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employment  

1.1
the employment relationship  

This general statement of policy applies to all employees of Oakland Aviation High School.  If any conflict should exist between the Employment Handbook and a written Employee Agreement between the Employer and Employee, the Employment Agreement shall prevail.

By joining or continuing employment with Oakland Aviation High School each employee agrees to follow official policies and practices which may be in force at any given time.

Unless otherwise provided in a written Employment Agreement, all employees should remember that the employment relationship exists by mutual agreement. Consequently, either party can terminate the employment relationship "at will", at any time, with or without notice.  This manual therefore does not constitute an agreement for continued employment or any employment of any length.  No one is authorized to change the "at will" nature of the employment relationship unless it is done in writing and signed by the Principal of Oakland Aviation High School.

1.2
equal opportunity employment  

Oakland Aviation High School is an equal opportunity employer.  This means that employment decisions are based solely on qualifications for a specific position, not on age, gender, race, color, ancestry, religion, sexual orientation, marital status, national origin, or any medical condition or physical or mental disability which does not directly affect one's ability to meet the specific requirements of the position.  Equal employment opportunity will be extended to all persons in all aspects of the employer-employee relationship, including OAHS recruitment, hiring upgrading, training, promotion, transfer, discipline, layoff, and discharge.

1.2.1
disabled employees:  OAHS makes reasonable accommodations for disabled employees.  If you require accommodation, it is your obligation to contact the principal.  You will be asked to provide appropriate documentation.

1.2.2
reporting violations:  The equal employment opportunity officer for OAHS is the Principal.  If you believe you have been discriminated against on any impermissible basis, including any of the bases identified above, please report it immediately.

1.2.3
regular full-time employees:  Employees regularly scheduled for 40 or more hours per week during a 12-month period (non-academic) or 10-month period (academic) period.

1.3
regular part-time employees  
Employees who are regularly scheduled a minimum of 10 but fewer than 30 hours per week during a 10-month period.

1.4
personnel files  
Employee files and benefit records are considered confidential.

1.5.1
your responsibility:  You are responsible for providing the following information required for your personnel file appropriate for pay and benefits:


A.
Correct name, address, and social security number


B.
Copies of all academic records, credentials, degrees


C.
Annual forms and certifications as required


D.
Applications for benefits with accurate information


E.
I-9 Form


F.
Other forms as necessary

1.5.2
inspection of your file and/or benefit records:  You may inspect your own personnel file by making an appointment with the Principal and stating your desire to review your file.  Files will be inspected in the presence of one of the employees of the Office and may not be taken out of the office.  Benefit information, such as sick leave records, personal days used, or hours worked may also be reviewed.  The school will make all reasonable efforts to accommodate requests.

1.6
social security number  

All employees must have a valid social security number to be placed on the payroll.  Such social security numbers must be provided to the Business Office at the time of employment.  This requirement also applies to employees who are nationals of a foreign country.

1.7
hours of work  

Being on time for work is a professional responsibility. Notify the school office if you are going to be late, or call the Principal between the hours of 7:30 am and 8:00 am (at 415.216.9336).  School hours of operation are from 9:00 a.m. to 5:00 p.m.  Teachers are expected to be on campus from 8:45 a.m. to 5:15 p.m.  Consistent tardiness will lead to disciplinary action up to and including termination.
1.8
concurrent employment  

Oakland Aviation High School has no objections to an employee holding another job as long as he or she can effectively meet the performance standards for his or her position with the school.  However, concurrent employment is prohibited where there are conflicts of interest that could be unfavorable or damaging to the school.

1.9
telephone use and telephone messages  

We encourage you to use school phones to communicate with parents and for other necessary school business.  Please let the office know if you are making school-related long distance calls.

Messages from family members and for appointments will be recorded and placed in your box unless we are advised that an emergency situation exists. 

Personal phone calls should be made only with permission of the office or the principal. 

When answering the phone, please remember that you are the school's representative and possibly the first person representing Oakland Aviation High School to the caller.  Always answer the phone with a cheerful greeting, "Good morning (good afternoon), Oakland Aviation High School, (your name) speaking, may I help you?"

1.10
blood-borne pathogens exposure control plan  

Universal precautions will be observed in this school to prevent contact with blood or other potentially infectious materials.  All blood or other potentially infectious material will be considered infectious regardless of the perceived status of the source individual.

Engineering and work practice controls will be utilized to eliminate or minimize exposure to employees at the school.  Where occupational exposure remains after institution of these controls, personal protective equipment shall also be utilized.  Oakland Aviation High School will use the following controls: prevention, gloves and hand washing.

1.11
student abuse reporting responsibility  

The Student Abuse Reporting Law requires certain professions, including teachers, school administrators, and any student care custodian, to report suspected abuse to the proper authorities.  The reporting law requires the student protective agency first receiving the report to cross-report to other student protective agencies and to the district attorney.  All reports are to be made by telephone immediately or as soon as practically possible and in writing within 36 hours using required forms available in the office (Pen Code 11166 subd.[g]).  All employees will be inserviced on student abuse reporting responsibilities and a form in their personnel files stating that they have been inserviced in reporting procedures.  Employees are encouraged to notify the Principal of any suspected abuse.  When the school has reporting procedures, the legal responsibility of reporting still falls upon the person who witnessed or suspected the abuse.

1.12
alcohol – and drug-free workplace  

It is the expressed policy of Oakland Aviation High School to create and maintain a drug-free workplace, as required by the Drug-Free Workplace Act of 1988.  The illegal possession or sale of alcohol and other controlled substances on school property is prohibited.  Furthermore, employees may not report to work under the influence of such substances.  Any employee violating these standards is subject to disciplinary action up to and including termination.

1.13
emergency plan  

While we do not expect a natural disaster (such as an earthquake) or man-related disaster (such as a chemical spill) to occur during school hours, it is nonetheless necessary that we establish a plan for operation under such conditions.  A copy of the School Emergency Plan is available in the office and in each classroom.  In addition, a campus exit route map is posted in each hallway.

1.14
fingerprints  

State law requires that school employees submit fingerprint cards to the Alameda Department of Justice (Education Code 4437).  Upon confirmation of employment, each employee is to be finger printed, candidate should submit application to the school office.

1.15
injury and illness and prevention plan  

In the event of injury, contact the office immediately, a report will be filed and depending upon the condition of the injury, the injured party will be taken to a physician, or hospital, or released on their own.

If a teacher or member of the staff is out ill for three (3) consecutive days or more, he or she must submit a doctor's release before returning to school to resume duties.

1.16
professional behavior and communication  

Professional behavior with regard to confidentiality includes the following:

· Conversations about student behavior or academic work is to be shared only with that student's parents, the Principal, or another teacher or staff member who is working with that student.

· Information in a student's cumulative folders and records is available to the student's parents and administrators only.  These folders are not to be removed from the office.

· HIV/AIDS information is confidential.

· Questions, concerns or conflicts should be addressed directly to the person or persons involved.

· Communication problems between faculty members, parents, board members and staff should be resolved directly with the persons involved and as soon as they occur.  When issues occur that appear unresolvable, an appointment should be scheduled with the Principal.

· Parents who bring problems to the Principal about a teacher should be initially referred back to the teacher for communication about this problem.  Parents who bring problems to a teacher about the Principal should be referred to the Principal.  Parents who bring problems regarding staff members should be referred directly to the staff member.  The principal may require mediation if the problem can not be resolved amiably between the parties.  

1.17
tuberculosis test  

Employees who show a negative skin test must be retested every four (4) years.  Employees with documented positive skin tests that were followed with an X-ray require no additional exam.  Current tuberculosis test results must be on file in the office.

1.18
student custody cases  

Oakland Aviation High School cannot prevent (or physically restrain) a parent from removing a student from the premises unless there exists a court order prohibiting it or, in our judgment, the student is in immediate danger of bodily harm.

If we do have a copy of a court order, we are limited to explaining that the authorities will be called and the other parent notified.

SALARY AND BENEFITS

2.1
holidays  

Holidays are observed as per the current school year calendar.  School holidays are paid holidays.

2.2
insurance benefits  

2.2.1
cessation of benefits upon termination:  Regular Insurance benefits cease on the last day of the month in which employment is terminated.   Insurance benefits will be in effect during the summer months for returning employees.  In the event an employee does not return, that employee shall be liable to OAHS for the entire cost of all benefits paid on the employee's behalf during the school summer break.

2.3
workers compensation insurance  

If you are injured on the job, your medical and hospital expenses and a portion of lost salary may be payable under Workers' Compensation Insurance.

2.3.1
reporting an injury:  You are responsible for reporting any job related injury to the Office immediately.

· You will be asked to fill out a simple form “Injury Report Form.”

· The office will provide you with information so you can seek medical attention as necessary under the Workers' Compensation Plan.

· You should report any injury on a timely basis, even minor ones not requiring immediate medical attention, so that appropriate records can be kept.  Should a minor injury develop into a more severe problem, you and the school may be in a better position to make a claim.
2.4
returning to work  

If you have missed work due to a job-related injury, you must have a written release from your primary physician stating that you are able to return to work.

Any restrictions placed on your activities may have to be assessed by your supervisor at the school prior to the school's approving your return.  Employees may not return to work without such approval.

2.5
leaves  

All employees working more than 35 hours per week may be eligible for this leave policy.

Any period of leave without pay will not be considered a period of full-time employment for purposes of determining eligibility for benefits, but shall not be considered a break in service so as to interfere with the accumulation of consecutive years of employment.

2.5.1
sick leave:  All full-time employees regularly scheduled to work at least 30 hours per week accrue sick leave beginning on the first day of employment.  Sick leave accrues each pay period at the rate of 1 day per hire-month, not to exceed 10 days per year (11 days for 11-month employees).  Sick leave may be used when an employee is ill, for family illness and for doctor's appointments.    All sick leave days are recorded and are available for an employee's review.  Unused leave time is not compensable upon termination or at any other time. (See contract.)

2.5.2
personal leave:  All full-time employees regularly scheduled to work more than 30 hours per week may take up to 10 days per calendar year for personal leave in lieu of sick leave.  Requests for personal leave must be cleared with the school principal in writing.


To request personal leave, write a brief email to the Principal (principaloahs@gmail.com) stating the date(s) requested, and the reason for the leave request.  The principal will write you a response and put both documents in your staff file. 

2.5.3
leave responsibilities: Employee is responsible for completing an Employee Absence Report within two (2) days of returning to work.
2.6
notice  

Employees are asked to give the Principal as much notice as possible when they are going to be absent from, or late to, work.  In any event, it is required that the employee contact the office before the beginning of the workday if there is to be a continuing absence.  Should an employee be absent for three (3) days without contacting the Principal, the school may presume that they have abandoned their position and their employment may be terminated.

2.6.1
disability leave:  Employees who experience an illness, injury, pregnancy, or work-incurred disability are entitled to an unpaid leave of up to 12 weeks, subject to duration of the contract, with proof of disability.  The SDI program provides benefits to employees who are unable to work due to non work-related illness, injury, or pregnancy. SDI benefits are payable when a covered employee suffers a wage loss and cannot work due to pregnancy or illness/injury not related to the job.


Employees requesting disability leave should notify Oakland Aviation High School at the earliest possible date of their need for disability leave.  In addition, they must submit a statement from the treating health care provider that includes the following information:

· The date on which the disability commenced.

· The probably duration of the condition.

· A statement that, due to the serious health condition, the employee is unable to perform the function of his or her position.

Any employee who fails to provide the school with the required medical statements and releases, or who fails to contact the school on a timely and regular basis, may be considered to have abandoned the job and may be separated from employment.

In event of pregnancy, once SDI pregnancy-related benefits, it is not necessary to request a claim for Paid Family Leave benefits. Employee will automatically be sent a Claim for Paid Family Leave Benefits (New Mother – DE2501FP) when your pregnancy-related disability claim ends.

sdi disqualifications
According to State Law (DE 8724C) a person 

· receives Unemployment Insurance or Paid Family Lee payments is not eligible

· receives full wages (benefits payments and wages added together are limited to the total weekly wage, excluding overtime pay, immediately prior to the disability)

· is in legal custody as a result of a conviction or when confined by a court order

· if the client is no longer in the labor market

· receives Worker’s Compensation at a weekly rate equal to or greater than the SDI rate.

2.6.2
return to work:  Employees returning to work after any disability leave must have a written release from a physician verifying they are able to return to work and safely perform their duties.  If the physician's certificate indicates that the employee is physically able to return to work and the employee does not so return, the employee will be deemed to have resigned his or her employment and the leave of absence shall terminate.

2.6.3.
PAID FAMILY LEAVE (PFL):  Insurance affords employees an opportunity to care for seriously ill loved ones or those unable to care for themselves, or bond with a new born. OAHS abides by State Law regarding Paid Family Leave.

PREGNANCY DISABILITY LEAVE

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

EMPLOYEE ELIGIBILITY CRITERIA FOR PREGNANCY DISABILITY LEAVE
To be eligible for pregnancy disability leave, the employee must be disabled by pregnancy, childbirth, or a related medical condition and must provide appropriate medical certification concerning the disability.

EVENTS THAT MAY ENTITLE AN EMPLOYEE TO PREGNANCY DISABILITY LEAVE
The four (4) month pregnancy disability leave allowance includes any time taken (with or without pay) for any of the following reasons:

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

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

DURATION OF PREGNANCY DISABILITY LEAVE
Pregnancy disability leave may be taken in one or more periods, but not to exceed four months total. “Four months” means the number of days the employee would normally work within four months. For a full-time employee who works five eight hour days per week, four months means 88 working and/or paid eight hour days of leave entitlement based on an average of 22 working days per month for four months.

If a holiday falls within a week taken as pregnancy disability leave, the week is nevertheless counted as a week of pregnancy disability leave.  If, however, the employer’s business activity has temporarily ceased for some reason and employees are generally not expected to report for work for one or more weeks, such as the Winter Holiday Break, Spring Break, or Summer Vacation, the days OAHS’s activities have ceased do not count against the employee’s pregnancy disability leave entitlement.

Pregnancy disability leave does not count against the leave available under OAHS’s policy on Family Care and Medical Leave.


PAY DURING PREGNANCY DISABILITY LEAVE
1.
An employee on pregnancy disability leave must use all accrued paid sick leave and may use any or all accrued vacation time at the beginning of any otherwise unpaid leave period.

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

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

HEALTH BENEFITS DURING PREGNANCY DISABILITY LEAVE
The provisions of OAHS’s various employee benefit plans govern continued eligibility during pregnancy disability leave and these provisions may change from time to time. When a request for pregnancy disability leave is granted, OAHS will give the employee written confirmation of the arrangements made for the payment of insurance premiums during the leave period.

Cal-FMLA specifically excludes pregnancy-related disability from the "serious health conditions" for which employers are obligated to provide family and medical leave. The Cal-FMLA provisions are separate and distinct from the pregnancy provisions of the Fair Employment and Housing Act (FEHA), which gives employees the right to take up to 4 months off if disabled on account of pregnancy, childbirth or related medical condition.

Therefore, a pregnant employee may be able to take a total of 4 months of pregnancy disability leave plus 12 weeks of Cal-FMLA leave in a 12 month period. The school will pay its normal share of health benefits for up to 12 weeks of pregnancy-related disability, based on FMLA. After the employee is released to return to work, she will have the right to an additional 12 weeks of child care leave under Cal-FMLA during which the school will continue to pay its normal share toward health benefits.
SENIORITY DURING PREGNANCY DISABILITY LEAVE
An employee on pregnancy disability leave remains an employee of OAHS and a leave will not constitute a break in service. When employee returns from pregnancy disability leave he or she will return with the same seniority he or she had when the leave commenced.

MEDICAL CERTIFICATIONS FOR PREGNANCY DISABILITY LEAVE
1.
An employee requesting a pregnancy disability leave must provide medical certification from her healthcare provider. Failure to provide the required certification in a timely manner (within fifteen (15) days of the leave request) may result in a denial of the leave request until such certification is provided.

2.
Recertifications are required if leave is sought after expiration of the time estimated by the healthcare provider. Failure to submit required recertifications could result in termination of the leave.

REQUESTING AND SCHEDULING PREGNANCY DISABILITY LEAVE

1.
An employee should request pregnancy disability leave by completing a Request for Leave form and submitting it to the Principal, or designee. An employee asking for a Request for Leave form will be referred to OAHS’s then current pregnancy disability leave policy.

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

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

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

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

6.
In most cases, OAHS will respond to a pregnancy disability leave request within two (2) days of acquiring knowledge that the leave qualifies as pregnancy disability and, in any event, within ten (10) days of receiving the request. If a pregnancy disability leave request is granted, OAHS will notify the employee in writing and leave will be counted against the employee's pregnancy disability leave entitlement.  This notice will explain the employee's obligations and the consequences of failing to satisfy them.

RETURN TO WORK AFTER PREGNANCY DISABILITY LEAVE

1.
Upon timely return at the expiration of the pregnancy disability leave period, an employee is entitled to the same position unless the employee would not otherwise have been employed in the same position (at the time reinstatement is requested) or such each means of preserving the job for the employee (such as leaving it unfilled or filling it with a temporary employee) would have substantially undermined OAHS's ability to operate the business safely and efficiently.  If the employee is not reinstated to the same position, she must be reinstated to a comparable position unless there is no comparable position available or a comparable position is available, but filling that position with the returning employee would substantially undermine OAHS’s ability to operate the business safely and efficiently. A “comparable” position is a position that involves the same or similar duties and responsibilities and is virtually identical to the employee's original position in terms of pay, benefits, and working conditions.

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

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

4.
If the employee takes FMLA/CFRA leave for reason of the birth of her child at the expiration of her pregnancy disability leave, her right to reinstatement is governed by the Family Care and Medical Leave policy, not by this policy.

5.
If the employee can return to work with limitations, OAHS will evaluate those limitations and, if possible, will accommodate the employee as required by law. If accommodation cannot be made, the employee will be medically separated from OAHS.

EMPLOYMENT DURING PREGNANCY DISABILITY LEAVE
An employee on pregnancy disability leave may not accept employment with any other employer without OAHS’s written permission. An employee who accepts such employment will be deemed to have resigned from employment with OAHS.

INSURANCE COVERAGE CONTINUANCE
When employees are on extended leave, except under FMLA or PDL, OAHS does not continue the employee’s health insurance coverage.  Insurance may be self-paid under COBRA provisions. 

FAMILY CARE AND MEDICAL LEAVE 

This policy explains how OAHS complies with the federal Family and Medical Leave Act (“FMLA”) and the California Family Rights Act (“CFRA”), both of which require OAHS to permit each eligible employee to take up to twelve (12) workweeks of FMLA leave in any twelve (12) month period for the birth or adoption of a child, the employee's own serious illness or to care for certain family members who have a serious illness. For purposes of this policy, all leave taken under FMLA or CFRA will be referred to as “FMLA leave.”

EMPLOYEE ELIGIBILITY CRITERIA FOR FMLA LEAVE
To be eligible for FMLA leave, the employee must have been employed by OAHS for the last twelve (12) months and must have worked at least 1,250 hours during the twelve (12) month period immediately preceding commencement of the FMLA leave.

EVENTS THAT MAY ENTITLE AN EMPLOYEE TO FMLA LEAVE

The twelve (12) week FMLA allowance includes any time taken (without pay) for any of the following reasons:

1.
To care for the employee’s newborn child or a child placed with the employee for adoption or foster care.  Leaves for this purpose must conclude within twelve (12) months immediately after the birth, adoption, or placement.  If both parents are employed by OAHS, they will be entitled to a combined total of twelve (12) weeks of leave for this purpose.

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

3.
To care for a spouse, child or parent with a serious health condition.

4.
A “serious health condition” is an illness, injury, impairment, or physical or mental condition that involves: 

a. 
Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical care facility, including any period of incapacity or any subsequent treatment in connection with such inpatient care; or 

b.
Continuing treatment by a health care provider.

AMOUNT OF FMLA LEAVE WHICH MAY BE TAKEN

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

2.
The “Twelve (12) month period” in which twelve (12) weeks of FMLA leave may be taken is the 12 month period immediately following the date an employee's first FMLA leave begins.

3.
If a holiday falls within a week taken as FMLA leave, the week is nevertheless counted as a week of FMLA leave.  If, however, OAHS’s business activity has temporarily ceased for some reason and employees are generally not expected to report for work for one or more weeks, such as the Winter Break, Spring Break, or Summer Vacation, the days OAHS’s activities have ceased do not count against the employee’s FMLA leave entitlement.

PAY DURING FMLA LEAVE
1.
An employee on FMLA leave because of his or her own serious health condition may use all accrued paid sick leave and may use any or all accrued paid vacation time at the beginning of any otherwise unpaid FMLA leave period.

2.
An employee on FMLA leave for child care or to care for a spouse, parent, or child with a serious health condition may use any or all accrued paid vacation at the beginning of any otherwise unpaid FMLA leave.

3.
All FMLA leaves are unpaid leaves.

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

HEALTH BENEFITS DURING FMLA LEAVE

The provisions of OAHS’s various employee benefit plans govern continuing eligibility during FMLA leave, and these provisions may change from time to time. The health benefits of employees on FMLA leave will be paid by OAHS during the leave at the same level and under the same conditions as coverage would have been provided if the employee had been continuously employed during the leave period. When a request for FMLA leave is granted, OAHS will give the employee written confirmation of the arrangements made for the payment of insurance premiums during the leave period.

OAHS may recover the health benefit costs paid on behalf of an employee during his or her FMLA leave if:

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

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

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

MEDICAL CERTIFICATIONS FOR FMLA LEAVE
1.
An employee requesting FMLA leave because of his or her own or a relative's serious health condition must provide medical certification from the appropriate health care provider. Failure to provide the required certification in a timely manner (within fifteen (15) days of the leave request) may result in denial of the leave request until such certification is provided.

2.
If OAHS has reason to doubt the medical certification supporting a leave because of the employee's own serious health condition, OAHS may request a second opinion by a health care provider of its choice (paid for by OAHS). If the second opinion differs from the first one, OAHS will pay for a third, mutually agreeable, health care provider to provide a final and binding opinion.

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

PROCEDURES FOR REQUESTING AND SCHEDULING FMLA LEAVE
1.
An employee should request FMLA leave by completing the required form, which can be obtained from the immediate supervisor and submitting it to the Principal. An employee asking for a Request for Leave form will be given a copy of OAHS’s then-current FMLA leave policy.  Employees are required to submit whether or not they intend to return to work in the same employment capacity after their leave.  A monthly update of employee’s current status and intent is also required.

2.
Employees should provide not less than thirty (30) days notice or such shorter notice as is practicable, for foreseeable childbirth, placement, or any planned medical treatment for the employee or his/her spouse, child, or parent.  Failure to provide such notice is grounds for denial of a leave request, except if the need for FMLA leave was an emergency or was otherwise unforeseeable.

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

4.
If FMLA leave is taken because of the employee’s own serious health condition or the serious health condition of the employee’s spouse, parent or child, the leave may be taken intermittently or on a reduced leave schedule when medically necessary as determined by the health care provider of the person with the serious health condition.

5.
If FMLA leave is taken because of the birth of the employee’s child or the placement of a child with the employee for adoption or foster care, the minimum duration of leave is two (2) weeks, except that OAHS will grant a request for FMLA leave for this purpose of at least one (1) day but less than two (2) weeks duration on any two (2) occasions.

6.
If an employee needs intermittent leave or leave on a reduced leave schedule that is foreseeable based on planned medical treatment for the employee or a family member, the employee may be transferred temporarily to an available alternative position for which he or she is qualified that has equivalent pay and benefits and that better accommodates recurring periods of leave than the employee’s regular position.

7.
In most cases, OAHS will respond to a FMLA leave request within two days of acquiring knowledge that the leave is being taken for an FMLA-qualifying reason and, in any event, within ten (10) days of receiving the request. If an FMLA leave request is granted, OAHS will notify the employee in writing that the leave will be counted against the employee’s FMLA leave entitlement. This notice will explain the employee's obligations and the consequences of failing to satisfy them.

RETURN TO WORK AFTER FMLA LEAVE
1.
Upon timely return at the expiration of the FMLA leave period, an employee (other than a “key” employee whose reinstatement would cause serious and grievous economic injury to OAHS’s operations) is entitled to the same or a comparable position with the same or similar duties and virtually identical pay, benefits, and other terms and conditions of employment unless the same position and any comparable position(s) have ceased to exist because of legitimate business reasons unrelated to the employee’s FMLA leave.

2.
When a request for FMLA leave is granted to an employee (other than a “key” employee), OAHS will give the employee a written guarantee of reinstatement at the termination of the leave (with the limitations explained above).

3.
Before an employee will be permitted to return from FMLA leave taken because of his or her own serious health condition, the employee must obtain a certification from his or her health care provider that he or she is able to resume work.

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

LIMITATIONS ON REINSTATEMENT AFTER FMLA LEAVE
1.
OAHS may refuse to reinstate a “key” employee if the refusal is necessary to prevent substantial and grievous economic injury to OAHS’s operations.  A “key” employee is an exempt salaried employee who is among the highest paid 10% of OAHS's employees within 75 miles of the employee's worksite.

2.
A “key” employee will be advised in writing at the time of a request for, or if earlier, at the time of commencement of FMLA leave, that he/she qualifies as a “key” employee and the potential consequences with respect to reinstatement and maintenance of health benefits if OAHS determines that substantial and grievous economic injury to OAHS’s operations will result if the employee is reinstated from FMLA leave. At the time it determines that refusal is necessary, OAHS will notify the “key” employee in writing (by certified mail) of its intent to refuse reinstatement and will explain the basis for finding that the employee's reinstatement would cause OAHS to suffer substantial and grievous economic injury.  If OAHS realizes after the leave has commenced that refusal of reinstatement is necessary, it will give the employee at least ten (10) days to return to work following the notice of its intent to refuse reinstatement.
EMPLOYMENT DURING FMLA LEAVE
An employee on FMLA leave may not accept employment with any other employer without OAHS's written permission. An employee who accepts such employment will be deemed to have resigned from employment at OAHS.

2.7
family school partnership act  

All full-time employees are eligible to take up to 40 hours per year unpaid leave to participate in school-related activities for their students in kindergarten or grades 1 through 12.  The employee is eligible to take up to 20 hours per year paid leave to participate in school-related activities for their students in kindergarten or grades 1 through 12.  Leave must be requested in advance and accompanied by documentation (letter of special event, conference, or program).  Leave may not exceed 2 hours per month.

2.8
bereavement/critical illness/emergency leave  

All full-time employees scheduled to work at least 30 hours per week may be granted a bereavement leave of absence up to three (3) days with pay in the event of death or critical illness in their employee's immediate family.  "Immediate family" includes a grandparent, parent, spouse, student, and siblings.

2.9
jury duty  

Employees called to serve on jury duty will be given time off as required by law.  Teachers are encouraged to request a postponement of jury duty until the summer.  Full-time employees will be given salary for hours spent on jury duty.

2.10
pay practices  

Payroll dates are fixed according to payroll policy. All employees are paid the last working day of the month, unless otherwise indicated and dependent upon holiday schedule.

2.11
payroll deductions  

Payroll deductions will be made in accordance with the instructions from your completed W-2.  Deductions will also be made for medical insurance premiums and for the State Teachers Retirement Program, and other deductions as mandated through state employment laws.

2.12
salary increase  

Teachers will be initially hired into their positions according to the OAHS Salary Schedule.  Salary increases will be based on cost of living increases, which will be given to full time employees each year according to annual school budget and/or the national COLA adjustment.

2.13
professional development/teacher workshops  

Oakland Aviation High School is committed to supporting the professional development of all employees.  Professional development is requisite for employment.  Professional development will be provided to all OAHS staff weekly.  In addition, teachers are expected to keep up in their fields of study and in teaching practice.

The administration encourages staff to join technical and professional organizations and, consistent with the discharge of their duties to the school. The payment of dues for private membership in professional or technical organizations is the responsibility of the employee, unless the employee is selected by the Principal to represent the school through an institutional membership of affiliation, or the employee requests the use of professional development funding and can show the material benefits of membership to the OAHS community.

Employees may apply for authorization to attend any type of professional or educational activity that will involve professional growth or help fill a need of the school.  Travel and expenses will be reimbursed according to budgetary considerations as negotiated with the Principal.  Requests to attend must be approved by the Principal and certificates of completion must be handed in to the office.  Employees who attend professional growth opportunities are expected to in-service other staff and to share materials.  Each teacher or administrator who attends a workshop at the monetary or time expense of the school will fill out a professional growth plan.  This plan will include how the learning ties to the vision and mission of the school, projections of areas of professional growth, plans for dissemination of learning to staff, students, and parents, and how the projected learning relates to student outcomes.

FACULTY DUTIES AND RESPONSIBILITIES  

3.1
the role of the teacher  

The teacher’s role is to provide students with a high quality education, in an environment that is not only safe, but also in an atmosphere that promotes exploration.  These opportunities should expand their educational horizons, and develop understanding and acceptance of other members of the school community.

Teachers will work in concert with the Charter School Petition, follow the guidelines and policies as set down by the petition, and as enunciated by the Board of Directors and Principal of the School.

The Teacher will report directly to the Principal.  The Principal will be responsible for the ongoing evaluation and the monitoring of the classroom teaching, adherence to the school philosophy and to work with the Teachers in fully implementing the school curriculum.

3.2
teacher responsibilities:  curriculum  

· To work with the Principal and staff to develop and implement a school curriculum that reflects the school philosophy, addresses the educational needs of the students, and allows teachers to teach and students to learn.

· Design and implement regular interim assessments to inform pedogological efficacy, and to inform personal professional development needs.

· To consciously apply brain research in the development of and implementation of curriculum.

· To evaluate the individual needs of the students, and develop a personal learning plan that addresses those needs and reflects the curriculum.

· Develop classroom learning opportunities that are student centered, age appropriate, and challenging for each student.

· Create a classroom environment that reflects enthusiasm for learning and the creativity of the teacher.

· Be available for Student Study Team and IEP (Individual Education Plan) Meetings.

· Research and utilize the community resources available to the school and plan and organize field trips that are curriculum appropriate and expand the learning opportunities of students.

3.3
teacher responsibilities:  communication  

· To check email and voice mail daily, and respond in a timely manner.

· To maintain regular communication with all parents.  This communication may take the form of newsletters, phone calls, email and special notes homes.
· Regularly scheduled parent conferences, held on a regular basis during the school year and prior to the beginning of each school year.
· To communicate to students and parents the classroom expectations regarding academic performance, conduct, and classroom interaction with other students and the teacher.
· To work with the parents in the development of a personal learning plan for the student and create some short and long term goals for students.
· To communicate professionally and regularly with the principal, addressing any concerns directly to him/her.
3.4
teacher responsibilities:  classroom and school  

· Keep a daily record of student progress in a grade book and in the PowerSchool system.  Grade books are legal documents and must be accurate, up-to-date and available for review by students, families and OAHS staff.

· The Teacher will create a classroom environment that establishes clear, consistent expectations for students.

· The Teacher will create opportunities for students to learn proper classroom decorum through modeling, affirmation, language, and role-playing.

· To treat all students with respect, dignity, and show the students how to solve their problems independently with appropriate level of interaction from the teacher.

· To maintain the same expectations out of the classroom as in the classroom.

· To be active in the supervision of student both in the classroom and throughout the school site.

· To enforce all school rules in and out of the classroom.

3.5
teacher responsibilities:  additional  

· To work with the Principal in the preparation and execution of safety procedures: fire, earthquake, and other potential disaster situations.

· To design and store in the office one week of complete emergency lesson plans.  Plans must include all necessary photocopies and clear instructions.  Plans should be ready to go without any additional preparation by the substitute.

· To arrange for substitutes when ever possible.  When not possible to call the office before school begins.  

· To call the office as soon as one is aware they will be absent.

· To work with staff in the maintenance of a clean, healthy environment.

· To be qualified in CPR and basic First Aid.

· To encourage parent participation in the classroom, volunteering, sharing particular talents, and sharing learning opportunities outside the classroom.

· To attend all regularly scheduled Faculty meetings and in-services.

· To develop, with the Principal, a long-term professional growth plan.

· To develop, in consultation with the Principal goals and objectives for each school year. This document will form the basis for evaluation.

· To meet semi-annually with the Principal and designated colleagues to review and evaluate these goals and objectives.

· To visit other school sites to acquire new information and ideas about programs that demonstrated success.

· To receive regular evaluations and coaching sessions from the Principal or designee.

· To maintain an open classroom, understanding that the school has many visitors and that classrooms reflect who we are and what we do.

· To attend monthly evening parent meetings, Saturday School and special evening presentations sponsored by the school. 

· To exemplify the best ideals of the teaching profession.

3.6
miscellaneous policies  

3.6.1
attendance records:  Each teacher is responsible for taking attendance in each class.  Attendance is to be recorded on the network through PowerSchool.  Failure to keep accurate and up-to-date attendance records will result in disciplinary action.

3.6.2
care of students in case of injury or illness:  First aid supplies are kept in each classroom, and minor first aid will be administered by the teacher when appropriate.  Depending on the nature of the illness/injury, a student should be accompanied to the office by a teacher or another adult or student for additional care as necessary.  All injuries must be reported as soon as possible, and an injury report filed in the office.

3.6.3
lesson plans:  Each teacher is required to fill out a designated lesson plan for each school week.  These lesson plans are to be in the Principal's box before a Teacher leaves on the last day of each work week (usually Friday) or before 9:00 AM on the first day of each school week (usually Monday).

3.6.4
dress code:  Please dress comfortably in order to be engaged with the students.  Dress is designated "business casual."  For this purpose, business casual excludes blue jeans with holes, tight pants/slacks, above the knee, spaghetti strap blouses, tops and dresses, tank tops, wrinkled or dirty clothing, or tight suggestive clothing.  Any person wearing the above will be sent home and clocked for the time they are not in class.

3.6.5
faculty meetings:  Full faculty meetings are held each Wednesday and Thursday.  The purpose of these meetings is communication, curriculum discussion, in-service, and sharing information.  It is the responsibility of all faculty members to attend these meetings.

3.6.6
field trips:  All field trips must be approved by the Principal/administrator.  Field trips are encouraged as part of the school curriculum.  All out-of-class activities, however, must be directly related to units being studied and be approved by the Principal.  They must be recorded on the calendar in the school office.  Teachers should notify the office as soon as a field trip is planned by completing the designated field trip schedule.  Copies of emergency treatment and notification signed by parents must be on file in the office for every student on the trip.  Chaperones should take copies of the emergency forms if students will be away from campus when the office is closed.

3.6.7
drivers for field trips:  The Principal must receive copies of current insurance policy (with full coverage) and California driver's licenses from parents who intend to drive students on field trips at least one (1) week in advance of the scheduled field trip. This information must be provided prior to each field trip. The Designated reviewer must ensure that drivers have seat belts for all students in the car.

3.6.8
fundraising:  No request for funds should go to parents or to other members of the community unless first cleared through the Principal.  Any funds or gifts-in-kind which come into the school, solicited or unsolicited, should be reported to the Principal.  As a common courtesy, any contributor of money, gifts-in-kind, or special gifts to teachers should receive a thank-you note from both the school and the teacher.

3.6.9
holidays: Oakland Aviation High School is a public school that recognizes and respects diversity.  Although we do not recognize and celebrate religious observances, teachers are encouraged to incorporate all religious and ethnic observances into their thematic curriculum instruction.

3.6.10
homework:  Oakland Aviation High School holds high standards of excellence, and expects that students will complete homework for each class daily.  These assignments are designated to promote self-discipline, practice/reinforce classroom work, and develop good study habits.  Homework should be thematically based, developmentally appropriate, and tied directly to the unit of study.  The amount and length of homework will increase as a student progresses through the grades as developmentally appropriate.

3.6.11
substitute teachers:  Teachers who need a substitute for illness, personal days, or any other reason regarding classroom absence must request all substitute needs from the Principal.  Substitutes are requested by the Administration.  Substitute teachers may be arranged as far as 30 days in advance.  Teachers should make requests for specific substitutes, otherwise it is the discretion of the office personnel to select a substitute.


If a teacher will be absent more than one (1) day, the office should be notified no later than 2:00 pm., so that the substitute may be retained for additional day(s).  All teachers are required to have available in their classrooms a substitute folder that includes a seating chart, class list, detailed lesson plans, schedule, and emergency procedures.

3.6.12
visitors on campus:  Teachers must notify office of all upcoming visitors, and refer them to the office to sign in before visiting the class.  Even familiar parents who are volunteering in classrooms need to sign in at the office prior to entering a classroom. All visitors must sign-in in the office prior to visiting a class. If the visitor does not have a visitor badge, call the office and send them to the office to sign-in.

3.6.13
special education:  Federal and state laws require all public school districts to provide a "free and appropriate education for all students with disabilities."  Both Federal and state legislation mandate timeline for referral, assessment, certification, placement, and provision of (appropriate) services to all students with exceptional needs.  If a student appears to have a disability, classroom modifications should be instituted and school wide resources should be utilized.  The teacher should contact parents to involve them in the evaluation and remedial process.  If a student is not responding to these changes, that student should be referred to the Student Study Team for school wide action.  The Student Study Team may deem that a particular student needs a special education evaluation.


Parents should be encouraged to work with the school Student Study Team in order to utilize more fully school resources before making special educational referrals.

3.6.14 student study team:  This Team meets in accordance with the annual schedule to clarify problems and concerns of teachers about individual students.  The team uses systematic problem solving approach to assist students who are not progressing at satisfactory rates, develops strategies, organizes school resources and provides a system of accountability involving the parents in this process.  The team is composed of the Principal, Counselor, and Representative Teachers and the District Resource Specialist (RSP).  Parents of the referred student and the student him/herself also participate in the team process.  This team may recommend a special education evaluation if school wide resources are not meeting the student's educational needs.

3.6.15 Locker Policy: Teachers will assign lockers to students in their Advisory Course.  Teachers are required maintain an up-to-date list of Advisees and their assigned locker number.  This list should be kept in a binder in the classroom and be turned into the office.

3.6.16 School Equipment, books and educational materials: All equipment, books and materials purchased with school funds belong to the school and must be returned when employment terminates, or when requested by the Principal or administration. 

Teachers are encouraged to check out equipment, books and materials to students.  To avoid loss and damage to school property students will be required to check out equipment, books and materials from their teachers or other staff.  Staff is required to keep accurate records of equipment, books and materials.  If equipment, books or materials are lost, and student check-out records have not been kept up to date, the responsible staff member will be charged the cost of replacement.

3.6.17 Signing In and Out: Staff is required to sign in when they arrive at work (or return during their scheduled work day) and sign out when leaving campus.  A daily sign-in log is kept in the main office.

STANDARDS OF CONDUCT, PERFORMANCE, AND DISCIPLINE  

4.1
general policy on harassment  

Oakland Aviation High School(OAHS) maintains standards of employee conduct and management practices, which support and promote effective operations.  An employee's employment may be terminated by either the employer or the employee at any time.  Nevertheless, OAHS may, at its sole discretion, utilize the following corrective action policy.  OAHS's corrective action policy is designed to correct or eliminate employee behavior and job performance problems.  The utilization of this policy does not waive the employee's or the OAHS right to terminate employment at any time with or without cause.

Note: Because facts and circumstances may vary, including prior corrective action history, corrective action may be initiated at a more advanced rate in the process.  Conduct may also warrant immediate discharge with no prior corrective action.  At each step of the corrective-action process, the employee will be informed about the next step to be taken if the offense is repeated.

Oakland Aviation High School requires each employee to exhibit, (in both conduct and communications), sound judgment and respect for the feelings and sensitivities of every other employee of the school.  The school will not tolerate verbal or physical conduct by an employee which harasses, disrupts, or interferes with another employee's work performance or which creates an intimidating, offensive, or hostile work environment.  The school will not tolerate harassment of any student by another student.  This policy prohibits harassment of any kind, but particularly that related to race, color, sex, religion, national origin, age, sexual orientation, veteran or marital status, any handicap, medical condition or disability or ancestry.

The school will treat allegations of harassment seriously and will review and investigate such allegations in a prompt, confidential, and thorough manner.  A charge of harassment shall not create the presumption of wrongdoing.  However, substantiated acts of harassment will result in disciplinary action, up to and including dismissal.  Students found to have filed false or frivolous charges will also be subject to disciplinary actions, up to and including dismissal.

Harassment occurs when an individual is subjected to treatment or a school environment, which is hostile or intimidating because of the individual's race, creed, color, national origin, physical disability, or sex.  Harassment can occur any time during school or during school related activities.  It includes but is not limited to, any or all of the following:

VERBAL HARASSMENT:  Derogatory comments and jokes; threatening words spoken to another person;

PHYSICAL HARASSMENT:  Unwanted physical touching, contact, assault, deliberate impending or blocking movements or any intimidating interference with normal work or movement;

VISUAL HARASSMENT:  Derogatory, demeaning or inflammatory posters, cartoons, written words, drawings, gestures; and

SEXUAL HARASSMENT: Includes unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature as delineated in Section 4.2.

4.1.1
complaint filing and investigation procedures  

1.
A student may choose to tell the individual causing the harassment that his/her conduct is offensive and must stop.  If the objectionable behavior does not cease immediately, the student must report the harassment to the principal or to a teacher who will report it to the principal, or the OAHS Board of Directors if the Principal is the subject of the allegation.  Additionally, in the case of sexual harassment allegations, the student is free to raise the issue with another, same sex, administrator if he/she prefers to do so.

2.
The student alleging harassment will be asked to complete a formal written complaint.  The claim will be investigated thoroughly, involving only the necessary parties.  Confidentiality will be maintained as much as possible.

3.
The investigation will include a meeting with the person alleged to have harassed, sharing with that person the nature of the allegations as well as the name of the person bringing the allegations.  If appropriate, the alleged individual will be placed on administrative leave during the course of the investigation.

4.
Once the facts have been gathered, the Principal will decide what, if any, disciplinary action is warranted.  The disciplinary action will relate to the nature, context, and seriousness of the harassment and can include all disciplinary actions up to and including immediate termination.

5.
If the complaint is against a non-employee or non-student, such as a parent, volunteer, or vendor; the school will take steps within its power to investigate and eliminate the problem.

4.2
sexual harassment  
The school's general policy against harassment, which requires the reporting of any such acts experiences or observed, includes a prohibition against sexual harassment.

Applicable law defines sexual harassment as unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct or communication of a sexual nature when either:

· Submission to or rejection of such conduct or communication by an individual is used as a factor in decisions affecting such individual's hiring or employment; or

· Such conduct or communication has the purpose or affect of substantially interfering with an individual's employment or creating an intimidating, or hostile or offensive employment environment.

4.2.1
conduct of a sexual nature:  Sexual harassment can occur in any setting, including the workplace itself, school trips, and school-related social events.  Sexual harassment does not refer to occasional compliments of a socially acceptable nature.  It refers to behavior that is not welcome, is personally offensive, debilitates morale, and therefore interferes with an individual's effectiveness and work environment.


4.2.1.1
verbal:  Sexual innuendo, suggestive or insulting comments or sounds, whistling, jokes, or teasing of a sexual nature, sexual propositions or threats, continuing to express personal interest after being informed the interest is unwelcome.


4.2.1.2
visual:  Sexually suggestive objects, pictures, or letters, leering or obscene gestures.


4.2.1.3
physical:  Unwanted physical contact, including touching, pinching, brushing the body, impeding or blocking movement, sexual intercourse or assault.

4.2.2
individuals covered in the policy:  This policy covers all employees of OAHS.  The school will not tolerate, condone, or allow sexual harassment whether engaged in by coworkers, supervisors or other non-employees who conduct business with OAHS.  The School administration encourages the reporting of all incidents of sexual harassment regardless of which the offender may be, or the offender's relationship to the school.

4.2.3
recording a complaint:  Oakland Aviation High School encourages prompt reporting of complaints so that rapid response and appropriate action may be taken.  This policy not only aids the complainant, but also helps maintain an environment free from harassment for all employees.  Any employee who believes he or she has been harassed should promptly report the facts of the incident to the Principal.  A report made about the Principal should be made in writing and can be given to a member of the Board of Directors.  The school will investigate any complaints and take appropriate corrective action.

4.2.4
disciplinary action:  The school may take disciplinary steps to include written warning, suspension without pay, referral to counseling, and termination.

4.3
violation of standards of conduct  

Oakland Aviation High School standards specifies that no employee shall engage, either directly or indirectly, in any action which might result in, or create the appearance of, using OAHS employment for private gain, representing any private interests, of disclosing any confidential information, of obtaining privileges for self or others, or for a purpose which conflicts with official duties.

Every employee is expected to conduct him/herself in a safe, professional, and courteous manner.  Certain rules serve as a guide for workplace conduct and responsibilities.  Although some of these rules are covered elsewhere in this handbook or standard operating procedures, it is impossible to list all instances of behavior that may be unacceptable at work.

This handbook cannot identify every possible violation of appropriate standards of conduct.  Clearly such things as stealing, lying, fighting, and the use of offensive or abusive language are unacceptable.  The following is a partial list of other types of conduct that may result in disciplinary action up to an including immediate discharge.

· Unexcused, and/or repeated tardiness, or excessive absenteeism.

· Falsifying or destroying any school record, including time keeping records.

· Engaging in rude or discourteous conduct.

· Leaving students unattended for any length of time.

· Possessing or bringing dangerous or unauthorized materials on school property.

· Theft or destruction of school property.

· Substance abuse or the use of drugs which prohibit the employee from performing the essential functions of his or her job.

· Falsifying or making erroneous entries or material omissions on any employment application or other school document.

· Insubordination.

· Fighting or provoking a fight on school time or property.

· Harassing, threatening, intimidating, or coercing any other employee, student, or parent.

· Misconduct.

· Unsatisfactory performance.

Employees are expected to exercise good judgment and common sense in determining appropriate conduct.  Violation of school policies or standards of conduct will result in warning, termination, or other appropriate corrective action.

4.4
dispute resolution procedure  

A claim by an employee that a term of employment at Oakland Aviation High School has been misinterpreted, misapplied, or violated with respect to that employee shall be resolved through the following process set forth below.  The term "claim" shall have the meaning specified in this paragraph.

All disputes arising out of this Agreement shall follow a three-step process. First, Teachers with a grievance shall present it in writing to the Employer, who shall have fifteen (15) days to review it and respond in writing. If this is not satisfactory, then a subcommittee appointed by the Board of Directors shall meet within thirty (30) days to hear the Teacher and the Employer for the purpose of mediating the grievance. If this fails, the sole source of formal dispute resolution is binding arbitration in Alameda County under the rules of the California Arbitration Association, with the Teacher and the Employer each paying their respective attorney’s fees.
4.4.1
stage 1:  the principal – immediate supervisor:  Any teacher having a grievance shall present the grievance in writing to his/her principal within fifteen (15) days of the event or condition giving rise to the grievance.  The principal shall meet with the teacher and other persons as determined by the principal.  If the grievance is not resolved in the following fifteen (15) days of receipt by the principal, it shall be deemed denied, and the teacher may submit the grievance in writing to the OAHS Board of Directors.  All claims to the OAHS Board must be submitted in writing within four (4) calendar days after the 15-day resolution period with the School Principal.

4.4.2
stage 2:  OAHS board president or designee:  Within thirty (30) days of receipt of the written grievance, the OAHS Board of Directors designee, or his or her designee, will investigate the claim, and if necessary, meet with the teacher and other persons as determined by the Board or designee.  The Board designee shall render a decision within 30 days after the receipt of the claim.
4.4.3
stage 3:  the grievance committee:  Within fourteen (14) days of the decision by the OAHS Board of Directors, a written appeal may be submitted to the Oakland Aviation High School Claims Committee by the grieving party.  The Claims Committee shall consist of three members of OAHS Board of Directors.   The claimant shall mail or personally deliver to the Board President or designee a copy of the appeal at the time he/she submits the appeal to the Claims Committee.  The OAHS Board of Directors shall submit a reply to the Claims Committee within seven (7) workdays from the date the appeal was filed.

The Claims Committee may investigate the claim in any manner that it deems proper.  The Claims Committee shall render a decision on the appeal within 14 workdays after filing of the appeal.  The full Claims Committee must render a decision.  In the event of a tie vote, the decision of the OAHS Board of Directors shall be deemed upheld.

special education  

5.0
special education policy guidelines  

1. All charter schools must abide by all Special Education regulations including Part 30 of the Education Code relative to special education programs, and relevant parts of chapters 3 and 5.1 of Division 1 of Title 5 of the California Code of Regulations relative to special education of student and youth with disabilities and uniform complaint procedures.

2. The Individual Student Plan, developed by the Student Study Team, is not meeting the educational needs of the student, and the teacher or teachers have met with parents and instituted classroom modifications, the student should be referred to the District led IEP (Individual Education Plan) Team.  The purpose of the IEP Team is to bring all school-wide resources to aid powerful learning programs strategies for special needs.  The IEP Team uses a systematic problem solving approach, utilizing teachers, administrators, parents, the student, counselors, psychologists, nurses, and others to assist students who are not progressing at a satisfactory rate.  The IEP will outline interventions that the District and School must adhere to, to insure a quality education is offered to the student.

3. There may be some exceptions to the above policy: (1) If a parent requests a special education evaluation they have a legal right to have that request carried out within the mandated time frame (50 calendar days from the time the assessment plan is signed by the parents).  This parent or these parents should be informed about the Student Study Team process and its benefit for their student and the potential negative consequences of entering into the special education process without exhausting available school resources.  If the parent continues to request the special education evaluation, he or she should provide a written request to the school; (2) If a student appears to have a speech difficulty, he or she may be referred for a speech and language evaluation without going through the Student Study Team process.

4. The Principal or her designee(s) will meet regularly with on-site special education personnel including psychologists, speech and language therapists, adaptive physical education specialists, and resource specialists.  The Principal or designee(s) will request a monthly report from any special education professional on site outlining the amount of time each professional spends with each special education student as correlated with Individual Education Plan (IEP) mandates.  The reports from resource specialists should include meeting dates with parents as scheduled on the IEP.

5. Special education personnel on site should always be work as a team with the teachers, aides, parents and administrators.  The Principal must hold special education personnel accountable for how IEP goals and objectives are communicated to teachers, aides, and parents.

6. All students with an IEP must have an EXIT STRATEGY PLAN from special education.  This exit strategy should be completed by the resource specialist and the teacher of the student with the IEP.  Exit strategies will be reviewed by the principal or director and he or she is responsible for reviewing them twice yearly.  An exit strategy should include: a plan to exit the student from special education within a reasonable amount of time and should be tied to the goals and objectives of the IEP.  Exit strategies will be shared with parents by the resource specialist.

7. All hours of service listed on the IEP must be provided to the student.  If the hours are not being provided on a weekly basis, as is the case when certain specialists are not available for hire, those service hours must be provided in arrears.

8. All incoming students should be screened to determine if they have an individual Education Plan (IEP) or a 504 plan.  If an incoming student has a Special Day Class designation under an existing IEP, and no Special Day Classes exist at the school, the student will be referred back to the district school of residence (or the previous site of the Special Day Class services) for special education services.

student records  

6.1
student records:  Administrator's shall take care to preserve both the integrity and the privacy of the required school records.  These records should be retained permanently at the school site.

Each student cumulative record must include the following data:

· Directory information.

· Academic work completed.

· Grade or level placement.

· Enrollment and attendance data.

· Standardized test data.

· Permanent health record.

· Student Portfolio and exhibition rubrics

6.2
emergency care information  

The principal shall have a readily accessible card file or electronic file containing emergency care information for each student. 

6.3
access to student records:  Parents of currently enrolled or former pupils have an absolute right to access to any and all pupil records related to their student, which are maintained by school districts or public schools.  The editing or withholding of any such records, except as provided for in this chapter, is prohibited. (E.C. 49069)

The school shall fully inform parents of their right of access to their student's records and of the individual school's procedures for review of student records.

The school has 45 days to comply with requests to inspect student records, but should make every reasonable effort to comply with dispatch.

School professional, certified personnel shall have access to student records for legitimate educational interests only.  The student records may not leave the grounds and prudence must be exercised that the Family Educational Rights and Privacy Act of 1974 is not violated.

Designated clerical staff shall have access to student records for purposes of making entries or maintaining records, under supervision of the principal.

6.4
procedures for challenging the content of the record:  All content challenges are concerned with the correction of data in the student record, not with substantive decisions on academic grades.  These challenges are to be settled through proceedings at the local level.

The parent of a student may file a written request to the principal to correct, or amend, any information in his/her student's permanent records which he/she alleges to be: inaccurate an unsubstantiated personal conclusion, or interference outside of the observers area of competence, or not based on personal observation.

If the request is denied, the parents shall be given an opportunity to present evidence relevant to the issue raised.  This should be done in a meeting with the principal or designated school official.  After the hearing is concluded, the principal or official shall inform the parents in writing concerning the conclusion reached.

If the decision is not to amend the record file, according to parental request, parents shall be informed of their right to place a statement in the student's records.  The statement will include the reason for disagreeing with the decision.  If the contested portion of the record is released, the parental comment must also be released.

6.5
release of directory information:  Directory information includes: student's name, address, telephone listings, date and place of birth, participation in officially recognized activities and sports, dates of attendance, and names of schools previously attended.

Schools must provide parents with opportunity to request that directory information not be released without their consent.

Schools are never permitted to furnish a list of student names and addresses to be used for commercial purposes nor shall they allow photographs for publication without parental consent.

6.6
release of student record information to school:  Student records shall be released as soon as possible to requesting schools.  Parents’ signature shall be required before records are sent.
6.7
release of records to persons or agencies other than schools:  Each school shall maintain a record of access form with the education records of each student which will indicate all parties who have obtained access to a student's records.  This form, indicating the legitimate interest that the eligible party had in seeking the information, shall be available only to parents of the student and to school officials responsible for maintenance of records.

The school may without authorization of the parents, release a transcript of records or personally identifiable information to the persons listed on the reverse side of the record of Access form.  This fact must be recorded on the form.

The school must comply with a court order to release information concerning a student.  However, the student's parent should be notified in advance of compliance if it is lawfully possible within the requirements of the judicial order.

The school may not, without the written authorization of the parents, permit access or release written transcripts to any person or agency not cited previously or listed on the Record of Access form.  This authorization shall be in writing, signed and dated by the person giving the consent.  It must specify the records to be released, the reasons for the release, and the names of the parties to whom the records will be released.
7.0
occupational safety and health act (osha)  

The Occupational Safety and Health Act (OSHA) promote good health and the reduction of safety hazards within the work environment.  While OAHS takes preventive measures to protect its employees from hazardous influences, it is incumbent on each employee to take positive steps to eliminate hazardous conditions from the workplace.  You must comply with all OSHA standards, regulations and orders issued under the Act that apply to your own job and conduct on the job.

8.0
no smoking policy  

Oakland Aviation High School, is a non-smoking environment.  Possession of tobacco products on campus is a violation of California State law.
NOTE:  This faculty-staff handbook surpasses any prior written or oral personnel policies and is subject to revisions as necessary.
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Faculty Staff Handbook Guidelines.

I understand that corrective action or termination may result, should I fail to comply.
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