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ARTICLE L. INTRODUCTION
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SECTION1.02 ORGANIZATION DESCRIPTIONS

A. Mission Statement:

Our school provides a rigorous, excelleiit education in nurturing environment that is
founded on the Dine’ fundamental principles of the (SNBH) to prepare students for post-
secondary learning, careers and quality well-being. '

B. Vision Statement:

Our students will be resilient, lifelong learners who are skilled in the Dine’ language and
culture, college & career ready and contributing citizens in a global multicultural society.

C. Philosophy:
Rough Rock Community School believes that:

It is the PURPOSE of this school to educate, enlighten, motivate, challenge, and assist in
the proper cultural rearing of our Navajo children so they can be self- respecting,
respectful of others, speak and practice their language and culture, and be totally functional
in the Anglo society.

The OBJECTIVE of this school and the community as a whole is to teach and instill our
sacred Navajo Language and way of life into each of our Navajo children who attends school
here. Not only is it an objective, but it is a very important RESPONSIBILITY.

Teaching our sacred Navajo Language is only one aspect of this responsibility. Teaching
our children the significance of WHERE they have come from. WIIY they are here on this
Earth, WHAT they are made up of and represent, and where this LIFE leads to, is the
foundarion and integral aspect of the Navajo teaching process; this is what this school is
responsible for in assisting us parents while we teach our children. Therefore, our sacred
Navajo culture, philosophies, and language have to be the foundation of this institution and
must be integrated into all aspects of Leadership, Administration, and Education. This
entails integration into decision making standards, planning, and a code of regulations that
all reflect the Navajo Way, '

Our sacred Navajo Philosophy teaches us to set high standards for ourselves and to
challenge ourselves. Therefore, we should set high ACADEMIC and MORAL standards for
our children so that they can be challenged mentally, emotionally, and spiritually, thus
developing their AMBITION, MOTIVATION, and the tools needed in the guest to live the
SPAH NAAGHAI way of life. These life and career enhances need to be applied to the
Navajo and English curriculum. It is the objective of this school to educate, train, and
discipline our children to the degree that they can be competitive in the Anglo society,
whether they choose college or vocational school, yet, knowing and practicing their sacred
uniqueness as Navajo individuals’.
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It is also the responsibility of this school, the community, and the Tribe, to utilize one
another’s  wisdom and knowledge to cooperatively dream, plan and implement those
concepts that will fulfill the objectives and the responsibilities set forth. Since the Navajo
Way is the foundation of this institution, the concept of K’e needs to be followed and
adhered to, because it is the foundation of the proper teaching of respect, compassion, and
a sacred disciplining mechanism; all of which are an extension of the larger, Navajo holistic
way of life.  This is what we believe are the PURPOSE, OBJECTIVES, and

RESPONSIBILITY of this institution.

D. Services Provided:

The School provides educational services from FACE. to pth grade to communities
surrounding the Navajo Nation. In addition to educational services the school has a

residential program for students from 1 to 12" grade.

E. Rough Rock Community School History:

Founded in 1966, Rough Rock Demonstration School, (Now known as Rough Rock
Community School, Inc.) was the first Indian community controlled school which
combined the philosophies of bilingual and bicultural education. With its long history the
school has a unique opportunity to provide insight into issues of identity, pride and Navajo
hisrory, language and culture. '

I, Organizational Structure:

The Navajo Election Commission identifies Chapters which elect representatives to serve
on Rough Rock Community School, Inc. School Board (The Board). The
following agencies compose the Board; Western Agency (one member), Ft. Defiance Agency
(one member), Central Agency (one member), and Rough Rock Chapter (two members).
The five (5) member Board provides the underlying policy and leadership to the School
by instituting operating and management policies. The administration and staff provide
the technical expertise and are responsible for the day-to-day operation at RRCS.

The Board employs a School Administration (School Administrator in this policy manual is
defined as Executive Director) who directs and manages the day-to-day operations of the
School. The Board also employs managerial statf to assist the Executive Director to carry
out the goals and objectives of the School.

SECTION 1.03 ENACTMENT AND AMENDMENT

Rough Rock Community School, Inc’s Policies and Procedures Manual (hereinafter “Manual”)
shall be effective only upon its adoption as the official policy of the Board, and shall be distributed
to Board members and employees. All employees are expected to follow the policies and
procedures in this Manual and any amendments thereto as soon as they become effective. Duly
enacted amendments will replace former policies and procedures and the new amendments, at the
time they are enacted, will be considered a part of the employee’s employment contract with School.
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The Executive Director, or other staff, as directed by the Board, shall review proposed amendments
and as necessary, shall obtain a legal opinion from legal counsel to the Board regarding said proposed
amendments.

The Board may publish the text of the proposed amendments in its minutes and by posting notice
of said amendments. The Board shall set a date and time for final consideration of said
amendment(s) not less than ten (10) calendar days after said publication. Staff and other persons
may submit comments upon proposed amendments prior to final adoption by the Board. If, in
the Board's opinion, time does not permit a review, the Board may enact an amendment to the
policy without the ten (10) day posting period and declare the amended policy effective

immediately.

An amendment to the Manual adopted by the Board shall become effective immediately upon the
Board enacting an amendment. Copies of the amendments will be thereafter distributed to all staff
members and shall be posted at RRCS to notify all employees and the general public of the policy
change.

In construing the provisions of this Manual, all references to “RRCS” shall mean Rough Rock
Community School, Inc., and all references to the “Board” shall mean the duly elected and qualified
Rough Rock Community School, Inc. School Board.

SECTION 1L.04 JURISDICTIONS

Any legal matters and employment agreements shall be determined according to and in accordance
with the laws of the Navajo Nation, the Navajo Nation Courts and any other appropriate Navajo
Nation adjudicatory body, shall have sole jurisdiction over any such disputes. Any employee
aggrieved must exhaust the administrative remedies provided in the Manual prior to seeking any
reltef in Navajo Nation Court or any appropriate Navajo Nation adjudicatory body and any other
jurisdiction. In addition to other policies set forth herein, including, but not limited to, policies
regarding ethics, conflicts of interests and anti-nepotism, RRCS adopts the Navajo Nation Code of
Ethics as set forth hereinafter and any amendments thereto.

SECTION 1.05 EMPLOYEE ACKNOWLEDGMENT FORM

The Policy Manual contains important information about RRCS. I understand that I should
consult my supervisor regarding any questions not answered in the Manual,
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Since the information, policies, and benefits described here are necessarily subject to change, 1
acknowledge that revisions to the Manual may occur. All such changes will be communicated
through official notices, and 1 understand that revised information may supersede, modify, or
eliminate existing policies and / or procedures. Only the Board has the ability to adopt any revisions
to the policies in this Manual. Furthermore, I acknowledge that this Manual, and revisions to i,
are a part of my contract of employment with RRCS. T have received the Manual, and 1
understand that it is my responsibility to read and comply with the policies contained in this
Manual and any revisions made to it.

Employee Print Name Position Title

Employee Signature Date
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ARTICLEIL. EMPLOYMENT

SECTION 2.01 NATURE OF EMPLOYMENT

This Manual is intended to provide employees with a general understanding of RRCS's personnel
policies. Employees are required to familiarize themselves with the contents of this Manual, for
it will answer many common cquestions concerning employment with RRCS.

This Manual cannot anticipate every situation or answer every question about employment. This,
however, is intended to be the guide to the Board and the employee and is to be considered a part
of the employment contract. It is understood by employees and employer that the Manual may
be amended from time to time by the Board. The employee shall be notified of any
modifications to the Manual and are expected to follow the modification to the Manual as adopted
by the Board. Any modifications to the Manual will become part of the employment contract.

In order to retain necessary flexibility in the administration of policies and procedures, the Board
reserves the right to change, revise, or eliminate any of the policies and / or benefits described in
this Manual. The only recognized deviations from the stated policies are those authorized by Board
action.

SECTION 2.02 EMPLOYEE RELATIONS

RRCS believes that the working conditions, wages, and benefits it offers to its employees are
competitive with those offered by other employers in this area. If employees have concerns about
working conditions or compensation, they are strongly encouraged to voice these concerns directly
to their immediate supervisors. We encourage all employees to resolve internal disputes within
RRCS alleviating the need for outside interference.

SECTION 2.03 EQUALITY OF EMPLOYMENT OPPORTUNITIES/NON-
DISCRIMINATION / NAVAJO INDIAN PREFERENCE

RRCS is committed to a policy of non-discrimination relative to race, sex, age, religion, disability
and national and / or ethnic backgrounds with the exceptions provided to “Indians” under
federal law and the preferences set forth under the Navajo Preference in Employment Act as it may
be modified and as Navajo and / or federal law may otherwise direct. Tt is the policy of RRCS, in all
employment decisions, to give preference first to qualified Navajo persons, secondly to qualified
federally recognized Indians and in certain cases, to spouses of Navajos. Further, it is the policy of
RRCS to prowde for Navajo and Indian employment whenever possible, consistent with the
operation of a high-quality educational program. Accordingly, the Board will undertake active
recruitment efforts to locate qualified Indian applicants [or all vacancies. Similarly, active efforts
will be undertaken to notify Indian employees of opportunities for promotion and training.
However, notwithstanding the foregoing, RRCS shall be free to select the best qualified individual
for any given position.
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With the above-noted qualifications, RRCS is an equal opportunity employer and complies with
employment requirements of the Navajo Nation, and the United States government.

SECTION 2.04 VETERANS PREFERENCE

RRCS does provide a hiring preference to veterans. The term veteran means any person who has
served at least 181 consecutive days active duty in the armed forces, and who has received an
honorable discharge. Active duty for training or inactive duty by National Guard or Reserve
members of the military does not qualify as “active duty” for this preference and shall not be
considered active duty for purposes of this policy. As defined in 5 U.S.C. § 2101(2} as it may be
modified, “armed forces” means the Army, Navy, Air Force, Marine Corps and Coast Guard.

The purpose of this policy is to aid veterans in making a transition into civilian employment and is,
in part, recognition of the veterans' sacrifice and to prevent veterans seeking employment from
being penalized for their time in military service. This policy recognizes the economic loss suffered
by citizens who have served their country in uniform, restores veterans to a favorable, competitive
position for employment and acknowledges the larger obligation owed to veterans.

Veterans requesting preference relative to employment with RRCS must indicate they are
requesting the preference in their employment application and attach a copy of their DD214
discharge papers at the time of submitting their employment application. Veterans who have
successfully completed all phases of the application process and who otherwise qualify for a
position for which they are applying shall be given a veteran’s preference in the selection process
by adding five additional points to their application score. The additional five points is the
extent of the veterans’ preference that is to be given by RRCS.

Notwithstanding the foregoing, RRCS retains the right and discretion to hire the candidate it
deems most beneficial to RRCS.

SECTION 2.05 IMMIGRATION LAW COMPLIANCE

RRCS is committed to employing only individuals who are authorized to work in the United
States and does not unlawfully discriminate on the basis of citizenship or national origin.

RRCS may employ, or make employment offers to, foreign nationals only when U.S. citizens or
permanent residents of equal training, experience and competence for the position are unavailable.
Fmployment of foreign nationals will be authorized only under the provisions of this policy and
only when conditions and visa requirements established by federal law are assured and
documented. Under no circumstances may any employee knowingly employ, or offer employment
to foreign nationals without advance permission from the Board.

An offer of employment to a foreign national under a non-immigrant program is considered
temporary and is subject to the terms and conditions of the specific program’s work authorization

and federal laws.
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Applicants seeking H-1B work visa sponsorship must have Board approval prior to any offer of
employment. Holders of H-1B visas may only be appointed for the time period permitted under the
individual’s visa.

Petitions supporting H-1B visa classification will be reserved for individuals who have been offered
positions. Holders of H-1B visas may only be appointed for the time period permitted under the
individual’s visa.

With the approval of the Board the Executive Director will be permitted to authorize a private
attorney to represent RRCS in any non-immigrant or immigrant petition or application
proceedings. A foreign national may choose to retain an attorney to represent his/her interest;
however, RRCS will not pay for private representation for foreign nationals.

Nothing in this policy will be used as a basis for discrimination against any individual or group
because of race, gender, age, religion, national origin, disability, or veteran status; nor will it be
construed to be a basis for circumvenring equal employment opportunity laws, policies, and
standard employment procedures.

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

Notwithstanding the foregoing, RRCS retains the right and discretion to hire the candidate it
deems most beneficial to RRCS.

SECTION 2.06 EMPLOYEE MEDICAL EXAMINATIONS

Security Officers, Bus Drivers, and Facility Maintenance stafl are required to have a physical
examination within thirty (30) days of an offer of employment all bus drivers must have physical
exams in order to obtain a CDL. As such, they do not need to be specifically named in this policy.
After an offer has heen made to a security officer, bus driver or facility maintenance staff, a medical
examination will be performed by a health professional of the School's choice, at the School's
expense.

The execution of employment and assignment to duties is contingent upon the results of the
medical examination. If the results of the medical examination reveals that the employee’s
execution of job duties, pursuant to his or her job description requirements, is going to be
compromised, the board reserves the right to reconsider the employee’s employment contract
offer and/or continued employment with RRCS. The safety of said employee, the safety of other
staff members and students, shall be paramount in the Board's deciston.

RRCS may require an employee to undergo a medical examination at any time that RRCS
questions the employee’s ability to perform his or her assigned duties, or questions whether
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the employee may be a direct threat to the health or safety of the employee or others. If such
determination is made, RRCS shall arrange an appointment for the employee with RRCS’
designated health care professionals at the expense of RRCS.

Information on an employee’s medical history or resulting from a physical examination is
CONFIDENTIAL and will be filed and maintained separately from the employee’s personnel file.

SECTION 2.07 ANTI-NEPOTISM

The employment of relatives in the same area of an organization may cause serious conflicts and
problems with favoritism, employee morale, and potential financial gains. In addition to claims
of partiality in treatment at work, personal conflicts from outside the work environment can be

carried into day-to-day working relationships. -

While these problems occur at every organization, the appearance and potential for conflicts of
interest and for the erosion of employee morale resulting from the relationships is obvious and real.
When a large percentage of RRCS's employees are related to other employees or Board members,
the magnitude of relationships within RRCS makes RRCS more 2kin to a family-operated

business than a school.

Relatives of persons employed by RRCS may be hired only if they will not be working directly
for or supervising a relative. RRCS employees cannot be transferred into such a reporting
relationship. Nothing in this Policy shall be interpreted to allow RRCS to modify or change lines
of authority to avoid nepotism. Employees will strictly adhere to the school’s organization chart
in relation to the chain of command/line of autherity. Such practice is not consistent with this

Policy.

Additionally, because of the conflict at RRCS described above, there is a strict prohibition against
individuals in positions that have broad authority over RRCS, such as Board members and the
Executive Director, having relatives or household members employed by RRCS. Board members
and the Executive Director may not have any relatives (as that term is defined herein) or household
members employed by RRCS. RRCS believes this is a necessary step to solving the nepotism
problems detailed above.

This policy also applies to individuals, and their relatives and children, who are not legally related
but who reside with another employee; such as, but not limited to common law relationships and

guardianships (formal and informal).

If the relative relationship is established after commencement of employment, the individuals
concerned will decide who is to be transferred or resign. If that decision is not made within
thirty (30) calendar days, the Executive Director with consultation of the Human Resources
Manager will decide who will be reassigned, transferred, or terminated. In cases where it involves
the Executive Director or the Board the issue will be directed to the Board for deciston.
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In other cases, where a conflict or the potential for conflict arises, even if there is no supervisory
relationship involved, the parties may be separated by reassignment or terminated from
employment. No person shall participate in the consideration of any application for employment
or promotion which involves the possible selection of a relative (as that term is defined herein) of

such person.

For the purposes of this policy, the term ‘relatives’ is defined as immediate family members whom
are: spouse, child (4 child is defined as a natural child, adoptive child, foster child, or step child), siblings, parent
(a parent is defined as a natural parent, step parent, adoptive parent, or surrogate parent, a person who raised the
employee as his / her child), a parent in-law, grandparent, and grandchild, and any other degree as
defined under the Navajo Nation Ethics Code, to 2 N.N.C. §3755. The term ‘relative’ does not mean
clan relationships which are outside the parameters of the term ‘relative’ in this section. See also
Section 2.08, Conflicts of Interest.

SECTION 2.08 CONFLICTS OF INTEREST

Employees have an obligation to conduct business within guidelines that prohibit actual or
potential conflicts of interest. The purpose of this policy is to provide employees with clarification
on issues of acceptable standards of conduct regarding relatives and transactions with outside
firms and individuals.

Actual or potential conflict of interest occurs when an employee is in a position to influence a
decision that may result in a personal gain for that employee or a relative of that employee.
For the purposes of this policy, a relative is a person who is defined under RRCS’s Anti-Nepotism
policy (see Section 2.07 - Anti-Nepotism).

No person employed by RRCS may be directly supervised by an immediate relative (see Section
2.07 - Anti-Nepotism). This policy will apply for summer or part-time work as well as for full-
time employment. Nothing in this Policy shall be interpreted to allow RRCS to modify or change
lines of authority to avoid nepotism. Such practice is not consistent with this Policy.

RRCS business dealings with outside firms should not result in personal financial gains for any
employee or his or her relatives (see Section 2.07 - Anti-Nepotism). Anemployee who has, or whose
relative has a substantial personal interest in any decision of RRCS, shall make known the interest
in the official records of RRCS, and shall refrain from participating in or influencing RRCS’s
position on any matter as an employee in such a decision. Personal gain may result not only in
cases where an employee or relative has a significant ownership of a firm with which RRCS does
business but also when an employee or relative receives any kick-back, bribe, substantial gift, or
special consideration as a result of any transaction or dealings involving RRCS. All transactions
that can be interpreted to involve personal financial gain shall require specific Board approval.

Revised 03/14/2021 School Board Approved 7/22/2021 14| Page




Additionally, no employee of RRCS shall accept gifts from any persons, group, or entity doing, or
desiring to do, business with RRCS. The acceptance of any business-related gratuity is specﬁlcaﬂy

prohibited, except for widely distributed, advertising items of nominal value.

SECTION 2.09 FILLING VACANCIES

A. Determination:
Prior to filling any vacancy, the Business Manager shall certify, in writing, to the Executive
Director that funds are available for the vacancy. The Board, in consultation with the
Executive Director, shall determine whether or not any vacancy should be filled and the
timeline for filling said vacancy. Upon conferral with the Executive Director, the Board shall
authorize the advertisement and selection process to fill the vacancy.

B. Reassignment: :
The Executive Director is authorized to make in-house reassignments not to exceed one

hundred twenty (120) days based upon an employee request or for administrative
convenience or necessity which serves in the best interest of the School.

C. Consultants/Trainers:
The Executive Director when needed will determine the retention of Consultants/Trainers

on a case by case situation, otherwise all other Consultants/Trainers will be approved by the
Board. Consultants/trainers will receive no employee benefits, Consultants/trainers will be
evaluated and selected by the Executive Director without regard to other provisions of this
section; however, this procedure will not be used to circumvent regular hiring practices. The
consultant/trainers contract may be terminated at any time on any day of the month and any
fees payable hereunder will be proportioned to the date of such termination. In order to
protect RRCS proprietary interests, RRCS may, in its sole discretion, waive its right to
receive advance written notice from the consultant/trainer and end the contract
immediately. Applicable Navajo Law will be followed in retaining consultants.
Consultants/Trainers who have regular contact or control over Indian Children as set forth
by 25 U.S.C. § 3201 et seq. and as further defined in 25 CER. § 63.10 et seq,, and the Crime
Control Act of 1990 at 42 U.S.C. § 13041 ¢t seq. and must successfully have a favorable
background check. Consultants/Irainers will not have supemsory anthority and will work
under the direction of the department supervisor.

SECTION 2.10 PRE-SELECTION PROCEDURE

When a vacancy occurs, or a new position is authorized by the Board, the Human Resources
Manager shall take the following steps:

A. Obtain or develop a position description which is approved by the Board for use in
the advertising and hiring procedure for that position. ‘

B. Establish, with the approval of the Executive Director, opening and closing dates for
submission of resumes/applications and a timeline for the hiring procedure (ie.,

interviews, reports, etc.)
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C. Identify and consider in-house employees qualified for promotional opportunity in
the event of any job openings.

D. Identify any qualified, former employees whose employment with RRCS was
terminated due to a reduction in force. Reinstatement of such employees may occur
only within the contract year in which the lay-off or reduction in force occurred.
Qualification for reinstatement will be based on prior work performance.

E. Post vacancy notices in RRCS buildings at locations designated for in-house
announcement(s) for five (5) working days after the opening date for submission of
resumes and applications.

F. If there are no qualified personnel within RRCS identified or if there are no
qualified applicants submitting applications within the prescribed five (5} working
days in-house advertising period, then the Humans Resources Manager shall advertise
job vacancies as required at 15 N.N.C. § 604 (B) including outside and within RRCS,
and in other areas in the community designated for such public notices, newspapers
serving the Navajo Nation, other publications, radio serving the Navajo Nation and
other places where appropriate. The advertising shall be done as widely as reasonably
possible to attract qualified applicants.

SECTION 2.11 SELECTION PROCEDURE

The Human Resources Manager in consultation with the hiring department supervisor shall take
the following steps:

A. Screen or examine applications on file and submitted for qualified applicants, and
submit a list of qualified applicants to the Executive Director. Qualified applicants are
those meeting the minimal requirements set forth in the Position Description and
Manual. A record of all applications for each vacancy shall be kept for 12 months from
the date the position is filled, or if not filled, from the date of advertising,

B. Interview applicants and make recommendations to the Board relative to hiring when
directed to do so by the Executive Director.

C. Perform fingerprinting and background checks as set forth below:

1. All applicants who may be offered employment with RRCS and volunteers
having control over students, shall first successfully complete a fingerprint and
background check as required by the Indian Child Welfare and Family Violence
Prevention Act at 25 U.S.C. § 3201 et seq., including compliance with 25 CF.R. $63.10
et seq., the Crime Control Act of 1990 at 42 U.S.C. § 13041 and all amendments and
regulations promulgated relative thereto, prior to employment and prior to control
over students by a volunteer. Applicants for certified teaching positions shall,
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along with their certification, present a current fingerprint clearance card.  All
employees and volunteers shall complete fingerprint/background checks every five
(5) years. Employment with RRCS is contingent upon the results of the fingerprint
check or maintenance of the certificate or license which satisfies the fingerprinting

recuiirement.

All applicants must sign, under oath, an acknowledgement that they have not been
arrested, convicted of or are awaiting trial on the crimes identified in Policy 2.11
and / or the laws noted therein. This document must be signed under oath and
under penalty of perjury. Prospective employees shall certify in a sworn statement
that they are not awaiting trial on and have never been convicted of or admitred in

open court or pursuant to a plea agreement of committing any criminal offenses in
this state or any other jurisdiction as specified below: ' :

a. Sexual abuse of a minor

b. Incest

c. First or second degree murder

d. Kidrapping

e. Arson

f. Sexual assault

Sexual exploitation of a minor

h. Felony offenses involving contributing to the delinquency of a minor
i. Commercial sexual exploitation of a minor

j.  Felony offenses involving sale, distribution or transportation of, offer

to sell, transport, or distribute or conspiracy to sell, transport or
distribute marijuana or dangerous or narcotic drugs or controlled

substances

k. Felony offenses involving the possession or use of marijuana, dangerous
drugs or narcotic drugs or other controlled substances

1. Misdemeanor offenses involving the possession or wuse of
marijuana or dangerous drugs or other controlled substances

m. Burglary in the first degree

n. Burglary in the second or third degree
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o. Aggravated or armed robbery

p. Robbery

q. A dangerous crime against children as defined in A.R.S. § 13-604.01

r. Child abuse

s. Sexual conduct with a minor

t. Molestation of a child -

u.  Voluntary manslaughter

v. Aggravated assault

w. Assault

x. Exploitation of minors, involving drug offenses

y. Any crime involving a child, violence, sexual assault, sexual molestation,
sexual exploir:ation, sexual contact or prostitution, crimes against
persons or felony drug offense

3. Before offering employment to a candidate, make documented, good faith efforts
to contact previous employers to obtain information which may be relevant to a
person’s suitability for employment.  See Appendix A, Background Check Form
for Applicants,

4. RRCS may refuse to hire or may review or terminate any person who has been
convicted of or admitted committing any of the crimes listed above or a similar
offense in another jurisdiction.

5. The Human Resources Manager is the adjudication official and Executive Director
or a certified adjudicator shall be the back-up to the adjudication official. The
adjudicarion official and back-up shall receive appropriate training relative to
adjudication officials as defined in federal law and shall be responsible for
adjudicating all fingerprint, background and criminal history check issues and
appeals pursuant to 25 C.F.R. 63.10 et seq.,, which is adopted herein by reference.

D. Make contract offer(s) to selected applicant(s) when directed to do so by the
Executive Director and upon approval by the School Board.

E. Ensure that all new employees obtain a Standard First-Aid & CPR cerrificate within
the employee's initial thirty (30) days of employment. Each employee will apply for
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recertification every third year or prior to expiration date of certificate.

I. Ensure that all new employees obtain medical examinations as required and as set forth
in Section (2.06) of this Manual.

G. Orient new employees on the Manual, inform new employees of RRCS procedures and
henefits, etc.

H. Ensure that a performance evaluation is completed by the employee’s immediate
supervisor within the employee's ninety (90) day probationary period.

SECTION 2.12 EMPLOYMENT REFERENCE CHECKS

To ensure that individuals who are employed by RRCS are well qlia]ified and have a strong
potential to be productive and successful, it is the policy of RRCS to check the employment
references of all applicants. See Section 2.11 & 2.20.

The Human Resources Manager will respond to all reference check inquiries from other employers.
Responses to such inquiries will confirm only dates of employment, wage rates, and position(s)
held. No further employment data will be released without a written authorization and release
signed by the individual who is the subject of the inquiry, unless required by law.

In addition, RRCS, Human Resources Manager and/or Executive Director shall submit a
prospective, new employee's name, social security number and fingerprints to appropriate agencies
to ensure the background and fingerprint checks set forth in these policies.

It shall be a minimum qualification for every position at RRCS for applicants to successfully pass
their background investigation by demonstrating a successful work history at their last three (3)
employers and for at least the past five (5) years. A successful work history includes positive
evaluations, positive conclusion to the employment relationship and successful multi-term

employment in which goals were achieved.

Qualification for employment with RRCS is that applicant/employee successfully pass the federal,
state, tribal and any local fingerprint check regarding criminal history and have no criminal history
precluded by the mandatory sections of P.L. 100-630, the discretionary standards found in P.L. 100-
630 and related CFR’s and are not precluded by the investigation of Personnel Security Consultants
(PSC) or any other private entity. Applicants / employees not able to comply with and produce the
foregoing record do not meet the qualifications for employment at RRCS and cannot be employed

by RRCS.

SECTION 2.13 APPLICATIONS FOR EMPLOYMENT

Any individual desiring to be considered for employment must submit a complete application with
ALL relevant documents to the Human Resources Office:

A. Complete Employment Application
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Current Resume

Letter of Interest

Three (3) Letters of Recommendation (current within the last year)
Arizona Department of Public Safety IVP Clearance Card
Federal Background check

Navajo Nation Background Check

T o m@mmg N w

Arizona Motor Vehicle Report (past five years)
Certificate of Indian Blood (if applicable)

Current Arizona Teacher/Administrative Certification (subject to job requirement)

—

College/University Transcripts (Unofficial will be accepted; an official transcript must be

~

submitted to Human Resources upon completion of probationary status)
High School Diploma or GED/Transcript (if applicable)
. Current First Aid/CPR Card

Valid unrestricted Driver's License

=z xr

Any other applicable certification based on job position; i.e.: boiler, HVAC, Bus Driver,
Navajo Nation Food Handlers, etc. (subject to job requirement)

Unsolicited applications and faxed documents will not be accepted. Applications will
be discarded at the end of a twelve (12) month period following the selection and
appointment of an applicant or from the date the position was advertised if not filled. The
application and any documents submitted and/or attached will immediately become
property of the School.

SECTION 2.14 INTERVIEW COMMITTEE

The Human Resources Manager will appoint an interview committee for all vacant positions in
consultation with the Executive Director. The interview comimittee will be composed of no fewer
than three (3) and not more than five (5) employees. The Human Resources Manager will appoint
committee members possessing knowledge, experience and familiarity with the position under
consideration. The School Board will only conduct interviews for the Executive Director
position. Unless a conflict of interest requires otherwise, the committee will include: The
Executive Director or designee, the immediate supervisor of the position under consideration, and
an employee of said department. It is not mandatory to have the precise committee members listed
above; however, the above listing sets forth the general intent regarding the composition of an
Interview Committee. '
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A. The Interview Committee will review all application materials of those applicants who
meet the minimum qualification requirements of position under consideration.

B. The Human Resources Manager or designee will facilitate all interviews by informing
the committee of interview protocol processes and to ensure each interview is fair,
consistent and no illegal questions are asked.

C. The Interview Committee will make a ranked list of qualified applicants that were
interviewed and the rankings will be used as a guide for selection recommendation. In
the event the Interview Committee does not wish to recommend any of the applicants,
they will so state and provide the reasons therefore. The Interview Committee will
submit the recommendation to the Executive Director for the Board’s consideration to

hire.
SECTION 2.15 ALTERNATIVE TO INTERVIEW COMMITTEE

In cases where an Interview Committee is not required by these policies, the Human Resources
Manager, in consultation with the departmental manager, will review applications, identify the
most qualified applicant(s), interview applicant(s) and where possible, consult with the
appropriate manager regarding applicant(s). The Human Resources Manager will then submit a
recommendation to the Executive Director, ranking the applicant(s) and the basis for the ranking,
The Executive Director may schedule additional interviews or request additional information prior
to submitting his/her recommendation to the Board.

SECTION 2.16 EXECUTIVE DIRECTOR 'S RECOMMENDATION

Upon receiving and reviewing the Interview Committee’s recommendation, the Executive Director
may schedule additional interviews or request additional information, Upon completion of his/her
review, the Executive Director will submit his/her recommendation to the Board, along with the
recommendation of the Interview Committee.

SECTION 2.17 FINAL APPROVAL

A, Final Decision:

All decisions to hire, terminate, and make salary determinations or all other for final
employment decisions will be made by the Board. No staff person has the authority to hire
or terminate employees. The Board reserves the right to interview for any position it deems
necessary, and will interview applicants for the Executive Director. The Board’s action will
take place at a duly called meeting after receipt of the above-noted recommendations and

concurrence of the Executive Director.

B. Notification of Selection:
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The Human Resources Manager, will notify the selected applicant and will clarify any
outstanding terms and conditions of employment and the reporting date with the selected

applicant.
C. Notice to Applicants:

After the position is filled, all applicants will be notified in writing that the position has
been filled.

SECTION 218 EMERGENCY APPOINTMENTS

When an emergency occurs requiring the immediate services of a person in a particular position,
the Human Resources Manager will, with the concurrence of the Executive Director, certify such
position for restricted advertising and hiring as determined by the Executive Director.

A. Emergency Substitute Teacher Certification

Substitute Teachers and other professional functions may be provided by an annual
intermittent contract, which provide for temporary employment as needed in the best
interest of the School. Such contracts will only be offered to qualified persons and will be
provided for employment intermittently during the ensuing year as needed by the School.
Short-term or intermittent professional employees, except those regularly employed as a
Teacher Assistant, will be selected and employed as follows:

It is the duties and responsibilities of the Human Resources Manager to advertise and fill
vacancy in accordance with the School's Personnel Policies and Procedures.

All applicants who are deemed qualified by the Human Resources Manager, or designee, to
act as substitute teachers or in other intermittent professional functions, together with their
applications and the recommendation of the Human Resources Manager or designee, will be
submitted to the Board. The applicants may be interviewed prior to submitting
recommendations to the Board for approval. Those persons thereafter approved by the Board
as intermittent contract professionals will be offered a contract to serve on an intermittent
basis only. No Intermittent contract professional so employed will be entitled to any right or
benefits accorded to any employee by virtue of the manual except as required by law. The
Executive Director may, upon the recommendation of the Principal, and the Human
Resource Manager be responsible for the short-term professional or intermittent employee,
without cause or notice, terminate the temporary employment of any such person and
rescind the contract for intermittent services. Such decision will, however, be reported to
the Board at their next regular meeting,. Issuance of an intermittent contract will not create
aright to teach or work. Whether an intermittent employee is called to work and the amount
of time an intermittent employee is allowed to work will be at the discretion of the Executive
Director.

The following will be the substitute teacher wage scale and eligibility criteria:
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Hour Pay Rate Eligibility Criteria

$12.25 = $98.00 per day HS/GED with some successful college credits

$16.25 = $130.00 per day AA or 60+ earned credit hours

$21.00 = $168.00 per day Bachelor Degree

$24.00 = $192.00 per day Bachelor’s Degree +36 graduate credits or Master’s Degree
$27.00 = $216.00 per day Doctoral Degree

The substitute teacher must work the entire school day to receive the daily rate. Inthe event
the substitute teacher does not work the entire day he/she will be paid at the hourly rate

indicared.
Extended Assignments

Additional $10.00 per day, if a Substitute Teacher substitutes for the same teacher or for the
same position for more than ten (10) consecutive days.

B. Requirements for an Emergency Classification:

Emergency classification will occur only if the Executive Director, or designee, makes
written, affirmative findings that failure to immediately fill a position-will: (1) pose a safety
threat to persons or property; (2) jeopardize the integrity and successful completion of
program objectives; and/or (3) result in the immediare loss or reduction of funds. One of
the above factors may be sufficient for such action.

C. Hiring Roster:

Should an emergency hiring occur, all current applications for the vacated position and all
other readily identifiable candidates, including current employees, will be used to create a
roster. Efforts will be made to secure the widest circulation of job announcements as

permitted by the emergency situation.
D. Final Decision:

The Executive Director will submit his/her recommendation on hiring to the Board with
the reasons therefore. The Board will make the final hiring decision.

E. Maximum Appointment Period:

No emergency hiring will exceed one hundred twenty (120) calendar days. At the
expiration of the one hundred twenty (120) day appointment, or when such time that
the emergency situation has been rectified, the contract will be terminated, unless the
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employee has been duly appointed to that position after all employment procedures have
been fulfilled.

F. Pay:

Where 2 current employee receives an emergency appointment under this section, rather
than reassignment, the employee’s pay will be adjusted to that of the new position. Unless
the emergency appointee is not an employee of RRCS, all new emergency appointments
are not eligible for holiday pay, sick leave, annual leave, personal leave, or health and life
insurance. Emergency appointments are entitled to worker’s compensation and overtime.

SECTION 2.19 GENERAL BACKGROUND, FINGERPRINT CHECKS AND
ADJUDICATION POLICY

The purpose of this policy is to establish minimum standards of character and suitability for
applicants, employees, consultants, contractors and volunteers who have or may have regular
contact with or control over the Native American students of RRCS. It is also the intent of RRCS
to reduce incidents of family violence and violence against children in the community and to provide
a fair and objective adjudication process for all RRCS applicants, employees, consultants,
contractors and volunteers.

All employees, Board members, consultants and volunteers as noted in the Indian Child Welfare
and Family Violence Prevention Act set forth at 25 U.S.C. § 3201 et seq. and as further defined in 25
C.FR.$ 63.10 et seq,, and the Crime Control Act of 1990 at 42 U.S.C. § 13041 et seq., will successfully
complete a background check to include criminal history checks conducted pursuant to fingerprint
checks as set forth in the above-noted laws and regulations to include applicable national, state and
tribal jurisdictions, all as more fully set forth in the law and regulations set forth above, and as they
may be modified. Employment shall not be offered to applicants who fail to meet the standards set
forth in the above-noted laws. Volunteers not meeting the standards set forth in the above-
noted laws may not provide volunteer services for RRCS which may allow them control over
RRCS's students.

All staff, Board members and applicable volunteers will undergo repeat fingerprint testing and
background checks every five (5) years or at the discretion of the School. All newly hired employees
will be required to submit new fingerprint and background checks prior to the execution of their
employment contracts. All consultants who interact with children on a regular long period basis
will be required to submit fingerprint testing and background checks prior to the execution of
their contracts. The Board, under certain emergency circumstances, may waive limitations on
fingerprinting and background check services due to closures, and may hire a person provisionally
prior to the completion of background checks and criminal history investigations if, at all times
prior to the completion of such checks and investigations, the person is within the sight and under
the supervision of an employee who has successfully completed all required background checks and
criminal history investigations 42 U.S.C. § 13041 (b) (3).

Ir shall be the duty and responsibility of the Human Resources Manager to perform the duties and
responsibilities of the adjudication officer as set forth in the above-noted federal laws and
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regulations. The Executive Director will be the back to the Human Resources Manager at the
School and will be the alternate adjudicating official. The adjudicating officials will be
responsible for implementing 25 U.S.C. § 3201 et seq. and the C.E.R.s which further define that law
set forth at 25 C.F.R. § 63.10, and in particular, perform the adjudications as set forth at 25 CEFR.
§ 63.17 and rtake all actions necessary and appropriate under the above-noted statutes and

regulations.

Human Resource Manager must have a complete and successful background and fingerprint check
prior to assuming his/her duties; further he/she will be trained to keep informed of updates to the
above laws and their applications.

A GOALS:
1. To protect our children.

a To ensure no contact with or control over RRCS students by
individuals with certain criminal histories and backgrounds which
could pose a threat to our children and as defined in these policies and
applicable laws.

b. Limit and control access to RRCS and children for further
protection of our students and staff.

c. Create confidence in our community, parents and children in the
safety of RRCS.

2. Establish fair and reasonable standards for use in determining the

suitability or unsuitahility of employees, consultants, contractors,
chaperones, and volunteers.

Fairly adjudicate all related controversies, cases and issues.

To fully comply with all applicable Iaws, including Public Law 101-630 as set
forth at 25 U.S.C. § 3201 et seq, known as Indian Child Protection and Family
Violence Prevention Act; P.L. 101-647 as set forth 42 US.C. §

13041 et seq. known as the Crime Control Act of 1990; 25 C.I.R. 63.10 et seq.; 18
U.S.C. § 922 Firearms Control; and 15 N.N.C. 601 et seq; Navajo Preference in

Employment Act.

B. OBJECTIVES:

L

2.

Identify crimes and behaviors which render a person suitable or unsuitable for
contact with and control over Native American students.

Be clear in establishing the standards to provide notice to potential
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3. Be reasonable so as not to prohibit too many people or too broad a group.

4. Set clear criteria for the adjudicating official in their adjudication of
individual cases.

5. Ensure clear standards; ensure the adjudicating official and back-up is
highly trained.

6. Ensure that adjudications are fair and consistent.

7. Ensure compliance with all applicable laws.

8. Balance the sometimes-conflicting duties and directives under the different
laws.

0. Avoid penalties, sanctions and costs to RRCS in the fingerprinting,
background check and adjudicating process. As noted, there is potential
liability should RRCS take adverse action against an employee beyond that
required by law.

10. Ensure that no one is hired or allowed to provide volunteer, chaperone, or
other services to RRCS until an entire background check, including
fingerprint and criminal history check is successfully completed.

SECTION 2.20 PROCEDURES FOR ~BACKGROUND CHECKS, EMPLOYEES
INVESTIGATION AND ADJUDICATION
A Verification Procedures for Pre-employment:
L Employee Application Submission - The RRCS employment application will

applicants, employees, consultants, contractors, chaperones, and
volunteers.

ask the following:

a. Whether the applicant, volunteer, or employee has been arrested or
convicted of a crime involving a child, violence, sexual assault, sexual
molestation, sexual exploitation, sexual contact or prostitution, crimes
against persons, or drugs and alcohol including but not limited to driving

under the influence and like or similar offenses;
b. Ask for the disposition of the arrest or charge;

c. Require that an applicant, volunteer or employee sign, under
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penalty of perjury, a statement verifying the truth of all
information provided in the employment application; and

d Inform the applicant, volunteer or employee that a criminal history
record check is a condition of employment and require the applicant,
volunteer or employee to consent, in writing, to a record check.

Aurthorization for Release and Waiver of all Claims for Employment
Information.

Former Employer Reference Checks - To ensure that individuals who are
employed by the School are well qualified and have a strong potential to be
productive and successful, it is the policy of School to check the employment
references of all applicants. A record check with former employer(s) and
supervisor(s) for verification for at least the last 5 years. If applicable, check
record of former military services.

Past Residence Checks - Verification of residence for at least the last 5 years in
states, and reservations nationwide, including foreign countries, if applicable.

Former RRCS Checks - Verification of last degree through transcripts,
direct contact with RRCS's, and education clearinghouse.

Declaration Statement - Requires that employees, swear to and list any offenses
involving crimes of violence, sexual assault, molestation, exploitation, contact
or prostitution; crimes against persons; or, offenses committed against children;
and alcohol and drug convictions as defined herein. Employee shall not be bired
or permitted to work until the background investigation and adjudication is
completed.

B. Investigation requirements per PL 101-630 and 25 CER 63:

L

5.

Requires Indian tribes and tribal organizations conduct an investigation of
character of employees, potential employees, consultants, contractors and
volunteers who have regular contact with control over Indian children.

Individual must meet standards of character, no less stringent than 25
U.S.C. § 3201 et seq.

Record search of local law enforcements agencies.

Record search of former employers and supervisors, and employment
references.

Record search of former RRCS.
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6. FBI Fingerprint search and other identifying information utilizing the proper
card, completion of full name, Date of Birth, Place of Birth, Social Security
Number and correct ORI Number.

7. The investigation must, at least, cover the past 5 years.
C. Standards of Character Under P.L. 101-630:

None of the individuals will be appointed to positions working with children who
have been found guilty, pled guilty or pled nolo contendere to any felontous offense, or
any two or more misdemeanor offenses defined in P.I.. 101-630, specifically including
25 U.8.C. § 3207 and any amendments thereto.

L Disqualifying Factors:

a. Crimes of violence, sexunal assaule, molestation, exploitation,
contact or prostitution, crimes against persons and offenses
committed against children.

b. Person has been found guilty, pled guilty or pled nolo contendere to at
least one felony or two or more misdemeanor offenses identified in P.L.
101-630 regardless of timeframe.

D. Non-inclusive List of Crimes Which Absolutely Bar employment by or volunteering
with RRCS and other crimes that may be identified under Federal, State or Tribal
Criminal Codes or Amendments thereto:

L Those generally noted in 25 U.8.C. § 3207.
2. Homicide / Murder

3. Manslaughter

4. Criminally Negligent Homicide

5. Vehicular Homicide

6. Assault or Battery

7. Assault and Battery

8. Threatening/ Menacing
9. Reckless Endangerment

10 Kidnapping
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11 False Imprisonment
12. Rape
13, Sexual Assault and Sex Crimes

E. List of Crimes That May Bar Employment Based upon the Adjudication
Procedures and Factors noted below:

L Child Abuse/Neglect

2. DWI/DUL

3. Arson

4. Drug Offenses

5. Contribution to the Delinquency of a Minor

6. Obscenity / Public Indecency

7. Harassment
8. Stalking
9. Cruelty to Animals

10. Unlawful Firearms Charges

11, Plea Bargain Convictions Stemming from a Violent or Sex Crimes
F. Adjudication Procedures:
L Pre-employment screening will be conducted prior to an offer of

employment as required by 25 1UU.S.C. 3201 et. seq.

2. During employment, when RRCS receives notice or information of any arrest,
charge or conviction for any felony or misdemeanor noted herein, the employee
will be notified by the Executive Director and department manager and
depending on the facts and circumstances immediate actions may be taken,
including but not limited to administrative assignment away from the
workplace. Employees have a duty to notify their supervisor immediately of any
such arrest, charge or conviction.

3. The adjudicating official will make a decision regarding suitability for
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employment or continued employment based upon reasonable, logical and
professional evaluation of all of the above documents and these policies.

4, The Adjudicating Official shall review the investigative forms for
completeness, and further investigate any explanations of “yes” answers on
questionnaires, and other derogatory and / or negative information received.

5. Adjudicators must compare investigative information with suitability

criteria, i.e.:

a. misconduct or negligence in employment
b. the individual’s criminal or dishonest conduct
c, the individual made an intentional false statement, the individual has

refused to furnish testimony or cooperate with an investigation

d. alcohol and substance abuse
e. the individual has illegally used narcotics, drugs, or other
controlled substances

f. the individual knowingly and willfully engaged in an act or
activities designed to disrupt government programs

6. It will be the employee’s / applicant’s / volunteer’s / consultant’s or contractor’s
duty to clarify any questions or concerns regarding their background or
fingerprint check. Those individuals must timely correct any issues or questions
and in all cases, they shall no later than 10 days after notification by the
adjudicating official of a question or issue, resolve the issue and report the
resolution to the adjudicating official.

7. Use of Fact-Finding Techniques:

a. Letter of Inquiry

b. Personal Interview

c. Additional Investigation, if necessary

d. Medical Evaluation —used for alcchol abuse and mental emotional issues

8. The Adjudicating Official may consider the following in adjudicating
suitability for fitness relative to crimes listed in ARTICLE I1. SECTION 2.20.
The Adjudicating Official may not use these mitigating factors relative to
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ARTICLE VIIL

a. Narture, extent, and seriousness of the conduct

b. Circumstances surrounding the conduct

c. Frequency and recency

d. Age and maturity

e Voluntariness of participation

£ Absence or presence of rehabilitation or reformation and other

pertinent behavioral changes

g. Potential for pressure, coercion and exploitation, or duress
h. Likelihood of continuation or recurrence
1. Other relevant and material factors

9. Ranking Derogatory Issues:

Ranking Basis for Disqualifications

a. Minor Issues, standing alone, would not be disqualifying

b. Moderate Issue, standing alone, would probably not be
disqualifying

c. Substantial Issue, standing alone, may almost certainly be
disqualifying

d. Major Issue, standing alone, would be discualifying

10.  Potential for Not Hiring/Removal:

Ranking Potential
a. Minimal - acceptable

b. Possible, but not likely -

c. Probable, without some type of assurance in place -
still concerns
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d. Required- does not meet the minimum standards of
suitability criteria
1L Determining Recency:

Recency is not a factor for convictions for offenses noted in 25 U.S.C. §
3201 et seq. Those convictions are a permanent bar to employment or

volunteering.
Ranking Period in Which Issue Occurred
0 - 36 months 27 - 72 months 73 — 108 months
A A Converts to Non-Issue Non-Issue
B B A Non-Tssue
C C B A
D D C B
12. Upgrading Issues ~ Frequency:
Frequency Upgrade Action
2 issues in 0-36 months Raise both issues once
3 or more issues in 0-36 months Raise all issues twice
13. Suitable Determination:
a. Document on Adjudication Case Summary and file in Official
Security File.
b. Provide a Certificate or Letter for inclusion in Official Personnel
File for ineeting the minimum standards of the suitability criteria.
c. Notify the department manager
d. Notify an employee
e. Close the case
14. Unfavorable Determination
. Document on Adjudication Case Summary and file in Official

Security File.

Provide a letter outlining the reasons the individual does not meet
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the minimum standards of the suitability criteria.
c. Notify the department manager

d. Notify an employee

e. Work with Personnel to proceed with Non-appointment
or removal,
15. The decisions will not be based on emotions, prejudice, assumptions or

gossips, hard feelings, imposing the personal values, or an automatic
“Yes” decisions.

16. Prior to any final determination, the adjudicating official will provide a
fair and objective appeal, pursuant to 25 U.S.C. § 201 et seq. and the
related C.F.R.s, to any applicant who requests an appeal.

G. Protecting Investigation Information - confidentially must be a priority

1. Sensitive information (legal names, Date of Birth, Social Security
Number, Samples of signatures, raw investigative data) in individual file
folders will be in locked cabinet/file in locked office.

2. Agency / employees must post sign in/out requirement on all entrances.

3, Only those who have “right to know™ may discuss or have access to
security files.

4. Dissemination, copying, or unauthorized use of information contained in

security file is strictly prohibited.

SECTION 2.21 PREREQUISITES TO BEGINNING WORK AND ACCRUING SALARY

No person shall begin the duties of employment unless and until hired by the Board. No person
who has been hired by the Board shall begin to perform the duties of employment and no salary
shall be earned unless and until the following have been accomplished by the employee and his or

her supervisor.

A The employee has been checked through the Human Resources Manager, has
completed all applicable federal and state tax declarations and has executed all
applicable salary payment and deduction agreements.

B. The Human Resources Manager has enrolled the employee in all proper employee
benefit plans and has prepared and obtained all required signatures on a fully
completed contract containing the term of the contract and the salary to be paid
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to the employee. Proof of all required certification shall be presented by the
employee to RRCS at or before this time.

C. The Human Resources Manager and employee have completed a housing rental
agreement, for the employee, if applicable.

D. The employee has been given a copy of the Personnel Manual, has had the
opportunity to read or interpreted to him or her and has signed the declaration to
that effect pursuant to Section 1.05. Declaration signed by the employee must be
returned to the Human Resources office no later than five (5) working days.

E A completed United States Immigration and Naturalization Form I-9, as required
by law, and has been properly executed.

E The Human Resources Manager has completed his/her duties set forth at Sections
2.10 and 2.20 herein.

SECTION 2.22 CERTIFICATIONS, QUALIFICATIONS, AND HIGHLY- QUALIFIED
STATUS

Failure to provide RRCS proof of possessing and maintaining current certifications, qualifications,
training, degrees, credit hours and all other requirements set forth in Cognia regulations and P.L.
107-110, Every Student Succeeds Act (ESSA), the current federal home living guidelines and related
CF.R.s including, but not limited to, 25 C.FR. 36.70 et seq and 25 C.ER. 36.75, all as may be
amended, shall be grounds for disciplinary action up to and including termination, and bars
renewal of staff / employee’s contract of employment. This policy is effective immediately
regardless of any time periods set forth in the above-described laws or regulations.

ARTICLEIIl. EMPLOYMENT STATUS AND RECORDS

SECTION 3.01 EMPLOYMENT CLASSIFICATION/CATEGORIES

It is the intent of RRCS to clarify the definitions of employment classifications so that employees
understand their employment status and benefit eligibility.

RRCS is informed that due to recent federal court decisions, it appears that the Fair Labor
Standards Act (FI.SA) does not control RRCS or like entities. Therefore, RRCS disclaims any
applicability of the FLSA and asserts its sovereign itnmunity from application of the FL.SA tco RRCS.
Notwithstanding the foregoing, RRCS generally adopts, as its policy, not as federal law, the
definitions, policies and procedures set forth in the FLSA. By disclaiming the applicability of the
FLSA, RRCS affirmatively states that it will not respond and is not required to respond to any
federal claims or the jurisdiction of any federal court; however, it will respond in Navajo court
to its decision to include similar employment provisions via its own policies. While RRCS may use
definitions and principles from the FLSA it is not bound by the FLSA and there shall be no
jurisdiction over RRCS arising from the FL.SA.
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A. Exempt Employees — are those executive, managerial, professional and administrative
employees who are exempt from coverage from the Fair Labor Standards Act (FLSA),
including the requirement for paying overtime, by virtue of the employee’s job duties and
skills. Fmployees assigned to exempt positions are not eligible for overtime; however, may
accrue flex-time hours ONLY upon prior approval. RRCS exempt employees include, but
are not limited to:

I Executive Director

2. Principal K-12

3. Human Resources Manager
4, Business Manager

5. Support Services Manager

6. Facility Manager

7. Lead Residential

8. Lead Food Service Worker

9. School Safety Officer/Lead Security

10. Cerrified Professionals i.e.: Teachers, Counselors, Academic Coach, etc.

The above-listed positions are exempt positions and as such, are expected to put in the
time necessary to carry out and complete assigned tasks in a professional manner, all
responsibilities of their hired position. Exempt employees are not entitled to overtime.

B. Non-exempt Employees — Non-exempt employees are emnployees who, because of the type
of duties performed, the usual level of decision-making authority, and the method of
compensation, are subject to all Fair Labor Standards Act (FLSA) provisions including the
payment of overtime. Non-exempt employees are normally required to account for all hours
and fractional hours worked. Non-exempt employees will be compensated for actual hours
worked and when applicable paid overtime at time-and-one-half rate of pay.

In addition to the above categories, each-employee will belong to one other employment
category:

1. Year-long Employees - Are those who are not in a temporary status and who are
regularly scheduled to work a full-time schedule on a year-long basis (Yearlong
shall mean 12-month employment contract). Generally, they are eligible for RRCS
benefit package, subject to the terms, conditions, and limitations of each benefit
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program.

School-year Fmployees — are those who are not in a temporary status and who are
regularly scheduled to work a full-time schedule during a school year (School year
shall mean an academic year, generally August to May). Generally, they are eligible
for RRCS benefit package, subject to the terms, conditions, and limitations of each
benefit program.

Probationary Employees — Are newly hired employees whose performance is being
evaluated to determine whether further employment in a specific position or with
RRCS is appropriate. Newly hired probationary employees are those employees
who were not employed by RRCS immediately before their hire for the subject
position or whose contract was terminated or non-renewed before their hire by
RRCS for the subject position.

Temporary/Short Term FEmployees - are those who are hired as interfm
replacements, to temporarily supplement the work force, or to assist in the
completion of a specific project. Employment assignments in this category may not
exceed 120 total days per fiscal year. Upon the exhaustion of the 120 days per fiscal
year and if such temporary employee is still needed, the board may extend temporary
employment with the recommendation by the Executive Director. Employment
beyond any initially stated period does not in any way imply a change in
employment status, Temporary employees retain that status unless and until
notified of a change. While temporary employees receive all legally mandated
benefits (such as workers' compensation insurance and Social Security), they are
ineligible for all other benefit programs. Temporary employee’s employment with
RRCS terminates at the time stated in their contract. Temporary employees have
no right to continued employment or to appeal the termination of their employment.

Short Term Contracted employee wages will be based upon the current school board
approved salary schedules. Employee will be placed on the salary schedule based
upon their years of work experience, certification/license, training and level of
education.

Substitute Teachers - are those who have applied, been screened and hired by the
School Board as substitute teachers. Substitute teachers will be maintained on a
roster of a school board approved substitute roster.

Substitute teachers will possess appropriate state substitute certification and have
been cleared through the RRCS background and fingerprint check procedures.
Pursuant to the state of Arizona certification requirements, substitute teachers
will only be employed for a maximum of 120 days per fiscal year. Substitute
teachers are not eligible for RRCS benefits except those benefits that are required
by law.
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6. Volunteers - Volunteers are not employees of the School nor will they receive
compensation or benefics under these policies. Volunteers may apply for
employment with the School through one of the above-described categories. The
department supervisor requesting a volunteer will develop a plan including the
scope of services and times and which the School employee will provide immediate
supervision to the volunteer. The supervising employee must obtain approval from
the Executive Director to utilize the volunteer services in their department/program.
Volunteers must be approved by the Department Supervisor, Executive Director and
School Board prior to them providing services. Volunteers must have successfully
completed a federal FBI and Navajo Nation background and fingerprint check as set
forth in these policies prior to providing such services. Volunteers include

chaperones.

7. Student Teachers - are individual students, under a recognized student teacher
program completing their educational course requirements. Al Student teachers
shall be approved by the School Board and do not have the rights of employees under
these policies, nor shall they be compensated for their student teaching activities.
However, student teachers who are current employees pursuing a student teaching
requirement and approved by the School Board will be provided paid salary. All
student teachers must adhere to the standards set forth'in these policies. Any
violation of said policies by the student teacher will be grounds for termination of
the student teaching opportunity for that person at the School: Student teachers are
subject to the reqwred background check processes as set: forth in Section 2.20.

Current employee’s serving in a Student Teaching capacity will be paid at the
following percentage of their current salary

1 year of employment 75% of paid salary

2 years of employment 80% of paid salary
3 years of employment 90% of paid salary
4 years of employment 100% of paid salary

Health insurance benefits will continue to be paid except for dependent
coverage.

8. Emergency-Hire Employees ~ are those who are hired under the prowsmn of RRCS
(ARTICLE IT SECTION 2.18) :

SECTION 3.02 PROBATIONARY PERIOD

A. Newly hired employees are probationary employees and shall be subject to a
probationary period of ninety (90) calendar days. This probationary period is intended to
give new employees the opportunity to demonstrate their ability to achieve a satisfactory
level of performance and to determine whether the new position meets their expectations.
RRCS uses this period to evaluate employee capabilities, work habits and over-all

performance.
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1. Progress reports at one (1) month intervals may be conducted by the immediate
supervisor and submitted to the Executive Director.

2. A probationary period may be extended for an additional thirty (30) calendar day period
when recommended by the supervisor.

3. Prior to the completion of the probationary period or any extension of the probationary
period, the employee’s supervisor shall conduct and complete an evaluation of the
employee and provide it to the Executive Director.

4, The Executive Director shall then recommend to the Board: a) to hire the probationary
employee as a regular employee, b) termination of the probationary employee, ¢) an
extension of the probationary period for the probationary employee.

5. Pursuant to the recommendation of the Executive Director the Board shall approve: a)
to hire the probationary employee as a regular employee, b) to terminate the
probationary employee, ¢) to extend the probationary period for the probationary
employee.

6. A probationary employee may earn and use the accrued Comp-time or Flex time as
authorized by their immediate supervisor.

7. Exempt probationary employees will be compensated for holiday pay for any holiday
occurring during their probationary period.

. Newly hired probationary employees will be eligible for worker's compensation insurance
and social security only because they are required by law. New employees under probation
are not entitled to any other benefits under these policies while on probation including,
but not limited to, sick, vacation, personal, holiday, bereavement, maternity or any other
leave. Any newly hired probationary employee who is on an approved absence from their
duties will be given TLeave Without Pay (LWOP). When a newly hired employee
successfully completes his/her probationary period, the employee’s accrued sick, personal,
vacation and other leave during the probationary period will be fully credited to the
employee from that time forward. The employee will be recommended to the Board for
regular employment status at the next dully called Board meeting. There will be no back
pay for leave or holidays occurring during the probationary period for non-exempt
employees. Newly hired probationary employees will be eligible for Medical, vision and
dental benefits afforded to RRCS employees on the first day of the first full month of
employment.

. A current regular status employee who has successfully completed their 90 day probationary
period is hired as an “In-House” transfer may be subject to a probationary period pending
the new duties and responsibilities. Should the employee need to satisfy another
probationary period although the employee will be able to use their accumulated leave when
needed and other employee benefits.
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D. Probationary employees’ employment may be terminated pursuant to the termination
policies set forth in these policies and procedures.

SECTION 3.03 PERSONNEL DATA CHANGES / UPDATES

It is the responsibility of each employee to promptly notify RRCS Human Resources Manager
of any changes in personnel data. Personal mailing addresses, telephone numbers, number and
names of dependents, individuals to be contacted in the event of an emergency, educational
accomplishment, and other such status reports should be accurate and current at all times. The
Human Resources Manager will notify the business office of necessary changes applicable to their

department.

Teachers, Administrators and other personnel required to be certified shall supply to the Human
Resources office the required certification. It is the responsibility of each teacher and
administrator and other personnel required to be certified to maintain such certification, supply
proof of such certification to the Human Resources office and keep their certification current.

SECTION 3.04 ACCESS TO PERSONNEL FILES

RRCS maintains a personne] file on each employee. The personnel file includes such information
as the employee's job application, tesume, employment contract, records of training,
documentation of performance appraisals and salary, and other employment records. All
information and materials related to an employee’s background/criminal history, medical, and
disciplinary action will be kept in separate individual files. All files will be in a lire proof file cabinet
located in a secured locked area. _

Personnel files are the property of RRCS and access to the information they contain are restricted
and confidential in accordance with federal and Navajo law. Wherever the law allows, the
confidentiality of the information will be STRICTLY maintained, Unless the law directs
otherwise, only supervisory management personnel or members of the Board who have legitimate
reasons to review information in a file will be allowed to do so. To the extent aHowable by law,
personnel files will not be considered public records.

An employee, who wishes to review his /her own or employee file, will submit a Personnel File
Review Request Form to the Human Resources Manager. The form will contain specific reasons
for the request.  Upon approval, the Human Resources Manager may make only those copies
that are requested from the file or the Human Resources Manager will only allow viewing of
those file contents as requested. At no time will the personnel file be allowed to leave “the
Human Resources office. The employee will view his/her personnel file in the Human Resources
office in the presence of the Human Resources Manager. No documents may be altered, added to,
or removed from the file during such review.
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SECTION 3.05 NON-DISCLOSURE

The protection of confidential information is vital to the interests and the success of RRCS.
Such confidential information includes, but is not limited to, the following examples:

Employee Compensation data
Employee Medical file
Employee Discipline

Pending projects and proposals
Student Records

cECRoR- S

Any employee who discloses confidential information will be subject to disciplinary action, up to
and including termination of employment, even if he/she does not actually benefit from the
disclosure of information.

SECTION 3.06 EMPLOYMENT APPLICATIONS

RRCS relies upon the accuracy of information contained in the employment application, as well
as the accuracy of other data presented throughout the hiring process and employment. Any
misrepresentations, falsifications, or material omissions provided by an applicant or employee in
any of this information or data may result in exclusion of the individual from further consideration
for employment or, if the person has been hired, termination of employment.

SECTION 3.07 PERFORMANCE EVALUATION

The performance evaluation is a tool to measure the continuing process of an employee’s job
performance for that specific contract term. Although it may be a factor the evaluation ranking
will not determine or guarantee employment contract renewal or non-renewal; all employees are
still subject to consideration of renewal or non-renewal of their contracts after they expire. The
performance evaluation process: (1) provides the employee with the supervisor's assessment of
areas of strengths and those needing improvement in the performance of assigned duties; (2) allows
the employee and supervisor to plan professional developinent activities; and (3) provides the
supervisor with a formal process for feedback to and from employees. Performance
evaluation will be the supporting data used for individual personnel decisions such as promotions,
demotions, incentive awards and other recognition. It will also be used to plan group training,
organizational restructuring and work force expansion. Performance evaluations may be
conducted at any time determined advisable by the administration.

A. Classified Evaluation Periods: A minimum of one (01) performance evaluation will be
conducted per employee by their immediate supervisor, or designee. The employee may
be subject to a second evaluation pending the results of the evaluation classification of
the first evaluation. The evaluation will be conducted within the periods of November
15t to April 15,

An additional performance evaluation will be conducted two weeks prior to the
conclusion of the probationary period of a new employee.
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Certified Evaluation Periods: Principal and Teachers will be subject to a minimum of one
(01) comprehensive evaluation annually, The evaluation will be conducted within the
periods of November 15% to April 15 Results rating the performance classification of
Highly Effective or Effective in all four (4) domains may exempt the Teacher/Principal
from a second evaluation.

Teachers/Principals with a performance classification of Developing or Ineffective
resulting from their first evaluation will be subject to recommendations for professional
growth. The immediate supervisor will develop a professional improvement plan that
aligns with the Schools goals and comprehensive evaluation outcomes. The
Teacher/Principal will be SUb_]ECt to a second evaluation to be conducted between March

Ist to April Ist,

Observation - Certified teaching staff will be subject to a minimum of two (2) or more
classroom observations, Observations may be formal or informal, however, 2 formal
observation is a scheduled, announced event, and the school approved evaluator will
observe the teacher during a complete and uninterrupted lesson. Observations, whether
formal or informal, are considered to be formative information; the results of which may
be shared with the teacher to facilitate professional growth and/or be collected as pieces
of evidence to be considered during the combined evaluation process. The discussion or
conference after the first observation might entail a review of decuments or artifacts
reflecting the work products of the teacher. These document$ Tay include student
progress data or survey input from parents and/or students. -

Performance Standards: Performance standards will be used upon the principle job
elements set forth in the written Position Description and, Where possible, written
in measurable objective statements. Each supervisor will meet with staff within thirty
(30) days of the beginning of each school year to review performance standards. New
employees will review the performance standards with the supervisor within the first

two (2) weeks of employment.

. Deficiencies: A formal performance evaluation will be conducted when
unsatisfactory work performance is noted by the immediate supervisor. Follow- up
plans to improve performance will include specific actions needed to be performed by
the employee, along with a timeline within which improvement should be noted. Upon
completion of any evaluation conducted by any supervisor, if any deficiencies are
recognized, there shall be a performance improvement plan developed for the employee
by the fmmediate supervisor.

. Administration: The Human Resources Manager will provide supervisors with
performance evaluation forms. Copies of all performanee evaluation and/or
performance improvement plans will be filed in each employee’s official personnel
file. The Human Resources Manager will ensure all performance evaluation deadlines

are complied with.
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E. Executive Director: The Board is responsible for conducting 2 minimum of one (01)
comprehensive evaluation annually. The evaluation will be conducted within the periods
of November 15th to April 1st. Results rating the performance classification of Highly
Effective or Effective may exempt the Executive Director from a second evaluation. The
evaluation will be based upon criteria taken from the job description. All evaluations
will be discussed with the Executive Director in executive session of a duly-called
meeting. The Executive Director will be given a copy of the written evaluation. It
will be the duty of the Human Resources Manager toensure that the Executive
Director’s evaluation is timely completed annually. The Human Resources Manager will
notify all Board members that the evaluation is due to be completed thirty (30) days
prior to the evaluation date.

F. Employee Comments: Every performance evaluation form will include a space for
comments by the employee. If the employee does not agree with the evaluation, a
statement of non-concurrence can be included in the evalnation.

G. Performance Fvaluation Forms: Performance evaluation forms will be reviewed and
approved by the Board prior to the beginning of the new school year.

SECTION 3.08 POSITION DESCRIPTIONS

All employee positions will have a position description. Supervisors will use position descriptions
to orientate new employees regarding their duties and responsibilities. Supervisors will use
position descriptions and these policies as the basis for evaluaring the performance of an
employee.

Preparation of position descriptions will be the responsibility of the Human Resources Manager,
who will consult with the departmental supervisor, and the Executive Director in developing and
updating said descriptions. All departmental supervisors will evaluate and review proposed
revised position description with their staff to gather their input to the revised position
description. All Position Descriptions and/or their amendments will be approved by the Board
prior to use,

SECTION 3.09 CONTRACT RENEWAL/NONRENEWAL

Renewal or nonrenewal of employee’s employment with RRCS will be decided in accordance
with the procedures as prescribed in this section.  If the employee’s contract expires without a
decision or action, the employee’s employment with RRCS will be deemed to have been non-
renewed and employee’s employment with RRCS will terminate with the termination dare of
employee's current contract. As established by the Navajo Nation Supreme Court, a nonrenewal
of an employment contract is not “adverse action.” Thereby not a violation of the Navajo Preference
Employment Act (NPEA).

RRCS does not recognize any tenure rights or rights to continued employment of any employee
beyond the term of employment identified in an employee’s current year contract. Because
nonrenewal is neither a disciplinary action nor adverse action under Navajo law, the decision to
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non-renew the employment of an employee by RRCS is final and not subject to an appeal or
grievance. '

A. RRCS employment contract renewal/nonrenewal procedures:

If the School Board elects to offer the employee a contract, the written contract will
be offered as soon after the School Board meeting as is practicable, The employee will
accept or decline the contract in writing no later than five (5) working days after
written notice of the offer. If the contract is not accepted within the five (5) working
days, the offer will be deemed to have been declined by the employee and will be void

thereafter.

ARTICLEIV. MANAGEMENT OF THE WORK FORCE

SECTION 4.01 REGULAR HOURS OF WORK

The administrative office will be staffed from 8:00 a.m. to 5:00 p.m. pursuant to flexible scheduling
by the administrative office staff with a one-hour lunch break. Academic staff's regular hours of
work are from 7:30 a.m. to 4:00 p.m. Monday through Friday and may be altered depending on the
needs of the School. If an academic employee works without taking a 30-minute lunch period
he/she will be authorized to leave at 3:30 p.m. The Facility Management, Food Service, Residential,
Security and Transportation staff will work assigned staggered shifts depending on the needs of
the School and/or department.

At times, circumstances will require schedules for employees to vary throughout RRCS. Also,
different terms and conditions apply to exempt and non-exempt employees under these policies.
This is particularly important relative to overtime eligibility. See ARTICLE IV, SECTION 4.14.
Supervisors will advise employees of their individual work schedules and any variations in such
schedules. As stated, staffing needs and operational demands may necessitate variations in
starting and ending times, as well as variations in the total hours that may be scheduled each day
of the week. The Executive Director is authorized to declare administrative leaves when the

situarion dicraces.

A, Administrative Assignments:

1. An administrative assignment is made when an employee assumes specific duties or
responsibilities, for a period of ten (10) or more working days, which is in addition to or
in place of their current duttes or responsibilities and which is not presently assigned to
another position or being performed by another employee. .

2. All administrative assignments require written approval of the Executive Director and
Departmental Supervisor prior to the start of the assignment.

3. The request for administrative assignment of an employee must be submitted to
the Executive Director then forwarded to the Human Resources Manager outlining the

following;
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a. The nature, time period, and expected results of the assignment; and
b. The employee’s regular duties; and
c. Additional duties or responsibilities being assigned; and

d. If duties or responsibilities being assigned are in place of the employee’s
regular assignment, then how will the employees current duties and
responsibilities be addressed during the assignment; and

e. Reporting relationships; and

[ Signatures of the appropriate supervisors and the employee.

4. If the administrative assignment is within the contracted work of the employee’s
department / program, the employee will remain on the same payroll. If the assignment
is outside of the contracted work of the employee’s organization, the employee will be
paid from another appropriate source of funds for the duration of the administrative
assignment.

5. An employee participating in administrative assignments may be eligible for additional
compensation if:

a. The assigned service is thirty (30) calendar days or more; and

b. The supervisor for the administrative assignment recommends additional
compensation to the Human Resources Manager and Executive Director.

c. The Board of Directors and  Executive Director approves the additional
compensation for the employee and budget funds are available to provide
additional compensation based on qualifications.

6. An employee who completes an administrative assignment will assume their regular
duties at the previous rate of pay.

7. The Executive Director has the discretion and authority to make reassignments as set
forth above and in the best interests of RRCS, student and present needs.
Reassignments are not demotions; they are two (2) distinct and ditferent actions. An
employee may contest a reassignment through the grievance procedures set forth herein
at Section 7.03.

8. At the recommendation of the Executive Director.

B. Acting Starus Assignment:
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When a job vacancy exists and the position is considered vital to the continuation of the
School/departmental operations, an employee may be appointed to fill the position on a
temporary basis until the proper recruiting procedures have been accomplished and a regular
appointment is made. The acting status will not exceed forty-five (45) calendar days unless
specifically authorized by the Executive Director in writing. Acting appointments are made
only when the employee is given full responsibility for all the essential functions of the job.
Acting assignments will be justified in writing and approved by the Executive Director and
submitted to the Human Resource Manager for review and approval prior to placing the
employee in an acting capacity.

1. An acting status assignment requires a memorandum that outline:
a. The nature, time period, and expected results of the assignment;

b. Position title which the acting assignment will cover;
c. Assigned duties and responsibilities;

d. Reporting relationships, and signatures of the appropriaté supervisors and the
employee; and '

e. Compensation for the acting status assignment which will be optional and
will be based upon the assigned duties andemployee’s qualifications,

2. A copy of this memo should be sent to the Human Resources Manager and Executive
Director.

3. An employee on acting status assignment may be eligible for additional
compensation if: :

a. the assigned service is thirty (30} calendar days or more;

b. The supervisor for the administrative assignment recommends additional
compensation to the Human Resources Manager and Executive Director; and

c. The Board of Directors and Executive Director approve additional
compensation for the employee and budget funds are available to provide
additional compensation.

4. An employee qualifying for additional compensation will receive 2 minimum of 50%
up to 100% of the difference between their current salary and entry level for the acting
status position, but not less than the equivalent of one step (prorated for the term of

the assignment) :
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5. If the employee’s current salary equals or exceeds entry level for the Acting

status position, the employee will receive additional compensation equal to a one step
increase over their current salary (prorated for the term of assignment.)

An employee who completes an acting status assignment will return to their
previous pesition and assume their regular duties at the previous Rate of pay.

C. Delegation of Supervisory Authority:

L.

If a supervisor must be absent from his / her position for more than a brief period
(minimum of one hour), the supervisor will designate the position responsibilities to an
employee who may be within the supervisor's department and who possesses
knowledge necessary to perform the necessary duties. In addition, the supervisor may
issue a “Standing Delegation” for a term of one semester.

Said delegation must be done in writing by memorandum, with copies of the memorandum
provided to the delegating supervisor's immediate supervisor, the Executive Director and
such memorandum shall be distributed to all subordinates and departments. The written
memorandum shall also inclide specific authorities and responsibilities delegated by the
supervisor to the delegee and will note any pending or foreseeable issues and concerns that
may exist or arise and the supervisor's recommended action relative to those issues or
concerns. In addition, the memorandum will state the expiration of the delegation.

Fajlure of the delegating supervisor to follow the above-described procedures will be
grounds for disciplinary action up to and including termination.

Delegee may not further delegate their powers except where specifically authorized so
to do.

Delegees may not authorize expenditure, nor authorize the issuance of check payment,
or purchase orders nor act to benefit expenditure on their own behalf. In the case of
normal operating procedures in the business office where the Business Manager has
delegated his/her position exceeds thirty (30) days the Executive Director will assume
such authority of managing the day-to-day operations to including processing purchase
requisitions and check payments. Further, in cases of other departments the authority
will be delegated to the supervisor in accordance with the line of authority. Further, in
cases of other departments the authority will be delegated to the supervisor in
accordance with the line of authority.

No person is authorized to sign on behalf of another in authorizing expenditure.

The level of expenditure, quality or quantity of goods/services may not be varied from
that which was approved, without the endorsement of the original authorizing delegate
evidenced in writing,

Revised 03/14/2021 School Board Approved 7/22/2&[ 46 | Pa ge




8. A person so delegated (delegee) must act within RRCS policies and procedures and the
policies and procedures of the supervisor for whom they are acting. A delegee will
act in a way rhat is supportive of and consistent with the actions of the supervisor for
whom they are acting, Failure to so act or acting in a way that is contra or not
supportive of the delegating supervisor is grounds for disciplinary action up to and
including termination.

SECTION 4.02 DRESS CODE

It is imperative that all RRCS employees exhibit a professional image while at work or work-
related functions by being well groomed, neat, and dressed appropriately for their job function and
responsibilities. The requirement to dress professionally is applicable to all full and part time
employees, student employees, contractors and volunteers. The School trusts each employee’s
common sense and good judgment in this matter. The School has adopted a casual business dress
code but emphasizes that some positions may call for appropriate professional attire. While
conducting or attending meeting, serninars, roundtables, etc. where contact with other business
professionals may occur appropriate professional attire and manners are required for conducting
such business. Appropriate dress and hygiene are important in promoting a positive School image
for its students and the general public, both internally and externally

Fmployees will limit display of physical ornamentation (tattoos, piercings, jewelry, etc.) in a
manner appropriate and proper with respect to their position. Physical markings commonly
referred to as hickeys, love marks, etc. are unacceptable in the School setting and will not be
tolerated. o -

A. Employee Classification

1. “Employees” means all individuals receiving any form of monetary compensation
from the School include, but not limited to, full-time or part-time staff; short and long
term contracted and student employees. :

2. “Uniform Employees” are personnel who are required to report to work in a standard
uniform as selected by the School. Uniform personnel will include: Food Service
staff, School Health Technician, and Security.

3. “Special Category Employees” are employees whose job duties require that they wear
non-business attire in the workplace. Special Category personnel will include:
Physical Education Teacher, Coaches, Custodian, Transportation, Home Living and
Maintenance workers excluding administrative maintenance personnel.

B. Professional Dress Attire

ATl non-uniform and non-special category personnel are expected to wear standard
business attire that is consistent with standards for a professional environment at all
times unless they elect to wear business casual attire on Fridays. Attire customary to
their tribal dress may also be considered as professional. Clothing that promotes and
advertises the school and/or promotes schoolwide pride/spirit may also be worn.
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C. Business Casual Dress - Friday's Only

Business casual dress is an optional privilege and acceptable only on Fridays. Fridays
have been designated as a “Business Casual” dress day for non-uniform personnel.
Business casual is a privilege that is offered to provide a more comfortable and refaxed
work atmosphere on Fridays. - Casual dress day may be revoked on an individual, a
department or school-wide basis if the guidelines described in this policy are not adhere
to by the School. Personnel who elect to wear business casual clothing on Fridays.

D. Special Category Personnel Attire

Physical education staff and coaches may choose to wear clothing appropriate to their
assignments (e.g., sweat pants, exercise pants, wind pants, and shirts, t-shirts, tank
tops, sneakers, etc.) provided that the attire does not display potentially offensive logos
or other symbols.

Other Special Category personnel may wear clothing that is appropriate for their work
duties and assignments provided that the attire does not chsplay potentially offensive
logos or other symbols.

All employees may wear appropriate attire to participate with students during such
activities as spirit week, red ribbon week, and field day etc. Seasonal attire, such a
summer clothing, is acceptable so long as appropriate.

E. Compliance

Supervisors reserve the right to determine appropriateness and are responsible for
enforcing this policy with their department’s personnel. Any personnel who are
improperly dressed may be counseled by their immediate supervisor or Human
Resources Manager and in severe cases will be sent home to change clothes. In such
instances employee(s) will have time charged to their accrued annual/personal leave or
taken as leave without pay. Continued violation of this policy may be cause for further
disciplinary action up to and including termination of employment.

SECTION 4.03 WORK FROM HOME (REMOTE WORK)

Our employee remote work policy outlines our guidelines for employees who work from a location
other than their offices. We want to ensure that both employees and RRCS will benefit from these
arrangements. This policy applies to employees whose primary work location is in a setting that
allows the employee to perform histher work from a location other than their primary work site e.g.
employees whose duties are performed in an office setting,

Remote work is an agreement between the employee, their immediate supervisor and the Executive
Director to work from home certain days a week on a recurring basis. Compensation, health
insurance, paid time off and other employee benefits will not be altered by remote work. To ensure
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that employee performance will not suffer in remote Work arrangements, we advise remote
employees to:

A. Choose a quiet and distraction-free working space;

B. Have reliable internet connection that's adequate for the employee’s job duties;
C. Dedicate their full attention to their job duties during working hours;

D. Adhere to break and attendance schedules agreed upon with their immediate supervisor;

E. Ensure their schedules overlap with those of their team members for as long as is
necessary to complete their job duties effectively:

Remote employees must follow our RRCS policies like their office-based cd]leagues. Examples of
policies that all employees shall abide by are:

A. Atrendance

B. Confidentiality

C. Data Protection : ‘ ST

D. Employee Code of Conduct
We will provide our remote employees with equipment that is essential to their job duties, like
laptops, portable printers, hedadsets and cell phones (when applicable.) We will install approved
VPN and company-required software when employees receive their equipment. All VPN software
will require approval of the Executive Director prior to installation on RRCS equipment. We will

not provide secondary equipment (screens, hardware towers, etc.)

Fquipment provided s RRCS property. Employees must keep it safe and avoid any misuse.
Specifically, employees must:

A. Keep their equipment password protected.

B. Store equlpment ina safe and clean space when not in use.

C. Follow all data encryptlon protécﬁén standards and setézilgé e

D. Refrain from downioadipg suspicious, unauthorized -éfjil]legal' software.
SECTION 4.04 ATTENDANCE

Fmployees are required to report to work, in umform if applicable, and to be prepared for duty at
the beginning of their work perlod Being repeatedly absent from work or tardy to work without
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good reason jeopardizes an employee's merit evaluation and presents grounds for disciplinary
action up to termination. The intent of this policy is to set guidance on expectations for
attendance, communication requirements, and corrective action for unacceptable attendance.

For the purposes of this policy Scheduled Work Shift is; any time that an employee is scheduled
to work at their assigned location and includes: scheduled shift, mandatory standby, overtime,
and/or voluntary shifts. Because of the various types of shifts and hours of operation, each
department may have different schedules for employees. Different terms and conditions apply to
exempt and non-exempt employees under these policies. Employees are strictly prohibited from
making up lost time away from work.

A. Absences

If an employee is unable to report for duty, that employee must notily the immediate
supervisor at least one hour prior to the beginning of work. Office Clerk’s do not serve
in a supervisory capacity therefore; the Office Clerk’s-will not approve leave. It is the
EMPLOYEE'S RESPONSIBILITY to contact his/her immediate supervisor for leave
approval. Failure to do so will result in disciplinary action for the employee. Supervisors
or their designees will be expected to supply subordinates with phone numbers that
employees may call. Non-exempt employees who are absent from work will not be
atforded.the opportunity to make-up those hours he/she is absent from work.

B. Absence Without Leave (AWOL)/Tardiness

An employee will be deemed “absent without leave” when absent from work during
scheduled duty rime without prior notification to RRCS and approval by employee’s
supervisor. This will include absence due to lateness or due to leaving early or any other
absence-that is not specifically excused. Absence will not be excused unless the reason
for ahsence conforms to policy on sick or vacation leave, or other specific policy on
excused absences as adopted by the Board.

A tardy is any time an employee fails to be at their work station ready to begin work at
the scheduled start time. For consistency, tardy is defined as being more than five (5)
minutes past the scheduled start time: Other unscheduled and non-approved absences
such as returning late from a meal or rest break and leaving early may also be considered
as occurrences of tardy and/or unplanned absences and counted accordingly.

Employees are expected to notify their supervisor in accordance with these policies for
absences and/or tardiness in the event he/she cannot be at work as scheduled. An
employee who fails to call or report to work is considered Absences Without Leave
(AWOL). Any one incident of failure to comply with this policy may result in
disciplinary action up to and including termination of employment.

Employees are authorized to leave campus during lunch period, but are otherwise
expected to be on campus during scheduled duty time unless off campus on RRCS
business.
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Employees will not be compensated for time missed due to being absent without leave.
A subsequent paycheck of the employee will be docked for minutes/hours missed.

All unauthorized and / or unreported absences will be considered Absence Without
Leave (AWOL), and a deduction of pay will be made. Such absences will be grounds
for disciplinary action. Three (3) consecutive scheduled shifts of failure to be at work
as scheduled and failure to notify the supervisor will be considered job abandonment.

SECTION 4.05 OUTSIDE EMPLOYMENT

An employee may hold a job with another organization as.long as he/she satisfactorily performs
his/her job responsibilities with RRCS and such employment does not constitute a conflict of
interest. Full time contracted employment with RRCS will be the employee’s primary job and
will outweigh all other outside employment. All employees will be judged by the same
performance standards and will be subject to RRCS scheduling demands, regardless of any
existing outside work requirements. Such employee will notify his/her-supervisor in writing prior
to hire by their secondary employer. If the employee’s adherence to their RRCS’ job responsibilities
and duties is compromised by such outside employment, the employee shall be required to
relinquish their outside employment if they desire to continue as a RRCS employee. Outside
employment will present a conflict of interest if it has an actual or potential adverse impact on

RRCS.
SECTION 4.06 HEALTH STANDARDS

A healthy workplace means more than just warding off colds and the flu. It is more holistic and
takes into consideration the physical, spiritual, environmental, intellectual, emotional,
occupational and mental health of employees. Work-life balance is a self-determined state of well-
being that an employee can reach, or can set a goal, that allows him/her to manage effectively
multlple responsibilities at work, without crrlef stress or negative impacts. Therefore, RRCS
promotes a healthy workplace to benefit the empioyee because an organization filled with healthy
and eager employees is a productive workplace that retains its employees

Good health of all persons associated with RRCS is important; therefore, RRCS will comply with
all health standards and directives issued by or through the Indian Health Service and the
Environmental Health Office of the Navajo Nation.

SECTION 4.07 CHAIN OF COMMAND/LINE OF AUTHORITY

The chain of command describes the way in which RRCS, structures the-employees reporting
relationships. The purpose of this policy is to maintain an orderly system of management and
administration by establishing a Chain of Command/Line of Authority. The Chain of
Command/Line of Authority outlined in the organizational chart designates primary
responstbilicy and authority for the supervision and direction of the various departments and
establishes supervisory hierarchies within each department.
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Employees will report to a department supervisor who is listed above them on the organizational
chart. Employees, other than the Executive Director are not usually permitted to approach and
speak to the members of the School Board in regard to persomnnel issues, these issues will be
addressed in accordance with this Chain of Command/Line of Authority policy. The immediate
supervisor and or line of authority must comply with all aspects of this policy.

When every employee reports to a designated supervisor, decisions, communication (email &
telephone calls) and remedy regarding disagreement(s) are tightly.controlled. The following will
regulate the chain of command: :

A. Provide clear reporting relationships with employees designated who are responsible for
communicating information, providing direction, and delegating authority and
responsibility.

B. Each employee will report to a department supervisor thus alleviating any conflicting
direction in the chain of command.

C. Responsibility and accountability are clearly assigned and each supervisor has oversight
responsibility for a group of employees performing a function within their department.

D. Employees are not confused about whom to go to for resources, assistance, and feedback.

All employees will follow the chain of command in accordance with the approved Organizational
Chart of Rough Rock Community School, Inc. Failure to follow the chain of command will be
grounds for disciplinary action, up to and including, termination of employment.

SECTION 4.08 PROFESSIONAL DEVELOPMENT/TRAINING

Fach employee is encouraged to develop skills through on-duty and off-duty training. When funds
are available, training will be provided by RRCS. Any school-year employee who receives training
at RRCS expense during the summer is expected to work for RRCS the following year. Any
employee who chooses not to work at RRCS during the year following summer training shall
reimburse RRCS for the cost of the training, Training paid by RRCS during the school year
is exempt from this ruling, Probationary employees may attend off-campus training.

It is the emplayee’s responsibility to provide Human Resources Department records of all eraining
attended by staff members and ensure that a current record of training attendance and
certification are maintained in each employee's personnel file.

Those employees who will be recommended for non-renewal or have been formally informed of
the Board’s action to non-renew employment for the following school year will not be allowed to
attend, request or participate in any off-site training(s).

A. In-Service Training

Workshops for RRCS employees will be held as needed. Fach department supervisor
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will be responsible for the assessment of training and will direct requests in writing to
the Executive Director or designee for any training. An employee who attends off-site
training will be required to provide In-Service-Training to the staff.

B. Oft- Campus In-State Training

All off campus in-state travel and overnight accommodations will be subject to
approval by the Executive Director prior to travel being taken. An employee will
submit a training request to their immediate supervisor for approval, once
authorization is granted the request will then be forwarded to the Executive
Director for final approval.

C. Out-of-State Training

All out-of-state travel will require Board approval. A training request will be placed on
the next Board meeting agenda after the request and verification from the Business

Manager confirming funding availability.
SECTION 4.09 NEW EMPLOYEE ORIENTATION

The Human Resources Manager is responsible for giving eaeh new employee basic information
concerning hours of work, wages, benefits, etc., along with the essential forms on or before the
first day of work. --Specific job expectations such as prescribed procedures for completing
assignments, where to obtain supplies and other vital mformatlon will be given by the

immediate supervisor.
SECTION 4.10 TIMEKEEPING

Accurately recording time worked is the responsibility of every employee. Federal }aws require
RRCS to keep an accurate record of time worked in order to calculate employee pay and benefits.
Time worked includes all time when an employee is performing assigned duties is at a prescribed
work place for RRCS, or is permitted to work for RRCS.

Employees must accurately record the time they begin and end their work, as well as the beginning
and ending time of each meal period. They must also record the beginning and ending time of any
split shift or departure from work for personal reasons. OVERTIME ‘WORK FOR _NON-
EXEMPT EMPLOYEES MUST AILWAYS BE APPROVED BEFORE WORK IS

PERFORMED. Failure to comply may result in disciplinary action.

Altering, falsifying, tampering with time records, or recording time on another employee's time
record may result in disciplinary action, up to and 1nc}ud1ng termination of employment Tlme

reports will be kept at the work site.

Itis the employee's responsﬂ)}hty to sign his or her time record and certlfy the accuracy of all
time recorded. Timecards and time sheets should be turned in to the supervisor on the last day
of their workweek before payday (ie.,if you work on Samrday before payd ay, compiete your time
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sheet and leave in the designated place for your supervisor before you leave, attach your completed
timecard to the time sheet). The supervisor will review and sign the time sheet before submitting
it for payroll processing. In addition, if corrections or modifications are made to the time record,
both the employee and the supervisor must verify the accuracy of the changes by initialing the
rime record. ,

SECTION 4.11 PAYDAYS/DIRECT DEPOSIT

All employees are paid bi-weekly on every other Thursday. Each paycheck will include earnings
for all work performed through the end of the previous payroll period.

In the event that a regularly scheduled payday falls on a regular day off or holiday, employees will
receive pay on the last day of work before the regularly scheduled payday. If payday falls during
fall, winter, or spring breaks, RRCS employees will be paid on the regular payday.

Employees will be required, upon the employee’s written consent, to set up direct deposit with their
choice of financial institution that is a member of the federal deposit insurance corporation or other
comparable federal or state agency to receive their bi-weekly payroll. If there are any changes to direct
deposit to their personal banl( account, the employee must notify the Business Office in writing ten
(10) days in advance.

SECTION 4.12 PAYROLL OPTION

RRCS is on a 26 pay period cycle each school year. RRCS allows its School Year Regular Full-Time
employees (10 month employees) the option to elect 22 pay periods or 26 pay periods throughout
the duration of their employment contract. Hourly employees who elect 26 pay understand that
their hourly rate will decrease to cover the rest of the pay periods. Once this election is made
employees cannot change their election throughout the term of their employment contract. RRCS
employees who elect 26 pay will continue to receive their regular bi-weekly pay through the end of
the school fiscal year. RRCS does not provide balloon payments at the end of their contract,

SECTION 4.13 PAY DEDUCTIONS AND SETOFES

RRCS offers programs and benefits beyond those required by law. Eligible employees may
voluntarily authorize deductions from their paychecks to make payments for dependent health
insurance, Internal Revenue Service (IRS), and school’s authorized retirement plan contributions.

Pay setoffs are pay deductions taken by RRCS usually to help pay off a debt or obligation to RRCS
(ie., travel authorizations, meals, etc.).

If you have questions concerning why deductions were made from your paycheck or how they
were calculated, it is your responsibility to contact the Business Office regarding your deductions.
Employee payroll deductions will be deducted throughout the school year in 20 pay periods or
additional pay periods depending upon

RRCS receiving a letter regarding wage garnishments will comply in accordance to law. Any wages

Revrsmetﬁjioé/lél/ZOZl School Board Approved 7/22/2021 54 |Page




earned will be deducted in accordance with the garnishment. The Human Resources Manager will
notify the employee via Personnel Action Form (PAF) and letter of such garnishment. The employee
will sign the PAF acknowledging receipt of such deduction, thereafter the Human Resources
Manager will forward a copy of the PAF to the Business Office for payroll deductions

SECTION 413 OCCUPATIONAL/WORKPILACE HEALTH AND SAFETY

RRCS Occupational/Workplace Health and Safety program help's RRCS preserve the hest
possible work conditions for its employees. Every employee has a right to feel safe at work, RRCS
is committed to follow legal standards and create a hazard-free workplace. RRCS strives to
preserve the best work conditions for its employees. This program applies to all prospective and
current employees of RRCS as well as volunteers, contractors and consultants. This program is a
top priority for RRCS. The Support Services Manager has the responsibility for implementing
administering, monitoring, and evaluating the safety program; however, its success depends on the
alertness and personal commitment of all. Supervisors at all levels have the responsibility of
ensuring a safe workplace. :

RRCS provides information to employees about work place safety and health issues through regular
internal communication channels such as supervisor employee meetings, bulletin board posting,

memos, or other written communication.

Emplovees and supervisors will recetve periodic work place safety trainin The training will cover
pioy: P P P y g g

potential safety and health hazards and safe work practices and procedures toeltminate or minimize

hazards.

Some of the best safety improvement ideas come from employees. Those with ideas, concerns, or
suggestions for Improved safety in the work place are encouraged to raise them with their supervisor
or Wlth another supervisor or the Support Services Manager.

Each employee is expected to obey safety rules and to exercise caution'in all work activities.
Employees must iminediately report in writing (or may use a Work Order) any unsafe condition to
the Support Services Manager. Employees who violate safety standards, who cause hazardous or
dangerous sitnations or who fail to report where, appropriate or remedy such situations may
be subject to disciplinary action up to and including termination of employment.

In the case of accidents during hours that result in injury, regardless of how insignificant the injury
may appear, employees shall immediately notify the immediate supervisor. Such reports are
necessary to comply with laws and initiate insurance and workers compensation benefits

procedures.
SECTION 4.14 REST AND MEAL PERIODS

To the extent possible, rest periods will be provided in the middle of work periods. Since this
time is counted and paid as time worked, employees must not be absent from their workstations

beyond the allotted rest time.
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Supervisors will schedule meal periods to accommodate operating requirements of thirty (30)
minutes or sixty (60) minutes. Employees will be relieved of all active responsibilities and
restrictions during meal periods and will not be compensated for that time.

RRCS employees may be allowed o purchase and consuime meals provided by RRCS. Meal tickets
will be purchased at the business office. Due to sanitary purposes, Food Service staff will not be
authorized to accept cash to pay for employee meals.

SECTION 4.15 OVERTIME

RRCS is informed that due to recent federal court decisions, it appears that the FLSA does not
control RRCS or like entities. Therefore, RRCS disclaims any applicability of the FLSA and
asserts its sovereign immunity from applicarion of the FL.SA to RRCS.

Notwithstanding the foregoing, RRCS adopts, as its policy and not as applicable, federal law, the
procedures and policies set forth in the FLSA relative to overtime. By disclaiming the applicability
of the FL.SA, RRCS affirmatively states that it will not respond and is not required to respond to
any federal claims or the jurisdiction of any federal court; however, it will respond in Navajo court
to its decision to include similar overtime provisions via its own policies. RRCS intends by this
action to implement a more informal policy designed to insure equity and fairness to its employees
and the best interest of RRCS students, staff and community.

This system will be directed by the Executive Director and will not be bound by the formal FLSA
requirements. It will be the general direction of these policies to limit overtime to the degree
possible, and to operate RRCS in a manner that is fiscally responsible and at the same time fair
to staff. The following requirements will be implemented consistent with this general policy
statement.

OVERTIME WORK FOR NON-EXEMPT EMPLOYEES MUST ALWAYS BE APPROVED
BEFORE WORK IS PERFORMED. Although this policy requires prior approval for overtime
compensation the law requires ALL time worked that satisfies overtime requirements to be paid.
Failure to comply may result in disciplinary action.

A. When operating requirements or other needs of the School cannot be met during regular
working hours, non-exempt employees may be scheduled to work overtime hours and will
qualify for overtime as provided in this section. When possible, advance notification of these
mandatory assignments will be provided. All overtime work must receive the supervisor's
prior authorization. Overtime assignments will be distributed as equitably as practical to all
employees qualified to perform the required work. Exempt employees are not eligible for
overtime or compensatory time. Exempt employees (including but not limited to supervisors
and other positions listed in SECTION 3.01 herein) will not be paid overtime. Flex time is
authorized by the immediate supervisor prior to doing the work for which flex time is
requested or granted.

B. Overtime compensation is paid to all non-exempt employees similar to federal laws at
the following rate(s): One and one-half times the employee’s base straight-time rate for all
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hours actually WORKED over 40 hours in a work week.

C. Overtime pay is based on actual hours worked. Time off for sick leave, anmual leave, holidays,
or any leave of absence will not be considered hours worked for purposes of performing
overtime calculations.

D. Failure to work scheduled overtime assigned by the appropriate supervisor may result in
disciplinary action, up to and including possﬂjie termination of employment.

E. Compensation Time- Overtime may be compensated by compensatory time off if there is a
prior, voluntary (free of coercion or pressure, express overtime implied) agreement to that
affect.

1. Prior to working overtime, the employee must agree - to the type of compensation
preferred either pay at time and one-half, or compensatory time off at time and one-
half.

2. Use of accumulated Compensatory Time - Compensatory time off must be taken
within a reasonable period, which will be determined by thé immediate supervisor.
All uniised accrued compensatory time will be forfeited at the end of the school year.

3. Reporting of Overtime and Compensatory Time.  The immediate supervisor with
" consultation of the Business Manager are resporisiblé for analysis and control of all
overtime and compensatory time and for the submission of such reports.

F. Flextime for Exempt Employees = Exempt employees may earn flextime at the sole discretion
of the immediate supervisor. When the benefit is earned, it is the employee’s responsihility
to ensure the calculation is properly documented. Calculation for flextime will be hour for
hour, All unused accrued flex time will be forfeited at the end of the school year.

SECTION 4.16 ‘ STANDBY DUTY/ON-CALL STATUS

This policy applies to hourly non-exempt employees. Employees must be available and ready to
report to work to reccive stand-by pay. When waiting to be called upon by their supervisor to
perform a task, the employee will provide his/her supervisor a cell phone number or other means
of communication. During the stand-by period the employee can use this time effectively for their
OWI PUrposes, yet be i in a state of readiness, thus, is not con31dered hours worked.

An employee will be con51dered off duty Wh]le on standby status; durmg th1s status the employee

will

1. Beable touse hls/her time freeiy and is not performlng a specific assigned task
until called upon; =

2. Provide a telephone number or carry an electronic device for the purpose of
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being conveniently available to their supervisor;
3. Remain within a reasonable call-back radius of 30 minutes;
4, Bein a state of readiness to perform work without limitations; and

5. Record his/her time worked by clocking in and out at the employee’s designated
work station. -

The employee in stand-by status is prohibited from making arrangements such that any work
which may arise during the stand-by period will be performed by another employee. Any employee
who is not assigned to be on stand-by and is called in to assist with any maintenance repairs or
emergences will be compensated their regular hourly rate. The employee shall clock-in when
he/she reports to work and will be compensated for actual time worked.

Hours Worked Defined - Hours worked ordinarily include all the time during which an employee
is required to be on the employer's premises, on duty, or at a prescribed workplace. Employees are
to he compensated for all hours worked. :

A. Stand-by: “Waiting to be Engaged” Detined.

If an employee who is able to use his or her time freely and is not performing a specific
assigned task, that employee is considered “waiting to be engaged” otherwise known
as “stand-by.” The employee can be available by telephone if needed; however, since he
or she is waiting (off-duty), the employee is not compensated for that time.

B. On-Call: “Engaged to Wait” Defined

When an employee is required to stay at the workplace or is so near to the workplace
that he or she cannot use his/her time freely, the employee is “engaged to wait (on-
duty)” otherwise known as “on-call” and the employee is compensated for the time.
Employees “on-call” will be compensated for their time at the empioyee s regular hourly
rate and subject to overtime provisions.

Bus Drivers will be in “On-Call” status during athletic trips and field trips. A bus driver
required to be on duty for 24 hours or more may agree with RRCS to exclude from
hours worked bona fide regularly scheduled sleeping periods of not more than 8 hours,
provided adequate sleeping facilities are furnished by RRCS and the bus driver can
usually enjoy an uninterrupted night's sleep. No reduction is permitted unless at least
5 hours of sleep is taken.

SECTION 4.17 EMERGENCY CLOSURE / EVACUATION/DELAYS

At times, emergencies such as severe weather, fires, power failures/outage, water/sewer line
breakage, etc. can disrupt RRCS operations. In extreme cases, these circumstances may require
the closure or delay start of the school. In the event that such an emergency occurs durmcr non-
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working hours, local radio stations will be notified to broadcast the closure.

A, The Executive Director, in consultation with the Facilicy Manager, will make the
determination to close the school for the above-mentioned reasons early in the day
or as the situation occurs. Because there are students residing in the dorm,
Residential staff who are on duty ac the time the situation is declared, will remain
on duty until they are relieved. All essential staff members who are responsible for
the supervision, heaith, and safety of Residential students will report for dury, if
they are not already on duty. If the emergency declaration requires the Residential
staff, essential staff members who are responsible for the health, welfare and safety
of students and other support services personnel to work over their 40-hour
work week such non-exempt staff members will be compensated for overtime.

B. When operations are officially closed due to emergency conditions, non-essential
personnel are not to report to duty without the prior consent of their supervisor.
Non-essential personnel chat report to work without such authorization will not
be paid for days on which RRCS is closed due to emergency conditions.
Department supervisors will post a list of positions which are designated as
“essential personnel,” all other positions are designated non-essential personnel.

C. All facilities maintenance personnel will be required to report for duty during
such emergency closures because they are essential to the continued facilities
operatlons and/or the maintenance of mechamcal and stfucturai property of the

school. -

D. In cases of delays to school start time notification will be sent to staff and families
through the school’s messaging system as soon as reasonable.

SECTION 4.18 USE OF EQUIPMENT AND VEHICLES

Equipment and vehicles are essential in accomplishing job duties are expensive therefore they
may be issued to employees for their official business use only. When using equipment,
employees are required to exercise care, and follow all operating instructions, safety standards,
and guidelines, Employees shall notify their immediate supervisor and Facility Manager if any
equipment, machines, tools, or vehicles appear to be damaged, defective, or in need of repair. The
supervisor shall answer any questions regarding an employee’s neglect and responsibility for
maintenance and care of equipment or vehicles.

The improper, careless, negligent, destructive, or-unsafe use or operation of equipment or
vehicles, as well as excessive or avoidable traffic violations, can result in disciplinary action, up
to and including termination of employment.

The use of all RRCS equipment and vehicles (school owned or GSA) shall be for official RRCS
use only. RRCS equipment and vehicles shall only be used for the specific purpose for which it
was assigned or checked out. No other use is permitted. RRCS equipment and vehicles may not
be loaned or used for personal use under any condition. Use of RRCS equipment and/or vehicles
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in violation of this policy shall be grounds for discipline up to and including termination.
Further, the person to whom the equipment or vehicle was assigned or checked out shall pay
for any damages or expenses arising from the misuse or use in violation of this policy.

No RRCS employee shall operate a school owned or GSA vehicle without successful completion
of a required GSA Defensive Driving training. All employees shall submit their certificate of
completion to the Human Resource office after completion of such training. No temporary
employee may operate a-school owned or GSA vehicle without the written permission of the
employee’s supervisor.

Vehicles (school owned or GSA) assigned to employees shall park their vehicle at the
transportation building during lunch breaks and end of their work shift. During this time the
employee is no longer performing official business therefore the vehicle shall be parked.
Employees are strictly prohibited from taking any school owned or GSA vehicles to the local
convenient store or place of residence during lunch breaks without proper travel
authorization or approval from their immediate supervisor.

SECTION 4.19 TRAVEL POLICY

General: Abuse of this policy, including, but not limited to, falsifying expense reports to reflect
costs not incurred by the employee, or unreasonable or excessive expenses, may be grounds for
disciplinary action, up to and including termination of employment. The following policies
regarding authorization to travel and reimbursement for travel expenses are effective
immediately. This applies to all Rough Rock Community School, Inc. Board of Directors and
employees traveling on official business for RRCS.

The Portal-to-Portal Act requires an employer to include time spent traveling from one workplace
to another during the same workday as hours worked. This will not include travel time from home
to work before the start of 2 workday or from work to home after a workday ends. However, it would
include time spent traveling from a central meeting place to a final work location. 29 CER §785.38

A. Travel to another town/city on one-day assignments

An employer must pay an employee for time spent traveling to and from another
town/city in the same day. If the employee does not first report to his usual workplace,
the employer may be able to deduct the time the employee usually takes to get to and
from work from the time spent traveling to the other town/city. 29 CER § 785.37

B. Travel that keeps an employee away from home overnight

When employees are required to travel away from their homes and that travel spans more
than one workday, an employer must include in hours worked the time actually spent
traveling, e.g., in a car or on airplane or train, only if it occurs during the employee’s
normal work hours, For example, if an employee normally works from 8:00 am. to 5:00
p.m., an employer is only required to include time spent traveling during that time period
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as hours worked. Time spent traveling before 8:00 am, and afrer 5:00 p.m. would not
need to be included — only if the employee actually performs work while traveling, the
employer must include the time spent working as hours worked. 29 CFR § 785.39

Also, employers must count as hours worked time spent by emplayees traveling on non-
workdays if the travel takes place during the employees’ normal work hours. To clarify,
if an employee normally works Monday through Friday from 8:00 a.m. to 5:00 p.m. and
the employee is traveling on Saturday, the employer would be required to count as hours
worked the time spent traveling by the employee between 8:00 a.m. and 5:00 p.m. on that
Saturday. If the employee’s travel spans that entire normal workday time period, the
employer would be required to include all that time, minus time usually given for lunch,

as hours worked. 29 CFR § 785.39.

The following travel request,cprocedures and travel payﬁien_cprocedures_ shall be followed:

A. All RRCS employees, who will be on travel shall first submit a Travel
Authorization form to their immediate supervisor. All travel authortzation forms
shall be submitted to employees’ immediate supervisor as soon_as reasonable
and submitted to the business office prior to the. scheduled travel. All
submitted requests for travel shall contain the following mformatlon evidenced
by appropnate documentatlon as fo]lows : =

L. Purpose of the travel. Documentation such as acrendas conference
documents, and a short written statement on the purpose of the travel.

2. Supporting décumientation such as-airline ticket: fares;-lodging’ cost
estimates, registration fees, and other requested expenses shaH be attached.

3. Identification of funchng source shall be attached (ISEP T1tie funds and
other fundmg sources shaﬂ be 1dent1f1ed)

The school will reimburse employees for reasonable business travel expenses
incurred while on assignments away from the normal work location.

ATl business travel must be approved in writing and in advance by the ]mmedlate
supervisor, the Business Manager and the Executive Director. '

Employees with approved travel plans shaH make all traveI arrangements through
their immediate supervisor. : - w

When approved; the actual costs, if reasonable, of meals; lodging, and other
expenses directly related to accomplishing business travel objectives for which
original receipts are submitted will be reimbursed by the School unless a flatrate
is accepted Empioyees are expected to hImt expenses to reasonable amounts.
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For purposes of calculating travel expenses, RRCS shall be considered the point of
origin,

B. FExpenses that generally will be reimbursed include the following:
1. Airfare or train fare for travel in coach or economy-class.

2. Fares for shuttle or airport bus service, where avaﬂable costs of public
trahsportation f for other ground travel.

3. Taxi fares.

4. Mileage costs for use of personal cars will be provided only under the
following circumstances: (1) when less expensive transportation is not
available; and (2) school provided transportation is not available. Mileage
cost for use of personal vehicles will be reimbursed at the existing U.S.
government published rate.  All employees must obtain prior written
appmval from the Executive Director for use of a personal vehicle.
Employees with the same destination for school related travel should ride
together in a school owned vehicle or GSA. The School will not pay
multiple mileage requests for the same trip absent special circumstances
and prior written approval by the Executive Director of said multiple

payments.

5. Cost of standard accommodations in midfpriced hotels, motels, or similar
lodgings if overnight travel is pre-authorized by the Executive Director.

6. The cost of meals will be reimbursed only under the following
circumstances:

a. The employee is on travel status away from his/her work station
overnight;

b. Receipts are submitted for reasonably priced meals; and

c. If receipts are not submitted, reimbursement will not be provided.

d. Cost of meals will not be reimbursed when per diems are provided.
Per diems include payment for meals.

7. Charges for telephone calls, faxes, and similar services required for
business purposes.
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C. Procedures:

An Individual on travel status may be compensated for his / her reasonable expenses in
one of two ways.

An individual must be on overnight travel status for a minimum of twelve (12) hours
to claim reimbursement at the following rates: (Exception, see Section VII, G “Frequent
Travel”.) For travel that is twelve hours or less in duration, no per diem is to be paid. The
travel must also be 50 miles or more away from RRCS to qualify for per diem.

L

One is to obtain a travel advance prior to the trip at a rate of 85%.

2. The second is to be reimbursed for the reasonable travel expenses upon

- return from the erip.

D. Specific procedures in requesting a travel advance or reimbursement here must be
followed. If travel is after hours or on weekends, compensatory and / or overtime will not
be granted. -

E. Official travel requests require an-approved Travel Authotization (TA) bearing all
appropriate supporting documents (agenda, training announcements, etc.), signature and
/ or board approval prior to travel. Employees on travel status must carry a copy of their
TA. The following expense categories and allowable rates of refmbitrsement shall govern

all travel claims:

L.

Per Diem: Per Diem is the refmbursement of meals and incidental expenses (tips).
Per Diem rate will be based on the Federal Travel Regulatlon Conus Rates for

allowable per diem.
Note: Receipts are not required for per diem expenses.

Per Diem will not be paid to individuals traveling with students on field/overnight
trips and sport activities. Meals for adults and students will Be combined on one
requisition; The Busmess Oﬁﬁce W]ﬂ retain meal pnce hst for students and

Chaperones

Lodging: An individual will be reimbursed or advanced for the cost of a room at
the Government Rate, plus tax, while they are on travel status, Any other
expehses, such as, personal telephone calls, room service, movies, etc. are not
allowable expenses for reimbursement. Receipts are required for reimbursement
(or advance), and must be turned in with your expense report within five business
days of the return. To qualify for lodging a traveler must be on approved overnight
travel for workshops or conferences.

Personal Vehicle Mileage: All staff members traveling are ehcpﬁraged tousea GSA
vehicle.‘GSA vehicle nse will be based on the needs 6f RRGS and its students. The
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mileage reimbursement for use of a personal vehicle will be the Federal GSA rate
per mile. An individual traveling on school business using their personal vehicle
must show proof of insurance with liability coverage and a valid driver's license.
Anyone who chooses to use his or her own personal vehicle for a trip beyond a 300
mile radius will be reimbursed at whichever method is the least expensive mileage
or airfare, Only the owner / driver of the vehicle will be credited mileage. The point
of origin shall be from RRCS.

4. Air, Bus, or Train Fare: It is the responsibility of the traveler and the supervisor to
complete all necessary paperwork, obtain required signatures, and gain final

approval.

5. Registration or Other Fees: You must submit a requisition at least 3 weeks prior to
the event to pay for registration or any related fees.

6. Other: Any expenses such as parking fees, taxi, shuttle, car rental, or other RRCS-
related business expenses (requisitions) must be supported by receipt for
reimbursement.

F. Staff Travel Procedures:

1. Complete travel request form

2. Complete a justilication memo

3, Estimate travel cost: lodging, transportation, meals, and other fees

4. Obtain supervisor's approval

5. Submit forms to the business office no later than ten (10} working days prior
to travel

a. Business office will review travel request and will return request form to
employee.

b. Employee will book necessary travel arrangements prudently afrer
approval.

c¢. Employee will return travel request form to business office. The business
office retains the right to amend the travel cost/arrangements.

d. Upon returning to school, employee will have five (5) working days to
submit travel receipts

6. Fmployee with approved travel arrangements is encouraged to be mindful of the

Revised 03/14/2021 School Board Approved 7/22/2021 64 {Page




7.

10.

1.

12.

13.

14.

15.

cost. All travel plans will be coordinated throughith’eir supervisor. The business
office has the authority to modify the travel plans.

Expenses that generally will be reimbursed include the following:

a. Per diem will be paid at the U.S. government published rate. All local
travel will be allowed one (1) meal rate per day.

b. Charges for telephone calls, faxes, and similar services required for business
purposes.

c. If a vehicle rental at the destination is warranted, rental rate must include
- all insurance coverage. Insurance coverage will be at the traveler's expense
and the traveler will use his/her personal credlt card to secure purchase of
rental vehicle. ‘
Any employee who is involved in an aeudenl: wh}le travelmcr on business in a
school vehicle must promptly report the incident to the immediace SUpervisor.

Vehicles owneéd or leased by the school mayniot be used for personal use.

When travel is completed, employees must submit original réceipt within five (5)
days of travel. Unauthorized cost or undocumented cost will be deducted from
employee’s salary. Receipts are requlred for airfare, parking, taxi, shuttles
registration; and an 1tem12ed recelpt is requu:ed for Iodomg

Employees “should contact their immediate s$apérvisor for guidance and
assistance on procedures related to travel arrangements, travel advances,
reimbursemen-t for specific expenses, or ar’iy,other busine's's t‘_ravel issues.

Employees on school travel are expected to attend sessions fu]l time and share
information with staff or supervisor upon their requrn as appropriate.

Abuse of this policy, mcludmg but not limited to, falsifying travel expense
to reﬂect costs not incurred by the empioyee or un1easonable or excessive
expenses, may be grounds for dlSCIphnary action, up to and mcluding termination

of employment.

The School Board shall approve outfof -state and all overmght travel The School
Board shall approve travel for the Executive Director. Unforeseen engagements that
require staff participation or attendance will be approved on a case by case basis.

Erequent Travel Those Who are approved by the Exeeutlve Dlrector to travel on
regular basis (such as, but not limited to bus drivers, and those designated to make
routine purchasing trips) will be issued a blanket travel authonzatmn on amonthly
basis. However, approval from the department Superwsor Wﬂl be required Eor each
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16.

17.

18.

19.

trip. Per Diem does not apply to persons frequently traveling on normal business
within RRCS’s immediate service area ie. Chinle, Kayenta, Window Rock, Tuba
City, Shiprock, Farmington, Gaﬂup, Flagstaff, Rough Rock, Arizona, or any area
considered “immediate service area” (such as Staff, Procurement Transportation,
Business Office, etc.). Persons.doing business after their regular hours in their
town of residence will not be paid mileage or per diem (Chinle, Kayenta, Window
Rock, Tuba City, Shiprock, Farmington, Gallup, Flagstaff, Rough Rock, Arizona),
or any area considered “immediate service area”). Persons traveling to all other
areas and immediate service area for workshops or conferences are eligible for per
diem and mileage, where apphcable if the trip is for 12 hours or more in duration.
Persons living in the town of the meeting will not be eligible for mileage.

Temporary employees cannot travel to conferences and training without prior
approval from the School Board. Temporary employees may travel with approval
from the Executive Director if it is within their regular tour of duty.

Only person with no prior outstanding travel advances will be allowed to travel.

All eravelers must have their TA before they travel. It is not the responsibility
of the business office to. process last minute travel requests or issue checks if the
traveler has not made arrangements on time (ten 10 working days).

Itis the responsibility of the supervisor to determine the time and purpose of travel
prior to the trip.

20. All employees and Board members are required to abide by all provisions of the

personnel policies and procedures while on travel

G. Upon Return:

L

Traveler - Will complete the Travel Expense report with actual dates and times of
departure and return. A daily expense detail for-lodging and per diem is required,
Attach all necessary receipts, sign-in sheets, training/conference certificates, etc.
and submit to your supervisor. NOTE: Hotel receipts are MANDATORY unless the
school paid for the hotel as a direct bill. In such cases the hotel will send the group
or individual receipt to the business office.

Supervisor - Will review, sign, and subimit to the Executive Director for approval
and payment. NOTE: Allow five (5) working days for the rravel reimbursement to
be processed.

H. Field Trip Travel Procedures:

L

Complete a field trip travel request packet (parental permission slips, submitting
rosters to attendance clerk, submitting food request, promdlncr an itinerary, securing
chaperones, contact list, etc.)
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2. Complete a justification memo.

3. Estimate travel cost: lodging, transportation, meals, and other fees.

4. Obtain supervisor’s approval.

5. Submit forms to the business office ten 10 working days or earlier if possible prior to
travel.

6. Business office will review field trip travel request and will return request packet to
employee. ‘ : :

7.7 Employee will book necessary travel arrangements as appropriate.

8. Employee will return travel request forms to the business office. They retain the
right to amend the travel cost/arrangements.

9. Chaperones-who are not employees of RRCS must have a favorable FBI background
check prior to travel.

10. Upon- returning to school employee will have five (5) working days to submit
travel receipts.

SECTION 4.20 CREDIT CARDS

It is common for problems to arise over use of a RRCS credit card. It is also becoming
increasingly difficult to arrange travel accommodations, etc. without a RRCS credit card.
Therefore, RRCS has obtained a RRCS credit card for strictly limited RRCS authorized use.
Because of the high potential for abuse of RRCS credit card, the use of RRCS credit card will be
strictly limited and any violations of this policy will be pursued to the fullest extent. The
following rules apply to RRCS credit card:

A. RRCS credit card shall remain in a secured safe in the Business Office until checked out
by an authorized user. RRCS credit card will only be checked out immediately prior to
its use and shall be returned to the business manager the same day the user returns from
a RRCS authorized trip or otherwise has no further need of the card, whichever occurs
first. If the user returns after business hours, RRCS credlt card must be returned before

8:30 a.m. the next business day

B. Prior to checkmo out RRCS credic card, the user- must have signed a form on file
acknowledging the users understanding of RRCS credit card- pohcy agreeing to any
penalties that may be imposed by its misuse and agreeing to pay back any unauthorized
excessive or unacceptable charges on the card. - An immediate and authorized deduction
from paychecks, stlpends per chelns etc. to recover said amounts, is soiely at RRCS’s
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discretion.

C. RRCS credit card may only be used by authorized RRCS employees for the following

items:

7.

Hotel/Motel rooms not otherwise reserved and / or paid for while on official
authorized RRCS business. As with travel in general, the rooms charged should
be as economical as possible. Renting special rooms or higher priced rooms
when others are available shall be grounds for RRCS’s rejection of said charges
and said charges being assessed against the user.

Meals not otherwise provided for. Charging meals against RRCS credit card
should again be the exception rather than the rule. Most travel should be pre-
arranged and cash advances used to avoid use of the credit card. Again, only
reasonable priced meals for RRCS employees may be charged on RRCS credit card.
Excessive charges or charges for persons other than RRCS employees or board
members will be rejected by RRCS and assessed against the user, and subject
the user to disciplinary action. ' '

RRCS credit card may never be used to pay charges covered by cash advances.
This is a form of credit card abuse and will not be tolerated by RRCS. Any such
duplicate charges for items which should have been covered by cash advances, will
result in those charges being assessed against the user and shall be grounds for
disciplinary action up to and including termination.

Gasoline purchases for RRCS vehicles only. RRCS credit card may be used to
purchase gasoline for RRCS vehicles only when on travel for RRCS and
authorized by RRCS. When using a private vehicle for RRCS travel, RRCS credit
card may not be used for the purchase of gasoline, repzirs or other mechanical
necessities.

RRCS credit card may not be used for telephone calls, purchase of personal
items, gifts or any other thing except as set forth above. RRCS credit card may
not be used for the purchase of any RRCS goods except when approved by the
Executive Director through a purchase order, and only when other forms of
payment are not acceptable.

A general rule of use is that RRCS credit card may only be used when no other
form of payment is possible. '

RRCS credit card may never be used for cash advances.

D. For GSA (general service administration) fuel fleet credit card a vehicle usage form
must be approved by the supervisor and Executive Director, prior to credit card use. All
mileage must be recorded in the fuel logs for every fuel purchase mileage must be logged,
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receipts must be obtained and submitted to the business office upon return.
SECTION 4.21 ATTENDANCES AND PUNCTUALITY

To maintain a safe and productive work environment, RRCS expects employees to be reliable and
to be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on
other employees and on RRCS. In the rare instances when employees cannot avoid being late
to work or are unable to work as scheduled, they should notify their supervisor as soon as possible
in advance of the anticipated tardiness or absence. =~

Poor attendance and excessive tardiness are diéruptive, which méy lead to diseipﬁnary action,
up to and including termination of employment (See ARTICLE IV. SECTION 4.09,
TIMEKEEPING) : ; E A

SECTION 4.22 CONTROL AND RETURN OF PROPERTY

Employees are responsible: for all RRCS property; including but not’ limited to, computers,
printers, and all other electronic devices, software, computer-generated matérials, other materials
or written information issued to them or in their possession or control. Employees must
return all RRCS property to the Information Technology department, immediately upon request
or at the end of each school year as part of a check out procedure, and/or upon termination of
employment. An inventory of all electronic equipment shall be made by the 1T department The
Business Manager will determme the value of the Lmreturned Or" damaged property S

Any and all information generated by, stored on, or contamed in any RRCS computer is or
becomes the property of RRCS and may not be damaged removed or copied and removed from

RRCS. : SN e

Any materials, designs, plans, data, writings, drawings, or othér ‘information, from whatever
source, electronic or written, done by an employee for and on behalf of RRCS, shall remain the
property of RRCS. RRCS shall own and contrel all copyrights that may attach to such
electronic or written information.- Said property of RRCS shall not be given to an outside firm
or individual except with appropriate authorization or upon-an appropriate recuest under the
Freedom of Information Act. Any unauthorized transfer use, or disclosure of mformatlon will
constitute unacceptable conduet S

- Any employee who violates the provisions of this section will be subject-to disciplinary action, up
to and including possible termination of employment. RRCS staffand community members may
not use RRCS equipment for personal use. No RRCS property may be taken off campus
unless prior approval is given ﬁ'om the Execua ve DJrector

SECTION 4.23 KEYS POI_ICY

Building and/or Claqsroom keys shall be 1ssued at the begmmng of each school year and must be
returned at the end of each school year, or upon the termination of employment with RRCS.
Fach employee shall be held strictly accountable for the key(s) issued to him / her. Should
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any key(s) be lost or misplaced, it will be immediately reported to the supervisor.

A $25.00 charge will be assessed for each key to cover the cost of replacement of the key and
changing of the lock(s). Should a Grand Key (i.e. master key) be lost or misplaced, the person
assigned the key-shall be held responsible for the cost of replacing all of the locks that could be
opened by the key in the amount of $400.00.. e

SECTION 4.24 SECURITY INSPECTIONS

All property owned by RRCS, as well as any articles found within that property, are subject
to inspections by delegated security, supervisory personnel and law enforcement officials at
any time with or without prior notice. Such inspections shall be to ensure that RRCS campus is
free of controlled substances, alcohol, firearms, and for the investigation of any allegations of
larceny, theft, and other criminal and/or RRCS policy violations.

SECTION 4.25 TELEPHONE AND CELLUL AR PHONE POLICY

Except in an emergency, all telephones are restricted to official business calls. This employee cell
phone policy outlines RRCS guidelines for using cell phones and other mobile devices at work.

We recognize that smartphones are an integral part of everyday life and are a great asset if used for
productivity apps, calendars, and business calls. Employees who receive a company phone are
expected to answer their phone. But smartphones are a detriment to focus and efficiency if used
unwisely and excessively during business hours. Our cell phone policy applies to all employees.
Failure to comply with this policy may lead to disciplinary action up to and including termination
of employment. All employees.shall use cell phones in a sensible manner during work hours.

A. Employees are advised to:
1. Use RRCS issued devices for business purposes only. -
2. Maintain issued equipment in like-new condition.
3. Talk, text, and use the internet on their mobile device only a few minutes per day.
4. Turn off or silence any cell phone devices during instruction time, meetings or when
asked.

B. Employees are not allowed to: .
1. Play games on their cell phone during work hours.
2. Use their personal or company issued phone for social media (Facebook, Snap Chat,
etc.) during working hours.
Use their device’s camera or microphone to record confidential business information,
Use their device for any reason while driving a school owned or GSA vehicle.
Disturb colleagues by speaking on their phone for personal reasons during work hours,
Download, upload, or view inappropriate, illegal, or obscene material on any device or
over the business’s internet connection.

O Wb

C. Permissible activities:
1. Make business calls.

Revised 03/14/2021 ) School Board Ap;;;_r_c;ved 7/22/2021> 70| Page




Check important messages.

Use productivity apps.

Make brief personal calls.

Use their phones and devices during breaks.

Use their phone or device while in a parked vehicle.

Use for emergency purposes.

Pl

SECTION 4.26 MONTHLY REPORTS

Each department supervisor shall submit written reports to their immediate supervisor on a
monthly basis on his / her department's progress during the last month. All reports shall be due
five (5) days before the Board meeting, All reports must be on time so that the Executive Director
may finalize RRCS's report deadline for submission to the Board. There shall be no exceptions

to any late reports.
SECTION 4.27 DEPARTMENTAL STAFF MEETING
Each departmental supervisor may schedule staff meetings at a minimum of twice a month.
SECTION 4.28 SUPERVISOR AND DEPARTMENT MEETING
The Executive Director may schedule supervisor meetmgs a mlmmum of oncea week
SECTION 4.29 - - FAMILY / PERSONAL MATTERS / GOSSIP: - cha

While on duty, employees are expected to be professmnal and courteous Wlth all other employees
and student. Fmployees shall not gossip or carry malicious rumors about students, staff, board
members and/or members of the Navajo Nation community. Those employees who promote or
sanction dissention or otherwise cause conflict in the workplace will be subject to disciplinary
action up to and-including termination. Employees who have family members as employees
shall not interfere in each other’s personnel issues. Employees shall not interject family matters
into relationships with fellow employees. Employees shall leave family problems at home.
Violation of this section could subject the Employee to dlselphne up to termmatlon

Any alleged violation to this pohcy prov131on shall be reporl:ed to the 1mmed1ate supervisor of the
reporting employee. - The immediate supervisor shall then -investigate the matter. The
immediate supervisor shall inform the Executive Director and the Human Resource Mana ger of
the allegation. The Executive Director and the Human Resources Manager shall assist in the
investigation or they will take over the’ management of the mvestlgatlon at th€11‘ discretion.

SECTION 4.30 VIOLENCE IN THE WORKPLACE

RRCS has adopted a pohey prohlbltmg Workplaee Vlolenee to melude staff bu]lymg Conswtent
with this policy, acts or threats of physical and verbal violence, “including intimidation,

harassment, and / or coercion, which invelve or affect RRCS or which oceur on RRCS or client
property, will not be tolerated. Employees involved in domestic violence, orders for protection

Revised 03/14/2021”‘7‘-‘” Co School Board Approved 7/22/2021 - 71| Page




and related matters must take all possible responsible steps to ensure the violence does not come
on to RRCS or affect its students, staff or community. Employees determined to have commitred
such mentioned acts 6f violence and/or bullying shall be terminated from employment if RRCS
determines that their involvéement in the above-described matters presents a risk or threat of
harm to the health, safety and welfare of RRCS’s students, staff and/or community.

SECTION 4.31 - -POLITICAL ACTIVITIES

RRCS respects each person’s right to participate in political activities and encourages its
employees to participate in the political process. However, RRCS employees shall not take an
active part or engage in any poh'tieal campaign activity while on official duty. The foregoing
prohibition shall include the wearing of campaign butrons or other pohtlcal campaign items
while on official duty. Eurther

A An employee shaﬂ not neglect his / her assigned duties and responsibilities
because of permitted political activity.

B. An employée may participate in campaign and election so long as such
participation does not interfere with his / her RRCS duties and responsibilities.

C. An employee sha]l not use the property, supplies and equlpment of RRCS in
performing political activities.

D. With the approval of the Board, an employee may participate in any nonpartisan
campaign or effort that promotes Indian education or protects the continuation of
educational services to the students served by RRCS.

E. An employee shall not appear to represent RRCS without prior written authority
of the Board.
L. An employee shall not participate in controversial issues outside RRCS campus in

a manner that may reasonably be interpreted to be representative of RRCS or its
position or in a manner that hinders the operation of RRCS.

G. Pursuant to the stipulations of the RRCS employment contract which the
employee has signed in agreement, the RRCS employee agreed to support and
to act in amanner consistent with the mission, phﬂosophy and goals of RRCS.
Additionally, employee agreed to comply with the RRCS Policies and Procedures
andall other lawful administrative directives while employed by RRCS. Upon
signing the employment contract, employee declared that he/she fully understood
that any violations of the employment contract stipulation will subject the
employee to disciplinary action up to termination of employment.
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SECTION 4.32 STIPENDS

Most staff members are eligible for stipends for the performance of addirional activities outside
their regular tour of duty.

A Stipends may be paid to any staff who performs additional activities outside his
/ her regular tour of duty, which provide services to students or otherwise support
RRCS's students’ social programs or other, i.e., field trips, committees. Stipends
may not be paid for these activities or services if they are carried out during
the regular working hours, in this instance stipends will be prorated. A $240.00
stipend per day will be paid to Certified and Administrative emiployees and
$160.00 for Classified employees so long work performed is eight (8) hours. Any

- work performed less than eight (8) hours will be paid at an hourly rate of $30.00
per hour for Certified and Administrative employees and $20.00 per hour for
Classified employees. Staff must submit approved -logs and records to-be
compensated. Those who are to receive a stipend will receive the stipend as a
supplemental payment from the busmess office and sub}eet to approprlate tax
deductlons : S

Board in advance of the activity. All those whe are to receive a stlpend must: 51g11
a contract. o . o _

T O L BT R T

Anon- employee may reeive a stipend: fot certain serices provided to? RRCS Anysuch stlpend
or arrangement is subject to-all ' RRCS pohc1es including but-hotlinited: t6' the policy on
st}pends Prior to any non-employee engaging in work pursuant te a-stipend or other
arrangetnent, said person must eomplete and pass a- fmgerprmt and baekoround clearanee

pursuant £o Pohey719and22(} e e BT T
SECTION 4.33 - PERSONAL PROPERTY

If a staff person | brmfrs personai properl:y to RRCS of otito the Campus they do so at their own
risk. If a staff person uses personal property in performing their dutiés at RRCS, they also'do
so at their own risk. RRCS will not be responsible for or pay for any loss of or damage to a staff
person’s personal property. :

SECTION 4.34 BREAST FEEDING IN THE WORKPLACE

RRCS complies with the réquirernents of the Navajo Nation Healthy Start Act-of2008, which is
incorporated herein by this reference. To this end, RRCS is committed to providing to each
working mother opportunities to engage in breast-feeding of their infant ehﬂd or children, or
“use a breast pump. Such opportunities shall consist of the fo]lowmu ;

A Providing a clean and private area or other enclosure near the employee’s
workspace, and not a bathroom, to allow a. Werkmg m@ther ro engage in
' breast- feedmg or use of a bredst pump; and - e '
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B. Providing a sufficient number of unpaid and flexible breaks within the course of
the workday to allow a working mother to engage in breast-feeding or use of a
breast pump. Regular breaks provided to staff in working mother’s classification
and breaks allowed or required by RRCS policies or law may also be urilized for
the above purposes.

A working mother who desires to take advantage of these opportunities should contact her
supervisor to make the necessary arrangements. The supervisor shall have discretion with
respect to selecting a clean and private area or other enclosure to accommodate the working
mother and in scheduling breaks for the working mother. Such discretion shall be exercised in a
manner that furthers the | purpose of this Policy and the Navajo Nation Healthy Start Act of 2008,
while also respecting the business needs of RRCS and the needs of the Rough Rock Community
School, Inc, students. :

Definitions: For purposes of this Policy, the following definitions apply:

L. Breast-feeding means the practice of allowing a working mother, with
. privacy and dignity, to feed her child milk from her breasts.

2, Breast pump means any electric or manual device used to mechanically
remove milk from a human breast.

- 3. Infant child means a child between birth and the age of twelve (12)
‘ months who is being breast-fed by a working mother.

4. Working mother means an employee of RRCS who is the natural mother of
- an infant child.

ARTICLE V. EMPLOYEE BENEFITS PROGRAMS

SECTION 5.01 EMPLOYEE BENEFITS

Eligible employees at RRCS are provided the following described benefits. A number of the
programs (such as Social Security, workers' compensation, disability, and unemployment
insurance) cover all employees in the manner prescribed by law. Benefits eligibility is dependent
upon a variety of factors; including employee classification. All benefits are contingent upon
the availability of funding,

The following benefit programs are available to eligible employees:

» Benefits Continuation (COBRA) (Sec. 5.10)
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Bereavement Leave (Sec. 5.06)
" Dental Insurance
Educational Leave (Sec. 5.13)
Holidays (Sec. 5.03)
Jury Duty Leave (Sec. 5.08)
Life Insurance - -
Medical Insurance
Family and Medical Leave (Sec. 5.11)
Military Leave (Sec. 5.14)
Sick Leave Benefits (Shdrt/Te:m Disability) (Sec. 5.02)
" Unemployment Bénefits 7
 Annual Leave Benefits (Sec. 5.02)
Time Offto Vote (Sec. 5.05)
Witness Duty Leave (Sec. 5.09)

VvV V V V VYV V¥V VY V V V VY V V V

Worker's Compensation Insurance (Sec. 5.04)

Some benefit programs require contributions from the employee.

SECTION5.02" - "LEAVE“ = -

Leave earned and afforded at Rough Rock Community School, Inc. s a privilege and not a right. All
leave requests must-be 2 mutual agreement between the employee and immediate supervisor. All
leave requests are subject to approval and may be subject to reclamation based on the operational
needs of the school. A new hire resigning or through involuntary termination of employment before
successfully completing-his/her 90 day probationary period shall forfeit leave payout. Fmployees
are encouraged to schedule in advance with their supervisor to take time off away from work.

Leave is officially approved or disapproved in writing on the leave request form. If leave is denied,
the leave request form is returned to the employee. Employees may not take leave, during
professional development days, testing days, term checkout days, grade submission days, and other
spectal events. Excessive use of leave may be noted as part of the employee evaluation.

All leave requests shall be submitted to the immediate supervisor. Anticipated leave of any type
shall be recuested at least three (3) working days in advance and isubject toapproval. In the event
that emergency leave is necessary, the empleyee shall notify the immediate sipervisor (or designee)
by phone as soon as possible. Leave slips not submitted with payroll for processing will be
considered Leave Wlthout Pay Abuse of emercency Ieave constn:utes grounds for disciplinary

action:
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A, Annual Lea—vé .

Annual Leave w1th pay is avaﬂable to eligible twelve (12) month or year-long, full-time
employees to provide opportunities for rest, relaxation, and personal pursuits as described

in this policy. -

The length of eligible service is calculated on the basis of a “benefit year.” This is the twelve
(12) month period that begins when the employee starts to earn annual Jeave time. An
employee’s benefit year may be extended for any significant leave of absence except military
leave of absence. Military leave has no effect on this calculation.

Once employee enters an eligible employment classification, they begin to ear paid annual
leave according to the schedule. However, before annual leave time can be used, the
probationary period and any extension thereto must be satisfactorily completed. After that
time, employee can request from their immediare supervisor use of earned annual leave time
including that accrued during the probationary period.

Paid annual leave time can be used in minimum increments.of one (1) hour. To take annual
leave, employee must request and obtain prior approval from his/her supervisor. Requests
will be rewewed based on-a number of factors, including school needs, and staffing
reqmrements

Annual leave is paid at the employee’s base pay rate at the time of annual leave. Annual leave
does not include overtime or any special forms of compensation. . -

In the event that available annual leave is not used by the end of the benefit year, employees
may carryover unused time forward to the next benefit year. The amount of annual leave
that may be carried-over to the next benefit year is capped at 240 hours. Leave less than 240
hours, employee shall be permitted to carryover entire balance or half of any remaining
unused leave and the remaining half paid at 100% of base pay. Leave in excess of 240 hours
at the end of the benelit year will be paid out at 100% of their base pay. This will be subject
to School Board approval and availability of funds.

Only if an employee resigns or is terminated prior to the expiration of the employee’s
employment contract period or if thé employee’s employment contract is non-renewed, any
remaining leave balance may be paid out at the employee’s regular rate of pay. Such request
is contingent upon availability of funds, advance Board approval, and the best interest of
the school.

Employees returning from medical leave associated with a serious health condition of the
employee must prowde a physician's verification of their fitness to return to work

The. amounts of paid annual leave eligible employee receive each year increases with the
length of their employment as shown in the following schedule:
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SCHEDULE OF EARNED ANNUAL LEAVE HOURS

Years of Service to RRCS Hours Farned Bi-weekly
Less than 3 years 4 hours per pay period
3+ years 6 hours per pay period

School-year regular full-time employees and temporary employees are not eligible to earn
annual leave. School-year regular full-time employees will receive 64 hours of personal -
leave. Employees will be given half of the caleulated leave at the beginning of their
employment contract and The remaining half January Ist of the new calendar year. If
employee exhausts theéir personal leave, employee shall take Leave Without Pay.

. Sick'Leave

RRCS provides paid sick leave benefits to all eligible employees for periods of temporary
absence to guard against loss of earnings due to illness or injuries. Sick leave is not part of
salary or wages to which an employee is entitled regardless of need; nor is it payable upon
termination of employment. Paid sick leave will be used in minimum increments of one (1)
hour. Eligible employees may only use sick leave benefits for an illness or medical
appointrmerit of an Jmmedlate family. Reference Sectlon 2 07 for def_lmtlon of unmechate

family.

Sick 1eave will run concurrentiy with any time off that the employee i§ exititled to under
this policy including, Family Medical Leavé Act (EMLA). Sick leave benefits will be
calculated based on the employee’s base pay rateat the time of absence and will not include
any spectal forms of compensation. If a recognized holiday falls.on a regularly scheduled
work day during a paid sick leave périod, the day will be paid as 4 Holiday, anid will not be
counted against sick leave allowances. The fo]lowmg empioyee classﬁicanons are eligible

for pald 81ck leave o

" Eligible Emplovee“Ciaseiﬁeatlio'hs

Year Long Regular Full-Time Employee
School Year Regular Full-Time Employee

Employees in these w0 (2) classifications will accrue sick leave Bénefits at the rate of four
(4) hours per pay period. Sick leave’ benefits are calculated on the basis of a “benefit year,”
** the 12-month’ penod that begms when the employee starts to eam 51ck Ieave T

Employees who are unable (o report to work due t6 dn illness or mjury ‘should notify theit
immediate supétvisor before the scheduled start of their workday OF 4s soon as possﬂale For
foreseeable or scheduléd use of sick time, the employee niust provide notice up to three (3)
days in advance, using the customary means of riotification for absences. Sick time may not
be invoked as an‘excuse to be late for WOﬂ( without 1dvance notlce of a legitimate use of the
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time.

In the case of unforeseeable absences or where the employee learns of the need to use sick
time less than three (3) days before its use, notice must be given by the employee to his/her
supervisor as soon as possible. For multi-day absences, the employee must inform his/her
supervisor of the expected duration of the leave, or if unknown, on a daily basis. For such
multi-day absences where the employee is unable to make contact with their immediate
supervisor, notice may be given by the employee's spouse, adult family member, or other
responsible party. The 1mmed11te supervisor must also be contacted on each additional day
the employee will be absent from employment.

Before returning to work, if an employee is absent for three Or more Consecutwe days due to
an illness or injury, a physician's statement shall be provided verifying the illness or injury
and the expected release to return back to work. Such verificarion may be requested for other
sick leave absences as well and may be required as a condition to receiving sick leave benefits.

If there is unused sick leave at the end of the employee’s contract, the employee will be
allowed to carry any unused sick leave from one school year to the next. Sick leave benefits
are intended solely to provide income protection in the event of illness or injury, and will not
be used for any other purpose. Sick leave will not be paid out when employee separates from
employment.

An employee who is the main patient of a ceremony will be permitted to use sick leave. A
medicine person's statemnent/mark shall be required for purposes of use of this leave for
ceremonial reasons.

SECTION 5.03 - HOLIDAYS

RRCS grants holiday time off to all regular full-time employees on the holidays listed below.

New Year’s Day o January Ist

Martin Luther Kmv LJr. Day ' qrd Mén day in January
President’s Day 3rd Monday in February
Soverewnty Day o - 4th Monday in April
Memorial Day . 4th Monday in May
Navajo Nation Memorial Day ' June Is

Holiday 31 Friday in June
Independence Day o July 4th

Navajo Code Talkels Day S - August 14th

Labor Day S - 15t Monday in September
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Veterans' Day November 11th

Thanksgiving Day . 4th Thursday in November
Day after Thanksgiving 4th Friday in November
Christmas Day December 25t

According to applicable restrictions, RRCS will grant paid holiday time off to all eligible
employees. Holiday pay will be calculated based on the employee's regular pay rate (as of the
date of the holiday) times the number of hours the emp}oyee woiild otherwise have worked on

that day. Eligible employee classifications:

Year- Iong regular full-time employees
(July 01 - June 30) ‘
Contract year regular full-time employees
(School Year July - May)

IFarecognizéd holiday falls during an eligible employee's paid absence (e.g., general leave); holiday
pay wﬂl be provxded mstead of the pald time off beneflt that would othemse have applied.

When a holiday falls on an employee s day off, the employee Wﬂl be granted stralcrht time holiday pay
in lieu of the holiday se long the employee has worked 32 or more hours durmcr the employee’s
scheduled work week: 'Employee must either work or be on paid leave on schechiled work days before

and after the holiday in order to be eligible.

If an eligible non-exempt employee is requ1red to work on a recognized holiday with advance
supervisor approval, he or she will receive holiday pay. wages at two times his or her regular rate
for the hours worked on the hohday Exempt employees are not ehglble for this holiday pay.

Paid time off for holidays will not be counted as hours worked for the purposes of determining
overtime, (Section 4.14 - Overtlme)

SECTION5.04 . WORKERS' COMPENSATION INSURANCE - - ..

RRCS provides a comprehensive workers' compensation insurance program at no cost to
employees. This program covers any injury or illness sustained in the course of employment that
requires medical, surgical, or hospital treatment. ~ Subject to applicable legal requirements,
workers' compensation insurance provides benefits after a:short waiting perlod. or, if the
employee is hospitalized, immediately. Employees who sustain a Workfrelated injury or illness
should inform his/her supervisor immediately. No matter how minor an on the job injury may
appear, it is important that it be reported immediately.. This will enable an eligible employee to
qualify for coverage as quickly as possible.  Supervisors shall maintain a. written log of the time,
date, place and nature of all such reported injuries.
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Neither RRCS nor the insurance carrier will be liable for the payment of workers' compensation
benefits for injuries that occur during an employee's voluntary participation in any off duty
recreational, social, or athletic activity sponsored by RRCS.

SECTION5.05  TIME OFF TO VOTE

RRCS encourages employees to fulfill their civic responsibility by participating in elections.
Generally, employees should be able to find time to vote either before or after their regular work
schedule. If employees are unable to vote in an election during their non- working hours or if there
are less than three consecutive hours between the opening of the polls and the beginning of his/her
regular work-shift or between the end of his regular work-shift and the closing of the polls RRCS
may grant paid time off to vote. In such event, he/she may absent thernselves for such length of
time at the beginning or end of his/her work-shift that, when added to the time difference between
work-shift hours and opening or closing of the polls, will provide a total of three consecutive hours.
Application shall be made for such absence prior to the day of election, and RRCS may specify the
hours during which the employee may absent them-self, :

SECTION 5.06 BEREAVEMENT LEAVE

If an employee wishes to take time off due to the death of an immediate family member, the
employee should notify his or her supervisor immediately. For purposes of this bereavement
leave policy, immediare family is defined as:spouse, children, grandchildren, biological or adoptive
parents, biological or adoptive siblings, maternal, paternal grandparents, and immediate nephew
and niece. See Section 2.07 for definition of immediate family member -

Up to eight (8) days of paid bereavement leave may be provided to all eligible employees.
Bereavement pay is calculated based on the base pay rate at the time of absence and will not
include any special forms of cornpensatmn An employee may not receive compensation for unused

bereavement leave.
Employees will be allowed to use any annual leave for additional time off as necessary.

SECTION 507  ADMINISTRATIVE LEAVE WITH PAY (EMERGENCY SCHOOL
CLOSURES)

If 2 decision is made to close the School on an Emergency basis, pursuant to Section 4.16 or any
other emergency situation that arises to enforce school closure. All staff members who are not
required to report to work will be on Administrative Leave With Pay; while on Administrative Leave
with Pay, employees will be paid at their regular rate of pay.

SECTION 5.08 JURY DUTY
RRCS encourages employees to fulfill their civic responsibility by serving jury duty when

required. Employees who have completed a minimum of 90 calendar days of service in an eligible
classification may request up to three days of paid jury duty leave over any one year period,
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Jury duty pay will be calculated on the employee's base pay rate times the number of hours
the employee would otherwise have worked on the day of absence minus amounts reimbursed by
the judicial entity. Employee classifications that qualify for paid jury duty leave are:

Year-long regular full-time employees
Contract year regular full-time employees

If employees are required to serve jury duty beyond the period of paid jury duty leave, they may
use available paid time off (for example, annual leave benefits) or may request an unpaid jury
duty leave of absence.

Employees must show the | July duty summons to thelr superv1sor as soon as p0531b1e so that the
supervisor may make arrangements to accommodate their absence Empioyees are expected to
report for work Whenever the court schedule permlts .

Either RRCS or the empioyee may request to be excused from juty duty'if,' in RRCS’s judgment,
the employee's absence would create serious operational difficulties. RRCS will continue to
provide health insurance benefits for the full term of the jury duty absence.

SECTION 5.09 WITNESS DUTY

Empioyees are encouraged to appear in court for witness duty when subpoenaed to do so. Paid
leave will only be allowed subject to the following conditions and when an employee has
been subpoenaed to testify. Absent a subpoena, paid leave will not-be provided. An employee will
not receive paid leave for voluntary appearances at hearings or to testify if they have not been
properly served a subpoena. - Employees will not receive paid leave when testifying or appearing
as a party, either plaintiff or defendant. If employees have been subpoenaed as witnesses by RRCS,
they will receive pald time off for the entire perlod of witness duty '

Ernployees Wﬂl be granted a maximum of three days-per year of pald time off to appeal in court
as a witness when subpoenaed by a party other than RRCS. Fmployees will be paid at their base
rate and are free to use any remaining paid leave benefits (e.g, general leave) to receive
COHlpEDSS.tIOIl for any perlod of witness duty absence that would 0therw1se be unpa1d

The subpoena must be promded to the employee $ supervisor 1mmed1ate1y after it is received so
that operating requirements-can be adjusted, where necessary, to accommodate the employee's
absence. Tf employee fails to immediately provide their supervisor with a copy of the subpoena the
employee will not receive paid leave for witness du ty ‘The employee is expected to report for work
whenever the court schedule permits. -

SECTIONS510 . B‘ENEFiTS cONTINUATION‘(Cb}éi{Aj S
The federal Consohdated Ommbus Budget Reconcﬂmmon Act (COBRA) gives employees

and their qualified beneficiaries the opportunlty to continue health insurance coverage under
RRCS health plan when a quahfymg event” would riormally result in the Ioss of eligibility.
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Some common qualifying events are resignation, termination of employment, or death of an
employee; a reduction in an employee's hours or a leave of absence; an employee's divorce or legal
separation; and a dependent chjld no longer meeting eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at RRCS group
rates plus an administration fee. RRCS provides each eligible employee with a written notice
describing rights granted under COBRA when the employee becomes eligible for coverage under
RRCS health insurance plan. The notice contains important information  about the employee s
rights and obligations.

SECTIONS511 = FAMILY AND-MEDICAL LEAVE

All portions of this policy that pertain to the FMLA shall be interpreted in 2 manner consistent
with the FMIA and its regulations. An eligible employee of RRCS may take up to twelve (12)
weeks of leave (FMLA leave) during any one 12-month period, subject to the folowing;

If applicable, eligible employees may be granted leave for the period of disability, up to 2 maximum
of twelve (12) work weeks of leave during any twelve (12) month period for any of the following
reasons:

A. The birth and care of a son or daughter of the employee
B. The adoptive or foster care plaeement of a son or daughter with the employee
- C. The care for-a serious health condition of a spouse, son, daughter, or parent of the
employee
D. A serious health condition that makes the employee unable to perform his or her
job functions

For purposes of this policy, pregnancy childbirth, or related medical conditions shall be treated
the same for receipt of medical leave benefits as all other employees entitled to this benefit.

As soon as eligible employees become aware of 2 need for a medical leave of absence, they should
request a leave f}:om their supervisor.

A physician's statement must be provided verifying a serious health condition and its beginning
and expected ending dates. Employees returning from medical leave associated with a serious
health condition of the employee must provide a physician's verification of their fitness to return
to work. A physician's statement may be required to verify an employee's need to care for the son,
daughter, spouse, or parent and an estimate of the amount of time the employee is needed for that
care.

The supervisor may require an employee to substitute any accrued paid leave available to the
employee for any part of the twelve (12) week period. Where either the employee or the employer
eleets to substitute accrued paid leave, the employee will be entitled to EMLA protection during
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the period in which paid leave is substituted.

Federal law provides rules governing instructional employees (teachers) which apply to family and
medical leave taken near the end of RRCS term. Such employees should see the Human Resources
Manager for further guidance on these rules prior to requesting leave.

Subject to the terms, conditions, and limitations of the applicable plans, RRCS will continue to
provide healch insurance benefits for the full period of the approved medical leave. If family
member coverage is provided to an employee, family member coverage must be maintained during
the FMLA leave. The employee must continue to make any normal contributions to the cost of

the health insurance premiums.

Employees who sustain work related injuries maybe eligible for a medical leave of absence in
accordance with all applicable laws covering occupational disabilities.

Benefit accruals, such as general leave, ot holiday benefits, will be suspended during the leave and

will resume upon return to active employment. If an employee fails to report to work promptly
at the end of the medical leave, RRCS will assume that the employee has abandoned his / her job.

SECTION5.12 LEAVE WITHOUT PAY

RRCS provides leaves of absence without pay to eligible employees who wish to take time off
from work to fulfill personal obligations. Leave shall not be taken under this section for any of
the conditions describe under Section 511 - Family and Medical Leave. Employees in the
following employment classification(s) are eligible to request leave of absence without pay.

Year-long regular full«tjr_ne employees
School year regular full-time employees

Eligible employees should request a leave from their supervisor. The request must be in advance
of the time requested. Leave without pay may be granted for a period of up to 15 calendar days
every one Contract year. '

Approval for leave without pay will be evaluated based on a number of factors, including
anticipated work load requirements and staffing considerations during the proposed period of
absence. The supemsor may deny the request for leave based on the above factors.

Subject to the terms, conditions, and limitations of the applicable plans, RRCS will continue to
provide health insurance beneflts for the full period of the approved leave without pay.

Benefit accruals, such as general leave, or holiday benefits, Wﬂl be suspended during the leave and
will resume upon return to active employment :

If an employee fails to report to work promptly at the expiration of the approved leave period,
RRCS will assume the employee has abandonecl the posmon
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SECTION 5.13 EDUCATIONAL / VOCATIONAL LEAVE

RRCS retains the discretion to grant educational léaves of absence without pay to eligible
employees who wish to take time off from work to pursue course work that is applicable to their
job duties with RRCS. Employees in the following employment classﬁu:atlons are eligible to
request educational leave as described in this policy:

Year-long regular full-time employees
School-year regular full-time employees

Fligible employees who have completed one year of service may request educational leave for
a penod of up to 120 days per year. Requests will be evaluated based on a number of factors,
including anticipated workload requirements and staffing considerations during the proposed
period of absence and relativity and value of the proposed course of study to the employee s RRCS
duties.

Subject to the terms, condmons and limitations of the appheable plans health insurance benefits
will be provided by RRCS until the end of the month in which the approved educational leave
begins. At that time, employees will become responsible for the full costs of these benefits if they
wish coverage to continue. When the employee returns from educational leave, benefits will again
be promded by RRCS accorchng to the applicable plans.

Benefit accruals, such as General Ieave or hohday benefits, will be suspended during the leave and
will resume upon return to active employment.

When an educational leave ends, every reasonable effort will be made to return the employee to
the same position, if it is available, or to a similar available position for which the employee is
qualified subject to subsequent reductions in employment positions as provided herein. However,
RRCS cannot guarantee reinstatement in all cases.

If an employee fails to report to work at the end of the approved leave period, RRCS will
assume that the employee has abandoned the position.

SECTION 5.14 MILITARY LEAVE

A military leave of absence will be granted to employees, except those occupying temporary
positions, to attend scheduled drills or training or if called to active duty with the U.S. armed
services.

The leave will be unpaid. However, employees may use any available leave for the absence.

Benefit accruals, such as general leave, or holiday benefits, will be suspended during the leave and
will resume upon the employee's return to active employment.
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Employees on two-week active duty training assignments or inactive duty training drills are
required to return to work for the first regularly scheduled shift after the end of training, allowing
reasonable travel time. Employees on longer military leave must apply for reemployment in
accordance with all applicable state and federal laws,

Every reasonable effort will be made to return eligible employees to their previous position or a
comparable one. They will be treated as though they were continuously employed for purposes
of determining benefits based on length of service, such as the rate of general leave and job

seniority rlghts
SECTION 5.15 LEAVE TO CHAPERONE IMMEDIATE FAMILY MEMBER

Fmployees of RRCS who request or volunteet to chaperone students-student trips in which
their own child(ren) are participants will be requnfed to take General leave time, or be placed on
leave without pay. -

Should a parent-employee be asked to serve as a chaperone the employee will be required to get
advance approval from their immediate supervisor prior to the trip. If the employer requests the
employee parent to serve as a chaperone the employee will be paid and will not be required to take

leave for serving as a chaperone.
SECTION 5.16 EMPLOYEE TUITION REIMBURSEMENT PROGRAM

PURPOSE

Continuing education and training are instrumental to’ employee development. Education of all
types shall be viewed as a shared responsibility of management and employees to accomplish the
mutual benefits of an increasingly skilled and efficient workforce. Tuition reimbursement will be
subject to availability of funds- within each-department and school wide budget. Continuing
education for college or university credits shall-be reimbursed based upon prior writren agreement
and approval by the Governing Board, completion of the course and a satisfactory grade. The
amount of reimbursement shall be based on the grade attained.

ELIGIBILITY

To be eligible for the Tuition Reimbursement Program, an employee must meet the following
criteria: '

(a) Must be afuﬂftune Rough Rock Commumty School [fic. employee
(b) Employee must remain on active payro]l and perform thelr Job satlsfactorﬂy through

completion of each course.
(c) Must have successfully completed the mtroductory (probatzonary) perlod of employment

(d) Must have successfully completed one (1) year (no break in service) of [ull-time employment
with Rough Rock Community School, Inc. '
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(e) Not be subject to an existing Professional Improvement Plan or have a conditional contract
of employment. - :

(t) Have achieved an evaluation of “satlsfactory or better on his/her recent performance
evaluation.

(g) Employee must take individual courses that are part of a degree, licensing, or certification
program that must be related to the employee’s current Job duties or a foreseeable future
position in the organization. RRCS has the sole discretion to determine whether a course
is related to employee’s current job duties or a foreseeable future position.

Employees are encouraged to enroll in courses outside scheduled working hours. An employee
taking courses under this program may be given time off only when classes are not available during
the following: evenings (after work), weekends, or times other than scheduled work hours.
Employees who attend classes occurring.at times outside their assigned work schedule do not
receive compensatory time off. Alternate work hours may be granted pursuant to the needs of the
job duties and approval from the immediate supervisor and Executive Director.

Requests for Educational/Vocational Leave will be considered pursuant to Section 5.13 of the RRCS
Personnel Policies. RRCS retains the discretion to grant educational leaves of absence without pay
to eligible employees who wish to take time off from work to pursue course work that is applicable
to their job duties with RRCS.

Selection Criteria -

A. - The amounts requested shall be within the department budget.

B. Employees are required to submit an application and obtain approval from their
immediate supervisor as far in advance as possible and no less than three (3) weeks prior
to enrolling in the class to be considered in the decision to grant the request.

C. Primary consideration will be given to those applicants which has a direct benefit to the
department work{orce.

Application

An employee who wishes to participate in the Tuition Reimbursement Program must submit a
complete application to their immediate supervisor three (3) weeks prior to enrolling in the class.
Applicant must obtain their immediate supervisor's approval prior to submlssmn to the Executive
Director and Governing Board.

A complete application contains the following;
A. A letter requesting continuing education leave (if necessary) and reimbursement to
his/her supervisor for review and approval. The supervisor will be responsible for
obtaining approval from the Executive Director and Governing Board. The Human

Resources Office will receive a copy for the employee file.

1. Tetter of admission from the accredited school.




2. Plan of Study that identifies the coursework or training needed for the
certificate/degree. :

3. Registration schedule/class schedule

4. Tuition Refmbursement Agreement

Continuing education leave is expected to enhance employee performance and professional growth;
however, participation in a formal education program neither guarantees nor entitles the employee
to automatic advancement, a different job assignment, or pay increases. The Governing Board will
make the final determination after review and consideration of funds availability.

Note to supervisors: Approval must be in accordance as follows:

A. Employee must take individual courses that are part of a degree, licensing, or certification
- program that must be related to the employee’s current job duties or a foreseeable furure
position in the organization.
Education/Training program- must have relevance to RRCS mission.
There is a mutual benefit to the employee’s career and the long-term interests of RRCS.
There is a reasonable expectation that the employee shall remain in the employ of RRCS
for a sufficient period of time to provide a fair return-for the training costs recetved.
E. The department woik needs can be met during an employee’ absence while attending

classes. RRCS has the sole discretion to determine whether a course is related to employee’s current job

duties or a forcseeable future position.

oO®

Once the supervisor approval is acquired, the supervisor will then route the application through the
Executive Director. The Executive Director will review and evaluate the application and supporting
documents to ensure applicant meets all requirements. Upon the Executive Director’s signature,
the application will be routed to the Governing Board for final approval. Incomplete apphcatlons
or applications requiring additional information Wlll be returned to you and may result in

delays.

To receive reimbursement for tuition, requests shall be made in advance of taking any classes for
which reimbursement” would be requested. Further, the applicant “must request Tuition
Reimbursement within 45 days of completion of the course by submitting a transcript to their
immediate supervisor. Reimbursement will be subject to approval based on courses in which you
received a satisfactory grade(s). Tuition reimbursement, if approved, will be limited to a specific
dollar amount per semester, and/or to a percentage of total tuition based on grade. The tuition
reimbursement amount and conditions must be established and approved in writing prior to
employee starting the course(s). The employee will be responsible for het/his education. RRCS will
not pay for books, room and board; mileage, meals or other miscellaneous-expenses incurred. RRCS
shall motivate employees by le}mbursmg at higher rate for a higher grade received at the end of the

course.

All reimbursement requests will be reviewed and considered by the Executive Director and
Governing Board. In addition, the Executive Director and Governing Board will ensure that all
credits count towards a degree or certiflcatlon Rezmbursemens mldelmeq are as foﬂows
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A=100% _ C - 80%
B - 90% Grade below C = 0%

These guidelines may not be apphed in a]l or speaﬁc cases and are sub]ect to other budget
considerations. :

RRCS will not reimburse any amounts already reimbursed by any financial assistance, scholarship,
or any other financial benefit derived from public or private programs.

Amount of Tuition

In order to make Tuition Reimbursement available to as many employees as possible, the following
maximum award amounts will apply:

A. Up to $3,000 for enrollment in up to 6 semester hours of course credit,

B. Up to $4,000 $6,000 for enrollment in 9 or more semester hours of course credit.

C. No employee may receive more than $6,000 in Tuition Reimbursement in any one
- academic year (which runs from August I to the following July 31)

No employee has an entitlement to any amount of tuition reimbursement. RRCS reserves the right,
in its sole discretion, to award or refuse to award tuition reimbursement. The employee shall sign
the Promissory Agreement to return any Tuition Reimbursement it he/she leaves employment prior
to service payfback to RRCS.

Service Pay-Back .

Each employee who receives Tuition Reimbursement must agree to provide services at RRCS in
accordance with the following ratios:

A. Up to $3,000 in Tuition Reimbursemment: one-year service pay-back
B. $3,001 to $6,000 in Tuition Reimbursement: two years’ service pay-back
C. $06,001 or more in Tuition Reimbursement: three years’ service pay-back

The service pay-back requirement shall commence with the first academic year that begins after the
employee completes their academic program for which Tuition Reimbursement was provided.

In order for services to count toward the service pay-back requirement, the employee must maintain
a “satisfactory” or better professional evaluation every semester.

It is the responsibility of the employee to complete and sign a Promissory Agreement, in the form
determined by RRCS, upon receipt of each installment of Tuition Reimbursement provided on the
employee’s behalf. The Promissory Agreement must be signed by the Supervisor and Executive
Director. The total amount of the Tuition Reimbursement received, as recorded by each signed
Promissory Agreement, determines the years of service pay-back the employee owes RRCS.
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To the extent an employee has satistied part but not all of his/her service pay-back requirement,
RRCS will credit the employee’s reimbursement obligation as follows:

less than one year pay-back services provided: $0 credit
one year pay-back services provided: $3,000 credit

two years pay-back services provided: $4,000 credit
three years pay-back services provided: $6,000 credit

OO %

To the extent an employee receives more than $6,000 in Tuition Reimbursement, but provides less
than three years of service pay-back, the employee agrees to reimburse RRCS via payroll deduction
the total amount of Tuition Reimbursement less the applicable credit.

Documentation, Reporting

Each employee selected to receive Tuition Reimbursement is required to sign the following
documents: : : SR

A. Tuition Reimbursement Agreement;
B. A Promissory Agreement for each installment of Tuition Reimbursement paid to the

employee

Waiver of Service Panyack Requ1rement

RRCS will make every prudent effort to assure that a pOSIElDll is avaﬂable so that each employee
who receives Tuition Reimbursement can fulfill his/her service pay-back requirement at the school.
In the unlikely event RRCS is unable to make such a position available, all or the remaining portion
of the service pay-back and reimbursement requirements, as the case may be, may be waived.

The RRCS Govermng Board, in its sole discretion, may waive, in whole or in part the service pay-
back requirement of any employee in the case of extreme hardsl‘up or other good cause.

TUITION REIMBURSEMENT AGREEMENT

THIS TUITION REIMBURSEMENT AGREEMENT is entered into between Rough Rock

Community School Board (hereafter “RRCS”) and ___ ‘ -(heteafter “employee”) and sets
out the terms and conditions for receipt of Tuition Reimbursement for the -enhancement of the

professional skills and development of employee

Section 1. Purpose of Tuition Relmbursement Prograrn -

A. Through the Tuition Reimbursement Program, RRCS désires to-increase the academic
achievement of its students through the improvement of staff quality.
B. To assure that RRCS students “and school receive the benefit from the additional

professional training received by employees who participate in the Tuition
Reimbursement Program RRCS has estabhshed the service ‘pay-back and
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reimbursement requirements set out in this Agreement and the Tuition Reimbursement
Program Policy and employee hereby agrees to comply with those requirements.

Section 2. Allowable uses of Tuition Reimbursement

A.

RRCS will supply Tuition Reimbursement only pursuant to an approved Plan of Study
described in Section 5 of this Agreement.

Section 3. Payment of Tuition Reimbursement

A

B.

RRCS will provide for reimbursement of tuition as required by the Tuition
Reimbursement Policy. :

RRCS will process reimbursement at the end of each term or semester. The employee
must request for reimbursement by submitting an official grade report. Reimbursement
will not be made for a “D” grade or failing grade or withdrawal from course. All necessary
paperwork must be completed. All reimbursements must be approved by the Executive
Director and the Governing Board. S

Section 4. Service Pay-back Requirement

A

E.

In consideration of the Tuition Reimbursement made available to employee by RRCS,
employee agrees to provide services at RRCS.

The service pay-back requirement shall commence with the first academic year that
begins after the employee completes the academic prooxam for which Tuition
Relmbursement is provided.

The length of the professional services pay-back requuement shall be determined by the
Eo]lowmg ratios:

1. Up to $3,000 in Tuition Relmbursement one-year service pay-back;

2. $3,001 to $6,000 in Tuition Reimbursement: two years' service pay-back;

3. $6,000 or more in Tuition Reimbursement: three years’ service pay-back.

The employee agrees to sign a Promissory Agreement in the form determined by RRCS
for each installment of Tuition Reimbursement.

Section 5. Plan of Study

@ 0O

The employee must submit a Plan of Study before the course work begins.

The employee agrees to identify any courses in his/her Plan of Study that is a repeat
course and agrees to exclude such course from the request for Tuition Reimbursement.
The Plan of Study must be approved by their immediate supervisor before any Tuition
Reimbursement will be provided.

The employee hereby acknowledges that no RRCS official or employee has authority to
retroactively approve a Plan of Study or disburse any Tuition Reimbursement that has
not been pre-approved.

The requirements of this section also apply to any amendments to the employee’s Plan of
Study.
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Section 6. Waiver of Service Pay-Back or Reimbursement Requirements

Rough Rock Community School Governing Board, in its sole discretion, may waive, in whole or in
part, the service pay-back or reimbursement requirement of the employee in the case of extreme

hardship or other good cause.

WHEREFORE, THE PARTIES AGREE BY EVIDENCE OF THEIR SIGNATURES BELOW:

Employee . Date

Governing Board Designee Date
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PROMISSORY AGREEMENT

I, , hereby acknowledge that Rough Rock Community School, Inc.
provided to me and on my behalf the above-stated sum in the form of Tuition Reimbursement. In
consideration therefore, T agree to comply with the terms and conditions of the Tuition
Reimbursement Agreement [ signed with Rough Rock Community School, Inc. I agree to return
any Tuition Reimbursement via payroll deduction if I leave employment prior to completing the
service pay-back to RRCS. To the extent an employee has satisfied part but not all of his/her service
pay-back requirement, RRCS will credit the employee’s reimbursement obligation as follows:

less than one year pay-hack services provided: $0 credit
one year pay-back services provided: $3,000 credit

two years pay-back services provided: $4,000 credit
three years pay-back services provided: $6,000 credit

GRS

To the extent an employee receives more than $6,000 in Tuition Reimbursement but provides less
than three years of service pay-back, the employee agrees to reimburse RRCS via payroll deduction
the total amount of Tuition Reimbursement less the applicable credit in accordance with the
Agreement and the Rough Rock Community School, Inc. Tuition Reimbursement Policy.

Employee Signature Date
APPROVED

Supervisor Date
Executive Director Date
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SECTION 6.01

Adherence to management/supervisory (hereinafter “supervisory”) standards, as set forth below,
is necessary to the maintenance of fair and impartial employee relationships among staff persons
and to the proper and effective functioning of RRCS.

ARTICLE VI. STANDARDS OF CONDUCT

MANAGEMENT / SUPERVISORY STANDARDS

positions are expected to comply with the following supervisory -standards of conduct.

Failure to comply therewith shall constirute a violation of this Manual and will be cause for

discipline. All supervisors shall eomply with and fulfill the following standards of conduct:

A

.

iy

=@

—

K.

N.

0.

Develop and ‘mamtam the hlghest poss_lble level of peljformanee in their work

areas.

Develop and maintain good employee working relationships and conduct in
their work areas.

Plan, organize, direct, coordinate and -supervise all functional activities and
responsibilities within their assigned work areas.

Prepare budgets, performance reports and other documents as requ1red
Submlt reports and other documents to the Executwe Dlrector and the Boald
Implement pers0nnel policies and procedures as outlined in the Manual.
Implement and mamtam internal operatm poheles procedures and control.
S afevuard and account for assets for which there is a eustodiél responsibility.

Represent the Rough Rock Community School, Inc. in official functions as
directed.

Approve or disapprove dotuments in accordance with established policies
and procedures.

Maintain reporting relationships (line of authority/chain of command).
Coordinate activities with other departments

Momtor the presence of unauthonzed 1nd1v1duals at the works1te and
take appropnate action. o :

The supemsor shall at all times comply with all terms. of the supemsory position -

description. .

The supervisor shall at all times maintain open and honest communication
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SECTION 6.02

with supervised staff personnel.

The supervisor shall at all times maintain a cooperative attitude toward all
supervised staff for the accomplishment of defined goals.

The supervisor shall provide active support of supervised staff in accomplishing
their assigned duties and their efforts toward professional development consistent
with RRCS and departmental goals and policies and within the limits of available
funds.” -~ B S

The supervisor shall, at all times, adhere to all provisions of the Manual,

“including, but not limited to, ARTICLE VI. Section 6.02 STANDARDS OF

CONDUCT FOR ALL EMPLOYEES, and shall enforce the terms thereof equally
and fairly with regard to all supervised employees.

Generally, employees of Rough Rock Community School, Tnc. are expected to
conduct themselves on the job in a respectable manner. Employees are considered
to be on the job at all times when they are on campus or otherwise on official Rough
Rock Community School, Inc. business on or off campus.

STANDARDS OF CONDUCT FOR ALL EMPLOYEES

All employees shall be subject to discipline for the commission of any one or more of the
following offenses: '

A

The failure or refusal, without just cause, to obey or carry out any directives,
instructions, assignments, or duties within the time designated by one in a position
of authority for the performance of said directives, instructions, assignments
or duties. ‘ '

The failure to maintain, to all persons, conduct, demeanor and speech exhibiting
the respect and professionalism appropriate to the employee of an educational
mstitution.

Failure, without just cause, to obey or comply with any directive or policy
adopted or published by the Board.

The unexcused absence from one’s duties or duty station for one hour or less
twice in one week or four times in one year.

The unexcused absence from one’s duties or duty station for more than one hour.

Idleness, sleeping or unauthorized participation in non-job related activities
during duty hours.
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G. Any act or failure to act which will foreseeably endanger or cause physical or
emotional damage or educational or moral harm to any student of the Rough Rock
Community School, ITnc. at any time while said student is enrolled as a student.
Rough Rock Community School, Inc. disallows corporal punishment, which is
defined as “intentionally striking the child or other forms of child abuse noted

herein.”

H. Any act or failure to act which will foreseeably endanger or cause physical harm
to another employee of the Rough Rock Community School Inc.

L Failure to disclose or report, to a person in a position of relevant authority, any
conduct, occurrence, information or condition, which if not so disclosed or
reported, will or is likely to cause harm;, loss or damage to Rough Rock Community
School, Inc., or any employee or student thereof. - o

T. Any violation of the Drug Free Workplace Policy (see ARTICLE VI. SECTION
6.04 et. seq.). This shall include the abuse, possession and usage while on duty
of any substance, including, but not limited to, alcohol.

K. The unauthorized use or the illegal operation of any vehicle owned, leased or in
the possession of the Board or the United States government, or permitting of
such unauthorized use or ]ﬂecral operation by another 1nc1udmg uses prohibited by

GSA rules.
L The use of RRCS or goverhrméntal prdpérty withou]l: proper authorization.
M.  The alteration without proper authority, or falsification of any official student or

RRCS record, including reinstatement, certificates, grades, ratings, or reports with
regard to any test, certificate or appointment.

N. Theft of property belonging to or in the care and / or custody of RRCS or any
other employee or student of RRCS. :

O. No employee shall place or allow himself/herself to be ‘placed in a situation or
pursue a course of conduct involving a student which will or may be reasonably
percetved by the student or such other person or persons who may also be present,
as compromising to the welfare, morality or comfort of the student.

P. No employee shall either solicit or accept any. reward, favor, gift or any other
form of gratuity for the anticipation of, or in return for, any performance or non-
performance of any duty from a vendor, contractor, firm, or individual or any
other source having or proposing to have or do business W}th RRCS, its procrams

or operations.

Q. No employee shall conduct or participate in any unauthorized political
activity during working hours or while using RRCS property and facilities.
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No employee shall presume to speak for, or on behalf of, RRCS, the Board or the
administration unless specifically authorized to do so. -An employee who is
officially designated to so speak shall at all times be accurate, shall exercise
proper restraint, and shall show respect for the opinions of others when serving as
a designated spokesperson in public statements and proceedings relatmd to
RRCS its pohmes or operations -

Employees shall dress and limit display of physical ornamentation (tattoos;
piercings; jewelry; and other ornamentation) in a manner appropriate and proper
with respect to their position, the occasion and their function while on duty or
when representing RRCS in any capacity. Inappropriate physical conditions
{commonly referred to as hickeys, love marks, etc.) shall not be observable.

No empldyee shall discuss or divulge confidential aspects of programs or
operations or any other sensitive or confidential information, either to or with
another employee not entitled to the information or to a person or group outside of
RRCS, without the specific authorization of the Executive Director .

Failure of a supervisor to comply with Section 6.01 of this Manual,

Employee shall not engage in any misconduct, abuse, or harassment of a  sexual
nature towards any other employee or student of Rough Rock Community
School, Inc..

Employee shall not use or be under the influence of any substance which may
alter the mind or impair the physiological functioning while on duty.

Employee arrested or convicted by any recognized police agency or judicial body
for abusing or being under the influence of substances, including alcohol and or
drugs, may be disciplined under these policies.

Emiployee shall not directly or indirectly, give, render, pay, offer, solicit or accept
any money, service or other valuable consideration for or on account of any
appointment, grade, proposed appointment, promotion, or proposed promotion
to a position at RRCS or affiliated with RRCS or any busmess transactions of
RRCS.

Employee of the personnel office, will not obstruct another from eligibility
certification or appointment under these policies, nor furnish special or
unpublished information for the purpose of affecting the rights or prospects with
respect to employment.

Employee shall not induce or attempt to induce any employee or student to
commit an unlawful act or acts in violation of these policies, Navajo Nation, United
States or State of Arizona laws or regulations.
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BB.  Employee shall not engage in vending, soliciting or collecting contributions on
the campus at any time, without prior written authorization of the Executive

Director.

CC. Employee shall not use equipment of RRCS without proper authorization.

DD. Employees will at all times be responsible with money or property of RRCS.
Carelessness or negligence with the same shall be a violation of these policies.

EE.  Any violation of the law of any jurisdiction while on RRCS property (including
"~ RRCS / GSA vehicles), on RRCS business (including travel) or while involved in
any RRCS-related matter is prohibited by th_IS Manual

FF.  Employee Shai not possess, consume, or be under the mﬂuence of any alcoholic

beverage or controlled substance while on RRCS property (including RRCS /

- GSA vehlcles) on RRCS busmess (mcludmﬁ travel) or whﬂe involved in any
RRCS-related matter. 5 ks

SECTION 6.03 CONSENSUAL AMOROUS RELATIONSHI’PS‘

Rough Rock Community School, Inc. strongly discourages any consensual amorous relationships
mvolvmcr any employee with another employee, and absolutely prohibits such a relationship
between an employee and a supervisor where the supervisor has diréct authority, influence or
responsibility with regard to that employee.. Such authority, inflierice or responsibility includes,
but is by no means limited to, in the employment setting, carrying out assignments, evaluations,
promotion or disciplinary decisions, and the instructional s setting. -Such situations tend to interfere
with the objectivity of-the supervisor's decisions with respect to the éemployee: In addition; the
authoritative position of oné party may create an environment tHat dimihishes the freedom of the
other to alter or terminate the relationship. Third parties may also be injured by a sexual
relationship between other parties if they are denied privileges that accrue to those who participate
in the relationship. Employees who allow personal relationships with co-workers to adversely
affect the work environment will be subject to d_lsup]mary action, up to and mcludlncr termination.

SECTION 6.04 DRUG’FREE WORKPLACE

Rough Rock Commuml:y School Inc. Workplace shall and must be drugffree in order to comply
with federal and tribal laws, to ensure the safety and productivity of staff and to-ensure the safety
and learning: environment of our students. Therefore; the unlawful manufacture, distribution,
dispensing, -possession ‘or use of a controlled substance; the possessmn or-use of an alcoholic
beverage; and-/ or ‘the use of an otherwise lawful substance whieh;, when: used. other than as
intended by the manufacturer, alters the perception or physical reaction of the person using
or consuming that substance or'the vapors therefrom is- stﬂctly prohlblted i the workplace in
RRCS vehicles and while on RRCS business. - T et FETeEa T :

Definitions of terms used in this Manual relative to these issues are as follows:
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SECTION 6.05

Conviction: - A finding of guilt or the imposition of sentence; or both, by a court of
competent jurisdiction, concerning a.criminal violation occurring in the
workplace, of any drug law of the United States of America, the State of Arizona,
or other state, or the Navajo Nation.

Drugs: Alcoholic beverages, controlled substances as defined in the Controlled
Substances Act, Schedules I through V, 21 US.C. 812, -the laws of the State of
Arizona, and the laws of the Navajo Nation and any lawful substance which,
when. used other than as intended by the manufacturer, alters the perception
or physical reaction of the person using or consuming that substance or the
vapors therefrom.

Drug Abuse: - Unlawful manufacture, distribution, dispensing, possession or use
of an alcoholic beverage, controlled substance or an otherwise lawful substance
which, when used other- than as intended by the manufacturer, alters the
perception or physical reaction of the person using or consuming that substance or
the vapors therefrom.

Employee: Every employee of Rough Rock Community School, Inc.

,Wo'rgfkpldc;;:r The grounds and buﬂdings of Rough' Rock Community School, Inc., all
-equipment and vehicles belonging to or under the authority of Rough Rock

Community School, Inc., all roadways and parking lots within the exterior
boundaries of the Jand granted to Rough Rock Community School, Inc. and any
location where the employee is performing RRCS duties or functions.  This
definition shall specifically exclude the interior of residences used by employees
exclusively for Residential purposes which are under the authority or maintenance
of Rough Rock Community School, Inc.

NOTICE TO EMPLOYEES

A notice, substantially in the form as is set forth in this section below, shall be posted in each
building in which the work of RRCS is conducted and shall be provided to every employee of
RRCS pursuant to the Drug Free Workplace Act of 1988, P.1. 100-690. Those persons who are
presently employed by RRCS shall be given a copy of the notice upon the adoption of this Manual
by the Board. Thereafter, each employee shall be given a copy of the notice upon beginning his
or her term of employment.

YOU ARE HEREBY NOTIFIED:

A.

THAT the unlawful manufacture, distribution, dispensing, possession or
use of a controlled substance; the possession or use of an alcoholic beverage;
and / or the use of an otherwise lawful substance which, when used other
than as intended by the manufacturer, alters the perception or physical
reaction of the person using or consuming that substance or the vapors
therefrom, is strictly prohibited in the workplace.
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B. THAT any violation of this prohihition may subject the employee to

disciplinary action.
C. THAT, as a condition of your employment, you are required to:
L Abide by the terms and requirements of the notice provided and by
the conditions of the Drug Free Wor kp ace Pohcy while in the
~workplace. :
2. Notify the Office of the Executive Director in writing within five

(5) calendar days ol your conviction by any court of competent
jurisdiction of drug abuse involving a controlled substance.

3. Make available and permit inspection, for the purposes of assuring
a drug-free workplace, of all government, RRCS and personal
property in or brought into the workplace Wwhich is under your
control or use. Any sueh inspection may be made without prior
notice being given to the employee

SECTION 6.06 UNIFORM CONDITIONS OF EMPLOYMENT

As a uniform condition of employment every employee shall eomply Wlth Ehe fo]lowmg
A Abide by the tetms and requirements of this Mariual and of the Notice to
Employees provided in ARTICLE VI. SECTION 6.05.

B. Notify the Executive Dlreetor or deslgnee in ert:mg Wlthm five (5) calendar
days of his or her conviction by any court of competent Junschetlon of drug abuse
involving a eontroHed substance.

C. Make avallable and permit inspection, for the purpose of assuring a drug-free
workplace, of all government, RRCS and personal property in or brought into the
workplace which is under the control or use of the employee. Any such
inspection may be made without prior notice being given to the employee.

SECTION 6.07  PROCEDURE UPON RECEIVING NOTICE OF DRUG ABUSE
CONVICTION
Upon receiving notice of a drug abuse conviction mvolvmg a eontro]led substance, and if

disciplinary action has not been instituted by RRCS, the Executive Director shall provide the
immediate supervisor of the convicted employee with a copy of said notice.

A The immediate supervisor of the employee so convicted shall immediately institute
chsaphnary action against the employee alleging Vlolatlons of approprlate
provisions of this Manual. :
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- In any hearing held ﬁ)ﬁfSﬁaht to that disciplinary process, a certified copy of the

record of conviction entered by a court of competent jurisdiction shall constitute
sufficient proof of a violation of the appropriate provisions of the Manual.

The Fxecutive Director may, at any time during the disciplinary process instituted
pursuant to receipt of such notice of conviction, or as a condition of discipline at
the conclusion of such process, require the convicted employee to satisfactorily
participate in and complete a drug abuse assistance or rehabilitation program
which has been approved by a governmental agency for such purposes.

In addition to the above, the Executive Director shall prepare and cause notice of said conviction
to be provided to each and every grant or contract officer of programs for which the convicted
employee was supplying services by virtue of his or her employment by RRCS. Such notice shall
be provided, in writing, to the appropriate grant or contract officer within ten (10) calendar days
of receiving notice of a conviction. Such notice shall contain the name and position title of
the convicted employee, the identification number of each contract or grant so affected, and the
court date of conviction and a summary of the offense for which a conviction was entered.

SECTION 6.08

DRUG AWARENESS PROGRAM

A drug awareness program shall be instituted and shall be provided annually as part of the
employee orientation at the beginning of each RRCS year.

A

The format and course content for the program shall be developed and maintained
in consultation with the Executive Director or his or her designee and such
consulting experts as may be appropriate.

The format and course content shall be reviewed biannually by the Executive
Director or his or her designee. Approval of the format and course content and
any modifications thereof shall be subject to the approval of the Executive
Director..

The course content for such program shall, at a minimum, include consideration
of the following topics:

1. Thedanger of drug abuse in the workplace.r

2. RRCS’s policy of maintaining a drug-free workplace.

3. -Any available drug counseling, rehabilitation and employee assistance
programs.
4. The disciplinary penalties that may be imposed upon employees for drug

abuse in the workplace.
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SECTION 6.09 CONTROLLED SUBSTANCE AND ALCOHOL

Employees are prohibited from using or possessing alcohol and from the use or possession
of controlled substances for non-prescribed or non-medical purposes, on RRCS property, in RRCS
/ GSA vehicles and / or while traveling to or from or on RRCS business. Any employee in violation
of this policy shall be subject to removal from RRCS property, and may be reported to law
enforcement authorities. Any employee who violates the controlled substance and alcohol

policy is subject to disciplinary action, up to and including termination, for the first or any

subsequent offense.

Any employee who has apparently consumed alcoholic beverages or controlled substances
prior to a RRCS activity or on RRCS property will not be alowed to be on RRCS property or to
participate in RRCS activities, Controlled substances and alcohol testing shall be required
whenever a supervisor has reasonable suspicion to believe that an employee’s job performance or
an employee’s behavior at a RRCS function has been impaired by the use of alcohol or a
controlled substance. Reasonable suspicion shall -be -based on observations by RRCS
personnel, and shall be documented in writing by a signed statement. In addition, testing shall
be required whenever the supervisor has reasonable suspicion, based on knowledge of the
circumstances of an accident, to suspect that the employee’s involvement-in the accident was
influenced by the use of alcohol or a controlled substance.- Reasonable suspicion shall be

docurmented by a signed statement.

In the event that controlled substance or- alcohol - testing is required; the employee shall be
immediately transported to an approptiate testing facility fer breath- analysis, tirinalysis, and / or
blood analysis as appropriate. - Refusal to-cooperate: W1th requlred testmg ‘may be considered
grounds for d}suphne Includmg termination. SRR :

An employee, at his'or her cost, may obtam a second opinion on’ the test results It is the
employee’s responsﬂalhty to obtam any such second opmlon :

This policy shall not n any ‘Way limit the au-thority of RRCS to rely on‘infermation other than
controlled substances and alcohol testing in the discipline of employees for drug-and alcohol use.
In addition, nothing in this policy shall require termination for employees receiving a
positive controlled substances or alcohol test, and RRCS may choose to support rehabilitation or
other process at the dlscreuon of RRCS. S .

SECTION 610 SMOKING/CHEWING TOBACCO/CONTROLLED SUBSTANCES

In keeping with RRCS's tntent to provide a safe healthy work envirotment, smoking, chewing
tobacco, and possession and / or use of aleohol or controlled substances are prohibited throughout
the campus. This policy is in addition to all other policies regarding tobacco, alcohol and
controlled substances. - - All 'said policies and posmble penalties shall be cfonmdered cumulative.
This policy applies equally to all Board members, employees, and visitors.’ :
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SECTION 6.11 PROHIBITION AG‘AINST TOBACCO, ALCOHOL AND/OR
CONTROLLED SUBSTANCE RELATED CLOTHING MATERIAL
AND / OR ITEMS

While on RRCS premises and while engaged in any RRCS related business or activity, no
employee or guest may wear or display any clothing, jewelry, footwear, hats, posters, book covers,
and the like that depict, advertise or promote tobacco or tobacco products, alechol or alechol
products, drugs and / or controlied substances.

This prohibition extends to wearing or displaying any clothing, jewelry, footwear, hats, posters,
etc. that promote or are associated with the “drug culture” i.e., items that refer to satanic or
demonic cults, items that refer to gang membership, and “heavy metal” or similar items that refer
to or promote unhealthy messages for young people such as suicide, sadism, drug use, violence,
disrespect for authority, vulgarity, obscenity, and / or sexual harassment.

SECTION6.12 MOTOR VEHICLE OPERATION

RRCS has been directed by the Bureau of Indian Affairs (BIA) officials to adopt a Motor Vehicle
Safety Policy consistent with that set forth in 2 memorandum from the Associate Deputy BIA of
the Interior (“Memorandum”). While the above memo does not control RRCS, RRCS Board
{(Board) believes it to be in the best interest of RRCS, its students, staff and community to adopt
a similar Motor Vehicle Operation Policy, a Rough Rock Community School, Inc. Motor Vehicle
Operation Policy (RRCS Policy) in order to voluntarily comply with the BIA recommendation
and to ensure the health, safety and welfare of its students, staff and community. RRCS
also intends to remain.-compliant with operant Navajo Law in developing, establishing and
implementing this policy. This policy is necessary given the documented, national problem and
resulting tragedies from unsafe driving in general and particularly driving motor vehicles while
under the influence of alcohol or controlled substances. Allowing such conduct or the reasonable
possibility of such conduct in RRCS vehicles or in relation to RRCS or RRCS activities shall not
be tolerated. :

A. Defimitions:

1. Employee: All RRCS permanent, temporary, intermittent, and contract
employees; interns; student teachers.

2. Motor Vehicle: A RRCS, GSA owned, or privately owned, rented or leased
motor vehicle with a gross vehicle weight rating (GVW) of less than 26,000
pounds, designed to transport less than 15 people, and which does not haul
hazardous materials or tow vehicles with a GVW 0f 10,000 pounds or more (e.g.
sedans, light trucks, sports utility vehicles (SUVs) and all-terrain vehicles
(ATVs).

3, Motor Veh1cle Operator An Fmployee who drives a motor vehlcle mcludmg
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commercial motor vehicles, in the performance of their duties and
responsibilities.

4. Commercial Operator: An Employee who operates a commercial vehicle and is
required to possess a Commercial Driver's License. (CDL).

5. Commercial Motor Vehicle: A vehicle having a GVW rating of more than
26,000 pounds, a vehicle towing a trailer weighing 10,000 pounds or more, a
vehicle hauling hazardous materials which requires display signs noting the
hazardous material content of the vehicle, a vehicle designed to transport 15 or
more people including the driver, or a RRCS bus. Operators of these vehicles
must have a valid CDL,

B. Driver Qualifications:

An Employe:'z may be-authorized to drive on RRCS busiiless and / or relative to
RRCS activities if he or she satisfies the following requirements:

L

2.

Be 18 years of age or older;
Has a valid State driver's license;

Has a requisite experience needed to drive the type of vehicle being assigned
or used;

Has no convictions or uncontested citations within the three-year period
immediately preceding their submittal of GSA Form 3607, Motor Vehicle
Operator’s License and Driving Record (or such similar form as may be
déveloped by RRCS), for Reckless Driving, Driving While Intoxicated
(DWT), Driving Under the Influence (DUI) or leaving the Scene of an
Accident; ' B L '

Has successfully completed a BIE mandated Defensive Driving Test and has
submitted certificate to the Human Resources Office.

Has not demonstrated a pattern of unsafe driving or behaviors (e.g., drug or
alcohol abuse, multiple alcohol or drug related traffic or other offenses,
unusual aggression, etc.) that would cause a supervisor to question the
likelthood that theé individual will drive safely and pridently while on RRCS

- business; and

Possesses current RRCS Motor Vehicle Operators Authorization from
his/her supervisor.

C. Rules and Responsibilities:
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L

Executive Director with the assistance of the Support Services Manager
hereinafter is responsible for carrying out the requirements of this policy.

2. RRCS supervisors, administrators and other applicable employees must:

4.

Carefully consider whether duties and responsibilities assigned to an
Employee under their supervision require the operation of a motor
vehicle in the performance of official or contractual duties,
responsibilities or activities, including duties of record and other
duties assigned or historically assigned to such positions or activities,
and if so, insure that it is noted in the employee’s position description
and that possession of a valid driver's license be required for
employment in that position;

Ensure that each RRCS Motor Vehicle Operator under their

- supervision possesses a valid driver's license that indicates State

authorization to operate the class of vehicle required in the
performance of his / her duties. This responsibility is met by ensuring
each employee completes the annual Authorization Process
described in Section V of this Policy, which includes a requirement to
conduct an annual review of the employee’s current license and a
current motor vehicle driving record. If at any time the supervisor has
a concern with an employee’s driving record, he or she will initiate a
review of the employee’s driving record. Failure to meet this
responsibility may result in disciplinary action against the supervisor;

Ensure that all term contracts and commercial contracts under their
administration, at the time of contract renewal, include certification
from the employees and third party contractors certifying that they
will self-administer and ensure compliance with the requirements of
this policy; '

Based on available information , ensure no authorization is given to
individuals with restricted driving privileges (ie., home to work
licenses);

Ensure that no Motor Vehicle Operator is permitted to operate a
“motor vehicle” in the performance of official duties while: (1)
intoxicated or influenced by ingesting controlled substances or
consuming intoxicating beverages, including any impairment
resulting from the use of prescription or over-the-counter drugs; or
(ii) impaired by a medical or physical condition, or other factor that
affects his / her motor skills, reaction time, or concentration;

Immediately terminate driving privileges for a Motor Vehicle
Operator who is:
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ii,

if.

iv.

Arrested for, charged with, or convicted of Reckless Driving,
Driving While Intoxicated (DWI), or Driving Under the
Influence (DUT);

Arrested for, charged with, or convicted of a criminal offence
related to a traffic incident involving alcohol or drugs,
including but not limited to vehicular hormade vehicular

‘manslaughter, or endangerment;

Disqualified from holding a State driver’s license, including
restriction, suspension, revocation, or cancellation of a State
driver's license for the type and class of vehicle operated;

'If Employeé is required to possess a CDL to perform

employee’s job related duties and upon request, fails to
provide a valid CDL medical certLﬁcate

Ifno p031t10ns are available, for which empioyee is qualified,
that do not require a valid driver’s license, the supervisor
shall initiate termination proceedings under RRCS policies.

g. As directed in thlS Pohcy, take appropnate actmn ‘when a Motor
Vehicle Operator:

1.
HH

v,

vii.

Is convicted for operating a motor vehicle under the
mtox1catmg mﬂuence of alcohol nircotics, or pathogenic
drugs; - 2 :

Is conwcted of leaving the scene of an acc1dent without

making his or her 1denmty known

Is not qualified to operate a “motor-vehicle” safely because of

a physical or medical condition;

No longer possesses a State license by revocation or
suspension;

Fails télréposf incidences noted in pafégfaph 6 above to his or
her supervisor;

Exhibits behaviors inconsistent with the safe and prudent
operation of a motor vehicle;

Employee‘_s“supérvisér é_HaH initiate .a"p;pfopriaté disciplinary
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action against employee pursuant to RRCS Policies and
Procedures, up to and including termination.

h. Although not required of RRCS, a supervisor may, where
appropriate, recommend the Employee Assistance Program (EAP)
and other programs to employees whose performance appears
impaired by the use of controlled substances, prescription drugs, or
intoxicating beverages. Employee has no right to this action; it is
entirely at the discretion of RRCS and is not a condition to nor does
it preclude termination; and

i. Take appropriate actions to investigate allegations of employee’s
alcohol or drug abuse problem or hlstory of unsafe driving, regardless
‘of whether or not the employee has ever been charged with an
offense. Supervisors may at their discretion, consider a pattern of
unsafe driving acts as a factor in determining whether an employee
meeting driver qualifications. (For example, an Employee is
convicted of DWT or other unsafe driving practices over a 10 year
period, with DWTI arrest longer than three-years preceding their
submittal of GSA Form 3607 or similar RRCS Eorm Motor Vehicle
‘Operator' License and Driving Record).

Employees, generally have responsibility to inform supervisors of operator
incidents or behaviors that would be considered covered by this policy or
represent unsafe driving behavior, All Employees share an affirmative duty
to ensure RRCS vehicles are used properly by responsible individuals who
have a high regard for both personal and public safety while operating a
government vehicle. Employees shall report any suspected violations to
their supervisor.

D. Operator Requirements:

Motor Vehicle Operators must:

L

Comply with State, local and eribal traffic laws and the lawful instruction of
emergency and law enforcement personnel;

Abstain from ingesting controlled substances, intoxicating beverages,
prescription drugs or other medications that caution against operating a
motor vehicle when taken to avoid being impaired while driving;

Not transport intoxicating beverages, controlled substances, or any
passenger who is in possession of intoxicating beverages or controlled
substances without written approval of immediate supervisor. Exceptions
to this prohibition are allowed for social services, emergency, and law
enforcement personnel whose duties and responsibilities require otherwise;
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10.

1L

o3

Not transport unauthorized passengers in a RRCS owned or leased motor
vehicle;

Report to his / her supervisor any medical or physical condition, including
the use of controlled substances, prescription or over-the-counter drugs,
which may impair the driver from the safe operation of a motor vehicle;

Successfully complete the Defensive Driving Training and Test at least every
three year;

Notify their supervisor if their State driving privileges are restricted,
suspended, revoked, or canceled, or if they have otherwise disqualified from
holding a license. Employees are also responsible for reporting any situation
that may alter their authorization or ability to operate a motor vehicle, such
as any legal or court ordered suspension of driving prlvﬂeges or any limiting
medlcal condltlon

Report all incidents involving a “motor vehicle” that occur during the
performance of their official duties; '

Report all on-duty incidents involving a “motor vehicle” that could result in
a violation, citation, charge, arrest, warrant, or civil action;

Report all incidents involving a ‘motor vehicle’ and the use of controlled
substances or intoxicating beverages; impairment resulting from
prescription or over-the-counter drugs, ﬂJness, or medical eondltlon, or other
factors that impair concentration, motor skills or reaction time;

Report any- restriction, suspension, revocation, or cancellation of their
driver’s license, for any lengr:h of time, or any disqualification from holding a
State, cornmerc1al or international operator’s license; and

Notify supervisors of these incidents no later than the following business day
after their occurrence. Failure to inform the supervisor of any such situation
may subject Employees to disciplinary action.

E. Authorization Procedures

L

All'employees and term contract employees whose job requires operation of
a motor vehicle must annually request authorization to operate a motor
vehlele in carrying out the dutles of their posmons

All Employees and term contract Employees must annually submit to their
super\qsor a current prmt out of their driving 1ecorcl It is Employee’s
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responsﬂtnhty to timely submit the driving record. Failure to submit the
driving record shall be grounds for the nonrenewal of Employee’s
employment contract and dlsClpllnary action. The Human Relations Office
will assist in this process upon Employee’s recuest.

3. . Supervisors will review the driving record and take action as appropriate,
including the renewal or revocation of RRCS driving privileges.”

4. The Safety Officer identified in Section III.of these policies will review the
submitted forms and request a copy of the apphcant s driving record from
the appropriate State motor vehicle office(s) and if appropriate and where
feasible, the tribal court where employees primarily operate motor vehicles
within that tribal jurisdiction.

5. Upon receipt of a favorable review of the driving record, the safety officer
will complete Section V—Certification of Eligibility and Authorization, sign
and date, certifying that the individual meets his RRCS driver qualifications.

. 6. Based on the safety officer's report that the applicant is not qualified, the
supervisor will not. issue or . will revoke a Motor Vehicle operator
Authorization and take action as described in Section II1B.6. of this Policy.

- Supervisors are reminded that they may be personally liable if they authorize
an employee to operate a motor vehicle on government business if an
employee is determined not to be qualified by virtue of failing to meet

- qualification standards.

F. Failure to Report Incidents Involving Motor Vehicles

Failure of the motor vehicle operator to report such incidents of traffic citations or
accident violations to the supervisor as soon as possible after the occurrence, but
no later than the next business day may result in disciplinary or other adverse
action.

G. Should an employee’s RRCS driving authorization be revoked pursuant to this
policy, the employee may be reassigned to another position which does not require
a RRCS Driving Authorization if available or be terminated as an employee. Failure
to possess a valid and current RRCS Driving Authorization or valid State driver's
license if either is required under employee’s job description or in the performance
of their duties constitutes good cause for dismissal.

H. Appeals or grievances regarding any action taken pursuant to this policy should be
pursuant to the appeals and grievances procedures in these policies and procedures.

I This Policy is enacted to protect the health, safety and welfare of our student, staff
and community.
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SECTION 6.13 ANTI-HARASSMENT

A. RRCS is committed to maintaining 2 work and educational environment free from all forms
of discrimination and harassing conduct. RRCS expects and requires all Board Members,
employees, students, parents, vendors, guests and other members of RRCS community and
educational community (hereinafter referred to collectively as the RRCS community), to
conduct themselves in an appropriate manner with concern and respect for all other
members of RRCS community. Discrimination or harassment on the basis of race, national
origin, religion, age, sex, gender identification, sexual orientation, socioeconomic status,
ability or disability in any form will not be tolerated. Any student or employee of RRCS who
believes he or she has been discriminated against, denied a henefit, or excluded from
participation in any RRCS educational program or activity may and is encouraged to file a
complaint pursuant to this policy. Any questions regarding this policy should be directed to
the Executive Director or, if the Executive Director is inivolved in the matter, the President
of the Board. This policy is in effect in all academic programs, the workplace and in other
work/academic related settings such-as RRCS- reiated trips; activities and events.

B. Itis the policy of RRCS to maintain a working and learning envirenment for students and
employees that is free from discrimination or harassment of any kind, including sexual
harassment, bullying, hazing or similar activity. Itis-a violatien of this policy for any member
of RRCS community, as identified in the first paragraph, to discriminate or harass another
through conduct or communication as defined in. this policy.  Any- allegation of
discrimination or harassment. will be investigated and if a violatibn of this policy is
substantiated, chsuphnary action will be taken. e

C. Each person in-the RRCS commumty is respon&ble for promoting understandmg and
acceptance of, and assuring compliance with; applicable Navajo and fedéral laws, and RRCS
policy and procedures governing discrimination and harassment, - -

D. It is the responsibility of every-employee, student and parent to recognize acts of
discrimination and harassment and take every reasohable action necessary to ensure thatthe
applicable policies and procedures of RRCS are 1mplemented -

E. It is a violation -of thlS policy for any- adrmmstrator teacher Board member. or other
employee, student, or any other person in the RRCS community to éngage in or condone
discrimination or harassment at RRCS or any RRCS related activity or to fail to report or
otherwise take reasonable correctlve measures When they become aware of an incident of

harassment.

. This policy is'not designed or intended to limit RRCS's authority to take disciplinary or
remedial action when such harassment occurs outside RRCS but has a nexus to school, or is
disruptive to or materially and substantially interferes with an employee’s-work, personal
life, a student’s school work, or participation it RRCS relatéd opportunities or activities.
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Reports of cyberflzn_lllymor by electronic or other means, occurring in or out of RRCS will be
reviewed and, when a nexus to RRCS, work or school exists, they will result in discipline.
Parents of students alleged to have engaged in cyber harassment will be invited to attend a
meeting at which the activity, words or images subject to the complaint will be reviewed. A
student disciplined for cyber-bullying will not be re-admitted to the regular school program
until his or her parent(s) attend such meeting.

. Any employee or student who beheves that he or she has been sub]ected to harassment has
the right to file a complaint and to receive prompt and appropriate handling of the complaint.
Further, all reasonable efforts shall be made to maintain the confidentiality and protect the
privacy of all parties, but proper enforcement of this pohcy may require disclosure of any or
all information received. -

. Knowingly prov1chnc false reports of harassment or mampulatlon of investigative processes
will be subject to disciplinary action.

Any student or staff member who, after an investigation, has been found to have engaged in
the discrimination or harassment of a student or staff member in any RRCS setting or at any

RRCS-sponsored or related event will be subject to disciplinary action.

Definition of Terms

“Harassment” is conduct or speech that is unwelcome, intimidating, derogatory, hostile
and/or offensive; and has the purpose, or effect, of unreasonably interfering with a student's
ability to learn or a staff member's ability to work. Harassment may be student-to-student,
adult-to-student, student-to-adult, ‘or adult-to-adult. Harassment may be offensive to a
person for a variety of reasons, including sex, gender identification, race, ethnic background,
religion, age, sexual orientation, socioeconomic status, ability or disability.

"Conduct" includes gestures, ‘body language,’ speech, or physical contact; it also includes
writing, electronic transmittals, displaying pictures or making drawings.

*Sexual harassment' is harassment which is of a sexual nature. Can include a range of
behaviors, express or implied, including sexual insults and name-calling, off color jokes,
intimidation by words or actions, leermg oEfenswe touchm and pressure for sexual
ElCtIVlty :

Sexual harassment is a form of sex discrimination. The term “sexual harassment” is defined
as follows:

Any sexual advances, requests for sexual favors and other verbal or physical conduct
of a sexual nature when: (i) submission to or rejection of such advances, requests or
conduct is made either explicitly or implicitly a term or condition of employment or
the provision of the benefits, privileges or placement services or as a basis for the
evaluation of academic achievement; or (ii) such advances, requests or conduct have
the purpose or effect of unreasonably-interfering with an individual’s employment or
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educatlon by crearing an intimidating, hostile, humiliating or sexually offensive
employment or educational environment.

Under federal Title IX regulations, “sexual harassment” is defined as “verbal or physical
contact of a sexual nature, imposed on the basis of sex, by an employee or student, which is
unwelcome, hostile or intimidating.” Letter to McCoy from OCR Region V, April 27, 1993,
citing 34 CFR’s 106.31 (b)(1) through (4) and (7).

Examples of sexual harassment include, but are not limited to, unwelcome sexual advances,
requests for sexual favors, and other unwelcome verbal or visual or physical contact of a
sexual nature when that conduct has the purpose or effect of having a negative impact on
performance or of creating an intimidating, hostile, humiliating or offensive educational or

work environment.

‘Discrimination’ for thé purpose of this policy is conduct or speech which conveys
discriminarion on’ the basis of sex, gender identification, race, color, sexual orientarion,
socioeconomic status, age, religion, national origin and/or disability in any educational
programs, activities, or employment. S

“Bullying” for the purpose of this po]icy is the repeated use by one or more individuals of a
written, verbal or electronic expression or a physn:ai act or gesture or any combination
thereof, directed at a victim that: : :

causes physicalor emotional harm to the victim or-damage thevictim’s property;
2. places the victim in reasonable fear of-harm to himself or of damage to his property;
3. creates a hostlle environment at work, schooi or RRCS related actwmes for the

—

- victim; : : - -
4. infringes on- the rwhts of the victim at work, school or RRCS related activities;

materially and substantla]ly disrupts the work or educatlon process or the orderly
operation of RRCS.

N

“Cyber-bullying” for.the purpose of this policy is defined as bullying through the use of
technology or any electronic communication, which shall-include, but shall not be limited
to, any transfer of signs, signals, writing, images, sounds, data or intelligence of any nature
transmitted in whole or in part by a wire, radio, electromagnetic, photo electronic or photo
optical system including, but not limited to, electronic mail, internet- communications,
instant messages or facsimile communications: Cyber-bullying shall also include (1) the
creation of a web pdge or blog in ‘which the creator assumes the identity of another person
or (2) the knowing impersonation of another person as the author of posted content or
messages, if the creation or impersonation creates any of the conditions enumerated in
clauses (1) to (5), inclusive, of the definition of bullying. ' Cyber-bullying shall also include
the distribution by electronic means of a communication to more than one person or the
posting of material on an electronic medium that may be accessed by one or more persons, if
the distribution or posting creates-any of the conditions enumerated in clauses (1) to (5),

inclusive, of the deflmtion of bu]lymg




Bullying shall be prohibited: (1) on RRCS grounds, property immediately adjacent to RRCS
grounds, at a RRCS sponsored or RRCS related activity, function or program whether on or
off RRCS grounds, or at a school bus stop, on a school bus or other vehicle owned, leased or
used by RRCS, or through the use of technology or an electronic device owned, leased or
used by RRCS and (2) at a location, activity, function or program that is not owned, leased
or used by RRCS, if the bullying creates a hostile environment at work, school or RRCS for
the victim, infringes on the rights of the victim at RRCS or materially and substantially
disrupts the education process or the orderly operation of RRCS.

“Hazing” is defined as any conduct or method of initiation into any student organization
which willfully or recklessly endangers the physical or mental health of any student or
person. Incidents of hazing must be reported to the appropriate law enforcement officials as
soon as reasonably practicable. - : o

Hazing is defined as any conduct or method of initjation into any student organization,
whether on public or private property, which willfully or recklessly endangers the physical
or mental health of any student or other person. Such conduct shall include whipping,
beating, branding, forced calisthenics, exposure to the weather, forced consumption of any
food, liquor, beverage, drug or other substance, or any other brutal treatment or forced
physical activity which is likely to adversely affect the physical health or safety of any such
student or other person; or which subjects such student or other person to extreme mental
stress, including extended deprivation of sleep or rest or extended isolation.

“Employee”; for the. purpose of this policy, includes any. individual who receives
compensation from RRCS for service provided at. RRCS or at RRCS-sponsored activities. It
also includes contracted service providers and their employees and volunteers who work,
provide services or participate in activities at RRCS or in RRCS related activities, or on
RRCS student or other transportation vehicles.

Procedures for Reporting and for Conducting an Investigation
In responding to and resolving complaints, the RRCS community will be guided by six
goals:

1. focus on changing behavior rather than simply punishing the offender;

2. engage students and staff in dialogue so that they may learn more about the
impacts of behaviors and attitudes;

3. maintain, as much as practicable, the confidentiality of the alleged victims and
offenders by involving as few people as possible in the resolution of the problem;
protect the complainant from retaliation;

4. ensure prompt and thorough attention to all complaints; and,

5. stop the discrimination or harassment

Students may report incidents they believe involve discrimination or harassment to any
employee. Any employee who has received a report regarding a student, verbally or in
writing, will forward the report to Executive Director or their supervisor within twenty-
four (24) hours of receipt. Staff may also report incidents regarding adults to their
supervisor, Executive Director, or in the event of a conflict, to the Board President. SCAN
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reports shall be filed separately as applicable and as required.

Any employee who has reliable information that would lead a reasonable person to suspect
that a person is an instigator/participant or a target of discrimination or harassment shall

immediately report it to the adminiseration.

Each school shall document any prohibited incident that is reported and confirmed, as well
as the resulting consequences, including discipline and referrals.

Oral and anonymous complaints will be reviewed but.are inherently difficult to investigate
and may not be procedurally fair; as a result no disciplinary action shall be taken on
anonymous complaints unless independently verified by other convincing evidence. All
charges of discrimination or harassment, if not originally submitted in writing, should be
summarized in writing and verified by the victim to include the specifics of the complaint to
ensure the subsequent investigation is focused on the relevant facts.

In cases involving a staff member alleged to have engaged in discriminatory or harassing
conduct or communication, the Executive Director shall be notified immediately and either
investigate or appoint an investigating officer within twenty-four (24) hours of receiving the
complaint, or as-soon thereafter as is possible and pertinent. -

In cases involving a student alleged to have made discriminatory or harassing conduct or
communication, the Executive Director or his/her designee will be the investigating officer.
Harassment or discrimination is determined from the viewpoint of a'reasonable person in
the complainant's situation. When an individual complains about harassment, RRCS must
assess the facts and circumstances from that viewpoint, RIRE

The investigating officer will initiate and complete an mvestigarion as soon as possible,
normally within two weeks. The investigation may, but meed not necessarily, include
interviewing the complainant; the person alleged to- have- made the harassing or
dlscrimmatory conduct or communication;-and such other person(s) as the investigating
officer deems necessary or appropriate in order to complete a thorough investigation of the
allegation. An opportunity to be heard will be provided, consistent w1th RRCS's policies and

procedures on the same.

The Executive Director, where appropriate, will assist the-complainant to communicate
directly to the alleged perpetrator, in person or in writing, the negative impact of the
behavior and the need to stop the behavior.

The investigating officer will conclude whether a violation of this policy or other policies
have occurred and communicate such findings to the Executive Director. The Executive
Director shall ensure other parties; including: complainant -and “alfeged perpetrator, are
informed of the findings as appropriate under the circumstances. Unresolved investigations

will be reported as such.
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Disciplinary Action - Any violation of this policy will be subject to disciplinary action. In the
case of a student found to have violated this policy, disciplinary action will be determined
by the Executive Director and can range from a verbal warning to removal from the school
setting. In the case of staff found to have violated this policy, disciplinary action will be
determined by the Fxecutive Director in consultation with the employee’s supervisors and
may include dismissal.

If the alleged sexual harassment constitutes sexual, physical or emotional abuse of a child,
then a report will be made immediately pursuant to the SCAN policy.

Retaliation - Retaliation is forbidden against any person who has alleged discrimination or
harassment, testified or participated in an investigation of a claim of discrimination or
harassment. Retaliation includes, but is not limited to, any form of intimidation, reprisal or
harassment, If it occurs, it can be considered independent grounds for dismissal of staff
personnel and/or removal from the educational setting for a student. Any allegation of
reprisal will be subject to the same kind of investigation and disciplinary actions as are
described above.

Reporting - Reporting shall be to the Executive Director, who is the Compliance Officer.
Reports shall be made using and complying with the Discrimination/Harassment Report
Form (below). 1f the Executive Director is allegedly involved in the report then the report
shall be delivered to the Education Board President or designee.
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APPENDIX VI-A DISCRIMINATION/HARASSMENT REPORT FORM

COMPLAINT FORM .
(To be filed with the Compliance Officer. The Compliance Officer is the Executive Director or in
the event the Executive Director is involved, the Board President or designee)

Please print:

Name:

Date;

Address:
Telephone No.(s):

During the hours of:

[ wish to complain against:

Name of person, school (department), program, or activity:

Address:

Specify your complaint by stating the problem as you see it. Describe the incident, the
participants, the background to the incident, and any attempts you have made to solve the
problem. Be sure to note relevant dates, times, places and witness(es).

Date(s) of the action(s) against which you are complaining;
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If there is anyone who could provide more information regarding this, please list name(s),
address(es) and telephone number(s).

NAME ADDRESS TELEPHONE NO.

The projected solution:

Indicate what you think can and should be done to solve the problem. Be as specific as possible.

I certify that this information is correct to the best of my knowledge.

Signature of Complainant

The compliance officer shall give one copy to the complainant and shall retain one copy for the file.
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SECTION 6.14

A

CHILD ABUSE DETECTION, REPORTING, PREVENTION

Statement of General Policy:

It is the policy of Rough Rock Community School, Inc. that child abuse, whether
physical, emotional or sexual, be recognized and reported to the proper authorities.
It shall be the duty and responsibility of each and every member of the Rough
Rock Community School, Inc. staff in contact with students to be aware of the
criteria for identifying a student’s mood, conduct and physical condition as they
may suggest the presence of abusive influences and experiences and to report the
same to the appropriate authority. All RRCS staff whose duties require regular
contact with students shall receive training in the recognition of the symptoms
of abuse, recommended methodologies of interacting and counseling with
students who are suspected to be the victim of abuse and the record keepmg and
reporting procedures promulgated in support of this policy. This policy is enacted
pursuant to the Indian Child Protection and Fannly Violence Prevention Act,

P.L. 101-630, 1990,

Requirements and Protocol for Reportmg Suspecteci Chjld Abuse/ Neglect
(S CAN)

1. - Imtroduetion: - -

- Child abuse has been -and remains a paramount issue at Rough Rock
Community School, Inc. (RRCS). RRCS considers the detection and
prevention of child abuse to be of the utmost importance, understands the

- requirements under the law for its employees to report suspected child
abuse, and ts committed to eradicating all forms of child abuse where
possible. Child abuse reporting also places a tremendous burden on the
staff and resources of RRCS. It is the intent of RRCS to be fully
compliant with all reporting laws. ‘It is RRCS's belief that adoption and
implementation of the requirements and protocols set forth by the BIE is
the appropriate way to insure compliance, provide maximum protection to
children, and provide an informed, reascnable, consistent application of
these requirements.

2. Authorities:

a. - Public Taw 101-630, as amended, (Codified i 25 United States
Code 3203, § 1169), Indian Child Protection and Family Violence

- Prevention Act, as amended, requires that any person identified as

a Mandated Reporter who knows or has a reasonable suspicion that

a child has been abused in Indian country, must report the
information to the local protective services agency or local law
enforcement agency. Further, if the Mandated Reporter knows or
*"“hag a reasonable suspicion -that dctions: ate being taken, or’ are
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going to he taken, that would reasonably be expected to result in
the abuse of a child in Indian country he / she must report the
information to the local protective services agency or local law
enforcement agency. Public Law 101-630 also specifically
identifies. positions designated as Mandatory Reporters, outlines
the penalties for Mandated Reporters who fail to immediately
report such abuse or actions described to the proper authorities,
and the penalties for supervisors, or those having authority over
Mandated Reporters, who prevent or inhibit a Mandated Reporter
from making the proper reports (Appendix A).

b. Public Law 101-647, (Codified in 42 United States Code Section
13031), Crime Control Act of 1990, Subchapter 1V — Child Abuse Reporting,
requires that any person who, while in a professional capacity or
activity on Federal land or in a federally operated (or contracted)
facility, learns of facts that give reason to suspect that a child has
sutfered.an incident of child abuse, .shall as soon as possible make a
report of the suspected abuse to the agency designated to receive the

report (Appendix B).
3. Notification of Responsibilities

Each RRCS employee will receive notice of their responsibilities as a Mandated
Reporter of child abuse upon initial employment and annually thereafter. The
notification will be in writing and the employee will sign that they did receive
a copy of the notice. At a minimum, the notice will include: (1) all of the
positions designated as Mandatory Reporters; (2) when a Mandated Reporter
must report child abuse or suspected child abuse; (3) how the Mandated
Reporter is to report the information; and (4) the ramifications for not reporting
child abuse or suspected child abuse.

C. Mandatory Reporters

L. Introduction: Public Law 101-630 (codified in 25 U.S.C. 3203 § 1169) and
Public Law 101-647 (codified in 42 U.S.C. § 13031) require that specific
individuals working in fields that come into contact with children who know
or have a reasonable suspicion that a child was abused in Indian country,
Federal land or federally operated facility must immediately report such
‘abuse. This chapter covers the requirements for Mandatory Reporters.

2. Positions Designated as Mandatory Reporters.
a. The following are the positions that are designated as Mandacory
Reporters at RRCS:
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1,

il.

AT RRCS STATFE

RRCS counselors

b.  Additional Mandated Reporters that may have an impact on RRCS
positions include:
i Nurses/physicians/surgeons
i Dentists/dental hygienists
iii. OPAC metrists
ii. Medical examiners
V. EMTs/paramedics
iii Health care providers
vii.  Headstart teachers
iv. Public assistance workers
v. Group home, day care, student Residential workers
X, Social workers
vi. Mental health personnel
xil.  Law enforcement officers
vii.  Probation officers
viti.  Juvenile rehabilitation or detention workers
ix. Personnel responsible for enforcing laws and judicial
orders
X. School Board members
3 Reporting Requirements.

Mandated Reporters who learn of facts that give reason to suspect that a child
has suffered an incident of child abuse; know or have a reasonable suspicion that
a child was abused in Indian country; OR know that actions are being taken OR
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will be taken that would reasonably be expected to result in the abuse of a
child in Indian country, MUST immediately contact local law enforcement
and local child protective services.

Chapter 3, Child Abuse Reporting Process, covers specifically how a
Mandated Reporter is to report such information within RRCS.

Failure to Report Child Abuse.

Mandated Reporters who, while engaged in a professional capacity or activity
at RRCS or at RRCS activities or functions, or on Federal land or in federally
operated (or contracted) facility, learns of facts that give reason to suspect that
a child has suffered an incident of child abuse, as defined in Public Law 101-630
and Public Law 101-647, and fails to make a timely report as required, shall be
guilty of a Class B misdemeanor. The person may also be fined up to $5,000 and
/ or imprisoned up to 6 months in jail.

Any supervisor or person in authority who inhibits or prevents a Mandated
Reporter from making a report may be fined up to $5,000 and / or imprisoned
up to O monthsinjail. - .

In instances where it has been determined that a RRCS employee has failed
to report child abuse as required, RRCS will take disciplinary action against
the employee including removal.. RRCS will .also take action against
employees who fail to report child abuse in a timely manner. Timely is
defined as within the timeframes established in Section 6.14 Child Abuse
Detection, Reporting, and Prevention. D. Child Abuse Reporting Protocol:

Reporting Format - SCAN Report. The Suspected Child Abuse/Neglect
(SCAN) & Employee Incident Reporting Protocol is the referenced material
used for reporting incidents of suspected child abuse. Report, will be referred
to as the “SCAN Report” (See Appendix D. on the BIE website) A report of
suspected abuse is the equivalent of arequest for an investigation by local
law enforcement and / or child protection authorities. The formal investigation
is the lawful assessment by an authorized agency to determine if a harmful
condition exists involving a minor and what emergency action should be
undertaken for the safety of the minor. RRCS’ role is to ensure the suspected
child abuse is reported in a manner that is clear and as accurate as possible so
that an investigation can be initiated by the proper authorities without delay.

A SCAN Report will be completed when a Mandated Reporter, while engaged
in a professional capacity or activity, learns of facts that give reason to suspect
that a child has suffered an incident of child abuse. The Mandated Reporter does
not have to prove the suspected child abuse has occurred when making a reporrt,
but they must describe the behavior or physical signs that led them to suspect
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their reasonable belief and in good faith are immmune from civil and criminal
liability. The Mandated Reporter will contact their immediate supervisor and
work with their supervisor to complete the report. The report must be
completed within the Mandated Reporter’s regularly scheduled workday and
the SCAN Report must be submitted / distributed to the proper RRCS officials
in the timeframes established in this Chapter. The specific reporting timeframes
are identified in 3.4 of this chapter and specific instructions on how to
complete the SCAN Report are contained in Appendix B on the BIE Website.

- If the suspected abuser is the Mandated Reporter’s immediate supervisor or
if the Mandated Reporter has concerns about reporting directly to their
immediace supervisor they may submit the SCAN Report directly to the
RRCS Executive Director or if there are similar concerns regarding the
Executive Director, to the President of the RRCS Board: SCAN reports will not
be kept at the school, all SCAN reports are sent to the agent of Bureau of Indian

Education (BIE).

2. Types of Abuse. Child abuse can take many forms; however, there are four
major - types of abuse that must be reported. Wher completing a SCAN
Report it is crucial that the individual completing the report indicates the
specific type of abuse for which they have knowledge of or suspicion of. For
reporting purposes, any knowledge of or suspicion of sexual abuse, physical
abuse, emotional abuse, or physmai and / or emotional neglect, must be
documented and reported to the proper law enforcement and ch1ld protection
authonnes - .

The definiﬁiéil of abuse-can vary dépéﬁding.oh the p'e_r:sp'ecuvé of the individual.
However, Public Law 101-630 and Public Law: 1_017647 define ‘abuse’ as follows:

a. - Public Law 101-630 Definitions. -Any case in which a child is dead,

' or exhibits evidence of skin bruising, bleeding; malnutrition, failure to

thrive, burns, fracture of any bone, subdutal hematoma, soft tissue

swelling, and such conditions that are not justifiably explained or may

~not be the product of an-accidental occurrence; and any case in which a

child is subjected to sexual assault, sexual molestation, sexual
exploitation, sexual contact or prostitution. :

Child abuse does include child neglect. Child neglect includes but is

- not- limited to negligent treatment or maltreatment of a child by a
person, including a person responsible for the child’s welfare, under
circumstances which mdlcate that the ehﬂds health or welfare is
har,med or. Ehreatened L o

A Chlld is defmed as an 1nd1v1dual that is not mamed and has not
attamed 18 years of age. : o
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Public Law 101-647 Definitions. The term “child abuse” means the
physical or mental injury, sexual abuse or exploitation, or
negligent treatment of a child. The term "child abuse" shall not include
dlSClphIle administered by a parent or legal guardian to his or her child
provided it is reasonable in manner “and moderate in degree and
otherwise does not constitute cruelty Additionally, the fo]lowmcr
definitions are provided:

i, The term “physical injury" includes but is not limited to
lacerations, fractured bones, burns, internal injuries, severe
bruising or serious bodily harm;

i, The term “"mental injury" means harm to a child's
psychological or intellectual functioning which may be
exhibited by severe anxiety, depression, withdrawal or outward
aggressive behavior, or a combination of those behaviors, which
may be demonstrated by a change in behavior, emotional
response or cognition;

iit. The term "sexual abuse" includes the employment, use,
persuasion, inducement, enticement, or coercion of a child to
engage in, or assist another person to engage in, sexually explicit
conduct or the rape, molestarion, prostitution, or other form of
sexual exploitation of children, or incest with children;

iv. The term ‘“sexually explicit conduct” means actual or
simulated — (1) sexual intercourse, including sexual contact in
the manner of genital-genital, oral-genital, anal-genital, or oral-
anal contact, whether between persons of the same or of
opposite sex; sexual contact means the intentional touching,
either directly or through clothing, of the genitalia, anus,
groin, breast, inner thigh, or buttocks of any person with an
intent to abuse, humiliate, harass, degrade, or arouse or gratify
sexual desire of any person; (2) bestiality; (3) masturbation; (4)
lascivious exhibition of the genitals or pubic area of 2 person or
animal; or (5) sadistic or masochistic abuse;

V. The term “exploitation” means child pornography or child
prostitution;
vi. The term ‘“negligent treatment” means the [ailure to

provide, for reasons other than poverty, adequate food, clothing,
shelter, or medical care so as to seriously endanger the

physical health of the child.
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Reporting to BIE SCAN SPECIALIST:

All suspected incidents of child abuse shall be reported to the BIE SCAN
specialist by the RRCS designated official mandated reporter: Executive
Director immediately.

Reporting to RRCS Management:

All suspected incidents of child abuse shall be reported to the Executive
Director who is the RRCS official mandated reporter by any staff member who
suspects incidents of child abuse. Staff members who suspect incidents of child
abuse shall verbally make their reports to the Executive Director.

Employee Incident Report:

The BIE also requires all non-physical incidents involving students and staff to
be reported. Non-physical incidents is defined as: Activities that occur that
do not meet the definitions of “abuse” where no physical contact occurred
and which involve employees are considered an “Incident”. This includes but is

not limited to:

a. - - RRCS “employee engaged--in -discourteous - conduct involving a

-« student; such as using inappropriate lang’uacre' thaking inappropriate

‘cmrents of - a- non-sexual manner,  calling names, insulting or
humlhatmfrachjld shouting, cursing, etc.

b. As stated in 62 BIAM 9.12 “Corporal punlshment of all kmds and
solitary confinement, or anything which smacks of imprisonment
calculated to bring shame and humiliation upon pupils, is prohibited

~and may be made the basis for charges with a view to possible
dismissal”.

C. Other. Incidents that do not meet the definition of child abuse but are
criminal in nature should be réported directly to local law enforcement,
If RRCS employees are involved in such incidents, such incidents shall
also be reported to the Executive Director who will make the proper
report to the SCAN BIE Program Specialist. Examples of criminal
incidents include but are not ]jmited to:

i, Confirmed or suspected drmkmg with, transferrmg or selhng
- intoxicants to Students onor off RRCS premlses

it Conflrmed or suspected transferrmc or selling marijuana,
narcotics, or dancrerous drugs to students on or off RRCS

prermses
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iii. Confirmed or suspected transferring or selling prohibited items
such as cigarettes or chewing Tobacco to students on or off
- RRCS premises;

iv.  -Any situation that is comparable in nature to the examples
and situations identified above..

d. This section shall be reported by any staff member using the Employee

- Incident Report form (Appendix E on the BIE website), which will be

‘used to document non-physical incidents involving employee(s). The

Executive Director will intervene immediately to establish the validity

of the report and resolve the issue(s) at the lowest level and as

expeditiously as possible. A copy of the initial report with follow-up
information will be submitted to the SCAN Program Specialist.

Confidentiality:

All cases of child abuse allegations shall be treated within the guidelines of
Federal laws protecting children, employees, and all parties involved.
Confidentiality must be a priority throughout the process. The Mandated
Reporter may remain -anonymous, but in order to document that a
Mandated Reporter did not fail to report child abuse. in accordance with
Federal law, and so that law enforcement and child protective services can
contact -the Mandated Reporter if they need additional information, a
SCAN Report must be completed. The SCAN Report has a section regarding
protecting the confidentiality of individuals involved. On the appropriate
section, the Mandatory Reporter must indicate if they want their identity
protected and initial their intent on the SCAN Report. The identity of all
reported victims must always be protected and must not be disclosed to anyone
who does not have a need to know. Individuals who have a need to know are
limited to the Mandated Reporter, direct supervisors, the Executive Director,
the Principal, Employee/Labor Relations, the Program Specialist, School Safety
Specialists, Law Enforcement, and Child Protective Services. Dissemination,
distribution, copying, or unauthorized use of the information contained in the
 SCAN Report or official SCAN Report file is strictly prohibited. The identity

of the person making a child abuse report will not be disclosed to individuals
who do not have a need to know the information as part of their official
duties without the written consent of the individual. However, an
investigative agency (law enforcement or social services) may provide
information, records and the name of the informant without written consent to
a court of competent jurisdiction or an employee of a tribe, state or the Federal
Government who needs to know the information in the performance of his / her
duties.
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E

Post Report Action:

Introduction. When an incident occurs that warrants a SCAN Report being
completed, it is critical that the SCAN Report be completed accurately and that
all the appropriate notifications are made. Of equal importance is the action that
is taken after the SCAN Report has been completed. Depending on the
seriousness, there is some action that must be taken almost simultaneously to
completing the SCAN Report.

The Executive Director or appropriate personnel would address whether there
is a need for protection of the child and what action is required to ensure the
protection and well-being of the child. Depending on the seriousness and the
direction received [rom local law enforcement or child protection services
action may include but is not limited to: medical attention, counseling services,
removal or protective placement, contacting relatives, etc, All arrangements to
protect the child shall be made immediately in COH]UHCEIOH Wlth law
enforcement and child protection services.

a.  Mandatory Segregation. An employee, against whom an allegation of
~ child abuse has heen raised, will be immediately segregated from
contact with or control over all children. The employee will also be
- - immediately removed from contdct with-or control over all children-and
-+ - placed on administrative leave with pay.The employee will be advised
- that they must be available for contact: by local Taw enforcement and /

-or child protectlon services ag part of the post report action.

* - non-eriployee; ‘against Whom an- allegatlon of child abuse has been
-raised, will be 1mmed1a_tely segregated from contact with or control over
all children until the inciderit is resolved The individual will be advised
that they must be available for contact by local law enforcement, child
protection services, the Executive Director, or the Executive Director’s
des1gnee as part of the post report action. A

A non- employee not directly associated with RRCS SLICh as a volunteer,
relative, vendor, visitor, against whom an allegation of child abuse has
been raised, will be immediately femoved from contact with or control
over all children until the incident is resolved. - ™

When anallegation of sexual abuse hasheen raised where the alleged
offender is another student, it is filed immediately as a SCAN report.
All other child-on-child incidents are addressed in accordance with the
prewousiy estabhshed pmcedures at RRCS

Notification to Aﬂeged Offender

Employees, acamsl: ‘whom' allégations of child abiise have been raised, must
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be notified in writing of the allegation and the resulting actions that will be
taken. The notification. of the allegation will include the date of the SCAN
Report, the type of abuse alleged, and a brief summary of the allegation. The
resulting actions refer to the mandatory segregation, and the possibility
that the SCAN Report may result in action that may impact their employment
and / or their suitability to work with children. :

Non-employees, against whom allegations of child abuse have been raised,
must be notified in writing of the allegation and the resulting actions that
will be taken. The notification of the allegation will include the date of the
SCAN Report, the type of abuse alleged, and a brief summary of the allegation.
The resulting actions refer to the mandatory segregation, expected duration of
denial of contact or control over children. If the allegations are substantiated
the posstbility that the SCAN Report may result in action that may impact their
volunteer/employment status and / or their suitability to work with children.

Non/employees not dlrectly associated with RRCS such as volunteers,
relatives, vendors, visitors, against whom allegations of child abuse have been
raised, will not be issued any notices in writing unless deemed necessary by the
Executive Director or Executive Director’s designee.

St:udents acamst whom allegations of child abuse have been raised, other
than. sexual - abuse, will be handled in accordance with the procedures
already in place.

Closing a SCAN Report and Notification to Alleged Offender:

A closure notification will be issued to the individual against whom an
allegation of child abuse was raised (Appendix | on the BIE website). The
notification will be issued in person so that the Executive Director or Executive
Director’s designee can go over the contents of the notification with the
individual. The individual will sign a receipt page to document that they
were informed of the closure of the SCAN Report. The signature receipt along
with a copy of the notification will be included in the official SCAN

Report file. This final action closes the SCAN Report. If administrative or

proactive action is proposed or-c¢orrective action is required that affects the
employee, it is the responsibility of the Executive Director or Executive
Director's designee to ensure that any action(s) documented in the SCAN
Action Plan are acted upon and followed through.

E. Training

L

Introduction. To ensure that the child protection procedures are
implemented properly and that all RRCS employees understand their
responstbilities as Mandated Reporters, training will be conducted on a
regularly scheduled basis.
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2. Awareness Training. Fach RRCS employee will receive a pamphlet advising
them of the requirements of their positions to include the reporting of
child abuse or suspected child abuse. The RRCS employee will receive the
pamphlet immediately upon hire, before beginning contact with children and
annually thereafter.

3. Mandated Reporters. All RRCS employees must attend a re-orientation on
these reporting requirements. The Mandated Reporters will receive the briefing
upon hiring and annually at the beginning of each Residential year. Attendance
is mandatory and will be documented through employee signature of
artendance rosters. The documentation of attendance will be maintained by the
Executive Director or Executive Director’s designee. Any employee who refuses
to attend the training will have appropriate adrmmstratlve action taken against

them.

4. Supervisory -Positions. All RRCS supervisors must -attend trainings on the
requirements of Mandated Reporters and the responsibilities of supervisors.
The training will include the proper completion of SCAN Reports and the
follow-up procedures. Upon completion of the trainings the-supervisors will
be qualified to administer the trainings to their employees on the requirements
of Mandated Reporters. The supervisors will receive the briefing upon hiring
and annually prior to the beginning of each Academic year. Attendance is
mandatory and-will be documented through certificates that will be issued to
attendees. The documentation of attendance will be maintained by the Human
Resources office. Any employee who refuses to attend the training will have
appropriate administrative action taken against them.

G. Miscellaneous

1 - The initial SCAN Report must be completed imme&iately and no less than
one (1) hour after the incident occurred or mformauon was received which
created the reasonable suspicion. :

2. - Where allegations are made against any of the responsible parties noted
“herein, their functions and duties under these policies shall be assumed by
their Supervisor or a person appointed by the Executive Director. If any
such allegations relate to the Executive Director, then the Executive
‘Director's functions under these policies shall be assumed by the Board
Pre&dent or the President’s designiee. '

3. It shall be a viclation of RRCS policy for any RRCS employee to fail to
report orotherwise act as required by these policies. Any such violation
will be grounds for disciplinary action, up toand including, termination of

employment.
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- ARTICLE ‘\I/II.‘ DISCIPLINARY

SECTION7.01 ~ DISCIPLINARY ACTION

A. RRCS policy towards disciplining employees is generally reflected in the recommendations
in the Table of Penalties, If an employee engages in an act of misconduct, which is not
addressed in the Table of Penalties, the supervisor shall select an appropriate penalty in
consultation with their immediate supervisor, department supervisor, and / or the Executive
Director. :

B. Notwithstanding Section 7.0L.A and recommendations in the Table of Penalties, the
specific type and degree of disciplinary action to be taken in a particular situation shall be
determined by the Tacts and circumstances of each situation, Previously documented
disciplinary action(s), the degree of the conduct involved and other mitigating and
aggravating factors shall be considered in determining what penalty should be imposed.
Disciplinary action shall not be limited to that which is prescribed in the Table of Penalties
and actions may be combined.

C. Non-Disciplinary Action

Reassignment with Pay is a Non-Adverse and an employee may be temporarily reassigned
with pay by the Executive Director, or in the case of the Executive Director, the Board:

1. To aﬂow RRCS to complete an investigation whﬂe maintaining the status quo;
and/or; -

2. To protect the health, safety and welfare of the students, staff, employees and
all other parties; and/or;

3. Other considerations relating to the rights of the parties or others; and/or;

4. And/or as may otherwise be in the best interest of RRCS and the orderly operation
of RRCS.

While on such temporary reassignment, the employee remains subject to the directives of
the employee's supervisor, the Executive Director and RRCS Board and such other
conditions as may be established to accomplish the above-stated purpose. An employee’s
failure to follow directives, participate in any investigation and / or otherwise comply with
reassignment conditions and RRCS policies while on a reassignment with pay shall be
deemed insubordination and shall be grounds for separate disciplinary action, up to and
including termination.
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Not all actions are considered disciplinary in nature, even though they may involve alleged
or possible violations of policies or rules by the employee. The following list constitutes
examples of action taken which is not disciplinary in nature and, consequently, is not eligible
to be the subject of a grievance and / or appeal:

1. The employee’s evaluation procedure or the resulting evalnations.

2. Tetters or memoranda directed to an ernployee containing directives or
instructions for future conduct.

3. Counseling of an employee concerning expectations of future conduct.

4. Expectation Agreements, Professional Development Plans and Personal
Improvement Plans. . ' .

5. Coumseling Memoranda < Counseling memoranda may be used to inform employees
of the above-described matters. Counseling memos are not discipline or disciplinary
action. Counseling memos are to be considered a positive, pro-active, cooperative
approach to potential problems. They also serve to provide notice to employees of
potential problem areas prior to them becoming discipline issues,

D. Typesof Dls(:lp]mary Actlon

When chsuphnary action is to be taken the fo]lowmcr steps are recommended but not
required:

1. Warning (Written): When a warning (Written) is issued, it should be done in private
and a copy of the letter covering the details of the warning sent to the Human
Resources Office. Where appropriate, a reasonable period of time for improvement or
corrections will be allowed before raking further action. Written warning will, upon
the employee’s written’ request be removed from an emp}oyee s personnel file after a 12-

month good tonduct period. -

2. Suspension: Suspension consists of a period of time during which an employee
will not work and shall not receive compensation. The maximum suspension period
shall be thircy working days. -~ = - o

3. Termination: Involuntary Termination is covered in Section 8.02 of this Manual.

" 4. Demotion -
5. Non-renewal of a contract of én.emplo'yee‘ employed by RRCS o
6. Reassignment with Pay - - An employee may be temporarily reassigned with pay by the

Supermtendent or Board to allow the School to tomplete an investigation while
maintaining the status quo; to protect the health safery and welfare of the students,
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staff, employees and all other parties; other considerations relating to the rights of the
parties or others; and, as may otherwise be in the best interest of RRCS and the orderly
operation of RRCS. While on such temporary reassignment, the employee remains
subject to the directives of the employee’s supervisor, the Superintendent and School
Board and such other conditions as may be established to accomplish the above-stated
purpose. An employee’s failure to follow directives, participate in any investigation
and/or otherwise comply with reassignment conditions and School policies while on 2
reassignment ‘with pay-shall be deemed insubordination and shall be grounds for
separate disciplinary action, up to and including termination. -

E. RRCS School Board and supervisors reserves the right, through the adoption of this
Manual, to not follow any progressive discipline procedures. The facts, circumstances
and severity of violations of this Manual shall determine the level of discipline imposed.

F. Guidelines and Procedures for Disciplinary Actions:

1. Initiation of Disciplinary Action. Disciplinary action may be initiated only by an
employee's supervisor, department supervisor or by the Executive Director, or in
cases involving the Executive Director, the Board. The employee's shall be notified in
writing of the disciplinary action and the basis therefore. The employee’s department
supervisor or his/her designee, shall serve the employee the written disciplinary
action in private. A witness shall be present. The employee shall be given an
opportunity to sign the written disciplinary action only to acknowledge receipt
of such disciplinary action. If the employee refuses to sign receipt of disciplinary
action, it shall be noted on the written disciplinary action. Copies shall be supplied
to the appropriate departiment supervisor, and the Human Resources Manager for
placement in the employee's personnel file.

2. Authority to Carry out Disciplinary Action. Disciplinary action in the form of
a written warning may be carried out by the appropriate department
supervisor. Disciplinary action in the form of suspension with or without pay
requires the approval of the Executive Director. Disciplinary action in the form of
termination requires the approval of the Board.

3. Terminartion

4. Notification of Disciplinary Action. Each form of disciplinary action shall include
written notification to the employee which includes:

a. A description of the specilic acts or admissions upon which the
disciplinary action is based,

b. An identification and / or description of the policies, laws, regulations,
guidelines or other requirements which were violated by the employee’s acts
or omissions;
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¢. A summary of any, il any, prior discussions-and / or formal or informal
disciplinary actions regarding similar related or other matters/violations.
Prior discussions or actions are not required and disciplinary action may
be impaosed without them;

d. The disciplinary action to be taken including dates and duration where
applicable;

e. The improvement or correction expected, il applicable; the
consequences of the employee’s failure to make required improvements or
correction or if such conduct or actions continue;

f. The appropriate appeal procedure.

If the employee is present and available and other reasons do not prevent it,
employee shall be offered the opportunity to review, sign and date any
notice of formal disciplinary action. Given the opportunity, the employee
shall sign the notice. The employee’s signature indicates that the employee
has had the opportunity for review but not necessarily that the employee
agrees with the action. If the employee refuses to sign, a witness to such
refiisal may sign and date the notice. Employee’s refusal to sign the letter as
described -above : shall be an - additional incidence of insubordination
which shall be the grounds for separate and additional disciplinary action up
to and including termination. Where notices are not or cannot be issued in
person, they shall be delivered by mail to employee’s last address of record
with RRCS. It shall be employee’s responsibility to ensure that RRCS has
employee s-correct, current mailing-address and that employee collects and
reviews mail at that address in a timely fashlon

5. An empioyee may file an appeal regarding any formal dISCIp]mary action. Employee
should refer- to the applicable pohey 7 02, for appeal procedurés and timelines.
Emp]oyee s failure to know and use the proper appeal procedure shall constitute a

waiver of any such appeal.

Notice under these diseiph'nary, appeal; grievance and -termination policies shall be
deemed given upon delivery to an employee or upon the employee signing for and
receiving the certified mail and at the time the employee signed the employment
personnel policies 'proeedures acknowledgment form. Notice will be sent certified
mail with return receipt, via personal process server- and/or by designated RRCS

staff members.

An Employee must, and as part of their contract with- RRCS, agrees to exhaust
this and all other possible remedies provided by RRCS piior to taking any action
outside these policies. Employee’s failure to exhaust Employee’s remedies provided
under this contract shall be a breach of their contract and grounds for disciplinary
action, up to and including termination of employment Further action, including
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action outside RRCS is contractually barred if employee fails to exhaust the
remedies available under these policies.

SECTION 7.02 : APPEA-LS P.ROCEDURE :

A. Purpose

The purpose of the appeals procedure is to provide those eligible employees with a uniform
and equitable method of resolving actions taken while employed by RRCS. This procedure
is intended to ensure that any eligible employee will be treated fairly and within the
policies and procedures of this Manual and any other applicable federal or Navajo laws.

B. Application

This procedure shall be used for actions regarding warnings, suspensions, and demotions.

C. Eligibility

All regular, full-time and part-time employees are eligible. -

D. Procedure :

L

Appeals must be filed with the employee’s immediate supervisor as set forth
below, or if the appeal is by the Executive Director, with the Board President. The
appeal must’ state with specificity the action being appealed and must include
specific grounds for the appeal including, but not limited to, all relevant facts,
circumstances, dates, times, places, statements and witnesses. Appeals not
containing the above shall be dismissed and employee will be deemed to have waived
employee’s right to appeal.

Any employee desiring to file an appeal must do so within five (5) working
days after being notified that they have been warned, suspended or demoted.
Appeals not filed within the designated time frames shall not be considered.
Employee, for the purposes of this section shall be deemed to have been “notified” of
the disciplinary action at the time the notice of disciplinary action is delivered to
employee or three (3} days after the notice of disciplinary action has been mailed to
employee’s last address of record with RRCS.

The immediate supervisor may within five (5) working days of receiving the appeal
elect to resolve the appeal in writing or refer it ro the Executive Director with
recommendations, The immediate supervisor shall provide employee notice of
SUpervisor’'s action.
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4.

If the immediate supervisor takes no action within five (5) working days of
receiving the appeal, employee may, within the five (5) working days thereafter,
appeal the decision to the Executive Director.

If the immediate supervisor issues a written decision on the appeal, the employee
may, in writing, within five (5) working days of the date of notice of the written
decision, appeal the decision to the Executive Director . Employee's request for
further appeal shall be in writing, state the basis for the appeal and be delivered to
the Executive Director's office within the above five (5) working day period.
Fmployee may come on to campus, notwithstanding employee s letter of
reassignment, to deliver this and any other furcher appeal unless expressly directed

other\mse

If the employee timely appeals the immediate supervisor's decision or the immediate
supervisor refers the appeal to the Superintendent, the Superintendent shall resolve
the matter with employee’s concurrence or hold a hearing within ten (10) working
days after employee’s appeal to the Superintendent and render a decision that either
supports or dismisses the appeal within ten (10).days of the hearing: Written notice
of the time and place of the hearing shall be.delivered-ormailed to-the employee five
(5) days beforethe hearing. The Superintendent méy allow the appellant or other
parties the opportunity to address the appeal. The parties may be represented by
counsel and/or cross exam- witnesses. The Superintendent;. upon- rendering a
decision, shall provide notice of the deécision to the ¢émployee: 1t the subject of an
appeal is a warning/reprimand not initially imposed by the Superintendent, the
Superintendent’s decision is final. There is no further appeal. If the subject of the
appeal is other than a reprimand/warning or if the Supetintendent initiates the

-repnmand/warnmg Ehen appeﬂant may proceed to the next appeal level

If the appeal is stﬂl not satlsfaetor]ly resolved by the Supermtendent in. ertmg, the
employee may, in writing, request the Board to add the appeal to the next regular
Board meeting agenda: This further-request must be made by employee within five
(5) working days of notice of the Superintendent’s decision. The further request shall
be made throucfh the Superintendent by delivery of the request to the
Supermtendent s office w1thm the time set forth above LR : -

Upon receiving a timely appeal, the Board shall, within a reasonable time, schedule a
hearing before the Board or a hearing officer. The Board shall have the sole discretion
to determine who will hear the appeaI If the appeal is to be heard by a hearing officer,
the Board shall have the sole discretion to select said hearing officer. At the
conclusion of the hearing before the Board or upon receiving the hearing officer’s
results, the Board may, by vote at an open public fiteeting, affirm, modify or dismiss
the ‘appeal.~The Board’s decision: shallbe. provided to: " the: employee, immediate
supervisor and Supermtendent in writing Wlthln areasonable time.
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9.

10.

1L

12.

RRCS shall provide written notice to the employee and Superintendent of the
hearing date, time and place within ten (10) business days of the regular Board
meeting at which the appeal was submitted or as soon thereafter as is reasonably
possible. RRCS shall attempt to schedule the hearing within fifteen (15) business
days of the regular Board meeting at which the appeal was submitted; however, may
extend that time based on the facts and circumstances of the case and the availahility
of necessary parties. At any such hearing the parties may be represented by legal
counsel, submit ‘evidence in the form of ‘exhibits or testimony and cross examine
witnesses. The procedure shall be informal and as determined by the Board or
hearing officer.

All decisions by the Board shall be final.

If the appealing employee does not submit a written request to move the appeal
forward within the specified time period, it will be assumed the employee does not
wish to continue employee’s appeal and the appeal will be dismissed. Employee is
responsible for identifying all issues and allegations relevant to the appeal in
employee’s initial written appeal. No additional defenses, allegations or requested
remedies may be addressed that were not included in the initial appeal. Employee
must state the specific remedy requested in employee’s appeal.

An Fmployee must, and as part of their contract with the school, has agreed to
exhaust this and all other possible remedies provided by the school prior to taking
any action outside these policies. Employee’s failure to exhaust Employee’s remedies
provided under this contract shall be a breach of their contract and grounds for
disciplinary action, up to and including termination of employment. Further action,
including action outside the school is contractually barred if Employee fails to
exhaust the remedies available under these policies.

SECTION 7.03 GRIEVANCE PROCEDURE

A,

Purpose:

The purpose of the grievance procedure is to provide a uniform and equitable
method of resolving alleged complaints as quickly as possible and at the lowest

- possible level of supervision. This procedure is intended to ensure that any

eligible employee will be heard and that corrective action taken will be without
reprisal or discrimination against the employee submitting the grievance.

Delinttion:

A grievance is a complaint by an employee concerning the department work rules,
unsafe or unhealthy working conditions and alleged improper treatment that
directly affects work performance or his / her employment contract and which
cannot be satisfactorily resolved between the employee and his / her immediate
supervisor. The grievance procedure does not apply to disciplinary actions or
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discipﬁhary appeals.

C. Scope:

All departments shall conform to this procedure. Actions for which another appeal
procedure exists do not fall under the grievance procedure. Examples: dismissal,
suspension, demotion and alleged discrimination.

D. Eligibility and Employee Rights

I

All regular, full-time and part-time employees are eligible.

' Employees have the right to seek the involvement of legal counsel, but

only at their own expense. RRCS also is entitled to representation by legal
counsel. X

E. Time Limits and Procedures

“An- employee must file a -written grievance with their immediate

supervisor or the supervisor of their immediate supervisor, if the
complaint is against their immediate supervisor within five (5) working
days of the occurrence of the matter grieved Wlth a copy to the Human
Resources Manager and the Exectitive Dlrector :

All supervisors shall meet with the grievant whom they supervise as soon
as possible after a grievance is filed. Note the supervisor must resolve the
grievance in writing and within five (5) working days after receipt of letter
or the grievance goes to the nextlevel. The supervisor shall clarify with
the ‘grievant(s) the exact isstie(s) grieved and all relevant facts i.e., date,
time, place, statements, witnesses and the grievant’s requested 1emedy. The
supervisor shall then attempt to resolve the grievance in consultation with
the grievant and other necessary parties. Whether or not the grievance is
resolved, the supervisor must submit a written report to his or her
supervisor within five (5) business days of the grievance being filed. That
report shall set forth the exact'issue(s) grieved, relevant facts (date,
time place, statements, and witnesses) on what action taken and the
status of the grievance (i.e., whether or not resolved and if so, how). If the
grievance is resolved the grievant must also sign the report noting that the
grievanee is resolved satlsfactorlly All succeedmg reviews of the grievance
must be handled in this manner. :

Abahdo'nment of a case or noné’comp]iance with required deadlines and
policies by the aggrieved party will be grounds for termination of the
grievance. . :
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E. Steps:

An employee who has a grievance must file a written request/complaint
within five (5) working days of the occurrence of the matter grieved with
the immediate supervisor, or supervisor of their immediate supervisor, if the
complaint is against their immediate supervisor. The request/complaint
must clearly specify the actions or matters grieved and shall include specific
supporting facts and circumstances to include: dates, times, places,
statements and witnesses. If the specific items noted above are not set forth
in the written grievance, the grievance shall be dismissed, deemed
waived and-may not be grieved again by the grievant. If after five (5)
working days the grievance is not satisfactorily resolved in writing, the
employee shall progress to Step 2.

If the grievance is not satisfactorily resolved in Step 2, the employee may
submit the grievance in writing to the Executive Director. If after five (5)
working days the complaint is still not satisfactorily resolved by the
Executive Director in writing, the employee may submit the grievance to
the Board. This must be done through the Executive Director’s office
within five (5) working days after the response deadline of the Executive
Director. : . : T

The Executive Director shall, within ten (10) working days after written
notice from the employee, request to the Board to add the grievance to the
next regular Board meeting and pursuant to the following procedures,
render a decision that either supports, dismisses or otherwise determines
the grievance.

All decisions of the Board shall be final. The Board, at its discretion, may
determine the grievance based on the record before it, hold a hearing, or
order a hearing before a designated hearing officer. Any hearing must be
held within fifteen (15) working days of the Board meeting, or as soon
thereafter as reasonably possible, and a Board decision must be rendered
within thirty (30) days of the Board meeting at which a hearing was
scheduled. 1If the Board elects to hold a hearing, it shall provide written
notice of a hearing, including the time and place of the hearing, to the
grievant within ten (10) business days of the regular Board meeting at which
the grievance was submitted. At any such hearing, the parties may be
represented by legal counsel, submit evidence in the form of exhibits or
testimony and cross-examine witnesses. The previous procedures shall be
informal and as determined by the Board or hearing officer. Abandonment
ol a case or non-compliance of the required deadlines and other policies by
the grieved party will result in the termination of the grievance.

An Fmployee must, and as part of their contract with RRCS, have agreed
to exhaust this and all other possible remedies provided by RRCS prior
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to taking any action outside these policies.  Employee’s failure to exhaust
Employee’s remedies provided under this contract shall be a breach of
their contract and grounds for disciplinary action, up to and including
termination of employment. Further action, including action outside RRCS
is contractually barred if employee fails to exhaust the remedies available

under these policies.

The decision of the Board is final.
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TABLE OF DISCIPLINARY PENALTIES

Guidelines First Offense Second Offense Third Oftense
The knowing failure or refusal, _withdut just Warning 1day Suspension | 5days
cause to obey or carry out orders, instructions, - | to Termination (without pay) (without pay)
assignments or duties within the time designated] to Termination to Termination
by one '
The knowing failure to maintain to all persons, | Warning 1day Suspension | 5 days
conduct, demeanor and speech exhibiting the (without pay) (without pay)
respect and professionalism appropriate to the to Termination
employee of an educational instirution.
Failure without just cause, to'obey or Comply | Warning to 30 days| 1 day Suspension | 5 days
with any directive of RRCS, or any adopted and | Suspension (without pay) (without pay)
published policy of RRCS 7 (without pay) to Termination to Termination
Unexcused tardy from one's duties of one hour or| Warning Wz}zrﬁing tolday |1day Suspension
less more than twice in one week or four times in Suspension (without pay)
oneyear. e {(without pay) to Termination
The unauthorized absence from one's dutiesof | Warning 1 day Warning to 1 day Suspension
more than one hour. . Suspension Termination (wichout pay)

. _ {without pav) _ to Termination
Idleness, sleeping, waste of time, taking Warning 1 day Suspension | 3 days
excessive long breaks, or unauthorized to Termination (without pay) Suspension
participation on non-job-related activities during] to Termination (without pay)

duty hours.

to Termination

Any purposetul act or failure to act, which will | Warning 1 day Suspension | 5 days
foreseeably endanger or cause physical or to Termination (without pay) Suspension
emotional damage or educational or moral to Termination (without pay)
harm to any student at any time while said to

students is enrolled at RRCS Termination
Any purposeful act or failure to act, which will | Warning 1 day Suspension | 5days
foreseeably endanger or cause physical harm to Termination (without pay) Suspension

to another employee of RRCS S to Termination | (without pay)

ro Termination

The failure to disclose or report, to a position of | Warning 1day Suspension | 5 days
relevant authority, any conduct, occurrence, to Termination (without pay) to | Suspension
information or condition, which if not so Termination (without pay)

disclosed or reported, will or is likely to cause
harm, loss or damage to RRCS or any students

or employee thereof.

to Termination
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Any violation of the Drug Free Policy. Warning 1 day Suspension | 10 days
to Termination (without pay) Suspension
to Termination (without pay)
to Termination
The use without proper authorization or the Warning 1 day Suspension | 5 days
illegal operation of any vehicle owned, leased or | to Termination (without pay) Suspension
in the possession of RRCS or the intentional to Termination (without pay)
permitting of such unauthorized use of illegal to Termination

The intentional use without proper Warning to 3 days | Warning to 10 days | 5 days
authorization of RRCS or United States Suspension Suspension Suspension
Govermment property. (without pay) {without pay) (without pay)
to
Termination
The alteration or destruction, without proper Warning to 10 days | Warning to 5days
authorization, of any official RRCS record. Suspension Termination . Suspension
(without pay) {without pay)
to
L Termination
Theft of property or records belonging to RRCS, | I day Suspension | 15 days Suspension { Termination
the United States Government, or any employee | (without pay) .. | (without pay) -
of or student enrolled in RRCS to Termination e
Disclosure of confidential information vital to thel Warning to. - 1day Suspension | 5days
interest of RRCS. Termination (without pay) Suspension
to Termination (without pay)
. to
- ‘ , 5 Termination
Abuse of the Business Travel Expense Policy, Warning to I'day Suspension | 5days
which includes but is not limited to falsifying | Termination (without pay) Suspension
expense reports. (Note: Expenses provided in a to Termination (without pay)
falsified report will not be reimbursed.) o to Termination -
Any act through negligence or purposely - Warning to - 1day Suspension | 5days
damaging, improper, careless, destructive, or Termination (without pay) Suspension
unsafe use school or government property. ro Termination (without pay)

to Termination

Abuse or neglect of a student by an employee

3 days Suspension
“(without pay)
to Termination

Termination -

Failure to report all known infractions that will | Warning to 1day Suspension | 5days
endanger or result in Suspected Child Abuse & | Termination (without pay) Suspension
Neglect . to Termination {(without pay)
to Termination
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Sexual relations with a student by an employee. | Termination
Harassment; Intimidation; Bully; Threat; Warning to | day Suspension 5 days Suspension
Creating a hostile working environment. Termination (without pay) to  [(without pay) to
' termination Termination
Unprofessional or discourteous conduct toward | Warning to I to 3 days 5 days Suspension
Termination Suspension (without|(without pay) to

supervisors, employees, subordinates, public, or
other officials; use of foul language; angry
outhursts; disrespectful comments; provoking
quarrels; inappropriate remarks; us of abusive
language or offensive language quarreling or
inciting to quarrel,

pay) to Termination

Termination

Misuse of leave; failure ro request leave in
advance; unscheduled absences; failure to
provide acceptable medical certification to
justify medical leave requests or medical leave of
absence.

Warning to
Termination

I day Suspension
(without pay) to
[Termination

5 days Suspension
(without pay) to
[Termination

Insubordination, refusal to comply with

Warning to 2 days

3 days Suspension

5 days Suspension

adequate instruction(s) or disregard to directiveq Suspension (without pay)to  [(without pay) to
or regulations. Refusing to do asmgned work; (without pay) to  [Termination Termination
failure to do assigned work; carelessness in Termination

performing asswned work. '

Violating traffic regulations or reckless driving oy Warning to I to 3 days 5 days Suspension

improper operation while driving a school owed
or GSA vehicle,

Termination

Suspension (without
pay) to Termination

(without pay) to
Termination.

Falsification, misrepresentation, or concealment
of material fact in connection with employment,
or any record or investigation or other proper
proceedings, including financial records, and
time and attendance records.

Warning to
Termination

3 days Suspension
(without pay) to
Termination

5 days Suspension
(without pay) to
Termination.

Job Abandonment, an employee who is absent
from work for three (3) consecutive workdays;
fails to contact their immediate supervisor for

proper approval. '

Termination

Revised 03/14/2021

School Board Approved 7/22/2021

140 | Page




SECTION 8.01

A

ARTICLE VIII. TERMINATION OF EMPLOYMENT

VOLUNTARY TERMINATION (RESIGNATION)

Employees shall give at least a minimum if two (2) weeks written notice of their
intent and request to resign. Providing timely written notice does not and shall not
be construed to mean that employee’s request to be allowed to resign is granted.
Regardless of timely or other notice of intent and request to resign; the RRCS
Board retains the sole discretion whether or not to grant the requestor to be allowed
to resign. The Board shall make its decision whether or not to grant the request to
restgn based upon the best interest of RRCS regardless of employee’s timely notice.

Usage of accrued leave may be requested on a day-to-day basis during the final
days of employment subject to approval (Reference Section 5.02 Teave) ALL
LEAVE IS SUBJECT TO APPROVAL

An employee who has submitted a letter of resignation may not withdraw the
resignation after it has been accepted by the Board. The resignation shall
become effective as of the date specified in the letter of resignation or as otherwise
specified by -the Board in their determination of the best nterest of RRCS,
However, the Board may at any time dlsrmss an empioyee as OthEI'WISE prowded

in this Manual

The following procedures shall be followed in the case of re81gnat10n from

employment. - : 3 S

1 The employee shall provide a written notice of their intent to resign to the
immediate supervisor with a copy to the Human Resources Manager and

Fxecutive Director,  The Human Resources Manager shall provide a copy
- of the letter of resignation to the immediate superv1sor

2. The Executive Director shall place the resignation on the agenda for Board
review at the next scheduled Board meeting. : :

3. The employee shall be notified of when his / he1 reSIgnamon letter will be

considered by the Board. -

4. It is solely within the discretion of the Board to accept or reject the letter
of resignation and if -accepted to establish the eEfectwe date of any
accepted resignation. - S

5. The immediate supervisor sha]l account for a]l RRCS property issued to

the employee before the effective date of the resignation.

6. The Human Resources Manager shall-conduct an exit interview with the
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resigning employee before the effective date of resienation.
gring employ g

7. If the employee has outstanding debts or owes property to RRCS, the
immediate supervisor shall take all necessary steps to initiate repayment
on the part of the employee and to receive receipt of the property from the
employee, before the final paycheck is released. The immediate supervisor
shall notify the Business Manager in writing that he / she has accounted for
all RRCS property issued to the employee, has taken steps to initiate
repayment / recelpt of property, and that the final pay check can be released
by RRCS

8. After employee provides a letter of intent and request for resignation, said
- employee shall not participate in RRCS travel, training or other activities
fanded in whole or in part by RRCS.

SECTION 8.02 INVOLUNTARY TERMINATION (DISMISSAL OTHER THAN
LAYOFF / REDUCTION-IN-FORCE)

A Employees may be terminated for cause. Examples of infractions which may
result in disciplinary action, including involuntary dismissal, are included in the
Table of Penalties. However, it is not-possible to list all the forms of behavior
which are considered unacceptable in the work place and the Board may in its
discretion dismiss any employee for unsatisfactory performance, unprofessional
conduct, insubordination, violation of policies or laws, or such other conduct that
constitutes cause to dismiss, While the Board ‘may choose to take a lesser
disciplinary action such as a warning or suspension for a first offense, the Board
may in its discretion dismiss an employee for a first offense il appropriate
depending on the facts and circumstances of the situation.

B. Involuntary Dismissal Procedures (other than Layoff / Reduction-in-Force)

L Dismissal of an employee may be recommended to the Executive Director by
the supervisor. The Executive Director in consultation with the supervisor
will submit to the Board a recommendation and a resolution for
termination, setting forth the reasons for the recommendation for
termination, citing the specific policy violations violated by the employee
and other specific matters identified in Policy 7.01(E)(3). A copy of this
recommendation and resolution for termmauon will be hand delivered or
mailed to the employee.

2. If the Board, after reviewing the recommendation for termination from the
Executive Director, believes that adequate cause exists to terminate the
employee, the Board shall take action to terminate. The termination shall
be effective upon the action of the Board.
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10.

11

12.

Upon the Board's terminacion action, the employee will be notified by
hand delivery or through certified mail, a written Notice of Termination
from the Board terminating the employee and setting forth the reasons for
the termination and citing policies violated by the employee.

The terminated employee shall be afforded an appeal of the termination.
Should the employee appeal, the terminated employee must submit a
written appeal to the Executive Director which states the basis for the
appeal and the specific facts, circumstances, evidence and witnesses which
support the appeal, no later than five (5) calendar days after receipt of the
Notice of Termination.

Once the Fxecutive Director receives the written appeal, the Executive
Director shall notify the Board of the written appeal. Within twenty (20)
calendar days from the notice to the Board of the written appeal a hearing
officer shall be retained. An appeals hearing shall be scheduled within forty-
five (45) days [rom the date the Board was notified of the written appeal.
However, the appeals hearing date shall be dependent upon the hearing
officers’ and witnesses schedules. A notice of hearing shall be mailed to the
appellant no later than three (3) calendar days after a- hearmg date has been

scheduled.

The hearing on the dismissal appeal may, at the option of the employee, be
done in executive session. If the employee does not opt to have the hearing
in executive session, the hearing will be an open public hearing.

At this hearing the Executive Director or designee shall represent RRCS is
its administrator not as the school’s legal counsel against the terminated
employee and will present to the hearing officer testimony and other
evidence pertammg to the termmatlon RRCS may be represented by

counsel. -

The employee shall thereafter present his / her testimony and evidence with
regard to the termination letter The employee may be represented by
counsel, L

All testimony shall be raken under oath, the proceeding shall be tape
recorded, and both sides shall have a right to cross-examine the other side’s
witnesses. Formal Rules of Evidence shall not apply and the hearing officer
will allow evidence that is relevant and non-repetitive. -

Either side may be represented by counsel at the party’s own expense.

After both sides have presented their case, both SIdES will be allowed a brief
closing argument.

After —bc')th'sides have presented closing arguments, the hearing officer shall
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provide the Board with written findings of fact, conclusions of law / policies
and recommendations for action. The Board shall subsequently consider the
hearing -officer’s. findings of fact, conclusions of law / policies and
“recommendations. ‘The Board shall deliberate and decide to: 1)uphold
the termination; or 2) reject the termination; or 3) impose a lesser
dlsmphnary action.”

13. | The decision of the Board shall be final and effective immediately.

C. An employee as part of their contract with RRCS, has agreed to exhaust this and all
other possible remedies provided by RRCS prior to taking any action outside these
policies. Employee’s failure to exhaust employee's remedies provided under this
contract shall be a breach of their contract and grounds for disciplinary action, up to
and including termination of employment. Further action, including action outside
RRCS is contractually barred if employee fails to exhaust the remedies available under
these policies.

SECTION8.03  LAYOFF/REDUCTION-IN-FORCE

This provision relates to any involuntary employment termination for non-disciplinary
reasons, initiated by the organization due to economic need, insufficient federal funding,
changing program needs, reduction in student count, reduction in work load or other factors
which, in the sole discretion of the Board, render such action prudent and in the best interest of
RRCS The Executive Director shall notify the Board when funding, workload circumstances or
other circumstances require a layoff / reduction-in-force, and shall submit a layoff/reduction-
in-force plan to the Governing Board,

In developing such plan, whether during the RRCS year or at the time for contract renewal
decisions, the Executive Director shall give preference in retention to positions essential to the
administration and operation of RRCS. In considering the Executive Director’s plan, the Board
shall also give preference in retention to such positions.

The Executive Director and the Board shall also consider the following factors in making
layoff/reduction-in-force decisions, whether during the RRCS year or at the time for contract
renewal decisions:

A Definitions:
L “Employee” mean both non-probationary and probationary
employees.
2. “Non-probationary employee” is an employee who has completed the
probationary period.
3. “Probationary employee” means a newly appointed employee or an

employee who is promoted into a new position with an increase in pay and
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who is subject to an initial ninety (90) calendar day’s period of probation.

“Temporary employee” means an employee who is hired on an
immediate need basis.

Invohuntary dismissal may occur on account of the abolishment of a position due
to lack of funds, change in duties, reorganization or lack of work. All rerminations
resulting from a reduction in force must be authorized by the Board.

When more than one employee is affected:

First and foremost, all decisions regarding which employees and / or
employment positions to retain in any reduction-in-force shall be first and
foremost made on the basis of the best interest of RRCS and the students it
serves. Any other considerations, including those set forth below, shall be

secondary to this primary principle.

The Board may create a revised organizational chart for RRCS that reflects the
positions that will exist after the reduction-in-force, including the number of
positions that will be retained. If the Board decides to -reorganize and revise
the organizational chart so that new or consolidated positions are created with
skill requirements that are different from RRCS’s existing positions, position
descriptions and qualifications for each of these new or consohdated p051t10ns

will be estabhshed

The Human Resources Manager with the Executive Director shall establish
lists' grouping the positions that shall be retainéd: within each job class
(hereinafter “Job Class™). Fach job class will be made up of those positions
with the same or similar required quahflcatlons

If RRCS does not recrganize and / or revise its orgaftizational chart, the job
classes will be 1dent1f1ed from the existing orgamzatlonal chare and position
descrlptlons

If there is only one position in the job class that has certain required
gualifications, that one position will be its own job class.

Within each job class; the Human Resources Manager in cohsultation with Executive
Director will establish a list of current employees; rankmg the employees in the order
by which employees will be laid-off (the employees ththSt on the lists are to be laid-
off first). : . .

The lists to be established are as follows:-

The fitst list will include current employees in that job class who are neither
Navajo nor a spouse of a Navajo.
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2. The second list will include current employees in that job class who are
Navajo or a spouse of a Navajo.

3. Within each of the above lists, groups will be developed and the employees
should be ranked with probationary and temporary employees grouped first
and with permanent employees grouped last.

4. Within each group, employees who are least effective, as reflected by their

" performance evaluation(s) and disciplinary record(s), are ranked first and

employees who have been most effective, as reflected by their performance
evaluation(s) and disciplinary record(s), are ranked last.

5. If a tie exists within a group as to the effectiveness of two or more employees,
the tied employees shall be ranked by seniority with the employee with the
least amount of seniority ranked first and those with the highest seniority
ranked last.

For each job class, the Executive Director in consultation with the Human Resources
Manager will determine how many positions in that job class are going to be eliminated
based upon a comparison of the existing organizational chart and the revised
organizational chart for the next year. Once the number of employees to be laid-off in
each job class is determined, individual employees to be lald’off are identified as
follows:

L By going to the first list for that job class and beginning from the top and
going down to the bottom,;

2. Then going to the second list beginning from the top and going down to the
bottom; and

3. Finally, to the third list beginning from the top and going down to the bottom,
until the requisite number of employees to be laid-off have been identified.

If new or consolidated positions have been created through the above process, those
new or consolidated positions will be advertised. Current and qualified Navajo
employees and secondary qualifying Navajo spouses have first preference for those
positions absent a waiver of Navajo preference under Title 10 and these policies
(waiver). |

Any Navajo or qualifying Navajo spouse who is laid-off through the above process
has the right to displace a.non-Navajo or non-Navajo spouse in any other position for
which the Navajo or Navajo spouse demonstrates the necessary qualifications absent a
waiver.

Individual employees who are laid-off through the above process shaH be given thirty
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(30) days' written notice that their contracts will be terminated because of a reduction-
in-force due to lack of funds, change in duties, reorganization, lack of work, or other

reasons.
I. Actions regarding reduction-in-force are not subject to the grievance procedures.
] Absent a watver and irrespective of the qualifications of any non-Navajo applicant or

candidate, any Navajo applicant or candidate who demonstrates the necessary
qualifications for an employment position shall be retained by the employer in the case
of a Reduction in Force (RIF) affecting such class of positions until all non-Navajos
employed in that class of positions are laid off, provided that any Navajo who is laid
off in compliance with this provision shall have the right to displace a non-Navajo in
any other employment position for which the Navajo demonstrates the necessary
qualifications. Further, any RIF shall in all other ways also comply with the NPEA.

SECTION 8.04 REINSTATEMENT

Any employee affected by a reduction in force will be reinstated pursuant to the Personnel
Policies and Procedures of RRCS, Inc. (i.e. Selection Procedures) and qualifications for the position
into a vacant position for which the employee qualifies and for which the employee is the best
qualified Navajo. Such reinstatement may occur only within the contract year in which the lay off
or reduction-in-force occurred. It shall be the employee’s responsibility to remain informed of
any vacant positions and make the appropriate application for reinstatement.

SECTION 8.05  DISABILITY

RRCS will provide reasonable accommodations to cualified applicants or employees with
disabilities unless doing so would constitute an undue hardship. A qualified applicant or employee
with a disability is an individual who-~with or without reasonable accommodation(s)—can
perform the essential functions of the employment position. The School may require medical
documentation to assess the nature and extent of an individual's chsabﬂlty for purposes of this
policy. ' :

Applicants or employees in need of reasonable accommodations are encouraged to contact the
Human Resources Manager. Requests for reasonable accommodations will be handled on an
individual basis. Any disputes arising from reasonable accommodation requests are subject to the
School's grievance procedures.

Upon written verification of a medical doctor that an employee is unable to perform the duties
and responsibilities in the employee’s job description and all leave has been used and
alternative employment is not available or possible, said employee may be terminated.

Salary and henefits will terminate automatically on the day all leave benefits have heen
expended.
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