability Act,Act, 
whichwhich requiresrequires NMANMA toto givegive eacheach femalefemale employeeemployee anan unpaidunpaid leaveleave ofof absenceabsence ofof upup toto 
fourfour (4)(4) months,months, asas needed,needed, forfor thethe period(s)period(s) ofof timetime aa womanwoman isis actuallyactually disableddisabled byby 
pregnancy,pregnancy, childbirth,childbirth, oror relatedrelated medicalmedical conditions.conditions. 

.• EmployeeEmployee EligibilityEligibility CriteriaCriteria 

ToTo bebe eligibleeligible forfor pregnancypregnancy disabilitydisability leave,leave, thethe employeeemployee mustmust bebe disableddisabled byby 
pregnancy,pregnancy, childbirth,childbirth, oror aa relatedrelated medicalmedical conditioncondition andand mustmust provideprovide appropriateappropriate 
medicalmedical certificationcertification concerningconcerning thethe disability.disability. 

' EventsEvents ThatThat MayMay EntitleEntitle AnAn EmployeeEmployee toto PregnancyPregnancy DisabilityDisability LeaveLeave 

TheThe four-monthfour-month pregnancypregnancy disabilitydisability leaveleave allowanceallowance includesincludes anyany timetime takentaken 
(with(with oror withoutwithout pay)pay) forfor anyany ofof thethe followingfollowing reasons:reasons: 

1.1. anyoneTheThe employeeemployee isis unableunable toto workwork atat allall oror isis unableunable toto performperform anyone oror 
moremore ofof thethe essentialessential functionsfunctions ofof herher jobjob withoutwithout undueundue riskrisk toto herself,herself, thethe successfulsuccessful 
completioncompletion ofof herher pregnancy,pregnancy, oror toto otherother personspersons becausebecause ofof pregnancypregnancy oror childbirth,childbirth, oror 
becausebecause ofof anyany medicallymedically recognizedrecognized physicalphysical oror mentalmental conditioncondition thatthat isis relatedrelated toto 
pregnancypregnancy oror childbirthchildbirth (including(including severesevere morningmorning sickness);sickness); oror 

2.2. TheThe employeeemployee needsneeds toto taketake timetime offoff forfor parentalparental care.care. 

.• DurationDuration OfOf PregnancyPregnancy DisabilityDisability LeaveLeave 

PregnancyPregnancy disabilitydisability leaveleave maymay bebe takentaken inin oneone oror moremore periods,periods, butbut notnot toto 
exceedexceed fourfour monthsmonths total.total. "Four"Four months"months" meansmeans thethe numbernumber ofof daysdays thethe employeeemployee 
wouldwould normallynormally workwork withinwithin fourfour months.months. ForFor aa full-timefull-time employeeemployee whowho worksworks fivefive eighteight 
hourhour daysdays perper week,week, fourfour monthsmonths meansmeans 8888 workingworking and/orand/or paidpaid eighteight hourhour daysdays ofof 
leaveleave entitlemententitlement basedbased onon anan averageaverage ofof2222 workingworking daysdays perper monthmonth forfor fourfour months.months. 

u/
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does not countagainst theasainst leave whichwhich bebePregnancy disability leave may 
available as Family Care and Medical Leave. 

count thereave mav 
"u"ir"IrJ?sJp:#,f#':lJ"J5,iii:"[t 

•, PayPay DuringDuring PregnancyPregnancy DisabilityDisability LeaveLeave 

1.1. AnAn employeeemployee onon pregnancypregnancy disabilitydisability leaveleave mustmust useuse allall accruedaccrued paidpaid sicksick 
leaveleave andand maymay useuse anyany oror allall accruedaccrued vacationvacation timetime atat thethe beginningbeginning ofof anyany otherwiseotherwise 
unpaidunpaid leaveleave period.period. 

2. TheThe receiptreceipt ofof vacationvacation pay,pay, sicksick leaveleave pay,pay, oror statestate disabilitydisability insuranceinsurance2. 
benefitsbenefits willwill notnot extendextend thethe lengthlength ofof pregnancypregnancy disabilitydisability leave.leave. 

3. VacationVacation paypay andand sicksick paypay accruesaccrues duringduring anyany periodperiod ofof unpaidunpaid pregnancypregnancy3. 
disabilitydisability leaveleave onlyonly untiluntil thethe endend ofof thethe monthmonth inin whichwhich thethe unpaidunpaid leaveleave began.began. 

,• HealthHealth BenefitsBenefits 

Ihe provisionsprovisions NMA'sNMA'svariousvarious employeeemployee benefitbenefit plansplans governgovern continuedcontinuedThe ofof 
eligibilityeligibility duringduring pregnancypregnancy disabilitydisability leaveleave andand thesethese provisionsprovisions maymay changechange fromfrom timetime 
toto time.time. WhenWhen aa requestrequest forfor pregnancypregnancy disabilitydisability leaveleave isis granted,granted, NMANMA willwill givegive thethe 
employeeemployee writtenwritten confirmationconfirmation ofof thethe arrangementsarrangements mademade forfor thethe paymentpayment ofof insuranceinsurance 

period.premiumspremiums duringduring thethe leaveleave period . 

.• SenioritySeniority 

AnAn employeeemployee onon pregnancypregnancy disabilitydisability leaveleave remainsremains anan employeeemployee ofof NMANMA andand aa 
leaveleave willwill notnot constituteconstitute aa breakbreak inin service.service. WhenWhen anan employeeemployee returnsreturns fromfrom pregnancypregnancy 
disabilitydisability leave,leave, hehe oror sheshe willwill returnreturn withwith thethe samesame seniorityseniority hehe oror sheshe hadhad whenwhen thethe 
leaveleave commenced.commenced. 

• MedicalMedical CertificationsCertifications 

1.1. AnAn employeeemployee requestingrequesting aa pregnancypregnancy disabilitydisability leaveleave mustmust provideprovide 
medicalmedical certificationcertification fromfrom herher healthcarehealthcare providerprovider onon aa formform suppliedsupplied byby NMA.NMA. FailureFailure toto 
provideprovide thethe requiredrequired certificationcertification inin aa timelytimely mannermanner (within(within fifteenfifteen (15)(15) daysdays ofof thethe leaveleave 
request)request) maymay resultresult inin aa denialdenial ofof thethe leaveleave requestrequest untiluntil suchsuch certificationcertification isis provided.provided. 

2.2. 	 RecertificationsRecertifications areare requiredrequired ifif leaveleave isis soughtsought afterafter expirationexpiration ofof thethe timetime 
provider,FailureFailure toto submitsubmit requiredrequired recertificationsrecertifications cancanestimatedestimated byby thethe healthcarehealthcare provider. 

leave.resultresult inin terminationtermination ofof thethe leave. 

• RequestingRequesting AndAnd SchedulingScheduling PregnancyPregnancy DisabilityDisability LeaveLeave 

1.1. AnAn employeeemployee shouldshould requestrequest pregnancypregnancy disabilitydisability leaveleave byby completingcompleting aa 
RequestRequest forfor LeaveLeave formform andand submittingsubmitting itit toto herher supervisor. AnAn employeeemployee askingasking forfor aa 
RequestRequest forfor LeaveLeave formform willwill bebe referredreferred toto NMA'sNMA'sthenthen currentcurrent pregnancypregnancy disabilitydisability leaveleave 

supervisor. 

policy.Pol icY'  
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2.2. EmployeeEmployee shouldshould provideprovide notnot lessless thanthan thirtythirty (30)(30) daysdays or as shortshort ofor as of 
as is if is FailureFailure to provideprovide suchsuchtonoticenotice as is practicable,practicable, if thethe needneed forfor thethe leaveleave is foreseeable.foreseeable. 
isnoticenotice is groundsgrounds forfor denialdenial ofof thethe leaveleave request,request, exceptexcept if thethe needneed forfor pregnancypregnancyif 

wasan 	 othenryisedisabilitydisability leaveleave was an emergencyemergency andand waswas otherwise unforeseeable.unforeseeable. 

3. possible,3. 	 WhereWhere possible, employeesemployees mustmust makemake a reasonablereasonable effortefforta toto scheduleschedule 
NMA'sforeseeableforeseeable plannedplanned medicalmedical treatmentstreatments soso asas notnot toto undulyunduly disruptdisrupt NMA's operations.operations. 

4.4' 	 or on aPregnancyPregnancy disabilitydisability leaveleave maymay bebe takentaken intermittentlyintermittently or on a reducedreduced 

leaveleave scheduleschedule whenwhen medicallymedically advisable,advisable, asas determineddetermined byby thethe employeesemployees healthcarehealthcare 

provider.provider. 


5.5. Iflf anan employeeemployee needsneeds intermittentintermittent leaveleave oror leaveleave onon aa reducedreduced leaveleave 

scheduleschedule thatthat isis foreseeableforeseeable basedbased onon treatment,
plannedplanned medicalmedical treatment, thethe employeeemployee maymay

bebe transferredtransferred temporarilytemporarily toto anan pos1ion or ii
availableavailable alternativealternative position forfor whichwhich hehe or sheshe is 
qualifiedqualified thatthat hashas equivalentequivalent paypay andand benefitsbenefits thatthat betterbetter accommodatesaccommodates recurringrecurring 

employee's position.periodsperiods ofof leaveleave thanthan thethe employee's regularregular position. 

6.6. InIn mostmost cases, NMANMA willwill respondrespondcases, toto aa pregnancypregnancy disabilitydisability leaveleave requestrequest

withinwithin twotwo (2)(2) daysdays ofof acquiringacquiring knowledgeknowledge thatthat thethe leaveleave qualifiesqualifies asas pregnancypregnancy

disabilitydisability and , inin anyany event,event, withinwithin ten (10)(10) daysdays ofof receivingreceiving thethe request.request. If aa pregnancyand, te1 	 lf preinancy
disabilitydisability leaveleave requestrequest isis granted,granted, NMANMA willwill notifynotify thethe employee inin writingwriting andand leave will 


ieaveentilement.ThisThis noticenotice 

empioyee teivewiit

bebe countedcounted againstagainst thethe employee'semployee's pregnancypregnancy disabilitydisability leave entitlement. 
employee'swillwill explainexplain thethe employee's obligationsobligations andand thethe consequencesconsequences ofof failingfailing toto satisfysatisfy them.them. 

. ReturnReturn ToTo WorkWork 

1.1. UponUpon timelytimely returnreturn atat thethe expirationexpiration ofof thethe pregnancypregnancy disabilitydisability leaveleave 
period,anperiod, an employeeemployee isis entitledentitled toto thethe samesame positionposition unlessunless the employeeemployee wouldwould notnot 

otherwiseotherwise havehave beenbeen employedemployed inin thethe samesame positionposition (at(at thethe timetime reinstatementreinstatement isis 

requested).requested). lfIf thethe employeeemployee isis notnot reinstatedreinstated toto thethe samesame position,position, sheshe mustmust bebe 

reinstatedreinstated toto aa comparablecomparable positionposition unlessunless therethere isis nono comparablecomparable positionposition available,available, 

butbut fillingfilling thatthat positionposition withwith thethe returningreturning employeeemployee wouldwould substantiallysubstantially undermineundermine 


thL 

NMA'sNMA'sabilityability toto operateoperate thethe businessbusiness safelysafely andand efficiently. AA "comparable" positionposition isis a 

positionposition thatthat involvesinvolves thethe samesame oror simllarsimilar dutiesduties andand responsibilities andand isis virtuallyvirtuallyresponsibiiities

identicalidentical toto thethe employee'semployee's originaloriginal positionposition inin termsterms ofof pay,pay, benefits,benefits, andand working 


efficiently. "comparable,; a 

workini
conditions.conditions. 

2.2. aWhenWhen a requestrequest forfor pregnancypregnancy disabilitydisability leaveleave isis grantedgranted toto anan employee,employee, 
aNMANMAwillwill givegivethethe employeeemployee awrittenwritten guaranteeguaranteeofofreinstatementreinstatementatatthetheendend ofofthethe leaveleave 


(with(withthethe limitationslimitationsexplainedexplainedabove).above). 


3.3. 	 aBeforeBeforeanan employeeemployeewillwill bebe permittedpermitted toto returnreturnfromfrom apregnancypregnancydisabilitydisability
leaveleave ofof threethree daysdays oror more,more, thethe employeeemployee mustmust obtainobtain a certification fromfrom herher 

work. 
a certifiiation 

healthcarehealthcareproviderproviderthatthatshesheisisableabletotoresumeresume work. 
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4. lf4. 	 If thethe employeeemployee cancan returnreturn to workwork withwithto limitations,limitations, NMANMA willwill evaluateevaluate 
if Iflfthosethose limitationslimitations and,and, if possible,possible, willwill accommodateaccommodate thethe employeeemployee asas requiredrequired byby law.law. 

accommodationaccommodation cannotcannot bebe made,made, thethe employeeemployee willwill bebe medicallymedically separatedseparated fromfrom NMA.NMA. 

.• EmploymentEmployment DuringDuring LeaveLeave 

AnAn employeeemployee onon pregnancypregnancy disabilitydisability leaveleave maymay notnot acceptaccept employmentemployment withwith anyany 
otherother employeremployer withoutwithout NMA'sNMA's writtenwritten permission.permission. AnAn employeeemployee whowho acceptsaccepts suchsuch 
employmentemployment willwill bebe deemeddeemed toto havehave resignedresigned fromfrom employment.employment. 

4,12 BEREAVEMENTBEREAVEMENT4.12 

AnAn employeeemployee shallshall bebe permittedpermitted toto useuse notnot moremore thanthan 33 daysdays ofof sicksick leaveleave whenwhen thatthat 
employee'semployee's absenceabsence isis requiredrequired duedue toto thethe deathdeath ofof employee'semployee's spouse,spouse, domesticdomestic 
partner,partner, parent,parent, childchild (including(including thethe childchild ofof aa domesticdomestic partner),partner), sibling,sibling, grandparent,grandparent, or-are 	 or 

ln-lawsgrandchild.grandchild. In-laws andand step-relativesstep-relatives inin thethe relationshipsrelationships listedlisted alsoalso are covered.covered. TheThe 
provisionprovision alsoalso coverscovers otherother personspersons residingresiding inin thethe employee'semployee's household.household. Inln addition,addition, 
anan employeeemployee shallshall bebe permittedpermitted toto useuse notnot moremore thanthan 11 dayday ofof sicksick leaveleave inin anyany calendarcalendar 
yearyear forfor bereavementbereavement oror funeralfuneral attendanceattendance duedue toto thethe deathdeath ofof anyany otherother person.person. TheThe 
employeeemployee shallshall provideprovide priorprior noticenotice toto thethe immediateimmediate supervisorsupervisor asas toto thethe needneed forfor andand 
likelylikely lengthlength ofof anyany suchsuch absence.absence. 

,-.... 4.134.13 JURYJURY DUTYDUTY 

UponUpon notificationnotification byby aa courtcourt toto reportreport forfor juryjury duty,duty, thethe employeeemployee shallshall immediatelyimmediately 
cgyrtrequestrequest fromfrom thethe court juryjury dutyduty duringduring non-schoolnon-school months.months. InIn thethe eventevent thisthis requestrequest isii 

notnot granted,granted, timetime offoff withwith nono lossloss ofof salarysalary limitedlimited toto twotwo (2)(2) weeksweeks willwill bebe providedprovided forfor 
juryjury dutyduty requiredrequired toto bebe servedserved duringduring thethe schoolschool year.year. AnyAny employee,employee, whenwhen advisedadvised ofof 
his/herhis/her notificationnotification ofof juryjury duty,duty, mustmust immediatelyimmediately informinform thethe Director. NMANMA encouragesencourages 
staffstaff toto requestrequest summersummer juryjury duty.duty. 

Direcior. 

4.144.14 VOTINGVOTING 
lfIf anan employeeemployee doesdoes notnot havehave sufficientsufficient timetime outsideoutside ofof workingworking hourshours toto votevote inin anan 
officialofficial state-sanctionedstate-sanctioned election,election, thethe employeeemployee maymay taketake offoff enoughenough workingworking timetime toto 
vote.vote. regulaiSuchSuch timetime offoff shallshall bebe takentaken atat thethe beginningbeginning oror thethe endend ofof thethe regular workingworking 
shift,shift, whicheverwhichever allowsallows forfor moremore freefree timetime andand thethe timetime takentaken offoff shallshall bebe combinedcombined withwitfi
thethe votingvoting timetime availableavailable outsideoutside ofof workingworking hourshours toto aa maximummaximum ofof twotwo (2)(2) hourshours 
combined.combined. UnderUnder thesethese circumstances,circumstances, anan employeeemployee willwill bebe allowedallowed aa maximummaximum ofof twotwo 
(2)(2) hourshours ofof timetime offoff duringduring anan electionelection dayday withoutwithout lossloss ofof pay.pay. WhenWhen possible,possible, anan
employeeemployee requestingrequesting timetime offoff toto votevote shallshall givegive hishis oror herher supervisorsupervisor atat leastleast twotwo (2)(2) 
daysdays notice.notice. 

4.154.15 UNPAIDUNPAID LEAVELEAVE 

EmployeesEmployees maymayrequestrequest unpaidunpaid leaveleaveandand itit maymaybebegrantedgranted atatthethe solesolediscretiondiscretionofofthethe 
School.School. 

q
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5.05.0 	 POLtCtESPOLICIES 

5.015.01 	 SEXUALSEXUAL HARASSMENTHARASSMENT 

PolicyPolicy StatementStatement 

NMANMA isiscommittedcommitted toto providingproviding andand continuingcontinuing toto provideprovide aa cooperativecooperative andand comfortablecomfortable 
workwork environmentenvironment freefree ofof sexualsexual harassmentharassment ofof anyany kind.kind. ThisThis policypolicy isis intendedintended toto bebe 
consistentconsistent with,with, andand intendedintended toto be,be, enforcedenforced inin conformanceconformance withwith thethe CaliforniaCalifornia FairFair 
EmploymentEmployment andand HousingHousing ActAct asas wellwell asas TitleTitle VII ofof thethe CivilCivil RightsRights ActAct ofof 1964,1964, whichwhich 
proscribesproscribes harassmentharassment inin thethe workplace.workplace. 

Vll 

TheThe policypolicy ofof NMANMA forbidsforbids discriminationdiscrimination againstagainst anyany employee,employee, applicantapplicant forfor 
employment,employment, oror student,student, onon thethe basisbasis ofof sex. TheThe schoolschool willwill notnot toleratetolerate sexualsexual 
harassmentharassment activityactivity byby anyany ofof itsits employees.employees. ThisThis policypolicy similarlysimilarly appliesapplies toto parents,parents, 
non-employeenon-employee volunteers,volunteers, independentindependent contractors,contractors, oror anyany otherother individualindividual havinghaving 

sex. 

campus.contactcontact withwith thethe NMANMA campus. 

A.A. 	 DefinitionsDefinitions 

1.1. 	 -ConductConduct ofof aa SexualSexual NatureNature - ConductConduct ofof aa sexualsexual naturenature maymay include,include, butbut isis notnot 
limitedlimited to,to, verbal,verbal, visualvisual oror physicalphysical sexualsexual advances,advances, includingincluding subtlesubtle pressurepressure 
forfor sexualsexual activity;activity; touching,touching, staring,staring, lookinglooking upup andand down,down, pinching,pinching, patting,patting, oror 
brushingbrushing against;against; commentscomments regardingregarding physicalphysical oror personalitypersonality characteristics of aa 
sexualsexual nature;nature; sexually-orientedsexually-oriented "kidding,""kidding," "teasing,""teasing," double-entendres,double-entendres, explicitexplicit oror 
suggestivesuggestive messages,messages, cartoons,cartoons, picturespictures andand jokes,jokes, andand anyany harassingharassing conductconduct 

characteristics-of 

toto whichwhich anan employeeemployee wouldwould notnot bebe subjectedsubjected toto butbut forfor suchsuch employee's sex.sex.employee'i 

2.2. 	 UnwelcomeUnwelcome ConductConduct ofof aa SexualSexual Nature.Nature. 

(a)(a) 	 Verbal,Verbal, visualvisual oror physicalphysical conductconduct ofof aa sexualsexual naturenature maymay constituteconstitute sexualsexual 
harassmentharassment whenwhen thethe allegedlyallegedly harassedharassed employeeemployee hashas indicated,indicated, byby hishis 

unwelcome.oror herher conduct,conduct, thatthat itit isis unwelcome. 

(b)(b) 	 AnAn employeeemployee whowho hashas initiallyinitially welcomedwelcomed suchsuch conductconduct byby activeactive 
participationparticipation mustmust givegive specificspecific noticenotice toto thethe allegedalleged harasserharasser thatthat suchsuch 
conductconduct isis nono longerlonger welcomewelcome inin orderorder forfor anyany suchsuch subsequentsubsequent conductconduct toto 
bebe deemeddeemed unwelcome.unwelcome. 

(c)(c) 	 TheThe NovaNova MeridianMeridian AcademyAcademy CharterCharter SchoolSchool prohibitsprohibits anyany conductconduct ofof aa 
sexualsexual naturenature directeddirected towardtoward studentsstudents byby teachersteachers oror othersothers toto whomwhom thisthis 
policypolicy applies,applies, andand shallshall presumepresume thatthat anyany suchsuch conductconduct isis unwelcome.unwelcome. 

B.B. 	 SexualSexual HarassmentHarassment ProhibitedProhibited 

1.1. 	 ForFor thethe purposespurposes ofof thisthis policy,policy, unwelcomeunwelcome sexualsexual advancesadvances oror requestsrequests forfor 
sexualsexual favors,favors, andand otherother unwelcomeunwelcome conductconduct ofof aa sexualsexual naturenature constituteconstitute 
prohibitedprohibited sexualsexual harassmentharassment if:if: v,oVqt}
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2.2. 

C.C. 

1.1. 

to is 	 of(a)(a) 	 submissionsubmission to thethe conductconduct is mademade eithereither anan explicitexplicit oror implicitimplicit conditioncondition of 
employmentemployment (as(as anan il lustration,illustration, andand notnot asas a limitation,limitation, wherewhere a person'sperson's 
continuedcontinued employmentemployment isis conditionedconditioned uponupon oror impactedimpacted byby prohibitedprohibited 
sexual-basedsexual-based factors);factors); 

a 	 a 

(b)(b) 	 submissionsubmission toto oror rejectionrejection ofof thethe conductconduct is usedused asas a basisbasis forfor an 
employmentemployment decisiondecision affectingaffecting thethe harassedharassed employee;employee; andand 

is a an 

(c)(c) 	 thethe conductconduct substantiallysubstantially interferesinterferes withwith anan employee'semployee's student'sstudent's 
performance,performance, oror createscreates anan intimidating,intimidating, hostile,hostile, oror offensiveoffensive workwork oror 
schoolschool environment,environment, regardlessregardless ofof whetherwhether thethe employee'semployee's continuedcontinued 
employmentemployment oror compensationcompensation isis affected).affected). 

-SpecificSpecific ProhibitionsProhibitions - AdministratorsAdministrators andand Supervisors.Supervisors. 

(1)(1) 	 Itlt isis sexualsexual harassmentharassment forfor aa managermanager oror supervisorsupervisor toto useuse hishis oror herher 
authorityauthority toto solicitsolicit sexualsexual favorsfavors oror attentionattention fromfrom subordinatessubordinates whenwhen thethe 
subordinate'ssubordinate's failurefailure toto submitsubmit willwill resultresult inin adverseadverse treatment,treatment, oror whenwhen thethe 
subordinate'ssubordinate's acquiescenceacquiescence willwill resultresult inin preferentialpreferential treatment.treatment. 

(2)(2) 
a.a. 	 AdministratorsAdministrators andand supervisorssupervisors whowho eithereither engageengage inin sexualsexual 

harassmentharassment oror toleratetolerate suchsuch conductconduct byby otherother employeesemployees shallshall bebe 
subjectsubject toto sanctions,sanctions, asas describeddescribed below.below. 

b.b. 	 Non-managerialNon-managerial andand Non-supervisoryNon-supervisory EmployeesEmployees -- ltIt isis sexualsexual 
harassmentharassment forfor aa non-administrativenon-administrative andand non-supervisorynon-supervisory employeeemployee 
toto subjectsubject anotheranother suchsuch employeeemployee toto anyany unwelcomeunwelcome conductconduct ofof aa 
sexualsexual nature.nature. EmployeesEmployees whowho engageengage inin suchsuch conductconduct shallshall bebe 
subjectsubject toto sanctionssanctions asas describeddescribed below.below. 

EmployeesEmployees andand StudentsStudents - It isis sexualsexual harassmentharassment forfor anan employeeemployee 
toto subjectsubject aa studentstudent toto anyany conductconduct ofof aa sexualsexual nature.nature. EmployeesEmployees 
whowho engageengage inin suchsuch conductconduct shallshall bebe subjectsubject toto sanctions.sanctions. 

c.c. 	 - lt 

Reporting,Reporting, Investigation,Investigation, andand SanctionsSanctlons 

ltIt isis thethe expressexpress policypolicy ofof thethe NovaNova MeridianMeridian AcademyAcademy CharterCharter SchoolSchool toto 
encourageencourage individualsindividuals toto reportreport conductconduct theythey believebelieve maymay constituteconstitute sexualsexual 
harassment.harassment. TheThe SchoolSchool understandsunderstands thatthat victimsvictims ofof harassmentharassment areare oftenoften 
embarrassedembarrassed andand reluctantreluctant toto reportreport actsacts ofof harassmentharassmentforfor fearfear ofofbeingbeing blamed,blamed, 
concernconcern aboutabout beingbeing retaliatedretaliated against,against, oror becausebecause itit isis difficultdifficult toto discuss sexualdisculsse"uai 

others.mattersmattersopenlyopenlywithwith others. However,However, nono employeeemployee ofofthethe SchoolSchool shouldshould havehave toto 
endureendure harassingharassing conduct,conduct, andand thereforetherefore thethe SchoolSchool encouragesencourages everyoneeveryone toto
promptlypromptly reportreport anyany incidentsincidents ofof harassmentharassment soso thatthat correctivecorrective actionaction can bebecan 
takentaken 	asas necessary.necessary. ThisThis maymay bebe donedone throughthrough thethe employeeemployee grievancegrievance 

\Pry l
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resolutionresolution procedureprocedure oror byby reportingreporting suchsuch mattersmatters toto thethe onsiteonsite 
Administrator/Director/Principal.Administrator/Director/Principal. 

(a)(a) 	 EmployeesEmployees whowho feelfeel thatthat theirtheir superiorssuperiors areare conditioningconditioning promotions,promotions, 
increasesincreases inin wages,wages, continuationcontinuation ofof employment,employment, oror otherother termsterms oror 
conditionsconditions ofof employmentemployment uponupon agreementagreement toto unwelcomeunwelcome conductconduct ofof aa 
sexualsexual nature,nature, areare encouragedencouraged toto reportreport thesethese conditionsconditions toto thethe 
appropriateappropriate administrator.administrator. Iflf thethe employee'semployee's directdirect administratoradministrator oror 
supervisorsupervisor isis thethe offendingoffending person,person, thethe reportreport shallshall bebe mademade toto thethe nextnext 
higherhigher levellevel ofof authorityauthority oror toto thethe Board.Board. 

(b)(b) 	 EmployeesEmployees areare alsoalso urgedurged toto reportreport anyany unwelcomeunwelcome conductconduct ofof aa sexualsexual 
naturenature byby superiorssuperiors oror fellowfellow employeesemployees ifif suchsuch conductconduct interferesinterferes withwith thethe 
individual'sindividual's workwork performance,performance, oror createscreates aa hostilehostile oror offensiveoffensive workingworking 
environment.environment. 

EveryEvery reportedreported complaintcomplaint ofof harassmentharassment willwill bebe investigatedinvestigated promptlypromptly andand 
thoroughlythoroughly byby SchoolSchool staff.staff. TypicallyTypically thethe investigationinvestigation willwill includeinclude 
interviewinginterviewing thethe complainant,complainant, anyoneanyone whowho maymay havehave knowledgeknowledge ofof thethe 
allegedalleged harassment,harassment, andand thethe allegedalleged harasser.harasser. OnceOnce thethe investigationinvestigation isis 
completed,completed, thethe SchoolSchool willwill notifynotify thethe complainantcomplainant ofof thethe resultsresults ofof thethe 
investigation.investigation. TheThe SchoolSchool willwill makemake everyevery efforteffort toto handlehandle thethe 
investigationinvestigation inin asas confidentialconfidential aa mannermanner asas possiblepossible consistentconsistent withwith aa 
thorough,thorough, fairfair andand properproper investigation.investigation. ltIt shouldshould bebe understoodunderstood thatthat thethe 
SchoolSchool willwill notnot toleratetolerate reprisalsreprisals oror retaliationretaliation againstagainst anyoneanyone asas aa resultresult ofof 
thethe good-faithgood-faith reportingreporting ofof chargescharges ofof sexualsexual harassment.harassment. lfIf youyou feelfeel youyou 
havehave beenbeen subjectsubject toto retaliationretaliation inin anyany form,form, youyou shouldshould reportreport itit toto youryour 
supervisorsupervisor oror thethe appropriateappropriate schoolschool administrator.administrator. 

(c)(c) 	 StudentsStudents areare urgedurged toto reportreport anyany conductconduct ofof aa sexualsexual naturenature byby schoolschool 
employees,employees, oror othersothers toto whomwhom thisthis policypolicy applies,applies, toto aa schoolschool counselorcounselor oror 
administrator.administrator. 

2.2. 	 InIn determiningdetermining whetherwhether allegedalleged conductconduct constitutesconstitutes sexualsexual harassmentharassment thethe 
totalitytotality ofof thethe circumstances,circumstances, thethe naturenature ofof thethe conduct,conduct, andand thethe contextcontext inin whichwhich 
thethe allegedalleged conductconduct occurredoccurred havehave toto bebe investigated.investigated. TheThe NovaNova MeridianMeridian 
AcademyAcademy CharterCharter SchoolSchool hashas aa responsibilityresponsibility toto investigateinvestigate andand resolveresolve 
complaintscomplaints ofof sexualsexual harassment.harassment. 

3.3. 	 AnyAny employeeemployee foundfound toto havehave engagedengaged inin sexualsexual harassmentharassment shallshall bebe subjectsubject toto 
sanctions,sanctions, including,including, butbut notnot l imitedlimited to,to, warningwarning oror reprimand,reprimand, suspension,suspension, oror 
termination,termination, subjectsubject toto applicableapplicable proceduralprocedural requirements.requirements. ConductConduct ofof aa sexualsexual 
naturenature directeddirected towardtoward studentsstudents shallshall bebe reportedreported asas childchild abuseabuse forfor investigationinvestigation 
byby appropriateappropriate authorities.authorities. 

5.025.02 	 PREVENTINGPREVENTING SEXUALSEXUAL ABUSEABUSE POLICYPOLICY 

l.I. 	 ScreeningScreening andand SelectionSelection forforWorkWork withwith StudentsStudents 

U)2­
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AllAll programsprograms mustmust adhereadhere toto screeningsueening andand selectionselection criteriacriteria requiredrequired byby
licensinglicensing boards.boards. ln addition, musl beIn addition, thethe followingfollowing stepssteps must be completedcompleted beforebefore anan 
applicantis to in a orapplicant is releasedreleased to workwork withwith studentsstudents in a paidpaid or unpaidunpaid position.position. 

A.A. 	 NewNew PersonnelPersonnel 

1.1. AllAll applicantsapplicants forfor personnelpersonnel positionspositions regularlyregularly workingworking with orwith or 
aroundaround studentsstudents areare requiredrequired toto completecomplete thethe following , withoutwithoutfollowing,
exception:exception: 

a.a. 	 AA standardstandard application thatthat includesincludes a releaserelease ofappllcation 	 a of 
informationinformation toto conductconduct backgroundbackground checks.checks. 

b.b. CriminalCriminal recordsrecords checkcheck inin anyany statestate wherewhere the applicantapplicantthe 
years.hashas residedresided duringduring thethe pastpast 77 years. 

c.c. sexual offenderoffender registry checkcheck inin anyany area wherewhereSexual reglstry 	 area thethe 
years.applicantapplicant hashas residedresided duringduring thethe pastpast 77 years. 

2.2. 	 ForFor paidpaid andand unpaidunpaid positionspositions withwith repeatedrepeated contactcontact withwith students,students, 
applicantsapplicants mustmust havehave individualindividual interviewsinterviews andand referencereference checks.checks. 

3.3. 	 ApplicantApplicant recordsrecords willwill bebe documenteddocumented inin aa personnelpersonnel filefile whichwhich is tois to 
bebe keptkept inin NovaNova MeridianMeridian AcademyAcademy (NMA)(NMA) office.office. 

B. 	 ExistingExisting PersonnelPersonnelB. 

ForFor personnelpersonnel whowho havehave workedworked atat thethe schoolschool forfor sixsix monthsmonths or more,more, thetheor 
application, 	 check,application , criminalcriminal recordsrecords check, andand sexualsexual offenderoffender registryregistry checkcheck willwill
completecomplete theirtheir screeningscreening process.process. 

1.1. 	 ForFor personnelpersonnel whowho havehave workedworked inin thethe programprogram forfor sixsix monthsmonths oror
less,less, aa faceface toto faceface interviewinterview andand referencereference checkschecks mustmust alsoalso bebe 
documenteddocumented inin thethe file.file. 

2.2. criminarrecordsrecords checkcheck willwill bebe conductedconducted everyevery 5 yearsyears ofof aCriminal 
personnel's position.	 

s a 
personnel 'spaidpaid ororunpaidunpaid position. 

3.3. PersonnelPersonnel whowho transfertransfer withinwithin thethe NMANMA areare requiredrequired toto requestrequest inin
writingwriting forfortheirtheirpersonnelpersonnel filesfilestoto bebetransferredtransferred to thethe newprogramprogramto 	 new 
ororlocation.location. 

4.4. AllAll personnelpersonnelwillwill havehave aclearclearjobjobdescription.description.a 

il.II. TrainingTrainingRequirementsRequirements 

A.A. 	 GeneralGeneralTrainingTrainingRequirementsRequirements 
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1.1. 	 All to a toAll personnelpersonnel areare requiredrequired to completecomplete a basicbasic orientationorientation priorprior to 
contactcontact withwith students.students. NewNew personnelpersonnel areare requiredrequired to reviewreview thisto this 

to ofpolicypolicy andand agreeagree to complycomply withwith thethe schoolschool CodeCode of Ethics.Ethics. 

2. 	 All2. 	 All personnelpersonnel areare requiredrequired toto completecomplete basicbasic abuseabuse preventionprevention 
trainingtraining withinwithin 3030 daysdays ofof beginningbeginning workwork withwith students.students. 

3.3. AllAll personnelpersonnel areare requiredrequired toto completecomplete additionaladditional abuseabuse preventionprevention 
trainingtraining everyevery twotwo years.years. 

4.4. 	 DocumentationDocumentation ofof trainingtraining isis maintainedmaintained inin personnelpersonnel files.files. 

B.B. 	 AdditionalAdditional TrainingTraining RequirementsRequirements 

1.1. PersonnelPersonnel whowho areare responsibleresponsible forfor screeningscreening andand selectingselecting 
personnelpersonnel toto workwork withwith studentsstudents areare requiredrequired toto completecomplete 
specializedspecialized trainingtraining inin screeningscreening andand selection.selection. 

2. 	 PersonnelPersonnel inin supervisorysupervisory positionspositions areare requiredrequired toto completecomplete trainingtraining2. 
inin monitoring,monitoring, supervisionsupervision andand respondingresponding toto concerns.concerns. 

III.ilt.	 GonductConduct withwith StudentsStudents 

TheThe followingfollowing guidelinesguidelines areare intendedintended toto assistassist personnelpersonnel inin makingmaking decisionsdecisions 
aboutabout interactionsinteractions withwith studentsstudents inin NMA.NMA. ForFor clarificationclarification ofof anyany guidelineguideline oror toto 

principaioiruUn.inquireinquire aboutabout behaviorsbehaviors notnot addressedaddressed here,here, contactcontact thethe PrinCipal of NMA. 

A.A. 	 GeneralGeneral ConductConduct 

1. responslble 	 care1. 	 PersonnelPersonnel areare responsible forfor releasingreleasing studentsstudents inin aa custodialcustodial care 
relationshiprelationship onlyonly toto parents,parents, legallegal guardiansguardians oror otherother personspersons 
designateddesignated byby parentsparents oror legallegal guardians.guardians. InIn thethe eventevent thatthat 
PersonnelPersonnel areare uncertainuncertain ofof thethe proprietypropriety ofof releasingreleasing aa student,student, theythey 
shouldshould locatelocate oror contactcontact theirtheir immediateimmediate supervisorsupervisor beforebefore 
releasingreleasing thethe student.student. 

2.2. 	 PersonnelPersonnel willwill reportreport unmanageableunmanageable oror unusualunusual behaviorbehavior ofof 
studentsstudents toto parentsparents oror legallegal guardiansguardians asas soonsoon asas possible.possible, 

3.3. 	 PersonnelPersonnel areare prohibitedprohibited fromfrom thethe use,use, possession,possession, distribution,distribution, oror 
beingbeing underunder thethe influenceinfluence alcohol,alcohol, tobaccotobacco products,products, or anyany illegalillegalor 
drugsdrugswhilewhile ininthethepresencepresenceofofstudents.students. 

4.4. 	 PersonnelPersonnel maymay occasionallyoccasionally bebe inin aa positionposition toto provideprovide 
transportationtransportation forfor students.students. TheThe followingfollowing guidelinesguidelines shouldshould bebe 
strictlystrictlyobservedobserved whenwhen PersonnelPersonnel areare involvedinvolved ininthethetransportationtransportation 
ofofstudents:students: 
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a.a. WithWith thethe exceptionexception ofof emergencyemergency situationssituations oror forfor medicalmedical 
need, nevernever bebe transportedtransported withoutwithout writtenwrittenneed, studentsstudents shouldshould 

permission.permission. 


b.b. StudentsStudents shouldshould bebe transportedtransported directlydirectly toto theirtheir destination.destination. 
NoNo unauthorizedunauthorized stopsstops shouldshould bebe made.made. 

c.c. PersonnelPersonnel willwill avoidavoid unnecessaryunnecessary and/orand/or inappropriateinappropriate 
physicalphysical contactcontact withwith studentsstudents whilewhile inin vehicles.vehicles. 

d.d. 	 DriversDrivers whowho areare assignedassigned toto transporttransport studentsstudents mustmust bebe atat 
leastleast 2121 yearsyears old.old. 

e.e. 	 TransportationTransportation logslogs willwill bebe utilizedutilized atat allall times.times. 

f.t. WheneverWhenever possible,possible, PersonnelPersonnel shouldshould endeavorendeavor toto utilizeutilize 
twotwo adultsadults whenwhen transporting.transporting. 

5.5. 	 PersonnelPersonnel willwill respondrespond toto childrenchildren withwith respectrespect andand considerationconsideration 
andand treattreat allall childrenchildren equally,equally, regardlessregardless ofof sex,sex, race,race, religion,religion, 
cultureculture oror socio-economicsocio-economic status.status. PersonnelPersonnel willwill portrayportray aa positivepositive 
rolerole modelmodel forfor youthyouth byby maintainingmaintaining anan attitudeattitude ofof respect,respect, patiencepatience 
andand maturity.maturity. 

6. 	 PersonnelPersonnel areare prohibitedprohibited fromfrom speakingspeaking toto stUdents inin aa wayway thatthat isis6. 	 students 
oror couldcould bebe construedconstrued byby anyany observerobserver asas harsh,harsh, coercive,coercive, 
threatening,threatening, intimidating,intimidating, shaming,shaming, derogatory,derogatory, demeaning,demeaning, oror 
humiliating.humiliating. PersonnelPersonnel areare expectedexpected toto refrainrefrain fromfrom swearingswearing inin thethe 
presencepresence ofof students.students. 

7.7. 	 OneOne toto oneone counselingcounseling withwith studentsstudents willwill bebe donedone inin aa publicpublic placeplace 
wherewhere privateprivate conversationsconversations areare possiblepossible butbut occuroccur inin fullfull viewview ofof 
others.others. 

8.8. 	 PersonnelPersonnel areare cautionedcautioned againstagainst initiatinginitiating sexuallysexually orientedoriented 
conversationsconversations withwith students.students. staffStaff inin aa mentoringmentoring oror counselingcounseling 
relationshiprelationship maymay respondrespond toto sexuallysexually orientedoriented questionsquestions oror 
commentscomments fromfrom students,students, butbut willwill dodo soso inin aa mannermanner consistentconsistent withwith 
schoolschool valuesvalues andand thethe positionposition statementsstatements ofof thethe NMA.NMA. PersonnelPersonnel 
areare notnot permittedpermitted toto discussdiscuss theirtheir ownown sexualsexual activitiesactivities withwith 
students.students. 

9.9. 	 AllAll Personnel,Personnel, includingincluding personnelpersonnel underunder thethe ageage ofof 18, willwill 
maintainmaintain appropriateappropriate boundariesboundaries whenwhen inin positionspositions ofof powerpower withwith 

1g, 

participants.programprogram participants. 

10. 	 PersonnelPersonnel willwill refrainrefrain fromfrom intimateintimate displaysdisplays ofof affectionaffection towardstowards10. 
othersothers inin thethe presencepresenceofofstudents,students, parents,parents, andandotherotherpersonnel.personnel. 
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11. or will not be childrenchildren or youth,youth, except for1 1 . 	  MoneyMoney or giftsgifts will not be givengiven toto or exceptfor 
the contextcontext of aa gift,gift, givengiven to allajt ininwithinwithin 	 the of groupgroup to participantsparticipants 

of 	 orcelebrationcelebration of specialspecial eventsevents or recognition.recognition. 

12.12. PersonnelPersonnel will nevernever be ruderude or inappropriatelyinappropriately dresseddressedwill be or inin presencepresence 
ofof students.students. PersonnelPersonnel mustmust be wellwell groomedgroomed and appropriatelyappropriatelybe 	 and 

at alldresseddressed at all times.times. 

13. 	 PersonnelPersonnel areare prohibitedprohibited fromfrom possessingpossessing anyany sexuallysexually oriented or13. - orientedor
othenrise inappropriateinappropriate printedprinted materialsmaterials (magazines, cards,otherwise lmagazines,cards,
videos,videos, films,films, clothing,clothing, etc)etc) onon NMANMA propertyproperty or in the presencepresence ofoi in tne of
students.students. 

14. 	 PersonnelPersonnel areare prohibitedprohibited fromfrom viewingviewing or downloadingdownloading any sexuallysexually14. or 	 any
orientedoriented oror morallymorally inappropriateinappropriate internetinternet materialsmaterials on NMAon NMApropertyproperty oror inin thethe presencepresence ofof students.students. 

15. 	 ln a15. 	 In thethe eventevent ofof thethe schoolschool participatingparticipating inin a fieldfield trip,trip, personnelpersonnel are-beds, '0"g. areprohibitedprohibited fromfrom sleepingsleeping inin thethe samesame beds, sleeping bags or smallsleepi;ij or smalltentstents withwith students.students. 

16' 	 AnyAny contactcontact betweenbetween PersonnelPersonnel andand studentsstudents whichwhich takestakes placeplace16. 
outsideoutside thethe contextcontext ofof scheduledscheduled activitiesactivities oror jobjob descriptiondescription (phone(phone
calls,calls, letters,letters, oror faceface toto conversationsjfaceface conversations) andand isis unrelated tounrelatedto program.sp-onsoredprogram sponsored byby NMA,NMA, willwill bebe permittedpermitted onlyonly withwith the expresstheexpress
approvalapproval ofof thethe child'schild's parents.parents. ParentsParents mustmust bebe advisedadvised of theof thenaturenature ofof thethe contact,contact, andand thatthat suchsuch isis notnot partpart ofof a NMANMA activity.activity.a 

B.B. 	 PhysicalPhysical ContactContact 

TheThe NMANMA hashas implementedimplemented aa physicalphysical contactcontact policypolicy thatthat will promotepromote awill apositive,positive, nurturingnurturing environmentenvironment whilewhile protectingprotecting children andand Personnelchiidren personnel
fromfrom 	misunderstandings.misunderstandings. TheThe followingfollowing guidelines are to be carefullycarefullyguideilnesare to bepersonnelworkingfollowedfollowed bybyallall Personnel workingwithwith students. 

1'1. AppropriateAppropriate affectionaffection betweenbetween PersonnelPersonnel andand studentsstudents is to be 

st-ud-ents. 

is to 	bemaintainedmaintained atat allall times.times. TheThe followingfollowing formsforms of affection areof affectionareregardedregarded asas 	 rirostappropriateappropriate examplesexamples forfor most NMANMA sponsoredsponsored andandaffiliatedaffiliatedprograms:programs: 

a)a) 	 SideSide Hugs.Hugs 
b)b) 	 PatsPatsononthetheshouldershoulder orback.back.or 
c)c) 	 Handshakes.Handshakes. 
d)d) 	 slapping.."High"HighFives"Fives"andandhandhand slapping .. 
e)e) VerbalVerbalpraise.praise. 
f)f) TouchingTouchinghands,hands,faces,faces, shouldersandand arms of students.shourders armsof students.g)g) ArmsArmsaroundaroundshoulders.shoulders. 
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h)h) HoldingHolding handshands whilewhile walkingwalking with small children.withsmallchildren. 
i)i) SittingSitting besidebeside smallsmall children.children. 
i) KneelingKneeling or bendingbending downdown for hugshugs with small children.or withsmallchildren.j) for 


k)k) Patson the culturallylppropriate.
Pats on the headhead whenwhen culturally appropriate. 

2.2, Some formsforms ofof physicalphysical affectionaffection havehave beenbeen used by adults toP9r" used by adultsto
initiateinitiate inappropriateinappropriate contactcontact withwith students.students. In order to maintain theln orderto maintainthe 

the is anon­non­safestsafest possiblepossible environmentenvironment forfor students,students, the followingfollowing is a 
listof ofexhaustiveexhaustive list of examplesexamples of affectionaffection thatthat are not to be used inare not to be usedin

NMANMA sponsoredsponsored andand affiliatedaffiliated programs:programs: 

a )  Fulla) Full bodybody hugshugs oror lengthylengthy embraces.embraces. 
KissesKisses onon thethe mouth . 

c)c)  on thelap. 
b)b)  mouth. 

HoldingHolding studentsstudents overover twotwo yearsyears oldold on the lap. 
d)d )  orTouchingTouching bottoms,bottoms, chestschests or genitalgenital areas.areas. 
e)e )  showingShowing affectionaffection inin isolatedisolated areasareas ofof thethe programprogram such assuchas

bedrooms,bedrooms, closets,closets, staffstaff onlyonly areas,areas, or other private rooms.or otheipriiaterooms. 
f) SleepingSleeping inin aa bedbed withwith aa child.f) cnitO. 
g)s) TouchingTouching kneesknees oror legslegs ofof students.students. 
h )h) students.WrestlingWrestling withwith students. 
i)i )  students.TicklingTickling students. 
j)i )  PiggybackPiggyback rides.rides. 
k)k) AnyAny typetype ofof massagemassage givengiven byby childchild oror youthyouth to adult.to adult.r) AnyAny typetype ofof massagemassage givengiven byby adultadult toto child or youth.youth.I) bnilOor 
m)m) AnyAny formform ofof unwantedunwanted affection.affection. 
n )n) compliments rerateCompliments thatthat relate toto physiquephysique oror bodybody development.deveropment. 

c.C. StudentStudent DisciplineDiscipline ProceduresProcedures 

1 .1. PersonnelPersonnel areare prohibitedprohibited fromfrom usingusing physicalphysical punishmentpunishment in anyin any
Jtuoehts. ofwayway forfor behaviorbehavior managementmanagement ofof students. NoNo formform of physicalphysical 

disciplinediscipline isis accepta.ble.acceptable. ThisThis prohibitionprohibition includes spanking,spanking,incrudes
slapping,.pinching,slapping, pinching, hittinghitting oror anyany other physicalphysical force as retaliationoiher tot"" as retaliation 
or behaviors-byorcorrectioncorrectionforfor inappropriateinappropriate behaviors bystudents.students. 

2 .2. PersonnelPersonnel areare prohibitedprohibited fromfrom usingusing thethe followingfollowing techniquestechniques forforbehaviorbehaviormanagementmanagementunderunderanyanycircumstances:circumstances: 

a)a) lsolation,Isolation,exceptexceptasasneededneededforforthethechildchild togaingain self-control,to self-control,
andand thenthen onlyonly underunder thethe supervisionsupervision of an adult, and noof ai rorri, and no 

b) 
c) 
d )  

b) 
c) 
d) 

1Sminutes 

work unreratedto 

longerlongerthanthan 15 minutes. 
WithholdingWithholdingfoodfoodororwater.water. 
DegradingDegradingpunishment.punishment. 
Work assignmentsassignments unrelated to aa naturar ornatural or rogicallogical 

consequence.consequence. 
e)e) GroupGrouppunishmentpunishmentforforoneonechild'schild'sbehavior.behavior. 
0f) ExcessiveExcessiveexercise.exercise. 

withholding ors)g) Withholdingaccessaccesstotocontactcontactwithwithparentsparents orguardians.guardians. 
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WithholdingWithholding or usingusing medicationsmedications for punishment.punishment. 
i)i )  MechanicalMechanical restraintrestraint suchsuch asas rope or tape to restrict 
h)h )  or for 

rope or tape to restrict 
movement.movement. 


j)j) PhysicalPhysical restraint.restraint. 


3.3 .  PersonnelPersonnel mustmust useuse positivepositive techniquestechniques of guidance,guidance, includingincludingof 
redirection,redirection, positivepositive reinforcementreinforcement andand encouragementencouragement rather thanratherthan 

criticism.inappropriateinappropriate competition,competition, comparisoncomparison andand criticism. 

4.4. PersonnelPersonnel willwill havehave ageage appropriateappropriate expectationsexpectations and guidelinesguidelinesand 
thatthat minimizeminimize thethe needneed forfor discipline.discipline. 

lVIV SupervisionSupervision ofof ProgramsPrograms 

A.A. GeneralGeneral MonitoringMonitoring 

•o PersonnelPersonnel mustmust nevernever leaveleave aa studentstudent unsupervised.unsupervised. 

•o PersonnelPersonnel mustmust avoidavoid beingbeing alonealone withwith aa singlesingle studentstudent wherewhere theythey 
cannotcannot bebe observedobserved byby others.others. 

•o InIn specialspecial programsprograms thatthat requirerequire oneone toto oneone contact,contact, additionaladditional 
safeguardssafeguards must bebe inin place.place. ExamplesExamples ofof safeguards include-must safegu.io, in"rro.
surveyingsurveying ofof students,students, contactcontact withwith studentsstudents byby supervisorssupervisors andand

personnel.contactcontact logslogs whichwhich areare keptkept byby Personnel. 

• AA minimumminimum ofof twotwo screenedscreened adultsadults shouldshould bebe availableavailable in eacho in each programprogram facility.facility. 

o• TheThe adult-childadult-child ratioratio shouldshould meetmeet statestate guidelinesguidelines andand shouldshould bebe
directlydirectly relatedrelated toto thethe goalsgoals ofof thethe pro-gram,program, thethe designdesign of theof the
facility,facility, andand thethe useuse ofof otherother community resources. TheThe adult-childcommuniiyr6sources. adult-child
ratioratio shouldshould bebe adjustedadjusted forfor thosethose programsprograms thatthat serve studentsservestudents
withwith specialspecial needs.needs. 

o• ParentsParents andand guardiansguardians areare encouragedencouraged toto bebe partpart of any and allof any and all 
parentshaveschoolschool activitiesactivities inin whichwhich theirtheirchildrenchildren areare involved.involved. Parents have 

an openopen invitationinvitation toto observeobserve activitiesactivities inin whichwhich theirtheir children arean childrenare
involved.involved. However,However, parentsparents whowho desiredesire to participateparticipate in or haveto in or have
continuous,continuous,ongoingongoingcontactcontactwithwiththeirtheirchild'schild'sprogramsprograms arerequiredrequiredare 
to pro"ess.tocompletecompletethethevolunteervolunteerapplicationapplication process. 

' • NMANMA office willmaintainmaintainupupoffice.wiil totodatedate list ofapprovedapprovedNMANMAsponsoredsponsoredristof 
programsprograms forfor students.students. TheThe listlist willwill includeinclude activities,activities, purpose,purpose, 

oror coordinatorscoordinators ofof thethe programs,programs, meetingmeeting timestimes andsponsorssponsors and 
locations.locations. 
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• PersonnelPersonnel are notare not permittedpermitted to developdevelop new activitiesactivities for childrento new for children 
and theprincipal.and youthyouth withoutwithout approvalapproval fromfrom the Principal. RequestsRequests to developdevelopto 
new benew activitiesactivities shouldshould be submittedsubmitted ininwriting.writing. 

B.B. FacilityFacility MonitoringMonitoring 

' AllAll unusedunused rooms,rooms, storagestorage areas,areas, andand closetcloset doorsdoors must be kept• mustbe kept
at alllockedlocked at all t imes.times. 

o All• All unusedunused buildingsbuildings andand areasareas mustmust bebe designated,designated, postedposted andand
enforcedenforced asas off-limitsoff-limits toto children.children. 

• All studentsstudents areare requiredrequired toto remainremainAll in facility areas thatthat are easilyeasilyin facitityareas are
viewedviewed byby Personnel.Personnel. 

•o AllAll facilitiesfacilities areare requiredrequired toto utilizeutilize openopen doors,doors, openopen blindsblinds andand
windowswindows toto allowallow informalinformal monitoringmonitoring byby passerby.passerby. 

V.v. ReportingReporting ofof ProblemsProblems 

A. lnappropriateReportingReporting ofof Inappropriate BehaviorsBehaviors withwith StudentsA. students 

1.I ' BecauseBecause NMANMA isis dedicateddedicated toto maintainingmaintaining aa zero tolerancetolerance policypolicyzero 
forfor abuse,abuse, itit isis imperativeimperative forfor everyevery membermember ofof thisthis communitycommunity totoparticipateparticipate activelyactively inin thethe protectionprotection ofof childrenchildren andand youth.youth. In theIn the 
eventevent thatthat PersonnelPersonnel observeobserve anyany suspicioussuspicious or inappropriateinappropriateor
behaviorsbehaviors onon thethe partpart ofof otherother Personnel,Personnel, itit isis theirtheir personalpersonal 
responsibilityresponsibility toto immediatelyimmediately reportreport theirtheir observations.observations. ExamplesExamples ofof
suspicioussuspicious oror inappropriateinappropriate behaviorsbehaviors wouldwould bebe policypolicy violations,violations, 
neglectfulneglectful supervisions,supervisions, seekingseeking privateprivate timetime with students, takingtakingwith'stud-ents,
studentsstudents off-premisesoff-premises withoutwithout adheringadhering toto procedures,procedures, buyingbuyin!
unusualunusual giftsgifts forfor childrenchildren andand youth,youth, poor rolesroles modeling,modeling, swearingpooi sweaiing
oror makingmaking suggestivesuggestive commentscomments toto students.students. InappropriateInippropriate
behaviorsbehaviors oror policypolicy violationsviolations thatthat relaterelate to interactionsinteractions withto with 

confidentialHofline.studentsstudentsshouldshould bebereportedreportedtotothethe Confidential Hotline. 

2.2. AllAll reportsreportsofofsuspicioussuspiciousororinappropriateinappropriatebehaviorbehaviorwithwith children andchildrenandyouthyouth willwill bebe takentaken seriously.seriously. NMANMA proceduresprocedures will be carefullycarefullywill be 
ihose arefollowedfollowedtotoensureensurethatthatthetherightsrightsofofallall thoseinvolvedinvolved areprotected.protected. 

3'3. lfIf atat anyany pointpoint inin gatheringgathering informationinformation aboutabout suspicioussuspicious ororinappropriateinappropriatebehavior,behavior, aconcernconcernarisesarisesthatthattherethere is apossibilitypossibility ofa is a ofabuse,abuse,thethestatestateauthoritiesauthoritieswillwillbebecontactedcontactedandand areportreport filed.a filed. 
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4. Iflf at anyany point,point, policypolicy violationsviolations withwith studentsstudents are confirmed,confirmed,4. 	 at are 
to up toPersonnelPersonnel willwill bebe subjectsubject to disciplinarydisciplinary actionaction up to andand includingincluding 

terminationtermination andand possiblepossible prosecution.prosecution. 

5.035.03 INTERNALINTERNAL COMPLAINTCOMPLAINT POLICYPOLICY 

"lnternalTheThe purposepurpose ofof thethe "Internal ComplaintComplaint ReviewReview Policy"Policy" is to affordafford all employeesemployees ofof thethe 
SchoolSchool thethe opportunityopportunity toto seekseek internalinternal resolutionresolution ofof theirtheir work-relatedwork-related concerns.concerns. All 

is to all 
All 

employeesemployees havehave freefree accessaccess toto thethe DirectorDirector oror BoardBoard ofof DirectorsDirectors to expressexpress theirtheir work­to 	 work-
relatedrelated concerns.concerns. 

Filino ComolaintFiling ofof Complaint 

lfIf complaintscomplaints cannotcannot bebe resolvedresolved informally,informally, employeesemployees maymay filefile aa writtenwritten complaintcomplaint withwith 

thethe DirectorDirector oror BoardBoard PresidentPresident asas soonsoon asas possiblepossible afterafter thethe eventsevents thatthat givegive riserise to thethe
to 

employee'semployee's work-relatedwork-related concerns.concerns. TheThe writtenwritten complaintcomplaint shouldshould setset forthforth inin detaildetail thethe 

basisbasis forfor thethe employee'semployee's complaint.complaint. 


InvestioationInvestigation 

AnAn objectiveobjective andand timelytimely investigationinvestigation ofof allall complaintscomplaints whichwhich cannotcannot bebe resolvedresolved 
informallyinformally willwill bebe undertaken.undertaken. ThisThis includesincludes meetingmeeting separatelyseparately withwith thethe employeeemployee andand 
withwith othersothers whowho eithereither areare namednamed inin thethe complaintcomplaint oror whowho maymay havehave knowledge ofof thethe 
factsfacts setset forthforth inin thethe complaint.complaint. 

knowledg-e 

TheThe SchoolSchool willwill attemptattempt toto treattreat allall internalinternal complaintscomplaints andand theirtheir investigationinvestigation a8as-resolvingconfidential,confidential, recognizing,recognizing, however,however, thatthat inin thethe coursecourse ofof investigatinginvestigating andand resolving
internalinternal complaintscomplaints somesome disseminationdissemination ofof informationinformation toto othersothers maymay be necessarynecessary or 
appropriate.appropriate. 

5e oi 

UponUpon completioncompletion ofof thethe investigation,investigation, thethe PersonnelPersonnel ManagerManager shallshall reportreport thethe finding(s)finding(s) 

toto thethe employeeemployee inin writing.writing. 


Non-RetaliationNon-Retaliation 

lf anIf an employeeemployee hashas filedfiled aa complaintcomplaint inin goodgood faith,faith, thethe employeeemployee willwill notnot bebe disciplineddisciplined 

oror otherwiseotherwise penalizedpenalized forfor lodginglodging thethe complaint.complaint. lfIfanan employeeemployee believesbelieves thatthat hehe oror sheshe 

isis beingbeing retaliatedretaliated againstagainst forfor lodginglodging aa complaint,complaint, thethe employeeemployee shouldshould immediatelyimmediately 

notifynotify thethe DirectorDirectororor BoardBoard President.President. 


5.045.04 E.MAIL,VOICEMAILUSEUSE OFOF E-MAIL, VOICEMAIL ANDAND INTERNETINTERNET ACCESSACCESS 

NMANMA willwill permitpermit employeesemployees toto useuse itsits electronicelectronic mail,mail, voicemailvoicemail systemssystems andand InternetInternet 

accessaccess subjectsubjecttoto thethe following:following: 


1.1. MinimalMinimal personalpersonal useuseasas longlong asas ititdoesdoes notnot interfereinterferewithwith timelytimelyjobjobperformanceperformance.
andand isisconsistentconsistentwithwith lawlawandand appropriateappropriateprotocols.protocols. 
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2.2. TheThe E-mailE-mail systemsystem andand InternetInternet accessaccess isis notnot toto bebe usedused inin anyany wayway thatthat maymay bebe 
disruptive,disruptive, offensiveoffensive toto others,others, oror harmfulharmful toto morale.morale. ForFor example,example, sexuallysexually explicitexplicit 
images,images, ethnicethnic slurs,slurs, racialracial epithets,epithets, oror anythinganything elseelse thatthat maymay bebe construedconstrued asas 

orharassmentharassment or disparagementdisparagement ofof othersothers basedbased onon theirtheir race,race, nationalnational origin,origin, sex, sexualsexualsex,
8g€, ororientation,orientation, age, religiousreligious beliefsbeliefs oror politicalpolitical beliefsbeliefs maymay notnot bebe displayeddisplayed or transmitted.transmitted. 

3.3. EmployeesEmployees shouldshould notnot attemptattempt toto gaingain accessaccess toto anotheranother employee'semployee's personalpersonal filefile 
orofof E-mailE-mail or voicemailvoicemail messagesmessages withoutwithout thethe latter'slatter's expressexpress permission.permission. 

4.4. NMANMA staffstaff willwill notnot enterenter anan employee'semployee's personalpersonal E-mailE-mail filesfiles or voicemailvoicemail unlessunlessor 
is atherethere is a businessbusiness needneed toto dodo so.so. NMANMA retainsretains aa copycopy ofof allall passwords;passwords; passwordspasswords 

unknownunknown toto NMANMA maymay notnot bebe used.used. SystemSystem securitysecurity features,features, includingincluding passwordspasswords andand 
deletedelete functions,functions, dodo notnot neutralizeneutralize NMA'sNMA's abilityability toto accessaccess anyany messagemessage atat anyany time.time. 
EmployeesEmployees mustmust bebe awareaware thatthat thethe possibilitypossibility ofof suchsuch accessaccess alwaysalways exists.exists. 
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6.0 FORMSFORMS 
SEXUAL HARASSMENT COMPLAINT FORM 

It is the of all itsIt is the policypolicy of NMANMA thatthat all ofof its employeesemployees bebe freefree fromfrom sexual harassment.harassment.sexuat This formform isis providedprovided for youThis foryou
to you to be harassmenf,to reportreport whatwhat you believebelieve to be sexualsexual harassment, thatthat NMANMA maymay investigateinvestigate andand take appropriatesoso ia*e appropiate 

or facfsdisciplinarydisciplinary or otherother actionaction whenwhen thethe facts showshow thatthat therethere hashas beenbeen sexualsexual harassment.harassment. 

lf youarean fite the presictent.If you are an employeeemployee ofof NMA,NMA, youyou maymay file thisthis formform withwith the DirectorDirector oror BoardBoard President. 

PleasereviewPlease review NMA'sNMA's policiespolicies concerningconcerning sexualsexual harassmentharassment forfor a definitiondefinition ofof sexualsexual harassmentharassment and aa anda 

of the ofdescriptiondescription of the typestypes of conductconduct thatthat areare consideredconsidered toto bebe sexualsexual harassment.harassment. 

NMAwill to investlgation in a manner,In thatln thatNMA will undertakeundertake everyevery efforteffort to handlehandle thethe investigation ofof youryour complaintcomplaint in a confidentialconfidential manner. 
disclos.e yor1lcomplatnt fhosapersons a to ForForregard,regard, NMANMA willwill disclose thethe contentscontents ofof your complaint onlyonly toto those persons havinghaving a needneed to know.know. 

example,example, toto conductconduct its investigation,investigation, NMANMA will need to disclosedisclose portionsportionsits will.needfo ofof youryour factualfactual allegations to potentialaltegationsto potenttal
wifnesses,witnesses, includingincluding anyoneanyone youyou havehave identifiedidentified asas havinghaving knowledgeknowledge ofof the factsfacts on whichwhich youyou are basingbasingine on are your asyour complaint,complaint, as wellwell asas thethe allegedalleged harasser.harasser. 

Inln signingsigning thisthis formform below,below, youyou authorizeauthorize NMANMA toto disclosedisclose toto othersothers thethe informationinformation youyou havehave providedprovided herein,herein,a.nd PleasePlease notenote thatthat thethe moremore detailed information youyou provide,provide,and informationinformation youyou maymay provideprovide inin thethe future.future. detaitedinformaiion 

more
thethe more likelylikely itit isis thatthat NMANMA willwill bebe ableable toto addressaddress youryour complaintcomplaint toto youryour satisfaction.satisfaction. 

ChargesCharges ofof sexualsexual harassmentharassment areare takentaken veryvery seriouslyseriously byby NMANMA bothboth becausebecause ofof the harmharm caused to thethe causedto thepersonperson harassed,harassed, andand becausebecause ofof thethe potentialpotential sanctions thatthat maymay bebe takentaken againstagainst the harasser.sanctbns It isthe harasser. ff js 
ds accuratetyaia complately'aspossrb/eand thatthereforetherefore veryvery importantimportant thatthat youyou reportreport thethe factsfacts as accurately and completely as possible and that youyou 

cooperatecooperate fullyfully withwith thethe personperson oror personspersons designated toto investigate your complaint.desisnated lnvestioatevour comntaiit 

Name:________________________________ ____________YourYour Name: Date:Date: 
DateDate ofof AllegedAlleged Incident(s):Incident(s): ________________________ 

Person(s)you etse:_______________ NameName ofof Person(s) you believebelieve sexuallysexually harassedharassed youyou oror someonesomeone else: 

ListList anyanywitnesseswitnesses thatthat werewere present:present: ________________________________________ 

incident(s) ___________________________________________ WhereWherediddid thethe incident(s)occur?occur? 

PleasePlease describedescribe thethe eventsevents oror conductconduct thatthat areare thethe basisbasis ofofyouryour complaintcomplaint byby providingproviding as muchmuch factualas factualdetailasas (i.e. contact waswasdetail statements;.what, involved; any verbalpossiblepossible (Le. specificspecific statements; what, ifif any,any, physicalphysical contact- invotved;any verbalstatements;statements;whatwhatdiddid youyoudodototoavoidavoidthethesituation,situation, etc.) (Attach additional pages,pages, if needed):etc.)(AtiacniOOitionat iineeoeO), 
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I acknowledgeacknowledge thatthat I havehave readread andand thatthat I understandunderstand thethe aboveabove statements. I herebyhereby authorizeauthorize NMANMA toI t I slatements.I to 
disc/ose I it its
disclose thethe informationinformation I havehave providedprovided asas it findsfinds necessarynecessary inin pursuingpursuing its investigation.investigation. 


I II herebyhereby certifycertify thatthat thethe informationinformation I havehave providedprovided inin thisthis complaintcomplaint isis truetrue andand correctcorrect andand completecomplete toto 
belief.thethe bestbest ofof mymy knowledgeknowledge andand belief. 

Date: _________ 
Slgnature GomplalnantSignature ofof Complainant 

PrintPrint NameName 

ReceivedReceived by:_______________ Date: __________by: Date: 
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YourNameYourName:: ________________________________________ Date: ______________________Date:
 
of Incident(s):
DateDate of AllegedAlleged Incident(s): __________________________ 

NameofPerson(s)youhaveaName of Person(s) you have a complaintcomplaint against:against: 

Listany thatwereList any witnesseswitnesses that were present:present: 

Wheredidtheincident(s)Where did the incident(s) occur?occur? 

PleasePlease describedescribe thethe eventsevents oror conductconduct thatthat areare thethe basisbasis ofof youryour complaintcomplaint byby providingproviding as muchmuch factualfactualas
detailas (i.e. statements;possiblepossible (Le. specificspecific statements; what. ifif any. physicalphysical contact-waswasdetail as what, any, contact involved;involved; anyany verbalverbal 
statements; you situation, pages,statements; whatwhat diddid you dodo toto avoidavoid thethe situation. etc.)etc.) (Attach(Attach additionaladditional pages. ifif needed):needed): 

informa.tionII herebyhereby authorizeauthorize NMANMA toto disclosedisclose thethe information II havehave providedprovided asas itit findsfinds necessarynecessary inin pursuingpursuing itsitsinvestigation.investigation. II herebyhereby certifycertify thatthat thethe informationinformation II havehave providedprovided inin thisthis complaint is true andand correct andcomptiiit-i lrue correctand
to belief.completecomplete to thethe bestbest ofofmymy knowledgeknowledge andand belief. II furtherfurther understandunderstand providingproviding false informationinformation inin thisfatse thisregardregard couldcould resultresult inin disciplinarydisciplinary actionaction upup toto andand including termination.inctudingtermination. 

Date: ______________Date: 
ComplainantSignatureSignature ofof Complainant 

PrintPrint NameName 

ReceivedReceived by: _______________by: Date: ___________Date: 
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ACKNOWLEDGMENTACKNOWLEDGMENT OFOF RECEIPTRECEIPT OFOF PERSONNELPERSONNEL HANDBOOKHANDBOOK 

PLEASEPLEASE READREAD THETHE EMPLOYEEEMPLOYEE HANDBOOKHANDBOOK ANDAND SUBMITSUBMIT AA SIGNEDSIGNED COpy OFOF THISTHIS 
STATEMENTSTATEMENT TOTO THETHE PERSONNELPERSONNEL MANAGER.MANAGER. 

COPY 

EMPLOYEENAME: ____________________________EMPLOYEENAME: 

I II ACKNOWLEDGEACKNOWLEDGE thatthat I havehave receivedreceived aa copycopy ofof thethe EmployeeEmployee Handbook.Handbook. I havehave readreadI 
andand understoodunderstood thethe contentscontents ofof thethe Handbook,Handbook, andand I agreeagree toto abideabide byby itsits directionsdirections andandI 

I Iprocedures.procedures. I havehave beenbeen givengiven thethe opportunityopportunity toto askask anyany questionsquestions I mightmight havehave aboutabout thethe 
in Ipoliciespolicies in thethe Handbook.Handbook. I understandunderstand thatthat itit isis mymy responsibilityresponsibility toto readread andand familiarizefamiliarize 

myselfmyself withwith thethe policiespolicies andand proceduresprocedures containedcontained inin thethe Handbook.Handbook. 

II understandunderstand thatthat thethe statementsstatements containedcontained inin thethe HandbookHandbook areare guidelinesguidelines forfor employeesemployees 
concerningconcerning somesome ofof NMANMA policiespolicies andand benefits,benefits, andand areare notnot intendedintended toto create anyany 
contractualcontractual oror otherother legallegal obligationsobligations oror toto alteralter thethe at-willat-will naturenature ofof mymy employmentemployment withwith 
NMA.NMA. InIn thethe eventevent I dodo havehaveI anan employmentemployment contractcontract whichwhich expressly altersalters thethe at-willat-will 

create-

expressiy
relationship,relationship, II agreeagree toto thethe foregoingforegoing exceptexcept withwith referencereference toto anan at-willat-will employmentemployment status.status. 

II understandunderstand thatthat exceptexcept forfor employmentemployment at-will status, anyany andand allall policiespolicies oror practicespractices can 
bebe changedchanged atat anyany timetime byby NMA.NMA. 

at-willsfafus, can 

II understandunderstand thatthat otherother thanthan thethe BoardBoard ofof NMA,NMA, nono personperson hashas authorityauthority toto enterenter intointo anyany 
agreemenf,agreement, expressexpress oror implied,implied, forfor employmentemployment forfor anyany specificspecific periodperiod ofof time,time, oror toto makemake 
anyany agreementagreement forfor employmentemployment otherother thanthan at-will;at-will; onlyonly thethe BoardBoard hashas thethe authority toto makemakeauthtority

writlngsignedanyany suchsuch agreementagreement andand thenthen onlyonly inin writing Signed byby thethe BoardBoard President.President. 

Employee'sEmployee's Signature:Signature: __________Date:Date: _________ 
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