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INTRODUCTION & OVERVIEW
 
Welcome to the Compass Academy Team! 

As we set high standards for all of our faculty, staff, and students, you will find being a member of our team a challenging yet rewarding experience. This handbook outlines these standards — they represent the basic policies and procedures that we expect every member of our team to follow. It is extremely important that you learn the contents of this handbook as well as the student handbook and refer to them often as references.

Throughout the handbook, faculty and staff may be referred to as employees or team members.  Compass Academy may be referred to as the “Academy” or the “School”.

This handbook and the policies, procedures, and guidelines set forth herein are not intended to create or constitute a contract or to change the nature of the employment relationship between Compass Academy and its employees. None of the policies in this handbook modify the “at-will” employment relationship.
 
In bringing together people from a variety of different backgrounds with different life experiences, we strive to create an inclusive community that works towards a common goal. This handbook is one of the resources that will help us achieve that by detailing common policies, performance appraisal systems, and management structures inherent within Compass Academy. Please be sure to read this handbook thoroughly. 

You should always consult with school leadership or administration if you have any questions about the material included here. Occasionally, it may become necessary to modify, update, or even terminate policies outlined here; Compass Academy reserves the right to make changes at any time and at its discretion. Generally, you will be informed about any changes, but changes can also be made without notice. The standards listed in this handbook are not intended to create a contract of employment or contractual obligations of any kind between Compass Academy and any of its team members. The provisions in this handbook have been approved by the Board of Trustees and may be amended or cancelled at any time at their discretion.
 
This handbook applies to all Compass Academy staff unless otherwise stated. Managerial and supervisory staff, however, will at all times be held to the highest duty of loyalty to Compass Academy and the highest standards of behavior. 

At all times, Compass Academy remains solely responsible for the interpretation of this handbook’s provisions and their applications. In applying its policies, procedures, and benefits, Compass Academy retains the right to make decisions based on school leadership and administration’s assessment of its needs and consideration of the specific facts and circumstances presented by each situation. Please do not hesitate to contact Compass Academy’s Middle School Director or Executive Director if you have any questions. 

In the back of the handbook you will find an Acknowledgement and Receipt form to sign and return to the Middle School Director or Executive Director. This documents your acceptance and agreement to follow the policies and procedures as an employee of Compass Academy.  This handbook is effective July 1, 2016 and replaces all previous handbooks or personnel policies.






MISSION, VISION, & CORE VALUES

MISSION
Compass Academy will enable its students to realize their unique talents, while mastering core academic skills.  In addition, students will develop social-emotional strengths as well as learner and leader competencies that are required for success in the 21st century. Compass Academy will deploy a team of diverse City Year – AmeriCorps members, combined with advances in the learning sciences, to create a personalized learning environment where all members of the school community passionately pursue deeper learning.

VISION
Compass Academy will educate youth to be well prepared for post-secondary education, workforce training, and civic participation. Compass Academy will provide multiple pathways for students to achieve adult success. Students at Compass Academy will develop as lifelong learners who think critically to solve problems, as well as foster a lifelong commitment to serve the global community. 

CORE VALUES

	Learner
	Leader

	[image: ]     Learning to Learn
I know how to learn, and I am constantly learning.
	[image: ]     Ubuntu:  In Lak’Ech
I see myself as part of a global, interconnected community.

	[image: ]   Academic Excellence
I have the skills and tools to succeed in the world.
	[image: ]      Idealism to Action
I believe I can make the world a better place and lead by example.  

	[image: ]
Well-Being 
I know who I am and how to take care of myself.

	[image: ]
Biliterate-Bilingual
I use the power of language to be a Learner & Leader.









PARTNERS AND BOARD MEMBERS

Compass Academy is the product of intensive design work led by City Year and the Center for Social Organization of Schools at Johns Hopkins University, two nonprofits with 50 years of combined experience helping students succeed.

City Year is an education-focused nonprofit organization founded in 1988 that partners with public schools and teachers to help keep students in school and on track to succeed. Its corps members work in nearly 250 schools across the United States and have served close to 5,000 students in Denver since 2011. 

The Center for Social Organization of Schools at Johns Hopkins University has been a contributor to education policy reform since 1966. CSOS leads research studies on schools and student outcomes and provides assistance to help schools implement their best practices.

Our Board of Trustees is a dedicated group of individuals committed to achieving our school’s mission. Below is a list of board members and their affiliations:

· Mary Seawell (Chair), Senior Program Officer, Gates Family Foundation
· Ken Greene (Treasurer), Deputy Manager of Aviation - Airport Operations Division, Denver International Airport
· Jim Belfanz, President, City Year, Inc.
· Dr. Robert Belfanz, Senior Research Scientist at Center for Social Organization of Schools, Johns Hopkins University and Co-Director of Everyone Graduates Center and Talent Development Secondary
· Michael Johnston, Colorado State Senator
· John Kechriotis, General Counsel, Sharpe Holdings, LLC
· Dexter Korto, Denver Public Schools Middle School Teacher and City Year Alumnus
· Jeff Park, Vice President and Executive Director, City Year Denver
· Pami Perea, Manager of Donor and Community Relations, Colorado UpLift
· Annie Proietti, Denver Public Schools, High School Teacher
· Stephanie Wu, Senior Vice President and Chief Program Design and Evaluation Officer, City Year, Inc.

EMPLOYMENT PRACTICES

EQUAL EMPLOYMENT OPPORTUNITY
Compass Academy is an Equal Opportunity Employer. As an Equal Opportunity Employer, Compass Academy is committed to equal employment opportunity for staff and applicants for employment without regard to race, gender, gender identity, religion, color, sexual orientation, age, veteran status, national origin, creed, marital status, mental or physical disability, transgender status, genetic information, and other classifications protected by local, state or federal law in all areas of employment. Compass Academy is committed to making any reasonable accommodation necessary to support an individual’s employment with Compass Academy. Any person who is legally eligible to work in the United States may apply for employment with Compass Academy. Equal employment opportunity will extend to all persons in all aspects of the employer – staff relationship, including recruitment, hiring, training, promotion, compensation, benefits, transfers, sponsored training, social and recreation programs.

Compass Academy strives to ensure that all employment decisions, including recruiting, hiring, training, terminations, compensation, benefits, and performance assessment are administered throughout the school in a manner consistent with our policy of equal employment opportunity and in accordance with federal, state and local laws. Any alleged violations will be promptly reviewed and, following an investigation, will be resolved promptly and appropriately.

TITLE IX
Title IX prohibits discrimination, exclusion from participation, and denial of benefits based on sex in educational programs and activities receiving federal financial assistance.

Internally, the Title IX contact for concerns and inquiries is the Compass Academy Compliance Officer, Manuel Aragon.
 
Further, the following person can be contracted for district, school, parent, and student complaints and inquiries:
 
Joanna Bruno, Colorado Department of Education
Office of Language, Culture and Equity
201 E. Colfax Ave. Room 401
Denver, CO 80203
Phone: 303-866-6870 Email: bruno_j@cde.state.co.us
 
Further information on Title IX can be found at: http://www.cde.state.co.us/utility/titleIX.htm
 
SECTION 504
Section 504 prohibits discrimination, exclusion from participation, and denial of benefits based on disability in programs or activities receiving federal financial assistance. Section 504 is enforced in Colorado by the Office for Civil Rights (OCR). OCR can be contacted by calling (303) 844-5695.  More information can be found at: http://www.cde.state.co.us/cdesped/504Info.asp.
 
REASONABLE ACCOMMODATION OF DISABILITY
Compass Academy will act in accordance with the law to accommodate all persons who have a physical and/or mental impairment that substantially limits one or more life activities, within its facilities and workplace activities, unless undue hardship to Compass Academy would result.  Any applicant or employee who requires an accommodation in order to perform the essential functions of his/her job should contact Human Resources and request such an accommodation.
 
HUMAN RIGHTS POLICY  	
Compass Academy brings together a diverse group of individuals.  It is guided by the principle that respect and consideration for all individuals is foremost in all school activities. Compass Academy wishes to stress that it is the responsibility of every member of the Compass Academy community to observe and uphold the principles of equal opportunity as they affect staff, faculty, and scholars in all aspects of school life.  It is the responsibility of every member of the Compass Academy community to actively promote appropriate workplace behavior.  Any form of coercion or harassment that insults the dignity of others or impedes their freedom to work and learn will not be tolerated.  Any such form of coercion or harassment will result in appropriate discipline, up to and including termination.

AT-WILL EMPLOYMENT
Employment with Compass Academy is “at-will”.  This means that the employee has the right to terminate employment with the school at any time, for any reason, with or without notice.  Compass Academy also has the right to terminate employment at any time, for any non-discriminatory reason, with or without notice.  Nothing in this handbook changes the “at-will” employment relationship; nor does it  extend or guarantee employment in any way or for any specific period of time, or restricts or limits the employee’s  right, or that of Compass Academy to terminate employment.  As an employee you will be provided with an employment agreement, but the agreement does not modify the at-will employment nature of your employment, nor does it create an employment for a specific term or contract.

The Board of Trustees has the sole authority to approve employment agreements on behalf of Compass Academy.  Compass Academy reserves the right to enter into employment agreements as it deems appropriate to address the Academy’s needs.  No one, however, has the authority on behalf of Compass Academy modify the “at-will” employment relationship or enter into an employment agreement or contract or to make any legally enforceable promise or commitment – express or implied – with any employee or other person/company. No employee may rely upon any purported or draft contract, promise or commitment, including one created or provided by the School’s Executive Director or Middle School Director unless it is approved by the Compass Academy Board of Trustees at a publicly noticed meeting upon a public vote.  If there are discrepancies between the employment agreement and the handbook, the provisions of the employment agreement are controlling.     

BACKGROUND CHECKS
All employees are required to give signed authorization for Compass Academy to complete a criminal record check, for conviction and pending criminal case information only.  Compass Academy, in accordance with state law, must complete a fingerprint-based background check on its new employees.  This is an effort to ensure the safety and security of our scholars and staff.  Additionally, after employment is secured, random background checks may be conducted.  This is in an effort to maintain the integrity of the safety of Compass Academy. 

REQUIRED PAPERWORK FOR HIRING
The following documentation must be on file for each employee:
· Offer Letter
· Personnel Information Form
· Form I-9
· Form W-4
· Authorization for background check
· Staff handbook acknowledgement
· Health insurance enrollment (optional) or HIRD form
· Dental insurance enrollment form (optional)
· COBRA acknowledgement form
· PERA enrollment and beneficiary designation forms (teachers and certain administrations)
· SSA-1945 Form (Social Security)
· Official transcripts and licenses (teachers)
· Evidence of being “highly-qualified” 

IMMIGRATION REFORM AND CONTROL ACT
The Immigration Reform and Control Act of 1986 (IRCA) prohibits Compass Academy from employing any person not legally authorized to work in the United States. Each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility.  If the documentation of authorization to work in the United States has an expiration date, employees are required to present documentation of continued eligibility to work in the United States before the expiration date.

SALARY
An employee’s annual salary, plus agreed upon stipends (if applicable), are defined in the individual’s offer letter. Questions and concerns should be directed to the Executive Director. Compass Academy considers many factors in setting individual salaries.  These may include, but are not limited to:
· Past teaching performance at Compass Academy or elsewhere.
· Level of education.
· Years of teaching experience.
· Demonstrated commitment to the school.
Annually, staff who have been offered a position with the school for the next year will meet with the Middle School Director to review contracts.

CLASSIFICATION OF EMPLOYMENT
Compass Academy maintains standard definitions of employment status and classifies employees for purposes of personnel administration and related payroll transactions according to the following definitions:
· Full-Time - Employees regularly scheduled to work 35 hours or more per week are considered full-time. These employees are eligible for Compass Academy’s full benefits package, subject to the terms, conditions and limitations of each benefit program.  Full-time employees may be "exempt" or "non-exempt" as defined below.
· Part-Time - Employees regularly scheduled to work fewer than 35 hours per week.  These employees receive all legally-mandated benefits. Part-time employees may be eligible to participate in any of the other benefit programs depending on the eligibility standards for each benefit.
· Independent Contractor- Those hired for a specific period of employment, or for a special project.  These employees do not receive any of Compass Academy’s benefits.
· Exempt- Employees whose positions meet specific tests established by the Fair Labor Standards Act (FLSA) and state law and who are exempt from overtime pay requirements.  Executives, professional employees (i.e. teachers), and administrative positions are typically exempt.  
· Non-Exempt- Employees whose positions do not meet FLSA exemptions tests and are subject to the overtime provision of the FLSA.  These employees will receive time and one-half (i.e., one and one-half times) their regular hourly rate for all hours worked in excess of 40 hours actually worked in a workweek. All overtime hours must be pre-authorized by the Director of Operations, Manuel Aragon. At Compass Academy, temporary and seasonal employees may qualify as non-exempt.

If you change positions during your employment as a result of a promotion, transfer or otherwise, you will be informed by Human Resources of any change in your exemption status.
 
Please direct any questions regarding your employment classification or exemption status to the Executive Director.

PAY PERIODS        	
Pay dates will occur on the 15th day of each month. For your convenience, automatic payroll deposits are made to the bank account of your choice. Withholding and deductions will be made for federal and state taxes as well as other authorized deductions such as health care plan costs, etc.
 
Compass Academy is required by law to withhold certain federal and state taxes from wages paid to employees. The rates at which these deductions are made and the total amount that must be withheld varies in accordance with applicable law. Compass Academy also makes other payroll deductions, such as those relating to retirement plan contributions and health insurance, upon authorization by the employee or in accordance with state and federal law governing retirement deductions.
 
Following the end of each calendar year, no later than January 31, the employee is supplied with his or her Wage and Tax Statement (W-2) form.  This statement summarizes the employee’s income and deductions for the previous calendar year.



BUSINESS TRAVEL/FIELD TRIPS
All staff members are expected to exercise good business judgment when incurring travel and school business expenses. All travel and school business expenses should be approved in advance by the Executive Director. Staff will be reimbursed for ordinary and necessary expenses incurred while engaged in Compass Academy business, subject to approval by the Executive Director. All requests for advance payment or reimbursement of business expenses must be submitted in advance in strict compliance with the procedures and forms adopted by Compass Academy, including necessary documentation of business expenses.  For approved trips, staff will be reimbursed for meals not provided by either the hotel or the event/conference they are attending according to set meal per diem amounts (breakfast, $10; lunch, $15; dinner, $25; all totals including tips). Alcoholic beverages shall not be a reimbursable expense.  Any mileage to be reimbursed will be reimbursed at the current federal mileage rate.

PAY CORRECTIONS
We make every effort to ensure our staff is paid correctly. Occasionally, however, inadvertent mistakes can happen. When mistakes do happen and are called to our attention, we will promptly take action to make the necessary corrections. Please review your paycheck when you receive it to make sure it is correct. In the event that an error has occurred, the employee should promptly bring the discrepancy to the attention of the Middle School Director or Executive Director so that corrections can be made as quickly as possible. 

PAY DEDUCTIONS
It is the policy of Compass Academy to comply with the salary basis requirements of the Fair Labor Standards Act (FLSA). Therefore, we prohibit any improper deductions from the salaries of exempt staff. We want staff to be aware of this policy and that Compass Academy does not allow deductions that violate the FLSA. If you believe that an improper deduction has been made to your salary, you should immediately report this information to the Executive Director. Reports of improper deductions will be promptly investigated. If it is determined that an improper deduction has occurred, you will be promptly reimbursed for any improper deduction made. 

Deductions from an employee’s gross pay period earnings fall under two categories: Mandatory and Voluntary. Mandatory deductions are those required by law or court order such as, but not limited to, applicable federal, state, and local income taxes, social security, and Medicare taxes. 

SEPARATION FROM EMPLOYMENT
The term “termination” applies to all forms of separation from employment.  It is not intended to convey that the separation from employment was voluntary or involuntary, just that an employee will no longer be employed by Compass Academy.
 
VOLUNTARY TERMINATION
Compass Academy will consider employees to have voluntarily terminated employment if they resign from Compass Academy, fail to return from an approved leave of absence on the specified date without appropriate notification, or fail to report to work or call in sick for three (3) or more consecutive workdays.  Consideration will be given to those with sickness, family emergencies, etc.
 
RETURN OF COMPASS ACADEMY PROPERTY
Upon termination of employment from Compass Academy, employees must return all computer equipment, phones, supplies, keys, and other Academy property in an acceptable condition. The equipment must be returned in person or packed professionally, insured, and returned to the Academy.  Compass Academy may take action to recoup any replacement costs and/or seek the return of company property through appropriate legal channels. 
 

EXIT INTERVIEW
Employees who resign are expected to participate in an exit interview during which they may provide their reasons for leaving, other impressions, and insights into areas for improvement for Compass Academy. Certain information may be considered confidential. 
 
FINAL PAYCHECK
In the event that employment with Compass Academy is terminated, regardless of the manner of termination or the reason, or lack of reason for the termination, the Academy shall compensate the employee for the days worked prior to separation.  Final compensation will be based on the per diem rate of the employee’s annual salary.  Any deductions for medical and/or dental dependent benefit coverage necessary to cover the employee’s contribution for the month of termination will be made from the final paycheck.  If an employee is no longer at Compass Academy on the date of the final paycheck, the paycheck or direct deposit advice will be mailed to them. 
 
ADDRESS CHANGE NOTIFICATION
Employees are advised to notify Compass Academy of any address changes during the calendar year in which the termination occurs so that year-end tax information may be sent to the proper address.


HOURS OF WORK AND LEAVE TIME

TEACHER HOURS AND WORKDAYS
The minimum school hours for instructional staff are 7:50 a.m. - 4:30 p.m. during the 202 working days (and 5 flex days in July) from July 1st to June 30th, however from time to time, instructional staff may be required to work days or hours which differ so as to accommodate school activities or functions. To protect student safety and to provide for the proper supervision of students, teachers’ minimum workdays shall extend from one-half hour before the students’ instructional day begins to when the students for which they are responsible have departed and those teachers have completed their professional responsibilities to the students and the school for that day. Program development, school teams and committees, professional growth and collaboration activities, parent and faculty meetings and conferences, bus duty, help for individual students, and care of school property and equipment are examples of activities which will require the continuation of professional service beyond student departure. The Middle School Director or designees shall determine adherence with these guidelines. 

ABSENCES
Prior to taking a leave of absence for purposes of vacation, personal leave, military or jury duty, or other planned absence, an employee should provide a written request to the Middle School Director at least one week prior to the scheduled leave date (unless the request is due to an unexpected emergency) and receive approval of the request. Forms are available in the office and can be found on-line. The nature of an emergency request should be shared with the Middle School Director.

Paperwork for paid leave for an absence due to personal illness, family illness, or bereavement leave should be submitted upon return from the absence as it cannot necessarily be filled out in advance of the absence.

All employees are expected to arrive to work on time and work on a regular and consistent basis, completing their regularly scheduled hours per week. Excessive absenteeism may result in disciplinary action, up to and including termination. Disciplinary action taken because of absenteeism will be considered on an individual basis, following review of the employee's absentee and overall work record.

Any employee who does not call or report to work for two consecutive workdays will be considered to have voluntarily resigned employment from Compass Academy.

SUBSTITUTE PROCEDURE
Please understand that it is often difficult to find the best substitutes on short notice. We expect you to be at work unless you have an emergency or have planned a personal day well in advance. Compass Academy will establish a certified pool of applicable substitute candidates who will be contacted by an appointed administrator to secure availability. Teachers are asked to find substitutes for personal days and will do their best to help when giving the school short notice due to illness or other emergency situations.  Teachers will submit lesson plans to the Instructional Coach to have on hand to be used in the case of an emergency.

HOLIDAYS AND BREAKS
Eligible full-time team members receive pay for the same number of legal holidays occurring within the period of employment and part-time team members are entitled to paid holidays on a pro-rata basis. Temporary team members are not entitled to paid holidays. Paid holidays are granted only to team members who are actively employed through the day on which the holiday is scheduled, or actively employed for one-half or more of the workdays in the pay period. This includes Independence Day for summer employment. Team members do not receive compensation for holidays scheduled before their date of employment or after their date of separation. The Board determines when holidays are scheduled in the school calendar (on our website). 

PERSONAL LEAVE
Full-time employees will receive 10 Personal Leave (PL) days yearly. These days may be used for personal leave, professional development, or illness. Employees will not accrue PL during any unpaid leave of absence. Part-time employees receive PL days on a pro-rated basis. For example, an employee working 60% time would receive 6 PL days per year. Staff are not paid for unused PL upon termination of employment, and PL days do not accrue if they are not used from year to year. 

All Personal Leave days must be requested and approved in advance by the Middle School Director. Forms are available in the office and on-line. In the case of illness, these forms can be filled out upon returning. Employees may not take paid PL days on either side of a holiday, during standardized testing periods, or on in-service workdays. 

STAFF DEVELOPMENT DAYS
Outside staff development must have prior administrative approval. Approval for Administrative and Leadership development must have prior approval from organization leadership. All staff development will include follow-up and evidence of implications and applications of the information or strategies within that team member’s classroom, grade, or the school as a whole.  


BEREAVEMENT LEAVE
Employees who wish to take time off due to the death of an immediate family member should notify the Middle School Director immediately. Up to 3 days of paid bereavement leave per incident will be provided to all employees. Bereavement leave will normally be granted unless there are unusual business needs or staffing requirements. Employees may, with the Middle School Director’s approval, use any available paid leave for additional time off as necessary.  Compass Academy defines "immediate family" as the employee's spouse or domestic partner, parent, child, or sibling.

RELIGIOUS LEAVE
Compass Academy will work to accommodate the reasonable religious need of staff as long as it doesn’t present an undue hardship on the school.  Staff may request this time as either paid sick/personal or time off without pay. Reasonable accommodations to bona fide religious observances and practices should be made in accordance with work scheduling. 


FAMILY AND MEDICAL LEAVE ACT (FMLA)
The Family and Medical Leave Act of 1993 (FMLA) allows eligible team members to take 12 work weeks of unpaid, job-protected leave for their own serious medical condition or that of an immediate family member. In addition the FMLA allows eligible team members to take the same job-protected leave for the birth of a child or the placement of a child with the team member through adoption or foster care. Employers must maintain any employer-paid health benefits while the team member is on FMLA leave. FMLA may be applied retroactively.

ELIGIBILITY FOR FMLA LEAVE
To be eligible for FMLA benefits, an individual must be employed by Compass Academy for at least 12 months (not necessarily consecutive), and work at least 1,250 hours during the 12-month period immediately preceding the commencement of FMLA leave.

If a team member is eligible for FMLA leave, he/she may request a total of 12 weeks of FMLA leave during any 12-month period for the following reasons:
· The birth and care of a newborn child;
· The placement with the team member of a child for adoption or foster care; 
· To care for the team member’s spouse, son, daughter, or parent with a serious health condition; 
· The team member’s own serious health condition that makes the team member unable to perform the functions of his/her job; or
· A qualifying exigency arising out of the fact that the team member’s spouse, son, daughter or parent is on active duty in the armed forces (or has been notified of an impending call or order to active duty).
 
If a team member is eligible, he/she may request up to 12 weeks of FMLA leave during any 12-month period for any one or more of the previously listed eligible reasons. The 12-month period is measured forward from the date the first FMLA leave begins. Leave may be taken intermittently or on a reduced- leave schedule when medically necessary for treatment related to a serious health condition or when related to a qualifying exigency arising out of active duty service. Additionally, if a team member is eligible for FMLA leave, he/she may take up to 26 weeks of FMLA leave during a single 12-month period to care for a spouse, son, daughter, parent or next of kin who is a service member suffering from serious injury or illness incurred while on active duty. During the single 12-month period, an eligible team member is entitled to a combined total of 26 weeks of FMLA leave.
FAMILY LEAVE
Employees may take up to two weeks (10 days) paid leave after the birth or adoption of a child.  This paid leave will be in addition to the employee’s accrued personal leave and vacation leave. Subject to the terms, conditions, and limitations of the applicable plans, Compass Academy will continue to provide health insurance benefits for the full period of the approved Family Leave. 

When requesting maternity, paternity, or adoption leave, it is the employee’s responsibility to notify their supervisor with the dates as soon as possible. In addition, the employee must provide written notice to the Middle School Director at least two weeks in advance of the expected leave date.

If the employee returns from leave, they will be entitled to return to the same or a substantially similar position at the end of the approved leave. This will not apply if the employee’s position and substantially similar positions have been eliminated due to the changes in operating or economic conditions during the employee’s leave period. 

Compass Academy’s group insurance benefits will continue for up to one month of approved leave time. If the employee decides to continue insurance benefits while on leave, the employee contribution portion of the insurance premium will be deducted from his/her paycheck. If the employee is not eligible for paid time they will be responsible for submitting the contribution for their insurance premium before the first of each month while on leave. The employee must notify the Middle School Director of the birth or adoption date of the child as soon as it is known to enable the timely processing of any requested changes in medical coverage. 

If you have any questions regarding this policy or the correct procedures to follow, please contact the Middle School Director.
MILITARY LEAVE
The Academy complies with all state and federal law regarding military leave. Staff members who are required to serve in any branch of the Armed Forces of the United States or are engaged in state military service are given the necessary time off, without pay.  Military orders should be presented to the Compliance Officer, Manuel Aragon, so arrangements for leave may be made as early as possible before a departure.  Staff members are required to give advance notice of their service obligations to the Academy unless military necessity makes this impossible.  You must notify the Compliance Officer of your intent to return to employment based on requirements of the law.

JURY DUTY
It is an employee’s civic duty to report for jury duty whenever called.  If an employee receives a jury summons, the employee must notify his/her supervisor immediately.  All employees will be paid up to 3 working days for jury service provided that no petition to be excused from such service due to hardship has been granted.  No employee shall be compensated for jury leave without written notice of service from the court in which jury service was performed.  Requests for jury service leave in excess of ten (10) working days will be considered on a case-by-case basis.  Jury duty leave is available to all employees.
 
The employee must report to work on days or parts of days when he is not required to report to jury duty.  If an employee does not return to work immediately after jury duty ceases, the school will assume that the employee has resigned.


TEAM MEMBER BENEFITS

WORKERS’ COMPENSATION
Compass Academy provides workers’ compensation insurance to all employees.
Work-related injuries or illnesses must be immediately reported to the employee’s immediate supervisor (or designee) regardless of how minor the injury or illness might be.  If appropriate, the employee will be referred for appropriate medical treatment.  Failure to promptly and appropriately report workplace injuries or illnesses and unsafe workplace practices or conditions will not be tolerated.

Neither Compass Academy nor its insurer will be liable for the payment of worker’s compensation benefits for any injury that arises out of an employee’s voluntary participation in any off-duty recreational, social, or athletic activity that is not part of, required by, or an expected part of the employee’s work-related duties.

CONTINUATION OF INSURANCE (COBRA)
An employee’s medical and dental coverage remains in effect until the last day of the month of final employment. According to the federal Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1985, in the event of termination of employment with Compass Academy or loss of eligibility to remain covered under the group medical insurance program, employees and/or their dependents may have the right to continue coverage under Compass Academy’s medical insurance program for a limited period of time at the employee’s own expense. COBRA information will be mailed to home addresses following termination or given at the exit interview. 
 

OPERATIONAL POLICIES & EXPECTATIONS

PERFORMANCE REVIEWS
Each year your performance will be formally evaluated by your supervisor. The purpose of the Employee Performance Review is to give the employee a clear indication of his/her level of achievement and progress, to clearly indicate the employee’s place in achieving school’s goals and objectives following our core values as part of your review. School administration and leadership will also be formally evaluated by their superiors.

PROFESSIONAL STAFF PROMOTION AND RECLASSIFICATION
Compass Academy will acknowledge the initiative and achievement of exemplary staff members. This could take the form of an offer of a promotion and/or reclassification of status. Guidelines for such promotions and reclassifications will follow the Denver Public Schools and the State of Colorado Department of Education’s policies for certification and endorsement. 

PROTOCOL FOR COMMUNICATION (STAFF)
In a continuing effort to increase effective communication between staff and administration, all primary communication and concerns should be first directed to the Middle School Director. Only after this should one voice concerns to the Executive Director. If, after these discussions, you find your concerns still unresolved, you have the option of going to the Board. Requesting additional or supplementary funds must go through the Middle School Director. 

PROFESSIONAL DRESS STANDARDS
Staff members are expected to be well groomed at all times. A descriptive list of acceptable professional dress, as well as a list of some of the more common items that are not appropriate, is included below:
· Clothing and jewelry must be safe and appropriate to the educational environment. All clothing must be clean and in good repair. Slits or tears in pants or other articles of clothing are not permitted, except for modest slits in women’s dresses or skirts that are no higher than three inches above the knee.
· Head coverings, including hats of any kind – except those worn for religious or safety reasons – are not to be worn inside school buildings including assemblies, classrooms, labs and offices. Hats may be worn outside for sun protection. All hats are to be removed upon entering school buildings. For exceptions to this policy, prior approval must be granted by the Executive Director.
· Slacks and shorts are to be worn on the waist with no portion of an undergarment showing. Shorts should be modest in length and should be no higher than three inches above the knee.
· Skirts and dresses should be no higher than three inches above the knee.
· All tops must be appropriate to the work environment, and should be clean, neat and provide proper coverage.
· Clothing or jewelry with logos that depict and/or promote gangs, drugs, alcohol, tobacco, sex, violence, illegal activities, profanity or obscenity are not permitted.
· Appropriate shoes must be worn at all times.

City Year Corps Members are to dress in the appropriate City Year Corps Member uniform and follow all regulations for dress as outlined in the City Year Guidelines. 

NON-COMPASS ACADEMY WORK AND PROFESSIONAL ENGAGEMENTS
Staff members must request written permission from their direct manager before they start to engage in any outside work and professional commitment requiring a substantial commitment of time and energy. Failure to do so may result in disciplinary action.  Outside employment or obligations must not conflict in any way with your responsibilities at Compass Academy.  Staff members may not conduct outside work or use school property, equipment, or facilities in connection with outside work while on school time or without advance permission of the immediate supervisor.

Examples include, but are not limited to:
· Part-time employment, consulting work;
· Serving on the board of another organization; and
· Engaging in any business or transaction or having a financial or other private interest either direct or indirect, which may be in conflict with the effective performance of his/her job.

CONFIDENTIALITY OF WORK DONE FOR OR REGARDING COMPASS ACADEMY
The purpose, specific use, and intended distribution of all research, reports, studies, and papers to be completed by consultants, interns, freelance writers, volunteers, and others must be screened and approved with written permission through the Middle School Director or Executive Director. Any information obtained regarding the operation of Compass Academy, its products, services, policies or any other aspect of its business is confidential and shall not be revealed or disclosed to the general public without the expressed permission of Compass Academy.

LICENSURE
Each professional team member is responsible for establishing and maintaining licensure in his or her area of employment. In cases where the school has requested a provisional licensure, it is the responsibility of the individual to satisfy the annual requirements for licensure extension. Licensure issues should be directed to the Director of Operations, Manuel Aragon.

SEARCH & SEIZURE POLICY
Any personal property may be subject to a search to maintain order and discipline in the school and to protect the safety and welfare of the students and staff. Only the administration may conduct a search — or security staff under the supervision of an administrator. If there is a reasonable suspicion that a crime has been or is going to be committed, the legal authorities will be contacted.
 
Compass Academy reserves the right to search school property and personal property and may seize any illegal or unauthorized materials discovered in the search. As used in this policy, the term "unauthorized" means any item dangerous to the health or safety of students or school personnel, or disruptive of any lawful function, mission, or process of the school, or any item described as unauthorized in school rules.

CONDUCT OF TEAM MEMBERS TOWARD STUDENTS
All team members of Compass Academy, student teachers, and contractors hired to perform instructional or professional services are prohibited from dating, courting, or entering into a romantic or sexual relationship with any student enrolled at Compass Academy, regardless of the student’s age. Team members engaging in such inappropriate conduct will be subject to disciplinary action up to, and including, dismissal, and per Colorado law, reported to law enforcement. Any team member who has reason to believe that another team member is inappropriately involved with a student, as described above, shall report this information to the Middle School Director or Executive Director, and per Colorado law, to law enforcement. A team member who fails to inform administration of a reported or suspected inappropriate relationship between a team member and a student may be subject to disciplinary action.

PROHIBITED CONDUCT ON SCHOOL PROPERTY AND AT SCHOOL EVENTS
In an effort to promote safe schools, good character, and a safe working environment, and to reduce the opportunities for disruption of or interference with school and school-related activities, while preserving the school grounds for their intended purposes and promoting the basic educational mission of the schools, the following conduct shall be prohibited at all times on school grounds and at all school-related events:
· Profane, lewd, obscene or offensive conduct, including the use of profane, lewd, obscene or offensive language;
· Conduct that creates a material and substantial disruption of school activity or appropriate discipline in the operation of the school or the rights of students;
· Rude or riotous noise or conduct;
· Disorderly or assaultive conduct;
· Defacing public property;
· Commission of any nuisance;
· Threatening the health or safety of others; and
· Any other conduct that violates any applicable laws or policies of the Board.
 
Staff or any other individuals who engage in such conduct are subject to immediate expulsion from school property or from a school-related activity. Where appropriate, individuals engaging in such conduct may be subject to arrest and prosecution. For purposes of this Policy statement, “school property” shall include school parking lots, auditoriums, gymnasiums, athletic fields, buildings, school buses, and all lands surrounding such places that are school property.

PROHIBITION OF HARASSMENT, INTIMIDATION, & BULLYING
Compass Academy is committed to a safe and civil educational environment for all students, team members, volunteer and patrons, free from harassment, intimidation or bullying. At Compass Academy, bullying or harassment of any child — for any reason — is not acceptable and will not be tolerated. Every staff member, teacher, volunteer and student associated with this school is expected to treat their fellow colleagues, students, peers and classmates with respect and compassion-regardless of differences.
 
Pursuant to state law, bullying or harassing behavior is defined as: any pattern of gestures or written, electronic or verbal communications, any physical act or threatening communication that takes place on school property, at any school-sponsored event or on a school bus, and that:
· Places a student or school team member in actual or reasonable fear of harm to his or her person or damage to his or her property; or
· Creates or is certain to create a hostile student’s educational performance, opportunities or benefits. For the purposes of this section, “hostile environment” means that the victim subjectively views the conduct as bullying or harassing behavior and the conduct is objectively severe or pervasive enough that a reasonable person would agree that it is bullying or harassing behavior.
 
Bullying or harassing behavior includes, but is not limited to, acts reasonably perceived as being motivated by an actual or perceived differentiating characteristic, such as race, color, religion, ancestry, national origin, gender, socioeconomic status, academic status, gender identity, physical appearance, sexual orientation or mental, physical, developmental or sensory disability or by association with a person who has or is perceived to have one or more of these characteristics. Nothing in this policy requires the affected student to possess a characteristic that is a perceived basis for the harassment, intimidation, or bullying, or other distinguishing characteristic.
 
Any school team member, student or volunteer who has witnessed or has reliable information that a student or school team member has been subject to an act of bullying or harassing behavior must report the incident to the Middle School Director or his/her designee.

Harassment, intimidation or bullying can take many forms including: slurs, rumors, jokes, innuendos, demeaning comments, drawing cartoons, pranks, gestures, physical attacks, threats, or other written, oral
or physical actions. “Intentional acts” refers to the individual’s choice to engage in the act rather than the ultimate impact of the action(s).
 
In recognition of state and federal laws protecting freedoms of speech and religion, this policy is not intended to prohibit expression of religious, philosophical, or political views, provided that the expression does not substantially disrupt the education environment. Many behaviors that do not rise to the level of harassment, intimidation, or bullying may still be prohibited by other school policies or building, classroom, or program rules.
 
Counseling, corrective discipline and referral to law enforcement will be used to change the behavior of the perpetrator and remediate the impact on the victim. This includes appropriate intervention, restoration of a positive climate, and support for victims and others impacted by the violation. False reports or retaliation against any person for reporting harassment, intimidation or bullying also constitute violations of this policy.
 
Informal Complaint Process: Anyone may use informal procedures to report and resolve complaints of harassment, intimidation, or bullying. Programs may be established for receiving anonymous complaints, but no disciplinary action can be taken based on an anonymous complaint. Such complaints must be appropriately investigated and handled consistent with due process requirements. Informal reports may be made to any staff member, although staff shall always inform complainants of their right to, and the process for, filing a formal complaint. Staff shall also direct potential complaints to the Middle School Director or their designee who can explain the informal and formal complaint process and what a complainant can expect. Staff shall also inform an appropriate supervisor or designated staff person when they receive complaints of harassment, intimidation, or bullying, especially when the complaint is beyond their training to resolve or alleges serious misconduct.

Informal remedies include an opportunity for the complainant to explain to the alleged perpetrator that the conduct is unwelcome, disruptive, or inappropriate either in writing or face-to-face; a statement from a staff member to the alleged perpetrator that the alleged conduct is not appropriate and could lead to discipline if proven or repeated; or a general public statement from an administrator reviewing the school harassment, intimidation and bullying policy without identifying the complainant, parent, guardian.

Formal Complaint Process: Anyone may initiate a formal complaint of harassment, intimidation or bullying, even if the informal complaint process is being utilized. Complainants should not be promised confidentiality at the onset of an investigation. It cannot be predicted what will be discovered or what kind of hearing may result. Efforts should be made to increase the confidence and trust of the person making
the complaint. The school will fully implement the anti-retaliation provisions of this policy to protect complainants and witnesses). Student complainants and witnesses may have a parent or trusted adult with them, if requested, during any school initiated investigatory activities. The school’s Compliance Officer, Manuel Aragon, may conclude that the school needs to conduct an investigation based on information in their possession regardless of the complainant’s interest in filing a formal complaint.

The following process shall be followed:
All formal complaints shall be in writing. Formal complaints shall set forth the specific acts, conditions or circumstances alleged to have occurred that may constitute harassment, intimidation or bullying. The Compliance Officer may draft the complaint based on the report of the complainant, for the complainant to review and sign.
 
Regardless of the complainant’s interest in filing a formal complaint, the Compliance Officer may conclude that the school needs to draft a formal complaint based on the information in the officer’s possession.
 
The Compliance Officer shall investigate all formal, written complaints of harassment, intimidation or bullying, and other information in the Compliance Officer’s possession that the officer believes requires further investigation.
 
When the investigation is completed, the Compliance Officer shall compile a full written report of the complaint and the result of the investigation. If the matter has not been resolved to the complainant’s satisfaction, the Compliance Officer shall take further action on the report.
 
The Compliance Officer shall respond in writing to the complainant and the accused within thirty days, stating:
· That the school intends to take corrective action; or
· That the investigation is incomplete to date and will be continuing; or
· That the school does not have adequate evidence to conclude that bullying, harassment or intimidation occurred.

Corrective measures deemed necessary will be instituted as quickly as possible, but in no event more than thirty days after the Middle School Director’s written response, unless the accused is appealing the imposition of discipline. In that event, the accused must provide a written appeal within 15 days of the written response to the Chairperson of the Governing Board.

If a student remains aggrieved by the Middle School Director’s or designee’s response, the student may file a written appeal to the Chairperson of the Governing Board within 15 days of the written response.

The Board will hear the appeal in closed session and may invite witnesses to provide testimony in the closed session.
 
The appealing student and their parents or guardian have a right to be present and present relevant evidence and testimony of witnesses. The Board has the absolute discretion to refuse to hear from any witness in the interests of time, privacy or of justice. The Board will issue a written decision within 5 days of the hearing.
 
HARASSMENT
Compass Academy is committed to maintaining a school environment free of harassment based on race, color, religion, national origin, gender, sexual orientation, or disability. Harassment by administrators, certified and support personnel, students, vendors and other individuals at school or at school-sponsored events is strictly prohibited. Compass Academy requires all employees and students to conduct themselves in an appropriate manner with respect to their fellow employees, students and all members of the school community.

In general, harassment includes communications such as jokes, comments, innuendoes, notes, display of pictures or symbols, gestures, or other conduct that offends or shows disrespect to others based upon race, color, religion, national origin, gender, sexual orientation, or disability. What one person may consider acceptable behavior may reasonably be viewed as harassment by another person. Therefore, individuals should consider how their words and actions might reasonably be viewed by other individuals. It is also important for individuals to make it clear to others when a particular behavior or communication is unwelcome, intimidating, hostile or offensive.

Harassment and Retaliation Prohibited Harassment in any form or for any reason is absolutely forbidden. This includes harassment by administrators, certified and support personnel, students, vendors and other individuals in school or at school-related events. Retaliation against any individual who brings harassment or other inappropriate behavior to the attention of the school or who has cooperated in an investigation of a complaint under this policy is unlawful and will not be tolerated by Compass Academy. Persons who engage in harassment or retaliation may be subject to disciplinary action, including, but not limited to reprimand, suspension, termination/expulsion or other sanctions as determined by the school administration and/or Board of Trustees.

SEXUAL HARASSMENT AND STUDENTS
Sexual harassment includes sexual advances, requests for sexual favors, and/or other verbal or physical conduct of a sexual nature when:
1. Acceptance of or submission to such conduct is made either explicitly or implicitly a term or condition of education.
2. The individual's response to such conduct is used as a basis for educational, disciplinary, or other decisions affecting a student.
3. Such conduct interferes with an individual's education or participation in extracurricular activities.
4. The conduct creates an intimidating, hostile or offensive work or school environment.

A student may feel that objecting to sexual harassment or unwelcome advances would increase the harassing conduct, or that student may feel too embarrassed, confused, or fearful to complain or resist. It is also possible that a student who willingly participates in conduct on one occasion may later decide that the same conduct on a subsequent occasion has become unwelcome. As long as the behavior is unwelcome and creates a hostile environment, it is harassment.

DEFINITION OF SEXUAL HARASSMENT IN THE WORKPLACE
Sexual harassment is unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature, when submission to such conduct is: a) made a condition of employment, b) made the basis for employment decisions, or c) unreasonably interferes with an individual’s ability to perform their job duties or otherwise creates an offensive or hostile working environment.
 
Sexual harassment may involve persons of the opposite sex or persons of the same sex, but it does not include personal compliments welcomed by the recipient, or social interaction or relationships freely entered into by the parties.

Examples of sexual harassment include: 
· Unwanted physical touching
· Telling sexually explicit jokes or stories
· Making lewd or offensive comments or gestures
· Displaying sexually suggestive objects, cartoons, or pictures
· Sending sexually explicit messages by letters, notes, electronic mail, or phone
· Making offensive comments about an team member’s body, physical appearance, or clothing
· Using terms of endearment (e.g., “dear,” “honey” or “sweetheart”) when referring to team members of one gender
· Repeatedly asking a co-worker or subordinate for a date or meeting outside of working hours after they have indicated an unwillingness to go
· Unwelcome sexual advances, request for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when:
· Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s professional advancement (quid pro quo); 
· Submission to, or rejection of such conduct by an individual is used as the basis for decisions affecting such individual in matters of professional advancement (quid pro quo); or
· The conduct has the intention or effect of unreasonably interfering with an individual’s professional performance or of creating an intimidating, hostile, or offensive work environment.
 
UNWELCOME ADVANCES
Unwelcome means that the staff member or student does not request or invite the conduct and views it as offensive and undesirable. Any unwanted sexual behavior can be sexual harassment, even if the behavior has been tolerated in the past.
  
QUID PRO QUO
Quid pro quo is a legal term that means “something for something.” This form of sexual harassment involves one person (or persons) asking to trade sexual favors for something viewed as valuable, such as sexual favors being traded among staff members for professional advancement or preferential treatment, or, between teachers and students, the exchange of sexual favors for high grades. 
HOSTILE ENVIRONMENT
A hostile environment exists when sexual harassment is repeated and/or severe, and when it makes it difficult to work. It can affect other people and not just the person targeted. Other people can be affected when unwelcome sexually harassing conduct is severe, persistent, or pervasive, creating an environment that is intimidating, abusive or threatening.
 
SEXUAL HARASSMENT GRIEVANCE PROCEDURE
Compass Academy will investigate and resolve all sexual harassment complaints as soon as they are reported. The following steps outline the procedure for investigation of sexual harassment complaints:
1. The victim (or victim’s advocate) should alert a staff member or one of the administrators. The complaint should include the incident date(s), time of day, actions or words said by all people involved, and the names of possible witnesses who observed the incident. Compass Academy will take every effort to prevent public disclosure of the names of all parties involved except to the extent necessary to investigate the complaint.
2. The Compliance Officer will review and investigate the complaint to determine the appropriate course of action. If there are insufficient grounds to support the complaint, then the complaint is filed and the procedure is concluded. If there is sufficient evidence to proceed, then the Compliance Officer will review the grievance procedure with the parent/guardian or the student who reported the incident.
3. The alleged harasser will be informed of the complaint and advised of the grievance procedure.
4. Interim measures may be taken to protect the accuser during the investigation. These measures may include reporting the incident to law enforcement officials, separating those involved, or allowing the person claiming harassment to transfer to another class.
5. Compass Academy will inform the alleged harasser that retaliation against a person who has complained is prohibited by law, and evidence of such action will result in a strong responsive action against the alleged harasser up to and including termination of employment.
6. All staff or students involved with the complaint will be informed of the status of the complaint. All parties directly involved in the complaint will be notified of the outcome after Compass Academy staff has determined the appropriate course of action. (This does not include witnesses or others that were interviewed during the investigation). If necessary, the Compass Academy Board may be consulted before a final decision is made on the complaint.
7. If harassment is substantiated, Compass Academy is obligated to stop the behavior(s) and ensure no future incidents occur. This includes, but is by no means limited to, eliminating quid pro quo harassment, hostile environments, or repetitive behaviors by students or staff. An appropriate sanction will be determined by the Compliance Officer.
8. All parties in a complaint have the opportunity to appeal to the Compass Academy Governing Board.
 
RESPONSIBILITIES OF COMPASS ACADEMY TEAM MEMBERS
All Compass Academy team members are expected to help ensure the work environment remains free from harassment. Any team member, who believes they are being subjected to harassment, or who witnesses the harassment of or by another team member, has the responsibility to promptly report the matter through one of the means identified in the following “Reporting Incidents of Harassment” section.
 
REPORTING INCIDENTS OF HARASSMENT
Report incidents of harassment to:
Marcia Fulton, mfulton@compassacademy.org, 720-233-4633.
 
Upon learning of a situation that may violate this policy, Compass Academy will conduct a prompt investigation and may involve the authorities if warranted. All information regarding the alleged harassment will be kept as confidential as permitted by the investigation process.

If it is determined that a violation of this policy has occurred, Compass Academy will take appropriate steps, which may include disciplinary action up to, and including, termination of employment. In addition, Compass Academy will not tolerate retaliation against a team member, parent or student for making a complaint or cooperating in an investigation.

CRIMINAL CHARGES AND CONVICTIONS
Team members who are charged and/or convicted of an offense, other than something minor such as a parking violation or minor speeding ticket, must notify the Executive Director within 48 hours of the charge. 


GENERAL & SUPPORT STAFF POLICIES
 
INFORMATION TO STAFF MEMBERS
Staff members should check their mailboxes every morning, before proceeding to their work stations or classrooms. Many times information is placed in the boxes at the end of the school day.

Much of the correspondence will be sent via email. Meeting information and other important news will be communicated through email. Please be sure to log onto your computer each morning and check email. Be sure to check it at the end of the day as well.
 
ENROLLMENT OF STAFF CHILDREN
By state law, children of teachers, paraprofessionals, and administrators can be given preference for enrollment in the lottery. All other team members must put children on the wait list. The team member must be the legal parent or guardian of the child that is to be enrolled.
 
PERSONAL PHONE CALLS
During school hours, personal phones should not be on nor answered unless it is an emergency. Unless specifically authorized, cell phones are prohibited for use in the classroom.
 
SCHOOL EQUIPMENT
Please use the equipment with care and common sense. Respect the equipment as you would your personal property. If you remove any equipment, be sure to return it to the proper building and room. Please consider the cost of paper when using the copier and be frugal. Photocopying of copyrighted materials is illegal and prohibited at Compass Academy. Please alert the office when the toner or paper supply is low.
 
SMOKING
Compass Academy is a tobacco-free campus, and smoking is strictly prohibited. As a matter of professional courtesy and to ensure an environment conducive to learning, it is required that team members who smoke on their own time to ensure their clothing does not smell of smoke so as not to interfere with students and staff who may have allergies.
 
DRUG-FREE WORKPLACE ENVIRONMENT
It is the policy of Compass Academy that a drug-free workplace shall be maintained. This policy will govern each team member while on any property owned or leased by the Academy, at any time during which an individual team member is acting within the course and scope of his/her employment with the Academy, or at any other time that the team member’s violation of this policy has a direct and adverse effect upon the performance of his/her job.
 
Compass Academy prohibits the unlawful manufacture, transmission, conspiring to transmit, possession, use, or being under the influence of any alcoholic or other intoxicating beverage, narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, anabolic steroids, counterfeit drugs, other intoxicants of any kind, or other controlled substance as defined in schedules I through V of Section 202 of the Controlled Substances Act. In addition, no team member shall exude the odor of any alcoholic beverage or controlled substance while acting within the course and scope of his/her employment. Compass Academy prohibits the possession, use, transmission, or conspiring to transmit drug paraphernalia.
 
No team member shall be impaired in the workplace by the excessive use of prescription or nonprescription drugs. The proper use of a drug authorized by valid medical prescription from a legally authorized health care provider shall not be considered a violation of this policy when the drug is taken by the person for whom the drug was prescribed. Any team member with prior knowledge that the use of a prescribed medication under a doctor’s direction or an over-the-counter medication could alter the team members’ ability to perform the duties and responsibilities of his/her position must notify the appropriate supervisory person. A team member is responsible for finding out from a healthcare professional the effects of any prescribed drug being taken. Failure to obtain such information will not preclude disciplinary action under this policy.

If, in the opinion of the team member’s supervisor, a team member’s action and/or behavior are considered unsafe as a result of the proper use of medication, the team member may be sent home. A conference shall be conducted with the team member prior to the team member’s resuming his/her duties. Prior to the team member’s returning to work, the team member must provide written assurance that the medication’s use has been terminated or the medication has been adjusted/modified to avoid impairment.
Any team member having reasonable grounds to believe that another team member is using or in possession of any illegal drug, or is under the influence of or in possession of alcohol or marijuana while in the workplace shall immediately report the facts and circumstances to a supervisor/Middle School Director. Any team member who has been convicted of violating any criminal drug statute for activities occurring in the workplace shall notify his/her supervisor within five (5) days of such conviction.
 
Violation of this policy shall subject an individual to disciplinary action up to, and including, termination of employment and referral for criminal prosecution. Compass Academy is strongly committed to assist any team member who voluntarily asks for help. Team members shall be provided information concerning available counseling, rehabilitation, and reentry programs. It is the team member’s responsibility to seek help for drug and alcohol problems before they must be addressed at the workplace or otherwise become apparent as unsatisfactory job performance and/or work habits.
 
When there are reasonable grounds to believe that a team member is in violation of the  Drug-Free Workplace Environment Policy, administration may require that the team member submit to a medical examination, including a drug or alcohol assessment. If the drug or alcohol assessment is positive and there is no legitimate medical explanation for the results, the team member may be subject to disciplinary action, including termination of employment. Any team member who refuses a drug or alcohol- screening test may be terminated.

REPORTING CHILD ABUSE
All school personnel who knows or suspects child abuse must report it per Colorado law. In general, the procedures are as follows:
1. A team member who knows or suspects that a child’s health or welfare has been or appears to have been harmed as a result of abuse or neglect, including child abuse perpetrated by one student on another, must make an immediate report. The team member should not seek permission from an immediate supervisor, but should go directly to the school’s Compliance Officer. Reporting to the Compliance Officer, does not relinquish a team member’s independent reporting obligation to law enforcement and the Denver Department of Human Services, and therefore should, jointly with the Compliance Officer, immediately report the known or suspected child abuse to law enforcement and Denver Department of Human Services. 
2. When the Compliance Officer receives a report of suspected child abuse or neglect, the Compliance Officer, the team member, and/or the Middle School Director or designee, is required to immediately call law enforcement and the Denver Department of Human Services. The Compliance Officer, or Middle School Director or designee, should place the call and then allow the intake worker to speak with the person who initiated the report.
3. After the telephone report is made to law enforcement and the Denver Department of Human Services, the Compliance Officer must document the incident in writing within 24 hours. This report will include the names of persons spoken to from law enforcement, and the disposition of the call.
4. Once the suspected or alleged abuse or neglect is reported, school team members shall refrain from further investigation unless specifically directed by law enforcement. The child should not be questioned further by any school team member. Continued investigation, in concert with law enforcement, is only appropriate when the suspected or alleged abuser is a school team member.
5. If the suspected or alleged abuser is a team member of Compass Academy the Compliance Officer will follow the reporting procedure outlined above.  The suspected abuser, without pre-judgment, will immediately be placed on administrative leave with pay, until a prompt investigation can be conducted in concert with, or following the investigation by, law enforcement.  Following investigation and as soon as reasonably possible thereafter, administrative action regarding the employee’s employment status will be taken to either reinstate the employee to active employment status or, in the alternative, termination of employment
 
VIDEO APPROVAL
Most classrooms are equipped with a projector, which can be used for videos and other multi-media. The School’s policy is that any video shown must be for the educational enrichment of the students. All movies that are G or non-rated educational can be shown without approval (as long as they are on your grade’s list of videos in the curriculum guide). All other movies need to be approved by the Middle School Director. Teachers MUST view all videos that will be shown in the classroom prior to using them. Once you have previewed the entire video, send an email with a detailed description to the Middle School Director at least one week prior to the date you intend to show it. Once a movie has been approved for a teacher, it does not need to be approved again.
 
SCHOOL-ISSUED TECHNOLOGICAL DEVICES
Teachers and some staff may be provided with a school laptop or technological device. This is the sole property of the school and is intended for school, not personal, use. Accordingly, there is no right to the expectation of privacy. It is expected that the device will be kept in working order and cared for accordingly. Staff members who damage the device may be responsible for covering the cost to repair it to working order.
 
COMMUNICATION SYSTEMS POLICIES
Compass Academy provides certain types of electronic resources, messaging agents and electronic facilities for its staff members, and in certain instances, students, such as: email, cell phone, telephone, voice mail, internet access, and computer hardware. The school encourages the use of electronic resources for educational purposes, and to improve efficiencies in workflow and overall communications.
 
The internal communication systems, as well as the equipment and data stored, are the sole property of Compass Academy. Users should be aware that all communication software/systems or information are owned by Compass Academy and the school reserves the right to inspect, examine or monitor any and all systems at any time to ensure that the system is being appropriately used in accordance with this policy. All communication systems should be used primarily for school business with personal use held to a minimum and at no cost to the company. Personal business may be inadvertently monitored or recorded at any time during normal school hours.
 
EMAIL/INTERNET/SOCIAL MEDIA/TEXTING
All staff members are assigned an e-mail address. A significant amount of correspondence will be through email. You are responsible for checking your email daily for important correspondence.
 
All staff members must be aware that email, social media and the Internet are NOT secure forms of communication. Since we are a public school, information communicated via these means is subject to state law. The information system and the information placed or stored on the email system are school property. The School's email system routinely records and stores messages sent or received on the network, even when the message is "deleted" by the individual user.

Staff members are responsible for checking email daily such as first thing in the morning and periodically, throughout the day for important administrative and technology correspondence.
· Email inquiries should be addressed promptly and within 24 hours of receiving the email message.
· Email can be used to communicate with parents; however, personal or confidential information about a student, including names, must never be transmitted via email or posted on public websites but rather by a telephone call or during parent-teacher conference.
· Necessary email and text messaging between students or parents and staff must be school- related and should be solely focused around academic issues related to the school, should be professional in tone, short and to the point.
· Social interaction between staff and students using email, Facebook, text messaging or other forms of electronic communication is considered inappropriate and is prohibited
· Any necessary communication with students should reflect a professional image. Proper rules of grammar and punctuation should be utilized.

NOTE: Email sent to “all Staff” requires appropriate administrative approval. Email also has enormous potential for misuse and can increase the risk of litigation. All staff members must be alert to the legal risks posed by this form of technology. All staff members are expected to use email in a responsible, effective and lawful manner.
Although by its nature email is less formal in style than other forms of written communication, responsible conduct still applies. All staff members shall refrain from the following activities, and realize that they can be disciplined and held legally liable for misconduct including but not limited to:
· Sending or forwarding emails containing libelous, defamatory, offensive, racist or obscene content. Staff receiving such email should report it promptly to the Compliance Officer, Manuel Aragon.
· Transmitting confidential or student record information.
· Violating copyright laws by forwarding or copying messages or attachments without proper permission.
· Intentionally sending an attachment that contains a virus.
· Sending or forwarding unsolicited email messages such as “chain” letters, junk mail, daily jokes, or messages from mailing lists.
· Forging or attempting to forge email messages.
· Attempting to disguise your identity when sending email, including using another person’s email account.
 
RESPONSIBILITY TO MONITOR INTERNET USE
The Internet is accessible from every computer in the school. Filtering software has been installed on every computer. However, no unsupervised Internet usage should be allowed on any computer. While this software can protect our students from viewing inappropriate material on the Internet, it is still the ultimate responsibility of the staff member to monitor student Internet use. Do not allow students to download Internet games or sites.
 
STUDENT EMAIL
Students in grades 6-8 may be issued an e-mail address. Each teacher or paraprofessional should monitor how students are using e-mail. Compass Academy does not condone students e-mailing other individuals outside of the School without the permission of the classroom teacher. In other words, you should always be aware of with whom your students are corresponding. The outside world can be a great place for our students to obtain information but it needs to be monitored.
SEARCH AND ENFORCEMENT
At any time and without prior notice, Compass Academy reserves the right to examine, inspect or monitor any and all communication software/systems or information to include but not limited to telephones, email, personal file directories, internet usage, and other information stored on any school equipment. This examination helps to ensure compliance with internal policies, supports the performance of internal investigations, and assists with the management of information systems. Any staff member found to have violated any part of this policy may be subject to disciplinary action, up to and including termination.

WORKPLACE HEALTH AND SAFETY
Compass Academy has an established policy of providing a safe workplace for all employees based on current federal, state and local standards as well as proven “common sense” safety practices. Compass Academy strives to maintain working conditions that afford all employees a reasonable degree of comfort and protection from injury or dangerous situations while ensuring orderly and efficient performance of duties.  However, it is only through the combined efforts and interest of all employees that we can continue to make Compass Academy a safe place in which to work.  Employees are expected to work safely, observe safety regulations, and report unsafe conditions immediately to the Executive Director.

REPORTING RESPONSIBILITY
It is the responsibility of all employees, trustees, independent contractors, and consultants to report suspected violations of the law and/or any suspected inappropriate accounting, financial, or other practices or actions by any employee or volunteer of the Compass Academy in accordance with the below Whistleblower Policy.

WHISTLEBLOWER POLICY

Policy on Reporting Unlawful or Unethical Activities
“Whistleblower Policy”
by the Board of Directors of Compass Academy

Approved on _____________, 2016
The Compass Academy Board of Directors (the “Board”) seeks to put in writing its policy on individuals reporting unlawful or unethical policies, practices, or activities.  Accordingly, the Board agrees that:
1.	Compass Academy (the “School”) seeks to adhere to all applicable laws and regulations and maintain an ethical and compliant culture.
2.	If any School employee, Board member, or volunteer (collectively referred to as an “Associated Person”) reasonably believes that a policy, practice, or activity of the School is in violation of an applicable law or regulation or is otherwise unethical, the Associated Person should promptly report the suspected or actual event to the School’s Executive Director, the Board Chair, or any other Board member.  
3.	The Associated Person can report the event anonymously or they may choose to share their identity.  
4.	The Executive Director, Board Chair, or Board member who receives the report must promptly act to investigate and/or resolve the issue. 
5.	The persons investigating and/or resolving the issue shall take best efforts to maintain the confidentiality of the Associated Person’s identity, if known.
6.	The School will not retaliate against an Associated Person who makes a report in good faith – in other words, a report that is not made primarily with malice to damage another or the school.
7.	An Associated Person who makes a report not in good faith is subject to discipline, including termination of affiliation or employment or other legal means to protect the school.
8.	Any person who retaliates against the Associated Person who made a report in good faith will be subject to discipline, including termination of affiliation or employment.
COMPLIANCE OFFICER
The Academy’s Compliance Officer is solely responsible for investigating and resolving all reported complaints and allegations concerning violations of the law and/or inappropriate accounting, financial, or other practices or actions. The Compliance Officer will acknowledge receipt of the report of a violation or suspected violation of law or inappropriate financial or other action or practice within five business days. All reports will be promptly investigated and appropriate corrective action will be taken if warranted by the investigation. The Compliance Officer shall have direct access to the Officers of the Academy’s Board of Trustees and is required to report to them at least annually on compliance activity. The Academy’s Director of Operations, Manuel Aragon, serves as the Academy Compliance Officer.  

REPORTING VIOLATIONS
Employees should share their concerns about potential or suspected violations of law and/or suspected inappropriate accounting, financial, or other practices or actions by any employee or volunteer of the Academy with someone who can address them properly. In most cases, an employee’s supervisor is in the best position to address an area of concern. However, if the employee is not comfortable speaking with his or her supervisor or if he or she is not satisfied with the supervisor’s response, he or she is encouraged to speak with a member of the Academy administrative staff or a Member of the Board of Trustees. Supervisors and managers are required to report suspected violations of the law and/or any suspected inappropriate accounting, financial or other practices or actions to the Academy Compliance Officer, Manuel Aragon.  To the extent, the focus of the complaint is the school’s Compliance Officer, the report should be made to the Executive Director. 

Trustees, independent contractors, consultants, and loaned executives should report any suspected violations of the law and/or any suspected inappropriate accounting or financial practices or actions to any Officer of the Academy’s Board of Trustees, or to the legal counsel for the Academy.

ACCOUNTING AND AUDITING MATTERS
The Compliance Officer shall immediately notify the Officers of the Board of Trustees concerning corporate accounting practices, internal contracts or auditing and shall work with the Officers until the matter is resolved. The Officers may involve an outside auditing firm in investigating reported concerns regarding accounting, internal controls or auditing.

ACTING IN GOOD FAITH
Anyone filing a complaint concerning a suspected violation of the law or a suspected inappropriate accounting, financial, or other action or practice must act in good faith and have reasonable grounds for believing the information reported indicates a violation of the law or constitutes an inappropriate accounting or financial practice. Any Academy employee who makes allegations which are unsubstantiated and made maliciously or with knowledge of their falsity will be subject to appropriate disciplinary action, up to and including termination of employment.




NO RETALIATION
No individual who in good faith makes a report pursuant to this policy shall suffer harassment, retaliation or adverse employment consequence. An employee who retaliates against someone who has reported a violation in good faith is subject to discipline up to and including termination of employment.

CONFIDENTIALITY
Violations or suspected violations may be submitted on a confidential basis by the complainant or may be submitted anonymously. Reports of violations or suspected violations will be kept confidential to the extent appropriate in the sole opinion of the Compliance Officer.

NOTICE
A copy of this policy and the name of, and contact information for, the Compliance Officer shall be posted by the Academy in the location(s) where important employee notices are posted. In addition, copies of this policy shall be provided to all employees in the manner in which other important employee policies are provided.  Copies of this policy shall also be provided to all trustees, independent contractors and consultants.

CONFLICT OF INTEREST
A School's reputation for integrity is its most valuable asset and is directly related to the conduct of its administration and other employees. Therefore, employees must never use their positions with the Academy, or any of its students for private gain, to advance personal interests or to obtain favors or benefits for themselves, members of their families or any other individuals, corporations or business entities.

The Academy adheres to the highest legal and ethical standards applicable in our business. The Academy's business is conducted in strict observance of both the letter and spirit of all applicable laws and the integrity of each employee is of utmost importance. Employees of the Academy shall conduct their personal affairs such that their duties and responsibilities to the Academy are not jeopardized and/or legal questions do not arise with respect to their association or work with the Academy.

ACCEPTANCE OF GIFTS
All employees of the Academy considered “public employees” for purposes of Article XXIX of the Colorado Constitution (the “Ethics in Government Act”).  As such, all employees of the Academy are generally prohibited from accepting or soliciting any gifts worth more than $50 during a calendar year, unless the donor of the gift is a relative or close personal friend. This includes, but is not limited to gifts of money, goods, food, entertainment, or services -- directly or indirectly that are being provided by individuals, schools, or companies serving as vendors or potential vendors for the Academy. Gifts to the Academy are not covered by these restrictions.  If you have any questions regarding the permissibility of a gift, please contact the Academy Compliance Officer, Manuel Aragon.

PERSONAL PROPERTY
The Academy is not responsible for loss or damage to personal property. Valuable personal items, such as purses and all other valuables should not be left in areas where theft might occur.

VISITORS
All visitors must report to the office immediately upon entering the building. Visitors are required to sign a visitor’s log indicating time of arrival, reason for visit, and time of departure. Any visit must be arranged to minimize disruption of work. Generally, friends and relatives should be asked not to visit employees during working hours. Unattended children are not allowed in the facility or on the premises at any time. For safety and insurance reasons, friends, relatives, and parents of students are not permitted in areas restricted to employees only, unless authorized. 


SEVERE WEATHER PLANS

INCLEMENT WEATHER POLICY
In case of inclement weather, we will follow the Denver Public Schools school closings schedule. We will NOT be notifying local media outlets. If Denver Public Schools are out of school or delayed, we will be as well.

TORNADO DRILL PROCEDURES
In the event of a tornado drill, the siren/bell will sound. Teachers are to line their classes up quickly at the door. Move students quickly through the hall to the designated safe area inside. Students are to be completely silent and attentive. Once at the safe area, students are to assume the “duck and cover” position.
 
BOMB THREATS
In the event of a bomb threat, the fire alarm will sound. Teachers are to evacuate their classrooms with their students following the fire drill procedure. Classes are to remain outside at least 50 feet from the building until further notice. Teachers are required to bring their roll book out with any evacuation.
 
EMERGENCY AND CRISIS GUIDE
An Emergency and Crisis Guide that teachers may share with volunteers and lunch parents will be developed.
 
RALLY POINTS
In case of a complete evacuation each campus has a rally point for safety; Compass Academy’s Rally Point will be determined. 

MEDIA CONTACT DURING CRISIS SITUATIONS
The school has designated members of the staff for media contacts. Never during a crisis situation should a staff member freely talk with the media about school business without consent of the Academy’s Compliance Officer, Manuel Aragon.

CRISIS TRAINING WILL BE HELD EACH YEAR AND PRACTICED EACH MONTH
 

SCHOOL FINANCES AND REIMBURSEMENT
 
EXPENSE FORMS
Expense forms must be given to the Office Manager prior to being submitted for reimbursement. The Office Manager and Executive Director will approve the expenses weekly.
 
FUNDRAISING
Team members are not to use Compass Academy’s name, facilities, email, etc. for any type of fundraising. Community service projects are not applicable to this if they are approved by the administration in advance.
 
REQUESTING CHECKS/FUNDS FROM THE SCHOOL
All requests for checks must go through the Executive Director. The school needs at least a weeks’ notice to provide school-issued checks. All requests for funds, not allocated in the school year budget, must be presented in writing to the Compliance Officer five weeks prior to needing the funding. Please use a requisition form. Money spent prior to approval will not be reimbursed.
 




PLANNING AND CLASSROOM POLICIES
 
UNIT PLANS
Unit plans for teachers are used to ensure that the curriculum is being followed and mastered at the appropriate pace. Unit plans must be maintained for all subjects and are to be submitted for the entire course or year to the Instructional Coach prior to the teaching of those units.

LESSON PLANS
Teacher lesson plans for teachers are required and will be checked monthly or more often as needed.

CHECKLISTS
There is a Beginning-of-the-Year checklist and an End-of-the-Year checklist. Both of these checklists are intended to start and finish the year in an organized fashion. It is very important that you review and complete and turn over all of the information in a timely manner. The End-of-the Year Checklist must be complete before you will receive your final paycheck.

CLASSROOM AND OFFICE APPEARANCE
A clean room or office is a good learning and working environment for teachers, students and staff. It is the responsibility of the staff member(s) who inhabits the classroom or office to take responsibility for its appearance. The janitorial staff is responsible for cleaning the restrooms, tile and vacuuming the carpet. They will clean windowsills and counter tops and desks-only when they are empty. Do not allow your classroom or office to accumulate “stuff” so that the room becomes cluttered and unattractive. Piles of materials stacked in corners are a fire hazard. It also makes our school appear unattractive and unorganized to guests and visitors.
 
MONITORING STUDENTS
School Administrators and School Leadership will be visiting classrooms regularly to observe, monitor progress and provide coaching and feedback. Student achievement data will be monitored on a continuous basis.
 
STAFF LOUNGE
Please make every effort to keep the lounge clean and tidy. Please wipe the microwave after each use. Each individual who uses a dish, glass, pan, utensil, etc. is responsible for cleaning it the same day. NO dirty dishes are to be left in the sink or on the counters. The refrigerator needs to be emptied of any food that will not be eaten within a reasonable amount of time. The lounge will be checked regularly, and the refrigerator emptied and cleaned the last Friday before breaks. If you want something kept in either, be sure to mark it appropriately. 

MATERIAL MAINTANANCE:
Taking care of classroom materials needs to be taught.  It is expected that all classrooms remain orderly and have the tools and resources needed for learning at all times.  This means managing resources well.  We ask that   classrooms stay organized and all resources are managed with care and respect.


STUDENT SERVICES INFORMATION
 
INDIVIDUALIZED EDUCATION PLAN MEETINGS (IEP MEETINGS)
All teachers of graded subjects will be invited and expected to attend IEP meetings. If a teacher cannot attend the meeting a written explanation of the student’s progress and reason for absence at the meeting will need to be submitted to the Special Education Teacher running the meeting prior to the actual IEP meeting. The IEP team will review the information submitted and if approved by the parent and LEA the meeting will go on. During IEP meetings, teachers are expected to be active participants of the IEP team. Doing other work (checking email, grading papers, etc.) is strictly forbidden. Laptops should not be brought to IEP meetings unless they play a relevant role in the meeting itself.
 
STUDENT/PARENT CONFERENCES
The instructional time for both teachers and students is vital to the success of the classroom. Parents and visitors are encouraged to come to our school and observe the wonderful things that take place in our classrooms. However, conferences with students, parents, guardians should be scheduled at a time that does not take away from the instruction of the students. Use planning times, before school, and after school times to hold conferences. These times should also be used for IEP meetings.
 
Teachers are required to offer conferences with parents regularly. Teachers must offer flexible conference times (i.e. afternoon and evening times).
 
PARENT CONTACT CALLS
Teachers are required to call parents regularly to keep in touch with them, discuss their child’s progress or information about the school and to update contact information. We suggest these calls be made in the early evening hours when parents are at home. We also suggest you ask parents convenient times to call and try to set up appointments. These calls should be brief, less than five minutes each, and should be documented as determined by the School. When contact information is out of date, talk with the student and make every attempt to update contact information and share it with the appropriate staff member.

Teachers are expected to respond to parent communication (i.e. emails, notes, telephone calls, etc.) in a timely fashion, which is considered to be within a 24-hour period. Teachers are required to contact parents of students who are failing their class. Contact is defined by telephone call, meeting, or email. Contact should be made in a timely fashion, not after progress reports and/or report cards are completed.
 
PROTOCOL FOR COMMUNICATION
Parents should contact the classroom teacher requesting a conference for the following:
1. Student progress
2. Classroom management/discipline
3. Field trips
4. Grades
5. Project and Assignments 
6. Conferences
7. Curriculum questions
8. Attendance

Any question not answered by the classroom teacher may be directed to an administrator.
Parents should contact the school office for the following:
1. School schedule
2. Volunteer program 
3. Lunch program
4. Student records
5. School programs


STUDENT INFORMATION, RECORDS, & POLICIES

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law that protects the privacy of student education records. The law applies to all schools that receive funds under an applicable program of the U.S. Department of Education. FERPA gives parents certain rights with respect to their children's education records. These rights transfer to the student when he or she reaches the age of 18 or attends a school beyond the high school level. Students to whom the rights have transferred are "eligible students."
 
Parents or eligible students have the right to inspect and review the student's education records maintained by the school. Schools are not required to provide copies of records unless, for reasons such as great distance, it is impossible for parents or eligible students to review the records. Schools may charge a reasonable fee for copies.

Parents or eligible students have the right to request that a school correct records which they believe to be inaccurate or misleading. If the school decides not to amend the record, the parent or eligible student then has the right to a formal hearing. After the hearing, if the school still decides not to amend the record, the parent or eligible student has the right to place a statement with the record setting forth his or her view about the contested information.

Generally, schools must have written permission from the parent or eligible student in order to release any information from a student's education record. However, FERPA allows schools to disclose those records, without consent, to the following parties or under the following conditions (34 CFR § 99.31):
· School officials with legitimate educational interest;
· Other schools to which a student is transferring;
· Specified officials for audit or evaluation purposes;
· Appropriate parties in connection with financial aid to a student;
· Organizations conducting certain studies for or on behalf of the school;
· Accrediting organizations;
· To comply with a judicial order or lawfully issued subpoena;
· Appropriate officials in cases of health and safety emergencies; and
· State and local authorities, within a juvenile justice system, pursuant to specific State law.
For additional information, you may call 1-800- USA-LEARN (1-800-872-5327). Or you may contact: Family Policy Compliance Office U.S. Department of Education 400 Maryland Avenue, SW, Washington, D.C. 20202-8520.
 
STUDENT ATTENDANCE RECORDS
Homeroom teachers are responsible for taking attendance each day and entering it into PowerSchool. Failure to comply with this state requirement is not an option.
 
CUMULATIVE FOLDERS
It is the responsibility of the classroom teacher to check and maintain cumulative folders. Cumulative folders must be updated once a year (usually at the end of the school year). Use the enclosed checklist as a guide when checking cumulative folders. Cumulative folders should not leave the school.
 
REPORTING STUDENT ACCIDENTS
Report all student accidents by completing an Injury Report form and sending it to the Compliance Officer. The forms are available in the school office and under Forms on our website. When a student is injured at school, or during a school sponsored activity, sport/team or trip, prompt submission of an Injury Report form is required. A copy shall be forwarded to the Compliance Officer within 24 hours of the event. Any additional information received after the initial report should be submitted to the Compliance Officer.
 
At a minimum, the following conditions require the submission of an Injury Report:
· The injury requires the student to leave school or the activity for medical treatment.
· An ambulance is called, whether or not the student is actually transported.
· The parent is notified that the student was injured at school.
· A parent notifies the school that they have taken their child to a doctor because of an injury received at school.
· The injury involves weather conditions.
· The injury may have been partially or wholly caused by a physical condition of the facility.
· The injury occurs during routine transportation activities.
· The injury involves the head, neck, or spine.
· The parent expresses concern over the way their
· injured student was handled by the school.
· Any competitive sports related injury.

At a minimum, the following conditions require the parent to be notified:
· The injury involves the head, neck, or spine.
· The injury bleeds excessively.
· The student is disoriented or confused.
· The student is upset or agitated over the injury.
· The injured area swells or begins to bruise.
· The injury requires more than one band-aide to cover or resolve the problem.
· The student is hyperventilating, passes out or experiences a seizure.
· The student complains of excessive pain.

It is best practice to have any child who is injured, beyond a simple Band-Aid fix, go to the office to have their parent/guardian notified of the situation. It is not up to the child whether parents are notified or not.
 
STUDENT ILLNESS/ACCIDENTS
During the school day, students may become ill or injured. Please follow the procedures listed below:
1. Use professional judgment in determining whether a child should be referred to the office.
2. Should a child become ill in your room, please attend to the situation appropriately. Remember it is the responsibility of the classroom teacher to take care of any mishaps that occur within the classroom when a child becomes ill.
3. If a parent is to be notified, the receptionist or other designated staff member will contact them.
4. During this time, the student will either be sent back to the classroom to wait for the parent or wait in the office. Please do not send another child with the ill person unless it is absolutely necessary.
5. Should a child be injured, notify the office immediately.
6. Teachers are required to complete the school injury report. A copy of the injury report must be sent home and one copy must be turned into the Compliance Officer. It is important that complete and accurate information be included.
7. DO NOT move the child if there seems to be a head, back or neck injury.
6. Children who take a daily medication at school must be sent to the office at the time that the medication is to be given. The medication is kept locked in the office except inhalers or epi-pen that has to be in the classroom.
 
CONTAGIOUS DISEASES
When a director of a county health department, in order to control the spread of contagious disease or to protect the health of an team member, orders a team member to leave his or her work environment, school administration shall reassign the team member to a safe work environment under conditions agreed to by the director of the county health department, or place the team member on leave with pay for the period of time set by the medical director. Leave shall not be charged to the team member's sick leave or other available paid leave. 
 


RECESS OUTSIDE
During the summer and winter months, teachers must be mindful of weather conditions and recess limitations. The school has the following guidelines to follow:
Classes may not be outside for more than 20 minutes on days of a heat index of 100.
Classes may not be outside at all on any day with a heat index over 100 or temperature below 20 degrees. 
 

STUDENT BEHAVIOR EXPECTATIONS, SUPPORT, AND DISCIPLINE
 
SOCIAL EMOTIONAL LEARNING
Children must learn and develop core foundational social and emotional skills to be able to become outstanding Learners and Leaders. We believe emotional and social skills, like academic skills, can be learned. We provide explicit instruction and practice to help students learn how to regulate emotions and properly use social skills.  We believe that by providing a school culture that supports students social and emotional learning, we will be able to nurture a more connected community that works together to avoid code of conduct violations.

We proactively teach six main values and their corresponding 21st Century Skills to students and you’ll likely hear them talking about these skills at home. 

CODE OF CONDUCT
Compass Academy is founded on the value of Ubuntu, which means “I am a person through other people; my humanity is tied to yours.” We expect all students to live out this value and to behave with deep respect for others. Compass Academy has set behavior expectations aligned with the value of Ubuntu in order to create a safe, productive and joyful learning environment for all students. Upholding the Code of Conduct will help prepare students to become engaged citizens who follow rules set by our communities. These expectations apply during school, on school grounds, at school sanctioned activities or events, in school vehicles and at school functions that occur off campus.

RESTORATIVE PRACTICES
At Compass Academy we are always growing as Learners & Leaders.  We recognize that mistakes will be made along the journey, and value these opportunities as learning experiences for our community. We believe that along with social emotional learning, Restorative Practices will help us support our students and school community to be a safer and more connected place to learn. Based on Tomkins and Braithwaite’s work on managing shame and preventing harm to our community, we believe it is best for our school community to maximize positive behaviors, minimize negative behaviors, allow for the free expression of feelings, and do these three things as much as possible. When a member of our school community has done something wrong and is confronted with that wrongdoing, we do not want that person to feel shame. How we treat all individuals in our school community is critical.  We believe in separating the deed from the doer by acknowledging the intrinsic worth of the person while rejecting and reflecting on the unacceptable behavior. 

At Compass Academy we make a crucial distinction between punishment and natural consequences. A punishment is meant to inflict suffering on someone who has done something wrong, on the assumption that this will change his or her behavior. A natural consequence is a response to wrongdoing that follows logically from what has occurred. Natural consequences work with students. Students may be engaged to help come up with natural consequences, but the consequences may also come from teachers and administrators. The difference is that students are made to understand why the consequence follows logically from the behavior.

The Social Discipline Window below depicts how the school will support our community to be restorative and work with each other, rather than be reactive:
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COMMUNITY THROUGH CIRCLES
At Compass Academy we use circles to build community and problem solve.  Circles by their very structure, convey certain important ideas and values without the need for discussion:
· Equality -- Literally everyone in the circle has equal seating.
· Safety and trust -- You can see everyone in a circle, so nothing is hidden.
· Responsibility -- Everyone has a chance to play a role in the outcome of the circle.
· Facilitation -- The circle reminds the leader to facilitate rather than lecture.
· Ownership -- Collectively, the participants feel the circle is theirs.
· Connections -- These are build as everyone listens to everyone’s else’s response.

Just sitting in a circle creates the feeling that a group of people is connected.  When students don’t know what to say in response to a circle question, teachers encourage them to enlist fellow students to help them think of answers, which further builds connections and a mutually supportive atmosphere.

Eventually, students begin to help facilitate their own circles, which builds confidence and a sense of responsibility.  They take risks, both academically and personally, and talk about feelings, ideas, what they read, themselves, and others.  Students both give and listen to feedback.

In circles students, teachers, disciplinarians, administration, staff and parents express themselves in ways they rarely do otherwise.  The perspectives, facts and stories shared in the circle cultivate empathy and influence behavior.   

At Compass the circle is a symbol of community, and we have a variety of circles that we use on a weekly and daily basis to support strong healthy relationships.
· Every morning students and teachers begin the day with a morning circle.
· At the end of every school day students and teachers come together again to bring a close to the day’s activities.
· Every Wednesday students and teachers facilitate a village circle. 
· In our classrooms we use circles to set goals and review learning.   
· Circles are also formed to problem solve.  

Circles present themselves as an excellent tool for responding to behaviors that arise in our school community.  Circles present a genuine alternative to an authoritarian system of discipline.  The circle represents a fundamental change in the relationship between students and authority figures.  It creates a cooperative atmosphere in which students take responsibility for their actions.  Students respond because they feel respected and realize that what they say matters.  Circles make students feel like partners, and they respond by working to help create a more positive atmosphere.  When the light dawns in students’ minds and they begin to understand that they are truly being given a stake in their class and school, they rise to the occasion.  

THE DISCIPLINE PROCESS
Teachers work most closely with students and therefore carry the bulk of discipline responsibility. Should a teacher have a discipline incident with a student, the teacher will work to correct the problem with the student by issuing a warning, by scheduling a mandatory conference at the earliest possible moment or by other disciplinary action. All Compass Academy students have the right to school environments that are safe and free from distractions. 

A Disciplinary Referral will be issued when a teacher deems an incident more serious. A Disciplinary Referral may be issued for the following: disobedient behavior, fighting, bad language, poor attitude, rebellion, disregard for school rules or property or similar incidents. Students will not be sent to the office for inappropriate behavior without a written Referral.

The Referral will state the facts of the incident and action(s) taken. The classroom teacher, front office, and advisor will receive a copy of the report. The parent/guardian will receive a phone call from the school as soon as possible and will receive a copy of the report to sign and return to the school the next school day. Consequences will depend upon the incident as outlined in the Violation Ladder. Repeated discipline referrals may lead to suspensions. 

CONSEQUENCES
The purpose of disciplinary consequences is to ensure that students and the community maintain complete focus on learning and growth. Inappropriate student behavior impacts individuals and exacts a cost on the larger school community. Students must understand that they are accountable to their peers and to the values and expectations of the community as a whole. Family involvement is expected to ensure prompt resolution of problems and inappropriate behavior. 

Food: Eating or drinking anything other than water is not permitted while in the building unless in the cafeteria or an area approved by a staff member. 

Public displays of affection: Public displays of affection and inappropriate touching between students is not permitted, including, but not limited to, sitting on laps or extended hugging. 

Cell phones and electronics: Students must turn off cell phones and similar devices and store them in a backpack or locker for the entire school day. The ONLY time students are permitted to use cell phones is before/after school or at lunch while outside of the building. Additionally, students cannot use MP3 players/iPods, electronic readers, computer or video games, headphones or any other electronic device on campus unless approved by and under supervision of a staff member. If a device is not turned off and stored away, it will be confiscated by a staff member and a parent/guardian must reclaim it from an administrator.

SUSPENSION AND EXPULSION
Compass Academy expressly prohibits behavior that is unsafe, violent, and/or illegal. The policies below describe actions that may lead to suspension or expulsion. These policies apply on school grounds, at school-sanctioned activities, in school vehicles, at school functions that occur off campus, and at any time or in any place where the conduct interferes with the educational operations of the school or the safety of the school community. 

Expulsion is the permanent removal of a student from school. The following may be grounds for suspension or expulsion of a student during the school year:
1. Continued willful disobedience or open and persistent defiance of proper authority;
2. Willful destruction or defacing of school property;
3. Behavior on or off school property that is detrimental to the welfare or safety of other pupils or of school personnel, including behavior that creates a threat of physical harm to the student or to other students;
4. Committing one of the following offenses on school grounds, in a school vehicle, or at a school activity or sanctioned event:
a. Possession of a dangerous weapon without the authorization of the school or the school district;
b. The use, possession, or sale of a drug or controlled substance as defined in section 18-18-102 (5), C.R.S.; or
c. The commission of an act that, if committed by an adult, would be robbery pursuant to part 3 of article 4 of title 18, C.R.S., or assault pursuant to part 2 of article 3 of title 18, C.R.S., other than the commission of an act that would be third degree assault under section 18-3-204, C.R.S., if committed by an adult.
5. Repeated interference with a school's ability to provide educational opportunities to other students;
6. Carrying, using, actively displaying, or threatening with the use of a firearm facsimile that could reasonably be mistaken for an actual firearm in a school building or in or on school property;
7. Pursuant to section 22-12-105 (3), making a false accusation of criminal activity against an employee of an educational entity to law enforcement authorities or school district officials or personnel.

Per the Gun-Free Schools Act (GFSA) (20 U.S.C. sec. 7151), a student who is determined to have brought a firearm to a school or to have possessed a firearm at a school, shall be expelled for a period of not less than one year, except that the Executive Director may modify this requirement for a student on a case-by-case basis if such modification is in writing. Upon the initial determination of firearm possession, the incident will be referred to law enforcement. "Referral to law enforcement" means a communication that is initiated by a school administrator or employee regarding behavior by a student that is a violation worthy of investigation by or involvement of a law enforcement agency. 


The following factors will be considered before suspending or expelling a student:
1. The age of the student;
2. The disciplinary history of the student;
3. Whether the student has a disability;
4. The seriousness of the violation committed by the student;
5. Whether the violation committed by the student threatened the safety of any student or staff member; and
6. Whether a lesser intervention would properly address the violation committed by the student.

A student who is suspended is temporarily forbidden from attending classes at his or her school. Depending on the offense, a suspension can last for up to 25 days. Upon reaching 25 days, the school must either re-admit the student or decide what the final course of action will be. When a student is suspended, the student’s parent, guardian, or legal custodian will be notified immediately. 

If a student violates any of the following policies, administration will intervene immediately and will determine immediate next steps. In all such cases, the school will contact parents / guardians. Additional consequences may include suspension, expulsion, involvement of social services, a mental health assessment, and/or involvement of Denver Public Schools Safety and Security or local law enforcement.

Drugs, alcohol and tobacco: Possession, distribution, use or sale of alcohol, tobacco or illicit drugs is prohibited. As required by law, or at the discretion of the school, violation of this policy can lead to suspension, a report to authorities, and a possible recommendation for expulsion.

Weapons: Knives, guns, explosives or weapons of any type (even toy weapons) are prohibited. Possession of any weapons or items that appear to be weapons will result in Denver Police involvement and possible expulsion. In accordance with Denver Public Schools policy, possession of a gun will be considered a Type 6 offense, automatic expulsion for one full calendar year.

Gang activity: Gang-related actions are prohibited. Pursuant to state law, the term “gang” refers to all groups of three or more who share a common interest or activity characterized by criminal, delinquent, or disruptive conduct. Consequences for gang-related actions will be determined according to the circumstances of the infraction. Compass Academy communicates with Denver law enforcement agencies regarding this policy.

Imminent harm: Students are prohibited from behavior that causes imminent harm, including but not limited to physical attacks, sexual touching, attempts to cause physical harm to oneself, throwing things or moving furniture, leaving a classroom or the campus without permission, or causing a fire alarm, bomb threat or any other threat to property or community. Consequences will be determined according to the circumstances of the infraction.

SUSPENSION/EXPULSION AND STUDENTS WITH DISABILITIES
The Individuals with Disabilities Education Improvement Act (IDEA) provides support for students with disabilities who exhibit problem behaviors through the use of functional behavioral assessment (FBA) and positive behavioral interventions and strategies. The FBA is an assessment that can be used to identify reasons behind behavior and formulate a behavior intervention plan. The FBA is a service that school administrators must ensure a student with disability receives when that student is removed long-term from his or her current placement [as specified in the student’s Individualized Education Program (IEP)] for disciplinary reasons. As disciplinary removal for more than 10 consecutive school days is legally regarded as a unilateral change in the student’s placement, if an administrator decides to remove a student with a disability for more than 10 school days, he or she must then direct the IEP Team to conduct a manifestation determination review which examines if the misconduct was caused by or had a direct and substantial relationship to the student’s disability or if the misconduct was the direct result of the school’s failure to implement the IEP. This helps ensure that disciplinary procedures that are used for the misconduct of nondisabled students will not be applied to behavior that is the manifestation of a child’s disability. These procedures will be conducted no later than 10 school days after the initial disciplinary action was taken that involved student removal for a period of more than 10 days. If a misbehavior is determined to be a manifestation of a child’s disability, the IEP Team will conduct an FBA to develop and implement a behavior intervention plan. When misconduct is determined not to be a manifestation of a student’s disability, an FBA will be conducted as appropriate and result in behavioral interventions as needed. School administrators have the authority to remove a child with a disability for up to 45 days to an interim alternative educational setting for: carrying or possessing a weapon; knowingly possessing or using illegal drugs, or selling or soliciting the sale of a controlled substance; or inflicting serious bodily injury upon another person, whether or not the misconduct is a manifestation of the child’s disability. 

STUDENT SEARCHES AND SEIZURES
School property is under the control of the school. If reasonable suspicion exists, searches on school property (including, but not limited to, lockers and vehicles parked on school property) may be conducted at the discretion of the administration. Upon reasonable suspicion of illegal or unauthorized materials, school authorities may search a student’s person and/or personal property, desk area or backpack. School officials may detain students upon reasonable suspicion that they possess drugs, narcotics, weapons, explosives or other dangerous contraband that constitute clear and imminent danger to the safety and welfare of community/property. School authorities are permitted to seize any items that are found to be detrimental to the school community/property for evidence. Furthermore, school officials will notify parents/guardians and law enforcement agencies of such possession.

PHYSICAL RESTRAINT
In accordance with Denver Public Schools policies, physical restraint and intervention by trained staff is allowed in situations where:
· Reasonable physical restraint and/or time-out as a means to protect the student being restrained or others from a serious, probable, imminent threat of bodily harm;
· In cases of emergency when other less restrictive alternatives have failed (e.g., Restorative Practices, constructive and non-physical de-escalation, re-structuring the environment) or the staff member determines that such alternatives would be inappropriate or ineffective under the circumstances;
· An emergency is a serious, probable, imminent threat of bodily harm to self or others where there is the present ability to effect such harm.
Any such acts are not in conflict with the legal definition of child abuse and will not be construed to constitute corporal punishment within the meaning and intention of this policy. Restraints will never be used as a punitive form of discipline or as a threat to control or gain compliance of a student’s behavior.


CORPORAL PUNISHMENT
Compass Academy prohibits the use of corporal punishment. Staff members may not use hand rulers, paddles, or other instruments for the administration of corporal punishment, no matter how lightly administered, or as the threat to administer corporal punishment. Staff should refrain from touching students while disciplining them.
 
YELLING AND SCREAMING
While students can frustrate teachers and staff, yelling and screaming at students is prohibited. Team members of Compass Academy are expected to conduct themselves professionally, with grace, and in an adult manner. Violating this rule could leave employees subject to discipline up to and including termination.

STUDENT DRESS CODE ENFORCEMENT
It is essential that every team member is aware of Compass Academy student dress code. Teachers are responsible for checking dress regularly throughout the day. The detailed dress code is below for your reference:

All students must wear the Compass Academy uniform at all times during the extended school day and on field trips. School uniforms are important because they create a professional, safe and respectful community where students can focus on learning. The Compass Academy uniform should be worn with pride as it represents our commitment to each other, upholding the Compass Academy values and working together to become excellent learners and leaders.
** Please note that families must pay for their student(s) uniform. Please contact staff with questions about these fees or to schedule a uniform payment plan.**

· Students must wear a Compass Academy school uniform. They may wear a plain, white short or long sleeved shirt under the polo shirt. 
· Outside jackets and sweatshirts must be unzipped or put away upon entering the school.  
· Skirts must reach to mid-thigh and pants must not be worn low.
· Shoes must be suitable for the day’s activities.
· Students may not wear hats, bandanas, do-rags, or sunglasses.
· Clothing, jewelry, or appearances that are determined to distract students from learning will not be allowed.
· Text on clothing/jewelry that promotes violence, alcohol, gangs, tobacco, drugs or presents sexual 

Uniform Violations: The table below describes the communication and consequences for uniform violations.

	Expectations
	Process/Accountability

	· Students are expected to come to school in a Compass uniform.
	· All staff check uniforms during morning meeting.
· If a student is not wearing a uniform and it can’t be corrected in the classroom, , they should be sent to the office.
· Students will write their name in a log book.
· If a student fails to wear a uniform 3 times, parents will be contacted. 
· If a student fails to wear a uniform 5 times, students will need to check out a uniform each day from the office.


 


[bookmark: _GoBack]POLICY FOR REPORTING IF A SUSPECT STUDENT IS UNDER THE INFLUENCE
If a school team member suspects that a student is under the influence of drugs or alcohol at school they should report this to the Compliance Officer immediately. Be specific when reporting — describe the behaviors observed. Once a student is suspected of being under the influence of a substance, the student should be placed in a protective environment separate from other students but under the supervision of an adult, and a determination made as to whether medical assistance is required and should be contacted. The student should not be left unsupervised.
 
POLICY FOR REPORTING SUSPICION THAT A STUDENT IS USING DRUGS OR ALCOHOL
[bookmark: _Toc385362485]If a school team member suspects or has information indicating that a student is using drugs/alcohol, he or she should report this information to the Compliance Officer. The name of the reporting staff member is not disclosed; however, it may be obvious to the student. If the Compliance Officer that there are extenuating circumstances that would make it necessary for the reporting staff member’s name to be disclosed, this would be discussed with the staff member prior to any disclosure. Federal law prohibits the disclosure of any substance-related information without written consent, so drug test results or any resulting interventions are confidential and cannot be shared with staff members.

ACHKOWLEDGEMENT OF RECEIPT OF STAFF HANDBOOK
I acknowledge that I have received a copy of the Compass Academy (“ACADEMY”) Staff Handbook Revised on July 1, 2016 (“Handbook”) and that it is my responsibility to read and familiarize myself with the Academy’s policies and guidelines set forth in the Handbook.  If I have a question about these policies and guidelines, I understand that I can request an explanation from the Academy’s Middle School Director or Executive Director or a designated representative.

I understand that the Academy has the sole discretion to interpret the Handbook policies and guidelines.  I recognize it may be necessary to change the policies, practices and benefits described in the Handbook from time to time and accordingly, that the Academy has the right to delete, suspend, discontinue or revise any or all of its provisions of the Handbook.

I am aware that my employment with Compass Academy is “AT-WILL.”  Just as I have the right to end my employment with the Academy at any time for any reason, with or without notice, the Academy also has the right to terminate my employment at any time, for any reason, with or without notice, notwithstanding any provision contained in the Handbook.  I acknowledge that nothing in the Handbook extends or guarantees employment for a specific period of time or creates any contractual rights.


_______________________	____________________________	_______________
Employee Name (Printed)	Employee Signature			Date
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