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MISSION STATEMENT

Professionalism, integrity, high academic standards, and accountability describe the Omega work culture.  Omega’s charter and NCLB/AZLEARNS must be honored so that our schools remain in compliance with our state contract and federal regulations. 
The mission of Omega Schools is to have all students pursue a 90% mastery level on the Omega contract approved curriculum, the national and Arizona standards. The Board and CEO, expects quality instruction which rekindles the joy of learning and work.  Furthermore, all faculty and staff are expected to model Character First traits.
ABSENCE – EMPLOYEE

Employees who miss school during the first 120 days of their employment will have their contract per diem rate deducted.  The exception to this rule would be the death of a parent, spouse or child. If you are to be absent, teachers are to contact Coach Frankie as early as possible so he can obtain a substitute.  All other staff, must call their supervisor when they are going to be absent.  Upon your return, you must fill out an absence request form, which must be in the Corporate office within 24 hours of your return.  Excessive absences could result in your dismissal.
ASSIGNMENT OF STUDENTS TO CLASSROOMS

Multi-age instruction is a best practice and a part of the Omega charter contract with the State Board of Education.  The Instructional Deans with the approval of the Executive Vice President will initially assign students to classes.  Omega reserves the right to adjust the placement of students when the student’s grade level, age, completion of prerequisites, academic achievement, classrooms limitations and class-size guidelines deem necessary.  The Instructional Campus Dean, in consultation with the parents and the teacher will determine whether there should be any change in grade-level placement.  This decision will be documented using the “Promotion-Retention” form. Home-schooled students must be tested, as required by state law, to determine grade placement.
ARIZONA LEGAL WORKERS ACT
January 1,2008, the Arizona Legal Workers Act (HB2779) LAWA , became effective.  It incorporates the federal definition of a “knowing” hire of an undocumented worker, including “constructive knowledge”.  Omega Schools will E-verify all new employees and follow the No Match letters as defined by SSA regulations.  We will comply with the New Arizona Immigration Law.  

BENEFITS

Schools are not required to offer benefits. With the rising cost of the past 10 years, benefits have become an employment privilege.  Medical and dental health care coverage may be provided for Omega employees, as funds become available.  New employees have a 120 day Probationary Period before benefits are offered.  Other benefit options will be announced, as they become available.  If the Omega Schools, Inc. has more than 900 students, computers may be purchased at a discount by employees. 
BONUSES AND RAISES
Staff may be eligible for bonuses and raises based on student enrollment being at 750 students with average daily attendance at 95%.  Your 2008-2009 contract delineates how those monies are awarded.  Your accumulated attendance is uploaded to the state.  Approximately one month after the 40th and 100th days, ADE will inform Omega if we met the attendance goal.  Our plan will be to provide 40% of the bonus pay in December and 60% on or before the end of the fiscal year (6/30).  Bonus amounts maybe more or less based on the student enrollment data received from the state.
CALENDAR YEAR
Please review the calendars provided at the signing of your contract.  12-month fiscal calendars begin July 1 and end June 30.  The Instructional calendar begins with Pre-Services and/or Pre-School activities.  Employees who do not begin employment on the first day of the assignment will be paid on a prorated bases.  
CHILD ABUSE/NEGLECT

As a courtesy, a school employee shall notify the Operational Dean and the Governing Board (in writing) in the case of suspected child abuse/neglect.  We request that you allow us to assist you so that you do not expose yourself to a personal lawsuit.  According to state statute 13-3620, “any nurse, school personnel, social worker, parent, counselor or any other person having responsibility for the care or treatment of children, which includes, at least all teachers and administrators whose observation or examination of any minor discloses reasonable grounds to believe that a minor is or has been the victim of injury, sexual abuse, pursuant to §13-1404, sexual conduct with a minor pursuant to §13-1405, sexual assault pursuant to § 13-1406, molestation of a child pursuant to §13-1410, commercial sexual exploitation of a minor pursuant to § 13-13552, sexual exploitation of a minor pursuant to § 13-3553, incest pursuant to §13-3608 or physical neglect which appears to have been inflicted on that minor by other than accidental means or which is not explained by the available medical history as being accidental in nature or who has reasonable grounds to believe there has been a denial or deprivation of necessary medical treatment or surgical care…shall immediately report or cause reports to be made of this information to a peace officer or to child protective services.
A report is not required under this section for conduct prescribed by § 13-1404 and § 13-1405 if the conduct involves only minors age fourteen (14), fifteen (15), sixteen (16) or seventeen (17) and there is nothing to indicate that the conduct is other than consensual. 

Reports shall be made forthwith by telephone or in person and shall be followed by a written report within seventy-two (72) hours.  The report shall contain:

1. The names and addresses of the minor and the minor’s parents or persons having custody of the minor, if known. 

2. The minor’s age and the nature and extent of the minor’s injuries or physical neglect, including any evidence of previous injuries or physical neglect. 
3. Any other information that the person believes might be helpful in establishing the cause of the injury or physical neglect….

A person furnishing a report, information or records required or authorized under this section, or a person participating in a judicial or administrative proceeding or investigation resulting from a report, information or records required or authorized under this section, shall be immune from any civil or criminal liability by reason of such action unless the person acted with malice or unless the person has been charged with or is suspected of abusing or neglecting the child or children in question….”

Misconduct Involving Minors 

A.R.S. § 15-514(A) states that a report must be made when an individual reasonably suspects or receives a reasonable allegation that a person certificated by the State Board of Education has engaged in conduct involving minors that would be subject to the reporting requirements of A.R.S. § 13-3620. That conduct includes, but is not limited to, the following: sexual abuse, sexual conduct with a minor, sexual assault, molestation, sexual exploitation of a minor, incest, child prostitution, abuse or physical neglect which appears to have been inflicted on that minor by other than accidental means or any act that may have resulted in the death of a child. A.R.S. § 15-514(A) requires that a report be made in writing as soon as is reasonably practicable, but no later than three business days after the person first suspects or receives an allegation of misconduct. Written reports may be sent to: Arizona State Board of Education, Investigative Unit, 1535 W. Jefferson, Phoenix, AZ 85007 (602)542-2972.

Unprofessional and Immoral Conduct

Individuals holding certificates issued by the Board pursuant to A.A.C. R7-2-601 et seq., and individuals applying for certificates issued by the Board pursuant to A.A.C. R7-2-601 et seq. shall: make reasonable efforts to protect pupils from conditions harmful to learning, health or safety; account for all funds collected from pupils, parents or school personnel; adhere to provisions of the Uniform System of Financial Records related to use of school property, resources or equipment; and abide by copyright restrictions, security or administration procedures for a test or assessment. Individuals shall not: discriminate against or harass any pupil or school employee on the basis of race, national origin, religion, sex, including sexual orientation, disability, color or age, deliberately suppress or distort information or facts relevant to a pupil’s academic progress; misrepresent or falsify pupil, classroom, school or district-level data from the administration of a test or assessment; engage in a pattern of conduct for the sole purpose or with the sole intent of embarrassing or disparaging a pupil; use professional position or relationships with pupils, parents or colleagues for improper personal gain or advantage; falsify or misrepresent documents, records or facts related to professional qualifications or educational history or character; assist in the professional certification or employment of a person the certificate holder knows to be unqualified to hold a position; accept gratuities or gifts that influence judgment in the exercise of professional duties; possess, consume, or be under the influence of alcohol on school premises or at school-sponsored activities; illegally possess, use, or be under the influence of marijuana, dangerous drugs, or narcotic drugs, as each is defined in A.R.S. §13-3401; make any sexual advance towards a pupil or child, either verbal, written or physical; engage in sexual activity, a romantic relationship or dating of a pupil or child; submit fraudulent requests for reimbursement of expenses or for pay; use school equipment to access pornographic, obscene or illegal materials.

COLLECTION OF MONIES

Anyone who collects money needs to have that money in the office within 24 hours of collection or face audit consequences per IRS/ADE code.  No money is to be kept in a teacher’s desk.
COMMUNICATION WITH PARENTS/GUARDIANS

Faculty and staff shall maintain positive, courteous, and professional relationships with parents.  Employees are to communicate with parents regarding academic progress and student behavior (i.e., weekly newsletters, phone calls, personal interactions, e-mail, web page, etc.)  Faculty shall conduct all parent/teacher conferences scheduled by the Board.  Faculty shall attend open house/orientation event for parents. Campus Deans must approve all parent communication before being mailed to parents/guardians.  All written communication should be discussed at Leadership Meetings. All sign-in sheets from the parent conference and other parent communication must be turned into the corporate office the day after the event.
COMMUNICABLE DISEASES

Employees are to report any of the following communicable diseases to the nurse and/or office.  Individuals with suspected communicable diseases must not return to school without written permission from a physician’s office. Reportable diseases include AIDS (Acquired Immune Deficiency Syndrome), ARC (Aids Related Complex), Amebiasis, potentially rabid animal bites, Anthrax, Botulism, Burcellosis (Acute), Gonorrhea, Granuloma Inguinale, Hansen’s Disease (Leprosy), head lice, hemorrhagic fevers, Hepatitus, Histoplasmosis, HIV (Human Immunodeficiency Virus), Legionnaire’s Disease, Leptospirosis, Lymphogranuloma Venereum, Malaria, Measles (Rubeola), Meningitis, Menigococcal Disease, Mumps, Paralytic Shellfish Poisoning, Pertussis, Pesticide Poisoning, Plague, Poliomyelitis, Psittacosis (including congenital), Salmonellosis, Schistosomiasis, Shigellosis, Smallpox, Syphilis, Tetnus, Toxoplasmosis acute, Trichinosis, Tuberculosis, Tularemia, Typhoid Fever, Typhus, Vibrio Cholera, Vibrio Cholera, Vibrio Infections, and Yellow Fever.

COMP-TIME

Hourly employees may not work over-time without prior written approval.  Salary employees are not eligible for comp-time.  Employees who are given an assignment above and/or beyond their regular salaried position are eligible for an addendum.  All arrangements that require additional pay and/or time off must have written approval by the Board, V.P. /H.R., CEO or designee.
CONFERENCE ATTENDANCE

Employees may request approval to attend conferences and other professional activities by submitting the appropriate request through the immediate supervisor.  Travel approval is based on merit and/or, as funds become available.  No one may attend any function without prior written approval from the CEO or Board. Airline and hotel expenses are covered if funds are available.  Omega does not cover mileage. Upon request, the Academy will provide written documentation required for state and federal tax deduction
CONFIDENTIALITY OF STUDENT AND STAFF INFORMATION

Employees will keep identifiable student information confidential in the collection, storage, disclosure and destruction of a student records.  The Dean of each school has the responsibility to ensure the confidentiality of the information.  Employees will refrain from discussing student information with other students, parents, or teachers unless such action is needed in the placement of the child.  Training and instruction will be given to those persons collecting and using identifiable information.  A current list of names and positions having access to the information will be available for public inspection.  Teachers are required to keep grade book and student graded assignments in closed files.
Employees will keep all information of other staff members confidential including any references to family members, addresses, home and cellular telephone numbers and e-mail addresses.
CONTINUING EDUCATION

Omega is committed to its employees furthering their education.  If there is a conflict with your hours in regard to attending classes, you must obtain permission from the CEO and the Board to change your hours.  When you have been approved to be absent, you will need to fill out a leave request form for the hours you will not be working.  These hours will be deducted from your annual leave time.  If no annual leave time remains, this time will be deducted from your paycheck.

COPIERS

Teachers and designated employees will be assigned codes for using copiers.  You are not to give this code to anyone else.  Each person will be allotted a certain number of copies for each month.  When you have reached the allotted number of copies for the month, the copier will automatically shut off.  No additional copies will be allowed until the beginning of the next month.  
DISCIPLINARY ACTION

Omega wants to keep and encourage good employees.  However, to maintain the existence of the school, employees who violate the Code of Ethics, policies contained in this handbook, technology policies, or other state/federal regulations may be disciplined and/or terminated. Omega will be using the HR Standards provided by the Arizona Department of Education. Depending on the severity of the issues, the employee may be written up, sent home without pay, or terminated.  In severe cases, a police report may be filed.
DRESS CODE

Employees are expected to dress in a professional manner at all times.  This means no blue jeans, spandex slacks, shorts, tight-fitting or provocative clothing.  Staff may choose to wear student uniforms.

DRUG FREE ORGANIZATION

Omega is a “Drug Free” organization.  The non-medical possession, use or abuse of drugs including cigarettes and/or alcohol is forbidden on school property or at any school-sponsored activity.  Any Omega  employee who uses, possesses, sells, or distributes illegal drugs on school property will be subject to disciplinary action including dismissal and may be subject to criminal charges including ADE sanctions. 

Workplace includes any school building or any school premises, school sponsored activities and events, school-owned vehicles, or school-approved vehicles used to transport personnel or students to and from school activities or business.  In addition, the workplace includes all property, owned or leased, or used by Omega for any educational or school business.
EMPLOYEE ILLNESS

For your safety, if an employee loses consciousness while on campus, the nurse and paramedics will be contacted.  A written report must be forwarded to the H.R. Department. The staff person may not return to work without a written release from an attending physician indicating the employee is able to carry out the rigor of his/her assignment.

If you are ill and feel you cannot come to work, you must call the Operational Dean the evening before your scheduled workday.  

EMPLOYEE PROTECTION

Omega strives to provide safety for employees conducting campus duties.  Any assault upon an employee shall be promptly reported to the immediate supervisor who shall report to the Executive Vice President or Vice President Human Resources/ Financial Operations.  In the case of a student assaulting an employee, the police will be called. The student may be suspended or expelled pending parent, employee and supervisor conference after the due process hearing. Employees may exercise their right to contact law enforcement officials after following due process procedures.

The employee may only use reasonable physical force, which is necessary and appropriate in self-defense.  Otherwise school personnel, employees are not to touch students.   To do such may result in disciplinary action.

If an employee observes or suspects an individual of using, displaying, carrying or possessing any dangerous weapon or illegal substance, the employee has the right to contact the police.  The employee will notify the immediate supervisor before such contact. When it is determined that a student has damaged or destroyed the personal property of an employee, Omega shall contact the police and assist the court in seeking restitution, when possible.

EMPLOYEE STANDARDS

Omega employees acknowledge that schools exist for the purposes of providing educational services for kindergarten to students 21 years of age. Therefore, every employee assumes responsibility for providing leadership in the school and community.  Employees are direct and indirect role models for children and parents. This responsibility requires the employee to maintain standards of exemplary conduct.  To these ends, Omega employees exemplify the Code of Ethics signed during employment and adopt the following statements of standards. 
The school employee: 
· Models Character First traits

· Makes the health, safety and education of all students the fundamental value of all decisions and actions

· Maintains just, courteous, and proper relationships with students, parents, staff members, and others

· Strives for improving one’s job performance

· Fulfills job responsibility with honesty and integrity

· Implements the Governing Board’s policies and administrative rules, regulations, and procedures
· Protects the civil and human rights of all individuals
· Avoids using the position for personal gain through political, social, religious, economic, other influence
· Honors all contracts and fulfillment or release (breaking a contract results in $1,000 penalty)
· Maintain confidential information unless the disclosure of such is required by law
EVALUATION

According to Arizona statute 15-537 schools must establish a system for the evaluation for the performance.  Instructional evaluations are designed to improve instruction and maintain instructional integrity and accountability.  The Board requires multiple performance evaluations for instructional staff.  Other support staffs require at least one annual performance evaluation. Omega aligns all instruments with Arizona statues.  New staff will be evaluated during the 120-day probationary period. There will be weekly classroom walk thrus, ongoing written evaluations designed to strengthen instruction.
EXTRA-CURRICULAR ACTIVITIES

Various extra-curricular activities will be offered at the Omega.  Staff may be paid a stipend for serving as supervising sponsor for selected activities beyond the scheduled workday.  However, the assignment requires prior written approval. Staff members who do not meet regular duty assignments (i.e. timely lesson plans) are not eligible for additional assignments.
FACULTY AND STAFF WORK DAY

The instructional staff hours are 7:30 AM – 4:00 PM Monday through Thursday and 8 AM – 3:30 PM on Fridays. Non-instructional employees MUST TAKE a thirty minute non-paid lunch break. Instructional staff have a minimum of 30 minutes for planning. Twelve month staff hours are 7:30 AM – 5PM Monday through Thursday and 8 AM – 3:30 PM on Fridays. Twelve month employees may have a one hour lunch period. While these hours average a little over forty hours per week, they balance to less than forty hours per week due to non-work days on the Friday proceeding Monday holidays. The CEO, Vice Presidents, or Campus Deans may assign additional duties. Duties may include before school, after school, Friday and Saturday activities. In the event an employee is required to attend a meeting and or assigned after their designed departure time, the campus administrator may arrange an early leave time on a Friday that does not conflict with professional development activities. All staff must electronically sign in and out upon leaving any Omega facility. 

Instructional Days:
INSTRUCTIONAL STAFF: 
7:30 – 4:00 Monday – Thursday




12 MONTH STAFF: 

7:30 – 5:00 Monday – Thursday

            12 MONTH STAFF (Summer)   7:00 - 5:30 Monday – Thursday  (Closed Fridays)


Professional Development: Fridays – see Calendar:
INSTRUCTIONAL STAFF: 
8:00 – 3:30 (Lunch 1 hour)

12 MONTH STAFF: 

8:00 – 3:30 (Lunch 1 hour)
Employees who have more than three (3) tardies may be docked 1/2 leave day until leave time is exhausted.  Thereafter, the employee will be docked their per diem rate. (Documented accidents, emergency room events with immediate family will be taken into consideration).
School is open to the public:
8:00 – 4:30 Monday – Thursday or by appointment

Employees may not leave campus during these hours without permission from the Operational  Dean.  A pre-approved Leave Form must be signed. Non-management staff must sign out before leaving campus and upon return using the electronic scan-clock.  If the clock is non-functioning, staff are required to sign-in on the sheets provided. All Employees must sign in when on another campus or at the Corporate office.  If you are scheduled to go to Professional Development/training, you must turn in your approved Professional Development leave form to the Corporate office, prior to the scheduled event. If this form is not turned in, you could be considered absent because you have not electronically signed in.
FINGERPRINT CLEARANCE CARD 

All employees are required to possess a valid Fingerprint Clearance Card. Absolutely no exceptions!  Fingerprint clearance cards must be in your possession while you are in any Omega workplace.
All charter employees must possess an “Arizona Class - One” fingerprint card as a condition of employment.  All candidates shall certify on the notarized forms whether they are awaiting trial or have been convicted of or admitted in open court or pursuant to a plea agreement committing any of the criminal offenses in Arizona or similar offenses in other jurisdiction in accordance to ARS§ 15-334.  ALL STAFF ARE REQUIRED TO RENEW THEIR CARDS BEFORE IT EXPIRES.  Once the card expires, the employee is not eligible for employment until the card is reinstated.  You will be terminated if you do not have a valid fingerprint card on file.
GIFTED STUDENTS

Omega provides appropriate instructional programs that meet the needs of gifted students. The decision will be made upon academic achievement, scores on approved state and corporate assessments, judgments of teachers, psychologists and administrators, and consultation with parents before providing the services.  The program for gifted students may include: expansion of academic work, development of originality, development of positive attitude toward self and others, development of desirable social and leadership skills. 
GRADES

Employees are responsible for recording accurate student information, which may include: grades, assignments, test scores, cumulative folders, state attendance, student portfolios, performance assessments, etc.  Grades are the property of Omega. Instructional staff must have grades recorded on or before the due dates.  Due dates are listed on the Instructional calendar.  Employees who violate this policy will result in disciplinary action from the Arizona Department of Education including leave without pay or termination.
GRADUATION – PROMOTION ACTIVITIES

Only staff that is directly participating or assisting with graduation and promotion activities for their school are to attend graduation/ceremonies. All others are expected to be working in their classrooms or offices.  Please refer to your calendar for the appropriate date.
GRIEVANCE PROCEDURE

A grievance is a claim by an employee, a group of employees, or parent(s) that there has been by an administrator, or group of administrators, or by the Board, a violation, misinterpretation or misapplication of administrative procedure, or established policy or regulation of the Board.  The Operational Deans shall oversee the grievance.  Forms are available on the employee intranet.  The Vice President of Compliance or the Vice President of  Human Resources/Financial Operations shall be the corporate liaison in all matters relating to implementation of the grievance procedure.  Every effort will be made to resolve any grievance at the lowest possible level.
A GRIEVANCE SHALL BE DEEMED VOID UNLESS IT IS INITIATED WITHIN TWENTY (20) WORKDAYS OF THE DATE WHEN THE OFFENSE OCCURRED OR THE EMPLOYEE KNEW OF THE OFFENSE.

The processed grievance shall be maintained in a separate file and will not become part of the employee’s personnel file.

A meeting may be requested by the grievant or by the Administration at any level of this procedure.

Procedure

An aggrieved person shall first discuss the grievance with her/his immediate supervisor in an effort to resolve the matter informally.

If the aggrieved person is not satisfied with the disposition of the grievance in step 1, the aggrieved person may submit the grievance on the written form to the immediate supervisor within five (5) working days following the informal meeting.  The immediate supervisor shall respond in writing within five (5) workdays.

If the aggrieved person is not satisfied with the disposition of the grievance by the immediate supervisor, the aggrieved person may submit the grievance on the written form to the President or her designee within five (5) work days following receipt of the supervisor’s written response.  The President or her designee shall respond in writing within five (5) workdays.

If the aggrieved person is not satisfied with the disposition of the grievance by the President or her designee, the aggrieved person may submit the grievance on the written form to the Governing Board within five (5) work days following receipt of the President’s written response.

The Governing Board shall review the grievance no later than the next regularly scheduled Governing Board meeting following receipt of the grievance to determine the most appropriate method for Board consideration.  The President shall notify the grievant in writing within five (5) workdays of the method for Board consideration.

The Governing Board shall decide whether to sustain or modify the President’s determination or to uphold the grievance in whole or in part.  The decision must be made by a formal vote in a public meeting, and should be made no later than the next regular meeting following the meeting at which the review or hearing is conducted.  If the grievance involves the CEO, the CEO abstains in the Board action.
The decision of the Governing Board shall be communicated to the employee in writing within five (5) workdays after reaching its decision.

If the aggrieved person is not satisfied with the disposition of the grievance by the Governing Board, an arbitrator may be appointed by the Governing Board to hear the grievance, consider the decision by the Governing Board, and mediate a final decision.
HOMEWORK
Faculty shall assign homework using the following guidelines:


Monday and Wednesday:
Language Arts, Social Studies

Tuesday and Thursday:

Math, Science
Fridays or Saturday (8 – 12)
Students who did not complete homework or class-work during the week

Long term projects may be assigned at any time.

Faculty may opt to provide class time for homework.  Faculty must communicate with parents regarding homework activities. (Master Teachers use newsletter or flyers to communicate with parents.)
INSTRUCTIONAL MATERIALS – TECHNOLOGY AND VIDEO

It is the policy of Omega that technology, movies, videos, and television programs only are used for instructional activities to assist the students in meeting the Arizona State Standards.  The use of these services shall be in support of education, research, and the educational goals only.  Misuse, abuse, or use of instructional materials for personal use, particularly the education information systems (computers) or choosing not to follow the guidelines and procedures may be subject to disciplinary actions.  Instructional staff may not use video or media using profanity, PG-13, or R-rate content.  To be safe, staff must review material before showing it students.

INSTRUCTOR AND SCHOOL STAFF MEETINGS

Deans may schedule regular meetings before or after school to meet SPED or other student concerns.  At times you may be asked to either serve on your campus parent, teacher, business association committee, special education committee or your local site council.  Instructional Deans will meet with their respective groups on scheduled Fridays.

INTERACTION WITH COLLEAGUES/STAFF

Employees shall conduct themselves in a manner consistent with the effective and orderly operation of Omega.  Acts or omissions, which endanger the physical or emotional health, safety, or welfare of students, employees, and staff members or which are destructive to a positive working environment may be defined as workplace harassment and may be considered cause for dismissal as declared and approved by governing board policy.

In order to maintain professional relationships, the Board recommends that staff not borrow money from each other.  Supervisors should not borrow money from subordinates at any time.  Furthermore, staff should avoid discussing salaries with each other.

KEYS

For safety reasons, employees are not permitted to give their school keys to students.  The loss keys may result in disciplinary action including requiring the employee to pay to have the facility re-keyed.

LEAVE DAYS
Instructional staff has five (5) leave days per year.  Leave days may be used for personal or family illness as well as for personal reasons.  At the end of the year, all unused leave is rolled over to the next academic year.  Employees may not use this Leave time before or after school scheduled vacation and/or break time.  (Doing so, will result in the employee’s per diem deduction).  In order to use personal leave the employee must complete the “Leave Request Form” and give to your immediate supervisor prior to utilization of the time.  If an employee requests leave during his/her probationary period, it will be an unpaid leave. (The only exception to this policy is death of an immediate family member such as parent, spouse or child).  Employees may not take leave time during the first 6 weeks of the beginning of the school year or during the last 6 weeks of the school year, except in the case of an emergency.  If leave time is taken during this time, it will be unpaid leave.  
New employees may not utilize any of the (5) personal days within the 120-day Probationary Period.  In order to use personal leave the employee must complete the “Leave Request Form: and give it to his/her immediate supervisor prior to utilization of the time.  If an employee requests leave during his/her probationary period, it will be an unpaid leave.  The only exception to this policy is death of an immediate family member such as a parent, spouse or child.

Employees shall be permitted to be absent from work without loss of pay for performing jury duty, giving testimony in court, and performing other public duties, obligations or services that are required by subpoena.  Attach a copy of the order to the Leave Form.  (Leave Forms are available on the intranet).
LESSON PLANS

All instructional staff is required to maintain accurate, up-to-date lesson plans.  The format to be used for lesson plans will be provided.  Lessons must include many things including the following:

· Gardner Intelligence activities.

· All lessons are aligned with the approved State and National Curriculum Standards.

· Computer activities such as ALS, River Deep, Intel, Marco Polo and other Internet links that support National and Arizona Academic Standards.

· Learning center activities aligned with National and Arizona Academic Standards.

Weekly lesson plans are due Monday morning at 7:30AM.
Plans must be reviewed by Instructional Deans.  In addition, State Representatives, Curriculum Specialist, Vice Presidents, or the CEO may review plans.  The Arizona Department of Education Charter School staff, or the ADE School Improvement Assist Coach may also review lesson plans to determine if they are in compliance.
OBJECTIONS TO LEARNING MATERIALS AND/OR ACTIVITIES

A parent or guardian who objects to any learning material or activity may be provided alternative education opportunity, providing the objection is in writing and is specific in its description.  The written objection will be addressed to the Campus Dean.  The Dean will make a decision in consultation with the child’s teacher and parents.  If the Dean refuses to allow the student to be withdrawn from the activity, the parent may request a hearing with the hearing officer within ten (10) days of the decision.  The decision of the hearing officer will be final. 

OUTDOOR AREAS
Outdoor areas of the Omega campuses may be reserved for activities and programs in accordance with existing Omega policies, campus regulations, and specific restrictions applicable to each area. 
PARKING

The Executive Vice President and Campus Deans will identify parking places designated for campus employees.  The Vice President of Human Resources/Financial Operations will identify parking places at the corporate offices.  When visiting the corporate office, unassigned guests must park in the visitors’ sections.  Only those with assigned parking may park in reserved parking spaces.  Parking in the “Reserved” spots will cause your car to be towed at your expense.  The Omega Board of Directors expects campus administrators to enforce handicap parking. Campus management is required to file a police report for all staff that unlawfully park in a designated handicapped parking space.
PERSONAL ITEMS
Omega Schools, Inc. assumes no responsibility for stolen, lost or damaged personal property while on campus or while in transit to or from the campus.  This includes personal computers, any electronic equipment, wallets, purses, etc.  Cars, motorcycles and bicycles should be locked at all times.

PRESS AND PUBLIC RELATIONS

Faculty and staff are to defer any questions/interviews from newspaper, radio, and/or television reporters to the corporate office.  There is a designated person at the corporate office to answer any inquiries from the press.  EMPLOYEES MAY NOT SIGN FOR ANY DELIVERIES OR ACCEPT ANY REGISTERED LETTERS ON BEHALF OF OMEGA WITHOUT PRIOR WRITTEN APPROVAL FROM CORPORATE LEGAL COUNSEL OR THE CEO.  ALL INQUIRIES MUST BE SENT TO THE CORPORATE OFFICE.
Omega Corporate Media Policy: General Statement

This policy statement establishes guidelines for Omega staff at all levels in providing the news media with information best suited to the needs of the media and their audiences.  Employees are responsible for presenting a positive image of Omega Corporate. Therefore, specific policy guidelines concerning media relation activities are listed below.  Deviation from these guidelines will result in termination of employment from the Omega Corporate.

Media Releases

Omega Corporate Office will release information to the news media to aid in public awareness and in the understanding of either Omega programs and or educational practices. No publicity for any program may be released before the program or activity has been approved by the Executive Vice President or President / CEO or the Board of Directors.
Media Coverage

When media coverage is solicited, that entity must inform in writing the Executive Vice President, President/CEO or Board.  The Corporate office coordinates all media coverage of campus programs and activities.  Written permission for commercial filming is available through the corporate office.  All commercial photography, filming, video taping, or digital imaging on Omega campuses must be scheduled through the Corporate office.  Written requests are not required for television news coverage, filming, or photography that is related to the academic work of Omega students.  However, verbal permission must be secured from 
Media Identification

This policy is issued to clarify the permissible uses, as well as restrictions on the uses, of the Omega Corporate names, seals, campus names, trademarks, and to clarify authority for permissions in connection with authorized use. No identification of any portion of Omega Corporation as the site of commercial and or news filming will be permitted, whether for television commercials or movies, theatrical films, or still photography except that upon request made in a timely manner to the Omega’s Executive Vice President.
Omega Corporate staff may not use Omega programs, logo, site, landmarks, slogans, curriculum, or letterhead for personal gain. 
No trademark icons, widely recognizable landmarks or highly sensitive locations of Omega shall be filmed, photographed, or otherwise reproduced without written permission from the Executive Vice President, CEO, or the Board of Directors. 
Media Interviews 

All Omega staff must refrain from any comments regarding Omega and/or issues and coverage surrounding Omega unless under written authorization from Omega Corporate President/CEO or Board of Directors and the Executive Vice President. All staff must refer all media, print, TV, radio, electronic transmission, interview, inquiries, and statements to the Omega Schools Executive Vice President.

Commercial Use

Advertising that displays or lists Omega Schools as a user of any product or service or as the source of research information on which a commercial product, program, or publication is based is prohibited without prior written permission from Omega President/ CEO or the Board of Directors. This condition extends to advertising using any name, picture, landmark, building, or indicia.
Authorized Seals
The official seal of the Omega is considered corporate property and its use is reserved for diplomas, awards, letterhead, and other corporate materials. The unofficial seals are used as an element of design for a variety of Omega and commercial uses. Non-commercial use of the campus names by registered affiliated organizations and by recognized support groups such as professional associations, employee organizations, athletic, cultural, and other interested groups is permitted upon approval from Omega Schools Development Department. Use of Omega Schools, Inc. and the campus names by other independent organizations and groups is prohibited.  In addition any staff that obtains materials under false pretense may be terminated. 
Individual Use By Campus Staff
Employees may not use Omega, campus names, or their affiliation with Omega is any manner, which suggests or implies Omega Schools Inc. supports or endorses of any movement, activity, or program. In circumstances where there is potential for Omega Schools Inc. endorsement or support to be considered from an individual’s use, a disclaimer is required.  An employee may use Omega names and campus names in making a true and accurate statement of his/her relationship with, or employment by, Omega Schools Inc. in the course of application for other employment, or stating the employee’s experience or qualifications for academic, governmental, business, or professional credit or enrollment.     

PROFESSIONAL DEVELOPMENT

Omega believes in on-going, continuous improvement and professional development activities for all employees.  Most districts charge their employees for this educational opportunity.  Continuous education is required for all teachers, Administrative, Support Staff and Deans.  As such, professional development work dates have been scheduled.  Please refer to the calendar for the specific times and dates. All employees are required to attend compliance sessions such as Special Education, Harassment, Etc.
RELEASE TIME FOR RELIGIOUS PURPOSES

Students attending Omega may be granted release time from school attendance for religious purposes based upon prior written notice by the parent or guardian, the instruction occurs at a suitable place away from campus, and release time will not interfere with the student’s academic schedule.  Any tardiness related to religious instruction will be excused.

Section 9524. 
School Prayer
(b) CERTIFICATION – As a condition of receiving funds under this Act, a local educational agency shall certify in writing to the State educational agency involved that no policy of the local educational agency prevents, or otherwise denies participation in, constitutionally protected prayer in public elementary schools and secondary schools, as detailed in the guidance required under subsection (a).  The certification shall be provided by October 1, of each year.  The State educational agency shall report to the Secretary by November 1 of each year a list of those local educational agencies that have not filed the certification or against which complaints have been made to the State educational agency that the local educational agencies are not in compliance with this section.

RESEARCH AND PUBLISHING

Omega encourages employees to participate in research and publishing.  If employees while completing their authorized responsibilities as an employee prepared the publications, instructional materials, and devices, Omega has the proprietary rights to them.   Publications by employees, who utilize their own time and do not use school resources, belong to the employees.  All professional materials in which Omega is mentioned must have the approval the President/CEO or her designee and the Board prior to publication.

RETURN OF SCHOOL PROPERTY

At the beginning of employment, employees must inventory all materials.  Likewise, when an employee’s employment is concluded with Omega, the employee is required to return to the Instructional Dean or designated supervisor all instructional materials, keys, attendance logs, grades, student assessments, curriculum guides/manuals, computer software, thumb drives and lesson plans that belong to Omega.  If the above equipment or data is not returned, Omega has the right to take disciplinary action which may include the deduction of the value of the materials from the final check.  Also, theft charges may be filed with the local law enforcement officials.
In addition, certified employees are referred to the Arizona State Board of Education Investigative Unit for unprofessional conduct.  If proven, the Arizona State Board of Education has the right to revoke, not issue or not renew certification.
REWARD SYSTEM:  
Staff who are not late/tardy or absent during the 2 week pay period may receive gas cards.  In addition, instructional staff must have their weekly lesson plans in on time to qualify for gas cards.

RISOGRAPH USAGE
All riso copying is done by the office staff, with a 48 hour notice.  The print job is logged in with the name of the person requesting the printing, number of copies, number of masters used and a description of the item being printed.  A copy of each document to be copied is to be sent to Corporate prior to copying, for approval.   No copies are to be made until approved.  No copyrighted materials may be copied.  (See “Unprofessional and Immoral Conduct, page 60”.)  A minimum of 35 copies are to be made per master.  No one will be allowed to monopolize the usage of the Risograph by submitting requests for huge quantities of documents.  Requests are limited to what you can use for one week.  Teachers are to stay within their allotted paper budget, (normally 1 box in August and 1 box in January).
SCHOOL CAMPUS LUNCH BREAK

Support staff MUST TAKE a minimum 30 minute non-paid break. Normally instructional staff eat with students. The supervisor will schedule lunch breaks so that school operations are not disrupted. In order to maintain a professional environment, office staff members are asked not to eat lunch at their desk.

SMOKE-FREE, TOBACCO-FREE CAMPUS

Omega is a “Smoke Free, Tobacco-Free, Drug Free” campus.   The use, possession, or sale of tobacco of any kind (cigars, cigarettes, pipes, chewing tobacco, and snuff) is prohibited on school property or at school events.  Employees must leave the Omega campus if smoking is necessary.  Any individual in violation of this provision shall be subject to disciplinary action.  
SPECIAL EDUCATION

Omega provides services for students with special needs available through the “Multiple Intelligences Resource Center” and on a itinerate basis in the regular classroom.  Federal SPED law requires SPED students to be taught in the least restrictive environment. These are designed for those students with disabilities who have been identified to be eligible for services and require services in order to benefit from the educational program.  Staff may not make inappropriate jokes, verbal or nonverbal remarks regarding a student’s placement.  Doing so will result in disciplinary action.

STAFF CHILDREN AT WORK

It is the responsibility of the employee to provide supervision of their own children during the time of service to the school. This time includes but is not limited to the school day, seminars, workshops, conferences, and training provided by the school whether on or off campus.  Children are not to be at the school unless they are enrolled in the school.   
STUDENT ATTENDANCE/RECORDS/MATERIALS

Accurate attendance must be taken at the beginning of each class.  The first morning attendance report is to be turned into the office before 8:30 AM.  Any student reporting to class after the class begins is tardy and marked as such.   Faculty shall maintain accurate student records, including attendance accounting and cumulative folders.

Faculty will share the responsibility for the care of equipment and instructional materials assigned or allocated to their classrooms and will assist administration in the maintenance of up-to-date inventory lists.  Staff may not move equipment or furniture without prior written approval from the business office.
Employees who destroy or allow students to damage school property are subject to disciplinary action which may include paying for the replacement damages. Students who destroy school property must pay for the damage.
STUDENT ILLNESS

Students who are ill should be given a pass to the nurse’s office.  Employees are never to dispense any over the counter or prescription drugs to students.  If a student loses conscious, contact the nurse’s office immediately.  The front office will contact paramedics.
STUDENT SUSPENSIONS/EXPULSIONS
Only Operational Deans can suspend students and only the Board can approve long-term suspensions or expulsions.

SUBSTITUTES

Because of substitute teacher shortage, the campus administrators may assign teachers to cover classes up to 5 times each term.  However, when it is necessary to be absent, all instructional staff must maintain a substitute folder that includes class roster, seating chart, schedule, lesson plans, and materials for the lessons, contact person in the case of emergency, and other relevant information.  In such cases, the teacher may leave at 3:30.  When a substitute teacher is needed, call Coach Frankie at 602-475-6352.
SUPERVISION OF STUDENTS

Employees will share with administration the responsibility to provide adequate supervision of students at all times.   Students are not to be left in a classroom or any other area of school campus without adult supervision. This includes restrooms. Supervision means being within the physical presence and whenever possible, within a line of vision.  Teachers shall exercise supervision as appropriate before the class commences, throughout the class sessions, during recess and lunch, between classes, after school, and at any other time when performing related duties. 

SUPPLY ALLOTMENT/REIMBURSEMENT
Each teacher will be allotted $150 per school year for consumable supplies i.e. paper, crayons, books, educational supplies, instructional games, etc.  This is not to be spent on food, beverages or field trips.  You may spend it all at once or spread it over the school year.  There will be no carryover of funds to the next school year.  Within 30 days of each purchase, you must submit a requisition (found on “O” drive, Forms 2008-2009) and your receipts.  Without the receipts, you cannot get reimbursement.
STATE CURRICULUM DECLARATIONS
All public schools (including charter schools) must submit annually to the Arizona Department of Education (ADE) a declaration of curricular and instructional alignment to the Arizona Academic Standards for language arts (Reading Standard Articulated by Grade Level and Writing Standard or Writing Standard Articulated by Grade Level) and mathematics (Mathematics Standard Articulated by Grade Level), referred to in this document collectively as the "Standards".  The declaration requires affirmations of the alignment of curriculum and the evaluation of language arts and mathematics instruction according to the Standards.

In my official capacity for Omega Schools I affirm that:

1. I will teach the standards which include the documentation of my instruction in my lesson plans.

2. I will implement the training I receive from Omega, the stat, and off-site professional development.

3. I will participate in training related to the Standards, unless I receive a prior written excuse for appropriate reasons from the Governing Board and/or CEO.

4.
I will be evaluated to assess whether I integrate the Standards into my instructional practices to the extent the Standards apply to their teaching area(s).
The Board President, campus deans, and district administrators are each required to sign similar declarations to be submitted to the Arizona Department of Education, Standards-Based Teaching & Learning, 
PROP 301 AND SALARY COMPENSATION:

This maximum base salary is a function of the initial student/teacher ratio at the beginning of the school year.  It is subject to reduction should Charter School lose its charter, experience a decrease in enrollment or cease operating as a charter school.  
Classroom Site Funds/Proposition 301 Funds:  Arizona Revised Statutes sections 15-977 and 42-5029(E) provides for potential additional compensation for Employee.  These amounts are dependant on the number of estimated students enrolled to establish the budget for the upcoming year and the per student amount available from the State for Proposition 301 funding.  While in no way guaranteed, Employee may be entitled to a share of Classroom Site Funds (created by Proposition 301) received from the State of Arizona in accordance with the statutory guidelines and within the charter school’s direction and discretion.  Our policy on this is as follows:  The additional compensation, which is contingent upon adequate funding from Proposition 301, shall be distributed in the form of an addendum to this contract and shall be divided equally among the instructional staff pursuant to the terms outlined herein. These amounts will be distributed based on the estimated enrollment and will be adjusted at the 100th day ADM/ADA Report. The Pop 301 hold back is included on the pay contracts.  Each teacher that meet the requirements are eligible for Prop 301.
Prorating of Compensation:  Salaries shall be pro-rated if the employee does not start at the beginning of the school year.  Additionally, if the Legislature fails to fund, either fully or partially, the amounts appropriated for salary and benefits in the Charter School’s budget, the Charter School shall reduce pro rata the total amount of compensation due under this contract in accordance with Arizona State Law.

TECHNOLOGY ASSURANCES:

Acceptable use of the electronic information services requires that the use of these resources be in accordance with the following guidelines and support the educational goals of Omega Schools.  Therefore, I agree to the following:

· To use electronic information system for educational purposes or district business purposes only. 

· Agree not to submit, publish, display or retrieve/download any inappropriate material, including material that is defamatory, abusive, obscene, profane, sexually oriented, threatening, racially offensive, illegal, or deliberately inaccurate material; nor shall employees provide direct links to such materials or encourage the use of controlled substances.

· Agree not to download, archive, distribute or share any software or digital file (such as movies, music, or text) that would constitute a violation of copyright laws, including any trademark and/or license restrictions. 

· Agree not to attempt to harm, modify system files or data belonging to other users. 

· Agree not to attempt to gain unauthorized access to district systems or data, destroy software, or interfere with system operation or security. 

· Keep all passwords private as well as notify a system administrator if a password is lost or stolen, or if there is reason to believe that someone has obtained unauthorized access to the system. 

· Agree not to use the network in a way that would disrupt the use of the network by others.

· Understand that school e-mail should not be considered absolutely secure or private.

· Understand that all e-mail in the district e-mail system is the property of the district. 

· Understand that computer activities, including e-mail, can and may be monitored and tracked. 

· Agree not to reveal anyone else’s personal information without the proper permission or authority.

· Agree not to use the computers to make any unauthorized purchases or to conduct any non-approved business. 

· Follow all District Policies and Employee Handbooks as written. 

· Understand that the system administrators reserve the right to set quotas for disk usage

· Employees who exceed their quota will be advised to delete files to return to compliance.

· Agree to supervise students according to the Acceptable Use Agreement, when the students are in the employee’s charge.

Employees should adhere to all district technology guidelines.  Administrator(s) will deem what is appropriate and inappropriate use of information systems.  Any action by an employee determined to constitute an inappropriate use may subject the employee to consequences of the school and district disciplinary code including state and federal law.

Through the use of filtering software and supervision, Omega limits access to inappropriate materials on the Internet.  Employees should be aware that no filtering system is completely effective in preventing access to all inappropriate materials, and it is the employee’s responsibility to follow the above regulations and any district directives.

User specifically agree to compensate Omega, its officers, employees, and the system administrators for any losses, costs, or damages, including reasonable attorneys’ fees incurred by the district, its officers, employees, and the system administrators relating to, or arising out of any breach of this Acceptable Use Agreement by the user.

 

I understand and will abide by the above terms and conditions of this acceptable use policy, and will use computer and electronic resources for educational purposes only.  I further understand that any violation of this agreement is unethical and may constitute a criminal offense and may result in civil liability to me. Should I commit any violation, I am subject to consequences of the school and corporate disciplinary code and of Arizona and/or federal law.

Omega Code of Ethic:
Promoting the Art of Teaching – Inspiring Kids to Learn
We believe all kids can learn and Teachers Make the Difference
 (Compiled from NEA Code of Ethics of the Education Profession & State of Georgia Professional Practices Commission)

A professional ethical code defines the responsibilities of a professional and thus differs from a personal and ethical code in the area of its application.  This code addresses the professional responsibilities of educators.  Principles are standards by which educators are able to determine the propriety of their conduct in their relationships with students, colleagues, and with the public.

As an Omega Academy educator, I adhere to the following ethical standards:

· I make the health, safety and education of all students the fundamental value of all decision-making and actions.

· I maintain just, courteous, and proper relationships with students, parents, staff members, and others.

· I strive for improving my job performance.

· I fulfill job responsibility with honesty and integrity.

· I support and implement the Governing Board’s policies and administrative rules, regulations, and procedures.

· I protect the civil and human rights of all individuals.

· I avoid using the position of educator for personal gain through political, social, religious, economic, other influence.

· I honor all contracts and fulfillment or release.

· I keep in confidence such information as secure unless disclosure serves District purposes or is required by law.

To further strengthen Omega Academy’s commitment to excellence, I agree to adhere to all the following ethical principles.

Principle 1 – Commitment to Students

· I strive to help each student realize his/her potential as a worthy and effective member of society.  

· I work to stimulate the spirit of inquiry, the acquisition of knowledge and understanding, and the thoughtful formulation of worthy goals. The classroom must provide a climate in which learning can take place.

· I develop and maintain an effective educational relationship with all students, both in and outside the classroom.  

· I treat all students with dignity and in compliance with the policies of the district.

· I never solicit, encourage, or consummate a romantic or physical relationship or sexual contact with any student.  

· I never touch a student in an inappropriate way or manner, either out of anger or with intent to harm the student, or for personal gratification. 

· I truthfully and without bias keep daily attendance and regularly evaluate and/or assign grades to students.  

· I protect students from conditions that are detrimental to learning, health, or safety.  

· When information comes to me that makes me believe that a student has been abused as defined by law, I report to authorities and my immediate supervisor as required by law and necessary to ensure the safety and well-being of the student.

PRINCIPLE II – COMMITMENT TO TEACHING
· I am vested by the public with a trust and responsibility requiring the highest ideals for each student.  

· I recognize my responsibility to the educational system and to the citizenry. 

· I work with colleagues to assure necessary improvement in educational services.

· I do not disclose, destroy, or remove confidential information/educational records concerning students unless authorized by statue, policy, or at the lawful direction of his/her supervisor.

PRINCIPLE III – COMMITMENT TO PROFESSIONAL GROWTH
· I recognize that continued study is necessary to maintain my professional abilities.  

· I seek to continually improve my proficiency and professional competence.

PRINCIPLE IV – COMMITMENT TO SCHOOL/EMPLOYER
· I support the mission and values of the school.  I am honest in making application for employment. 

· I will not execute a contract I do not intend or know I will be unable to fulfill.

· I provide accurate, truthful, and complete information to the district concerning my education, certification, and continuing education credits.

· I collaborate with other staff members. 

· I will accurately account for funds collected by me from students or parents and submit all funds to my immediate supervisor in a timely manner.  

· I will not submit fraudulent requests for reimbursement of expenses or for pay.

· I will not perform any act that constitutes a criminal offense of moral turpitude, including misdemeanors other than minor traffic offenses, or a felony under the laws of the United States or the State of Arizona.

· I will not furnishing alcohol or controlled substance to any student(s) on school premises or at a school-sponsored activity.

· I will not be under the influence of, possessing, using, or consuming an alcoholic beverage and/or using a controlled substance without a prescription authorizing such use on school premises or at a school-sponsored activity.

· I will not engage in an activity that is for the sale of products, personal gain, or private advantage of the students, parents, and staff.

I have read the employee manual and acknowledge that I understand the rules of Omega Schools and will abide by them as long as I am employed with Omega Schools, Inc.
I also acknowledge and understand the following:

Employees are responsible for the care of all work materials including text books, student workbooks, teacher textbook editions, software, hands-on materials, office and classroom supplies and materials.  Not doing so may result in employee discipline and/or the employee repairing and replacing the materials.  Students who destroy materials will be required to replace and/or repair the items.
The following steps to ensure that these materials can be used again during this and the upcoming school years.

All deans must ensure that employees:

1. Keep curriculum materials in excellent condition.  Keep books and materials in your closet or designated place at the end of the day and off the floor.

2. All curriculum materials are marked with bar codes and number before they reach K-12 classrooms.  Teachers are responsible for returning these materials to the campus department lead teacher or the campus dean at the end of the school year.

3. All teachers are responsible for assigning the bar code number listed on the curriculum materials to each student.  If any books or classroom materials are damaged or missing, the teacher should know which student had access to these materials.  The student/parent will be responsible for paying for damaged and missing books.  The total replacement will be determined by the original cost of each item.
4. If there are no numbers attached to individual students or the teacher can not identify the assigned books and the books are damaged or missing – it is the responsibility of the teacher to pay for these missing or damaged materials will be deducted from individual teacher’s checks.
5. All books and workbooks must remain in the classroom at all times.  Students should not take any curriculum materials out of the classroom.  All homework assignments must be xeroxed.

6. Teachers make daily announcements and daily counts of classroom instructional materials.  During these checks, damaged and missing materials must be immediately reported in writing to the Operational Dean. 

7. A list of classroom materials and supplies must be emailed to the Operational Dan and the Omega District Office at the beginning and end of the school year.

__________________________       ________________________    ___________________ 

Print Name                                            Signature                                       Date
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