

IMPORTANT INFORMATION ABOUT THE EMPLOYEE HANDBOOK
[bookmark: _Toc44132413]
THIS HANDBOOK [AND ANY APPLICABLE STATE SUPPLEMENT] IS DESIGNED TO ACQUAINT EMPLOYEES WITH PSAS AND PROVIDE SOME INFORMATION ABOUT WORKING HERE.  THE HANDBOOK IS NOT ALL INCLUSIVE BUT IS INTENDED TO PROVIDE EMPLOYEES WITH A SUMMARY OF SOME OF PSAS’S GUIDELINES AND OUR EXPECTATIONS REGARDING YOUR CONDUCT.  THIS EDITION SUPERCEDES AND REPLACES ALL PREVIOUSLY ISSUED EDITIONS AND ANY INCONSISTENT VERBAL OR WRITTEN POLICY STATEMENTS ISSUED PRIOR TO THIS HANDBOOK.

EXCEPT AS MAY BE REQUIRED BY STATE LAW, EMPLOYMENT WITH PUEBLO SCHOOL FOR ARTS AND SCIENCES IS AT-WILL.  EMPLOYEES HAVE THE RIGHT TO END THEIR WORK RELATIONSHIP WITH PSAS, WITH OR WITHOUT ADVANCE NOTICE, FOR ANY REASON.  PSAS HAS THE SAME RIGHT.  THE LANGUAGE USED IN THIS HANDBOOK, ANY BENEFIT PLAN, AND ANY VERBAL STATEMENTS MADE BY MANAGEMENT ARE NOT INTENDED TO CONSTITUTE A CONTRACT OF EMPLOYMENT, EITHER EXPRESS OR IMPLIED; NOR ARE THEY A GUARANTEE OF EMPLOYMENT FOR A SPECIFIC DURATION.  NO REPRESENTATIVE OF PUEBLO SCHOOL FOR ARTS AND SCIENCES, OTHER THAN THE [EXECUTIVE DIRECTOR OR HIS OR HER AUTHORIZED REPRESENTATIVE], HAS THE AUTHORITY TO ENTER INTO AN AGREEMENT OF EMPLOYMENT FOR ANY SPECIFIED PERIOD AND SUCH AGREEMENT MUST BE IN WRITING, SIGNED BY THE EXECUTIVE DIRECTOR OR HIS OR HER AUTHORIZED REPRESENTATIVE AND THE EMPLOYEE.

NO EMPLOYEE HANDBOOK CAN ANTICIPATE EVERY CIRCUMSTANCE OR QUESTION. AFTER READING THE HANDBOOK, EMPLOYEES WHO HAVE QUESTIONS SHOULD TALK WITH THEIR IMMEDIATE SUPERVISOR OR THE HUMAN RESOURCES DEPARTMENT.  IN ADDITION, THE NEED MAY ARISE TO REVISE, DELETE, OR ADD TO THE PROVISIONS IN THIS HANDBOOK [AND ANY APPLICABLE STATE SUPPLEMENT]. EXCEPT FOR THE AT-WILL NATURE OF THE EMPLOYMENT, PSAS, RESERVES THE RIGHT TO MAKE SUCH CHANGES WITH OR WITHOUT PRIOR NOTICE.  NO ORAL STATEMENTS OR REPRESENTATIONS CAN CHANGE THE PROVISIONS OF THIS EMPLOYEE HANDBOOK.
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An Equal Opportunity Employer 


A Manual of 
Employee Benefits and 
Personnel Policies






Our Mission
PSAS will provide an integrated K-8 curriculum based on Paideia principles 
and anchored in the arts and sciences for the success of all students.


Pueblo School for Arts and Sciences Vision
To be an exemplary educational community that teaches skills, 
and provides opportunities which inspire 
respectful, creative, competent, productive, lifelong learners.
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[bookmark: _Toc482968001]Welcome and Purpose


This handbook was developed to describe some of the guidelines, programs, and benefits for employees.  All employees should familiarize themselves with the contents of the employee handbook as soon as possible, for it may answer many questions about employment with the PSAS Network.

We believe that each employee contributes directly to PSAS’s success, and we hope you will take pride in being a member of our team.

We hope that your experience here will be challenging and enjoyable.






Our Philosophy
The Pueblo School for Arts and Sciences believes that the “best education for the best, is the best education for all.”  The Paideia philosophy in our public school promotes enlightened educational goals and utilizes effective and innovative teaching techniques.  It is a school network where students develop to their fullest potential.  The PSAS community shares a commitment to learning as a lifelong process.  That means always, with all the excitement and empowerment that is brought about with lifelong learning.
[bookmark: _Section:_Employment_Policies_Equal_][bookmark: Emp_Termination][bookmark: _Toc204758309][bookmark: _Toc219867887][bookmark: _Toc482968002]
Employment Policies

[bookmark: _Toc219867888]Equal Employment Opportunity/Unlawful Harassment
PSAS is dedicated to the principles of equal employment opportunity.  We prohibit unlawful discrimination against applicants or employees based on age 40 and over, race, sex, color, religion, national origin, disability, military status, genetic information, or any other status protected by applicable federal, state or local law.  This prohibition includes unlawful harassment based on any of these protected classes. 

 Unlawful harassment includes verbal or physical conduct which has the purpose or effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile, or offensive work environment.  This policy applies to all employees, including managers, supervisors, co-workers, and non-employees such as customers, clients, vendors, consultants, etc.
ADA, Religious, and Pregnancy Accommodation
PSAS will make reasonable accommodation for qualified individuals with known disabilities unless doing so would result in an undue hardship to PSAS or cause a direct threat to health or safety. PSAS will make reasonable accommodation for employees whose work requirements interfere with a religious belief unless doing so poses an undue hardship on PSAS.  PSAS will make reasonable accommodation to otherwise qualified employees due to pregnancy, a health condition related to pregnancy, or the physical recovery from childbirth absent undue hardship. 
Sexual Harassment
PSAS strongly opposes sexual harassment and inappropriate sexual conduct.  Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature, when:

Submission to such conduct is made explicitly or implicitly a term or condition of employment.
Submission to or rejection of such conduct is used as the basis for decisions affecting an individual’s employment.
Such conduct has the purpose or effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile, or offensive work environment.

All employees are expected to conduct themselves in a professional and businesslike manner always.  Conduct which may violate this policy includes, but is not limited to, sexually implicit or explicit communications whether in:

Written form, such as cartoons, posters, calendars, notes, letters, e-mails.
Verbal form, such as comments, jokes, foul or obscene language of a sexual nature, gossiping or questions about another’s sex life, or repeated unwanted requests for dates.
Physical gestures and other nonverbal behavior, such as unwelcome touching, grabbing, fondling, kissing, massaging, and brushing up against another’s body.
Complaint Procedure
If you believe there has been a violation of the EEO policy or harassment based on legally protected class status, including sexual harassment, please use the following complaint procedure.  PSAS expects employees to make a timely complaint to enable PSAS to investigate and correct any behavior that may be in violation of this policy.

Report the incident to Business Manager/HR specialist or direct supervisor (Principal or Director) who will initiate an investigation into the matter and take corrective action.  Your complaint will be kept as confidential as practicable.  If you prefer not to go to either of these individuals with your complaint, you should report the incident to the Director.

PSAS prohibits retaliation against any employee for filing a complaint under this policy or for assisting in a complaint investigation.  If you believe there has been a violation of our EEO or retaliation standard, please follow the complaint procedure outlined above.
If PSAS determines that an employee’s behavior is in violation of this policy, disciplinary action will be taken, up to and including termination of employment.


[bookmark: _Toc482968004]Employment Termination


1. If an employee wishes to resign, she/he is requested to notify the Director of his/her anticipated departure date at least two weeks in advance (though notice is not required).  Of course, as much notice as possible is appreciated by Pueblo School for Arts and Sciences and coworkers. This notice should be in the form of a written statement.
2. A health insurance extension of benefits under COBRA regulations is available and is offered via mail to eligible employees.  School keys, PSAS equipment, laptops, and other PSAS-owned items must be returned at this time. Failure to return any PSAS- owned items may result in a deduction in the employee’s final paycheck, as allowed under state law. All email and other internet privileges will be terminated on the last day of employment.  If the employee’s termination was voluntary, the employee will be requested to complete an exit interview.
3. If an employee leaves Pueblo School for Arts and Sciences in good standing, the employee may be considered for re-employment.
[bookmark: EEO]
Separation of Employment

If you desire to end your employment relationship with PSAS, we ask that you notify us as soon as possible of the intended separation.  Notice generally allows sufficient time to transfer work, cover shifts, return PSAS property, review eligibility for continuation of insurance, and make arrangements for your final pay.

Employees who plan to retire are asked to provide sufficient advance notice to PSAS, so we can timely process any pension forms or other retirement benefits to which an employee may be entitled.
[bookmark: I9][bookmark: Complaints]Job-Related Problems
Employees who disagree or are dissatisfied with a school practice should promptly discuss the matter with their immediate supervisor, where appropriate.  Normally, this discussion should be held within three to five days of the incident, or in a timely manner.  Discussions held in a timely manner will enhance our ability to resolve concerns while they are fresh in everyone’s mind.  The majority of misunderstandings can be resolved at this level.

If the solution offered is not satisfactory, or if it is inappropriate to go to the supervisor, then employees are encouraged to take the problem to the business manager. If the problem still cannot be resolved, employees may submit a written complaint to the Director for review and the final decision about the situation.  Also, see the EEO/Harassment Complaint Procedure on page 7.

[bookmark: Disciplinary][bookmark: _Toc204755900]
[bookmark: _Toc44132439]Discipline
Occasionally performance or other behavior falls short of our standards and/or expectations. When this occurs, management will take action, which in its opinion, seems appropriate.

Disciplinary actions can range from a formal discussion with the employee about the matter to immediate discharge.  Action taken by management in an individual case does not establish a precedent in other circumstances.

[bookmark: DrugFree][bookmark: _Toc204755902][bookmark: _Toc219867894]
[bookmark: _Toc482968008]Drug-Free Workplace Policy

Alert and rational behavior are required for the safe and adequate performance of job duties at Pueblo School for Arts and Sciences.  We recognize alcohol and drug abuse as potential health, safety and security problems.  It is expected that all employees will assist in maintaining a work environment free from the effects of alcohol, drugs or other intoxicating substances.  Compliance with this substance abuse policy is made a condition of employment.  Abuse of alcohol, drugs, and controlled substances impairs employee judgment, resulting in increased safety risks, injuries and faulty decision making.  This includes working after the apparent use of marijuana, regardless of marijuana’s legal status.

Employees are prohibited from the following when reporting for work, while on the job, including on and off campus where PSAS events are held, or in any vehicle used for PSAS business:
· The unlawful use, possession, transportation, manufacture, sale, dispensation or other distribution of an illegal or controlled substance or drug paraphernalia; 
· Being under the influence of alcohol or having a detectable amount of an illegal or controlled substance in the blood or urine (“controlled substance” means a drug or other substance as defined in applicable federal laws on drug abuse prevention).

PSAS may require drug testing of any employee it reasonably suspects to be using illegal drugs in the workplace and may condition the employee's ability to return to work on completing and passing the drug test

Any employee violating these prohibitions will be subject to disciplinary action up to and including termination.

Any employee convicted under any criminal drug statute for a violation occurring while on the job, on PSAS campus or at locations where PSAS events occur, or in any vehicle used for PSAS business must notify Pueblo School for Arts and Sciences no later than 5 days after such a conviction.  A conviction includes any finding of guilt or plea of no contest and/or imposition of a fine, jail sentence, or another penalty.

Drug and alcohol testing will be carried out in compliance with any applicable state and federal laws and regulations.

PSAS may conduct unannounced inspections for controlled substances and/or alcohol in the workplace or on PSAS premises, including parking lots. PSAS employees shall not have any expectation of privacy with regards to items brought on to school property.  All property of PSAS such as desks, lockers, and file cabinets are subject to inspection. Any personal property of employees brought on to the PSAS’s premises or work sites such as cars, lunch pails, purses, and packages are subject to inspection. Employees are expected to cooperate in any inspection. Failure to do so will result in disciplinary action up to and including termination.


Marijuana

To prevent confusion about the use of marijuana in the State of Colorado and how it relates to your employment, PSAS has issued this informational guideline.

Colorado law permits properly registered patients to use marijuana for medicinal purposes without fear of criminal prosecution, so long as they abide by the State’s medical marijuana laws.  Because of the General Election in November 2012, Colorado also permits adults to possess and use marijuana.  Nevertheless, marijuana remains a Schedule I controlled substance under the Controlled Substances Act of 1970.  As such, any use of marijuana—medical or otherwise—is against federal law.

Under PSAS’s drug policy, virtually any conduct involving illegal drugs or controlled substances, as defined by state or federal law, can result in disciplinary measures up to and including termination.  Accordingly, an employee who tests positive for marijuana is in violation of PSAS’s drug policy, even if the employee is exempt from criminal prosecution under Colorado law.  Colorado’s marijuana laws—medical and otherwise—provide employers with the right to have and enforce their drug policies with respect to marijuana. 

Be advised that a positive drug test for marijuana constitutes a violation of PSAS’s drug and alcohol policy and may lead to your termination.

[bookmark: _Toc482968009]Smoke-Free Environment

Our goal is to have a smoke-free environment.  Smoking is not permitted at any time in Pueblo School for Arts and Sciences work areas, including vehicles or during off-site events.  Smoking is not allowed anywhere on school grounds.  Smokers must leave school grounds to smoke.  If they are at an off-site event, they should smoke outside the view of students or parents.

Employees who smoke must observe the same guidelines as non-smokers for the frequency and length of break periods.
[bookmark: ViolenceFree][bookmark: _Toc204755903][bookmark: _Toc219867895]
[bookmark: _Toc482968010]Violence-Free Workplace

It is Pueblo School for Arts and Sciences’ policy to provide a workplace that is safe and free from all threatening and intimidating conduct.  Therefore, Pueblo School for Arts and Sciences will not tolerate violence or threats of violence of any form in the workplace, at work-related functions, or outside of work if it affects the workplace.  This policy applies to Pueblo School for Arts and Sciences employees, students, families, guests, vendors, and persons doing business with Pueblo School for Arts and Sciences.

It will be a violation of this policy for any individual to engage in any conduct, verbal or physical, which intimidates, endangers, or creates the perception of intent to harm persons or property.  Examples include but are not limited to:

· Physical assaults or threats of physical assault, whether made in person or by other means (i.e., in writing, by phone, fax, or e-mail).
· Verbal conduct that is intimidating and has the purpose or effect of threatening the health or safety of a co-worker.
· Disorderly conduct, including the use of profane language.
· Possession of firearms or any other lethal weapon on PSAS property, in a vehicle being used on PSAS business, in any PSAS owned or leased parking facility, or at a work-related function.
· Any other conduct or acts which management believes represents an imminent or potential danger to workplace safety/security.

[bookmark: WorkplaceHarassment][bookmark: _Toc204755904]Anyone with questions or complaints about workplace behaviors which fall under this policy may discuss them with the Director designee or the Business Manager.  Pueblo School for Arts and Sciences will promptly and thoroughly investigate any reported occurrences or threats of violence.  Violations of this policy will result in disciplinary action, up to and including immediate termination of employees.  Where such actions involve non-employees, Pueblo School for Arts and Sciences will take action appropriate for the circumstances.  Where appropriate and/or necessary, Pueblo School for Arts and Sciences will also take whatever legal actions are available and necessary to stop the conduct and protect Pueblo School for Arts and Sciences employees and property. Employees must not engage in intimidation, threats, or hostile behaviors, physical/verbal abuse, vandalism, arson, sabotage, bullying, or any other act which in the PSAS’s opinion is inappropriate to the workplace.  In addition, bizarre or offensive comments regarding violent events and/or behavior are not tolerated.

[bookmark: _Toc482968011]Weapons on School Grounds
PSAS prohibits the unauthorized possession or use of unconcealed weapons and the use of concealed weapons on school property, regardless of whether the person is licensed to carry the weapon.  This guideline applies to all PSAS employees, visitors, and customers on PSAS property, regardless of whether they are licensed to carry a concealed weapon.

A permittee may have a handgun on the real property of the public school so long as the handgun remains in his or her vehicle and, if the permittee is not in the vehicle, the handgun is in a compartment within the vehicle and the vehicle is locked. Further, the individual with the concealed weapon who has a permit must report to the Director that they are carrying a concealed weapon while on PSAS property and must show the Director and/or Business Manager the permit. You must provide the weapon for inspection.  Additional precautions may be taken depending upon the circumstances.

“PSAS property” covered by this guideline includes all PSAS-owned or leased buildings and surrounding areas such as sidewalks, walkways, driveways, and parking lots under the PSAS’s ownership or control.  This guideline also applies to all PSAS -owned or leased vehicles and all vehicles that come onto PSAS property.

“Dangerous weapons” include, but are not limited to, handguns, firearms, explosives, and knives.  If employees have a question regarding whether an item is covered by this guideline, they should call the Business Manager.  Employees have the responsibility to make sure that any item not specifically listed above that is possessed by the employee is not prohibited by this guideline.

PSAS reserves the right at any time and at its discretion to search all PSAS -owned or leased vehicles and all vehicles, packages, containers, briefcases, purses, lockers, desks, enclosures, and persons entering its property, for determining whether any weapon has been brought onto its property or premises in violation of this guideline.  Any employee failing or refusing to promptly permit a search under this guideline will be subject to discipline up to and including discharge.

Any behavior listed above should be immediately reported to a supervisor or Human Resources representative.  Complaints will receive attention and the situation will be investigated.  Based on the results of the inquiry, action will be taken which management believes is appropriate. Employees should directly contact law enforcement personnel if they believe there is an imminent threat to the safety and health of employees or property.

[bookmark: _Toc395254619][bookmark: _Toc395254684]Carrying, bringing, using or possessing a dangerous weapon in any school building, on school grounds, in any school vehicle or at any school-sponsored activity without the authorization of the school or the school district is prohibited. 

[bookmark: _Toc44132434][bookmark: _Toc219867896]Anti-Violence
Any action, which in management’s opinion is inappropriate to the workplace, will not be tolerated.  Such behaviors may include but are not limited to, physical and/or verbal intimidating, threatening, or violent conduct, vandalism, sabotage, arson, use of weapons, and bullying.  Also prohibited is the carrying of weapons onto PSAS property, regardless of whether the employee possesses a concealed carry permit.

Employees should immediately report any such occurrences to their supervisor or to the Human Resources Department.  We will investigate the complaints.  When employees are found to have engaged in the above conduct, management will take action that it believes is appropriate.

Employees should directly contact law enforcement, security, and/or emergency services if they believe there is an imminent threat to the safety and health of themselves or co-workers.
If you are a victim of domestic violence, please contact Human Resources for assistance.
Workplace bullying is repeated mistreatment through verbal abuse, offensive conduct/behaviors, and work interference.  If you feel are subjected to workplace bullying, please contact human resources.


[bookmark: _Toc482968012]Employee Classification

An “employee” of PSAS is a person who regularly works for PSAS on a wage or salary basis.  “Employees” may include exempt, non-exempt, Administrative Staff, Professional Staff, Instructional Staff, Classified Staff, Custodial Staff, full-time, part-time, and temporary employees who are subject to the control and direction of PSAS in the performance of their duties.

For employment purposes, employees are classified into five categories.

Administrative Staff
Administrative employees are employees who perform executive duties, including managing the school, hiring/firing, and supervision of two or more employees, and input on personnel matters.    Administrative employees will include the Director, Principal(s), Assistant Principal, and Business Manager.  The Director and Business Manager will be a 12-month employee, and the Principal will be an Extended Calendar Employee. These are exempt employment positions.

Professional and Instructional Staff
Professional and Instructional employees are employees who are required to hold a professional license by law in their field of work.  Professional and Instructional employees will include, but not be limited to,  teachers, and exceptional student service coordinator.  

IT Specialist
IT Specialists installs, configures, tests and maintain current as well as upgraded or new computers and applications.  In addition, IT Specialists participate in the analysis and selection of new technology for the school.

Classified Staff
Classified employees are employees who are not administrators, professional/instructional staff or IT Specialists and who are employed to fulfill the duties listed on their job description.  Classified employees will include, but not be limited to, clerical employees, classroom aides, and temporary help for summer or other maintenance.  

Custodial Staff 
Custodial Staff are employees who clean and maintain the buildings for PSAS.

Calendars Explained
10 Month Calendar:  This is based on the school calendar. It includes student contact days as well as professional development, in-service, and work days.

Extended Calendar:  This calendar begins 3 days prior to the start of the 10 Month Calendar and 7 days after the 10 Month Calendar ends.  These additional days are to prepare to open the school year for students and staff as well as close out at the end of the school year.

12 Month Calendar:  This calendar is based on the traditional 12 months with specified holidays (see section Vacation Policy and Holidays for 12 Month Employees Only).  Employees on the 12 Month Calendar earn vacation time.

Employees are classified as either exempt or non-exempt for pay administration purposes, as determined by the federal Fair Labor Standards Act (FLSA).  

The definitions of the worker classification categories can be summarized as follows:

Exempt:  Administrative, Instructional, or Professional, or other employees, whose positions meet FLSA standards, are exempt from overtime pay requirements


If you believe that an improper deduction has been made to your salary, you should immediately report this information to the human resources/business manager.


Non-exempt:  Employees whose positions do not meet the FLSA exemption standards are paid overtime or compensatory time, one and one half their regular rate of pay for hours worked in excess of 40 hours in a work week or as required by law.  A work week begins on Sunday at 12:00 am and ends on Saturday at 11:59 pm.   Overtime work, however, is prohibited without specific Director prior authorization (see Overtime Pay for Non-Exempt-Classified-12-Month Employees Only). 

Nonexempt employees are required to maintain their timecards.  At the conclusion of each pay period (the 24th of the month), employees must have all incorrect time punches corrected and ready for payroll to be submitted.  

Nonexempt employees must take a full 30-minute lunch period and document it on your time card.  Notify your supervisor immediately, if your lunch is shorter than 30 minutes or if your lunch is interrupted by work.

The CBIZ system records are the only ones used by PSAS to calculate employee pay and paid time off balances.  It is very important that they are accurate and complete.  Nonexempt employees are expected to submit accurate and complete time records reflecting all hours worked.  Employees should contact the Principal or the Business Office with any questions about how their pay is calculated.  Employees must promptly notify the business manager of any mistakes in their time records or pay.  Employees also must notify one of these individuals if they perceive that anyone is interfering with their ability to record their time accurately and completely.  All reports will be investigated, and appropriate corrective action will be taken.  The School will not tolerate retaliation against employees for making a report or participating in an investigation. It is our guideline to comply with the salary basis requirements of the FLSA.  Therefore, we prohibit making any improper deductions from the salaries of employees.



[bookmark: _Toc482968013]Overtime Pay for Non-Exempt-Classified-12-Month Employees Only 

Employees are expected to complete their work during their scheduled work time.  On some occasions, employees will be asked to work outside of their normal schedule, sometimes creating overtime, to complete necessary work tasks.  If it is necessary to change the employee’s schedule to include overtime the Director will notify the employee as early as possible regarding his/her scheduling needs. Rarely, an employee may need additional time to complete a specific task.  When the employee believes he/she needs additional time, they must get their overtime approved by the Business Manager and Principal before working the extra time by using the “Overtime Approval Form.”  When more than 40 hours of work occurs during a week, either overtime pay will be granted based on the approval of the overtime sheet by the Business Manager and Principal or designee.


In addition, each employee’s status is defined as one of the following:

Full-time:  Employees who work a minimum of 30 hours per week are considered to be full-time.  Full-time employees are currently eligible for PSAS benefits as required by law.  Pueblo School for Arts and Sciences supplements its regular workforce with temporary or part-time employees to help compensate for workload, employee absences, or other situations.  

Part-time:  Employees who work less than 30 hours per week are considered to be part-time.  

Temporary:  Temporary employees are those engaged to work either part-time or full-time on Pueblo School for Arts and Sciences’ payroll for a temporary period or for a specific assignment. Temporary employees have been hired with the understanding that their employment will be terminated no later than upon their completion of a specific assignment or pre-determined time period.  This category includes substitutes.  Such employees may be either “exempt” or “non-exempt” but are not eligible for Pueblo School for Arts and Sciences benefits except as mandated by law.
[bookmark: COBRA][bookmark: _Toc204758321][bookmark: _Toc219867897][bookmark: _Toc482968014]
Employee Benefits
[bookmark: Insurance][bookmark: _Toc219867899][bookmark: _Toc482968015] Employer-Offered Insurance

Pueblo School for Arts and Sciences provides group carrier health and dental insurance plans to all employees as required by law.  All benefits are effective the 1st day of the month following the date of hire. Medical insurance is an employee benefit in which an employee is required to enroll unless the employee is covered through other means, such as a spouse’s plan.  Proof of other coverage will be required.    

Insurance Benefit Plans
PSAS’s comprehensive benefits package includes several different plans for staff members. PSAS currently offers these plans:
· Medical Insurance Plan - helps pay covered medical expenses for you and your family.

· Life Insurance Plan - provides term insurance coverage up to two times your annual salary at group rates.

· Short-Term Disability (STD) Plan - helps replace your salary if you suffer a covered disability for a limited period of time.

· Dental Insurance Plan - provides to you and your eligible dependents dental coverage at group rates.

For more information about these plans, please refer to the Summary Plan Description or contact the Business Manager. In the event the above information conflicts with the actual terms and conditions of coverage, the latter governs.


[bookmark: _Toc395254623][bookmark: _Toc395254688]PERA: 
[bookmark: Avian][bookmark: _Toc204758324][bookmark: _Toc219867900][bookmark: _Toc395254689] All employees will be enrolled in the PERA retirement plan
Time Away From Work

[bookmark: CriticalIllness][bookmark: _Toc204755932][bookmark: _Toc219867910][bookmark: _Toc482968016][bookmark: _Toc219867902]Time-Off Policy

Teachers and all staff are expected to model good attendance for students.  Being a service-oriented organization, it is crucial that you begin work at your assigned time. If you are tardy, notify the Director or designee immediately. It is very much to your advantage to do all that you can to have a good attendance record since regular attendance is one of the best indications of interest in your job and will be taken into account at your performance evaluation. If you are unable to report for work because of illness or for any other reason, please call the Principal before 10:30 p.m. or after 5:30 a.m.  Explain the reason for the absence and tell him/her when you expect to return to work. If you are unable to return to work on the expected day, you should call the Principal or designee by 6:15 a.m. on that day to inform him/her of the status of your return. Should the need arise to request leave during the school work day the teacher shall notify the Principal or the designee.  If the Principal or designee is unavailable, contact the Front Office Secretary. Except in extreme emergencies, it is unacceptable to leave a message for the Principal through text message or email.

PSAS students must be monitored at all times.  If you must leave a classroom, it is your responsibility to arrange for coverage.  In the case of an emergency, notify the Director, Principal, or designee who will arrange coverage for you.

Excused Leave

Sick Leave
Full-time employees who have been employed by the first working day of the current school work year shall accrue sick leave with full pay for ten (10) school days in each school work year. Employees who begin work after the opening day of the school work year shall receive ten (10) days of sick leave minus one (1) day of leave for each full month of the school year that they are not on duty, i.e. if an employee starts between the second working day of September and the first working day of October she receives nine (9) days of sick leave. Sick leave shall not be considered earned or determinable until it is used. It may only be accumulated in accordance with this policy.  Sick leave not used in the current school year shall accumulate to the credit of each employee up to 480 hours (or 60 days) total.

Sick leave granted for the current school year and the accrued accumulated excused leave may be used for a personal medical condition and medical disability in the immediate family (spouse, child, and parent are included, in-laws are not included).  The number of school days of sick leave an employee may use for medical disability shall be limited to the total of annual sick leave days plus any accumulated sick leave credited to the employee.

An employee who is absent in any given academic year, due to a personal medical disability may be required to furnish a fit-for-duty medical release. The date of termination for employees who retire or resign because of medical disability shall be the same workday long-term disability has been approved. Employees will not be compensated for any remaining accumulated sick leave days regardless of years of service or number of accumulated days.

If an employee becomes ill at school, a family member may be called to transport the employee home or to the hospital.  In the event of a medical emergency, an ambulance will be called, and the employee will be responsible for transportation charges.  PSAS’s employees may not transport an employee who requires medical attention.  A physician’s “eligible to return to work” notice may be required.





Personal Leave 
Full-time, exempt employees will receive Personal leave. During each school year, two (2) personal leave days, shall be granted to an employee who notifies the Director of intention to take such leave. Personal leave is separate from Sick Leave and does not accrue from year to year.  After three (3) years of employment, one (1) additional personal leave day, shall be granted to employees for each additional year of employment for up to three (3) total personal days in one school year. Personal leave shall not be considered earned or determinable until used.  Personal leave does not accrue from year to year.

The employee shall notify the Director through CBIZ of the intention to use personal leave at least one (1) week in advance.  The following restrictions are placed on personal leave:

· Personal leave shall not be taken the first or last day of each semester. 
· Personal leave shall not be taken during a school-wide event or teacher in-service day.
· Any extenuating circumstances for personal leave must be approved by the Director.

Excused leave shall be charged on the basis of one (1) hour of leave for each hour or a portion of an hour used.  Substitute teachers are hired on ½ day or a full day basis. Teachers may find in-house coverage for less than half a day, however, hours of absence must be documented on CBIZ.  

Absences not covered by accumulated excused leave or other options shall be leave without pay and deductible at a per diem rate.
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[bookmark: _Toc482968018]Federal Family and Medical Leave
PSAS provides up to 12 weeks of unpaid, job-protected leave to eligible employees for the following reasons:

· Incapacity due to pregnancy, prenatal medical care, or childbirth.

· To care for the employee’s child after birth, or placement for adoption or foster care.

· To care for the employee’s spouse, son or daughter, or parent, who has a serious health condition.

· A serious health condition that makes the employee unable to perform the employee’s job.




Military Family Leave Entitlements
Eligible employees with a spouse, son, daughter, or parent on active duty or called to active duty status in the Armed Forces, National Guard, or Reserves may use their 12-week leave entitlement to address certain qualifying exigencies.  Qualifying exigencies may include attending certain military events, arranging for alternative childcare, addressing certain financial and legal arrangements, attending certain counseling sessions, and attending post-deployment reintegration briefings.

Eligible employees may also take up to 26 weeks of leave to care for a covered service member during a single 12-month period.  A covered service member is a current member of the Armed Forces, National Guard, or Reserves, who has a serious injury or illness incurred or aggravated in the line of duty on active duty.  A covered servicemember also includes veterans who were members of the Armed Forces, National Guard, or Reserves at any time during the period of five years preceding the start of treatment, recuperation, or therapy.

The injury or illness must make the service member medically unfit to perform his or her duties for which the service member is undergoing medical treatment, recuperation, or therapy; or is in outpatient status, or is on the temporary disability retired list. In the case of a veteran, the qualifying illness or injury must be incurred or aggravated in the line of duty and manifest itself before or after the service member became a veteran.

Benefits and Protections
During FMLA leave, PSAS maintains the employee’s health coverage under any group health plan on the same terms as if the employee had continued to work.  Employees must continue to pay their portion of any insurance premium while on leave.  If the employee is able but does not return to work after the expiration of the leave, the employee will be required to reimburse PSAS for payment of insurance premiums during the leave.

Upon return from FMLA leave, most employees are restored to their original or equivalent positions with equivalent pay, benefits, and other employment terms.  Certain highly compensated employees (key employees) may have limited reinstatement rights.

Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the start of an employee’s leave.  As with other types of unpaid leaves, paid leave will not accrue during the unpaid leave.  Holidays, funeral leave, or employer’s jury duty pay are not granted on unpaid leave.  

Eligibility Requirements
Employees are eligible if they have worked for this PSAS for at least 12 months, for 1,250 hours over the previous 12 months.

Definition of Serious Health Condition
A serious health condition is an illness, injury, impairment, or physical or mental condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a condition that either prevents the employee from performing the functions of the employee’s job or prevents a qualified family member from participating in school or other daily activities.

Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more than three consecutive full calendar days combined with at least two visits to a health care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition.  Other conditions may meet the definition of continuing treatment.

Use of Leave
The maximum time allowed for FMLA leave is either 12 weeks in the 12-month period as defined by PSAS, or 26 weeks as explained above. PSAS uses the 12-month period measured forward from the first day of an employee’s leave.

An employee does not need to use this leave entitlement in one block.  Leave can be taken intermittently or on a reduced leave schedule when medically necessary.  Employees must make reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt the PSAS’s operations.  Leave due to qualifying exigencies may also be taken on an intermittent basis.

Employees taking intermittent or reduced schedule leave based on planned medical treatment and those taking intermittent or reduced schedule family leave with PSAS’s agreement may be required to temporarily transfer to another job with equivalent pay and benefits that better accommodates that type of leave.

Substitution of Paid Leave for Unpaid Leave
PSAS requires employees to use accrued paid leave while taking FMLA leave.  Paid leave used at the same time as FMLA leave must be taken in compliance with PSAS’s normal paid leave policies.  If an employee’s leave of absence does not constitute paid leave as defined in the PSAS’s paid leave policies, the employee cannot use accrued paid leave but can take unpaid leave.  FMLA leave is without pay when paid leave benefits are exhausted.  

Employee Responsibilities
Employees must provide 30 days advance notice of the need to take FMLA leave when the need is foreseeable.  When 30 days’ notice is not possible, the employee must provide notice as soon as practicable and generally must comply with the PSAS’s normal call-in procedures.

Employees must provide sufficient information for PSAS to determine if the leave may qualify for FMLA protection and the anticipated timing and duration of the leave.  Sufficient information may include that the employee is unable to perform job functions; the family member is unable to perform daily activities; the need for hospitalization or continuing treatment by a health care provider, or circumstances supporting the need for military family leave.  Employees also must inform PSAS if the requested leave is for a reason for which FMLA leave was previously taken or certified.

Employees will also be required to provide a certification and periodic recertification supporting the need for leave. PSAS may require second and third medical opinions at PSAS’s expense.  Documentation confirming the family relationship, adoption, or foster care may be required.  If notification and appropriate certification are not provided in a timely manner, approval for leave may be denied.  Continued absence after denial of leave may result in disciplinary action in accordance with PSAS’s attendance guideline.  Employees on leave must contact the Human Resources Manager at least two days before their first day of return.


PSAS’s Responsibilities
PSAS will inform employees requesting leave whether they are eligible under FMLA.  If they are, the notice will specify any additional information required as well as the employees’ rights and responsibilities.  If they are not eligible, PSAS will provide a reason for the ineligibility.

PSAS will inform employees if leave will be designated as FMLA-protected and the amount of leave counted against the employee’s leave entitlement.  If PSAS determines that the leave is not FMLA-protected, PSAS will notify the employee.

Unlawful Acts
FMLA makes it unlawful for the PSAS to:

· Interfere with, restrain, or deny the exercise of any right provided under FMLA.

· Discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for involvement in any proceeding under or relating to FMLA.

Enforcement
An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against PSAS.

FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or local law or collective bargaining agreement which provides greater family or medical leave rights.


[bookmark: Funeral][bookmark: _Toc482968019][bookmark: _Toc204755923][bookmark: _Toc219867904]Funeral Leave Policy

You will be allowed leave up to 40 hours of funeral leave with full pay.  Funeral leave may not be used to settle an estate.   Funeral leave pay will not be granted to employees attending a funeral during periods when, for other reasons, they are not at work, such as vacation, holidays, and illness.  The decision to grant funeral leave and amount approved is made by the Director or designee and based on the relationship to the deceased, and distance and mode of transportation for near relatives (3-5 days), distant relatives (1-3 days) and non-relatives (1 day).  Employees requiring time in excess of bereavement leave are usually allowed to use accrued benefit time to cover the difference.


Family is understood to include father, mother, spouse, child, sister, brother, mother-in-law, father-in-law, brother-in-law, sister-in-law, grandparents, or any relative who lives with the employee.   If the funeral is not a family member, personal time may be used and with Director/Principal approval paid sick and/or vacation time (12-month employees only) may be used.

[bookmark: Jury][bookmark: _Toc204755924][bookmark: _Toc219867905]
[bookmark: _Toc482968020]Jury Duty


PSAS recognizes jury duty as a civic responsibility of everyone. When summoned for jury duty, an employee will be granted leave to perform their duty as a juror. Immediately inform the Director or Principal of your potential jury duty.  As soon as your jury duty is confirmed (usually the night before), call the Director or Principal.  At that time, a substitute will be called for you.

Employees’ receive regular pay for the first three days of jury duty if they were scheduled to work and a juror service certificate is submitted. 

Beginning the fourth day and thereafter, employees as a juror are paid $50.00 per day by the State of Colorado for state district or county court jury duty. For jury duty in excess of three days, employees receive the difference between jury duty pay and their regular pay up to a maximum of 10 days (80 hours). Jury duty leave beyond this time is without pay from PSAS.

[bookmark: LunchandRest][bookmark: _Toc204755925][bookmark: _Toc219867906][bookmark: _Toc482968022]This benefit cannot be applied to any court appearance other than jury duty unless such appearance is related to your employment.
Time Off to Vote

Pueblo School for Arts and Sciences encourages all employees to vote.  It is the policy of Pueblo School for Arts and Sciences to comply with all state election law requirements with respect to providing employees, where necessary, with time off to vote.

If an employee has four (4) consecutive hours either between the opening of the polls in his or her community and the beginning of the workday or between the end of the workday and the closing of the polls, the employee will be deemed to have sufficient time outside his or her normal working hours within which to vote.

If an employee has less than four (4) consecutive hours, he or she may take off as much working time as well, when added to his or her voting time outside normal working hours, enable such employee to vote.

For nonexempt employees, however, not more than two (2) hours of working time taken shall be paid, and such time shall be taken only at the beginning or end of the employee’s workday as designated by the employee’s Director or designee.

Employees requiring working time off to vote will be required to notify Pueblo School for Arts and Sciences not more than 10 or less than one (1) working days before the day of the election when time off to vote will be required.


[bookmark: _Toc482968023]Lunch and Rest Periods

[bookmark: _Toc204755926]Lunch Periods

Staff may choose to eat on campus or freely leave to get lunch but must be back to the building by the end of their lunch period.  Faculty members may also have lunch duty.   

Non-exempt staff will have an unpaid 30-minute lunch break.  Lunch breaks generally are taken between the hours of 11:00 and 1:00. The schedule for meal periods is established on the basis of the student schedule and other work requirements and needs of the building.  Staggered meal periods may be necessary.  The Director or designee should be sure that each location is adequately staffed and that someone with the authority to resolve minor problems is available at all times.  Lunch periods must be documented on your time card. Lunch must be taken if you exceed 5 consecutive hours of work.

Planning Periods

It is not common practice to leave the building during planning.  Please notify the Director or Principal and the front office if you are leaving the building for any reason.  Sign out when you leave and sign in when you return.  Planning periods are work time to be used for curriculum development, planning or interaction with students.  

For non-exempt staff, two paid rest periods of 15 minutes each are permitted each day.  The schedule for these breaks should depend completely on the needs of each office.


[bookmark: MilitaryLeave]


[bookmark: _Toc44132427]Military Leave
Employees granted a military leave of absence are re-instated and paid in accordance with the laws governing veterans’ re-employment rights.

[bookmark: PTO][bookmark: Religious][bookmark: _Toc204755937][bookmark: _Toc219867912]
[bookmark: _Toc482968025]Vacation Policy and Holidays for 12 Month Employees Only

Employees who are employed for less than 12 months do not accrue vacation leave.  They are expected to plan their vacations during unscheduled time based on the approved school calendar.

Administrative and Professional 12-month employees begin earning vacation leave on the date of employment.  Vacation shall not be considered earned or determinable until It is used.  Each employee will accrue leave hours on a monthly basis and may be used as accrued.    

Administrative Staff, Full-time Classified Staff and Full Time Custodial Staff on a 12-month schedule earn 20 hours of vacation leave per month, with a maximum accrual that may be carried forward to the next fiscal year of 200 hours.  Employees are encouraged to use their vacation days each year.  Leave earned above the maximum accrual rate that may be carried forward to the next fiscal year and not taken by June 30th is forfeited.  Annual leave does not accrue during leave without pay or unauthorized absences.

The employee taking vacation time shall notify the Director through the Leave Request Form of the intention to use vacation leave preferably one (1) week in advance. Vacation leave may be taken in hourly increments of time.

Payout of annual leave at the time of termination or resignation will not exceed the maximum accrual rate of 200 hours
	 
Holidays
For Professional and Instructional Staff and Part-time Classified Staff, the recognized holidays will be established by the approved school calendar.  For the Administrative, Professional and 
Custodial 12-month staff, the recognized holidays are as follows:
	
· New Year’s Day (or the Dec. 31st if it lands on Saturday or Jan. 2nd if it lands on Sunday)
· Spring Break: Wednesday, Thursday, and Friday
· Memorial Day
· Independence Day (or July 3rd if it lands on Saturday or July 5th if it lands on Sunday)
· Labor Day
· Fall Break: Wednesday, Thursday, and Friday
· Thanksgiving Break: Wednesday, Thursday, and Friday
· Christmas Break:    Dec 24th to January 3rd      

12-month staff may use their annual leave during non-recognized holidays

[bookmark: _Toc204758344][bookmark: _Toc219867913][bookmark: _Toc204755941]





[bookmark: _Toc482968026]Information & Office Security
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[bookmark: _Toc482968027]Emergency Action Plan
Purpose	
To proactively protect the health and safety of all Pueblo School for Arts and Sciences employees.

Practice
As our most critical resource, employees are safeguarded through training, provision of appropriate work surroundings, and procedures that foster the protection of health and safety. No duty, no matter what its perceived result, is more important than employee and student health and safety. 

General Guidelines in an Emergency
Stay calm and think through your actions.
Know important emergency numbers: 
· Fire/Police/Ambulance 9-1-1
· The Intercom Button
· Business Manager (113)
· Front Office (100 Jones, 200 Fulton Heights or 300 Home School)
· or call for help
· Director’s cell phone (719-250-9341)
Be aware of your surroundings.
· Know where all exits are located in the classrooms and in the building.
· Do not hesitate to call/alert others if you believe that an emergency is occurring.
· Refer to the PSAS Emergency Manual for procedures and protocols.

Workplace Violence

· Any employee who feels that he/she has been threatened should immediately report their concern to the Business Manager/Director.
· If you observe anyone exhibiting threatening behavior or making threatening statements, warn others in the area and immediately notify the Business Manager. Stay away from the person exhibiting the threatening behavior.
· Depending upon the level of concern, 9-1-1 may be called immediately.
· Never attempt to confront any person exhibiting threatening behavior.
· If you have reason to believe that events in your personal life could result in acts of violence occurring at work, you are strongly urged to confidentially discuss the issue with the Business Manager so that a prevention plan can be developed

To maximize the security of your classroom, keep classroom doors, windows, and blinds closed when you are not in your classrooms.  Windows or door decorations cannot obstruct the view of the classroom.  Adherence to this practice is a safeguard against liability and accusations of improper conduct.  Classroom doors that lead outside the building are used for emergencies only.  When entering the building, parents will sign in at the office and sign out when they leave. Each staff member is responsible for closing all windows and securing the building when working on weekends or evenings. 


[bookmark: FacilityAccess][bookmark: _Toc204755943][bookmark: _Toc219867915][bookmark: _Toc482968028]Facility Access & Visitors

Pueblo School for Arts and Sciences prides itself on building community with parents, educators, experts, and other community members.  We also want to ensure that everyone and everything is safe and secure at a minimum inconvenience to all and that student learning is our number one priority.  All entry doors to our building are to remain locked all day with the exception of the main entry door.  All employees will receive a key to the outside entry doors and to their individual classrooms.  Your keys are your responsibility.  
 
Visitors will sign in and out at the front office.  They will receive a name tag.  If an adult is in the building without a name tag it is appropriate to inquire the purpose of their visit and redirect them to the front office to sign in.  Parents will not be allowed to enter classrooms unless prior arrangements have been made with the classroom teacher.  
[bookmark: GeneralComputer][bookmark: RecordingDevices]
[bookmark: _Toc219867917][bookmark: _Toc482968029] Recording Devices Prohibited

Pueblo School for Arts and Sciences prohibits the use of any recording device on PSAS property and/or during working hours unless specifically permitted by Pueblo School for Arts and Sciences. Pueblo School for Arts and Sciences prohibits the use of picture phones or any other camera or device that may capture visual images without Pueblo School for Arts and Sciences’ prior written permission.  The use of picture phones or another recording of visual images is specifically prohibited in locker rooms, restrooms, or any other area where members of the public or coworkers would enjoy a reasonable expectation of privacy and in any areas in which sensitive or closely guarded corporate or business materials are used or housed.  Any employee found in violation of this policy will be subject to discipline up to, and including, termination of employment and may also be subject to prosecution to the fullest extent permitted under the law.
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[bookmark: _Toc219867919][bookmark: _Toc482968031]Attendance Policy

1. Pueblo School for Arts and Sciences expects that every employee will be regular and punctual in attendance.  This means being in the office, ready to work, at their starting time each day.  Absenteeism and tardiness place a burden on other employees and on Pueblo School for Arts and Sciences.  

2. When you are unable to work owing to illness or an accident, please promptly notify the principal of your building.  Leaving a message with another staff member or on voicemail does not constitute an accepted notification of absence.  If you are unable to report for work because of illness or for any other reason, please call the Principal before 10:30 p.m. or after 5:30 a.m. The employee shall explain the reason for the absence and tell him/her when you expect to return to work. If you are unable to return to work on the expected day, you should call the Principal or designee by 6:15 a.m. on that day to inform him/her of the status of your return.  If you do not report for work and Pueblo School for Arts and Sciences is not notified of your status, it will be assumed after two consecutive days of absence that you have resigned, and you will be removed from the payroll.

3. If you become ill at work or must leave the office for some other reason before the end of the workday, be sure to inform the Director or Principal of the situation.

4. You will be compensated for authorized absences according to the provisions described in this Manual.  Authorized absences beyond the time allowed under that policy are authorized without compensation.

5. In the event of inclement weather, PSAS remains open for business during regularly scheduled working hours.  You are expected to report for work in inclement weather if it is at all possible to do so safely.  In the event PSAS closes due to inclement weather, you will be contacted via the PSAS emergency communication system (phone, email, and/or text message).  Please keep the Director informed on how to reach you on such occasions.  See also, Inclement Weather Policy.

6. Should undue tardiness or absenteeism become apparent, disciplinary action up to and including discharge may be required.


[bookmark: Background][bookmark: _Toc219867920][bookmark: _Toc482968032]Background Checks

Pueblo School for Arts and Sciences conducts background checks on all job candidates post-job offer.  Upon hire, PSAS employees must submit to a fingerprint check that will be submitted to the Colorado Bureau of Investigation.  The type of information that may be collected is as follows: criminal background check, employment history, education, credit, and professional or personal references.  Unless, the prospective employee is licensed with CDE and therefore, already fingerprinted through the CBI.

This information may also be sought out during reassignment or promotional periods.  Information obtained through this check or subsequent checks may result in disciplinary action or immediate termination. 

Background checks are also required for any volunteer that spends a significant amount of time in the school building or directly working with students in any capacity.  Including volunteer time for tutoring students before and after school.



[bookmark: BusinessExpense][bookmark: _Toc482968033][bookmark: _Toc204755945]Budgets:  Classroom Supplies
Pueblo School for Arts and Sciences operates on an approved mission-driven budget.  Therefore, each year, a set amount of funds is appropriated to teams and individuals to be used for specified items (classroom supplies/needs, Professional Development, and Field Trips not to include membership dues).  To use these funds, a purchase order must be filled out accurately and submitted to the Principal for approval in SDS.  The Business Manager or appointee will then ensure funds are available and make the purchases. Any unused public funds at the end of the year do not carry over. Any funds added to the classroom budget or other budget areas that are a direct result of fundraising (not included in the PPR allocation from the state or federal government) are expected to be spent in that same budget year. The budget needs to be accounted for before Spring Break if not spent by then. 
[bookmark: _Toc219867921][bookmark: _Toc482968034] Business Expense Reimbursement

Purpose: 
Pueblo School for Arts and Sciences on approval by the Director will reimburse employees for all necessary and reasonable travel expenses related to the normal conduct of business.  To administer uniform guidelines for reimbursement of business-related travel, meals, and lodging expenses, the following policies and procedures have been established.  While this policy provides many answers and useful guidance, it cannot address every possible situation.  If you have any questions regarding the business nature and/or reimbursement of such expenses, check with your Director or designee before you commit to spending any funds.  The most useful guide to cost-effective business travel is to spend money as if it were your own. All travel must be preapproved through the Travel Request Form. 

Auto Allowance/Mileage: 
Employees receive reimbursement for direct business mileage.  Employees receive direct mileage reimbursement based on an evaluation and approval of the use of their personal automobile for purposes of conducting PSAS business.  Auto allowances are paid on a monthly basis.  Direct mileage is reimbursed at the current State per diem standard rate and is paid upon submission of a signed and Director or designee approved “Travel Reimbursement” form.  

The use of a personal automobile for business-related travel is only authorized if the automobile is covered by a current insurance policy.  Any damages, repair costs, and/or maintenance costs incurred by an employee in the use of their privately-owned vehicle in conjunction with PSAS business is the sole responsibility of the employee. 

Car Rentals: 
Pueblo School for Arts and Sciences will reimburse employees for car rental if the rental is preapproved through the Travel Request Form.  Pueblo School for Arts and Sciences suggests the use of mid-size vehicles unless a larger vehicle is necessary and justifiable for business purposes.  Collision and liability insurance coverage should not be purchased when renting a car for domestic business purposes.  The car rental needs to be made in both the name of Pueblo School for Arts and Sciences and the name of the employee to be covered by Pueblo School for Arts and Sciences’ insurance.  Pueblo School for Arts and Sciences’ insurance carrier, The Hanover Insurance Group, should be contacted immediately in the event of any accident or damage with a rented vehicle. 



Air Travel: 
Reservations for all domestic air travel can be made by the employee either online or directly with the various airlines.  It is expected that employees make every effort to minimize the cost of air travel, including considering Saturday night stays or departures out of airports.  

Spouse’s Travel: 
Travel expenses related to an employee’s spouse are not reimbursable by Pueblo School for Arts and Sciences.

Lodging:
The selection of overnight lodging should be guided by considerations of safety, quality, location, and reasonableness of room rates.  Again, the most useful guide to cost-effective accommodations is to spend money as if it were your own.  When rooms are guaranteed for late arrival and the trip is canceled or another lodging is secured, the reservation must be canceled to avoid being billed for a “No Show.”  Hotels may require either a 24 or 48-hour cancellation notice to avoid these charges.  The cost of in-room movies is not reimbursable.

Business Meals:
Employees will be reimbursed for reasonable and actual expenses for meals incurred while on business trips away from their normal business hours.  All original receipts must be included with the employee’s travel and expense report.  Any employee expense report received without the receipts will be returned to the employee.  Reasonable meal expenses are outlined in the Colorado State Management website.

The guideline for reimbursement of tips on business meals is up to 20%. 

Submittal of Travel Reimbursement Forms:
It is the employee’s responsibility to prepare and submit a Request for Approval of Travel Reimbursement Form to receive reimbursement for business-related expenses. Reimbursement Forms should be submitted within a week and no later than a month after returning to ensure proper matching of expenses with the appropriate accounting period. 

For business related meals and lodging expenses to be deductible, IRS regulations require that the amount and date of expense, specific business purpose, name/title/school of people entertained, and name/location of the establishment where the event took place and time of the business discussion (i.e., before, during or after the event) and entertainment be documented on the expense form. 

All Travel Reimbursement Forms must be signed by the employee and approved by the Director or designee before being submitted to Accounts Payable for processing.
 

[bookmark: CompanyCar][bookmark: _Toc482968035][bookmark: _Toc204758359]School Communication

Mail Boxes
Teachers are to pick up mail and empty mailboxes on a daily basis.  Students, parents, and volunteers are not allowed to have access to faculty mailboxes.

White Board
The whiteboard in the office area by the mailboxes provides employees access to important posted information, announcements, and opportunities.  The employee is responsible for reading the necessary information posted on the bulletin board.

Hand-outs
Two days prior to distribution teachers are expected to get approval from the Director and/or Principal for handouts to be distributed to students/parents.  This includes newsletters and other written communications including class-wide or school-wide emails

[bookmark: _Toc482968036]

Staff Meetings and Committee Meetings

Staff meetings will be held when called by the Director, Principal, and/or Committee Chairperson.  These meetings allow employees to be informed about school issues and activities, changes in school, and employee and student recognition.  Attendance at staff meetings is mandatory and failure to attend will lead to disciplinary action or immediate termination. 
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[bookmark: _Toc482968037]Confidential Information and School Property

a.	Definition of “Confidential Information.”  “Confidential Information” means all nonpublic information concerning or arising from PSAS business, including particularly but not limited to student data and personal information and staff personal information.

b.	Employee’s Use of Confidential Information.  PSAS maintains confidential information and knowledge in connection with its staff and students.  Which shall not, without PSAS’s prior written consent, directly or indirectly, use disclose or otherwise communicate any Confidential Information to any person or entity, except in the performance of employee’s legitimate duties for PSAS.

c.	Acknowledgment of Confidential Information.  Employee acknowledges that he/she will have access to Confidential Information, made accessible to the employee only in strict confidence by PSAS.  Employee acknowledges unauthorized disclosure will damage the school and the parties involved.  The use and value of this Confidential Information depend on its continuing secrecy and PSAS has taken appropriate steps to maintain this secrecy.  Employee acknowledges that the restrictions contained in this section are reasonable and necessary for the protection of PSAS staff and students.

d.	Definition of Employer Property.  Employer Property is defined as, but not limited to, all documents or other records containing or reflecting Confidential Information prepared by or provided to the employee and all copies, in any medium, of such materials. The employee shall not copy or use any Employer Property for any purpose not relating directly to employee’s work on PSAS’s behalf, or use, disclose, or sell any Employer Property, except with PSAS’s prior written consent.  Upon the termination of the employment relationship or upon PSAS’s request, the employee shall immediately deliver to PSAS all Employer Property and destroy any copies thereof, no matter the format (i.e. digital, hardcopy, etc.). An employee may comply with any subpoena or court order if an employee submits a copy of the subpoena or court order to PSAS’s Director within three (3) working days of receipt.

e.	Third-Parties’ Confidential Information.  Employee acknowledges that PSAS has and will receive from third parties confidential or proprietary information and that PSAS must maintain the confidentiality of such information.  The employee shall not use or disclose any such information, except as permitted by PSAS or the third party to whom the information belongs.

f.	Employee’s Former Employer’s Confidential Information.  An employee shall not, during employee’s employment with PSAS improperly use or disclose to PSAS any proprietary information belonging to any former employer or any third party to whom employee owes a duty of confidentiality.


g. Clean Desk Policy.  Employees need to safeguard confidential information from physical access from anyone passing by their desk.    
· Employees are required to ensure that all sensitive/confidential information in hardcopy or electronic form is secure in their work area at the end of the day and when they are expected to be gone for an extended period.
· Computer workstations must be locked when the workspace is unoccupied.
· Any Restricted or Sensitive information must be removed from the desk and locked in a drawer when the desk is unoccupied and at the end of the workday.
· File cabinets containing Restricted or Sensitive information must be kept closed and locked when not in use or when not attended.
· Keys used for access to Restricted or Sensitive information must not be left at an unattended desk.
· Passwords may not be left on sticky notes posted on or under a computer, nor may they be left written down in an accessible location.
· Printouts containing Restricted or Sensitive information should be immediately removed from the printer.
· Upon disposal, Restricted and/or Sensitive documents should be shredded in the official shredder bins or placed in the lock confidential disposal bins.
· Whiteboards containing Restricted and/or Sensitive information should be erased.
· Lock away portable computing devices such as laptops and tablets.
· Treat mass storage devices such as CDROM, DVD or USB drives as sensitive and secure them in a locked drawer.

[bookmark: ConflictsInterest][bookmark: _Toc204755947][bookmark: _Toc219867924][bookmark: _Toc482968038]Conflicts of Interest

The maintenance of high standards of honesty, integrity, impartiality, and conduct by employees is essential to ensure the proper performance of school business. Employees cannot lawfully engage in business activities that are incompatible with the duties of their office. Employees cannot, in private or official capacity, enter into agreements which have or can have a conflicting personal interest. Employees cannot allow public duties to be neglected because of attention to private affairs. Employees are expected to exercise good judgment to ensure that conflicts do not occur in the performance of official duties. If an employee has questions related to a potential conflict of interest, he/she is encouraged to talk to the Director or designee. 

Pecuniary (Financial) Benefit
Employees shall not engage in or have a financial interest in any activity that conflicts with or raises a reasonable question of conflict with duties and responsibilities in the school. Selling products or services, like staff tutoring or giving private lessons for pay to students assigned to an employee or for whom the employee shares direct instructional responsibilities is normally considered a conflict of interest. However, there may be exceptions which shall require prior written approval of the Director. Employees have a responsibility to become familiar with and abide by the laws of the state as these affect PSAS’s work, the policies of PSAS’s Board of Directors, and the regulations designed to implement them.


Supervision
All employees shall avoid any action which might result in, or create the appearance of, using public office for private gain or giving preferential treatment to any person. No school employee may participate in the selection or employment of any person who is a member of his or her immediate family. The recommendation for the employment of a person related to a management official must be supported by documentation showing procedures followed, persons involved in the selection process, records, transcripts, work experience, and other qualifications. The evidence should demonstrate that selection was based on the choice of the best-qualified person available for the position. No school employee may directly supervise or evaluate a member of his or her immediate family. The term ―immediate family shall mean spouse, son, daughter, stepchild, mother, mother-in-law, stepmother, father, father-in-law, stepfather, grandchild, grandparent, guardian, brother, stepbrother, sister, and stepsister.

Direct supervision or evaluation is defined as immediate, first line level or contact supervision and written evaluation responsibilities. Indirect supervision is defined as supervision through one or more intermediate supervisors and does not involve responsibility for the written evaluation of the employee.

The Director or designee manages persons involved in an indirect supervisory relationship to avoid family ties adversely altering the performance of their professional duties.


[bookmark: _Toc482968039]Gifts
All employees are prohibited from accepting gifts of other than the reasonable value (less than $25) from companies or organizations doing business with PSAS. Exceptions are the acceptance of minor items which are generally distributed by the school or organization through its public relations program.
Discounts offered to all employees through PSAS’s approved programs are appropriate.


[bookmark: _Toc482968040]Solicitations
External community or business organizations shall not distribute flyers or other materials related to their sales programs. Fund drives conducted internally through the school shall be approved by the Director or designee.

[bookmark: _Toc482968041]Personal Business
PSAS employees shall not transact business affairs on PSAS property without specific written prior approval of the Director or designee. It is permissible for an employee to make information available related to his/her business only in an officially designated location within the employee business area. This courtesy does not extend to spouses, relatives or friends of employees. Employees are not to use PSAS e-mail addresses or PSAS mailboxes to distribute advertisement of personal business.  PSAS employees shall not initiate the distribution of personal business information to parents by way of students or through the use of information obtained through PSAS records.  PSAS employees shall not distribute business information to other staff members through the use of information obtained through Pueblo School for Arts and Sciences Staff Directory.

PSAS Employees may not advertise or promote personal business ventures while attending conferences in the course of their employment at PSAS.  PSAS employees shall not share the confidential employee information found in PSAS Staff Directory with anyone, including a vendor or business.  Employees should report to their Director any situation or position (including outside employment by the employee or any member of the employee’s immediate household) which may create a conflict of interest with Pueblo School for Arts and Sciences.


[bookmark: _Toc482968042]PSAS Materials:
Materials purchased with PSAS funds remain at the site of employment.  All materials developed by you as a PSAS employee are the property of PSAS (e.g., curriculum, lesson plans, resource kits, documents, and databases).   PSAS reserves the right to access all classrooms, workstations, filing cabinets, desks, and any other school property at its discretion, with or without advance notice or consent. 


Daily Routines, Operations, Procedures

[bookmark: _Toc482968043]Daily Attendance

The classroom teacher is responsible for taking accurate attendance by 8:15 am.  All teachers, including humanities, are required to keep attendance (daily/hourly) records.  PSAS will be taking attendance with the computer program PowerSchool.  PowerSchool provides every teacher with the capability of taking attendance on a daily basis.  This program is now your legal document of attendance. Please see the Parent-Student Handbook for the specifics on attendance monitoring.

Student Assessment and Records 
All staff is to communicate with parents the details of your team grading policy, student expectations, timelines and specifics concerning the completion of coached projects. 

· Student grades will be recorded in the PowerSchool System weekly.
· All classroom written assignments and homework will be evaluated and assigned a grade or credit for completion.
· Classroom individual and coached work may receive a common value for compliance.
· Students will receive at least one grade a week per humanities class session.

Every grade level is to establish homework expectations for their students and coordinate work with humanities to ensure that each student can reasonably complete their assigned tasks.


PSAS is a standards-based school.  We use the Colorado State Standards to teach and assess our students.  For assigning grades, we use the same terminology as the Colorado Department of Education


[bookmark: _Toc482968044]Assignment and Retention of Students
Staff should be in constant communication with families on the progress of their child in the classroom.  Forms of communication include PowerSchool, printed grade checks, notes in the planner, phone calls, emails, parent/teacher meetings, conferences, and/or support meetings.

When a student is falling behind in his/her progress, the family should be contacted directly and immediately to set up a meeting.  The focus of the meeting should be to create plans for improving the situation, monitoring the progress, and timelines for a follow-up meeting. This process may need to be repeated with various strategies implemented to find the one or ones that best fit the student’s need.  This is the beginning of the Student Support process and documentation for potential RTI/MTSS plans.

If by January, the student is not on a path to catch up with his/her peers by the end of the year, then teachers need to begin conversations with families about the possible assignment and/or retention, explaining the process and what that means for the student.  Teachers should also refer the student to the Student Support Team if they have not already. Documentation of meetings and RTI/MTSS should continue.

At the beginning of April, if the student is still not progressing, then the process of determining if the student should be assigned or promoted begins.  To determine if retention is a possibility, teachers and parents must complete a Lights Scale Retention and Student Retention Worksheet forms and meet with the Principal to discuss the results.  If the student is recommended for retention, then the district form for retention must be signed by the teacher, Principal, and family.  If the student is not recommended for retention, then the district form for assignment must be signed by the teacher, Principal, and family.  These forms are in the Principal’s office and are then placed in the cumulative file when completed.

Remember to keep all documentation on the progress of the student and to use a body of evidence, including grades, CMAS scores, other standardized tests, formal assessments, and informal assessments.

[bookmark: _Toc482968045]Tracking of Parent Volunteer/Fundraising
Parent Volunteers 
Any volunteer in the building needs to check in to the front office and get a badge. The tracking of volunteer hours will occur through online software called Web Counter.  

Fundraising
 Fundraisers need to be planned at the beginning of the year and the Activity/Fundraiser form filled out and approved by the Principal, a copy needs to be provided to the business office. When you are planning classroom fundraiser after the beginning of the year, fill out the Activity/Fundraising form and have approved by the Principal 30 days in advance, a copy of the approved form needs to be supplied to the business office.  

[bookmark: _Toc482968046]Student Tardiness
Students who are tardy (coming in after 8:00 a.m.) will report to the front office, receive a tardy slip from the Front Office Secretary, and return to the homeroom.  The homeroom teacher will mark a student absent and the Front Office Secretary will change the absence to a tardy.     


[bookmark: _Toc482968047]Supervision of students before and after school.
Students will be supervised at all times and never left unattended.  The faculty is expected to be visible in the halls and at their classroom doors during passing time.  When students are changing classes, they will be escorted by a faculty member.  Faculty members will enforce respectful hall behavior.  Faculty will be placed on a rotating duty schedule to supervise students before and after school.  Be prompt during all duty responsibilities.  Faculty members are responsible for arranging coverage when they are unable to be on duty.  Any staff that holds a student after school is responsible to make sure that student is picked up by a parent/guardian.  It is not acceptable to send the student to the office and leave the building unless the staff member has communicated with the front office and knows the child(ren) are under new supervision to be returned to their family.  Students’ safety is our priority.

Recess
Grade levels kindergarten through 2nd grade may include a 10-minute recess in their schedule outside of lunch recess. Total time, including transitions, will be monitored. All other grade levels should communicate classroom needs with the Principal. 

Outdoor Learning
Faculty may notify the front office when opportunities arise or are scheduled, in which the students are taken outdoors.  The front office should be able to locate a student at all times.  

After School Tutoring or Enrichment classes
In order to foster academic achievement for each student, tutoring classes are held after school. They will be in conjunction with other afterschool activities and classes.  Any student referred to tutoring will be expected to make that a priority over other enrichment classes. The staff member instructing that class is responsible for supervising the students at all times until they have been picked up by their parent or guardian.  It is the expectation of the Director that all the rules and policies in this Employee Handbook, Parent Handbook, and Student Code of Conduct will apply at all times during the day, on-premise and off, as well as after school.
	
Scheduling of School Activities
All school activities such as dances, assemblies, guest speakers, etc. will be requested on the field trip/activity approval form.  The form is then given to the Principal to place on the master calendar. This form should be submitted at least one month prior to the activity.  Adherence to these guidelines will ensure good communication and coordination of activities.  

Field Trip Procedure
Field trips must be requested on field trip/activity approval form with attached information by the teacher one month prior to the date of trip or activity.  Out of town field trips may be scheduled earlier.  Field trips are an integral part of the curriculum.  It is our goal that every student attend field trips.  However, there are times when a student has had continuous academic or behavioral problems that would warrant him/her not attending an activity.  In this case, the teacher must show clear, specific documented reasons for the student not attending and have documented conversations with the parents previous to the field trip date.  When a child is not attending a field trip and needs supervision, staff should make arrangements one week prior to the field trip date. All final field trip forms for the year need to be submitted before Spring break.

The responsibility of the classroom teacher when scheduling fields trips:

1. Obtain proper parent permission forms and signatures.  Students will not be allowed to take field trips without guardian permission. 
2. Provide proper overall supervision for the activity.  Be visible at all times.  
3. Coordinate parent chaperones/volunteers.  
4. Create, communicate, and distribute complete agendas to parent volunteers and Front Office.  This information should include driving directions and emergency phone numbers.  
5. Notify cafeteria manager two weeks in advance when students will not be present for lunch.  Any notice less than two weeks will be based on availability.  It is the staff member’s responsibility to arrange with the Cafeteria Leader as to where or when the lunches should be picked up.  
6. Teachers must have their class list with addresses, birthdates, and contact numbers before boarding a bus.    


Educational Celebration Procedures
The Pueblo School for Arts and Sciences is committed to academic achievement, personal growth, and responsibility.  A goal at PSAS is to provide an educational opportunity for all students to explore different cultures, traditions, and experiences in order to expand their knowledge and appreciation. 

Ordering supplies
To order supplies for your classroom or another event it requires a completed purchase order.  You can fill out the form on SDS.   All purchase orders require approval from the Principal and require a minimum of 5 days for the Business Manager to make the purchases, this time may be extended for holidays and the building being closed. Print shop orders require approval by the Principal after they have been submitted online.  

Copy machines
Copy machines are for faculty use only. Students are not allowed to use the copy machine or have access to the teachers’ copy machine codes.  Students may assist teachers when copying materials, but they are not to be sent to make copies for you.  The front office and library will not copy materials for teachers. 

Deposits
All cash received for any school-related activity should be run through the front office in the cash register.  Advance notice to the front office staff of any event that a teacher is collecting money for is important, so the front office secretary can make sure the cash register is correctly programmed for the activity.  This notification is done by the Activity/Field trip form.  Any money collected by a staff member/teacher and stolen from his/her classroom will be the responsibility of that person.

Food in the classroom
Food is allowed in classrooms with permission from the teacher, providing it is related to classroom instruction.  Teachers may bring in food for students occasionally for special occasions or rewards, but students must still be allowed to have school lunch if they choose and parents must be informed of the menu for the special lunch. Snacks are permissible during instruction when they have an educational connection. 
[bookmark: DressCode][bookmark: _Toc219867925]

[bookmark: _Toc482968048]Dress Code

Your appearance reflects not only on you as an individual, but also Pueblo School for Arts and Sciences as well. We expect you to take pride in your appearance and strive to achieve a positive educational and business-like image when representing the school. Employees should use good judgment in accordance with the following standards in determining dress and appearance while at work. 

General
It is the intent of the school to establish general guidelines for dress. Because of the nature of the work and contact with the public, all staff is asked to dress, as a minimum, “business casual.”  You are asked to comply with the following principles in choosing work apparel that is appropriate to the work being performed.  Radical departures from what the organization considers appropriate are not permitted regardless of the nature of the job performed:

1. Maintain a neat and clean appearance, keeping dress modest and moderately conservative.
2. Maintain a business/professional-like appearance and dress in a manner consistent with work responsibilities.
3. Dress as perceived to be appropriate in an educational organization with PSAS's unique educational objectives.
4. Your personal grooming and dress will meet or exceed the standards required of students. Staff is not permitted to wear apparel or show tattoos that are disruptive or potentially disruptive to the classroom environment or to the maintenance of a safe and orderly school. The following items are deemed disruptive to the classroom environment and therefore staff shall not wear the following in school buildings, on school grounds, or at school activities:
· Any clothing, paraphernalia, grooming, jewelry, accessories, or body adornments (tattoos) that are disruptive or potentially disruptive to the educational environment as determined by the Administrator, including but not limited to items that:
1. Refer to drugs, tobacco, or alcohol
2. Are obscene, profane, vulgar or defamatory in design or message
3. Advocate drug use, violence, or disruptive behavior
4. Threaten the safety or welfare of any person.
5. Clothing that:
 reveals all or part of the stomach, buttocks or chest, or
 is backless or
 is inappropriately sheer, short, tight, or low-cut, or
 is torn, tattered, or soiled.
· Spaghetti-strapped shirts
· Tank tops or revealing shirts
· Short skirts or short shorts
· Sheer clothing
Other guidelines:
· Any facial piercings (other than the ears) must have a clear stud or removed while at school or a school-related event.
· Tattoos may be shown if they don’t meet any of the above criteria. 




Exceptions:
If your work requires that you perform physical activity, you may wear appropriate casual attire that is in good repair, including jeans and closed toe casual shoes such as tennis shoes. The Principal can make exceptions for classroom teachers for such things as field trips. You must always consider safety in choosing appropriate work attire.

On Spirit Days, the staff is encouraged to model school spirit and participates in spirit days.  This includes wearing a PSAS shirt (or colors) and nice denim on the regular weekly spirit days.

On days when students are not present, professional dress is expected if there will be others (parents, special guests, presenters, etc.) in the building Administration will address inconsistencies.

[bookmark: DrivingCompany][bookmark: _Toc204755950][bookmark: _Toc219867926][bookmark: _Toc482968049]Driving While on School Business

Purpose
Driver inattention is a factor in the majority of motor vehicle accidents. We are not only concerned about your welfare as a Pueblo School for Arts and Sciences employee, but also the welfare of others who could be put in harm’s way by inattentive driving. As a driver, your first responsibility is to pay attention to the road. When driving on Pueblo School for Arts and Sciences business, or driving while conducting business on behalf of Pueblo School for Arts and Sciences in any other manner, the following applies:

Cellular Phone Use
Cell phone use while driving is common, often harmful, distraction. We are concerned about your safety as well as the safety of others. For this reason, the use of cell phones while driving is strongly discouraged. Do not accept or place calls unless it is an emergency, meaning the call cannot wait until you safely pull off the road or arrive at your destination. If you must use your cell phone while driving, please use good judgment: keep the call short, use a hands-free device if available, get to know your phone and its features, and suspend conversations during hazardous driving conditions (rain, snow, ice, fog, glare, heavy traffic, etc.). Texting is permitted only where the vehicle is at rest in a shoulder lane or lawfully parked.

Obey the Law
Pueblo School for Arts and Sciences is not responsible for any moving traffic violations, parking tickets, or any other city ordinances or state/federal laws regarding your driving habits and operation/care of your personal motor vehicle. Any tickets issued are the employee’s responsibility, even if the ticket is issued while conducting business for Pueblo School for Arts and Sciences.  AT NO TIME IS STAFF ALLOWED TO TRANSPORT A STUDENT due to the CDE rules and regulations for bus drivers and staff transporting students. 

Other Safe Driving Precautions:
· Use better judgment when road conditions are poor. Limit or avoid driving when rain or snow threatens your safety.

· Make an effort to avoid distractions such as eating, applying makeup, paying too much attention to your radio/CD player, or other distracting behavior. 

· Do not drive if your ability to drive safely is impaired by the influence of medications.

· Laptop computers should never be used at any time while driving.

· If using a vehicle not your own (rental or otherwise), be sure to properly adjust the mirrors and familiarize yourself with the vehicle’s controls before operating.

· Be concerned for your coworkers’ safety. Ask them to call you back at a safer time if they call you while driving.

· As a business against drunk driving, be responsible and abide by our Drug and Alcohol Policy.

· [bookmark: EducationalAsst]Employees who drive for school business must have a current, valid driver’s license.

[bookmark: EmpPurchaseDisc]
[bookmark: _Toc482968051]Staff Child Care
If an employee has children who attend PSAS, please check to see whether or not there are programs or accommodations set up for before and/or after school for PSAS students whose parents work at PSAS.  Otherwise, the expectation is that your children are under your supervision at all times outside of regular supervision for all PSAS students.
[bookmark: EmpReferral][bookmark: EmptRelatives][bookmark: _Toc204755952][bookmark: _Toc219867931][bookmark: _Toc482968052]Employment of Relatives

All applicants, regardless of their relationship to PSAS employees, will be considered for employment on the basis of their qualifications.  Immediate family members of current PSAS employees may not be hired, however, if it would:

· Create a direct supervisor/subordinate relationship where one family member would have the authority or practical power to supervise, appoint, remove, or discipline the other family member,
· one spouse or party to a civil union would supervise the other or be in a position to exercise authority to appoint, dismiss, or discipline the other,
· one spouse or party to a civil union would audit, verify, receive, or be entrusted with money handled by the other, or
· one spouse or party to a civil union has access to confidential information, including payroll and personnel records.

This policy must also be considered when hiring, assigning, or promoting an employee.

If a circumstance arises that results in a direct supervisory relationship between immediate family or close personal relatives (e.g., marriage, reduction-in-force, reorganization, priority placement), one of the relatives may be reassigned to an appropriate vacancy.  During the period that a direct supervisory relationship exists between immediate family and close personal relatives, the supervisory relative will not be involved in any evaluation of or personnel action involving his/her relative.  Typical first-level supervisory responsibilities will be referred to the next higher level in the supervisory chain.

For purposes of this policy, your immediate family includes Mother, Father, Husband, Wife, Son, Daughter, Sister, Brother, Mother-in-law, Father-in-law, Sister-in-law, Brother-in-law, Son-in-law, Daughter-in-law, Stepchild, Stepparent, or Grandparent.  This policy also applies to close personal relatives such as Uncle, Aunt, First Cousin, Nephew, Niece or Half-Sibling.

If two PSAS employees marry each other, they will also be treated according to these guidelines.  If in PSAS’s opinion, a conflict or an apparent conflict arises as a result of the marriage, PSAS may seek to transfer one employee to another position, if possible.

This policy applies to all categories of employment at PSAS, including full-time, part-time, and temporary job classifications.  Questions should be directed to the Director or designee.
[bookmark: FlexSched][bookmark: _Toc204755956][bookmark: _Toc204758375][bookmark: _Toc219867934]
[bookmark: _Toc482968053]Inclement Weather

Pueblo School for Arts and Sciences is open for business unless we announce we are closed due to inclement weather.  There may be times, also, when we will delay opening.  In the case of a delay or closure, we will follow times as announced on local media.  In addition, the employee messaging system will be utilized.  
	
If you arrive at work after the scheduled time or elect to leave early due to inclement weather, you should always use your discretion in getting to and from work.  PSAS attempts to accommodate individual situations by allowing the use of personal/sick time and vacation time in these situations.
[bookmark: Orientation][bookmark: _Toc204758376][bookmark: _Toc219867935] Movie, Movie Clip, YouTube, and other Media Resource Guidelines
PSAS encourages staff to use a variety of resources, including media resources, for instructional purposes and to meet curricular objectives.   When choosing media resources, answer the following questions:
· What is the objective of this lesson?
· What form of instruction (didactic, coaching, or seminar) is this lesson?
· How much time will be needed to complete this plan?  Is there a more efficient and engaging method for meeting this objective?
· What appropriate strategies and methods for engagement and assessment of these activities will be provided?  In other words, what will students be doing with the media resource and how will you know your objective was met?
· Is this media resource appropriate for students of this age group?  (Media should be free of language, violence, sexual, suggestive, crude, etc. content. Any media with a rating of PG-13 or R or that has any of the previously mentioned content will require parental permission prior to students seeing the media.  Any home movies, amateur films, non-rated films, or films produced by students should be reviewed by the teacher prior to classroom use.  If there are any questions about content, seek the Principal’s approval.) 
You must receive permission from the Principal prior to showing media resources lasting longer than 15 minutes in the classroom.
[bookmark: _Toc204758377][bookmark: _Toc219867936]Outside Employment
PSAS expects you to devote your primary efforts toward your duties and responsibilities with us.  However, you may engage in other employment outside of your PSAS work hours if it:
· Does not conflict with your responsibilities at PSAS, 
· Does not interfere with your performance at PSAS;
· Does not involve the use of confidential or proprietary information of PSAS
Any issues regarding any outside employment you may be contemplating should be resolved prior to your accepting the employment.  All outside employment must be approved by the Director or designee.
PSAS’s office space, equipment, supplies, and materials are not to be used for outside employment. 
[bookmark: _Toc204758378][bookmark: _Toc219867937][bookmark: _Toc482968054]Pay Periods

The amount that a salaried employee receives in each paycheck is determined by dividing their projected annual earnings by the 12 months of the year.  Salaried employees receive 1/12 of their salary each month (without regard to the number of scheduled work-days, weekends or holidays in the month.) They will be paid on a monthly basis on the last business day of each month or the 30th.  The only exception to this is the month of June the paycheck will be administered the first business day of July. Paychecks will be administered through an automatic deposit.

For hourly and temporary employees and any overtime for non-exempt employees, the pay period is the 25th of the month to the 24th of the next month.  Timesheets are due by the 24th and will be paid on the last business day of each month.
[bookmark: _Toc204755958][bookmark: _Toc204758379][bookmark: _Toc219867938]
[bookmark: _Toc482968055]Performance Evaluations

[bookmark: PersonnelRecords][bookmark: _Toc204758380]In an era of high accountability for schools, Pueblo School for Arts and Sciences is committed to excellence.  It is part of our school culture to look toward advancement—what is the next step.  This includes our teachers and staff.  Through goal setting, observation, professional development, student achievement, and data analysis, we create a collaborative setting to ensure that each employee is working to his/her greatest potential.  This evaluation process is not intended to create, express, or imply contractual rights, property rights, or due process rights, or to otherwise modify the employment at will relationship.  The evaluation process may be modified by PSAS at any time.  

Pueblo School for Arts and Sciences is committed to providing you with feedback both formal and informal, about your performance on the job.  The Principal or designee is responsible for on-going performance feedback.  In addition, your Principal or designee will formally discuss and document your performance on a regular basis (generally on an annual basis).  

Your performance appraisal discussion will include a review of your strengths’; identify any areas needing improvement, and goals and objectives that need to be achieved.  Specific performance problems may be addressed outside the performance appraisal cycle through either informal discussions or formal disciplinary action.



[bookmark: _Toc219867939]Personal Property on School Grounds
Employees who bring personal property, including automobiles, to school, do so at their own risk and should not expect the school to be financially responsible for loss or damage for any reason.
[bookmark: PhoneCalls][bookmark: _Toc204758381][bookmark: _Toc219867940][bookmark: _Toc482968057]Phone Calls

Classroom phones are for faculty use only.  Staff may not allow students to use the phone.  Do not permit children or guests to answer your phone.  Children may use the phone at the front office.  Use professional discretion regarding answering the phone during instruction times, perhaps even turning the ringer off during instruction.  The office will use the intercom system to relay information that cannot wait.

Communication is paramount to building relationships with families, which research has shown improves student learning. In an effort to accomplish this, teachers will publish their classroom phone numbers and email addresses in their newsletters.  Teachers need to communicate their daily schedule for checking and replying to voicemails and emails. 

Teachers should use professional discretion when using cell phones while working in classrooms, in meetings, or on duty.  Remember you are modeling “appropriate” behavior for your students!  Also, personal calls should be limited and completed during plan times.

[bookmark: PhysicalExams][bookmark: _Toc204758382] Student Emergency Messages
Only emergency messages will be delivered to the student.  Other messages will not be taken and should be communicated through the student’s planner. 

[bookmark: _Toc219867941]


[bookmark: ReportingInjuries][bookmark: _Toc482968059][bookmark: _Toc204755959][bookmark: _Toc204758383][bookmark: _Toc219867942]Physical Intervention and Corporal Punishment

[bookmark: _Toc395254723]In dealing with disruptive students, any person employed by PSAS who is properly trained may, within the scope of his/her employment, use reasonable and appropriate physical intervention or force as necessary for the following purposes:

1. [bookmark: _Toc395254724]To prevent a student from an act of wrong-doing
2. To quell a disturbance threatening physical injury to others
3. To obtain possession of weapons or other dangerous objects upon a student or within the control of a student
4. For the purpose of self-defense
5. For the protection of persons or property
6. To maintain discipline

Any such acts are not in conflict with the legal definition of child abuse and will not be construed to constitute corporal punishment within the meaning and intention of this policy.

Any method or device used to involuntarily limit a student’s freedom of movement, including physical force, mechanical restraint, physical restraint, chemical restraint, or seclusion, will be in compliance with state law on protecting persons from restraint.  The Director or designee will develop procedures and a training program related to the use of restraint consistent with this policy and state law.

Corporal punishment will not be administered to a student by anyone at PSAS.



[bookmark: _Toc482968060]Professional Development

All staff members will have extensive training in school-wide initiatives without cost to them personally.   Faculty may choose to attend professional development workshops that pertain to their area of teaching.  These requests will be submitted to the Principal for approval.  Part of any reimbursement requires receipts for hotel, transportation, parking, and registration. Request for reimbursement must be submitted at least 30 days prior to the conference.   Faculty members who fail to complete reimbursement requests may be denied reimbursement. Registration forms must be submitted two weeks prior to any conference.

Staff In-Service days are important for building collaboration, common vocabulary, staying current with work at PSAS, and professionalism in general.  Participation and attendance are mandatory and failure to attend will lead to disciplinary action or immediate termination. 


[bookmark: _Toc482968061]Reporting Injuries & Illnesses

Pueblo School for Arts and Sciences wants to ensure that our employees remain safe and injury-free when accidents are preventable.  We expect our employees to refrain from horseplay, careless behavior, and negligent actions.  It is Pueblo School for Arts and Sciences’ policy to maintain a safe and secure working environment for all employees and students.

While working, employees must observe safety precautions for their safety and the safety of others. All work areas must be kept clean and free from clutter and debris.  Any hazards or potentially dangerous conditions must be corrected immediately or reported to the Director or designee. 
 
We often take safety for granted. Though we may not be exposed to the same degree of risk as other professions, we should still recognize that safety risks are present and take steps to reduce the risk of injury or illness. Safety is everyone’s responsibility at Pueblo School for Arts and Sciences.

Employees who fail to comply with this procedure are subject to disciplinary consequences.
 
Staff accident reports
In the event of a non-emergency injury while on duty, report the accident immediately to the main office and fill out an accident report.  If the injured staff member is able, he/she must complete workman’s compensation forms and submit them to the Business Manager for the coordination of services by the authorized provider.  You should not report to your personal medical doctor for treatment; if the staff member does not obtain treatment for an authorized provider, you may be responsible for the cost of the medical treatment.  Again - report all emergencies to the main office and proceed to the PSAS provider.  In the event of a non-emergency after hour’s injury, contact one of the providers at the non-emergency numbers listed below.

An Employee injured during the hours of employment shall report the injury to the immediate supervisor as soon as possible.  If the injury requires a physician or hospital care, transportation arrangements shall be made by the immediate supervisor.


In the unfortunate event of a life or limb-threatening emergency, you will certainly be sent to the nearest emergency medical facility.  However, one of the medical providers designated below must provide all follow-up care.

If an unauthorized medical provider treats an employee, the employee will be responsible for the payment of said treatment. 


Designated Medical Providers for work-related injuries and illnesses:

1. Southern Colorado Clinic                               3. Emergicare Medical
    Dept. of Occ Medicine                                       4117 N. Elizabeth
    3676 Parker Blvd Ste 220                                  Pueblo, CO 81008              
    Pueblo, CO  81008                                            719-545-0788
    719-553-2207


3. CCOM (Centura Center of Occ Medicine)     4. Hanson Clinic (Orthopedic)
    4112 Outlook Blvd., Ste 37                                109 S. Burlington Drive
    Pueblo, CO  81008                                             Pueblo West, CO 81007
    719-562-6300                                                     719-766-9000     




Student Accident Reports
If a student is under your supervision and injured, the supervising teacher must file an accident report immediately with the Front Office Secretary. Parents will be contacted by the Front Office Secretary or another administrator as soon as possible.  Accident forms may be obtained from the front office.

Reporting of child abuse
Any PSAS employee who has reasonable cause to know or suspect that a child has been subjected to child abuse or neglect shall immediately notify law enforcement or the Department of Human Services.  In addition, a report must be made to the Director, Principal, Assistant Principal, or Counselor.  You are obligated by law to report suspected child abuse of students.  However, you are not allowed to investigate suspected child abuse nor necessarily know the results of an open case. You may obtain the proper documentation form from the Counselor. 

Sick students
If a student is ill and requests to go home, the student will report to the office with a written note in the student’s planner from the teacher.  The secretary will take the child’s temperature.  If the child does not have a temperature the child will be sent back to class unless other symptoms warrant sending the student home.  If the child has a temperature the parents will be contacted by the school secretary.  
[bookmark: SafetyRules][bookmark: _Toc204758385][bookmark: _Toc219867944]
Administering medication to students
Staff may not administer medication to any student. Medications can be administered to students by trained staff members only with proper parent permission and authorization within Pueblo City School’s policy.  PSAS will follow Pueblo City School’s policies and procedures for administering medication.  

[bookmark: _Toc204758386][bookmark: _Toc219867945]
[bookmark: _Toc204758387][bookmark: _Toc219867946]Responsibilities and Special Assignments/Duties
Employees will be required to share responsibilities which will benefit the whole school but not necessarily their specific class.  Examples include but are not limited to, before and after school duty, lunch and recess duty, and committee work.  All additional assignments will be made with the utmost attempt to create equality of requirements of staff.
At the end of each day, teachers and students are responsible for generally straightening their rooms and leaving them neat.  Please see to it that all trash is picked up and student chairs are safely stacked to allow access to vacuum or sweep the floors.  Anything that you can do to help the custodial staff and to improve the appearance of our school is appreciated.


[bookmark: _Toc482968062]Solicitations, Distributions & Use of Bulletin Boards

Understanding that employees may occasionally wish to communicate with their coworkers to advertise personal items for sale or to participate in fundraisers for non-profit organizations, children’s groups/schools, and other non-work-related events, we allow the use of the communication area (mailbox area) and school email to disseminate such information. The Director or designee reserves the right to monitor such communications and remove them if inappropriate or not in the best interest of PSAS operations. Activities that disrupt work hours or operations will not be allowed to continue.

[bookmark: StandardsConduct][bookmark: _Toc204758388]Persons not employed by Pueblo School for Arts and Sciences may not solicit employees for any purpose on PSAS premises.
[bookmark: _Toc219867947]
[bookmark: _Toc482968063]Standards of Conduct

[bookmark: _Toc204758389]The work ethic and standard of conduct for Pueblo School for Arts and Sciences are important, and Pueblo School for Arts and Sciences regards them seriously.  All employees are urged to become familiar with these standards.  In addition, employees are expected to remain professional at all times in doing their own jobs and conducting Pueblo School for Arts and Sciences’ business.  The main priority is the education and success of all students.

You shall be expected to carry out your assigned responsibilities with conscientious concern.  The following is a general list of responsibilities and is not intended to be all-inclusive:
· Faithfulness and promptness in attendance at work, meetings, and all assigned duties.  Support and enforcement of PSAS policies and procedures.
· Diligence in submitting required reports promptly at the times specified.
· Care and protection of school property.
· Concern and attention toward their own and the Board’s legal responsibility for the safety and welfare of students, including the need to ensure that students are under supervision at all times.




[bookmark: _Toc219867948]Pueblo School for Arts & Sciences
Technology Usage Policy

1.0 Purpose
Staff access to and usage of the internet is a job expectation. User accounts are to be used mainly for identified educational and business purposes. Limited personal use is permitted if the use imposes no tangible cost on Pueblo School for Arts and Sciences, does not unduly burden the school’s computer or network resources, and has no adverse effect on the academic performance of students or business practices. Users will be held responsible at all times for the proper use of accounts. The school adopts the approach of helping students become responsible users of digital media. All users of school computers and networks are expected to abide by the generally accepted rules of network etiquette (netiquette) and adhere to the following provisions listed below. In addition, staff must sign a copy of the Employee Equipment Agreement prior to using any PSAS equipment. 

2.0 Policy
Employee Use is a Privilege. Use of school computers, the Internet and electronic communications demands personal responsibility and an understanding of the acceptable and unacceptable uses of such tools. Employee use of school computers, the Internet and electronic communications is a privilege, not a right. Violations of this policy may result in the loss of the privilege to use these tools, as well as disciplinary action up to and including dismissal and/or legal action. The school may deny, revoke or suspend access to all technology or close accounts at any time and without notice.

3.0 General Use
Pueblo School for Arts and Sciences requires a General Computer Usage Policy to accomplish its business objectives in a secure and timely manner. Instituting such a policy demonstrates the commitment PSAS has to safeguard its information assets. That commitment must extend from every individual involved in business operations. The following are considered the primary expectations of the technology policy:

· All data on information systems at Pueblo School for Arts and Sciences is classified as proprietary information owned by Pueblo School for Arts and Sciences.
· Use of any Pueblo School for Arts and Sciences’ information systems for dissemination of information in a manner bringing disrepute, damage, or ill-will against Pueblo School for Arts and Sciences or its partners and affiliates is not authorized.
· Individual passwords or other digital account credentials will be kept strictly confidential. In no situation should a username and password be given to another individual, nor should they be written down or otherwise posted where they could be visible to others
· Disabling or attempting to disable or circumvent any internet filtering device that restricts access to harmful material.
· Borrowing someone’s account or accessing another individual’s materials without authorized permission, including hacking and other unlawful activities.
· Unauthorized disclosure, use, and dissemination of personal information including posting personal information such as addresses and phone numbers.
· Vandalizing, damaging, or disabling the system by physical force or by introducing any computer code designed to hinder the performance of a computer’s memory, file system, or software.
· Downloading or using copyrighted information without permission from the copyright holder (including the installation of unlicensed software).
· Posting, sending, accessing, or displaying electronic mail, chat rooms and other forms of direct electronic communication that are abusive, obscene, sexually oriented, threatening, harassing, cyberbullying, or illegal.
· Wasting school resources through the improper use of the computer system, such as downloading, distributing, or executing files not specifically related to classroom assignments.
· Gaining or attempting to gain unauthorized access to restricted information or resources.
· Tampering with equipment except as directed by the person in charge.
· Removing equipment from the site without written permission from the Information Technology Department.
· Unauthorized wireless network technologies may NOT be installed or utilized while on District property.
· Misuse, as defined in section 4.0 of this policy, will be handled directly with the offender and could include disciplinary action up to and including termination.


3.1 Privacy
No Expectation of Privacy. School computers and computer systems are owned by PSAS are intended for educational and business purposes. Employees shall have no expectation of privacy when using school computers, the Internet or electronic communications. The school reserves the right to monitor, inspect, copy, review and store, at any time and without prior notice, all usage of school computers and computer systems, including all Internet and electronic communications access and transmission/receipt of materials and information. All material and information accessed/received through school computers and computer systems shall remain the property of Pueblo School for Arts and Sciences, even if accessed or created from a personal device. Electronic messages sent or received by the Board, the school's employees or students, including electronic mail on school-owned equipment, as well as other documents generated through the use of the school's system, may be considered a public record subject to disclosure or inspection under the Colorado Open Records Act
.
3.2 E-Mail Use
E-Mail accounts are provided to all staff of Pueblo School for Arts and Sciences upon hire or enrollment and also to leadership members that are not the staff of Pueblo School for Arts and Sciences upon request. This resource is intended to be used primarily for work-related or educational use, but Pueblo School for Arts and Sciences realizes that this resource may occasionally be used for personal matters, and therefore permits limited personal e-mail usage during non-business hours.

All e-mail on the Pueblo School for Arts and Sciences information systems, including e-mail, is the property of Pueblo School for Arts and Sciences. As such, all e-mail can and may be periodically monitored.

Outgoing and incoming e-mail of an offensive, pornographic, or otherwise inappropriate nature is prohibited. Violations of this may result in disciplinary action as described in section 4.0 of this policy.

3.3 Personal Devices
No users are permitted to connect personal devices to the PSAS wired network. This is to protect the integrity of confidential information and PSAS systems. Personal devices such as staff cell phones may be connected to the PSAS Guest Network at the discretion of the Information Technology Department. 

Connecting a personal device to the PSAS E-mail system, calendar, or any other internet-based communications is encouraged. The Information Technology department will gladly assist in connecting said devices. In the case that assistance is requested, the user accepts all liabilities for any damages that occur to the device and relieves Pueblo School for Arts and Sciences of any and all liabilities regarding the device, any data stored on the device or accessible by the device, any configurations or settings on the device, and any and all rights of privacy that were expected by the user previously.

While using a personal device during work hours or for work-related tasks, users understand that all employee practices, procedures, and protocols must be followed, including the following:
· Personal devices may be used for work-related communications to co-workers.  Text messages or emails containing inappropriate content during work hours will not be tolerated and will fall under the Harassment Policies.
· Personal devices containing school information or property (see Confidential Information and PSAS Property) will be recovered by IT prior to termination and must be deleted from the personal device.
· Non-exempt employees must request and be approved over-time prior to using a personal device outside of regularly scheduled work hours and count the time used on their time sheet.
· Staff is not to access any confidential information on personal devices including but not limited to Pueblo School for Arts and Sciences’ student information system, PowerSchool. 


3.4 Social Media
Personal use of social media is never permitted on working time by means of the School’s computers, school-issued mobile devices, networks, and other IT resources and communications systems.  Social media postings by an employee on a blog, wiki, or social networking site are considered personal communications and are not organization communications.  All postings on a blog, wiki, or social networking site on behalf of the School must be preapproved by the Director or administration.  This includes any staff member that creates a Facebook page, Twitter, or other types of social media. All social media representing the school must be approved by the Director and sent/managed by a member of the administration or the Information Technology department.

Personal postings by an employee concerning the School are not prohibited provided they comply with guidelines set forth below or in this handbook.  If you publish or post regarding School matters, you should include a disclaimer making clear the posting is your own and does not necessarily represent School positions, strategies, or opinions.  The content must also not include any confidential information or references to students, even if the reference is anonymous if a reader could reasonably deduce the identity of the student.

When you use social media, use good judgment.  We request that you be respectful of the School, our employees, our students, our parents/guardians, our partners, and affiliates, and others.

You must comply with all applicable laws including copyright and fair use laws.  You may not disclose any sensitive, proprietary, confidential, or non-public financial information about the School.  

A blog, wiki, or social networking site is not the ideal place to make a complaint regarding alleged discrimination, unlawful harassment, or safety issues.  Complaints to the School must be made consistent with the complaint process in this handbook so that they can be addressed.


	
4.0 Violation of Policy
Any violation of this policy in its entirety is to be handled on a case-by-case basis. Investigations may be conducted, and disciplinary actions may be taken up to and including employee termination or guest removal from the building. In any of these cases, the privilege of using PSAS technology may be permanently removed from the violator.

In the case of illegal actions being conducted using PSAS technology, the user will be reported to the proper authorities and legal action will be taken against the user. The Information Technology department will take the necessary actions to preserve any evidence incriminating the user and may investigate to locate further evidence to present to the authorities should it be requested.

Personal Use of Social Media Guidelines
Whenever you use social media, use good judgment.  We request that you be respectful of PSAS, our employees, our customers, our partners and affiliates, and others.

Personal use of social media is never permitted on working time by means of PSAS’s computers, company-issued mobile devices, networks, and other IT resources and communications systems.  Use of personal mobile devices during work time should be kept to a minimum.  PSAS has developed Use of Social Media Guidelines for employees who use social media like blogs, wikis, and social networking sites that may contain postings related to PSAS, employees of PSAS, and any other affiliates of the school.

Nothing in this guideline is meant to interfere with employees’ right under federal law to engage in protected and concerted activity, including employees’ ability to discuss terms and conditions of their employment.
Specific Guidelines:
1. Public communications concerning PSAS, employees of PSAS, and any other affiliates of PSAS must not violate any guidelines set forth in this handbook, especially as it relates to discrimination, unlawful harassment, and illegal activities.
2. Your personal or anyone else’s blog, wiki, or social networking site is not the ideal place to make a complaint regarding alleged discrimination, unlawful harassment, or safety issues.  Complaints to the school regarding these issues shall be made consistent with the complaint procedures in this handbook so that the school can address them.
3. Blogs, wikis, chat rooms, and other forms of social media communications are individual interactions, not corporate communications.  All postings on a blog, wiki, chat room or social networking site on behalf of PSAS must be preapproved and sent by authorized employees.
4. If you post any comment that promotes or endorses School products or services in any way, the law requires that you disclose that you are employed by the School.
5. You must comply with all applicable laws including copyright and fair use laws.  You may not disclose any sensitive, proprietary, confidential, or financial information about PSAS.  Confidential information includes trade secrets or anything related to PSAS’s inventions, strategy, financials, or products that have not been made public, internal reports, procedures or other internal business-related confidential communications.  Further detail is provided in the “Confidentiality” section of your employee handbook.
6. Avoid using statements, photographs, video or audio that reasonably could be viewed as malicious, obscene or threatening, that defames or libels our employees, customers, partners, and affiliates, or that might constitute harassment or bullying.  Examples of such conduct might include offensive posts meant to intentionally harm someone’s reputation or posts that could contribute to a hostile work environment.

Employees are strictly prohibited from the following:

1. Listing their School e-mail address or School-issued phone numbers unless the social 
media, social networking site or blog is used solely for School business and has been authorized by the Principal;

2. Using any social media, social networking, blogs or other forms of online publishing or discussion activities while on School time, property or business except if it is being done for School business and with the written permission of the Principal;

3. Posting   any   material   that is obscene, vulgar, defamatory, threatening, discriminatory, harassing, abusive, or hateful to another person or entity;

4. Posting or using a picture or likeness of an administrator, supervisor, co-worker, student or student’s family member without that individual’s express advance permission;

5. Engaging in activity that reflects or may reflect negatively on the School, its affiliates, vendors, employees, students, or student’s family members, or contains any content prohibited by the School’s policies and procedures; and

6. Friending any students on personal social media accounts, unless the employee is otherwise related to the student. 


Please consult with your manager if you have any questions about the appropriateness of publishing information relating to PSAS, its employee’s or any of its affiliates.

Safety Policies
It is the policy of Pueblo School for Arts and Sciences that the safety of its employees, students, and the public is of chief importance. The prevention of accidents and injuries takes precedence over expedience. In the conduct of our business, every attempt will be made to prevent accidents from occurring. Pueblo School for Arts and Sciences requires that its employees, as a condition of employment, comply with all applicable safety regulations as listed in the organization's policy manual.

The designated safety coordinator, the Business Manager, for PSAS is the primary contact for safety-related matters. All employees will receive an orientation to the safety policy and rules upon initial employment and are encouraged to bring attention to the attention of their immediate supervisor any unsafe conditions or practices

Administrative staff will be actively involved with employees in establishing and maintaining an effective safety program. 

Employer Responsibilities:
· Provide a safe workplace
· Provide safety and health education and training
· Annually review and update workplace safety rules
Employee Responsibilities:
· Report all unsafe conditions
· Immediately report all work-related injuries
· Wear the required personal protective equipment
· Abide by the organization’s safety rules at all times.
It is the responsibility of employees to notify their immediate supervisor in writing of equipment requiring service or repair.  The supervisor shall contact the appropriate people for the repair to be done within 5 days.
	Unsafe equipment which endangers employees or students shall not be put into operation.
 
Safety Rules
These safety rules are designed to provide you with the knowledge of the recognized and established safety practices and procedures that apply to many of the work situations you may encounter while employed at this organization. It would be impossible to cover every work situation. If you are in doubt about the safety of any condition, practice or procedure, consult your supervisor for guidance.

1. Accident Reporting: Report all accidents or near misses to your supervisor immediately. Falsification of school records, including employment applications, time records or safety documentation, will not be tolerated.

2.  Hazard Reporting: Notify a supervisor immediately of any unsafe conditions and/or practice.

3. Alcohol or Illegal Drugs: No illegal drugs or alcohol will be allowed on the worksite.  Employees will notify the administration team if they are taking any prescription drugs that might affect their judgment.

4. Driving: While driving your own vehicle for school business, obey all traffic laws and signs at all times. Wear your seat belt at all times. Do not drive over the posted speed limits.

5. Lifting: When you are required to lift an item manually, please refer to the detailed lifting safety rules before performing the task.

6. Personal Protective Equipment (PPE): Appropriate PPE must be worn at all times. If you 
have questions or need PPE, please contact the Business Manager and reference the PPE job hazard analysis. Wear approved eye and face protection when performing a task that could generate flying debris. When working with chemicals, wear protective eyewear. Wear gloves when handling metal, rough wood, sharp objects. 

7. Do not stand on furniture to reach high places; always use a ladder or step stool.

8. Use handrails when ascending or descending stairs or ramps.

9. Close all drawers to file cabinets after use to prevent tripping or bumping hazards.

10. When using a knife, cut away from your body.

11. All traffic areas, including exits, are clear of clutter, especially on the floor.

12. All chemicals are recorded through the maintenance office and stored accordingly.


[bookmark: _Toc482968065]Workers’ Compensation

Pueblo School for Arts and Sciences will provide workers compensation, a type of accident and injury insurance, for those who suffer a job-related injury or illness. Both partial income and medical benefits will be provided as well as insurance premiums. 

If employees are injured on the job, no matter how minor, they must immediately report this fact in writing to the human resources department/business manager. If medical treatment for an on-the-job injury is needed, it must be obtained from one of the School’s designated physicians.  If not, the employee may be responsible for the cost of medical treatment.






ACKNOWLEDGMENT OF RECEIPT

I HAVE RECEIVED A COPY OF THE EMPLOYEE HANDBOOK DATED jANUARY 2019.  I UNDERSTAND THAT I AM TO BECOME FAMILIAR WITH ITS CONTENTS.  FURTHER, I UNDERSTAND:

EMPLOYMENT WITH PUEBLO SCHOOL FOR ARTS AND SCIENCES IS AT-WILL.  I HAVE THE RIGHT TO END MY WORK RELATIONSHIP WITH PSAS, WITH OR WITHOUT ADVANCE NOTICE FOR ANY REASON.  PSAS HAS THE SAME RIGHT.

THE LANGUAGE USED IN THIS HANDBOOK AND ANY VERBAL STATEMENTS OF MANAGEMENT ARE NOT INTENDED TO CONSTITUTE A CONTRACT OF EMPLOYMENT, EITHER EXPRESS OR IMPLIED, NOR ARE THEY A GUARANTEE OF EMPLOYMENT FOR A SPECIFIC DURATION.

THE HANDBOOK IS NOT ALL INCLUSIVE BUT IS INTENDED TO PROVIDE ME WITH A SUMMARY OF SOME OF PSAS’S GUIDELINES.

THIS EDITION REPLACES ALL PREVIOUSLY ISSUED HANDBOOKS.  THE NEED MAY ARISE TO CHANGE THE GUIDELINES DESCRIBED IN THE HANDBOOK, EXCEPT FOR THE AT-WILL NATURE OF EMPLOYMENT.  PSAS THEREFORE RESERVES THE RIGHT TO INTERPRET THEM OR TO CHANGE THEM WITHOUT PRIOR NOTICE.

NO REPRESENTATIVE OF PUEBLO SCHOOL FOR ARTS AND SCIENCES, OTHER THAN THE PRESIDENT OF THE BOARD, HAS THE AUTHORITY TO ENTER INTO AN AGREEMENT OF EMPLOYMENT FOR ANY SPECIFIED PERIOD AND SUCH AGREEMENT MUST BE IN WRITING, SIGNED BY THE PRESIDENT AND MYSELF.  WE HAVE NOT ENTERED INTO SUCH AN AGREEMENT.





													
Employee Name							Date
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