Liberty Charter School
PERSONNEL 5000

Board Goal/Personnel

The human resources of Liberty Charter School aleable and significant in creating an
effective educational program and learning envirentn The Governing Board recognizes that
schools function most efficiently and successfulhen highly qualified individuals are
employed to staff the needs of Liberty Charter thOpportunities for staff development,
including staff development in the Harbor Schootltie™, should be provided periodically.
The Board further recognizes the importance of sugien as specifically defined by the Harbor
School Method", as a necessary, ongoing function of the Chadko&'s Administrator. The
Board seeks to promote an efficient and positivesktclimate in all educational endeavors, in
order that students may work toward their gregiesntial, and the community will be proud of
its investment.

Nothing contained in the policies or administraprecedures included herein is intended to
limit the legal rights of the Board or its agentsept as expressly stated.

Should any provision of Board policy or administratprocedure be held to be illegal by a court
of competent jurisdiction, all remaining provisicstgll continue in full force and effect.
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Liberty Charter School

PERSONNEL
5100
Hiring Process and Criteria

The Principal is responsible for recruiting perselnm compliance with Board policy, and
making hiring recommendations to the Board. Edanat support personnel applicants are
initially screened by the Principal. Liberty Crarschool shall hire highigualified personnel,
consistent with budget and staffing requirememid, shall comply with Board policy and state
law on equal employment opportunities. All appiitamust complete a Liberty Charter School
application form in order to be considered for emgpient and must also go through the
screening process outlined in Idaho Code 33-1Zde 5100P.

Each person hired by Liberty Charter School willlergo a criminal history check consistent
with Idaho law. Each newly hired employee must plate an Immigration and Naturalization
Service form, as required by federal law. Therlva no discrimination in the hiring process.
See Policy 5120.

As required in Idaho Code 65-505, Liberty Charteln@l will observe preference for veterans
and disabled veterans when considering hiring eyegi® to fill vacancies, selecting new
employees, or implementing a reduction in force.

Certification of Professional Personnel

Liberty Charter School shall require that its canted certificated staff hold a valid Idaho
certificate endorsed for the role and responsieditor which they are employed. All certificated
professional employees must be employed on a wratbatract in the form approved by the State
Superintendent of Public Instruction. Liberty GlaiSchool will withhold the salary of any
certificated professional employee who does nat kolalid certificate.

Upon receipt of a proposed contract for the enssatpol year, the person shall deliver the
signed contract to the Liberty Charter School with® (days) of receipt of the same. Delivery of
a contract may be made only in person or by cedifnail, return receipt requested. Should any
person refuse to acknowledge receipt of a contnabt return a signed contract to Liberty
Charter School within the time period set forthdmerthe Charter School may declare the
position vacant and offer the contract to anotteesqn.

The personnel office will retain a copy of eachtcacted certificated employee’s valid
certificate in the employee’s personnel file.

Cross Reference: 5110 Fingerprinting and Crimiredkground Investigations
5500 Personnel Files



Legal Reference: I.C. § 33-130 Criminal historyatsefor school district employees or
applicants for certificates
I.C. 8§ 33-512 Governance of schools
I.C. 8§ 33-513 Professional personnel
I.C. § 33-1210 Information on past job performance
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Liberty Charter School

PERSONNEL 5100F1

Liberty Charter School
9955 Kris Jensen Lane
Nampa, ID 83686
208-466-7952
Fax: 208-466-7961

AUTHORIZATION FOR RELEASE OF INFORMATION ON PAST
EMPLOYMENT WITH SCHOOL EMPLOYERS
IDAHO CODE 33-1210

Idaho Law requires Applicants fany position at any Idaho Public School to allow tlkénly School Employer to
obtain a copy of past public school employer pemsbriile materials and other documentation relatingthe
performance of the Applicant when such Applicansweaployed by any other public school, whetherdi@hb or
any other state.

Before hiring an Applicant for any position, Libgr€Charter School must request the Applicant siga torm.
Should the Applicant refuse or fail to sign thisnip Liberty Charter School is not permitted to hine Applicant for
any position. This authorization does not limityamployer from seeking additional information dsalosures
from any Applicant.

This form:
1. Authorizes current or past public school employefsthe Applicant/undersigned on this form,
including Applicants outside of the State of Idatwrelease to Liberty Charter School all inforroati

relating to the job performance and/or job relatedduct of the Applicant and make available to the

hiring School copies of all documents in the pregi@mployer’s personnel file, investigative file or
other files relating to the job performance of Applicant; and

2. Releases the Applicant’'s/undersigned’s currentast employers, and employees acting on behalf of

the employer, from any liability for providing tldove-mentioned information.

§ 33-1210 RELEASE:

| understand that the above requirements are aitcmmadf my obtaining employment with Liberty ChartSchool
and | consent to my current and former employeoth inside and outside the State of Idaho, uporiptof this
signed authorization, to comply with Idaho lawfuiither consent that such authorization may beigsal/to Liberty
Charter School via electronic means.

Signature of Applicant Date

Printed Name of Applicant

Identifying Employee Number/Name of Applicant ohet Identifying
Information for Past Employer



*Information obtained through the use of this Rekawill be used only for the purpose of evaluatthg
qualifications of the Applicant for employment. $hinformation will not be disclosed in any mann#éters than as
provided by Statute.

*A copy of this Release and all information obtalrtbrough use of this Release will be placed iht Applicant’s
Personnel File with Liberty Charter School upon Eyment of the Applicant, if any.

*An Applicant’s failure to disclose any former Sadi@mployer, whether within or outside of the Statédaho, will
serve as the basis for immediate termination amdcértificated personnel, may also result in tligetty Charter
School’s reporting of the individual to the Idahmfessional Standards Commission for a potentiahtion of the
Code of Ethics for Professional Educators.

*By accepting an executed copy of this form, Ligettharter School makes no guaranty or promise gf@yment
to the Applicant. Further, the hiring School maypéoy the Applicant on a conditional basis pendiegiew of
information gathered pursuant to this Release. Sumiditional employment is not a guarantee or psenof
continued employment with Liberty Charter Schoalday length of time or pursuant to any additioc@hdtions.
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Liberty Charter School

PERSONNEL 5100F2

Liberty Charter School
9955 Kris Jensen Lane
Nampa, ID 83686
208-466-7952
Fax: 208-466-7961

REQUEST TO EMPLOYER

IDAHO CODE 33-1210

Idaho Code 33-1210 requires all ldaho School engsboyto obtain past School employer
performance information regarding any individuaéythare considering for hire, with regard to any
position at an Idaho Public School. Specificalhe code section language states:

Before hiring an applicant, a School shall requiestyriting, electronic
or otherwise, the Applicant’'s current or past ergpls, including out-
of-state employers, to provide the information diésd in subsection
(2)(a) of this section, if any.

The aforementioned subsection (2)(a) of the statetpires Applicants to sign a statement
“authorizing the applicant's current and past emete [meaning school employers], including
employers outside of the State of Idaho, to reléagbe hiring School all information relating tfeetjob
performance and/or job related conduct, if anythefapplicant and making available to the hirinpdxd
copies of all documents in the previous employpessonnel, investigative, or other files relatinghe
job performance by the Applicant.”

Enclosed please find a copy of the signed Authtiomafor Release of Information
from , aniggoplfor employment with Liberty Charter
School. This individual has identified your Sohas a prior employer. Accordingly, we are redines
that you please provide to Liberty Charter Schoalopy all information relating to this individual’s
performance as an employee with your School. to@ance with the terms of the statute in question,
we request receipt of this information within twe20) business days after receipt of this requé&sis
information may be sent either as written docunt@neaor in electronic format. We would requesitth
you advance this information to:

[Insert Charter School Contact Information Here]

It should be noted that this statute provides &mgt School or employee acting on behalf of the
School, who in good faith discloses information quant to this section either in writing, printed
material, electronic material or orally is immumerh civil liability for the disclosure. An employes
presumed to be acting in good faith at the timéhefdisclosure under this section unless the egilen
establishes one (1) or more of the following: tfet the employer knew the information disclosed wa
false or misleading; (b) that the employer disctbdee information with reckless disregard for thel;

(c) that the disclosure was specifically prohibibgda state or federal statute.



Should you have any questions regarding this maitease contact:
at the abovaatonformation.
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Liberty Charter School

PERSONNEL 5100F3

Liberty Charter School
9955 Kris Jensen Lane
Nampa, ID 83686
208-466-7952
Fax: 208-466-7961

REQUEST FOR VERIFICATION OF CERTIFICATE STATUS

Attn: Christina P. Linder

Director of Certification/Professional Standards
Idaho State Department of Education

650 W. State Street

P.O. Box 83720

Boise, ID 83720-0027

Pursuant to § 33-1210(5), Idaho Code, Liberty @maBchool is seeking information
regarding the following individual:

Name of Applicant
D.O.B.:

Specifically, pursuant to the above-referencetltdaliberty Charter School is seeking
the following information in order to address argrdecision:

1. Certificate Status.

2. The existence of any past findings or complaintatireg to violations of the
Code of Ethics for Professional Educators.

3. The existence of any current complaints or invesigs relating to alleged
violations of the Code of Ethics for ProfessionduEators.

4. Any information relating to job performance as defi by the State Board of
Education, pursuant to Subsection (11) of Idaho eC88-1210, for any
applicants for certificated employment.

Liberty Charter School would greatly appreciatd this information could be advanced
to the attention of Rebecca Stallcop on or beforee t day of
in order to allommaly decision as to employment
matters. This information may be mailed at thevabaddress or sent via electronic format to:
rebeccastallcop@libertycharterschool.com.

Sincerely,



Rebecca Stallcop
Administrator
Liberty Charter School

Policy History:
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Liberty Charter School

PERSONNEL 5100P

Procedures for Obtaining Personnel Records for idapts

1.

Before hiring an applicant for employment in a ifeedted or non-certificated position
Liberty Charter School shall have the applicanh $ite statement/release (form 5500F1)
and provide a list of their previous school empteyghe list may be obtained via resume
or application). Liberty Charter School will natdhan applicant who refuses or fails to
sign the statement/release.

. The signed statement/release will then be seniliwrty Charter School to all of the

applicant’s current or past, in state or out ofestachool employers along with a request
for information relating to job performance andv related conduct (form 5100F2).
Note — Liberty Charter School does not have to esgjithe information for all applicants.
Liberty Charter School only has to request thermfation for the top applicant(s) for the
position.

Liberty Charter School may follow up with curremtgast school employers if the
information requested has not been received withiity (30) days from the date the
request was sent. Liberty Charter School mayrore certificated applicants on a
conditional basis pending receipt of the informatiequested. Applicants shall not be
prevented from being hired if an out of state auira past school employer refuses to
comply with the request. Liberty Charter Schodl aftempt to obtain a written refusal
along with the reason for the refusal from the sompliant out of state school employer.
The written refusal shall be kept as a part ofapplicant’s file.

Liberty Charter School shall also request Stateatepent of Education verification of
certification status as wells as any past or pandialations of the Professional Code of
Ethics and information related to the job perforoc®nf the applicants for any
certificated position (form 5100F3).

Liberty Charter School shall use information ree€iyrom applicant’s current or past
employers only for the purposes of evaluating gsliegnt’s qualifications for

employment in the position for which the applichas applied. No Board member or
Charter School employee shall disclose the infoilonateceived to any person, other than
the applicant, who is not directly involved in fhi@cess of evaluating the applicant’s
qualifications for employment.

Cross Reference: 5100 Hiring Process and Criteria

5100F1 Authorization for Release of Informationio
5100F2 Request to Employer Form
5100F3 Request for Verification of Certificate for



Legal Reference: I.C. 8§ 33-1210 Information on paistperformance

Policy History:
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Liberty Charter School
PERSONNEL 5105

Reemployment of Certificated Employees

Definitions

Non-Renewable Contract Certificated Employees
Non-renewable contracts shall be issued at thedsedeetion of the Governing Board.

Category A Certificated Employees—Certificated personnel hired on a limited one-year
contract as provided in I.C. § 33-514.

Category B Certificated Employees—Certificated personnel in the fourth or greateargeof
continuous employment within the same school asigeal in I.C. § 33-514 and who, at the sole
discretion of the Board, are eligible to be offegetivo (2) year contract. The Board, at its sole
discretion, may add an additional year to suchrdraot upon the expiration of the first year.

Renewable Contract Certificated Employees

Only certificated employees that attained renewabltgract status prior to January 31, 2011
shall be employed on a grandfathered renewableaxirand shall have the right to continued
automatic renewal of their employment contract.

Liberty Charter School shall have the option tangranewable contract status when it hires a
certificated employee who has been on a renewallgact with another Idaho school.
Alternatively, Liberty Charter School can place teegtificated employee on a Category A or B
contract. A certificated employee hired with prexsaut-of-state experience shall not be eligible
for a renewable contract.

Notice
1. Category A Certificated Employees
Category A Certificated Employees’ contract ismaifed one year contract for
certificated personnel in their first or greatearyef continuous employment with the
same school district. Upon a decision by the Boatdo reemploy the person for the
following year, the certificated employee shallgsevided a written statement of
reasons for non-reemployment by no later than Iily

2. Category B Certificated Employees
Category B Certificated Employees shall be provideditten statement of reason for
non-reemployment by no later than Jufy 1



Category B Certificated Employees shall, upon emittequest, be given the
opportunity for an informal review of such decisiopthe Board of Directors. The
parameters for the informal review will be deteredrby Liberty Charter School.

3. Grandfathered Renewable Contract
The Board of Directors shall provide written nat#tion to each person entitled to be
employed on a renewable contract by Jdly All employees on grandfathered
renewable contracts must give written notice oeatance of automatic renewal of
contract to the Board of Directors no later thaly 20". The employee’s failure to
provide written acceptance of renewal of contraay ipe interpreted by the Board as
a declination of the right to automatic renewalha offer of another contract. Before
the Board determines not to renew the contradhunsatisfactory performance of
grandfathered renewable contracted certificated@eps such employees shall be
entitled to a defined period of probation as essabd by the Board, following an
observation, evaluation, or partial evaluation.e Ppinobation shall be preceded by
written notice from the Board, or its designee hwiite reasons for the probationary
period and with provisions for adequate supervisind evaluation of the employees’
performance during the probationary period.

4. Principals and Administrators
The Board shall make a determination as to how &hginistrators have to sign and
return their contracts. If the Board makes no sietlermination the default time limit
shall be twenty-one (21) days after the contradeigsered to the administrator.

Supplemental Contracts

The Board shall provide the same rights to duegs®@and procedures for extra day
supplemental contracts as those provided by therlyialg contract (Category A, Category, B, or
grandfathered renewable).

Delivery of Contract
Delivery of a contract may be made only in persohyocertified mail, return receipt requested.
If delivery is made in person, the delivery mustlbknowledged by a signed receipt.

Return of the Contract
A person who receives a proposed contract fromrtyl@harter School shall have days
(no less than ten days) from the date of deliversign and return the contract.

Failure to Accept or Acknowledge

Should a person willfully refuse to acknowledgeerpt of the contract or the contract is not
signed and returned to the Board within the deseghime period, the Board may declare the
position vacant.

Cross Reference: Policy 5340 Evaluation of Cestld Personnel

Legal Reference 1.C. § 33-513 Professional Perdonne



I.C. § 33-514 Issuance of Annual Contracts — Sugmpograms —
Categories of Contracts — Optional Placement

I.C. 8§ 33-515 Issuance of Renewable Contracts

I.C. 8§ 33-515A  Supplemental Contracts

Policy History:
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Liberty Charter School
PERSONNEL 5110

Criminal History / Background Checks

General

It is the policy of Liberty Charter School not tmploy or to continue the employment of
classified, professional or administrative persdmie may be deemed unsuited for service by
reason of arrest and/or criminal conviction. Wiakearrest or conviction of a crime, in and of
itself, may not be an automatic bar to employmiéat) arrest or conviction relates to suitability
of the individual to perform duties in a particufasition, such person may be denied
employment or in the case of current employees, faxagy disciplinary action, up to and
including termination.

It is the policy of this Charter School to perfocnminal history checks as required by Idaho law
and to perform other types of background checksroployees or volunteers including, but not
limited to:

1. Contacting prior employers for references;
2. Contacting personal references; and/or
3. Contacting other persons who, in the discretiohiloérty Charter School, could

provide valuable information to the Charter School.

Where a prior conviction is discovered, Liberty @aaSchool will consider the nature of the
offense, the date of the offense, and the relatiprisetween the offense and the position for
which application is sought, or the person is eygdio Any individual convicted of a felony
offense listed in I.C. 8 33-1208(2) shall not be=ti

If an applicant or employee makes any misrepresientar willful omissions of fact regarding
prior criminal history, such misrepresentation origsion shall be sufficient cause for
disqualification of the applicant or terminationeshployment.

Initial Hires

In order to protect the health, safety and weltdrhe students of Liberty Charter School, Idaho
law requires the following employees to subjeatriminal history checks:

(2) Certificated and noncertificated employees;

(2)  All applicants for certificates;

3) Substitute staff;

4) Individuals involved in other types of student miag such as practicums an
internships; and

(5)  Allindividuals who have unsupervised contact vathdents.



A criminal history check shall be based on a comeptien (10) finger fingerprint card or scan and
include, at a minimum, the following:

(2) Idaho bureau of criminal identification;
(2) Federal bureau of investigation (FBI) criminal bigtcheck; and
3) Statewide sex offender register.

Employees will be required to undergo a criminatdny check within five (5) days of starting
employment or unsupervised contact with studentschever is sooner.

The fee charged to an employee shall be forty do(840.00). All criminal history check
records will be kept on file at the state departheéreducation. A copy of the records will be
given to the employee upon request.

Employee Arrest or Conviction

All employees shall have the continuing duty toifiydtiberty Charter School of any arrest or
criminal conviction that occurs subsequent to béimgd by Liberty Charter School. In the event
that any employee, whether full-time or part-tipegbationary or non-probationary, classified or
certified, is arrested, charged or indicted forimmal violation of any kind, whether
misdemeanor or felony, with the exception of mitraffic infractions, he/she is required to
report such arrest promptly to the employee’s super or department head within one (1)
business day unless mitigating circumstances eXists reporting requirement applies
regardless of whether such arrest has occurredityned off-duty. Failure to comply with this
reporting requirement shall be grounds for disognly action, up to and including termination.

Additionally, if an employee has a protection orderved against him/her, the employee shall
follow the same reporting requirements as outlialeove.

Supervisors shall contact the Principal or desigmmm receiving notification that an employee
has been arrested or has a protection order sagagdst him/her. Liberty Charter School
reserves the right to determine appropriate dis@py action in such cases, up to and including
termination, depending upon the facts and circuntgts surrounding the incident.

It is the discretion of Liberty Charter School éorhinate or take other action against any
employee that has either been convicted of oner(frjore of the felony offenses set forth in I.C.
§ 33-1208 or made a material misrepresentatiomassaon on their job application.

Other employees

Liberty Charter School may require that any empdoye subjected to criminal history checks. If
required, Liberty Charter School will pay the castsuch checks.

Volunteers



Any volunteer in Liberty Charter School who hasuleg unsupervised access to students, as
determined by the Principal or the Principal’s dase, shall submit to a fingerprint criminal
background investigation conducted by the apprtgteav enforcement agency prior to
consideration for volunteering in the schools o thharter School.

Any requirement of a volunteer to submit to a firyent background check shall be in
compliance with the Volunteers for Children Actl®98 and applicable federal regulations. If a
volunteer has any prior record of arrest or comwcby any local, state, or federal law
enforcement agency for an offense other than amtiafiic violation, the facts must be

reviewed by the Principal, who shall decide whethervolunteer is suitable to be in the
presence of the students in Liberty Charter Schoékrests resolved without conviction shall
not be considered in the hiring process unlesshheges are pending.

Contractors
Liberty Charter School maintains a safe environni@enstudents by developing a system that
cross-checks all contractors or other persons valve hrregular contact with students against the

statewide sex offender register.

Confidentiality

Outstanding warrants, criminal charges and/or ptote orders may be confidential. An
employee who is provided access to such informagtating to another employee shall ensure
that the information remains confidential. If an@oyee discloses such information without
authorization, the employee shall be subject toiglimary action.

Legal Reference: I.C. 8 33-130 Criminal historyatsefor school district employees or
applicants for certificates
I.C. 833-512 Governance of schools
I.C. 89-340(C) Records Exempt from Disclosure
Public Law 105-251, Volunteers for Children Act
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Liberty Charter School
PERSONNEL 5120

Equal Employment Opportunity and Non-Discrimination

Liberty Charter School shall provide equal emplogihegportunities to all persons, regardless of
their race, color, religion, creed, national origgex, sexual orientation, age, ancestry, marital
status, military status, citizenship status, preggause of lawful products while not at work,
physical or mental handicap or disability, if othese able to perform the essential functions of
the job with reasonable accommodations, and o#wallly protected categories.

Liberty Charter School will make reasonable accomation for an individual with a disability
known to the Charter School, if the individual therwise qualified for the position, unless the
accommodation would impose an undue hardship up@&harter School.

Inquiries regarding discrimination should be dieecto the Title IX Coordinator. Specific
written complaints should follow the Uniform Griexa Procedure.

Cross Reference: 5250 Uniform Grievance Procedure
5500 Hiring Process and Criteria
Legal Reference: 29 U.S.C. 88 621, et seq. AgerDngnation in Employment Act,
42 U.S.C. 88 12111, et seq. Americans with Digadsl Act, Title |,
29 U.S.C. § 206(d) Equal Pay Act,
8 U.S.C. 88 1324(a), et seq. Immigration Reformh @ontrol Act,
29 U.S.C. 8§ 791, et seq. Rehabilitation Act@73,
42 U.S.C. 88 2000(e), et seq., 29 C.F.R., PartT@e VIl of Civil Rights
Act,
20 U.S.C. 88 1681, et seq., 34 C.F.R., Part 108e X of the Education
Amendments,

I.C. 867-5909  Acts Prohibited
29 CFR 1604.10 Pregnancy Discrimination Act - Emgplent Policies
Relating to Pregnancy and Childbirth
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Liberty Charter School
PERSONNEL 5125

Reporting New Employees

The Idaho Legislature has established an autonssagel directory of new hires to be
administered by the Idaho department of labor (healter “department”). The state directory of
new hires provides a means for employers to assike state’s efforts to prevent fraud in the
welfare, worker’'s compensation, and unemploymesuiiance programs, to locate individuals to
establish paternity, to locate absent parents wieahild support, and to collect support from
those parents by reporting information concernieglyg hired and rehired employees directly to
a centralized state database.

The charter school will report the hire or rehifen individual by submitting to the department
a copy of the employee’s completed and signed dr8tates internal revenue service form W-4
(employee’s withholding allowance certificate). f@&® submitting the W-4 form, the charter
school will ensure that the W-4 form contains tbkofving information:

1. The employee’s name, address, and social sgountber;

2. The charter school’'s name, address, and fetderadentification number;

3. The charter school’'s Idaho unemployment insweamcount number, which must be
designated at the bottom of the form; and

4. The employee’s date of hire or rehire, which hiniesdesignated at the bottom of the
form.

This charter school will report the hiring or rehg of any individual to the department within
twenty (20) calendar days of the date the emplagtgally commences employment for wages
or remuneration. The report will be deemed suleditn the postmarked date or, if faxed or
electronically submitted, on the date receivedigydepartment. A copy of the report will be
retained by the school, and the copy will set fonih date on which the report was mailed, faxed,
or electronically transmitted.

Should the charter school choose to file its reptattronically, the district will comply with the
department’s regulations of such transmissiongctidnically transmitted reports will be filed

by two monthly transmissions, if necessary, na teain twelve (12) days apart and not more
than sixteen (16) days apart.

The charter school is not liable to the employedhe disclosure or subsequent use of the
information by the department or other agenciesticwh the department transmits the
information.

Legal Reference: |.C. 8§ 72-168%eq. State Directory of New Hires
Policy History:

Adopted on: 1/5/2012
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Liberty Charter School
PERSONNEL 5200

Applicability of Personnel Policies

Except where expressly provided to the contrargsqrenel policies apply uniformly to the
employed staff of the Charter School.

Classified employees are employed at will and treter school policy manual is not intended to
express a term of an employment agreement. Thesmwas of this policy manual do not create a
property right which would modify the Charter Scheoight to terminate the employment
relationship of classified employees at will.

Legal Reference: Metcalf v. Intermountain Gas,@46 Idaho 622 (1989).
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Liberty Charter School
PERSONNEL 5205

Job Descriptions

There shall be written job descriptions for all ijiogs and for all employees of Liberty Charter
School. The "job description" will describe theesg#al characteristics, requirements, and
general duties of the job or position. All persdrsteall be subject to the requirements delineated
in the job descriptions so that they may effectivantribute to the goals and purposes for
Liberty Charter School. The descriptions shall m®interpreted as complete or limiting
definitions of any job, and employees shall corgimuthe future, as in the past, to perform
duties assigned by the Board, supervisors, or cltherinistrative authority.

Once each year or as provided by Idaho Code, thergisors of all employees shall confer with
each person under his or her supervision to rethevwndividual's work.

The evaluation shall be documented by use of therty Charter School evaluation form for
classified or certified personnel. No evaluationwdt be signed before it is fully discussed by
both the employee and the supervisor. One signey wol be given to the employee and one
signed copy will be given to the Principal to beimained in the employee's personnel file.

Cross Reference: 5500 Personnel Records

Legal Reference: I.C. 8 33-514 Issuance of Annumdtcts
I.C. 8 33-515 Issuance of Renewable Contracts
[.C. § 33-517 Noncertificated Personnel
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Liberty Charter School

PERSONNEL 5210

Work Day

Length of Work Day - Certified

The length of a work day for a certified employbalsbe seven and one-half (7 1/2) hours for a
full-time certified employee. The work day is geadly exclusive of lunch and extracurricular
assignments but inclusive of preparation time asigaed duties. Arrival time shall generally be
one-half (1/2) hour before classes begin or actidceby the administrator.

Length of Work Day - Classified

The length of a classified work day is governedhg/number of hours for which the employee
is assigned. A “full-time” employee shall be catesied to be an eight-(8)-hour per day/forty
(40)-hour per week employee. The work day is esickiof lunch but inclusive of breaks unless
otherwise and specifically provided for by the indual contract. The schedule will be
established by the supervisor.

Liberty Charter School will not hire full-time claiied employees except in unusual
circumstances and when consistent with the Harbethivt!™.

Breaks

A daily morning and afternoon rest period of fiftgd.5) minutes may be available to all full-
time, classified employees. Hourly personnel na&gtone (1) fifteen-(15)-minute rest period
for each four (4) hours that are worked in a dBgeaks will normally be taken approximately in
mid-morning and mid-afternoon and should be schestluid accordance with the flow of work
and with the approval of the employee’s supervisor.

Legal Reference: 29 USC 201 to 219 Fair Labor &teds Act of 1985
29 CFR 516, et seq. FLSA Regulations
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Liberty Charter School
PERSONNEL 5220

Assignments, Reassignments, Transfers

All staff shall be subject to assignment, reassigminand/or transfer of position and duties by the
Administrator. Teachers shall be assigned atahel$ and in the subjects for which their
certificates are endorsed. The Administrator ghialide for a system of assignment,
reassignment and transfer of classified staffuidiclg voluntary transfers and promotions.
Nothing in this policy shall prevent the reassigningf a staff member during the school year.

Classified Staff

The right of assignment, reassignment and trassialt remain that of Liberty Charter School.
Written notice of a reassignment or involuntarysfer shall be given the employee.

Opportunity shall be given for the staff membediscuss the proposed transfer or reassignment
with the Administrator.

Teaching

All teachers shall be given notice of their teaghssignments relative to grade level and subject
area before the beginning of the school year.

Provisions governing vacancies, promotions andntaly or involuntary transfers may be found
in

Policy History:
Adopted on: 1/5/2012
Revised on:




Liberty Charter School
PERSONNEL 5230

Accommodating Individuals With Disabilities

Individuals with disabilities shall be providedeasonable opportunity to participate in all
school-sponsored services, programs, or actiwitnean equal basis to those without disabilities
and will not be subject to illegal discriminatiothe Charter School will provide auxiliary aids
and services where necessary to afford individwéls disabilities equal opportunity to
participate in or enjoy the benefits of a servm®gram, or activity.

Each service, program, or activity operated intexgsfacilities shall be readily accessible to, and
useable by, individuals with disabilities. New stmiction and alterations to facilities existing
before January 26, 1992, will be accessible whewed in their entirety.

The Principal is designated the Americans With Dilgges Act, Title Il Coordinator and, in that
capacity, is directed to:

1. Oversee the Charter School’'s compliance effortgmenend necessary modifications
to the Board, and maintain the Charter School’alfintle 1l self-evaluation
document and keep it available for public inspettio

2. Institute plans to make information regarding Title protection available to any
interested party.

Individuals with disabilities should notify the Rcipal or building principal if they have a
disability which will require special assistanceservices and, if so, what services are required.
This notification should occur as far as possildike the school-sponsored function, program,
or meeting.

Cross Reference: 5250 Uniform Grievance Procedure

Legal Reference : Americans with Disabilities A2,U.S.C. 88 12111, seq, and 12131, et
seq; 28 C.F.R. Part 35.

Policy History:
Adopted on: 1/5/2012
Revised on:




Liberty Charter School
PERSONNEL 5240

Sexual Harassment/Sexual Intimidation in the Wagel (Title IX)

According to the Equal Employment Opportunity Corssion, sexual harassment is defined as
unwelcome sexual advances, requests for sexuaisiaad other verbal or physical conduct of a
sexual nature, including unwanted touching, vecoahments, sexual name calling, gestures,
jokes, profanity, and spreading of sexual rumors.

Liberty Charter School shall do everything in itsagr to provide employees an employment
environment free of unwelcome sexual advances gstquior sexual favors, and other verbal or
physical conduct or communications constitutingusgarassment, as defined and otherwise
prohibited by state and federal law. In additiBrincipals and Supervisors are expected to take
appropriate steps to make all employees awaresafdhtents of this policy. A copy of this
policy will be given to all employees.

Charter School employees shall not make sexualraagaor request sexual favors or engage in
any conduct of a sexual nature when:

1. Submission to such conduct is made either explioitimplicitly a term or condition
of an individual's employment;

2. Submission to or rejection of such conduct by aivdual is used as the basis for
employment decisions affecting such individual; or

3. Such conduct has the purpose or effect of subathnitterfering with the
individual’'s work performance or creating an inttlating, hostile, or offensive
working environment.

Sexual harassment prohibited by this policy inciuderbal or physical conduct. The terms
“intimidating”, “hostile”, or “offensive” includeput are not limited to, conduct which has the
effect of humiliation, embarrassment, or discomf@exual harassment will be evaluated in
light of all of the circumstances.

Aggrieved persons who feel comfortable doing soukhdirectly inform the person engaging in
sexually harassing conduct or communication, thah £onduct or communication is offensive
and must stop.

Employees who believe they may have been sexuathsised or intimidated should contact the
Title IX coordinator or an administrator, who walésist them in filing a complaint. An
individual with a complaint alleging a violation tfis policy shall follow the Uniform Grievance
Procedure.



Investigation. When an allegation of sexual harassment is madeyoemployee, the designated
school officials will take immediate steps to: Prptect the grievant from further harassment; (2)
Discuss the matter with and obtain a statement th@raccused and his representative, if any
(3) Obtain signed statements of witnesses; (4)dPeep report of the investigation.

Confidentiality Due to the damage that could result to the camdreputation of any person
falsely or in bad faith accused of sexual harassnadinnvestigations and hearings surrounding
such matters will be designed to the maximum extessible to protect the privacy of, and
minimize suspicion towards, the accused as walhi@gomplainant. Only those persons
responsible for investigating and enforcing thifqyowill have access to confidential
communications. In addition, all persons involaed prohibited from discussing the matter with
co-workers and/or other persons not directly inedlin resolving the matter.

A violation of this policy may result in disciplinep to and including discharge. Any person
making a knowingly false accusation regarding sekaessment will likewise be subject to
disciplinary action, up to and including discharge.

Cross Reference: 5250 Uniform Grievance Procedure

Legal Reference: Title VII of the Civil Rights Aet2 U.S.C. 88 2000(e), et seq., 29 C.F.R. 8§
1604.11
Title IX of Education Amendments, 20 U.S.C. §8 168t seq.
I.C. 867-5909  Acts Prohibited

Policy History:
Adopted on: 1/5/2012
Revised on:




Liberty Charter School
PERSONNEL 5240F

Sexual Harassment/Intimidation in the Workplacadohcknowledgment

| have read and been informed about the contenegpeéctations of th§exual
Harassment/Intimidation in the Workplace Polichalve received a copy of the policy and agree
to abide by the guidelines as a condition of empleyt and continuing employment by Liberty
Charter School.

Employee Signature

Employee Printed Name

Date

Policy History:
Adopted on: 1/5/2012
Revised on:




Liberty Charter School
PERSONNEL 5250

Certificated Staff Grievances

It is the Governing Board’s desire that proceddioesettling certificated staff grievances be an
orderly process within which solutions may be padsuFurther, that the procedures provide
prompt and equitable resolution at the lowest bssidministrative level. Additionally, it is the
Board’s desire that each certificated employeesserad an opportunity for orderly presentation
and review of grievances without fear of reprisal.

Grievance Definition

A grievance pursuant to this policy shall be atertallegation of a violation of Board approved
Liberty Charter School policies.

Grievance Procedure

A certified staff member with a grievance is enemed to first discuss it with their immediate
supervisor, the Administrator, with the objectiie@solving the matter promptly and informally.
An exception is that complaints of sexual harassraeuiolation of any other protected status
should be discussed with the first line administréhat is not involved in the alleged
harassment. This attempt at informal resolutiamoisa required component of the grievance
policy but is suggested in an effort to attemptetgolve disputes informally.

If the grievance is not resolved informally, and trievant wishes to continue to seek to address
the grievance, the grievant shall fill the writigmevance with the Administrator. The written
grievance shall state:

1. the policy or policies the employee believes weodated;
2 the alleged date of violation;

3. the actor involved in the alleged violation; and

4 the remedy requested by the employee.

The written grievance must be filed with the Admstrator within ten (10) working days of the
date of the initial event allegedly giving risetke grievance.

The Administrator or designee of the Administratball meet with the grievant and shall, at the
discretion of the Administrator or designee, coridutatever additional meetings or
investigative activities the principal or desigreieves are necessary to address the grievance.

Subsequent to these activities and within a pesfdén (10) working days, the Administrator
shall provide the grievant with a written respotéhe grievance of the certificated employee.



If the Administrator or designee does not providerigten response to the grievance at the
conclusion of ten (10) working days and no extemsibthis time period has been agreed to
between the grievant and Administrator or desigtieegrievance can be advanced to the Board
without written response of the Administrator osid@ee.

Upon receipt of a written appeal of the decisiothef Administrator, and assuming the

individual alleges a failure to follow Board poliayhe matter shall be placed on the agenda of the
Board for consideration not later than their negularly scheduled meeting. A decision shall be
made and reported in writing to all parties witthirty (30) days of that meeting. The decision

of the Board will be final.

Procedure History:
Adopted on: 1/5/2012
Revised on:




Liberty Charter School

PERSONNEL
5260

Abused and Neglected Child Reporting

The personal safety and welfare of each child ipasBmount concern to the Governing Board,
employees and patrons of Liberty Charter Schobis of particular importance that employees
within the Charter School become knowledgeabletandoughly educated as to their legal and
ethical responsibilities on observation and repgrof suspected child abuse, child abandoned or
child neglect. The Administrator shall review wighaff the legal requirements concerning
suspected child abuse at the commencement of each y

“Abuse” is defined in I.C. 8 16-1602 of the Idahod@ as any case in which a child has been the
victim of conduct or omissions resulting in skiruising, bleeding, malnutrition, burns, fracture
of any bone, subdural hematoma, soft tissue swgellinsexual conduct including rape,
molestation, incest, prostitution, obscene or pgraphic photographing, filming or depiction for
commercial purposes, or other similar forms of séxaxploitation harming or threatening the
child's health or welfare or mental injury to theld abandonment or neglect.

"Abandoned" means the failure of the parent to ta&na normal parental relationship with his
child including, but not limited to, reasonable pag or regular personal contact. Failure to
maintain this relationship without just cause fopexiod of one (1) year shall constitute prima
facie evidence of abandonment. I.C. § 16-1602(2).

"Neglected" means a child: Who is without propargmtal care and control, or subsistence,
education, medical or other care or control necgdsa his well-being because of the conduct or
omission of his parents, guardian or other custodimatheir neglect or refusal to provide them;
.... See I.C. § 16-1602(25).

A Liberty Charter School employee who has reas@ealise to suspect that a student may be an
abused, abandoned or neglected child or who obsarehild being subjected to conditions

which would reasonably result in abuse, abandonmengglect shall report or caused to be
reported such a case to local law enforcementeoD#partment of Health and Welfare within
twenty four (24) hours.

The Charter School employees shall notify the Adstiator immediately of the case. The
Administrator or the Administrator’'s designee, $iraturn report or caused to be reported the
case to local law enforcement or the Departme#htazflth and Welfare.

Any person who has reason to believe that a clagddeen abused, abandoned or neglected and,
acting upon that belief, makes a report of abusandonment or neglect as required in Idaho
Code § 16-1605 shall have immunity from any liapjlcivil or criminal, that might otherwise be
incurred or imposed. Any person who reports in fagtth or with malice is not entitled to



immunity from any civil or criminal liability thatight otherwise be incurred or imposed. I.C.
§ 16-1606.

In addition, “any person who makes a report orgalten of child abuse, abandonment or neglect
knowing the same to be false or who reports ogalldhe same in bad faith or with malice shall
be liable to the party or parties against whomrépert was made for the amount of actual
damages sustained or statutory damages of fiveradrabllars ($500), whichever is greater, plus
attorney's fees and costs of suit. If the couddithat the defendant acted with malice or
oppression, the court may award treble actual damagtreble statutory damages, whichever is
greater.” I.C. § 16-1607

Any Liberty Charter School employee who fails tpad a suspected case of abuse,
abandonment or neglect to the Department of HealthWelfare or local law enforcement, or
who prevents another person from doing so, mayuiléy/diable for the damages proximately
caused by such failure or prevention, and is goitg misdemeanor. The employee will also be
subject to disciplinary action up to and includtegmination.

Legal Reference: I.C. § 16-1605  Reporting of Abddmandonment or Neglect
I.C. 8§ 16-1606  Immunity
I.C. 8§ 16-1607  Reporting in Bad Faith-Civil Damage
I.C. 8§ 16-1602  Definitions

Policy History:
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Liberty Charter School
PERSONNEL 5270
Report of Suspected Child Abuse, Abandonment or Néect

Original to:  Local Law Enforcement
Department of Health and Welfare

Copy to: Administrator
From: Title:
School: Phone:

Persons contacted: | Principal [ | Teacher [ ] School Nurse [_] Other

Name of Minor: Date of Birth:
Address: Phone:

Date of Report: Attendance Pattern:

Father: Address: Phone:
Mother: Address: Phone:
Guardian or Step-Parent: Address: Phone:

Any suspicion of injury/neglect to other family mbers:
Nature and extent of the child's injuries, includiany evidence of previous injuries, and any

other information which may be helpful in showiniguae or neglect, including all acts which
lead you to believe the child has been abused dalea and/or neglected:

Previous action taken, if any:

Follow-up by Local Law Enforcement / Department ldéalth and Welfare (copy to be
completed and returned to the Administrator):

Date Received: Date of Investigation:




Liberty Charter School
PERSONNEL 5280

Personal Conduct

Employees are expected to maintain high standdrdsresty, integrity and impatrtiality in the
conduct of Liberty Charter School business andirequo comply and conform to the Idaho law
and the Code of Ethics of the Idaho Teaching Psodes

In addition to the conduct enumerated in Idahodaa the Code of Ethics of the Idaho Teaching
Profession, an employee should not dispense azauihy information gained from employment
with Liberty Charter School, accept gifts or betseéir participate in business enterprises or
employment which create a conflict of interest witib faithful and impartial discharge of the
employee’s Charter School duties. (This policy doatspreclude employees from accepting
modest gifts from students.) A Liberty Charter Sdhemployee may, prior to acting in a manner
which may impinge on any fiduciary duty, disclobe hature of the private interest which
creates a conflict. Care should be taken to awsidg, or avoid the appearance of using, official
positions and confidential information for persoadi’antage or gain.

Further, employees should hold confidential albimnfation deemed to be not for public
consumption as determined by law and Board polEEmployees shall also respect the
confidentiality of people served in the courseh&f €mployee’s duties and use information
gained in a responsible manner. Discretion shbaldmployed even within the school’'s own
network of communication.

The Administrator(s) may set forth specific rulesl aegulations governing an employee’s
conduct on the job. The Administrator may alsofggh specific behavioral expectations
consistent with the Harbor School Method goverr@ngmployee’s conduct on the job. The
cornerstone to the Harbor Method is the culturechvlexpects all employees to model what is
expected from students in terms of attitude anoreffGossip has no place in a Harbor School.

Legal Reference: I.C. § 33-1208  Revocation, Susper Denial of Certificate — Grounds
Code of Ethics of the Idaho Teaching Profession

Policy History:
Adopted on: 1/5/2012
Revised on:




Liberty Charter School

PERSONNEL 5281

Professional Standards Commission (PSC)
Code of Ethics

This version of the Code of Ethics for Idaho Prefesal Educators was developed by the
Professional Standards Commission in Septembe®; 28iiproved by the Idaho State Board of
Education in November, 2003; and approved by tiaddegislature in March, 2004. (IDAPA
08.02.02.076) It has since been amended and ampbyvihe State Board of Education. The date
of approval follows the IDAPA subsection.

The Idaho Code of Ethics consists of Ten (10) Bpies. Below is a summary of those principles
- please refer to the complete document for details

Code of Ethics: The Ten Principles (Summary)

- Principle I: A professional educator abides by all federal,estand local laws and
statutes.

- Principle 1l: A professional educator maintains a professioe¢tionship with all
students, both inside and outside the classroom.

- Principle Ill: A professional educator refrains from the abusal@$hol or drugs during
the course of professional practice.

- Principle 1V: A professional educator exemplifies honesty anégiity in the course of
professional practice.

« Principle V: A professional educator entrusted with public firathd property honors
that trust with a high level of honesty, accurayl responsibility.

- Principle VI: A professional educator maintains integrity wittudents, colleagues,
parents, patrons, or business personnel when aogegifts, gratuities, favors, and
additional compensation.

- Principle VII: A professional educator complies with state anceifaldlaws and local
school board policies relating to the confidentyalbof student and employee records,
unless disclosure is required or permitted by law.

- Principle VIII: A professional educator fulfills all terms and ghaliions detailed in the
contract with the local board of education or etiocaagency for the duration of the
contract.

- Principle IX: A professional educator reports breaches of thee@dcEthics for Idaho
Professional Educators, and submits reports asreegoy Idaho Code.

- Principle X: A professional educator ensures just and equitatdatment for all
members of the profession in the exercise of acad&eedom, professional rights and
responsibilities while following recognized profes®al principles.



IDAPA 08
TITLE 02
CHAPTER 02

08.02.02 - RULES GOVERNING UNIFORMITY

076. CODE OF ETHICS FOR IDAHO PROFESSIONAL EDUCATORS (SECTIONS 33-1208 AND
33-1209, IDAHO CODE).

Believing in the worth and dignity of each humamigethe professional educator
recognizes the supreme importance of pursuing,tstitiving toward excellence, nurturing
democratic citizenship and safeguarding the freetinl@arn and to teach while guaranteeing
equal educational opportunity for all. The professil educator accepts the responsibility to
practice the profession according to the highdstat principles. The Code of Ethics for Idaho
Professional Educators symbolizes the commitmeatl dlaho educators and provides
principles by which to judge conduct. (3-20-04)

01. Aspirations and Commitments (3-20-04)

a. The professional educator aspires to stimulatepimé of inquiry in students and to
provide opportunities in the school setting thdt elp them acquire viable knowledge, skills,
and understanding that will meet their needs nogviarthe future. (3-20-04)

b. The professional educator provides an environnieitis safe to the cognitive,
physical and psychological well-being of studemd provides opportunities for each student to
move toward the realization of his/her goals animpital as an effective citizen. (4-11-06)

c. The professional educator, recognizing that stiedeeéd role models, will act, speak
and teach in such a manner as to exemplify nondigatory behavior and encourage respect
for other’s cultures and beliefs. (3-20-04)

d. The professional educator is committed to the jguiiod and will help preserve and
promote the principles of democracy. He will praidput to the local school board to assist in
the board’s mission of developing and implemensognd educational policy, while promoting
a climate in which the exercise of professionabjuént is encouraged. (4-11-06)

e. The professional educator believes the qualityeofises rendered by the education
profession directly influences the nation and itizgens. He strives, therefore, to establish and
maintain the highest set of professional principielsehavior, to improve educational practice,
and to achieve conditions that attract highly dielipersons to the profession. (4-11-06)

f. The professional educator regards the employmereatent as a pledge to be
executed in a manner consistent with the highestlsdof professional service. He believes that
sound professional personal relationships witheaglles, governing boards, and community
members are built upon integrity, dignity, and nalitespect. The professional educator
encourages the practice of the profession onlyuaified persons. (4-11-06)

02. Principle 1. A professional educator abides by all federaltestand local laws and
statutes. Unethical conduct may include the coronabdf any felony or misdemeanor offense as
defined by Section 18-110 and Section 18-111, Idadbde. All infractions (traffic) as defined by
Section 18-113A, Idaho Code, are excluded. (3-20-04



03. Principle 1l. A professional educator maintains a professiogiationship with all
students, both inside and outside the classrooratHitral conduct includes, but is not limited to:
(3-20-04)

a. Committing any act of child abuse, including phgsior emotional abuse; (3-20-04)

b. Committing any act of cruelty to children or any atchild endangerment; (3-20-04)

c. Committing or soliciting any sexual act from anynmi or any student regardless of
age; (3-20-04)

d. Committing any act of harassment as defined byidigiolicy; (4-11-06)

e. Soliciting, encouraging, or consummating a romaatimappropriate relationship
(whether written, verbal, or physical) with a statjeegardless of age; (3-20-04)

f. Using inappropriate language including, but notitet to, swearing and improper
sexual comments (e.g. sexual innuendoes or sedioahatic phrases); (3-20-04)

g. Taking inappropriate pictures (digital, photograplur video) of students; (3-20-04)

h. Inappropriate contact with any minor or any studegardless of age using electronic
media; (4-11-06)

i. Furnishing alcohol or illegal or unauthorized driagsny student or allowing or
encouraging a student to consume alcohol or unaa#ftbdrugs except in a medical emergency;
and (4-11-06)

J. Conduct that is detrimental to the health or welfafr students. (4-11-06)

04. Principle 1ll. A professional educator refrains from the abudsdamhol or drugs
during the course of professional practice. Uneflgonduct includes, but is not limited to: (3-
20-04)

a. Being on school premises or at any school-sponsaetdty, home or away,
involving students while possessing, using, or aamag illegal or unauthorized drugs; (3-20-
04)

b. Being on school premises or at any school-sponsaxtdty, home or away, involving
students while possessing, using, or consumindalg(3-20-04)

c. Inappropriate or illegal use of prescription metmas on school premises or at any
school-sponsored events, home or away; (4-11-06)

d. Inappropriate or illegal use of drugs or alcohaittimpairs the individual’s ability to
function; and (4-11-06)

e.Possession of an illegal drug as defined in Cha&itetdaho Code, Uniform Controlled
Substances. (3-20-04)

05. Principle IV. A professional educator exemplifies honesty awelgrity in the course
of professional practice. Unethical conduct inckidzut is not limited to: (3-20-04)

a. Fraudulently altering or preparing materials feaehsure or employment; (3-20-04)

b. Falsifying or deliberately misrepresenting professi qualifications, degrees,
academic awards, and related employment historyapelying for employment or licensure;
(3-20-04)

c. Failure to notify the state at the time of appl@atfor licensure of past revocations or
suspensions of a certificate or license from anattede; (3-20-04)

d. Failure to notify the state of past criminal cortMns at the time of application for
licensure; (3-20-04)



e.Falsifying, deliberately misrepresenting, or deldiely omitting information regarding
the evaluation of students or personnel, includimgroper administration of any standardized
tests (changing test answers; copying or teacliegtified test items; unauthorized reading of
the test to students, etc.); (4-11-06)

f. Falsifying, deliberately misrepresenting, or deldiely omitting reasons for absences
or leaves; (3-20-04)

g. Falsifying, deliberately misrepresenting, or deldiely omitting information submitted
in the course of an official inquiry or investigaii and, (3-20-04)

h. Falsifying, deliberately misrepresenting, or deldiely omitting material information
on an official evaluation of colleagues. (3-20-04)

06. Principle V. A professional educator entrusted with publicdsiand property honors
that trust with a high level of honesty, accurayl responsibility. Unethical conduct includes,
but is not limited to: (3-20-04)

a. Misuse, or unauthorized use, of public or schotatesl funds or property; (3-20-04)

b. Failure to account for funds collected from studemtparents; (3-20-04)

c. Submission of fraudulent requests for reimbursermérkpenses or for pay; (3-20-04)

d. Co-mingling of public or school-related funds inrg@nal bank account(s); (3-20-04)

e.Use of school computers for a private busines20:84)

f. Use of school computers to deliberately view onfgpornography; and, (3-20-04)

g. Deliberate use of poor budgeting or accountingtpres. (3-20-04)

07. Principle VI. A professional educator maintains integrity watbhdents, colleagues,
parents, patrons, or business personnel when angeyfts, gratuities, favors, and additional
compensation. Unethical conduct includes, but tdinoted to: (3-20-04)

a. Unauthorized solicitation of students or parentstafients to purchase equipment or
supplies from the educator who will directly betigf8-20-04)

b. Acceptance of gifts from vendors or potential vasdor personal use or gain where
there may be the appearance of a conflict of iste(8-20-04)

c. Tutoring students assigned to the educator for namation unless approved by the
local board of education; and, (3-20-04)

d. Soliciting, accepting, or receiving a pecuniary dfégrgreater than fifty dollars ($50) as
defined in Section 18-1359(b), Idaho Code. (3-2p-04

08. Principle VII. A professional educator complies with state autkfal laws and local
school board policies relating to the confidentyatif student and employee records, unless
disclosure is required or permitted by law. Unedthtonduct includes, but is not limited to: (3-
20-04)

a. Sharing of confidential information concerning stntlacademic and disciplinary
records, personal confidences, health and medit@innation, family status or income, and
assessment or testing results with inappropriatizvinuals or entities; and (3-20-04)

b. Sharing of confidential information about colleagwbtained through employment
practices with inappropriate individuals or enstié3-20-04)

09. Principle VIII . A professional educator fulfills all terms andigations detailed in
the contract with the local board of educationdwaation agency for the duration of the
contract. Unethical conduct includes, but is noiited to: (3-20-04)



a. Abandoning any contract for professional servicgbaut the prior written release
from the contract by the employing school distoctgency; (3-20-04)

b. Willfully refusing to perform the services requirby a contract; and, (3-20-04)

c. Abandonment of classroom or failure to provide appate supervision of students at
school or school-sponsored activities to ensuredfiety and well-being of students. (3-20-04)

10. Principle IX. A professional educator reports breaches of tde®f Ethics for
Idaho Professional Educators and submits repontscgsred by Idaho Code. Unethical conduct
includes, but is not limited to:(3-20-04)

a. Failure to comply with Section 33-1208A, Idaho Cof@eporting requirements and
immunity); (3-20-04)

b. Failure to comply with Section 16-1605, Idaho Cqdeporting of child abuse,
abandonment or neglect); (4-11-06)

c. Failure to comply with Section 33-512B, Idaho Co@yicidal tendencies and duty to
warn); and (4-11-06)

d. Having knowledge of a violation of the Code of Ethfor Idaho Professional
Educators and failing to report the violation toagpropriate education official. (3-20-04)

Principle X. A professional educator ensures just and eqeitabatment for all
members of the profession in the exercise of acadgaedom, professional rights and
responsibilities while following generally recoged professional principles. Unethical conduct
includes, but is not limited to: (4-11-06)

a. Any conduct that seriously impairs the Certifichtéder’s ability to teach or perform
his professional duties; (3-20-04)

b. Committing any act of harassment toward a collea@:¢1-06)

c. Conduct that is offensive to the ordinary digndgcency, and morality of others; (4-
11-06)

d. Failure to cooperate with the Professional Stargl@ammission in inquiries,
investigations, or hearings; (3-20-04)

e. Using institutional privileges for the promotion pdlitical candidates or for political
activities, except for local, state or national @ation association elections; (4-11-06)

f. Deliberately falsifying information presented tadgents; (4-11-06)

g. Willfully interfering with the free participationfaolleagues in professional
associations; and (4-11-06)

h. Taking inappropriate pictures (digital, photograpbi video) of colleagues. (4-11-06)

077.DEFINITIONS FOR USE WITH THE CODE OF ETHICS FOR IDAHO PROFESSIONAL
EDUCATORS (SECTIONS 33-1208 AND 33-1209, IDAHO CODE

01. Administrative Complaint. A document issued by the State Department of
Education outlining the specific, purported viadeus of Section 33-1208, Idaho Code, or the
Code of Ethics for Idaho Professional Educator2d34)

02. Allegation A purported violation of the Code of Ethics fdaho Professional
Educators or Idaho Code. (3-20-04)



03. Certificate. A document issued by the Department of Educatiwder the authority
of the State Board of Education allowing a persosdrve in any elementary or secondary school
in the capacity of teacher, supervisor, administraducation specialist, school nurse or school
librarian (Section 33-1201, Idaho Code).

04. Certificate Denial The refusal of the state to grant a certificatea initial or
reinstatement application. (3-20-04)

05. Certificate SuspensionA time-certain invalidation of any Idaho certdie as
determined by a stipulated agreement or a due gsdoearing panel as set forth in Section 33-
1209, Idaho Code. (3-20-04)

06. Complaint A signed document defining the allegation thatest the specific ground
or grounds for revocation, suspension, denial,gofaasonable conditions on a certificate or
issuance of a letter of reprimand (Section 33-12)9daho Code). The State Department of
Education may initiate a complaint. (4-11-06)

07. Conditional Certificate. Allows an educator to retain licensure underaserstated
Certificate conditions as determined by the Prodesd Standards Commission (Section 33-
1209(10), Idaho Code). (3-20-04)

08. Contract Any signed agreement between the school distndta certificated
educator pursuant to Section 33-513(1), Idaho C@&i20-04)

09. Conviction Refers to all instances regarding a finding aftdpy a judge or jury; a
plea of guilt by Nolo Contendere or Alford plea;atk proceedings in which a sentence has been
suspended, deferred or withheld. (3-20-04)

10. Educator. A person who holds or applies for an Idaho Ge¢#té (Section 33-
1001(16) and Section 33-1201, Idaho Code). (3-20-04

11. Education Official. An individual identified by local school boardljpy, including,
but not limited to, a superintendent, principakisi&nt principal, or school resource officer
(SRO). (3-20-04)

12. Ethics Committee A decision-making body comprised of members ef th
Professional Standards Commission, including tlar @nd/or vice-chair of the Commission. A
prime duty of the Committee is to review purpontgalations of the Code of Ethics for Idaho
Professional Educators to determine probable canngelirection for possible action to be taken
against a Certificate holder. (4-11-06)

13. Hearing A formal review proceeding that ensures the redpat due process. The
request for a hearing is initiated by the respohded is conducted by a panel of peers. (3-20-
04)

14. Hearing Panel A minimum of three (3) educators appointed bydhair of the
Professional Standards Commission and chargedthethesponsibility to make a final
determination regarding the charges specificalfindd in the Administrative Complaint. (3-20-
04)

15. Investigation The process of gathering factual information @vnmg a valid,
written complaint in preparation for review by tReofessional Standards Commission Ethics
Committee, or following review by the Ethics Comied at the request of the deputy attorney
general assigned to the Department of Educatiehl1{@6)

16. Minor. Any individual who is under eighteen (18) yearage. (3-20-04)

17. Not-Sufficient Grounds A determination by the Ethics Committee that ¢hisrnot-
sufficient evidence to take action against an ewsacertificate. (4-11-06)



18. Principles Guiding behaviors that reflect what is expectedrofessional educators
in the state of ldaho while performing duties asaadiors in both the private and public sectors.
(3-20-04)

19. Reprimand A written letter admonishing the Certificate heddor his conduct. The
reprimand cautions that further unethical conduay tead to consideration of a more severe
action against the holder’s Certificate. (3-20-04)

20. RespondentThe legal term for the professional educator vghander investigation
for a purported violation of the Code of Ethics ldaho Professional Educators. (3-20-04)

21. Revocation The invalidation of any Certificate held by traueator. (3-20-04)

22. Stipulated Agreement A written agreement between the respondent and th
Professional Standards Commission to resolve nsatesing from an allegation of unethical
conduct following a complaint or an investigatidime stipulated agreement is binding to both
parties and is enforceable under its own termby@ubsequent action by the Professional
Standards Commission. (3-20-04)

23. Student Any individual enrolled in any Idaho public onyate school from
preschool through grade 12. (3-20-04)

24. Sufficient Grounds A determination by the Executive Committee théfisient
evidence exists to issue an Administrative Compl8:20-04)

VIOLATIONS OF THE CODE OF ETHICS
OF THE IDAHO TEACHING PROFESSION

Under Idaho Code 88 33-1208; 33-1208A and 33-1204oplation of the Code of Ethics of the
Idaho Teaching Profession may lead to a letteepfimand, suspension, revocation, or denial of
a certificate.



Legal Reference: IDAPA 08.02.02.076
I.C. § 33-1208
I.C. § 33-1208A
I.C. § 33-1209
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Liberty Charter School
PERSONNEL 5285
Solicitations

Solicitations By Staff Members

Teachers will not sell, solicit for sale, advertise sale for personal gain any merchandise or
service nor will teachers organize students fohguaposes without the approval of the
Administrator.

Solicitations Of Staff Members

No non-school organization may solicit funds fromptoyees or distribute flyers related to fund
drives through the schools without the approvahefAdministrator.

Policy History:
Adopted on: 1/5/2012
Revised on:




Liberty Charter School
PERSONNEL 5300

Political Activity - Staff Participation

The Governing Board recognizes its individual ergpés’ rights of citizenship, including, but
not limited to, engaging in political activitieg\n employee of the Charter School may seek an
elective office, provided that the staff membersinet campaign on school property during
working hours, and provided all other legal requeats are met. Liberty Charter School
assumes no obligation beyond making such opporgratvailable.

No person may attempt to coerce, command or requdgblic employee to support or oppose
any political committee, the nomination or electadrany person to public office, or the passage
of a ballot issue.

No Charter School employee may solicit supportdompposition to, any political committee,

the nomination or election of any person to pubficce, or the passage of a ballot issue while on
the job or at his place of employment. Howevethimy in this section is intended to restrict the
right of a Charter School employee to express éisgnal political views.

No Charter School employee may use public facdjtequipment, including, but not limited to,
telephones, fax machines, copy machines, comp@arsil, etc., or supplies, including, but not
limited to, paper clips, staples, pens, pencilpgpaenvelopes, tape, etc., that are purchased with
public funds for election or political campaignsivpte or charitable organizations or

foundations or ballot issues.

No Charter School employee may work on electioffitipal campaigns, ballot issues or issues
dealing with private or charitable organizationdaamdations during the time that they are also
working for Liberty Charter School.

Legal Reference: 5 USC 7321, et seq. Hatch Act
Idaho Constitution Article Ill, Section 1
Idaho Attorney General Opinion No. 95-07

Policy History:
Adopted on: 1/5/2012
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Liberty Charter School
PERSONNEL 5325

Employee Use of Social Media Sites, Including Peas&ites

Because of the unique nature of social media sitekiding personal sites, and because of
Liberty Charter School’s desire to protect its rast with regard to its electronic records, the
following rules have been established to addresisilsmedia site usage by all employees:

Protect Confidential and Proprietary Information

Employees shall not post confidential or proprigtaformation about Liberty Charter School,
its employees, students, agents or others. Théogewshall adhere to all applicable privacy and
confidentiality policies adopted by the Charter &uh

Do Not Use Charter School Name, Logos, or Images

Employees shall not use Liberty Charter School $pgnages, iconography, etc. on personal
social media sites. Nor shall employees use Lyl@hnarter School name to promote a product,
cause or political party or political candidateowéver, BMD, Inc. and Harbor School founder
RebecchI;\l/I Stallcop may use the Liberty Charter Samawole to promote the Harbor School
Method ™ .

Respect Charter School Time and Property

Liberty Charter School computers and time on tlegie reserved for Liberty Charter School-
related business. Employees shall not use Chactavol time or property on personal social
media sites.

On Personal Sites

If you identify yourself as Liberty Charter Schahployee online, it should be clear that the

views expressed, posted or published are not rexdiggtiose of the Charter School.

Policy History:
Adopted on: 1/5/2012
Revised on:




Liberty Charter School
PERSONNEL 5325P

Recommended Practices for Use of Social Media Sitekiding Personal Sites

Think Before Posting

Privacy does not exist in the world of social meth&refore Liberty Charter School
recommends that employees consider what could happgyost becomes widely known or how
that may reflect on the poster or Liberty Charteh@l. Search engines can turn up posts years
after they are created, and comments can be déasilgrded or copied. If you would not say it

at a Board Meeting or to a member of the mediaidensvhether you should post it online.

Be Respectful

Posts should be considered carefully in light of/ltbey would reflect on the poster, Liberty
Charter School and/or its students and employees.

Remember Your Audience
Be aware that a presence in the social media vi@dd easily can be made available to the
public at large. This includes students, fellowpérgees, and peers. Consider this before

publishing to ensure the post will not alienatenhar provoke any of these groups.

Charter School Social Media Sites

Notify Liberty Charter School

Employees that have or would like to start a saniatlia page should contact the Administrator
or designee. All Liberty Charter School pages nmaste an appointed employee who is
identified as being responsible for content. GiraBichools should outline the duties of the
employee responsible for the site, including hotemthe site must be checked for comments
and who is allowed to post to the site. Princighisuld be aware of the content on the site. )

Have a Plan

Charter Schools should consider their messagegraugs$, goals, as well as strategy for keeping
information on social media sites up to date.

Protect Liberty Charter School Voice
Posts on social media sites should protect Libéhgrter School’s voice by remaining

professional in tone and in good taste. Careftdlysider the naming of pages or accounts, the
selecting of pictures or icons and the determimatiocontent.
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Liberty Charter School
PERSONNEL 5330

Employee Electronic Mail and On-Line Services Usage

Electronic mail (“e-mail”) is defined as a commuations tool whereby electronic messages are
prepared, sent and retrieved on personal compu@@mdine services (i.e., the Internet) are
defined as a communications tool whereby infornmgtreference material and messages are sent
and retrieved electronically on personal computers.

Because of the unique nature of e-mail/Interned,lzcause of Liberty Charter School’s desire
to protect its interest with regard to its electcarecords, the following rules have been
established to address e-mail/Internet usage l@nghloyees:

Liberty Charter School e-mail and Internet systamesintended to be used for educational
purposes only. No Charter School employee may ity Charter School’s e-mail or Internet
systems for the promotion of election or politicampaigns, issues dealing with private or
charitable organizations or foundations or balksties, however, use for other informal or
personal purposes is permissible within reasorahles. All e-mail/Internet records are
considered Charter School records and should hertigted only to individuals who have a need
to receive them. Additionally, Charter School nelsp e-mail/Internet records are subject to
disclosure to law enforcement or government offéca to other third parties through subpoena
or other process. Consequently, employees shbubftys ensure that the educational
information contained in e-mail/Internet messagesccurate, appropriate and lawful. E-
mail/Internet messages by employees may not nedgssflect the views of Liberty Charter
School. Abuse of the e-mail or Internet systemm®ugh excessive personal use, or use in
violation of the law or Charter School policies/lwesult in disciplinary action, up to and
including termination of employment.

While Liberty Charter School does not intend toutagy review employees’ e-mail/Internet
records, employees have no right or expectatigrigécy in e-mail or the Internet. Liberty
Charter School owns the computer and software ngalkgnthe e-mail and Internet system and
permits employees to use them in the performantieenf duties for the Charter School. E-mail
messages and Internet records are to be treatediieed paper files, with the expectation that
anything in them is available for review by the Adrstrator.

Cross Reference: 5290 Political Activity-Staff Rapation

Legal Reference: Idaho Constitution Article Vile@&ion 2
Idaho Attorney General Opinion No. 95-07
Board of County Commissioners v. Idaho Health las Authority, 96
Idaho 498 (1975)

Policy History:
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Liberty Charter School
PERSONNEL 5330F

Employee Electronic Mail and On-Line Services Usédy Acknowledgment

| have read and been informed about the contemtgplures, and expectations of the Employee
Electronic Mail and On-Line Services Use Polichalve received a copy of the policy and agree
to abide by the guidelines as a condition of empleyt and continuing employment by Liberty
Charter School.

Employee Signature

Employee Printed Name

Date

Policy History:
Adopted on: 1/5/2012
Revised on:




Liberty Charter School
PERSONNEL 5330F

Employee Electronic Mail and On-Line Services Usédy Acknowledgment

| have read and been informed about the contemtgplures, and expectations of the Employee
Electronic Mail and On-Line Services Use Polichalve received a copy of the policy and agree
to abide by the guidelines as a condition of empleyt and continuing employment by Liberty
Charter School.

Employee Signature

Employee Printed Name

Date

Policy History:
Adopted on: 1/5/2012
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Liberty Charter School
PERSONNEL 5335

Employee Use of Electronic Communications Devices

The Governing Board recognizes that employees may personally owned electronic
communications devises and hereby adopts thisypolic

Personally-Owned Communications Devices

Employees may carry personally-owned cellular tebeyes, pagers/beepers, and PDA’s or
laptops with “beaming capabilities” during the schday on school property. Cellular
telephones and pagers/beepers should not be usad the employee’s normal duty times to
send/receive messages of a personal nature anldl $feoturned off during instructional time or

at school-sponsored programs, meetings, in-seriegent/guardian conferences, or any other
time when there would be a reasonable expectafigaiet attentiveness unless the administrator
grants permission for

Any employee violating the above rules may be stligedisciplinary action.
Policy History:
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Liberty Charter School
PERSONNEL 5340

Evaluation of Certificated Personnel

Liberty Charter School has a firm commitment tofpenance evaluation of Charter School
personnel, whatever their category and level, tiinahe medium of a formalized system. The
primary purpose of such evaluation is to assistqrarel in professional development and in
achieving Liberty Charter School goals. The proceswutlined in this policy apply to
certificated personnel.

Each certificated staff member shall receive atleae (1) written evaluation to be completed
by no later than April 10 for each annual contsgezr of employment.

Objectives
The formal performance evaluation system is desigoe

* Maintain or improve each employee's job satisfacind morale by letting him/her know
that the supervisor is interested in his/her jatigpess and personal development.

» Serve as a systematic guide for supervisors implgreach employee's further training.

» Assure considered opinion of an employee's perfoo@mand focus maximum attention
on achievement of assigned duties.

» Assist in determining and recording special taleskdls, and capabilities that might
otherwise not be noticed or recognized.

* Assist in planning personnel moves and placeméatsaiill best utilize each employee's
capabilities.

* Provide an opportunity for each employee to disgoisgproblems and interests with
his/her supervisor.

» Assemble substantiating data for use as a guitt®uah not necessarily the sole
governing factor, for such purposes as wage adgrgsnpromotions, disciplinary action,
and termination.

Responsibility

The Administrator , or the Administrator’s designee, shall have therall responsibility for the
administration and monitoring of the Performanceal&ation Program and will ensure the
fairness and efficiency of its execution, including



» Distributing proper forms in a timely manner.

» Ensuring completed forms are returned for filingadbspecified date.

* Reviewing forms for completeness.

* ldentifying discrepancies.

* Ensuring proper safeguard and filing of completauns.

» Creating a plan for ongoing training for evaluatansl teachers on the Charter School’s
evaluation standards, forms, and process. Thewilaimclude identification of the
actions, if any, available to the Charter Schod assult of the evaluation as well as the
procedure(s) for implementing each action.

» Creating a plan for ongoing review of the Charteh@®l’'s Performance Evaluation
Program that includes stakeholder input from tees;Higoard members, administrators,

and other interested parties.

» Creating a procedure for remediation for employbasreceive evaluations indicating
that remediation would be an appropriate coursecbbn.

Thelmmediate Supervisor(Evaluator) is the employee's "evaluator" andthasesponsibility
for:

» Continuously observing and evaluating an employeb'performance.

» Holding periodic counseling sessions with each eyg® to discuss job performance.

» Completing Performance Evaluation Forms as required
Procedures
Evaluation Form: An Evaluation Form will be completed for eachtifieated employee. A
copy will be given to the employee. The originall\we retained by the immediate supervisor.
This form should be reviewed annually and revisedecessary to indicate any significant
changes in duties and/or responsibilities. Thefwr designed to increase planning and relate
performance to assigned responsibilities througit jmmderstanding between the immediate
supervisor (evaluator) and the employee as toaihel¢scription and major performance
objectives.

Periodic classroom observations will be includethmevaluation process.

The evaluation form will identify the sources ota@ased in conducting the evaluation.



The evaluation form will include a section for itpaceived from parents or guardians. Parental
or guardian input forms will be made available loa main Charter School webpage.

The evaluation form will be aligned with minimuma$t standards and based upon Charlotte
Danielson’s Framework for Teaching and will includea minimum, the following general
criteria upon which the performance evaluationesyswill be based:

* Planning and Preparation

* Learning Environment

* Instruction and Use of Assessment
* Professional Responsibilities

Counseling SessionsCounseling sessions between supervisors ancbgegd may be
scheduled periodically. During these sessiongp@m dialogue should occur which allows the
exchange of performance oriented information. &imployee should be informed of how he/she
has performed to date. In the case of derogatmmneents, the employee should be informed of
the steps necessary to improve performance todsieed level. Counseling sessions should
include, but not be limited to, the following: jobsponsibilities, performance of duties, and
attendance. A memorandum for record will be pregdollowing each counseling session and
maintained by the supervisor.

Meeting with the Employee

Each evaluation shall include a meeting with tliecéd employee. At the scheduled meeting
with the employee, the supervisor will:

» Discuss the evaluation with the employee, emphagigirong and weak points in job
performance. Commend the employee for a job weledbapplicable and discuss
specific corrective action if warranted. Set muty@als for the employee to reach before
the next performance evaluation. Recommendatioosld specifically state methods to
correct weaknesses and/or prepare the employdetfive promotions.

* Allow the employee to make any written commentshe/desires. Inform the employee
that he/she may turn in a written rebuttal of aastipn of the evaluation within seven (7)
days and outline the process for rebuttal. Haveethployee sign the evaluation form
indicating that he/she has been given a copy atdliafter supervisor's comments.

No earlier than seven (7) days following the megtifithe supervisor has not received any
written rebuttal, the supervisor will forward theginal evaluation form in a sealed envelope,
marked Personnel-Evaluation Form to the Principathe designee, for review. The supervisor
will also retain a copy of the completed form.

Rebuttals



Within seven (7) days from the date of the evatuimtheeting with their supervisor the employee
may file a written rebuttal of any portion of theaduation form. The written rebuttal shall state
the specific content of the evaluation form withigththe employee disagrees, a statement of the
reason(s) for disagreement, and the amendmeng teviluation form requested.

If a written rebuttal is received by the supervigathin seven (7) days, the supervisor may
conduct additional meetings or investigative atiggi necessary to address the rebuttal.
Subsequent to these activities, and within a pesfdén (10) working days, the supervisor may
provide the employee with a written response eidmeending the evaluation as requested by the
employee or stating the reason(s) why the suparwgbnot be amending the evaluation as
requested.

If the supervisor chooses to amend the evaluation &s requested by the employee then the
amended copy of the evaluation form will be prodide, and signed by, the employee. The
original amended evaluation form will then be forded to the Administrator, or the designee,
for review in a sealed envelope, marked Personmaldiation Form. The supervisor will also
retain a copy of the completed form.

If the supervisor chooses not to amend the evaludbrm as requested by the employee then the
evaluation form along with the written rebuttaldahe supervisor’s response, if any, will be
forwarded to the Administrator, or the designeeréview in a sealed envelope, marked
Personnel-Evaluation Form. The supervisor will aktain a copy of the completed form
including any rebuttals and responses.

Action

Should any action be taken as a result of an etraiutb not renew an individual’s contract the
Charter School will comply with the requirementsl gmmocedures established by State law.

Legal Reference: I.C. § 33-514 Issuance of Annumdtacts — Support programs —
Categories of Contracts — Optional Placement —teérit
Evaluation
I.C. 8§ 33-515 Issuance of Renewable Contracts
I.C. 8§ 33-518 Employee Personnel Files
IDAPA 08.02.02.120 Local Evaluation Policy
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Liberty Charter School
PERSONNEL 5350

Certified Personnel Resignation (Release from Gahitr

Applicants for teaching positions with Liberty CtearSchool who are issued a contract and
employees who are on contract should recognizehleatcontract with the Charter School
carries responsibilities. Certified personnel \g#herally be expected to fulfill the terms of thei
contract unless (1) there are clearly compellinigigating circumstances which prevent the
certified or exempt individual from doing so; ar®) (intil such time as the Board releases the
certified individual from the terms of the contragton the recommendation of the Principal.

Employees (including those employees who havesjgsied their first contract) will not be
released from contract during the school year tiniwié5 days of the start of the school year
unless a suitable replacement can be found. ThedBoay make exceptions to this rule for
serious health problems or if a replacement caliolned to fill the position being vacated.

The Employee may make a written request for rel&ase contract during the school year or
immediately prior to the start of the school yedating the date of requested release. The
request should be submitted to the Charter ScHtoé®o that a search for a suitable
replacement can be initiated. The request foasgevill be submitted to the Board at the time
specified by the employee. If finding a replacemsmot imminent, the Administrator will
advise the person submitting the request that lsb@mwill recommend to the Board that the
request be denied. The Administrator will alsoegite person making the request the
opportunity to hold the request until finding atable replacement is imminent at which time the
resignation would then be submitted to the BodHino time is specified for the request to be
submitted to the Board, it will be submitted whba administration feels that finding a suitable
replacement is imminent. The person making thaesgwill be advised of that action.)

A determination of availability of a suitable repégment will be made by the Administrator
before recommendation will be made to the Boardttimemployee be released from contract.
If, in the judgment of the administration, therect a suitable replacement, recommendation
will be made that the Board NOT release the em@dseam contract.

Should any certificated employee desire release fits/her contract after the first day of July,
the Governing Board may at its discretion requdstaxing before the professional standards
commission, alleging that the certificated emplomgeguilty of unethical and unprofessional
practice.

Classified Personnel

Classified Employees not under contract are expectgive due written notice that will permit
the Charter School to conduct a search for a daitaplacement. Generally speaking, the Board
expects a two-week notice.



All resignations should be in writing. Requestsrisignation shall be transmitted to the Board
as part of the regular personnel report.
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Liberty Charter School
PERSONNEL 5360

Dress and Appearance

“One of the reasons we have schools is for studenisarn what is appropriate. Young people
learn what is appropriate in society by lookingtadir adult role models. Your dress and your
behavior are what young people will take to be appate.” Harry K. Wong

As professionals in our schools, we realize andievdhe public’s perception of our roles as
mentors and models for students. As a “School takNVechool we expect employees to model
professional and work appropriate dress. We, thezefset in policy the following outline of
“reasonable expectations” for all professionalfstaf

The following dress code will apply to all teacheeslucational assistants, secretaries, and
administrators at Liberty Charter School. It iskte applied for all of the days students are
present, parent-teacher conferences, and profedsienelopment days.

DRESSING UP IS ENCOURAGED

The following is considered an outline of acceptabldress, unless otherwise specified by the
Administrator:

Males

* Pinpoint or button-down dress shirts and necktie

» Slacks or khakis/Docker-type slacks

» Dress shoes, boots, casual shoes

* Socks

* Neckties or turtleneck with blazer

* Business suit

e Sport coat or sweater

* Blue jeans only on Community Service Day or figld tlays.
Females

* Business suit

» Jumpers, dresses, skirts (appropriate fit and lgr{iftenim/Chambray fabric acceptable)

» Slacks or khaki/Dockers-type slacks

» Dress shoes, casual shoes, boots

» Blouses, knit shirts, cotton shirts, sweaters (matgeneckline)

» School polo style knit shirts

» Dress shorts/skorts of appropriate professionarit length



Knit dress pants with tunic length top
Dress “crop slacks” that are loose fitting
Blue jeans only on Community Service Day or field tlays

Inappropriate/Unacceptable Attire

Backless, see-through, tight fitting, or low-cublbes/tops/dresses
T-shirts, lycra, spandex, midriff tops, tank topajscle shirts
Cut-off/Jeans shorts

Sweatpants

Coaching shorts, spandex (shorts or pants) ofenth

Blue Jeans

Mini-skirts

Jogging suits

Denim overalls

Apparel with offensive logos

EXCEPTIONS

Gym Teachers: Gym clothing appropriate to activeyorts restricted to gym or outside
PE areas.

Field Trips/Field Days: Modest, appropriate to\atyi

Special Days: Holiday clothing/school spirit/thematlothing with Administrator’'s
permission.

The Administrator may grant exceptions based orr¢ddited needs.

Any casual dress or accessories not stated abosgeahall times meet or exceed standards set
for our students in each of their respective school

ENFORCEMENT

Charter School staff members who do not, in thegjueint of the Administrator, reasonably
conform to this dress code shall receive a verbaligtten notice from the Administrator.

Repeated violations could result in disciplinarti@t by the Administrator against the staff
member. In cases where a staff member refuses maplgowith the directions of the

Administrator, the staff member's employment coddd terminated. The decision of the
Administrator is final regarding administrationtbfs policy.
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Liberty Charter School
PERSONNEL 5380

Professional Research and Publishing

The Board considers that the school system hasiptagy rights to publications, instructional
materials and devices prepared by employees dtheigpaid work time. However, the Board
also recognizes the importance of encouraging dtepsionals’ writing, research and other
creative endeavors.

When original materials are developed by emplogeestaff committees during working time, or
as part of regular or special assignments for wthely are paid, the school system will have sole
rights in matters of publication or reproductioowever, identity of the employee(s) who
created the materials will be clearly recognized aoted.

In situations where the proprietary rights to mates in doubt—as, for example, when original
instructional materials have been developed pbrakairing working time or as part of a paid
assignment, and partially during the staff membews time—arrangements will be made for
the appropriate assignment of rights and any profit

Cross-reference: 4250 Educational Research
Policy History:
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Liberty Charter School
PERSONNEL 5410

Family and Medical Leave

In accordance with the provisions of the Family MatlLeave Act of 1993, a leave of absence
of up to twelve (12) weeks during a twelve-(12)-riioperiod may be granted to an eligible
employee for the following reasons: 1) the botla child; 2) the placement of a child for
adoption or foster care; 3) because of a serioatheondition that makes the employee unable
to perform the functions of the job; 4) to care o employee's spouse, child or parent with a
serious health condition; or 5) for any qualifyiegjgency arising out of the fact that a spouse,
son, daughter, or parent of the employee is onedhity status, or has been notified of an
impending call to active duty status, in supporaabontingency operation.

An employee is eligible to take FMLA leave if th@gloyee has been employed for at least
twelve (12) months, and has worked at least onastdrad two hundred fifty (1,250) hours during
the twelve (12) months immediately prior to theedahen the leave is requested and if there
have been at least fifty (50) Charter School emgdgywithin seventy-five (75) miles for each
working day during twenty (20) or more workweekshe current or preceding calendar year.

An eligible employee who is the spouse, son, dargparent, or next of kin of a covered service
member who is recovering from a serious illnessjory sustained in the line of duty on active
duty is entitled to up to twenty six (26) weekdezve in a single twelve (12) month period to
care for the service members.

Employees will be required to use appropriate peagte while on FMLA Leave. Workers
Compensation absences will be designated FMLA Leave

The Board has determined that the twelve-(12)-mpetiod during which an employee may
take FMLA leave is the calendar year.

Medical certification shall be required to determMFAMLA initial or continued eligibility as well
as fitness for duty.

Legal Reference: 29 CFR 825, 29 USC 2601, et seq. amil¥ Medical Leave Act --
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Liberty Charter School
PERSONNEL 5410P

Family and Medical Leave

Who Is Eligible—Employees are eligible if they haverked for the Charter School for at least
one (1) year, and for one thousand two hundreg fiff250) hours over the previous twelve (12)
months, and if there have been at least fifty Gearter School employees within seventy-five
(75) miles for each working day during twenty (20)more workweeks in the current or
preceding calendar year.

Benefit—Under certain conditions, eligible emploggeié qualified, may be entitled to up to
twelve (12) weeks leave with continuing participatin the Charter School’s group insurance
plan. An eligible employee who is the spouse, sanghter, parent, or next of kin of a covered
servicemember who is recovering from a seriouggnor injury sustained in the line of duty on
active duty is entitled to up to twenty six (26)eks of leave in a single twelve (12) month
period to care for the servicemembers.

Reasons for Taking Leave—Unpaid leave will be grdrio eligible employees for any of the
following reasons:

a) to care for the employee’s child after birthptacement for adoption or foster
care;

b) to care for the employee’s spouse, child, oepafdoes not include parents in-
law) who has a serious health condition; or

C) for a serious health condition that makes thpleyee unable to perform the
employee’s job.

d) for any qualifying exigency arising out of thect that a spouse, son, daughter, or
parent of the employee is on active duty statubasrbeen notified of an
impending call to active duty status, in suppora@ontingency operation.

Substitution of Paid Leave—Paid leave will be siibtd for unpaid leave under the following
circumstances:

a) Accumulated sick/personal leave will be utilizeshcurrently with any FMLA
leave that is taken for a serious health reasalessribed in (b) or (c) above.

b) Accumulated vacation/personal leave will beizgdi concurrently with any
FMLA leave that is taken for a family reason ascdégd in (a) above.

C) Accumulated sick leave will be utilized concunttg with FMLA leave whenever
the FMLA leave is taken for reasons which qualdy $ick leave benefits
pursuant to Charter School policy or an applicabléective bargaining
agreement.

d) Whenever appropriate workers’ compensation ateseshall be designated
FMLA leave.



When Both Parents Are Charter School Employees-eiti parents of a child are employed by
the Charter School, they each are entitled toa tdttwelve (12) weeks of leave per year.
However, leave may be granted to only one (1) gaxrea time, and only if leave is taken (1) for
the birth of a child or to care for the child afterth; (2) for placement of a child for adoption o
foster care, or to care for the child after placetner (3) to care for a parent (but not a parent-i
law) with a serious health condition.

Advance Notice—Employees must provide thirty (3@ysladvance notice when the leave is
“foreseeable.” In other situations an employeetrgiie notice as soon as practicable. Leave
may be allowed in emergency situations when nor@ovavarning is possible. Inexcusable
delays in notifying the Charter School may resulthe delay or denial of leave.

Requests—A sick leave request form is to be coraglethenever an employee is absent from
work for more than three (3) days or when an eng#dyas need to be absent from work for
continuing treatment by (or under the supervisiffradiealth care provider.

Medical Certification—The Charter School will reguimedical certification to support a request
for leave or any other absence because of a sdrealth condition (at employee expense), and
may require second or third opinions (at the engrfgyexpense) and a fithess for duty report to
return to work statement.

Intermittent/Reduced Leave—FMLA leave may be taketermittently or on a reduced leave
schedule” under certain circumstances. Where lesataken because of birth or placement of a
child for adoption or foster care, an employee tad&g leave intermittently or on a reduced leave
schedule only with the approval of the Charter $thdVhere FMLA leave is taken to care for a
sick family member or for an employee’s own seribaalth condition, leave may be taken
intermittently or on a reduced leave schedule whedically necessary. An employee may be
reassigned to accommodate intermittent or redweaeel When an employee takes intermittent
leave or leave on a reduced leave schedule, incitsmagll be limited to the shortest period of
time that the Charter School’s payroll system wsexccount for absences or use of leave.

Insurance—An employee out on FMLA leave is entitledontinued participation in the
appropriate group health plan, but it is incumhgydn the employee to continue paying the
usual premiums throughout the leave period. Anleyee’s eligibility to maintain health
insurance coverage will lapse if the premium paynemore than thirty (30) days late. The
Charter School will mail notice of delinquency east fifteen (15) days before coverage will
cease.

Return—Upon return from FMLA leave, reasonable kfétall be made to place the employee
in the original or equivalent position with equigat pay, benefits, and other employment terms.

Record Keeping—Employees, supervisors and buildawinistrators will forward requests,
forms and other material to payroll to facilitat®per record keeping.



Summer Vacation—The period during the summer vaoair other scheduled breaks (i.e.,
Christmas) an employee would not have been reqtrecrk will not count against that
employee’s FMLA leave entitlement.

SPECIAL RULES FOR INSTRUCTIONAL EMPLOYEES

Leave More Than Five (5) Weeks Before End of Termanlinstructional employee begins
FMLA leave more than five (5) weeks before the ehterm, the Charter School may require the
employee to continue taking leave until the end sémester term if:

(@) the leave is at least three (3) weeks; and
(b) the employee’s return would take place during #st three-(3)-week period of
the semester term.

Leave Less Than Five (5) Weeks Before End of Terfrerlinstructional employee begins
FMLA leave for a purpose other than that employe&ia serious health condition less than five
(5) weeks before the end of term, the Charter Sanag require the employee to continue
taking leave until the end of a semester term if:

(@) the leave is longer than two (2) weeks; and
(b) the employee’s return would take place during #st two-(2)-week period of the
semester term.

Leave Less Than Three (3) Weeks Before End of Telfran-instructional employee begins
FMLA leave for a purpose other than that employe&ia serious health condition less than
three (3) weeks before the end of term, the Ch&tlool may require the employee to continue
taking leave until the end of the academic terthéfleave is longer than five (5) days.

Intermittent or Reduced Leave—Under certain coadgj an instructional employee needing
intermittent or reduced leave for more than twerdgcent (20%) of the total working days over
the leave period may be required by the Charteo8db:

(@) Take leave for a period(s) of particular dunatnot to exceed the duration of
treatment; or



(b) Transfer to an alternate but equivalent positio

Legal Reference: 29 CFR 825, 29 USC 2601, et sea@mil{¥ Medical Leave Act --
National Defense Authorization Act for FY 2008 (NBA Pub. L. 110-181
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Liberty Charter School

PERSONNEL 5412

Jury Duty

Serving on a jury is a fundamental responsibilitgiizenship, and Liberty Charter School
supports this important role in our society. Upeceipt of the initial, official notification, an
employee selected for jury duty must submit a aofpguch notice to the immediate supervisor
andto the district office as soon as possible so &paropriate substitute needs can be met. If
the absence would pose a significant hardshighieCharter School, the employee may be asked
to request a postponement of jury duty from thertcou

Upon being excused from jury service during any, day employee shall return to complete
his/her assignment for the remainder of the regutak day.

Jury duty leave is paid for up to five (5) work dayhe Administrator may approve additional
days. Employees must submit all compensation pgitthd Court to be eligible for compensated
jury duty leave.
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Liberty Charter School
PERSONNEL 5413

Witness for Court Appearance Leave

Liberty Charter School employees who are subpoemdedcourt as a witness will be allowed
leave for required court appearances. Such leallé&viwithout pay or the employee may use
sick days. Employees are expected to use onlydinion of the work day required for their
appearance as a witness. Employees are requirgabtoit a copy of the subpoena and receive
prior approval of the Administrator and their immegd supervisor.

Policy History:
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Liberty Charter School
PERSONNEL 5420

Long-Term lliness/Temporary Disability

Employees may use sick leave for long-term illr@semporary disability, and upon the
expiration of sick leave and family medical leatles Board may grant eligible employees leave
without pay if requested. Medical certificationtbé long-term illness or temporary disability
shall be required.

Long-term iliness or temporary disability shalldmnstrued to include pregnancy, miscarriage,
childbirth and recovery therefrom.

Leave without pay arising out of any long-termels or temporary disability, including
pregnancy, miscarriage, childbirth and recoveryefiem, shall commence only after sick leave
and family medical leave has been exhausted.

Cross Reference: 5410 — 5410P Family Medical/ke

Legal Reference: 29 CFR 825, 29 USC 2601, et seq. amil{¥ Medical Leave Act —
National Defense Awriation Act for FY 2008 (NDAA), Pub. L. 110-181

29 CFR 1604.10 Pregnancy Discrimination Act -
Employment Policies Relating to Pregnancy anddbinith
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Liberty Charter School
PERSONNEL 5420P

Long-Term lliness/Temporary Disability

The following procedures will be used when an erygdohas a long-term illness or temporary
disability.

1. When any illness or temporarily disabling conditisriprolonged”, an employee will be
asked by the administration to produce a writtatestent from a physician stating that
the employee is temporarily disabled and is unabfeerform the duties of his/her
position, but at some point in the future will ddeato return to work.

2. In the case of any other extended iliness, proesdiar assessing the probable duration
of the temporary disability will vary. The numberdays of disability will vary
according to different conditions, individual neea&l the assessment of individual
physicians. Normally, however, the employee sheuidect to return on the date
indicated by the physician unless complicationsettgywhich are further certified by a
physician.

3. Maternity leave will be treated as any other disgbi As a disabling condition, maternity
leave is not available to fathers.
Cross Reference: 5410 — 5410P Family Medical/ke

Legal Reference: 29 CFR 825, 29 USC 2601, et seq. amil{¥ Medical Leave Act —
National Defense Awriation Act for FY 2008 (NDAA), Pub. L. 110-181

29 CFR 1604.10 Pregnancy Discrimination Act -
Employment Policies Relating to Pregnancy anddbinith
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Liberty Charter School
PERSONNEL 5430

Insurance Benefits for Employees

Newly hired certificated employees will be eligilite insurance benefits offered by Liberty
Charter School.

Classified employees who work thirty (30) hoursrmre per week shall be entitled to group
health insurance benefits as applicable to ceatdid personnel.

Legal Reference: I.C. 8 33-517A  School districtdencertificated employees — Group
health insurance
I.C.867-5763  Governmental body authorized to enakntracts for group
insurance for officers and employees

Policy History:
Adopted on: 1/5/2012; Effective 7/1/2012
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Liberty Charter School
PERSONNEL 5450

Personal Days/Vacation Leave

Liberty Charter School operates on a modified yeard schedule that allows all employees
opportunity to address personal needs. It doeemptoy 12-month classified or administrative
employees. Additionally, Liberty Charter Schoo&isSchool to Work” school and recognizes
that attendance by employees is essential to grayeh exceptional education to its students
and that employees model the importance of wodndtnce for students. Therefore Liberty
Charter School does not provide Personal Days oatn leave to any of its employees.

Policy History:
Adopted on: 1/5/2012
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Liberty Charter School
PERSONNEL 5460

Workers’ Compensation Benefits

All employees of Liberty Charter School are coveogdVorkers’ Compensation benefits. In the
event of an industrial accident, an employee should

1. attend to first aid and/or medical treatment if egeacy prevails;

2. correct, or report as needing correction, the ltbmes situation as soon as possible after
the emergency is stabilized,;

3. report the injury or disabling condition (whethetwal or possible) to the immediate
supervisor within forty-eight (48) hours; and

4, call or visit the administrative office after medi¢reatment if needed to complete the

necessary report of accident and injury.

The Administrator shall notify the immediate supsov of the report, and shall include the
immediate supervisor in completing the any andegdbrting as required.

An employee who is injured in an industrial accitieray be eligible for Workers’ Compensation
benefits.

The Charter School will not automatically and siynghéfer to a report of industrial accident.
The Charter School shall investigate as it deerpsogpiate to determine (1) whether continuing
hazardous conditions exist that need to be elirathand (2) whether in fact an accident
attributable to the Charter School’s working enmiment did occur as reported. The Charter
School may require the employee to authorize thgl@yme’s physician to release pertinent
medical information to the Charter School or tdhggician of the Charter School’s choice,
should an actual claim be filed against the Workémnpensation Division which could result
in additional fees levied against the Charter Sthoo

Legal Reference: 1.C. § 72-101, et seq. Workemsh@ensation Act
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Adopted on: 1/5/2012
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Liberty Charter School
PERSONNEL 5500

Personnel Files

Liberty Charter School maintains a complete persbrecord for every employee (certificated
and classified). Much of the information contaime@mployee personnel files is confidential
and access to such files should be limited to tmiAistrator, the employee, the employee’s
designee or representative, and schools requestorgnation based upon Idaho Code 33-1210.

A log of those persons other than the Administratasther administrative staff, will be kept
indicating the date and time of inspection, nampevson requesting access, description of the
records copies, if any, and the initials of thespearproviding the access and/or copies requested.

In accordance with federal law, the Charter Scisball release information regarding the
professional qualifications and degrees of teactedsthe qualifications of paraprofessionals to
parents upon request, for any teacher or parasiofe who is employed by a school receiving
Title 1 funds, and who provides instruction to thehild at that school. Access to other
information contained in the personnel records lmd@er School employees is governed by
Policy 4340.

In accordance with state law including ldaho Co8€1310, not later than twenty (20) days after
receiving a request the Charter School shall relegsrmation regarding job performance or job
related conduct to schools requesting such infaomdor hiring purposes. See Policy 5100 and
Procedure 5500P.

Certificated Employees

The Charter School shall maintain official Chafehool files for employees.

An employee’s official file shall be kept in theraohistrative office. It shall, at a minimum, the
following records:

application materials;

contracts of employment;

communications from the administration;

performance evaluations;

rebuttals to performance evaluations;

parental input materials;

written reprimands;

original statements/releases to/from hiring sclustricts;
original acknowledgement of receipt of professidradility insurance providers
list;

a copy of the employee’s job description signedhayemployee;
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11. asigned acknowledgement that the employee haweeca copy of the Charter
School’'s sexual harassment policy;

12.  asigned acknowledgement that the employee haweeca copy of the Charter
School's email and internet use policy;

13. documentation of additional training received, sewvork completed, in-service
attended, etc.

The file may contain notes and observations. tettérecommendation will be kept in a
separate, sealed file maintained by the AdministraPersonal notes of supervisors need not be
placed in the file, but may be maintained in theviastrator’'s own file(s).

Each employee will be provided written notice dfraaterials placed in an employee’s personnel
file. Notice shall be provided within ten (10) dayf placement of information in the employee’s
file or, if possible, presented to the employeemio placement in the file. An employee will
have the opportunity to attach a rebuttal to afgrination placed in the employee’s personnel
file. An employee will have seven (7) days (frdme date written notice of placement) to attach
a statement or notification of rebuttal.

Upon request, an employee or the employee’s designeepresentative will have access to the
employee’s personnel file and will be provided espiupon request within a reasonable period
of time. The request, inspection, and/or copyihthe file will be logged indicating the date and
time, name of person requesting access, descriptitre records copied, if any, and the initials
of the person providing the access and/or coprpsased.

Record Keeping Requirements Under the Fair Laban@®itrds Act

In addition to the information to be placed in ampéoyee’s personnel file set forth hereinabove,
any and all payroll information required by therHaabor Standards Act shall also be kept for
each employee as follows:

1. Records required for ALL employees:
a. Name in full (same name as used for Social Segurity
b. Employee’s home address, including zip code;
C. Date of birth if under the age of 19;
d. Sex (may be indicated with Male/Female, M/F, Mr $\ViIiss);
e. Time of day and day of week on which the employeaaisk week begins;
f. Basis on which wages are paid (such as $5/houf)/§2@k, etc.);
g. Any payment made which is not counted as part®fitégular rate”;
h. Total wages paid each pay period.
i. -9
2. Additional records required for non-exempt ergpks:

A. Regular hourly rate of pay during any week whenrove is worked,;



Hours worked in any work day (consecutive twentyrf4)-hour period);
Hours worked in any work week (or work period iseaf 207[k]);

Total daily or weekly straight-time earnings (ingilng payment for hours in
excess of forty (40) per week, but excluding prempay for overtime);

Total overtime premium pay for a work week;

Date of payment and the pay period covered;

Total deductions from or additions to wages eaghpeaiod;

Itemization of dates, amounts and reason for tlkeicteon or addition, maintained
on an individual basis for each employee;

Number of hours of compensatory time earned eaglp@aod,;

Number of hours of compensatory time used eaclppaygd,

Number of hours of compensatory time compensatedsh, the total amount
paid and the dates of such payments;
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Cross Reference: 4130 Public Access to Charterdgbétecords
5100 Hiring Process and Criteria
5205 Job Descriptions
5240F Sexual Harassment/Intimidation in the WaakplPolicy
Acknowledgement
5330F Employee Electronic Mail and On-Line Sersitkse
Acknowledgment

Legal Reference: 29 USC 201, et seq. Fair Labordatals Act
I.C. 8§ 33-517 Non-certificated personnel
I.C. 8§ 33-518 Employee personnel files
I.C. § 33-1210 Information on past job performance
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Liberty Charter School

PERSONNEL 5500P

Procedures for Releasing Personnel Records todH8amhools

1.

No later than twenty (20) days after receiving@uest from a hiring school under the
provisions of Idaho Code 12-1210 Liberty Charteindt shall provide the information
requested and make available to the hiring schaykes of all documents in the past or
current employee’s personnel file relating to j@sfprmance or job related conduct. Note
— The Charter School may provide records in eleatriormat.

. No Board member or Charter School employee sh#dremto any agreement that has the

effect of suppressing information about negativegerformance by a present or former
employee or expunge information about performamaaisconduct from any document
in an employee personnel file.

In fulfilling a request from a hiring school, thén&ter School may choose to expunge
information from an employee’s personnel file riglgtto alleged verbal or physical
abuse or sexual misconduct that has not been siilbséal.

In fulfilling a request from a hiring school, thén&ter School shall expunge information
from an employee’s personnel file on any matef@svhich disclosure would violate
FERPA, HIPAA, or any other applicable federal lathe Charter School shall also
redact student names from investigative or otheudw@ntation in the employee’s/former
employee’s file as well as any medical documentatio

No Charter School employee who in good faith disesoinformation to the hiring school
either in writing, printed material, electronic raasl, or orally shall be held civilly liable
for the disclosure.

Cross Reference: 5100 Hiring Process and Criteria

5500 Personnel Files

Legal Reference: I.C. 8§ 33-1210 Information on paistperformance

Policy History:
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Liberty Charter School
PERSONNEL 5610

Prevention of Disease Transmission

All Charter School personnel shall be advised atine procedures to follow in handling body
fluids. These procedures shall provide simpleeffettive precautions against transmission of
diseases to persons exposed to the blood or baidyg fbf another. These procedures shall be
standard health and safety practices. No distnhall be made between body fluids from
individuals with a known disease or infection arahf individuals without symptoms or with an
undiagnosed disease.

The administration shall develop, in consultatiathypublic health and medical personnel,
procedures to be followed by all staff. The praged shall be distributed to all staff, and
training on the procedures shall occur on a redudars. Training and appropriate supplies shall
be available to all personnel, including those Ined in custodial services.

Policy History:
Adopted on: 1/5/2012
Revised on:




Liberty Charter School

PERSONNEL
5710
Teachers’ Aides/Paraeducators

Teachers’ aides/paraeducators, as defined in thpapate job descriptions, are under the
supervision of a principal and/or a teacher to whbenprincipal may have delegated
responsibility for close direction. The naturelo work accomplished by paraeducators will
encompass a variety of tasks that may be inclusiviemited instructional duties.”

Paraeducators are employed by the Charter Schanlynta assist the teacher. A paraeducator is
an extension of the teacher, who legally has thexticontrol and supervision of the classroom or
playground and responsibility for control and thelfare of the students.

In compliance with applicable legal requiremerttg, Board shall require all paraeducators with
instructional duties, that are newly hired in ddlltschool-wide program, to have:

1. Met a rigorous standard of quality, and can dematesthrough a formal state or local
academic assessment the knowledge of and abilggdist in the instruction of reading,
writing, or mathematics or the instruction of rewsetis of these subjects.

It is the responsibility of each principal and teaicto provide adequate training for a
paraeducator. This training should take into anttlue unique situations in which a
paraeducator works and should be designed to ¢tbeeageneral contingencies that might be
expected to pertain to that situation. Duringfthst thirty (30) days of employment, the
supervising teacher or administrator shall contittuassess the skills and ability of the
paraeducator to assist in reading, writing, ancheragtics instruction.

The Principal has developed and implemented praesdor an annual evaluation of teachers’
aides/paraeducators. Evaluation results shallfbetar in future employment decisions.

Legal Reference: Public Law 107-110, No Child LBéhind Act of 2001
Policy History:

Adopted on: 1/5/2012
Revised on:




Liberty Charter School
PERSONNEL 5720

Volunteers / Contractors

The Charter School recognizes the valuable cortabs made to the total school program by
members of the community who act as volunteersiolAnteer by law is an individual who:

1. has not entered into an express or implied compiensagreement with the Charter
School;

2. is excluded from the definition of “employee” undee appropriate state and federal
statutes;

3. may be paid expenses, reasonable benefits andfonalbfees in some situations; and

4. is not employed by the Charter School in the samsenoilar capacity for which he/she is
volunteering.

Charter School employees who work with volunteaedilearly explain duties for supervising
children in school, on the playground and on fieljgs. An appropriate degree of training and/or
supervision of each volunteer shall be administecedmensurate with the responsibility
undertaken.

In order to maintain a safe environment for thelshis of Liberty Charter School, the names of
all contractors (including subcontractors) who perf work on school property will be provided
to the Charter School in advance of performing warkschool property. The names of
contractors will be checked against the statewsdeo$fender register and any contractor who is
listed on such registry will not be allowed to penhi work on school property.

Cross Reference: 5110 Fingerprints and CriminakBeound Investigations
4600 Volunteer Assistance
4420 Sex Offenders

Legal Reference: I.C. § 33-512 Governance of school

Policy History:
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Liberty Charter School
PERSONNEL 5730

VOLUNTEER -- AUTHORIZATION TO RELEASE INFORMATION

TO WHOM IT MAY CONCERN:

I, , am seeking a volunteer assignment with Libertgr@r
School. | acknowledge that a complete investigaitnbo my background is necessary to protect the
safety and welfare of the children in Liberty Clearchool. | hereby expressly and voluntarily give
Liberty Charter School the right to make a thoroiumfestigation of my past employment, educatiom, an
activities. | understand that Liberty Charter Saheserves the right to use any lawful method of
investigation that, in its sole discretion, it deer@asonable and necessary.

This document is effective until revoked in wrgiby me.

SIGNATURE DATE

Print Full Name:

Print Full Address:

Birth Date: Social Security Number:

STATE OF IDAHO )

. SS.
County of )
On this day of . ,J0€fore me, a notary public of the State
of Idaho, personally appeared , known to me to be the person
named in the foregoing Release, and acknowledgetktthat executed the same as

free act and deed, for theargbpurposes therein mentioned.

IN WITNESS WHEREOF, | have hereunto set my hardl &ffixed my notarial seal the day and
year in this certificate first above written.

Notary Public, State of Idaho
County of
My commission expires




Liberty Charter School
PERSONNEL 5820

Evaluation of Non-Certified Staff

Each non-certified staff member’s job performantallde evaluated by the staff member’s
direct supervisor. The evaluation process incletdeduled evaluations, on forms applicable to
the job classification and description, and dagg-appraisals.

The Administrator shall provide a copy of the coeted evaluation to the staff member and shall
provide an opportunity to discuss the evaluatidhe original should be signed by the staff
member and filed with the Administrator. If thaf§tmember refuses to sign the evaluation, the
Administrator should note the refusal. The empdoyal be allowed the opportunity to attach a
rebuttal to any information contained in the evabra

Legal Reference: I.C. § 33-517 Noncertificated Bengl
I.C. 8§ 33-518 Employee Personnel Files

Policy History:
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