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I. Introduction 

This handbook summarizes the Logos Public Charter School’s (hereinafter referred to as “school”) 

personnel policies applicable to all employees.  Please review these policies carefully.  If you have any 

questions about the policies outlined in this handbook, or if you have any other personnel related 

questions, whether related to policies specifically addressed in this handbook, please consult your 

immediate supervisor. It is the responsibility of the employee to know and abide by the policies and rules 

in this handbook and seek guidance from administrators with any questions. 

An Employee Handbook is designed to provide both principles and rules.  While principles are crafted on 

fairly broad generalizations, rules are drawn fairly narrowly and contemplate a specific set of facts or 

circumstances.  Both are required as principles are necessary to support the rules.  Principles are intended 

to fill in the gaps where a strict application of the rule might bring about the types of results that the rule 

was designed to avoid.  Therefore, in this Employee Handbook employees are required to look beyond the 

specific rule to the underlying principle in order to understand the intent of the rule.   

This handbook is intended only as a guide to the school’s personnel policies, outlining and highlighting 

those policies and practices.  It is not, therefore, intended to create any expectations of continued 

employment, or an employment contract, express or implied.  This handbook supersedes any previously 

issued handbooks, policies, benefit statements and/or memoranda, whether written or verbal, including 

those that are inconsistent with the policies described herein.  This handbook is subject to all Logos 

charter board policies and the contract with Medford School District.  In the event of any inconsistencies, 

state law, the Medford charter contract, and employee contract, respectively, will prevail.  This Handbook 

is subject to amendments, updates, or restatements at any time by the employer.   

Within 10 business days of receipt of this handbook, the employee is required to sign the employee 

acknowledgement form at the end of this handbook, keep one copy for your files and provide the other to 

Human Resources Manager.  This signed acknowledgement demonstrates to the school that you have 

read, understand and agree to comply with the policies outlined in the handbook. 

A. Board Meetings/Communications 

 

Regular Board meetings are held on the third Monday each month at the 400 Earhart St, Medford, OR 

97501. Meetings begin at 5:30 p.m. All regular, special and emergency meetings of the Board are open to 

the public unless otherwise provided by law. 

 

All staff members are invited to attend Board meetings. All formal communications or reports to the 

Board are to be submitted through the administrator in accordance with established lines of authority, as 

approved by the Board. 

  

All official Board communications, policies and information of staff interest will be communicated to 

staff through the administrator to local building staff. 
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B. Safety Committee 

 

A building safety committee has been established to help implement the public charter school’s safety 

program and as a part of any ongoing effort to help ensure the safety and health of student, staff and 

others while on public charter school property. 

 

The building safety committee meets monthly and conducts workplace safety inspections quarterly to 

locate and identify safety and health hazards and makes recommendations for corrections as needed. All 

significant safety-related incidents are investigated to help prevent similar events from reoccurring. 

 

All potential hazards are to be reported immediately to a safety committee member or to the office. 

 

II. Hiring Policies and Procedures 

A. At-Will Employment 

The school is an at-will employer. This handbook does not in any way reflect a modification to this policy 

and does not reflect a contract of employment, either express or implied, between you and the school.  

Accordingly, either you or the school may terminate this relationship at any time, for any reason, with or 

without cause, and with or without notice.   

Nothing contained in this handbook, employment applications, school memoranda or other materials 

provided to any employee in connection with his/her employment shall require the school to have “cause” 

or reason to terminate an employee or otherwise restrict the school’s right to terminate an employee at any 

time for any reason.  No school representative is authorized to modify this policy for any employee, 

unless in writing, signed by both the Executive Director and the employee’s immediate supervisor.  

B. Equal Employment Opportunity Policy 

The school is an equal opportunity employer.  It is the policy of the school to afford equal employment 

and advancement opportunities to all qualified individuals without regard to race, creed, color, religion, 

national origin, ethnicity, ancestry, sex, sexual orientation, age, physical or mental disability, marital 

status, citizenship status, medical condition, or any other legally protected status.  This policy extends to 

all employees and to all aspects of the employment relationship, including the hiring of new employees 

and the training, transfer, promotion, compensation and benefits of existing employees.  Furthermore, the 

school prohibits all unlawful discrimination against any employee or applicant for employment in its 

programs or activities based on race, color, religion, sex, gender, ethnic group identification, age, national 

origin, ancestry, genetic characteristics, mental or physical disability, marital status, sexual orientation or 

other category protected by law.   

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a 

disability, the school will make reasonable accommodations for the known physical or mental limitations 

of an otherwise qualified individual with a disability who is an applicant or an employee unless undue 

hardship would result.  In order to perform the essential functions of the job, any applicant or employee 

requiring an accommodation should contact the Executive Director and request such an accommodation. 
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If you believe prohibited discrimination has occurred, please contact your immediate supervisor or 

Human Resources manager immediately.  Reports will be investigated and appropriate corrective action 

will be taken.   

C. Immigration Compliance 

The school does not discriminate against any individual because of his or her national origin, citizenship 

or intent to become a U.S. citizen in compliance with the Immigration Reform and Control Act of 1986.  

It is, however, the policy of the school to only employ those individuals that are authorized to work in the 

United States.  In furtherance thereof, the school requires each prospective employee to provide 

documents verifying his or her identity and authorization to be legally employed in the United States.  

The employee will also be required to sign a legal verification attesting to her/his authorization to be 

legally employed in the United States.   

D. Employee Classification 

The school’s employees are classified in the following categories:  Exempt, non-exempt, and full-time, 

part-time or temporary. 

Exempt:  Exempt employees are those employees with job assignments that meet exemption tests under 

state and federal law making them exempt from overtime pay requirements.  Exempt employees are 

compensated at or above federal salary requirements, not pursuant to overtime pay requirements. 

Non-Exempt:  Non-exempt employees are those employees with job assignments that do not meet 

exemption tests under state or federal law.  Thus, these employees are paid overtime wages for authorized 

overtime worked in accordance with the law.   

Full Time:  Full time employees are those employees who are scheduled to work at least 40 hours in a 

week. 

Three Quarter Time:  Three quarter time employees are those employees who are scheduled to work 30-

39 hours in a week. 

Part Time:  Part-time employees are those employees who are scheduled to work <30 hours in a week. 

Temporary:  Temporary employees are those employees who are hired for a limited time period, or for a 

specific project, and usually are not employed more than 10 months. 

Part time and temporary employees are not entitled to benefits provided by the school.  Independent 

contractors, consultants, and leased employees (i.e., those working for an employment agency) are not 

employees of the school and are not eligible for benefits provided by the school.  If you have any 

questions about your classification, please consult with Human Resources.     

E. Certification and Licensure of Instructional Staff 

Each of the school’s academic teachers and designated administrative staff must be certified or registered 

with the TSPC.  It is the responsibility of all licensed professionals to provide and maintain such 

certificate, permit or other documentation to the Human Resources no later than the close of business five 
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days prior to when the employee reports for duty.  Until proof of licensure with the TSPC is provided no 

students will be assigned to the ES caseload.  If licensure is failed to be renewed two weeks prior to the 

expiration date, is suspended, or revoked during the school year, the ES’s caseload will be re-assigned. 

Upon renewal of their license, the school will make effort to assign the ES the same caseload previously 

held or equivalent number of students but cannot guarantee this. The school is in no way obligated to 

return students back to the ES upon license renewal. Special circumstances may be permitted in the case 

that TSPC is behind on renewing licenses. In these cases, licensed professionals are required to provide 

the Human Resources Manager with documentation proving they have submitted the proper paperwork to 

renew their license. 

F. Criminal Background Checks 

All newly licensed or registered educators are required to submit to a nationwide criminal records check 

including fingerprinting in accordance with rules established by the Teacher Standards and Practices 

Commission (TSPC). This includes any individual registering with TSPC for student teaching, practicum 

or internship as a teacher, administrator or personnel specialist who has not submitted to a criminal 

records check within the previous three years. 

 

Additionally, all staff not requiring licensure or registration as a teacher, administrator, personnel 

specialist or school nurse and newly hired are required to submit to a nationwide criminal records check 

including fingerprinting as required by Board policy and state law. 

 

Employment will be offered pending the return and disposition of such checks. All offers of employment 

are contingent upon the results of such checks. 

 
Fees for individuals subject to the checks, including fingerprinting of nonlicensed applicants, shall be paid 
by the individual. A staff member not requiring licensure or registration may request that the required fees 
be withheld from his/her paycheck.  
 
All newly licensed or registered educators and those applying for reinstatement of a license or registration 
that has expired for more than three years are required to submit to nationwide criminal records checks 
and fingerprinting in accordance with rules and procedures as set forth by TSPC. 
 
The public charter school’s use of criminal history must be relevant to the specific requirements of the 
position, services or employment. 

Any criminal arrests must be reported within one business day to Human Resources.   Failure to report 

may result in immediate termination.    

G. Termination of Employment or Withdrawal of Employment Contract/Offer 

 
1. Any individual required to submit to criminal records checks and/or fingerprinting in accordance with 

law and/or Board policy will be terminated from consideration as a public charter school volunteer 
and employment or contract status or withdrawal of offer of employment or contract will made by the 
administrator immediately upon the following: 
 

a. Refusal to consent to a criminal records check and/or fingerprinting; or 
b. Notification by the Executive Director, or his/her designee, or the State Board of Education that 

the employee has made a false statement as to conviction of a crime or conviction of crimes 
prohibiting employment with the public charter school as specified in law. 
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Employment termination shall remove the individual from any public charter school policies provisions 

regarding dismissal procedures and appeals and the provisions of Accountability for Schools for the 21st 

Century Law. 

 

III. General Workplace Policies 

A. Business Ethics & Conduct 

The successful business operation and reputation of Logos is built upon the principles of fair dealing and 

ethical conduct of our employees. Our reputation for integrity and excellence requires careful observance 

of the spirit and letter of all applicable laws and regulations, as well as a scrupulous regard for the highest 

standards of conduct and personal integrity. 

 

The continued success of Logos is dependent upon our customers' trust and we are dedicated to 

preserving that trust. Employees owe a duty to Logos, its customers, and shareholders to act in a way that 

will merit the continued trust and confidence of the public. 

 

Logos will comply with all applicable laws and regulations and expects its directors, officers, and 

employees to conduct business in accordance with the letter, spirit, and intent of all relevant laws and to 

refrain from any illegal, dishonest, or unethical conduct. 

 

In general, the use of good judgment, based on high ethical principles, will guide you with respect to lines 

of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action, 

the matter should be discussed openly with your immediate supervisor and, if necessary, with the Human 

Resources Manager for advice and consultation. 

 

Compliance with this policy of business ethics and conduct is the responsibility of every Logos employee. 

Disregarding or failing to comply with this standard of business ethics and conduct could lead to 

disciplinary action, up to and including possible termination of employment. 

 

B. Prohibition of Harassment and Protection Against Retaliation 

1. Policy 

The school is committed to providing a workplace and educational environment free of sexual 

harassment, as well as harassment based on such factors as race, religion, creed, color, ethnicity, national 

origin, ancestry, age, medical condition, marital status, sex, sexual orientation, citizenship status, 

disability or any other category protected by law.  The school will not condone or tolerate harassment of 

any type by any employee, whether supervisory or co-employee, against an employee, third party vendor 

or student.  The school also does not condone or tolerate harassment of its employees by any third parties 

or students.  The school will promptly and thoroughly investigate any complaint of harassment and take 

appropriate corrective action, if warranted. 

The school will take all reasonable steps to prevent discrimination and unlawful harassment from 

occurring.  Sexual or other unlawful harassment in employment violates the school’s policy and is 

prohibited under Title VII of the Civil Rights Act (42 U.S.C. sections 2000e, et seq.)   
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2. Definition of Harassment 

Harassment includes verbal, physical or visual conduct that creates an intimidating, offensive or hostile 

working or educational environment or that unreasonably interferes with job performance.  Verbal 

harassment includes, but is not limited to, epithets, derogatory comments or slurs based on a protected 

category.  Physical harassment includes, but is not limited to, assault, impeding or blocking movement or 

any physical interference with normal work or movement, when directed at a legally protected individual.  

Visual harassment includes, but is not limited to, derogatory posters, cartoons or drawings on a basis 

protected by law.   

3. Definition of Sexual Harassment 

Federal law defines sexual harassment as unwelcome sexual conduct that is a term or condition of 

employment.  The Equal Employment Opportunity Commission's Guidelines define two types of sexual 

harassment: "quid pro quo" and "hostile environment."  "Unwelcome" sexual conduct constitutes sexual 

harassment when "submission to such conduct is made either explicitly or implicitly a term or condition 

of an individual's employment,"  "Quid pro quo harassment" occurs when "submission to or rejection of 

such conduct by an individual is used as the basis for employment decisions affecting such individual."  A 

“hostile environment” claim for harassment occurs when discrimination based on sex has created a hostile 

or abusive work environment.   

The educational environment includes, but is not limited to, the school’s campus or grounds, the 

properties controlled or owned by the school and off-campus, if such activity is school sponsored or is 

conducted by organizations sponsored by or under the jurisdiction of the school.   

The following are examples of offensive behavior: 

 Unwanted sexual advances, flirtations, touching or requests for sexual favors; 

 Verbal abuse of a sexual nature; 

 Graphic or suggestive comments about dress or body and the sexual uses to which it could be put; 

 Unwarranted graphic discussion of sexual acts. 

 Sexually degrading words; 

 Suggestive or obscene letters, notes or invitations;  

 Verbal harassment including, but not limited to, unwelcome epithets, jokes, derogatory comments, 

or slurs of a sexual nature, or sexually degrading words used to describe a person;   

 Physical harassment including, but not limited to, assault, impeding or blocking movement or any 

physical interference with normal work or school activities or movement, when done because of 

your sex;   

 Visual harassment including, but not limited to, leering, making sexual or obscene gestures, 

displaying sexually explicit or derogatory posters, cartoons or drawings, or computer-generated 

images of a sexual nature;  
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 Making or threatening retaliatory action after receiving a negative response to sexual advances. 

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other verbal or 

physical conduct of a sexual nature constitute sexual harassment when: (1) submission to such conduct is 

made either explicitly or implicitly a term or condition of employment; (2) submission or rejection of the 

conduct is used as a basis for making employment decisions; or, (3) the conduct has the purpose or effect 

of interfering with work performance or creating an intimidating, hostile, or offensive work environment. 

If you experience or witness sexual or other unlawful harassment in the workplace, report it immediately 

to your supervisor. If the supervisor is unavailable or you believe it would be inappropriate to contact that 

person, you should immediately contact the Human Resources Office or any other member of 

management. You can raise concerns and make reports without fear of reprisal or retaliation. 

All allegations of sexual harassment will be quickly and discreetly investigated. To the extent possible, 

your confidentiality and that of any witnesses and the alleged harasser will be protected against 

unnecessary disclosure. When the investigation is completed, you will be informed of the outcome of the 

investigation. 

Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment must 

immediately advise the Human Resources Office or any member of management so it can be investigated 

in a timely and confidential manner. Anyone engaging in sexual or other unlawful harassment will be 

subject to disciplinary action, up to and including termination of employment. 

 

4. What to do if Sexual and Other Unlawful Harassment Occurs 

Internal Procedures:  

Each employee has the responsibility to maintain a work place and educational environment free from any 

form of sexual or other unlawful harassment.  Consequently, should a supervisor become aware of any 

conduct that may constitute sexual harassment or other prohibited behavior, immediate action will be 

taken to address and remediate such conduct. All policies will comply with Oregon state law. 

Any employee who has experienced or is aware of a situation that is believed to be sexually or otherwise 

unlawfully harassing has a responsibility to report the situation immediately to Executive Director, 541-

842-3658, 400 Earhart, Medford, OR 97501.  If the employee is not comfortable contacting Executive 

Director or if that individual is not available, the employee should contact the Human Resources 

Manager. Logos will conduct a prompt investigation and take appropriate corrective action where 

warranted.  Complaints will be handled as discreetly as possible, consistent with the need to investigate 

effectively and promptly resolve the matter.  Complaints relating to discrimination other than employment 

discrimination must be filed within six months of the alleged discrimination or when the complainant first 

obtained knowledge of the alleged discrimination.  

If the employee is not satisfied with the outcome of the investigation, the employee, in writing, may bring 

the matter to the attention of the LPCS Board of Directors.  If the complaint alleges wrongdoing other 

than employment discrimination, the LPCS Board of Directors will conduct a prompt investigation where 

the complainant, his/her representative or both, and representatives of the school, may present information 

relevant to the complaint, and the complainant and school representatives shall have an opportunity to 
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meet to discuss the complaint or to question each other and each other’s witnesses.  The Board Secretary 

shall prepare a written decision, which decision shall contain the findings and disposition of the 

complaint, including corrective actions if any, the rationale for such disposition, notice of the 

complainant’s right to appeal the decision to the Department of Education, and the procedures to be 

followed for initiating an appeal to the Department.  Within 60 days of receipt of the complaint, the Board 

Secretary will send a copy of the written decision to the complainant.  Complaints will be handled as 

discreetly as possible, consistent with the need to investigate effectively and promptly resolve the matter.   

Any employee found to have participated in improper harassment will be subject to disciplinary action, up 

to and including termination.   

5. Retaliation Policy 

It is in violation of the school’s policy for the school or any employee to demote, suspend, reduce, fail to 

hire or consider for hire, fail to give equal consideration in making employment decisions, fail to treat 

impartially in the context of any recommendations for subsequent employment that the school may make, 

adversely affect working conditions or otherwise deny any employment benefit to an individual because 

that individual has opposed practices prohibited by law or has filed a complaint, testified, assisted or 

participated in any manner in an investigation, legal proceeding or official hearing conducted by any court 

or governmental agency.  Any employee retaliating against another employee, applicant or student will be 

disciplined, up to and including termination. 

Nothing in this policy shall be construed to prevent the school from enforcing reasonable disciplinary 

policies and practices, nor from demonstrating that the actions of an applicant or employee were either 

disruptive or otherwise detrimental to legitimate business interests so as to justify the denial of an 

employment benefit.   

6. Staff Complaints 

 

Any staff member who believes there is evidence of, and wishes to report a violation, misinterpretation or 

inappropriate application of public charter school personnel policies and/or administrative regulations; a 

mismanagement, gross waste of funds or abuse of authority; or a substantial and specific danger to public 

health and safety caused by the actions of the public charter school should be directed to the Human 

Resources Manager for informal discussion and resolution. If the staff complaint is against the Human 

Resources Manager the complaint should be referred to the Executive Director. If the staff complain is 

against the Executive Director the complaint should be referred to the Board chair. 

 

If the complaint is not resolved informally, formal complaint procedures may be initiated by staff in 

accordance with Board policy and administrative regulations. 

 

C. Workplace Violence 

The school takes the safety and security of its employees seriously.  The school does not tolerate acts or 

threats of physical violence, including but not limited to intimidation, harassment and/or coercion, that 

involve or affect the school or that occur, or are likely to occur in the workplace.  You should report any 

act or threat of violence immediately to Executive Director. 
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D. Open Door Policy 

The school wishes to provide the most positive and productive work environment possible.  To that end, it 

has an open door policy where it welcomes your questions, suggestions, or complaints relating to your 

job, conditions of employment, the school or the treatment you are receiving.  Other than in situations 

involving harassment (as outlined and described above), please contact Executive Director with your 

questions or concerns. It is the policy of LPCS to take employee concerns "up the chain of command." 

Taking complaints and issues to other employees at Logos who have no control or ability to resolve the 

issue can sow discord among employees and may result in meeting with Logos Administration. If any 

situation with Logos Administration is not resolved to your satisfaction, please contact LPCS School 

Board, in writing. 

E. Drug Free Workplace  

It is Logos' desire to provide a drug-free, healthful, and safe workplace. To promote this goal, employees 

are required to report to work in appropriate mental and physical condition to perform their jobs in a 

satisfactory manner. 

 

While on Logos premises and while conducting business-related activities off Logos premises, no 

employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The legal 

use of prescribed drugs is permitted on the job only if it does not impair an employee's ability to perform 

the essential functions of the job effectively and in a safe manner that does not endanger other individuals 

in the workplace. Logos reserves the right to do random drug testing of all employees/potential employees 

at any time during/prior to employment. 

 

The Oregon law that legalizes the possession and sale of cannabis in Oregon for recreational use rather 

than strictly for medical use went into effect Wed., July 1, 2015.  

  

The new law has raised questions about the use of marijuana on school campuses.   

 

Logos Public Charter School will maintain its compliance with the National Drug Free Schools and 

Campus Act of 1989. This federal law bans alcohol and drugs from all school and campus activities. The 

use of marijuana will not be allowed on Logos campuses or while conducting business-related 

activities off of Logos premises. Failure to comply will be considered an infraction of school 

policy and federal law that will result in disciplinary action.  

  

Logos Public Charter School puts the welfare of its students and their educations first.  As a public 

institution, Logos Public Charter School receives Federal funds. Marijuana is prohibited by Federal law as 

a Schedule 1 drug, and to allow it on campus would be in violation of that law, putting the education of 

our students in jeopardy.   

 

Violations of this policy may lead to disciplinary action, up to and including immediate termination of 

employment, and/or required participation in a substance abuse rehabilitation or treatment program. Such 

violations may also have legal consequences.  

 

Employees with drug or alcohol problems that have not resulted in, and are not the immediate subject of, 

disciplinary action may request approval to take unpaid time off to participate in a rehabilitation or 
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treatment program. Leave may be granted if the employee agrees to abstain from use of the problem 

substance; abides by all Logos policies, rules, and prohibitions relating to conduct in the workplace; and if 

granting the leave will not cause Logos any undue hardship.  

 

Under the Drug-Free Workplace Act, an employee who performs work for a government contract or grant 

must notify Logos of a criminal conviction for drug-related activity occurring in the workplace. The 

report must be made within five days of the conviction.  

 

Employees with questions on this policy or issues related to drug or alcohol use in the workplace should 

raise their concerns with their supervisor or the Human Resources Department without fear of reprisal. 

 

F. Smoking  

All school buildings and facilities are non-smoking facilities. 

G. Cell Phone Use Policy 

Employees may have access to a cell phone while in their cars and should remember that their primary 

responsibility is driving safely and obeying the rules of the road. Employees are prohibited from using 

cell phones to conduct business while driving and should safely pull off the road and come to a complete 

stop before dialing, texting, talking on the phone, or using the cell phone for any reason. When 

appropriate, hands free systems may be used to conduct phone calls. 

 

As a representative of Logos, cell phone users are reminded that the regular business etiquette employed 

when speaking from office phones or in meetings applies to conversations conducted over a cell phone. 

 

H. Social Media Policy 

Social media are powerful communications tools that have a significant impact on organizational and 

professional reputations. Because they blur the lines between personal voice and institutional voice, 

Logos Public Charter School has crafted the following policy to help clarify how best to enhance and 

protect personal and professional reputations when participating in social media. Social media are defined 

as media designed to be disseminated through social interaction, created using highly accessible and 

scalable publishing techniques. Examples include but are not limited to LinkedIn, Twitter, Facebook, 

YouTube, and MySpace. Both in professional and institutional roles, employees need to follow the same 

behavioral standards online as they would in real life. The same laws, professional expectations, and 

guidelines for interacting with students, parents, alumni, donors, media, and other community members 

apply online as in the real world. Employees are liable for anything they post to social media sites.  

 

POLICIES FOR ALL SOCIAL MEDIA SITES, INCLUDING PERSONAL SITES 

 

• Protect confidential and proprietary information: Do not post confidential or proprietary 

information about Logos Public Charter School, students, employees, or alumni. Employees must 

still follow the applicable federal requirements such as FERPA and HIPA. Adhere to all applicable 

school privacy and confidentiality policies. Employees who share confidential information do so 

at the risk of disciplinary action or termination. 

• Respect copyright and fair use: When posting, be mindful of the copyright and intellectual 

property rights of others and of the school.  
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• Don’t use Logos Charter logos for endorsements: Do not use the Logos Charter logo or any other 

images or iconography on personal social media sites. Do not use Logos Public Charter School’s 

name to promote a product, cause, or political party or candidate.  

• Respect school time and property: School computers and time on the job are reserved for school-

related business as approved by supervisors.  

•  Exercise discretion, thoughtfulness and respect for your colleagues, associates, and supervisors. 

• Avoid discussing or speculating on internal policies or operations. 

• A healthy dialogue with constructive criticism can be useful but refrain from engaging in dialogue 

that could disparage students, parents, colleagues, competitors, or critics. 

• Be mindful that all posted content is subject to review in accordance with Logos Public Charter 

School’s employee policies. Logos Public Charter does not monitor personal websites but reserves 

the right to address issues that violate established Social Media guidelines. 

• Please refrain from reporting, speculating, discussing or giving any opinions on school topics or 

personalities that could be considered sensitive, confidential, or disparaging. 

• Logos Public Charter School users should understand that at any time they can be perceived as a 

spokesperson of the school and should act accordingly. 

 

I. Internet Usage 

Internet access to global electronic information resources on the World Wide Web is provided by Logos 

at work only to assist employees in obtaining work-related data and technology. The following guidelines 

have been established to help ensure responsible and productive Internet usage. 

 

All Internet data that is composed, transmitted, or received via our computer communications systems is 

considered to be part of the official records of Logos and, as such, is subject to disclosure to law 

enforcement or other third parties. Consequently, employees should always ensure that the business 

information contained in Internet email messages and other transmissions is accurate, appropriate, ethical, 

and lawful.  

 

The equipment, services, and technology provided to access the Internet remain at all times the property 

of Logos. As such, Logos reserves the right to monitor Internet traffic, and retrieve and read any data 

composed, sent, or received through our online connections and stored in our computer systems. 

 

Data that is composed, transmitted, accessed, or received via the Internet must not contain content that 

could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating, or disruptive 

to any employee or other person. Examples of unacceptable content may include, but are not limited to, 

sexual comments or images, racial slurs, gender-specific comments, or any other comments or images that 

could reasonably offend someone on the basis of race, age, sex, religious or political beliefs, national 

origin, disability, sexual orientation, or any other characteristic protected by law.  

 

The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or patented 

material on the Internet is expressly prohibited. As a general rule, if an employee did not create material, 

does not own the rights to it, or has not gotten authorization for its use, it should not be put on the 

Internet. Employees are also responsible for ensuring that the person sending any material over the 

Internet has the appropriate distribution rights. 
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Abuse of the Internet access provided by Logos in violation of law or Logos policies will result in 

disciplinary action, up to and including termination of employment. Employees may also be held 

personally liable for any violations of this policy. The following behaviors are examples of previously 

stated or additional actions and activities that are prohibited and can result in disciplinary action: 

 

 * Sending or posting discriminatory, harassing, or threatening messages or images  

 * Using the organization's time and resources for personal gain  

 * Stealing, using, or disclosing someone else's code or password without authorization  

 * Sending or posting confidential material, trade secrets, or proprietary information outside of the 

organization  

 * Sending or posting messages or material that could damage the organization's image or reputation: to 

include social media, i.e., Twitter, Instagram, Facebook, etc. 

 * Participating in the viewing or exchange of pornography or obscene materials  

 * Sending or posting messages that defame or slander other individuals  

 * Attempting to break into the computer system of another organization or person  

 * Refusing to cooperate with a security investigation  

 * Using the Internet for political causes or activities, religious activities, or any sort of gambling  

 * Jeopardizing the security of the organization's electronic communications systems  

 * Sending or posting messages that disparage another organization's products or services  

 * Passing off personal views as representing those of the organization  

 * Changing profiles/passwords of other staff members.  

 * Engaging in any other illegal activities  

 

J. Health, Safety, and Security Policies 

The school is committed to providing and maintaining a healthy and safe work environment for all 

employees.   

You are required to know and comply with the school’s general safety rules, trainings and to follow safe 

and healthy work practices at all times.  You are required to immediately report to your supervisor any 

potential health or safety hazards and all injuries or accidents. 

The school has also developed guidelines to help maintain a secure workplace.  Be aware of unknown 

persons loitering in parking areas, walkways, entrances, exits and service areas.  Report any suspicious 

persons or activities to security personnel or to your supervisor.  Secure your desk or office at the end of 

the day.  When called away from your work area for an extended length of time, do not leave valuable or 

personal articles around your workstation that may be accessible.  You should immediately notify your 

supervisor when keys are missing or if security access codes, identification materials, or passes have been 

breached.  The security of the facilities, as well as the welfare of our students and employees, depends 

upon the alertness and sensitivity of every individual.   

K. Communicable Disease/Bloodborne Pathogens/Infection Control Procedures 

 
The public charter school provides for the reasonable protection against the risk of exposure to 
communicable disease to all staff while engaged in the performance of their duties. Protection is provided 
through immunization and exclusion in accordance with Oregon Revised Statues and Oregon 
Administrative Rules. Infection control procedures, including provisions for handling and disposing of 
potentially infectious materials, have also been established through Board policy and administrative 
regulations for staff and student protection. 
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All staff shall comply with measures adopted by the public charter school and with all rules set by the 
Oregon Health Authority, Health Services, and the county health department. 
 
Staff members have a responsibility to report to the public charter school when infected with a 
communicable disease unless otherwise stated by law. 
 

L. HBV/Bloodborne Paathogens Training and Immunization 

 
Staff members designated as primary first-aid providers, or who may otherwise incur occupational 
exposure to blood or other potentially infectious materials in conjunction with their assigned duties as 
determined by the public charter school, will receive appropriate information and training as follows: 
 
1. At the time of initial assignment to tasks where occupational exposure may take place; 
2. At least annually thereafter and within one year of their previous training; 
3. When changes such as modification of tasks or procedures or new tasks or procedures affect the staff 

member’s occupational exposure. 
 
Additionally, HBV vaccination and vaccination series will be made available after training and within 10 
days of initial assignment to all staff that have been identified by the public charter school as having 
occupational exposure. Report any occupational exposure to bloodborne pathogens to the Executive 
Director. Following a report of an exposure incident, the public charter school will immediately make 
available to the exposed staff member a confidential post-exposure evaluation and follow-up. 
 
Employees who use medical sharps in the performance of their duties (e.g., administering injectable 
medicines to students, such as epinephrine and glucagon) will annually be provided an opportunity to 
identify, evaluate and select engineering and work practice controls (e.g., sharps disposal containers, self-
sheathing needles, safer medical devices, such as sharps injury protections and needleless systems). The 
public charter school will implement such work practice controls, as appropriate. 

M. Infection Control Procedures 

 
Appropriate hygienic and sanitation practices have been established by the public charter school as 
follows: 
 
1. Standard precautions are to be followed at all times. Standard precautions require the assumption that 

staff and students approach infection control as if all direct contact with human blood and body fluids 
is known to be infectious for HIV**, HBV and/or bloodborne pathogens; 

2. Whenever possible, students would be directed to care for their own minor bleeding injury. This 
includes encouraging students to apply their own band-aids. If assistance is required, band-aids may 
be applied after removal of gloves if care giver will not come into contact with blood or wound 
drainage; 

3. Food and Drug Administration (FDA) approved gloves are required for all tasks in which an 
individual may come into contact with blood or other potentially infectious materials. Such tasks 
include cleaning body fluid spills, emptying trash cans, handling sharps/containers, handling 
contaminated broken glass, cleaning contaminated equipment and handling contaminated 
laundry/clothing. This also includes assisting with any minor wound care, treating bloody noses, 
handling clothes soiled by incontinence, diaper changing and cleaning up vomit; 

4. Immediate, complete and effective hand washing with soap and running water of at least 30 seconds 
duration should follow any first aid or health care given a student or contact with potentially 
infectious materials; 

5. If exposure to blood or other potentially infectious materials occurs through coughing, any first-aid 
procedure or through an open sore or break in the skin, thorough washing, preferably with germicidal 
soap, is necessary; 

6. In the event hand-washing facilities are not readily available, thorough cleaning using an antiseptic 
cleanser and clean cloth/paper towels or antiseptic towelettes provided by the public charter school as 
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an alternative is necessary. In the event alternatives are used, hands must be washed with soap and 
water as soon as feasible; 

7. Contaminated work surfaces shall be decontaminated with an appropriate disinfectant after 
completion of procedures; immediately or as soon as feasible when surfaces are overtly contaminated 
or after any spill of blood or other potentially infectious materials; and at the end of the work shift if 
the surface may have become contaminated since the last cleaning. Clean surfaces with soap and 
water and then rinse with an Environmental Protection Agency (EPA) approved disinfectant following 
labeling instructions for use, or a freshly-made solution of one part bleach to nine parts water, and 
allow to air dry. These surfaces include equipment, counters, mats (including those used in physical 
education classes and athletic events), toys or changing tables; 

8. An EPA-approved disinfectant must be used when cleaning fluids such as blood or vomit from the 
floor or other such contaminated surfaces; 

9. Contaminated laundry such as clothing and towels must be places and transported in bags and 
containers in accordance with the public charter school’s standard precautions. All such items must be 
laundered in hot or cold water and soap and placed in a dryer; 

10. Needles, syringes, broken glassware and other sharp objects found on public charter school property 
must not be picked up by students at any time, nor by staff without appropriate puncture-proof gloves 
or mechanical device such as a broom, brush and dust pan;  

11. All wastebaskets used to dispose of potentially infectious materials must be lined with a plastic bag 
liner that is changed daily; 

12. Gloves and repellent gowns, aprons or jackets are required for tasks in which exposure to blood or 
other potentially infectious materials can be reasonably anticipated to contaminate street clothing. 
Type and characteristics of such protective clothing will depend on the task. Such tasks may include 
diapering/toileting with gross contamination, assisting with wound care, sorting or bagging 
contaminated laundry/clothing and disposing of regulated waste with gross contamination; 

13. Maximum protection with gloves, face and/or eye protection and gowns are required whenever 
splashes, spray, spatter or droplets of blood or other potentially infectious materials may be generated 
and eye, nose or mouth contamination can be reasonably anticipated. Such tasks may include feeding 
a student with a history of spitting or forceful vomiting and assisting with severe injury and wounds 
with spurting blood; 

14. If a first-aid situation occurs, students should report to a person in authority, staff should report to a 
supervisor. 
 

*      HBV – Hepatitis B Virus 
**    HIV – Human Immunodeficiency Virus 

 

N. Company Property Inspections 

The school is committed to providing a work environment that is safe and free of illegal drugs, alcohol, 

firearms, explosives and other improper materials.  Additionally, the school provides property and 

facilities to its employees to carry out business on behalf of the school.  Accordingly, employees do not 

have a reasonable expectation of privacy when using any school property or facilities.  In accordance with 

these policies, all school facilities and property, including all items contained therein, may be inspected by 

the school at any time, with or without prior notice to the employee. School property includes all desks, 

storage areas, work stations, lockers, file cabinets, computers, telephone systems, email systems and other 

storage devices.    

The school also reserves the right to inspect any vehicle, its trunk, glove compartment or any container 

therein that is parked on the school property or premises.  The school reserves the right to deny entry to 

any person who refuses to cooperate with any inspections by the school.  Any employee who fails to 

cooperate with inspections may be subject to disciplinary action, up to and including termination. 
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O. Soliciting/Conducting Personal Business While on Duty 

Employees are not permitted to conduct personal business or solicit personal business for any cause or 

organization while on-duty, or when the employee being solicited is supposed to be working.  This 

prohibition includes distributing literature and other material regardless of content.  Distribution of 

materials is also against the school’s policy if it interferes with access to facility premises, if it results in 

litter or is conducted in areas where other employees are working, or otherwise interferes with the 

educational environment.  Solicitation during non-work time, e.g., paid breaks, lunch periods or other 

such non-work periods, is permissible.  Entry on the school premises by non-employees is not permitted, 

unless related to official school business.  Solicitation or distribution of written materials by non-

employees is strictly prohibited. While attending staff trainings employees are expected to be fully 

engaged in the staff meeting agenda or training. Answering e-mails, text messaging, and/or phone calls 

etc. are prohibited, except in a case of emergency. 

P. Participation in Recreational or Social Activities 

Employees may participate in activities sponsored by or supported by the school.  Participation in such 

activities is strictly voluntary.  As such, employees have no obligation to participate in recreational or 

social activities and no employee has work-related duties requiring such participation.  An employee’s 

participation in social and recreational activities is at the employee’s own risk and the school disclaims 

any and all liability arising out of the employee’s participation in these activities.  

Q. Personnel Files and Record Keeping Protocols 

At the time of your employment, a personnel file is established for you.  Please keep the Business 

Manager advised of changes that should be reflected in your personnel file.  Such changes include:  

change in name, address, telephone number, marital status, number of dependents, sole provider or health 

insurance status, and person(s) to notify in case of emergency.  Prompt notification of these changes is 

essential and will enable the school to contact you should the change affect your other records.  

You have the right to inspect certain documents in your personnel file, as provided by law, in the presence 

of a school representative, at a mutually convenient time.  No copies of documents in your file may be 

made with the exception of documents you have previously signed.  A request for information contained 

in the personnel file must be directed to Business Manager.   

The school will restrict disclosure of your personnel file to authorized individuals within the school. The 

school will cooperate with requests from authorized law enforcement or local, state or federal agencies 

conducting official investigations or as otherwise legally required.   

R. Expense Reimbursements 

Logos Public Charter School will reimburse employees for certain reasonably necessary expenses 

incurred in the furtherance of school business.  In order to be eligible for reimbursement, employees must 

follow the protocol set forth in the school’s policy regarding expenditures, a copy of which may be 

obtained from the Business Manager.  In general, all expenses must have been previously approved in 

writing by the Business Manager.  All reimbursement forms must be complete and submitted to the 

Business Manager. 



  2019-2020 Employee Handbook 

 

LOGOS PUBLIC CHARTER SCHOOL – EMPLOYEE HANDBOOK                 Revision 1   July 2019                                            Page 20 of 45 

  

 

S. School Property 

Logos Public Charter School is a public school which receives public funding.  All purchases at the 

school, with few exceptions, are public property.  All non-consumable items are barcoded and inventoried 

and must be accounted for at all times.  All public property is available for use.  It is the responsibility of 

the Educational Specialist (ES) to ensure that all non-consumable books and materials are returned to the 

school at the end of the year.  Unreturned materials will be billed to either the parents or students (if over 

18 and on their own).   

T. Participation in Political Activities 

 

Staff members may exercise their right to participate fully in affairs of public interest on a local, county, 

state and national level on the same basis as any citizen in public or private employment and within the 

law. 

 

Staff members may, within the limitations imposed by state and federal laws and regulations, choose any 

side of a particular issue and support their viewpoints as they desire by vote, discussion or persuading 

others. Such discussion and persuasion, however, may not be carried on during the performance of public 

charter school duties, except in open discussion during classroom lessons that consider various candidates 

for a particular office or various sides of a particular political or civil issue consistent with public charter 

school curriculum and assigned duties. 

 

On all controversial issues, staff members are expected to make clear that the viewpoints they represent 

are personal and are not to be interpreted as the public charter school’s official viewpoint. 

 

No staff member may use public charter school facilities, equipment or supplies in connection with 

his/her campaigning, nor may he/she use any time during the working day for campaign purposes. 

 

IV. Hours of Work, Overtime, and Attendance 

A. Work Hours and Schedules 

The school’s normal working hours are from 8:00 AM to 4:30 PM, Monday through Friday.  The work 

schedule for full-time nonexempt employees is normally 40 hours per week. Your supervisor will assign 

your work schedule. Full-time ESs are expected to attend any meeting or make up meeting during the 

normal scheduled work week (Monday-Friday between 8:00-4:30 p.m.) if a minimum of a 48-hour notice 

is given. 

B. Overtime 

The school follows all federal and state laws regarding the payment of overtime wages by compensating 

all non-exempt employees for overtime hours worked.   

Only those hours that are actually worked are counted to determine an employee’s overtime pay.  

Compensated holidays, for example, are not hours worked and are therefore not counted in overtime 

calculations. Employees must consult and receive approval from their immediate supervisor before 

working overtime. 
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C. Working from Home 

Hourly and salaried classified and admin staff are not to work from home. Special circumstances may be 

discussed and approved only by the Executive Director. 

 

D. Work Breaks  

School employees are allowed one unpaid meal break each work day where the employee works more 

than six (6) hours in one day.  Employees are not allowed to work more than five (5) hours in one period 

without taking a meal break, unless the employee does not work more than six (6) hours in one day.   

Employees must take two ten-minute paid break periods for each full workday, as close as practicable to 

the mid-point of any continuous four (4) hour work period.   Employees should contact their supervisor to 

schedule their meal and break periods. 

E. Pay Days 

Paydays are scheduled on the last day work day of each month.   

Due Dates for hours.  If required to submit a timesheet for any additional duties (see below) the cutoff 

date is at midnight on the 24th of each month.  That is, the pay period runs from the 25th of any particular 

month to the 24th of the following month, inclusive.  This allows time to process the payroll and have pay 

directly deposited into the employee’s bank account by the end of the month. 

Types of Pay  

Pay per student.  The regular pay for each ES is based on the number of students they have on 

Tuesday of each week times the student pay rate for that ES.  This rate is clearly shown on your 

Acceptance of Offer contract that you have signed.  Logos takes a “student count” of the number 

of students each ES is responsible for each Tuesday.  This number is averaged over the number of 

Tuesdays in each pay period.  The number of students that you are paid for is shown on your pay 

stub that you will receive each month.  The contract year for per student caseloads are calculated 

for the last two weeks in August through the first two weeks in June.    

Salaried Contracts. Teachers may be offered a salaried contract for a combination of duties. All 

salaried contracts will include a maximum number of students the teacher can have under the 

salaried contract. In the event that a teacher accepts a student above that maximum the teacher will 

be paid their normal per student rate on top of their salaried rate for as long as they are above their 

contracted maximum number of students.  

Campus Courses. Teachers may propose to teach a campus class course by submitting an 

application to do so by the application deadline for the upcoming school term. A campus course 

cost consists of two parts: the student fee and a materials fee.  The K-6 and 7-12 Principals will 

each, respectively, set the total cost of the class depending on a variety of factors (length of class, 

subject matter, etc). Teachers with salaried contracts have classes written into their duties and 

factored into their salary. If the class reaches the minimum number of students that the teacher sets 

in the proposed campus class catalog then the class will occur. If it does not, the K-6 or 7-12 

Principal will determine if they would still like the class to be taught. Students are allowed to drop 



  2019-2020 Employee Handbook 

 

LOGOS PUBLIC CHARTER SCHOOL – EMPLOYEE HANDBOOK                 Revision 1   July 2019                                            Page 22 of 45 

  

 

after attending the first week of classes. If the class student count drops below the minimum set 

forth in the catalog after the first week the class will still continue.  

Materials - Any materials needed for a class must be factored into the cost of the class for the 

student.  The materials fee will be added to the student fee to determine the total campus course 

fee.  The materials fee set by the teacher establishes the materials budget.  The teacher must be 

within their budget for the entire course (quarter, semester, or year).  If the teacher goes over 

budget, they will be responsible for the additional cost.  The Business Office will track the budgets 

and material expenditures of each class and inform the teacher when they are getting close to 

budget.  The teacher may ask the Business Office for money to pay for materials or for 

reimbursement for funds already expended on materials. In order to be reimbursed for the 

materials the teacher must have added it to their application and then submit a receipt to the school 

for the materials. Teachers may only submit receipts for reimbursement for the current 

quarter/semester. Materials fees will not be permitted to use for future classes. Please 

contact your respective principal if you would like to potentially order equipment for the 

school.  

If a campus class needs a substitute teacher, the school pays the teacher $30/hour which is 

deducted from the teacher’s pay the following month unless the teacher makes arrangements with 

another teacher on a quid pro quo basis.  

Additional Duties (Stipends).  These are special stipend contracts for which you may be paid.  

You must sign a stipend contract and agree to the set amount of pay prior to performing any duties 

associated with the duty. All stipend contracts must be set and approved by the Business Manager 

and respective Principal.  

Training.  Training pay is for your time in which you are engaged in initial training at Logos and 

is currently $150.00 per day.  You should only see Training Pay once per year in August. Training 

pay will be given to Educational Specialists with per student contracts. Educational Specialists 

with salaried contracts will not receive additional training pay as it is factored into their salaried 

contract. 

Bonus.  Bonus pay is a special incentive pay and is at all times within the sole discretion of LPCS.  

Substitute Teacher Pay.  If you substitute for another teacher the pay rate is $30.00/hour.  The 

teacher for whom you are subbing will have a pay deduction of exactly the same amount unless 

they are taking a Personal Day.  (See Personal Days elsewhere for more details.) 

You should promptly notify Business Manager if you have a question regarding the calculations of your 

paycheck; any corrections will be noted and will appear on the following payroll. 

F. Payroll Withholdings 

The school is required by law to withhold Federal Income Tax, State Income Tax, Social Security (FICA) 

and State Disability Insurance from each employee’s pay as follows: 

Federal Income Tax Withholding:  The amount varies with the number of exemptions the employee 

claims and the gross pay amount. 
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State Income Tax Withholding:  The amount varies with the number of exemptions the employee claims 

and the gross pay amount. 

Social Security (FICA):  The Federal Insurance Contribution Act requires that a certain percentage of 

employee earnings be deducted and forwarded to the federal government, together with an equal amount 

contributed by the school. 

Every deduction from your paycheck is explained on your check voucher.  If you do not understand the 

deductions, ask the Business Manager to explain them to you. 

You may change the number of withholding allowances you wish to claim for Federal Income Tax 

purposes at any time by filling out a new W-4 form and submitting it to Business Manager.  The school’s 

business office maintains a supply of these forms.  

All Federal, State and Social Security taxes will be automatically deducted from paychecks.  The Federal 

Withholding Tax deduction is determined by the employee’s W-4 form, which should be completed upon 

hire.  It is the employee’s responsibility to report any changes in filing status to the Business Manager.  It 

is also the employee’s responsibility to fill out a new W-4 form if his/her filing status changes. 

At the end of the calendar year, a “withholding statement” (W-2) will be prepared and forwarded to each 

employee for use in connection with preparation of income tax returns.  The W-2 shows Social Security 

information, taxes withheld and total wages. 

The school offers programs and benefits beyond those required by law.  Employees who wish to 

participate in these programs may voluntarily authorize deductions form their paychecks.   

G. Attendance Policy 

Employees are expected to adhere to regular attendance and to be punctual. You must notify School 

Executive Director no later than one-half hour before the start of your workday if you are going to be 

absent.  If you are a teacher, you are also responsible to arrange for a qualified substitute to be approved 

by the School Executive Director. Cancellation of any activity other than 1:1 ES meetings (campus 

classes, SST, misc.) has to be approved by the employee’s supervisor, Executive Director, or Human 

Resources manager. An employee cannot cancel a regularly scheduled activity without prior approval. If 

you are absent from work longer than one day, you are expected to keep School Executive Director, 

Human Resources Manager, or Business Manager sufficiently informed of your situation.   

Excessive absenteeism and tardiness will not be tolerated and will lead to disciplinary action, up to and 

including termination.  An absence or tardiness without notification to the School Executive Director will 

lead to disciplinary action, up to and including termination. 

If you fail to come to work for three consecutive work days without authorization or notification, the 

school will presume that you have voluntarily terminated your position with the school at the close of 

business of the third missed day.  
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H. K-12 ES Meeting Count Policy 

Educational Specialists are required to complete a minimum of 32 student meetings per school year with 

each student. These meetings may be a combination of one on one meetings and group meetings. ESs are 

allowed to have a maximum of 4 group meetings per school year (excluding school parties). Lead 

Instructors are allowed 1 additional group meeting per school year (excluding school parties). Group 

meetings must be educational. ESs are required to have a minimum of 28 one on one student meetings per 

student for a minimum of one hour. No exceptions.  

 

ESs are allowed no more than two consecutive weeks of missed meetings due to student cancellation, ES 

approved leave, or holidays. Students must be met with after two consecutive weeks of missed meetings, 

no exceptions. Please contact your supervisor if you expect there may be circumstance preventing this 

from happening. No cancellations, missed meetings, etc. are allowed for the full week prior to the end of 

the school year (May 26th-June 3rd). Students must be met with even if the minimum student meeting 

count has been met.  

 

I. Time Record 

Time records are to be utilized by all staff hourly workers, Special Education, by ES’s whose contract 

requires a timesheet, and others as may be determined by contract or the Executive Director.  Time 

records must be signed by employees, verifying and attesting to the truth of the information contained 

therein.   

Full time or part time staff employees must report absences from work and pay deductions will only be as 

provided by law. 

J. Mileage 

Logos Public Charter School reimburses the ES at 54.5 cents per mile for non-commuting mileage 

traveled by an ES on any given school day.  This mileage will be reimbursed to the ES as business-related 

mileage.  The mileage from the ES’s home to either Logos or the first student’s home is commuting 

mileage and is not counted.  Conversely, the mileage from the last student’s home (or Logos if stopping 

there) is also commuting mileage and is not counted.  Mileage from the first student’s home (or Logos) to 

the next student’s home is business mileage and is counted.  Mileage is counted between each student’s 

home.  If the ES meets with the student someplace other than the home, the mileage to and from that 

meeting place is not counted for reimbursement purposes.  (It may, however, be deducted as business-

related expense for tax purposes.). Mileage is only given for student meetings in the homes (events, 

activities, misc. not included). Special circumstances can be approved for mileage reimbursement by your 

supervisor.  

An ES Mileage Log must be submitted to the Business Office for reimbursement.  The shortest route 

calculated by Google Maps will be used for all mileage determinations. Mileage is calculated to the tenth 

of a mile. Reimbursement will be made after the first of each month.  There will be no mileage 

reimbursement in July. Falsifying mileage records may result in disciplinary action up to and/or including 

termination of employment. If an employee is found to be falsifying mileage records they may no longer 

be able to claim mileage for the remainder of the school year. 

Examples: 
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A. ES A leaves their home and travels 5.6 miles to Student 1’s home.  This mileage is not counted for 

reimbursement.  The ES leaves Student’s 1’s home for the home of Student 2 who is 10 miles 

away (by Google Maps).  The distance between Student 2 and Student 3 is 5 miles and the 

distance between Student 3 and Student 4 is 8 miles.  After Student 4, the ES returns home, a 

distance of 3.1 miles (this mileage is not counted).  Total mileage for reimbursement purposes on 

this particular day is 23 miles (10+5+8). 

B. ES B leaves their home and travels 4 miles to Logos.  This mileage is not counted for 

reimbursement.  The ES leaves Logos for the home of Student 5 who is 6 miles away (by Google 

Maps).  The distance between Student 5 and Student 6 is 7 miles and the distance between Student 

6 and Student 7 is 9 miles.  After Student 7, the ES returns home, a distance of 2.6 miles (this 

mileage is not counted).  Total mileage for reimbursement purposes on this particular day is 22 

miles (6+7+9). 

C. ES C leaves their home and travels 5.6 miles to Student 8’s home.  This mileage is not counted for 

reimbursement.  The ES leaves Student’s 8’s home for the home of Student 9 who is 12 miles 

away (by Google Maps).  After Student 9 the ES travels to the public library to meet with Student 

10, a distance of 3 miles.  This mileage is not counted for reimbursement. After leaving the 

library, the ES travels to the home of Student 11, a distance of 2.5 miles.  This mileage is not 

counted for reimbursement. The distance between Student 11 and Student 12 is 6.5 miles. After 

Student 12, the ES returns home, a distance of 3.8 miles (this mileage is not counted).  Total 

mileage for reimbursement purposes on this particular day is 18.5 miles (12+6.5). 

V. Standards of Conduct 

A. Personal Appearance  

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect 

the business image Logos presents to customers and visitors. 

 

During business hours or when representing Logos, you are expected to present a clean, neat, and tasteful 

appearance. You should dress and groom yourself according to the requirements of your job. This is 

particularly true if your job involves dealing with customers or visitors in person. 

 

Your supervisor or department head is responsible for establishing a reasonable dress code appropriate to 

the job you perform. If your supervisor feels your personal appearance is inappropriate, you may be asked 

to leave the workplace until you are properly dressed or groomed. Under such circumstance, you will not 

be compensated for the time away from work. Consult your supervisor if you have questions as to what 

constitutes appropriate appearance. Where necessary, reasonable accommodation may be made to a 

person with a disability.  

 

Without unduly restricting individual tastes, the following personal appearance guidelines should be 

followed: 

 

* Shoes must provide safe, secure footing, and offer protection against hazards. 

* Tank tops, tube or halter tops, or shorts may not be worn under any circumstances. Shirts must have a 

minimum strap width of two inches. 
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* Unnaturally colored hair and extreme hairstyles do not present an appropriate professional 

appearance. Symbols of any kind in one’s hair is prohibited.   

* Jewelry should not be functionally restrictive, dangerous to job performance, or excessive. 

* Facial jewelry, such as eyebrow rings, nose rings, lip rings, and tongue studs, are not professionally 

appropriate and must not be worn during business hours (nose studs are allowed). 

* Gauge earrings must not be worn during business hours. Plugs are an acceptable alternative. 

* Torso body piercings with visible jewelry or jewelry that can be seen through or under clothing must 

not be worn during business hours. 

* One tattoo under 3" in diameter can be left uncovered on the arm, wrist, ankle, foot, or leg area 

provided they have no offensive image or message. Uncovered tattoos must not depict the human 

body or any body part. The employee must consult their immediate supervisor if there are questions 

or concerns. Final decisions or appeals rest in the Executive Director. Employees who refuse to 

cover a tattoo will be sent home without pay until compliance. 

* Yoga pants, tights, and jeggings are not to be worn as pants. Yoga pants and tights are allowed under 

dresses and skirts. 

* Jeans are not to be worn except on certain field trips and campus classes with permission. 

* Sweatshirts are not to be worn except on certain field trips and campus classes with permission.  

 

B. Prohibited Conduct 

Logos Public Charter School expects that all employees will conduct themselves in a professional and 

courteous manner while on duty.  Employees engaging in misconduct will be subject to disciplinary 

action up to and including termination of employment.  The following is a list of conduct that is 

prohibited by Logos Public Charter School.  This list is not exhaustive and is intended only to provide you 

with examples of the type of conduct that will not be tolerated by Logos Public Charter School.  The 

specification of this list of conduct in no way alters the at-will employment relationship the employee has 

with Logos Public Charter School. 

 Unexcused absence and/or lack of punctuality 

 Release of confidential information without authorization 

 Possession of or reporting to work while under the influence of alcohol or illegal drugs and 

controlled substances 

 Theft or embezzlement 

 Willful destruction of property 

 Conviction of a felony or conviction of a misdemeanor making the employee unfit for the position 

 Falsification, fraud, or omission of pertinent information when applying for a position 

 Any willful act that endangers the safety, health, or wellbeing of another individual 

 Any act of sufficient magnitude to cause disruption of work or gross discredit to the school 

 Misuse of school property or funds 
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 Acts of discrimination or illegal harassment based on gender, ethnicity, or any other basis 

protected by state or federal law 

 Failure to comply with the school’s safety procedures 

 Insubordination 

 Failure to follow any known policy or procedure of the school or gross negligence  

 Violations of federal, state, or local laws affecting the organization or your employment with the 

organization 

 Unacceptable job performance 

 Dishonesty 

 Failure to keep a required license, certification, or permit current and in good standing 

 Recording the work time of any other employee or allowing any other employee to record time on 

your time record or falsifying any time or mileage record 

 Unreported absence of any three consecutively scheduled workdays 

 Unauthorized use of school equipment, materials, time, or property 

 Abuse of sick leave 

 Sleeping or malingering on the job 

 Failure to meet with students for an hour PER student PER week unless approval by your 

immediate supervisor is given. 

 Cancellation of any activity other than 1:1 ES meetings (campus classes, SST, misc.) without 

approval by the employee’s supervisor, Executive Director, or Human Resources manager.  

 Failure to verify the school Registrar’s listed caseload for accuracy and respond within 48 hours of 

request. Falsification of caseloads may result in disciplinary action up to termination.  

C. Employee Conduct & Work Rules 

To ensure orderly operations and provide the best possible work environment, Logos expects employees 

to follow rules of conduct that will protect the interests and safety of all employees and the School.  

 

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The 

following are examples of infractions of rules of conduct that may result in disciplinary action, up to and 

including termination of employment: 

 

 * Theft or inappropriate removal or possession of property  

 * Falsification of timekeeping/mileage records  
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 * Failure to file withdrawals within 48 hours of the student dropping  

 * Working under the influence of alcohol, illegal drugs or controlled substances  

 * Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while on 

duty, or while operating employer-owned vehicles or equipment  

 * Fighting or threatening violence in the workplace  

 * Negligence or improper conduct leading to damage of employer-owned or customer-owned property  

 * Insubordination or other disrespectful conduct  

 * Violation of safety or health rules  

 * Smoking in prohibited areas  

 * Sexual or other unlawful or unwelcome harassment  

 * Excessive absenteeism or any absence without notice  

 * Unauthorized use of telephones, mail system, or other employer-owned equipment  

 * Unauthorized disclosure of business "secrets" or confidential information  

 * Violation of personnel policies  

 

DISREGARD OF ANY ONE OF THE FOLLOWING RULES MAY SUBJECT YOU TO 

DISCIPLINARY ACTION OR DISCHARGE. 

The following are general rules of conduct. More specific rules will apply to specific work sites and jobs. 

 

Employees may not: 

1. Place any student or other person in serious danger or harm intentionally or through 

negligence of duty at any time, at any worksite or at any student activity in the community 

whether on duty or acting in the role of citizen or parent. 

2. Buy, sell, transport, possess, provide or use intoxicants or any controlled substances as defined 

by law (but excluding any substance lawfully prescribed for the employee’s use) while on 

school property, during work hours, including meal periods, and while assigned or attending to 

extra duty or special projects, including those held after or in addition to regular school hours.  

3. Report for work, attend any school-sponsored activity or be on district property while under 

the influence or after merely having consumed alcohol, intoxicants or any controlled substance 

(but excluding any substance lawfully prescribed for the employee’s use). An individual is 

considered to be “under the influence of a controlled substance” when, in Logos’ 

determination, the controlled substance impairs the individual’s ability to safely and/or 

efficiently perform assigned work or prevents the employee from presenting a positive role 

model to students, or causes discredit to the district. It is the employee’s responsibility to 

notify their supervisor if they are taking prescribed medication which could impair their ability 

to safely perform their job. 

4. Fail to carry out, in a timely manner, requests of supervisory personnel, unless jeopardy to the 

health or safety of the employee is involved. 

5. Fail to attend work regularly (everyday) even though you may have accumulated sick or other 

leaves. Employees who run out of paid leave may be subject to termination. 

6. Fail to perform work in a satisfactory manner. 

7. Employees may not engage in any behavior that is sexual in nature or crosses professional 

boundaries. 

8. Make excessive personal phone calls or emails not confined to matters of some urgency, 

outside break and/or lunch periods. 

9. Disrupt the work environment. 

10. Release information regarding district employees or students, unless properly authorized. 
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11. Falsify employment application, time sheets, logs or any other forms or records. 

12. Fail to report an absence or tardiness prior to the scheduled start of work. 

13. Harass, fight or otherwise attempt to injure another person. 

14. Destroy in a willful or negligent way property of the employer or others. 

15. Fail to be courteous to students, other employees, parents, or the public. 

16. Solicit for donations, etc., unless cleared through proper management personnel. 

17. Report for work dressed in an unsafe and/or unprofessional manner. 

18. Duplicate assigned keys or be in possession of unassigned school keys. 

19. Fail to know and follow School Board Policies, State Laws, and regulations found in this 

handbook or fail to observe, at all times, ethical practices in their service to the district, 

students, and patrons. 

20. Bring children under 7th grade or pets (except service animals) along with them to work unless 

authorized by the supervisor. 

21. Allow children over 7th grade to be in your office or work space for over 5 minutes, except 

during your break or lunch break.  

22. Fail to courteously and truthfully cooperate with a school investigation or inquiry. 

23. Fail to report suspected child abuse to the Child Welfare Office or a law enforcement agency. 

24. Violate worksite health and safety rules. 

25. Allow unauthorized individuals to attend student meetings, campus classes, or shadow 

alternate work related activities. Individuals must go through a volunteer background check 

process with the business office prior to being allowed to shadow or volunteer with a 

employee on work related activities.  

 

Reporting Child Abuse 

 

As a school employee, you are a mandatory reporter and you must report suspected child abuse. If you 

think a child is being abused, you must report it to the Child Welfare Office (776-6120), or a law 

enforcement agency and your supervisor. 

 

Privacy Rights 

 

You should be aware that all district property, including computers, desks, etc. is subject to unannounced 

inspection and tracking by school officials. Please do not expect privacy, or store personal articles, on 

school premises. 

 

Employment with Logos is at the mutual consent of Logos and the employee, and either party may 

terminate that relationship at any time, with or without cause, and with or without advance notice. 

 

D. Teacher Caseloads 

An ES may decline a maximum of three families per school year from being placed onto their caseload. 

This must be due to scheduling difficulties and must be requested prior to the second regularly scheduled 

meeting (no later than two weeks after enrollment date). The ES’s caseload is finalized after that date. An 

ES may not request or make a caseload change mid-year. Changes are subject to the discretion of the 

Registrar and employee’s supervisor. An ES may not have their own child on their caseload unless special 

approval is given by the employee’s supervisor due to an extenuating circumstance. 
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E. Confidential Information  

All information relating to students, including schools attended, addresses, contact numbers, and progress 

information is confidential in nature, and may not be shared with or distributed to unauthorized parties.  

All records concerning special education pupils shall be kept strictly confidential.  Employees shall not 

testify in any legal proceeding either voluntarily or subject to subpoena without the Executive Director’s 

expressed consent. ESs must keep a copy of all important files such as Master Agreements (electronic 

files as subject to principal requirements). 

F. Conflict of Interest 

All employees must avoid situations involving actual or potential conflict of interest.  An employee 

involved in any relationships or situations that he or she believes may constitute a conflict of interest, 

should immediately and fully disclose the relevant circumstances to his or her immediate supervisor, or 

any other appropriate supervisor, for a determination about whether a potential or actual conflict exists.  If 

an actual or potential conflict is determined, the school may take whatever corrective action appears 

appropriate according to the circumstances.  Failure to disclose facts related to a potential or actual 

conflict of interest shall constitute grounds for disciplinary action.   

G. Child Neglect and Abuse Reporting  

All staff will be required to participate in annual training in the prevention and identification of abuse of a 

child and the obligations of reporting. 

 

Any staff member who has reasonable cause or reasonable suspicion to believe that any child under 18 

years of age with whom the employee has come in contact has suffered abuse or neglect, by any adult or 

by a student with whom the employee is in contact has abused a child, shall immediately orally report to 

the Oregon Department of Human Services or local law enforcement agency. The Executive Director is 

also to be immediately informed. In the event the designated person is the suspected abuser, Logos’ Board 

chair shall receive the report of abuse. 

 

Oregon law recognizes these types of abuse: 

 Physical; 

 Neglect; 

 Mental injury; 

 Threat of harm; 

 Sexual abuse or sexual exploitation. 

 

Failure to report a suspected abuse of a child, or to comply with the confidentiality of records 

requirements, is a violation punishable by law and by public charter school disciplinary action up to and 

including dismissal. 

 

A staff member who, based on reasonable grounds, participates in the good faith making of an abuse of a 

child report shall have immunity from any liability, civil or criminal, that might otherwise be incurred or 

imposed as provided by law. 
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A substantiated report of abuse by an employee shall be documented in the employee’s personnel file. 

Intentionally making a false report of abuse of a child is a Class A violation. 

 

All employees should report child abuse immediately by phone to the DHS.  The phone call is to be 

followed by a written report prepared by the employee within thirty-six (36) hours and submitted to your 

supervisor.  There is no duty for the reporter to contact the child’s parents.     

 

Reporting the information regarding a case of possible child abuse or neglect to your supervisor, the 

school principal, a school counselor, coworker or other person shall not be a substitute for making a 

mandated report to DHS. 

 

H. Outside Employment 

Employees are required to inform the school, and receive approval, before accepting any employment or 

consulting relationship with another person or entity while employed by the school.  While the school 

does not uniformly prohibit outside employment, employees will not be permitted to accept outside work 

that is competitive with the school, that creates a conflict of interest or that interferes with the employee’s 

work for the school.   

I. Return of Correspondence 

Employees are required to return documentation/reply to school correspondence if directed by the listed 

due date. If no due date is listed, employees are required to return documentation/reply to school 

correspondence if directed within three weeks of receiving correspondence. Failure to abide by this rule 

may result in disciplinary action. 

 

J. Training Policy 

Employees are required to complete trainings requested by administrators by the requested due date. This 

includes but is not limited to Safeschools trainings, employee improvement trainings, etc. Failure to 

complete school or state required trainings may result in disciplinary action up to termination of 

employment. 

K. Teaching about Religion 

 

Religious education is the responsibility of the home and religious institution. Public charter schools are 

obligated to maintain neutrality in all such matters. 

 

As religion influences many areas of education such as literature and history, its role in civilization may 

be taught when consistent with curriculum and teaching assignment. In such instances, teachers may 

provide information and opportunity for students to study the forms of various religions. 

 

Though teachers may be permitted to expose students to information concerning religious beliefs, a 

teacher may not advocate, openly, covertly or by subtlety, a particular religion or religious belief.  
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VI. Employee Benefits 

A. Calculation of student load towards benefits.   

Full time status is attained at Logos when the ES reaches a 24 student equivalent.  Each student in an ES’s 

caseload counts as one toward the 24 student equivalent.  The preferred way is to have a caseload of 24 

students.  The following, however, also count toward the 24 student equivalent. 

 Campus Classes = each hour of a campus class counts as 1 student equivalent (exception: K-6 

science classes count as 1.25 students). 

 SST = 5 student equivalent for a full day (6 hours) and 2.5 student equivalent for a half day.  

 Flex = 6 student equivalent for a full day (6 hours) and 3 student equivalent for a half day. 

 Lead instructor = 1 student equivalent.  

 No other duties count towards student equivalents. 

 

Three quarter time status = 18 student equivalent 

If a full time ES caseload drops below 24 students they do not automatically lose their benefits.  Logos 

Administration will work to bring the ES caseload back to 24 and unless the ES’s full time status is 

removed or the ES refuses students the ES will continue having benefits. Teachers will be given three 

opportunities to refuse students. Logos is not obligated to give an ES more students if the ES refuses a 

student beyond the initial three opportunities. If an employee drops below full-time or three quarter time 

status Logos will provide that employee a health insurance waiting period of 60 days where their previous 

insurance contribution through Logos will stay the same. After the 60 day waiting period if the employee 

has not reinstated their previous full-time or three quarter time status their insurance contribution through 

Logos will be adjusted. If an employee chooses on their own to drop to three quarter time or part-time 

status their insurance contribution through Logos will be adjusted starting the first day of their requested 

reduction in hours. Initial meetings with students must be held within one week student’s information. 

ESs must notify the registrar/principal within 48 hours of receiving a student if they cannot make contact 

with the student. 

B. Workers’ Compensation Insurance 

Eligible employees are entitled to Workers’ Compensation Insurance benefits when suffering from an 

occupational illness or injury.  This benefit is provided at no cost to the employee.  See below for a further 

description of making a claim for Workers’ Compensation Insurance benefits. 

C. Leave 

1. Personal/Sick Leave  

Personal or sick leave at Logos Public Charter School is given as a benefit to employees working within 

the organization in accordance with their contract and state law.  

 

Administrative Staff: 

Administrative staff will be given personal and sick leave in accordance with their employment contract. 

The Executive Director allow additional sick leave under his/her discretion with appropriate 

documentation. In all cases where leave is requested the employee must complete a Sick or Vacation 

Request form and submit it to the Executive Director and the business office. Sick time and personal time 

will begin to accrue 30 days after employment begins. Employees may take no more than two weeks off 

at any one time during the academic school year (excluding FMLA or OFLA leaves). The Executive 
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Director may allow additional leave under his/her discretion. Administrative staff may run no more than 

one month into the negative for personal/sick leave. If employment is terminated by either the employee 

or employer when there is a negative personal/sick leave balance, then the negative balance will be 

deducted from the employee’s final check to zero the account.  

 

Support Staff: 

Support staff will be given personal and sick leave in accordance with their employment contract and state 

law. The Executive Director may allow additional sick leave under his/her discretion with appropriate 

documentation. In all cases where leave is requested the employee must complete a Sick or Vacation 

Request form and submit it to the appropriate supervisor and the business office. Sick time and personal 

time will begin to accrue 30 days after employment begins. Employees may take no more than two weeks 

off at any one time during the academic school year (excluding FMLA or OFLA leaves). The Executive 

Director may allow additional leave under his/her discretion. Support staff may run no more than one 

month into the negative for personal/sick leave. If employment is terminated by either the employee or 

employer when there is a negative personal/sick leave balance, then the negative balance will be deducted 

from the employee’s final check to zero the account. 

 

Teachers: 

Logos Public Charter School may provide up to 40 total hours of sick leave to teachers without affecting 

any other type of leave granted by law, regulation, or school board policy. Vacation leave is calculated on 

a per student basis. Administration may establish policy regarding the number of teachers who may take 

leave on any one (1) day. In the best interest of our employees, we require that teachers may take no more 

than 40 hours of paid leave each contract year. Unused sick time will roll over to the following contract 

year but cannot exceed more than 80 accrued hours. Each student meeting missed will count as two hours 

of paid sick time. Missed staff meetings for illness related absences will be docked in hourly increments. 

Up to 8 hours of total sick time allotted may be used for personal reasons. The employee is still 

responsible for reports, attendance, and correspondence during their leave unless other arrangements have 

been made with administration.   

 

Leave requests for teachers, not including taking care of a sick loved one, should be scheduled and 

approved by the Human Resources Manager in writing at least one week in advance.  The school 

employee will need the Human Resources Manager approval prior to any leave being taken. All requests 

are subject to approval based on the time of the year that the request is made. In all cases where leave or 

rescheduling is requested, teachers must complete an email the Human Resources Manager. A teacher 

may request that a specific sub be used in their absence.  

 

In the event of illness, Logos would prefer that employees try to reschedule any meetings to be held as 

soon as the employee is no longer ill, provided it is not a prolonged illness. However if that is not 

possible, teachers may use their allotted paid sick time (in accordance with state law) without a doctor’s 

note. These are known as “self-treated days.” The use of this benefit is limited to illness (the employees 

own, that of a spouse, child or parent), family medical emergencies, bereavement leave, safety leave, 

or doctor’s appointments. Paid sick days will only be taken if a substitute is given. Under special 

circumstances paid sick days can also be taken if a meeting is missed without rescheduling. The 

Executive Director may allow additional sick leave under his/her discretion with appropriate 

documentation.  
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Regardless of the nature of the absences, it is imperative that the Human Resources Manager is notified 

each day of the absence of a teacher. If the Human Resources Manager suspects that there is an employee 

abusing the leave provisions in the contract, s/he may investigate to determine whether the leave request 

was valid. For example, if the Human Resources Manager sees a pattern to absences such as Fridays or 

Mondays or before a holiday, s/he can investigate. If an employee takes more than three days of sick leave 

it must be supported by a doctor’s note. 

 

All teachers must notify the Human Resources Manager in writing if their meetings have been 

rescheduled for their own personal reasons. Rescheduling will not count towards sick time unless a 

substitute is provided.  

2. Personal Leave (Vacation Time) Cap 

Personal leave at Logos Public Charter School is given as a benefit to employees working within the 

organization in accordance with their contract. 

 

Administrative Staff/Support Staff: 

Administrative staff will be given personal leave in accordance with their employment contract. Eligible 

employees can roll over a maximum of 150 personal hours over to the following year (August 1st through 

July 31st period). All unused hours above 150 will expire on July 31st of each year.   

3. Personal Leave (Vacation Time) Cash Out 

Personal leave at Logos Public Charter School is given as a benefit to employees working within the 

organization in accordance with their contract. 

 

Administrative Staff/Support Staff: 

Administrative staff will be given personal leave in accordance with their employment contract. Eligible 

employees can cash out a maximum of 80 personal hours between August 1st, 2018 and July 31st, 2019. 

Eligible employees can cash out a maximum of 60 personal hours between August 1st, 2019 and July 31st, 

2020. Eligible employees can cash out a maximum of 40 personal hours between August 1st, 2020 and 

July 31st, 2021. The maximum cash out allowable beyond July 31st, 2021 will be 40 hours each August 1st 

through July 31st time period for eligible employees.  

4. Comp Time 

Exempt, salaried administrative staff will be eligible for comp time. Comp time will be given based on the 

following rules.  

 If an employee works until 7:00 p.m. for a full-calendar day (8:30-4:30 p.m.) during a 

normally scheduled work day, 1 hour of comp time will be earned. 

 If an employee works until 8:00 p.m. for a full-calendar day (8:30-4:30 p.m.) during a 

normally scheduled work day, 2 hours of comp time will be earned. 

 If an employee works until 9:00 p.m. for a full-calendar day (8:30-4:30 p.m.) during a 

normally scheduled work day, 3 hours of comp time will be earned. 

 If an employee works until 10:00 p.m. for a full-calendar day (8:30-4:30 p.m.) during a 

normally scheduled work day, 4 hours of comp time will be earned. 

 If an employee works 1-3 hours on a normally scheduled office closed date, the hours worked 

will be accrued hour for hour as comp time (ex: 2 hours worked = 2 hours comp time). 
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 If an employee works 3+ hours on a normally scheduled office closed date, 8 hours of comp 

time will be earned. 

 

Comp time will only be allowed for work that must be completed by a particular deadline. Comp time 

will not be earned if an employee prefers to get work done early. Comp time will not be earned if an 

employee has to work late or on a day off because they will be absent on a normally scheduled work day. 

Example: If an employee wants to take July 3rd off for a long holiday break but that will cause them to 

work late on July 2nd to get work done prior to their absence, no comp time will be earned. Comp time 

must be used within 1 calendar month of earned otherwise it will expire. Accruing of comp time (working 

extended hours or on office closed dates) must be approved by the Executive Director or Human 

Resources Manager prior.  

5. Family and Medical Leave Act (FMLA) 

Regularly appointed employees, if eligible, may apply for a leave under the federal Family Medical Leave 

Act (FMLA). The employee is eligible if s/he has worked for a total of at least 12 months as of the date 

the leave commences (the months need not be consecutive) or for 1,250 hours (equivalent to one school 

year under DOE regulations) over the previous 12 months. The FMLA entitles eligible employees of 

covered employers to take unpaid, job-protected leave for specified family and medical reasons with 

continuation of group health insurance coverage under the same terms and conditions as if the employee 

had not taken leave. FMLA leave will run concurrently with all other applicable leaves (OFLA, Worker’s 

Comp, etc). An employee may request to use paid leaves concurrently with unpaid leaves. Eligible 

employees are entitled to: 

 Twelve (12) workweeks of leave in a twelve (12) month period for: 

 the birth of a child and to care for the newborn child within one year of birth; 

 the placement with the employee of a child for adoption or foster care and to care for the newly 

placed child within one year of placement; 

 to care for the employee’s spouse, child, or parent who has a serious health condition; 

 a serious health condition that makes the employee unable to perform the essential functions of his 

or her job; 

 any qualifying exigency arising out of the fact that the employee’s spouse, son, daughter, or parent 

is a covered military member on “covered active duty;” or 

 Twenty-six workweeks of leave during a single 12-month period to care for a covered service 

member with a serious injury or illness who is the spouse, son, daughter, parent, or next of kin to 

the employee (military caregiver leave) 

 

a. Employer Requirements under FMLA 

The same group health insurance benefits, including employer contributions to premiums, would exist as 

if the employee were not on leave. During an unpaid FMLA leave, the school will continue to pay up to 

$860/month of premiums of a full-time employee's ($430/month for three quarter time employees) health, 

dental, and vision benefits. When the employee returns to work, an accounts receivable will be established 

to recover the employee's portion of the premiums. An employee who currently receives the "cash option" 

(in lieu of health benefits) will not receive the "cash option" during FMLA leave. 

 

Under FMLA eligible employees are guaranteed: 

 Restoration to the same position upon return to work. If the same position is unavailable, Logos 

will provide the worker with a position that is substantially equal in pay, benefits, and 

responsibility. 
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 Protection of employee benefits while on leave. An employee is entitled to reinstatement of all 

benefits to which the employee was entitled before going on leave. 

 Protection of the employee to not have their rights under the Act interfered with or denied by 

Logos. 

 Protection of the employee from retaliation by Logos for exercising rights under the Act.  

  

Schools, like other employers, can only count leave time as FMLA leave when the employee would be 

otherwise working. For example, teachers typically are not required to work during the spring, summer, 

and winter breaks. Should any of these breaks fall within that time frame, the time will not be counted 

against them. 

 

If the staff member provides 30 or more days’ notice when applying for FMLA and/or OFLA leave, 

he/she may be required to provide medical documentation when appropriate to support the request for 

leave. The public charter school will provide written notification to employees of this requirement within 

three working days of the staff member’s request for leave. If the staff member provides less than 30 

days’ notice, he/she is required to submit such medical certification no later than 15 calendar days after 

receipt of the public charter school’s notification that medical certification is required. 

 

Under federal law, a second medical opinion at the public charter school’s expense may be required 

whenever the public charter school has reason to doubt the validity of the initial medical opinion. The 

health care provider may be selected by the public charter school. The health care provider shall not be an 

individual employed by the public charter school on a regular basis. Should the first and second medical 

certifications differ, a third opinion may be required. The public charter school and the employee will 

mutually agree on the selection of the health care provider for a third medical certification. The third 

opinion will be final. Second and third opinions and the actual travel expenses for a staff member to 

obtain such opinions will be paid for by the public charter school. 

 

Under state law, the public charter school may require a second opinion and designate the health care 

provider. Should the two opinions conflict, the public charter school may require a third opinion and that 

the two providers designate the third health care provider. The third opinion will be final. Second and 

third opinions and the actual travel expenses for a staff member to obtain such opinion will be paid for by 

the public charter school. 

 

If the leave is for the purpose of an employee’s own serious health condition, he/she may also be required 

to provide a fitness-for-duty medical release from the health care provider before returning to work. 

 

Recertification is required if leave is sought after expiration of the time estimated by the health care 

provider.  Failure to submit recertification can result in termination of the leave. The public charter school 

may require a staff member using OFLA leave to care for a sick child to provide medical certification 

after the use of more than three days of such leave in a one-year period. The will pay the cost of the 

medical certification not covered by insurance or other benefit plans. 

 

Employees who return to work immediately following the expiration of an approved FMLA will be 

reemployed in their former position or a comparable job, except as permitted by law.  As a rule, 

employees will have no greater right to employment than they would have had if they had been 

continuously employed. 
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Upon returning to work, it is appropriate to find childcare for newborn and/or small children in the 

completion of professional responsibilities at the school.  Having the flexibility in working with parents 

and students can become challenging when an employee brings their small children to work. The 

employee’s childcare takes away from the service the school provides to parents and students.  Employees 

with small children must locate childcare in order to dedicate service to families. 

 

 The federal FMLA does not apply to: 

 workers in businesses with fewer than 50 employees (25 or more in Oregon); 

 part-time workers who have worked fewer than 1,250 hours within the 12 months preceding the 

leave and a paid vacation; 

 workers who need time off to care for seriously ill elderly relatives (other than parents) or pets; 

 workers who need time off to recover from short-term or common illness like a cold, or to care for 

a family member with a short-term illness; and 

 workers who need time off for routine medical care, such as check-ups. 

 

Upon return from FMLA or OFLA leave, the school will make effort to assign ESs the same caseload 

previously held but cannot guarantee this. The school is in no way obligated to return the same students 

back to the ES upon return. 

 

b. Increasing the uses for FMLA leave 

FMLA leave can be used for a worker’s serious health condition, the serious health condition of a family 

member, or upon the arrival of a new child. State FMLA laws and the new military family provisions of 

the FMLA have been broadened in Oregon to also include care for the non-serious injury or illness of a 

child requiring home care.  

6. Military FMLA 

As of 2008, employees who are members of the reserve forces or the National Guard are subject to 

weekend duty, annual training duty, or short-term emergency duty are included in the military portion of 

the Family Medical Leave Act (FMLA) under the National Defense Authorization Act. Companies are 

generally not required to compensate employees for leaves due to military service, but must grant a 

maximum of 14 days a year for such duty. The employee is not required to use his or her vacation or paid 

time off for days required for service. The new FMLA regulations include these two types of military 

family leave referred to as “qualifying exigency leave” and “military caregiver leave.” 

 

a. Qualifying Exigency Leave 

Full-time employees are entitled to 12 weeks of leave when an immediate family National Guard or State 

Reserve member is called to duty by the federal government. Full-time employees can claim qualifying 

exigency leave for: 

  

·      deployment on short notice - meaning less than seven (7) days notice 

·      military events, ceremonies, or programs related to active duty 

·      childcare 

·      financial or legal appointments 

·      counseling 

·      rest and recuperation 

·      post-deployment activities such as arrival ceremonies and reintegration   
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       briefings 

·     additional activities agreed upon by your employer 

  

b. Military Caregiver Leave 

The 2008 amendments to the FMLA for military family members extend the FMLA’s protection to next 

of kin and to adult children. The Department of Labor on June 22, 2010 clarified the definition of "son 

and daughter" under the FMLA "to ensure that an employee who assumes the role of caring for a child 

receives parental rights to family leave regardless of the legal or biological relationship" and specifying 

that "an employee who intends to share in the parenting of a child with his or her same sex partner will be 

able to exercise the right to FMLA leave to bond with that child." Some states had already expanded the 

definition of family in their own FMLA. Oregon has included domestic partners, grandparent, grandchild 

or parent-in-law.  

 

Full-time employees are entitled to 26 weeks of unpaid, job-protected leave per year.  This applies when 

the employee must care for a family service member with a serious illness or injury received in the line of 

active duty. 

  

·      The service member must be a current member of the Armed Forces, Guard or Reserves, or on 

temporary disability retirement. Former members and those on permanent disability are not covered. 

·     You must be the service member's parent, spouse, child or next of kin.  Parents-in-law are not eligible. 

·      The 26 weeks is not in addition to the 12 weeks full-time employees would receive to treat an 

illness. The maximum total is 26 weeks. No other extension will be allowed. 

  

The eligibility for military FMLA is identical to non-military FMLA. An eligible employee for FMLA is 

one who has been employed for a total of at least twelve (12) months on the date on which any FMLA 

leave is to commence and who, on that same date has physically worked for at least 1,250 hours during 

the previous twelve (12) month period. The hours need not be consecutive hours. Time off for sick leave 

or personal leave are not to be counted toward the 1,250 hours of work. 

 

An employee returning to work from an FMLA leave is entitled to be restored to the same position of 

employment (held by the employee when notice was given or the leave commenced) or to an equivalent 

position with equivalent employment benefits, pay, and terms and conditions of employment. An 

employee may be temporarily transferred to an available alternative position, for which he or she is 

qualified, that has equivalent pay and benefits that better accommodates the employee’s need to take 

intermittent leave or reduce his or her time base. 

 

7. Disability Accommodation  

Logos is committed to complying fully with the Americans with Disabilities Act (ADA) and ensuring 

equal opportunity in employment for qualified persons with disabilities. All employment practices and 

activities are conducted on a non-discriminatory basis. 

 

Hiring procedures have been reviewed and provide persons with disabilities meaningful employment 

opportunities. Pre-employment inquiries are made only regarding an applicant's ability to perform the 

duties of the position. 

 

Reasonable accommodation is available to all disabled employees, where their disability affects the 
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performance of job functions. All employment decisions are based on the merits of the situation in 

accordance with defined criteria, not the disability of the individual. 

 

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or 

changes in compensation) as well as in job assignments, classifications, organizational structures, position 

descriptions, lines of progression and seniority lists. Leave of all types will be available to all employees 

on an equal basis. 

 

Logos is also committed to not discriminating against any qualified employees or applicants because they 

are related to or associated with a person with a disability. Logos will follow any state or local law that 

provides individuals with disabilities greater protection than the ADA. 

 

This policy is neither exhaustive nor exclusive. Logos is committed to taking all other actions necessary 

to ensure equal employment opportunity for persons with disabilities in accordance with the ADA and all 

other applicable federal, state, and local laws. 

8. Return to Work 

Efforts will be made on a case-by-case basis to return ill or injured employees to work. Returns will be 

within the requirements of the injury, the limitations of the law and the limitations of the school.  

 

In the event an employee is not able to perform essential job functions completely after an illness or 

injury, the school will determine whether reasonable accommodations are appropriate that would provide 

temporary light duty assignment, restructuring of job to include modified workdays, shift or part-time 

work, hours of work or modifications in facilities, equipment, special aids and services. Reasonable 

accommodations must not result in an undue hardship on the school.  

 

If an employee cannot be reasonably accommodated in his/her current job, the school will review 

alternative assignments. The employee, if qualified, will be offered an available vacant position with or 

without reasonable accommodations. If no other assignment is possible, the school will provide unpaid 

leave if recovery is ongoing and sick leave is exhausted. Unpaid leave will be provided in accordance 

with Oregon law.  

9. Mother Friendly Workplace 

 
A reasonable effort will be made to provide a room or other location in close proximity to an employee’s 
work area, other than a restroom, where an employee can breast-feed her child or express milk in privacy.  
 
A 30-minute, unpaid rest period to express milk or breast-feed during each 4-hour work period, or the 
major part of a 4-hour work period, to be taken by the employee approximately in the middle of the work 
period will be provided to the employee. Please contact the Human Resources Manager to set up a private 
location to do so if interested. 

10. Bereavement 

 Eligible employees are allowed up to three consecutive days off from regularly scheduled duty for paid 

bereavement leave in the case of a death in their immediate family. At the discretion of the supervisor, 

additional time off may be granted with appropriate documentation. Pay is computed by using the 

employee's normal work schedule. “Family member” means the spouse of an employee, the biological, 

adoptive or foster parent or child of the employee, the grandparent or grandchild of the employee, a 
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parent-in-law of the employee or a person with whom the employee was or is in a relationship of in loco 

parentis. 

 

Eligible employees are allowed one (1) excused unpaid absence of no more than one (1) day from regular 

scheduled duty for attending the funeral of a relative who is not an immediate family member.  Advanced 

notice for a bereavement leave is not required. Employees on short-term disability, FMLA, workers’ 

compensation, or any type of leave of absence are not eligible for bereavement leave pay during the 

leave.  An employee cannot extend any type of leave by adding bereavement days after the leave ends. 

11. Jury or Witness Duty 

In the event of jury or witness duty employees must meet with their immediate supervisor to determine a 

plan for their work during their time absent. If the education specialist can rearrange their schedule to see 

their families that would be the best option during short-term jury duty.  The employee may be required to 

provide proof of jury duty service. In the event that Logos provides an employee paid leave during their 

time absent, the employee must turnover any pay given to them by the court to the school to appear in 

court or other judicial proceeding as a witness to comply with a valid subpoena or other court order.   

12. Storm Day Procedures 

In the event of a major storm, the school district and/or Executive Director the student resides in will 

determine whether to open, close, or delay the opening of school. Therefore if a student is in Grants Pass 

and Grants Pass calls a snow day but Medford does not, the ES will not need to visit any student they 

have in Grants Pass but will still need to see students in Medford. The ES must contact the student by 

Skype or phone in place of a visit to account for their work that week. Storm days are not counted against 

leave time. When an employee is absent as a result of inclement weather and the school has not been 

declared closed by the school district and/or principal that absence may be regarded as personal leave. 

13. Legal Holidays 

Logos Public Charter School recognizes the following legal public holidays: 

 New Year's Day, January 1 

 Martin Luther King, Jr. Day, the third Monday in January 

 President’s Day, the third Monday in February 

 Memorial Day, the last Monday in May 

 Independence Day, July 4 

 Labor Day, the first Monday in September 

 Veterans Day, November 11 

 Thanksgiving Day, the fourth Thursday in November 

 Christmas Day, December 25 

 

The school may choose to grant additional time for Thanksgiving break, Christmas break, and spring 

break at their discretion.  

 

Holidays will not be compensated for non-exempt employees if they fall on a Saturday or Sunday in the 

months of September through May. Holidays on a Friday, Saturday, or Sunday in the months of June 

through August will also not be compensated. 

 



  2019-2020 Employee Handbook 

 

LOGOS PUBLIC CHARTER SCHOOL – EMPLOYEE HANDBOOK                 Revision 1   July 2019                                            Page 41 of 45 

  

 

D. Insurance Benefits 

1. Health Insurance 

Full-time employees are entitled to health insurance benefits in accordance with the school’s health 

insurance plan.    

Health insurance benefits through Logos will not lapse during summer break.  Logos will provide “flex 

credits” of $860 of the premium for employees and any eligible dependents in the same program. Logos 

will provide “flex credits” of $430 of the premium for three-quarter time employees and any eligible 

dependents in the same program.   Any amount above and beyond that will be deducted from the 

employee’s paycheck.   

If an employee declines medical insurance through Logos they will be considered to have “waived” health 

insurance coverage.   Logos will pay full-time employees $250/month for waived medical insurance and 

an additional $50/month for waiving of all other insurance options (maximum of $300/month). Logos will 

pay three quarter time employees $125/month for waived medical insurance and an additional $25/month 

for waiving of all other insurance options (maximum of $150/month).  Proof of current active medical 

insurance must be provided to qualify for the opt out funds.  

 

Logos is and will remain in full compliance with the Affordable Care Act. 

Full-time employees are also entitled to a Health Savings Account (HSA) benefit that does not exceed 

$300.00 per month for each month except July and August.  If a full-time employee declines Logos health 

insurance, the Logos provided HSA contribution of $300.00 per month ($3,000.00 annually) is forfeit. 

Three quarter time employees are also entitled to a Health Savings Account (HSA) benefit that does not 

exceed $150.00 per month for each month except July and August.  If a three quarter time employee 

declines Logos health insurance, the Logos provided HSA contribution of $150.00 per month ($1,500.00 

annually) is forfeit. 

Payment of premiums while on FMLA leave remain the same as if the eligible employee were not on 

leave.  Thus, the employee is required to pay any premium payments for themselves and their dependents 

during leave that would have been made if he/she were not on leave, while the school continues to pay the 

benefits at the same level as if the employee were not on leave.  When a request for FMLA leave is 

granted, the school will give the employee written confirmation of the arrangements made for the 

payment of insurance premiums during the leave period.   

If the employee out on leave chooses not to return to work from a leave allowed by this policy after the 

expiration of the leave, the employee will be required to repay the school the premium amounts it paid 

during leave, unless the employee does not return to work because of circumstances beyond his/her 

control or because of recurrence, continuation, or onset of a serious health condition. 

If an employee drops below full-time or three quarter time status Logos will provide that employee a 

health insurance waiting period of 60 days where their previous insurance contribution through Logos 

will stay the same. After the 60 day waiting period if the employee has not reinstated their previous full-

time or three quarter time status their insurance contribution through Logos will be adjusted. If an 
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employee chooses on their own to drop to three quarter time or part-time status their insurance 

contribution through Logos will be adjusted starting the first day of their requested reduction in hours.  

2. Drug and Alcohol Rehabilitation Leave 

The school will reasonably accommodate an employee who voluntarily enters and participates in an 

alcohol or drug rehabilitation program, including potentially providing unpaid leave to participate in the 

program.  The school will not pay for the costs incurred in attending a rehabilitation program.  An 

employee who wishes to identify him or herself as an individual in need of the assistance of an alcohol or 

drug rehabilitation program may contact the Executive Director.  The school will take all reasonable steps 

necessary to maintain the employee’s privacy in this situation.  The employee may use accrued sick leave 

or accrued vacation time, if any, during requested leave. 

Nothing in this policy shall prohibit the school from refusing to hire or discharge an employee who, 

because of his or her current use of alcohol or drugs, is unable to perform his/her duties or cannot perform 

the duties in a manner that would not endanger his/her health or safety or the health or safety of others. 

3. Time Off for Adult Literacy Programs 

The school will reasonably accommodate and assist any employee who reveals a problem of illiteracy and 

requests employer assistance in enrolling in an adult literacy education program.  Employees will be 

required to bear the cost associated with enrollment in an adult literacy education program, but the school 

will assist the employee by providing the locations of local literacy education programs.  The school may 

also arrange for a literacy education provider to visit the school.   

An employee who wishes to reveal a problem of illiteracy and request school assistance should contact 

School Executive Director.  The school will take all reasonable steps to safeguard the employee’s privacy.  

Nonexempt employees may use accrued vacation pay if available to make up for the work that is missed 

to attend literacy classes. 

4. Time Off for Victims of Domestic Violence or Sexual Assault 

Employees who are victims of domestic violence or sexual assault will be given time off as necessary in 

accordance with the law.  Employees may be required to provide reasonable advanced notice of the need 

for time off if feasible and documentation establishing the right to such time off may be requested.  The 

school will take all reasonable steps to maintain the confidentiality of any employee requesting crime 

victim/domestic violence leave.  Please notify the School Executive Director of your need to seek relief as 

far in advance as possible.  If applicable, an employee may use accrued vacation leave for these purposes.   

5. Time Off for Victims of Crime 

An Employee who is a victim of certain crimes (violent felonies, felony thefts, and serious felonies as 

defined by law) or is an immediate family member of a victim, is a registered domestic partner of a victim 

or the child of a registered domestic partner of a victim will be given time off as necessary in accordance 

with the law.  Employees may be required to provide reasonable advanced notice of the need for time off 

if feasible and documentation establishing the right to such time off may be requested.  The school will 

take all reasonable steps to maintain the confidentiality of any employee requesting crime victim leave.  

Please notify the School Executive Director of your need for time off as far in advance as possible.  As 

applicable, an employee may use accrued vacation leave or sick leave for crime victim leave purposes.   
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6. Time Off for Volunteer Firefighters 

Employees who perform emergency duties as volunteer firefighters, reserve peace officers or emergency 

rescue personnel will be given time off as necessary in accordance with the law.  Employees are requested 

to alert the School Executive Director of their status as volunteer firefighters, reserve peace officers or 

emergency rescue personnel so that the school will have advanced notice of the employee’s potential need 

to leave the school in the event of an emergency.  Any time an employee must perform emergency duties, 

he/she must notify the School Executive Director Principal before leaving the school’s premises.  

7. Workers’ Compensation Leave 

Employees that are temporarily totally disabled due to a work-related illness or injury will be placed on 

workers’ compensation leave.  The duration of your leave will depend upon the rate of your recovery and 

the business needs of the school.  Workers’ compensation leave will run concurrently with any other 

applicable medical leave of absence.   

E. Other Benefits 

1. School Supplies 

Logos provides all Educational Specialists with a reimbursement for personal funds used for school 

supplies.  This is a reimbursement of up to $200.00 per contract year. 

2. Professional Development 

Logos provides all Educational Specialists with a reimbursement for professional development.  This is a 

reimbursement of up to $200.00 per contract year. All professional development must be approved by the 

employee’s supervisor and aligned with yearly goals prior to approval for reimbursement.  

VII. Employment Evaluation and Separation 

A. Employee Reviews and Evaluations 

Each employee will receive periodic performance reviews conducted at least annually by their supervisor.  

The frequency of performance evaluations may vary depending upon length of service, job position, past 

performance, changes in job duties or recurring performance problems. 

Your performance evaluations may review factors such as the quality and quantity of the work you 

perform, your knowledge of the job, your initiative, your work attitude, and your attitude toward others.  

The performance evaluations are intended to make you aware of your progress, areas for improvement, 

and objectives or goals for future work performance.  Favorable performance evaluations do not 

guarantee increases in salary or promotions or retention of your job.  Salary increases and promotions are 

solely within the discretion of the school and depend upon many factors in addition to performance.  After 

the review, you will be required to sign the evaluation report simply to acknowledge that is has been 

presented to you, that you have discussed it with your supervisor, and that you are aware of its contents.  

The evaluation system in no way alters the employment at-will relationship. 
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B. Discipline and Involuntary Termination 

Violation of the school’s policies and rules may warrant disciplinary action, which may take multiple 

forms, including verbal warnings, written warnings, suspensions or termination.  The school’s 

disciplinary system is informal and the school may, in its sole discretion, utilize any form of discipline it 

deems appropriate under the circumstances, up to and including termination of employment upon the first 

offense. Logos requires employees to return school property within 48 hours of termination or 

resignation. In the event of an involuntary termination, the employee will forfeit any unused vacation 

time.  

C. Voluntary Termination 

An exit interview will normally be scheduled on the last day of work with Human Resources.  The 

purposes of the exit interview is to review eligibility for benefit conversion, to ensure that all necessary 

forms are completed, to collect any company property (including keys, equipment, documents and 

records) that may be in the employee’s possession, to review the employee’s obligations regarding 

confidential information, and to provide the employee with the opportunity to make any constructive 

comments and suggestions on improving the working environment at the school. Logos requires 

employees to return school property within 48 hours of termination or resignation. The school appreciates 

receiving candid opinions of the employee’s employment.  Final pay, including pay for any earned but 

unused vacation time, will be provided in accordance with state law. 

Under ORS 342.553 teachers must attempt to give their immediate supervisors 60 days notice before 

terminating their employment. Failure to do so may result in disciplinary action by the Teachers 

Standards and Practices Commission. This ruling does not remove an employee’s ability to terminate their 

employment at-will. We will attempt to resolve your termination request as quickly as possible but ask 

that you attempt to follow ORS 342.553 to the best of your ability. 

D. Return of Property 

Employees are responsible for all Logos property, materials, or written information issued to them or in 

their possession or control. 

Employees must return all Logos property within 48 hours of request or upon termination of employment. 

Where permitted by applicable laws, Logos may withhold from the employee's check or final paycheck 

the cost of any items that are not returned when required. Logos may also take all action legally deemed 

appropriate to recover or protect its property. 

E. Employment Verifications 

All requests for employment verifications must be promptly directed to the Business Manager or Human 

Resources Manager.  When contacted for a reference or employment verification, the school will only 

provide information concerning dates of employment and the title of the last position held.  Other 

employees may not provide any employment verifications for any other employees. 

F. Arbitration 

In order to resolve disputes in a cost effective and efficient manner, the school may require that its 

employees enter into an arbitration agreement.   
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ACKNOWLEDGEMENT OF HANDBOOK AND AT WILL EMPLOYMENT 

(Employer Copy) 

I acknowledge that I have received the Logos Public Charter School’s Employee handbook.  I have read 

the handbook and understand the contents of the handbook.  I agree to abide by all of the school’s 

policies. 

I understand and agree to my at-will employment status as described in the handbook, summarized as 

follows: 

 This handbook does not in any way reflect a contract of employment, either express or implied 

between me and the school.   

 The school is an at-will employer.  I am free to terminate the employment relationship with the 

school at any time but I am aware of the TSPC consequences for such actions; the school, in its 

sole discretion, also reserves the right to modify or terminate the employment relationship with me 

for any or no reason at any time.  Specifically, the school may modify all terms of employment 

including any policy or practice and/or my hours, wages, working conditions, job assignments, 

position title, compensation rates, and benefits in its sole discretion.  Violation of employee’s 

obligation under the Employee Handbook may result in disciplinary action up to and including 

termination. 

 Nothing in this handbook creates, or is intended to create, a promise or representation of continued 

employment or guaranteed terms and conditions of employment for me.  Further, there is no 

agreement, express or implied, written or verbal, between the employee and the school for any 

specific period of employment, for continuing or long-term employment, or for guaranteed terms 

and conditions of employment. 

I understand that other than the Executive Director, no supervisor or representative of the school has the 

authority to enter into any agreement, express or implied, for employment for any specific period of time.  

I understand that only the Executive Director has the authority to make any such agreement. 

Employee’s Name:             

Employee’s Signature:            

Date:     

 

Date Received:  ______________________________________ 

 

    Acknowledged by:  __________________________________________________ 

 

 

 

 

 


