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Introduction

This Employee and Staff Handbook has been written to establish and to
reference policies and procedures for the employee and employer. This
handbook and the policies contained herein apply to teachers and staff at Raices
del Saber Xinachtli Community School (Raices) unless superseded by a
Collective Bargaining Agreement or Federal or State law. In addition, certain
individuals who are not employees of Raices but who nevertheless work on the
premises, such as independent contractors and members of the Governance
Board, are also expected to comply with the terms and conditions of this manual
to the extent that the manual sets standards of conduct for individuals who work
at Raices. Unless otherwise indicated, a benefit, policy, program, or procedure
applies or is available to all employees.

This handbook contains only general information and guidelines. It is not
intended to be comprehensive or to address all the possible applications of, or
exceptions to, the general policies and procedures described. For that reason, if
you have any questions concerning eligibility for a particular benefit, or the
applicability of a policy or practice to you, you should address your specific
questions to the Principal. All employees are responsible for reading,
understanding, and complying with the provisions of this handbook. In addition, if
and when a Collective Bargaining Unit is established at Raices, all exempt
(licensed) employees who are members of the Raices Collective Bargaining
Unit, are responsible for reading, understanding and complying with the
Collective Bargaining Agreement (CBA), which contains numerous provisions
related to members’ employment that may or may not be enumerated in this
handbook. Changes are effective on the dates determined by the school, and
after those dates all superseded policies are null.

With the exception of an executed employment contract, neither this handbook
nor any other Raices document confers any contractual right, either expressed
or implied, to remain in Raices employment, nor does it guarantee any fixed
terms and conditions of your employment.

Only the Principal of Raices has the authority to enter into any agreement for
employment for any specified period of time, or to make any agreement contrary
to the above. Second, the procedures, practices, policies, and benefits described
here may be modified or discontinued from time to time with approval by the
Governance Board and in compliance with Federal and State laws.
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Overview of Raices

Mission Statement

Raices del Saber Xinachtli Community School implements a developmentally
appropriate rigorous academic program through an interdisciplinary curriculum
that is experiential, participatory, biliterate, child-centered, and culturally
responsive. Our students learn Spanish and English, achieving academic
proficiency in all subjects in both languages as they develop critical and creative
thinking skills.

Raices creates an environment where students and parents are valued as
participants in the construction of knowledge and the creation of a learning
community that promotes high academic performance, positive identity formation,
and the reclaiming of cultural heritage.

Goals

* Biliteracy in English and Spanish through a 90:10 immersion model that
achieves proficiency in both languages by the end of third grade;

« Learning that involves student active participation through exploration,
dialogue, critical reflection, and construction of knowledge;

» Positive identity formation through a culturally responsive curriculum that
integrates local history as part of social studies;

» To create an atmosphere of centering and community using Xinachtli; an
instructional model through which children learn the use of symbols and
metaphors to conceptualize their relationship with the natural world, a
Mesoamerican base-20 mathematics system, and Nahuatl (Aztec) as an
enrichment language.

» Parent participation in all aspects of school life continually reinforcing the
bridge between home and the classroom.



Our Pillars

These are the five approaches upon which Raices del Saber Xinachtli
Community School is founded.

1. Children as Carriers and Constructors of Knowledge

2. Bilingualism and Biliteracy Through a Two-Way Dual Language 90:10
Model

3. Culturally Responsive Identity Formation

4. Xinachtli (Sheen-ach-tlee) Academic Enrichment Program Based on
Mesoamerican Pedagogy

5. Parents as Partners in Creating a Participatory Learning Community

Educational Philosophy

Biingualism and bilaterally are valuable, enriching, and rigorous endeavors.
Raices offers the best opportunity for students to master two languages, English
and Spanish. Raices implements a 90:10 two-way (dual language immersion
approach beginning in kindergarten. First grade students receive 80% instruction
Spanish and 20% in English in all subjects.

Raices develops a partnership of parents, community, faculty, administrators,
and students to create a bilingual and biliterate atmosphere so that both
languages are used, cherished, and promoted campus wide. Students will
master two languages in all subjects and be able to successfully transition to any
middle school in the United States. For this reason, parental and community
involvement and participation is evident in the creation and functioning of the
school.

Learning in all subjects is through activities that integrate exploration, dialogue,
critical analysis, and practice rather than rely exclusively on direct instruction. To
ensure a child centered, student participatory pedagogy, Raices uses a process
of instruction that relies on small group cooperative learning centers or stations
where who class lessons are explored, extended, and reinforced. Student work
and products at these learning centers are used as part of the ongoing
assessment of academic performance and calculated as 50% of a student’s
grade.

Emphasis is placed on regional (local) heritage to ensure the curriculum is
culturally responsive. The curriculum content is part of the millennial heritage of
the United States-Mexico Border context within Dona Ana County and its

surrounding areas.
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What is Xinachtli?
Xinachtli (Sheen-ach-tlee) is a Nahuatl (Aztec) describing the moment a seed
germinates, reaching its “bursting” and “in between” point when it is no longer a
seed and not yet the plant it will transform into. We believe this is a
representation of our children. Children have infinite opportunities to blossom.
Xinachtli enriches and enhances student learning through their participation in an
interdisciplinary curriculum that presents Mesoamerican concepts. These
concepts include:

* Aztec calendar systems,

* 20 base Mayan mathematics,

» use of symbol and metaphor to interpret natural phenomenon,

+ oral storytelling of myths of origin and formation,

« learning about Nahuatl as a heritage language,

* meditation,

+ the construction of a dialogue community that uses symbolic interaction

(such as the use of a talking stick) to insure authentic, critical and creative
listening and sharing.
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Section 1 —Pre-Employment

1.1 Accuracy of Employment Application Information

We rely upon the accuracy of information contained in the employment
application and the accuracy of other data presented throughout the hiring
process and employment. Any misrepresentations, falsifications, or material
omissions in any of this information or data may result in exclusion of the
individual from further consideration for employment or, if the person has been
hired, termination of employment.

Section 2—Your Employment at Raices

2.1 Clear and Accessible Communication

We want to hear from you. Raices strongly encourages employee participation in
decisions affecting them and their daily professional responsibilities. We believe
our greatest strength lies in our employees and our ability to work together. To
this end, we encourage you to engage in open, clear, and accessible
communications about all aspects of our school. Employees are encouraged to
openly discuss with the principal and/or supervisor any problems or suggestions
so that appropriate action may be taken. Raices supports and honors all our
employees’ successes and happiness. We, therefore, welcome the opportunity to
help employees whenever feasible.

2.2 New Employee Orientation

Orientation is a formal welcoming process designed to make the new employee
feel comfortable, informed about the school, and prepared for their position. New
employee orientation is typically primarily conducted by the Principal, and
includes an overview of the school’s history, an explanation of the school’s core
values, vision, mission, goals, and objectives. In addition, the new employee will
be given an overview of benefits, tax, and legal issues. The new employee will
complete any necessary paperwork.

Employees are presented with all codes, keys, and procedures needed to
navigate within the school environment. The Principal introduces the new
employee to the staff throughout the school; reviews their job description and
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scope of position; explains the school’s evaluation procedures; and helps the
new employee get started on specific functions.

2.3 New Teacher Mentorship
Raices administration and teachers jointly recognize the value of supporting
Beginning Level | and Alternative License teachers.

Both parties acknowledge that professional development for new teachers
includes the following goals:

A. Strengthen new teachers’ skills, competence, and confidence

B. Improve student learning by providing all students with well-prepared
teachers

C. Improve school climate through professional growth for all educators
D. Provide the infrastructure necessary to retain quality teachers.

E. Support and assist all Level | teachers until they successfully achieve
Level Il license and Alternative Licensure teachers secure a Level |
license

All Level |, Alternative Licensure teachers, and new teachers to Raices will be
provided with an on-site mentor who will meet with them on a regular basis
(see teacher mentorship policy and procedures).

A. The mentor and their assigned Level |, Alternative Licensure, and/or
new teacher will have a schedule that allows for meetings during the
workday that does not include their 30-minute duty free lunch.

B. Mentors and mentees, in collaboration with the Principal, will develop a
mentorship plan that provides adequate support for the mentee.

C. Once the plan is agreed upon, a stipend for the mentor will be
negotiated, which must be approved by the Governance Board.

2.4 Employment
Staff members who are not under contract are considered “at will.” Exempt
(licensed) staff who have not yet received a third consecutive annual contract,
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are considered “at will” at the end of the first and second contract.

In the event the Principal and/or supervisor has a concern about a first or
second-year exempt (licensed) employee covered by the Raices CBA, the
following steps will be taken when determining whether such employee will be
recommended for rehire.

First and second-year exempt (licensed) and CBA-covered employees will be
notified in writing, via memorandum of concern, post observation tool, or
Professional Development Plan (PDP), of any areas needing improvement as
soon as areas of improvement are determined by the Principal.

If a first or second year exempt (licensed) and CBA-covered employee receives
an unsatisfactory rating on any observation or there are additional concerns, their
PDP will be reviewed and be revised to address the areas of concern.

Note that exempt (licensed) and CBA-covered employees who have not yet been
offered a third year contract are not provided with the same rights regarding
progressive discipline as per New Mexico Public Education Department
guidelines.

No one other than the Principal has the authority to alter an employee’s
employment status or set employment terms contrary to this policy. Unless
otherwise provided by law, an employment contract must be in writing and signed
by the Principal.

2.5 Types of Employment Status

An “employee” of Raices is a person who regularly works for Raices on a wage
or salary basis. “Employees” may include exempt, non-exempt, regular full- time,
regular part-time, and temporary persons, and others employed with Raices who
are subject to the control, supervision, and direction of Raices in the
performance of their duties

EXEMPT (Includes certified/licensed employees)

The category includes employees whose positions meet specific criteria
established by the Fair Labor Standards Act (FLSA) and who are exempt from
overtime pay requirements. In New Mexico public schools, these positions are
typically teachers, administrators, and other personnel who must hold a
certificate or license for employment.
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NON-EXEMPT (Also known as classified)

The category includes employees whose positions do not meet FLSA criteria and
who are paid one and one-half of their regular rate of pay for hours worked in
excess of 40 hours per week. In New Mexico public schools, these positions
commonly include kitchen personnel, school secretaries, and janitorial services.

REGULAR FULL-TIME
Employees who are regularly scheduled to work 37.5 or more hours per week
are considered regular full time.

REGULAR PART-TIME
Employees who are regularly scheduled to work between 18.75 and 37.5 hours
per week are considered regular part time.

TEMPORARY (FULL-TIME or PART-TIME)
Temporary employees are defined as those whose performance is being

evaluated to determine whether further employment in a specific position with
Raices is appropriate, or individuals who are hired as interim replacements to
assist in the completion of a specific project, or for vacation relief. Employment
beyond any initially stated period does not in any way imply a change in
employment status. Temporary employees retain that status until they are
notified of a change. They are not eligible for any of Raices’ benefit programs.

Staff Licensure Requirements for School Year 2019-20
The 2019-20 school will start the two (2) certified Kindergarten teachers and one
(1) first grade certified teacher.

Each class will have 20 students with a total of 60 students. One grade is added
each year until all the five (5) grades are included—kindergarten, 1st, 2nd, 3rd,
4th, and 5th.

(See Licensure Requirements on following page.)
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Staffing Plan: Raices del Saber Xinachtli
Community School
2019-2024

Staff Licensure Requirements

Staff Position

Licensure Requirements

Principal

NM Administrative License (3b)

Director of Operations & Community
Engagement

NM Chief Procurement Officer Certification
Bachelor’s Degree required either in
education, sociology, or psychology

Business Manager

NM School Business Official License

Culture and Curriculum Coach

NM k-5 Teacher Certification (Level Il)
NM Elementary Bilingual Teacher
Certification

Teacher Grade K

NM k-5 Teacher Certification (Level Il
preferred)

NM Elementary Bilingual Teacher
Certification

Teacher 1-5 Grades

NM k-5 Teacher Certification (Level Il
preferred)

NM Elementary Bilingual Teacher
Certification

Educational Assistant

NM Educational Assistant/Support
Provider’s License + Associate’s degree or
2 years of college. Must be bilingual.

Office Manager

High School Diploma required, experience
in a school office preferred. Must be
bilingual.

Special Education

NM k-5 Teacher Certification (Level Il
preferred)

NM Elementary Bilingual Teacher
Certification

NM Special Education Teacher License

Reading Interventionist

NM k-5 Teacher Certification (Level Il
preferred)
NM Reading Specialist Certification

School Testing Coordinator

Note: Year 1, the Principal will coordinate
School Testing.




2.6 Criminal History and Background Check

After you have been offered a position, but prior to becoming an employee of
Raices, we will complete a comprehensive criminal history and background
inquiry consisting of prior employment verification, professional reference checks,
education licensure, and certification confirmation. All applicants offered
employment or contractors whose employees will have unsupervised access to
students must undergo a criminal background check in accordance with
applicable laws. To the extent permitted by law, Raices may require that these
costs be borne by the employee or contractor. Individuals whose experience and
educational background differs from that of the employment application may not
be considered for employment. Please see the school’s Background
Investigations policy for more specific information on the background check
process.

For employees not licensed by the PED, the school is responsible to do the
background check, including the following:

» Professional or personal reference checks;

« Confirmation of education or certificates (if applicable);

« A criminal background check;

+ Driving record history if applicable; and/or

* Any other information or data, as allowed by law, required by Raices.

Background checks are kept on file for twenty-four months following separation
from Raices.

Convictions of felonies or misdemeanors contained in the records provided by
the PED shall be used in accordance with the Criminal Offender Employment Act
(New Mexico Statutes Annotated 1978, Chapter 28, Article 2) and except as
provided in this policy, any such convictions shall not automatically bar
employment unless required by law. Results from a background check that
includes child abuse or neglect or a finding related to criminal sexual penetration
or contact shall unconditionally bar a person from becoming or remaining an
employee at Raices.

Once employed or contracting with Raices, all employees must self- report to the
Principal any arrest, charge and/or conviction of a criminal offense other than a
minor traffic infraction. If an employee or contractor is found not to have self-
reported as required by this Policy, the failure to self-report shall be a violation of
that employee’s or contractor’s contract with Raices may be terminated at the
discretion of the Principal. If the employee in question is the Principal his or her



contract may be terminated at the option of the Governing Board.

The Principal who, in the course of their background checks of employment
applicants, discover that a licensed applicant or applicant pending a license has
a conviction of a felony or misdemeanor of moral turpitude that results in any kind
of action against that individual, shall, in accordance with 6.60.8.9(D) NMAC
share that information with the professional licensure and educator ethics
bureaus of PED

2.7 Educational History

Employees whose placement on a salary schedule is based, at least in part, on
educational history, are required to provide official transcripts and/or submit to an
educational verification search to verify units earned/degree received or in-
service hours. These requirements must be completed prior to beginning
employment, and the information must be submitted to the Principal. Please see
the school’s Basis for Determining Pay in section 6.1 of this manual for more
information.

2.8 Conflict of Interest

Just as Raices expects the highest personal conduct from our students, we
expect each employee to engage in professionalism according to the highest
ethical standards of conduct and avoid potential conflicts of interest. Business
dealings that appear to create a conflict between the interests of Raices and an
employee are unacceptable. Raices recognizes the employee’s right to engage
in activities outside of the school’'s employment that are of a private nature and
unrelated to the school. However, the employee must disclose any possible
conflicts so that Raices may assess and prevent potential conflicts of interest
from arising. Please disclose actual or potential conflicts of interest, in writing, to
the Principal.

A potential or actual conflict of interest occurs whenever an employee is in a
position to influence a decision that may result in a personal gain for the
employee or an immediate family member (i.e., spouses, fathers, fathers-in-law,
mothers, mothers-in-law, brothers, brothers-in-law, sisters, sisters-in-law, sons,
sons-in-law, daughters, daughters-in-law, or domestic partners) as a result of the
Raices business dealings, as specified in the Conflict of Interest Policy on the

school’s website.
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It is not possible to specify every action that might create a conflict of interest. If
any employee has any question about whether an action or proposed course of
conduct would create a conflict of interest, they should immediately contact the
Principal to obtain advice on the issue. The purpose of this policy is to protect the
employee from any conflict of interest that might arise. A violation of this policy
will result in immediate and appropriate discipline, up to and including immediate
termination.

2.9 Outside Employment and Volunteering

Full-time employees at Raices are expected to give precedence to their position
with the school over any type of outside work, self-employment, or volunteering.
Employees are free to carry on outside work, self-employment, or volunteering as
long as no school facilities or equipment are used, and the outside work, self-
employment, or volunteering does not interfere with the employee’s performance
of school duties. The school name and/or logo are not to be worn or otherwise
displayed by employees during outside work, self- employment, or volunteering
activities that are political in nature or may be viewed as contrary to the values of
Raices.

Outside work, self-employment, and volunteering are of concern to Raices when
they:

+ prevent the employee from performing assigned responsibilities in an
effective manner

« compromise the school; and/or

* raise a question of conflict of interest. For example, where the employee’s
position in the school permits access to information or other advantages
that are useful to the outside employer or organization.

2.10 Immigration Law Compliance

In compliance with the Immigration Reform and Control Act of 1986, as
amended, each new employee, as a condition of employment, must complete the
Employment Eligibility Verification Form 1-9 and present documentation
establishing identity and employment eligibility. Former employees who are
rehired must also complete the form if they have not completed an I-9 with
Raices within the past three years, or if their previous I- 9 is no longer retained or

)
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valid. If employees cannot verify their right to work in US at any time, Raices
may terminate their employment. Employees may raise questions or complaints
about Immigration Law compliance without fear of reprisal.

2.11 Work Product Ownership

It is the desire of Raices to foster innovation in educational programs within our
school and to share those innovations with other educational systems. Therefore,
all work products created while employed by Raices will be considered Open
Source. These Open Source products may be used freely by Raices, the
developing employee(s), and outside people and entities. Even after employment
is terminated by either party, Raices retains the right to use products developed
by employees while employed by the school. Because work products are Open
Source, however, employees and former employees also have the right to use
and/or publish work products. This includes written and electronic documents,
audio and video recordings, system code, and also any concepts, ideas, or other
intellectual property developed for Raices. Classified information must remain so
even after the end of employment; supplying certain other entities with certain
types of information may constitute a conflict of interest.

2.12 Public Relations-Public Impressions

The success of Raices depends upon the quality of the relationships between
Raices, its employees, students, parents, and the community. The public
impression of Raices and its interest in Raices will be formed, in part, by Raices
employees. Raices employees are ambassadors. The more goodwill an
employee promotes, the more employees, students, parents, and the community
will respect and appreciate the employee and Raices.

Below are several possibilities employees can consider to help establish a good
impression of Raices. These are the building blocks for the school’s continued
success and allow employees to take pride in their work and enjoy doing their
very best and strive for excellence.

» If you oversee students, communicate with families regularly.

» Act competently and deal with others in a courteous and respectful
manner.

+ Communicate pleasantly and respectfully with other employees at all

Ralces del Saber Xinachtli Community School

12

Raices del Saber Xinachtli Community School



times.

Follow up on requests and questions promptly, provide businesslike
replies to inquiries and requests, and perform all duties in an orderly

manner. Respond to e-mail and voice mail within 24 hours during the work
week.

13
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Section 3—Employment Policies & Procedures

3.1 School Rules
e Students are required to be at school on time and for all school

events, conferences, field trips, etc. Parents are expected to ensure
students arrive to school ready to learn and participate!

e Students must be dressed in appropriate attire.

e Students are expected to demonstrate respect for all others and to
respect school property, equipment and materials.

e Students are expected to keep Raices a safe school and follow
safety rules as directed by their teachers.

e Students are not allowed to use profanity under any circumstances.

e Students should not bring Electronic Devices/Cell Phones to
school. Electronic Devices/Cell Phone found by faculty/staff will be
taken away and be held in the front office until the end of the school
day. Only parents will be allowed to pick them up. Any electronic
devices needed for learning purposes will be provided by Raices.

e All Personal ltems (toys) should not be brought to school unless
otherwise instructed by the student’s teacher for a particular lesson.

3.2 Equal Opportunity/Non-discrimination

Raices, administration, and staff are committed to the principle of equal
opportunity in education and employment. We affirm a commitment to honoring
the rights of those working for and with the school, and disavow discrimination
against and harassment of anyone because of race; color; national or ethnic
origin; age; religion; disability; sex; sexual orientation; gender; gender identity,
and expression; including a transgender identity; genetics; veteran status; marital
status; place of residence and any other characteristic protected under applicable
Federal or State law.

Raices, administration, and staff agree to uphold this commitment.

3.3 Americans with Disabilities Act Accommodation

In accordance with the Americans with Disabilities Act (ADA), Raices does not
discriminate against any "qualified individuals with a disability." Individuals qualify
for employment if they meet the educational, skills, and experience requirements
of a position and can perform the essential functions of the job with or without a
reasonable accommodation. Individuals have a disability if they have an
impairment that impacts a major life function such as caring for one's self,
performing manual tasks, walking, hearing, seeing, speaking, breathing, learning,
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or if the impairment otherwise impacts an individual's ability to perform a class of
jobs or broad range of jobs. Psychological impairments, learning disabilities, and
some chronic health impairments, such as epilepsy, diabetes, arthritis, cancer,
cardiac problems, and AIDS may also be considered disabilities.

Raices is committed to diversity and nondiscrimination and supports the full
employment of qualified individuals with disabilities in its workforce. Therefore, a
process has been established to assist employees with disabilities in reasonably
modifying the work environment to allow the employee to perform the essential
functions of his or her job. It is the responsibility of the employee to request an
accommodation of his or her physical or mental disability by contacting the
Principal. In accordance with the ADA, Raices will take such requests seriously
and will promptly determine whether the employee is a qualified individual with a
disability and whether a reasonable accommodation exists which would allow the
employee to perform the essential functions of the job without imposing an undue
hardship on Raices or other employees. If you believe that you have been
unlawfully discriminated against because of a disability, you should discuss the
matter with the Principal or a supervisor and/or follow the grievance procedure.

Consistent with the non-discrimination in employment policy, all students of
Raices that are admitted, are accorded rights and privileges, and have access to
programs and activities made available to them at Raices in a non-discriminatory
manner. Raices does not discriminate in the administration of its educational
policies, admission policies, scholarship and loan programs, and athletic and
other school-administered programs. All testing and evaluation materials and
procedures used for the purpose of evaluation, testing, assessments, and/or for
placement of children with disabilities are selected and administered so as not to
be discriminating.

In compliance to Policy 3.1.10 A-3—Section 504 Procedures

3.4 Harassment

It is the policy of Raices to ensure equal employment opportunity without
discrimination or harassment on the basis of race, national origin, color, ancestry,
religion, sex, sexual orientation, gender identity, age, physical or mental
handicap, serious medical condition, spousal affiliation, citizenship or any other
characteristic protected by law (“protected classifications”). Raices prohibits any
such discrimination or harassment. We strive to provide a professional work and
learning environment free of harassment that maintains equality, dignity, and
respect for all. It shall be a violation of this policy for any student, teacher,
administrator, or other employee of Raices to harass a student, teacher,
administrator, or other employee through conduct or communication. This policy
applies to all applicants and employees, whether related to conduct engaged in
by fellow employees or someone not directly connected to Raices (e.g., an
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outside vendor or consultant). Conduct prohibited by these policies is
unacceptable in the workplace and in any work-related setting outside the
workplace, such as during school related/sponsored trips, school business
meetings, and work-related social events.

What is Harassment?
Harassment can take many forms. As used in the Raices Employee and Staff
Handbook/Manual, the term “harassment” includes:

A.

Offensive remarks, comments, jokes, or slurs pertaining to an
individual’s race, religion, sex, age, national origin or ancestry,
disability, citizenship, veteran status or any other protected status
defined by law.

Offensive sexual remarks, sexual advances, flirtations, or requests
for sexual favors regardless of the gender of the individuals
involved.

Offensive physical conduct, including touching, regardless of the
gender of the individuals involved, including threats of harm,
violence, or assault.

Offensive pictures, drawings or photographs or other
communications, including e-mail.

Threatening reprisals of an employee’s refusal to respond to
requests for sexual favors or for reporting a violation to this policy.

Unwelcome sexual advances, requests for sexual favors and other
verbal or physical conduct of a sexual nature, regardless of gender,
when:

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

Responsibility
All Raices employees have a responsibility for keeping the work environment
free of harassment.

16
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Reporting

Raices encourages reporting of all perceived incidents of discrimination,
harassment or retaliation, regardless of the offender's identity or position.
Individuals who believe that they have been the victim of such conduct should
discuss their concerns with Principal. In the event the transgression of concern
involves the Principal, the conduct should be immediately reported to the
Governance Board Chair or Vice-Chair. In addition, Raices encourages
individuals who believe they are being subjected to such conduct promptly to
advise the offender that his or her behavior is unwelcome and request that it be
discontinued. Often this action alone will resolve the problem. Raices
recognizes, however, that an individual may prefer to pursue the matter through
informal or formal complaint procedures. Every effort will be made to keep such
reports as confidential as possible, although it is understood that an investigation
will normally require the involvement of third parties. Raices is serious about
enforcing its policy against harassment. However, Raices cannot resolve a
harassment problem that it does not know about. Therefore, employees are
responsible for bringing any such problems to Raices’ attention so it can take
whatever steps are necessary to correct the problems.

Investigation/Complaint Procedure

All complaints of harassment will be promptly investigated. If the investigation
substantiates the accusations, the appropriate corrective action will be taken.
This may include, but not be limited to, reprimand, or dismissal, depending on the
nature and severity of the offense.

Informal Procedure: If for any reason an individual does not wish to address the
offender directly, or if such action does not successfully end the offensive
conduct, the individual should notify the Principal who may, if the individual so
requests, talk to the alleged offender on the individual's behalf. In addition, there
may be instances in which an individual seeks only to discuss matters with one of
the Raices designated representatives, and such discussion is encouraged. An
individual reporting harassment, discrimination or retaliation should be aware;
however, that Raices may decide it is necessary to take action to address such
conduct beyond an informal discussion. This decision will be discussed with the
individual. The best course of action in any case will depend on many factors
and, therefore, the informal procedure will remain flexible. Moreover, the informal
procedure is not a required first step for the reporting individual.

Formal Procedure: As noted above, individuals who believe they have been the
victims of conduct prohibited by this policy statement or believe they have
witnessed such conduct should discuss their concerns with the Principal. Raices
encourages the prompt reporting of complaints or concerns so that rapid and
constructive action can be taken before relationships become irreparably
strained. Therefore, while no fixed reporting period has been established, early
reporting and intervention have proven to be the most effective method of
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resolving actual or perceived incidents of harassment. If at all possible, please
report the harassment immediately.

The formal procedure will begin by the employee submitting a written
report of the harassment, with as much information about the incident as
possible, to the Principal. If the Principal is the alleged harasser, then to
the Chair of the Governance Board or a designee. False and malicious
complaints of harassment, discrimination, or retaliation as opposed to
complaints, which, even if erroneous, are made in good faith, may be the
subject of appropriate disciplinary action.

A meeting between the employee and/or the Principal or the
Chair/designee will be scheduled to discuss the report within five (5)
working days from the date the report is submitted. If the reporting
employee is an exempt employee covered by the CBA, he/she may have
a representative present during the meeting; otherwise, employees will not
be represented without prior consent of the Principal or Chair. The
Principal or the Chair/designee will also meet with the person alleged to
have violated this anti-harassment policy, and he/she may have a
representative present if an exempt employee covered by the CBA, or by
prior consent of the Principal or the Chair/designee.

Any reported allegations of harassment, discrimination, or retaliation will
be investigated within five (5) working days, which may be extended by
agreement of the employee and alleged violator and the Principal/Chair.
The investigation may include individual interviews with the parties
involved and, where necessary, with individuals who may have observed
the alleged conduct or may have other relevant knowledge. Confidentiality
will be maintained throughout the investigatory process to the extent
consistent with adequate investigation and appropriate corrective action.

At the conclusion of the investigation, the Principal or Chair/designee will
issue a “written determination” of the alleged harassment and notify both
employees of the investigation outcome.

If the investigation results in a conclusion that a violation of this policy has
occurred, the misconduct will be dealt with appropriately. Responsive
action may include, for example, training, referral to counseling and/or
disciplinary action such as warning, reprimand, withholding of a promotion
or pay increase (for non-exempt employees), reassignment, temporary
suspension without pay (for non-exempt employees) or termination, as
Raices believes appropriate under the circumstances.

If a party to the complaint does not agree with the resolution as set forth in
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the written determination and is an exempt employee covered by the CBA,
he/she may proceed to the “Written Level” of the CBA Grievance process,
but must do so within five working days of written determination.

« For all other employees, if a party to a complaint does not agree with its
resolution, that party may appeal to Raices Governance Board or a
neutral third party, whichever the Chair and Principal deem appropriate
under the circumstances. The employee appealing the resolution by the
Principal or Chair/designee must submit a written appeal to the Principal
with copies to the other party within five (5) working days of the written
determination date.

» The Governance Board will inform the complainant/respondent of the
appeal decision in writing within five (5) working days from the date the
appeal was submitted. This is the final level of review in the internal
complaint process. The time lines set forth in this policy may be waived or
extended by the Governance Board with written notice.

Retaliation

Retaliation against an individual for reporting harassment or discrimination or for
participating in an investigation of a claim of harassment or discrimination is a
serious violation of this policy and, like harassment or discrimination itself, will be
subject to disciplinary action. Acts of retaliation should be reported immediately
and will be promptly investigated and addressed.

Conclusion

This policy was developed to ensure that all employees can work in an
environment free from harassment, discrimination and retaliation. Raices will
make every reasonable effort to ensure that all concerned are familiar with these
policies and aware that any complaint in violation of such policies will be
investigated and resolved appropriately. Any employee who has any questions or
concerns about these policies should talk with the Principal. Finally, these
policies should not, and may not, be used as a basis for excluding or separating
individuals of a particular gender, or any other protected characteristic, from
participating in business or work-related social activities or discussions. In other
words, no one should make the mistake of engaging in discrimination or
exclusion in order to avoid allegations of harassment. The law and the policies of
Raices prohibit disparate treatment on the basis of gender or any other protected
characteristic, with regard to terms, conditions, privileges and perquisites of
employment. The prohibitions against harassment, discrimination and retaliation
are intended to complement and further those policies, not to form the basis of an
exception to them.

Also refer to the Anti-Discrimination and Harassment Policy on the Raices
website, which addresses student-experienced or initiated harassment.
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In compliance with Policy 3.1.8.C—Bullying Prevention Policy

3.5 Substance Abuse Policy

No Raices administrators, principals, teachers, counselors, social workers,
speech therapists, psychologists, nurses, librarians, and other support staff who
are employed by a school, or who perform services for the school on a
contractual basis are permitted to use tobacco, alcohol, illicit drugs or mood-
altering substances:

* In any building, facility, or vehicle owned, leased, rented, or chartered by
Raices

* On any school grounds and property—including parking lots and playing
fields

» At any school-sponsored or school-related event on-campus or off-
campus

* Any transportation picks up or drop off areas

Raices prohibited the use, possession, and distribution of tobacco products,
alcoholic beverages, illicit drugs and mood-altering substances in the Raices
school buildings, on Raices property, within the Raices neighborhood
community, and for Raices students at any school functions away from school
property. Consequences for employees who violate the tobacco, alcohol, and
drug use policy will be in accordance with personnel policies and may include
verbal warning, written reprimand, or termination.

Raices is committed to providing a safe and productive workplace for its
employees. In keeping with this commitment, the following rules regarding
alcohol and drugs of abuse have been established for all staff members,
regardless of position, including both regular and temporary employees. The
rules apply during working hours to all employees of Raices while they are on
school property, at school-sponsored functions, or elsewhere on Raices
business.

*The manufacture, distribution, possession, sale, or purchase of controlled
substances of abuse on Raices property is prohibited.

*Being under the influence of illegal drugs, alcohol, or substances of
abuse on Raices property is prohibited.

*Working while under the influence of prescription drugs that impair
performance is prohibited. So that there is no question about what these
rules signify, please note the following definitions:
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*Property: All school owned or leased property used by employees.

*Controlled substance of abuse: Any substance listed in Schedules |-V of
Section 202 of the Controlled Substance Act, as amended.

*Drug: Any chemical substance that produces physical, mental, emotional,
or behavioral change in the user other than a drug prescribed by a
medical provider and administered according to its approved uses.

*Drug paraphernalia: Equipment, a product, or material that is used or
intended for use in concealing an illegal drug, or otherwise introducing into
the human body an illegal drug or controlled substance.

*lllegal drug:

—Any drug or derivative thereof whose use, possession, sale,
transfer, attempted sale or transfer, manufacture, or storage is illegal or
regulated under any Federal, State, or local law or regulation.

—Any drug, including — but not limited to — a prescription drug,
used for any reason other than its intended use or that has been
prescribed by a physician.

—Inhalants used other than as prescribed.

*Under the influence: A state of not having the normal use of mental or
physical faculties resulting from the voluntary introduction into the body of
an alcoholic beverage, drug, or substance of abuse.

*Consistent with the rules listed above, any of the following actions
constitutes a violation of the Raices policy on drugs and may subject an
employee to disciplinary action, up to and including immediate termination.

—Using, selling, purchasing, transferring, manufacturing, or storing
an illegal drug or drug paraphernalia, or attempting to or assisting another
to do so, while in the course of employment.

—Working or reporting to work, conducting business or being on
Raices property while under the influence of an illegal drug or alcohol, or
in an impaired condition.

Exceptions: This policy is not intended to prevent possession of a controlled
substance if it was obtained directly pursuant to a valid prescription or order, from
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a physician, dentist or other person duly licensed, registered, or otherwise
permitted under federal and state law to distribute or dispense the substance in
the course of professional practice. If an employee is taking prescribed or over-
the-counter medication that may affect work performance, this information should
be immediately reported to the Principal or her/his designee so that appropriate
measures may be explored and if possible, implemented, for school and
employee safety. Use or possession of marijuana/cannabis and related products,
however, even if pursuant to prescription, is not allowed on campus or at school
functions.

In compliance with Policy 3.1.8.B—Tobacco and Alcohol Policy

3.6 Smoking
The use of tobacco products, including any electronic tobacco products, is not
permitted anywhere on the Raices premises.

In compliance with Policy 3.1.8.B—Tobacco and Alcohol Policy

3.7 Confidentiality of Student Records

The Federal Educational Rights and Privacy Act (FERPA) is the federal law that
sets forth basic privacy requirements for personally identifiable information
contained in educational records maintained by schools. Employees with access
to student information and/or performance data will consistently and uniformly
maintain the privacy and confidentiality of this information in accordance with
FERPA. All requests for student or school records should be immediately
directed to the Raices. For more on student records, see Appendix A, Code of
Ethics and the Raices FERPA policy.

3.8 Employer Information and Property

The protection of Raices school information, property and all other Raices
assets are vital to the interests and success of Raices. No Raices related
information or property, including without limitation, documents, files, records,
computer files, equipment, office supplies or similar materials (except in the
ordinary course of performing duties on behalf of Raices) may, therefore, be
removed from Raices premises or disclosed without permission from the
Principal. In addition, when an employee leaves Raices, the employee must
return to Raices all school- related information and property that the employee
has in his/her possession, including without limitation, documents, roll books,
files, records, manuals, information stored on a personal computer or on digital
media, supplies, and equipment or office supplies. Violation of this policy is a
serious offense and will result in appropriate disciplinary or legal action.
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3.9 Personnel Files

A.

There shall be one (1) official file for each employee, which shall be
maintained for 5 years following separation and, if retiring, three years in
accordance with state statute in the School Administration Offices except
for files provided for Grievance Procedures, or as required by the Family
Medical Leave Act.

References provided in confidence shall not be subject to inspection by
the employee.

No anonymous, unsubstantiated, unsigned written or verbal information
may be placed in the employee’s official file.

The employee shall have the right to respond to any document placed in
his/her official file, and shall have such response attached to the material
to which the response relates.

The employee is given the opportunity, including written notification, to see
any information and view material prior to placement in his/her official file,
except information related to routine file maintenance. The employee shall
acknowledge having read these materials by affixing one’s signature on
the actual copy/copies to be filed.

The employee may inspect their official file upon request with the Pricipal.
Access is granted as soon as possible or the next business day from the
request if made during regular business hours. No file shall be removed
from the School Administration Offices.

Only the Principal and school officials on specific “need to know” school
business have access to an employee’s files. The contents of an
employee's file is kept in strictest confidence. The school complies with all
Federal, State, or legal requirements regarding all personnel files. The
school will maintain a log, which any person other than the Principal,
viewing an employee’s file will sign, noting their school title and date. Such
log will be kept at the front of the file.

Employees may request in writing that a negative report be removed from
their personnel file after two years from the date of occurrence. At the
discretion of the Principal, such report will be removed providing no further
action relating to the incident has occurred; no hard copy or electronic
copy will remain in existence. In the event the Principal denies an
employee’s request to remove a report, the employee may appeal the
decision through the applicable grievance process. No report shall be
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removed that involved a substantiated incident regarding safety or legal
situations. Employee’s evaluations will not be considered for removal.

I.  An employee may not remove any papers from the file, but may request
copies. Copies will be provided as soon as possible or the next business
day from the request if made during regular business hours.

3.10 Personnel Data Changes
It is the responsibility of each employee to promptly notify the Principal of any
changes in personnel data such as:

» Licensing or certifications related to the employee’s duties
* Mailing address
* Telephone number,

* Name and number of dependents, and

* Individuals to be contacted in the event of an emergency

Any employee’s personnel data should be accurate and current at all times.
Raices is not responsible for negative impacts to an employee’s pay or benefits
as a result of the employee’s failure to timely notify the Principal of personal data
changes.

3.11 Nepotism

In alignment with the Raices Nepotism Policy, the school permits the
employment of qualified relatives of employees, of the employee's household, or
immediate family as long as such employment does not, in the opinion of Raices,
create actual conflicts of interest. For purposes of this policy, "qualified relative"
is defined as a spouse, domestic partner, father, father-in-law, mother, mother-in-
law, son, son-in-law, daughter, daughter-in-law brother, brother-in-law, sister, or
sister-in-law. The Principal may not contract with or initially employ or approve
the initial employment in any capacity of a person who is the spouse, domestic
partner, father, father-in-law, mother, mother-in-law, son, son-in- law, daughter,
daughter-in-law, brother, brother-in-law, sister or sister-in- law of a member of the
Governance Board.

Raices will use sound judgment in the placement of related employees in
accordance with the following guidelines to avoid conflicts of interest:

* Individuals who are related by blood, marriage, or reside in the same
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household are permitted to work in the same department, provided no
direct reporting or supervisor to subordinate relationship exists. That is, no
employee is permitted to work within “the chain of command” when one
relative’s work responsibilities, salary, hours, career progress, benefits, or
other terms and conditions of employment could be influenced by the
other relative.

» Related employees may have no influence over the wages, hours,
benefits, career progress and other terms and conditions of the other
related staff members.

« Employees who marry while employed or become part of the same
household are treated in accordance with these guidelines. That is, if in
the opinion of Raices, a conflict arises as a result of the relationship, one
of the employees may be transferred at the earliest practicable time.

Any exceptions to this policy must be approved by the Principal. The Governance
Board may waive the nepotism rule for family members of the Principal.

3.12 Safety
Raices is committed to providing the resources and staffing necessary to provide
a safe work environment for the protection of its employees.

All accidents, injuries, potential safety hazards, safety suggestions, and health
and safety related issues must be reported immediately to the Principal. If you or
another employee is injured, you should contact outside emergency response
agencies, if needed. If an injury does not require medical attention, a report must
be completed and filed with management in case medical treatment is later
needed and to ensure that any existing safety hazards are corrected. The
employee's Claim for Worker's Compensation Benefits Form must be completed
in all cases in which an injury requiring medical attention has occurred.

Safety Rules

Each employee is expected to act in a reasonable manner that promotes a safe
environment for students, staff, visitors, and for him or herself. In addition to the
list below, each employee must be familiar with the school’'s Safe School Plan.

1. Horseplay and fighting will