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I.  
INTRODUCTION 

WELCOME NEW EMPLOYEE!

For those of you who are commencing employment with Grace Academy Cartersville, your colleagues welcome you, and wish you every success. We believe that each employee contributes directly to Grace Academy Cartersville’s growth and success, and we hope you will take pride in being a member of our team.

For those of you who have been with us, thank you for your past and continued service. 
This handbook was developed to outline the policies, programs, and benefits available to eligible employees. You should familiarize yourself with the contents of this handbook as soon as possible, for it will answer many questions about your employment. For those questions that are not answered, please feel free to ask your administrator.

We hope that your experience with Grace Academy Cartersville will be challenging, enjoyable, and rewarding.  Again, welcome!

II.  
EMPLOYEE RELATIONS 

EMPLOYEE RELATIONS

Grace Academy Cartersville believes that the working conditions, wages, and benefits it offers to its employees are not only competitive, but exceed those offered by other employers in this area and industry.  If you have concerns about work conditions or compensation, you are strongly encouraged to voice these concerns openly and directly with your Administrator.

Our experience has shown that when employees deal openly and directly with Administration, the work environment can be excellent, communications clear and productivity and job satisfaction positive.  We believe that Grace Academy Cartersville amply demonstrates its commitment to you, as an employee/teacher, by responding to your concerns.

NATURE OF EMPLOYMENT

Employment with Grace Academy Cartersville is voluntarily entered into, and you are free to resign at-will at any time. Similarly, Grace Academy Cartersville may terminate the employment relationship at-will at any time, with or without notice.

Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to constitute contractual obligations of any kind or a contract of employment between Grace Academy Cartersville and any of its employees.  This handbook, and the policies contained herein, has been developed at the discretion of administration and, except for its policy of employment-at-will, may be amended or canceled at any time, at Grace Academy Cartersville’s sole discretion.

EQUAL EMPLOYMENT OPPORTUNITY

The School is an equal opportunity employer and makes decisions related to compensation and all terms, conditions or privileges of employment on the basis of merit.  School policy prohibits unlawful discrimination based on race, color, creed, sex, age, national origin or ancestry, physical or mental disability, medical condition (including pregnancy), genetic information, veteran status, or any other consideration made unlawful by federal, state, or local laws.  All such discrimination is unlawful and prohibited by the School.

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a disability, and to the extent required by the Americans With Disabilities Act, the School will make a reasonable accommodation for the known physical or mental limitations of an otherwise qualified individual with a disability who is an applicant or an employee unless undue hardship for the School would result.

Any applicant or employee who requires an accommodation in order to apply for the position or to perform the essential functions of the job should contact administration and request such an accommodation.  The individual with the disability should specify what accommodation is required to perform the essential functions of the job.  The School will then engage in a timely, good faith interactive process with the applicant or employee to identify possible accommodations, if any, that will enable the applicant or employee to perform the essential functions of the job.  If the accommodation is reasonable, will not create an undue hardship on the School or create a safety threat, the School will make the accommodation.

ANTI-HARRASSMENT
The School is committed to providing a work environment that encourages mutual respect and is free of unlawful harassment, discrimination and bias.  The School’s anti-harassment policy applies to all persons involved in the operation of the School and prohibits unlawful harassment by any employee of the School, including supervisors and coworkers.  The law also prohibits unlawful harassment towards any employee by students, parents, contractors and visitors to the School’s campus or vice versa.

Prohibited unlawful harassment includes, but is not limited to, the following:  Any harassment or use by anyone in its employ of any derogatory epithet (whether verbal, written or gestural) based on race, color, creed, sex, religion, age, national origin or ancestry, physical or mental disability, medical condition (including pregnancy), genetic information, veteran status, or any other consideration made unlawful by federal, state or local laws; or sexual harassment, defined as:

· unwanted sexual advances, or visual, verbal or physical conduct of a sexual nature; or

· any form of sexually offensive behavior including gender-based harassment of a person of the same sex as the harasser when;

1. submission to the conduct is made explicitly or implicitly a term or condition of an individual's employment, 

2. submission to or rejection of the conduct by an individual is used for employment decisions affecting an individual, or 

3. such conduct has the purpose or effect of unreasonably interfering with the employee's work performance or creating an intimidating, hostile, or offensive work environment.

If you believe that this anti-harassment policy is being violated, either with respect to yourself or with respect to another employee, you are strongly encouraged to report that belief immediately, either:  

· to your administrator (either in writing or personally), or

· to the chairman of the Board of Directors
Upon notice of an employee's concern about being harassed, the School will act to stop any further harassment and to correct any effect of the harassment and will:

1. Inform the complainant of his or her rights and of any obligation to secure those rights;

2. Promptly investigate the complaint.  The investigation will be immediate, thorough, objective and complete.  We will make diligent efforts to interview all persons with information on the matter.  

3. Take prompt and effective action to remedy/correct harassment.

4. Respond in a timely manner to any complaint of harassment, describing the disposition of the complaint and any action taken in resolution of the complaint.  

5. The School will not retaliate against you for filing a harassment complaint and will not knowingly permit retaliation by management or your coworkers.

Third Party Anti-Harassment 

The School is committed to providing a work environment that encourages mutual respect and is free of unlawful harassment. The School strongly condemns any form of unlawful employment-related harassment. School policy prohibits employees from, among other things, engaging in unlawful harassment of third parties, including students, parents, contractors and visitors to the School’s campus. 

Prohibited unlawful harassment includes, but is not limited to, the following: 

· any harassment or the use by anyone in the School’s employ of any derogatory epithet (whether verbal, written or gestural) based on race, color, creed, sex, religion, age, national origin or ancestry, physical or mental disability, medical condition (including pregnancy), genetic information, veteran status, or any other consideration made unlawful by federal, state or local laws; or 

· sexual harassment, including (but not limited to) unwanted sexual advances, visual, verbal or physical conduct of a sexual nature, and gender-based sexually offensive conduct against a person of the same or opposite sex as the harasser when (1) submission to the conduct is made explicitly or implicitly a term or condition of doing business with the School, (2) submission to or rejection of the conduct by an individual is used for business decisions affecting an individual, or (3) such conduct has the purpose or effect of unreasonably interfering with the third party’s work performance or that of creating an intimidating, hostile or offensive environment. 

An employee who believes that this policy is being violated, with respect to third parties as referenced above, should report that belief to his or her administrator immediately, either in writing or personally. 

Upon notice of an employee's concern about the possible harassment of third parties, the School will respond appropriately, will not retaliate against the employee for filing a harassment complaint, and will not knowingly permit retaliation by administration or the employee’s coworkers. 

Any employee violating this policy will be subject to disciplinary action up to and including termination of employment.

Anti-Retaliation 

In addition to prohibiting discrimination and harassment in the workplace, state and federal law also prohibits retaliation.  One type of retaliation occurs when an employer takes employment action against an employee who complains about harassment or discrimination if such action may likely discourage a reasonable employee from making or supporting a claim of harassment or discrimination.   Harassment and discrimination may be based on a protected status as outlined in the School Equal Employment Opportunity policy as well as protected activities such as testifying at or providing information related to a labor investigation, or whistleblower status.  Examples of adverse action may include, depending on the circumstances, demotion, failure to promote, termination, change of work hours or change of job duties.  Another type of retaliation occurs when coworkers ostracize, employ derogatory epithets (verbal, written or gestural) against or otherwise harass an employee because he or she has complained about discrimination or harassment.

It is illegal to retaliate against an employee because he or she complained about harassment or discrimination, even if no harassment or discrimination ever happened.  School policy STRICTLY PROHIBITS any form of retaliation against an employee because he or she complained about harassment or discrimination.  If you feel you have been retaliated against based on a complaint, please notify administration immediately.

DRUG AND ALCOHOL-FREE WORKPLACE

To help ensure a safe, healthy and productive work environment for our employees and others, to protect School property, and to ensure efficient operations, the School has adopted a policy of maintaining a workplace free of drugs and alcohol. This policy applies to all employees and other individuals who perform work for the School. 

The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer, purchase, sale or distribution of controlled substances, drug paraphernalia or alcohol by an individual anywhere on School campus, while on School business (whether or not on School campus) or while representing the School, is strictly prohibited. Employees and other individuals who work for the School also are prohibited from reporting to work or working while they are using or under the influence of alcohol or any controlled substances, except when the use is pursuant to a licensed medical practitioner's instructions and the licensed medical practitioner authorized the employee or individual to report to work. 
Violation of this policy will result in disciplinary action, up to and including discharge. 

The School maintains a policy of non-discrimination and will endeavor to make reasonable accommodations to assist individuals recovering from substance and alcohol dependencies, and those who have a medical history which reflects treatment for substance abuse conditions. We encourage employees to seek assistance before their substance abuse or alcohol misuse renders them unable to perform the essential functions of their jobs, or jeopardizes the health and safety of any School employee, including themselves. 
WORKPLACE VIOLENCE

Grace Academy Cartersville is strongly committed to providing a safe workplace. The purpose of this policy is to minimize the risk of personal injury to employees and damage to School and personal property. 

We do not expect you to become an expert in psychology or to physically subdue a threatening or violent individual. Indeed, we specifically discourage you from engaging in any physical confrontation with a violent or potentially violent individual. However, we do expect and encourage you to exercise reasonable judgment in identifying potentially dangerous situations. 
Experts in the mental health profession state that prior to engaging in acts of violence, troubled individuals often exhibit one or more of the following behaviors or signs: over-resentment, anger and hostility; extreme agitation; making ominous threats such as bad things will happen to a particular person, or a catastrophic event will occur; sudden and significant decline in work performance; irresponsible, irrational, intimidating, aggressive or otherwise inappropriate behavior; reacting to questions with an antagonistic or overtly negative attitude; discussing weapons and their use, and/or brandishing weapons in the workplace; overreacting or reacting harshly to changes in Company policies and procedures; personality conflicts with co-workers; obsession or preoccupation with a co-worker or Supervisor; attempts to sabotage the work or equipment of a co-worker; blaming others for mistakes and circumstances; demonstrating a propensity to behave and react irrationally 

Prohibited Conduct

Threats, threatening language or any other acts of aggression or violence made toward or by any School employee WILL NOT BE TOLERATED. For purposes of this policy, a threat includes any verbal or physical harassment or abuse, any attempt at intimidating or instilling fear in others, menacing gestures, flashing of weapons, stalking or any other hostile, aggressive, injurious or destructive action undertaken for the purpose of domination or intimidation. To the extent permitted by law, employees and visitors are prohibited from carrying weapons onto School premises. 
Procedures for Reporting a Threat 
All potentially dangerous situations, including threats by co-workers, should be reported immediately to an administrator or next in charge.  Reports of threats may be maintained confidential to the extent maintaining confidentiality does not impede our ability to investigate and respond to the complaints. All threats will be promptly investigated. No employee will be subjected to retaliation, intimidation or disciplinary action as a result of reporting a threat in good faith under this policy.  A member of Grace Baptist Church will be notified of any threat received.
If the School determines, after an appropriate good faith investigation, that someone has violated this policy, the School will take swift and appropriate corrective action. 
If you are the recipient of a threat made by an outside party, please follow the steps detailed in this section. It is important for us to be aware of any potential danger in our offices. Indeed, we want to take effective measures to protect everyone from the threat of a violent act by an employee or by anyone else. 

IMMIGRATION LAW COMPLIANCE

Grace Academy Cartersville comply with the Immigration Reform and Control Act of 1986 and are committed to employing only United States citizens and aliens who are authorized to work in the United States.

As a condition of employment, each new employee must properly complete, sign and date the first section of the U.S. Citizenship and Immigration Services (USCIS) Form I-9.  Employees must also present the original necessary document(s) to prove identity and employment eligibility. Former employees who are rehired must also complete the form if they have not completed an I-9 with Grace Academy Cartersville within the past three years, or if their previous I-9 is no longer retained or valid.

GRIEVANCES
Grace Academy Cartersville recognizes that a peaceful working environment facilitates productivity, and will continue to take the necessary steps to create a harmonious working environment.  In the event that a misunderstanding or conflict arises, every effort should be made to resolve the situation in a timely manner.  Should the situation persist, you are encouraged to bring the complaint to the attention of management by following the procedures outlined below:

1.
Discuss the situation with your immediate supervisor.  If this is not sufficient or appropriate, then proceed to step 2.

2.
Meet with the most senior administrator available who may proceed to conduct an investigation into the situation and find possible remedies. You should receive a response within a reasonable period of time.  The School will attempt to respond and/or resolve the situation within 14 days, or sooner as the circumstances warrant.  If this does not suffice then you are encouraged to meet with the chairman of the Board of Directors.

Note: Complaints alleging violations of the Company's discrimination/harassment policy should be handled in accordance with the policy entitled "Policy Prohibiting Harassment and Discrimination."
OPEN DOOR POLICY

Grace Academy Cartersville works very hard to ensure that the open and direct lines of employer-employee communication remain open.  All staff are encouraged to discuss concerns or suggestions.  

III.  
PAY, PERFORMANCE & DEDUCTIONS

EMPLOYMENT CATEGORIES

It is the intent of Grace Academy Cartersville to clarify the definitions of employment classifications so that you understand your employment status and benefit eligibility.  These classifications do not guarantee employment for any specified period of time; all employment classifications are at-will.

Please note below a list of the employment categories recognized by Grace Academy Cartersville:

Regular Full-Time Employees/Teachers: Employees who are not in a temporary status and who are regularly scheduled to work a full-time schedule.  Generally, they are eligible to participate in Grace Academy Cartersville’s benefits, subject to the terms, conditions, and limitations of each benefit program.

Regular Part-Time Employees/Teachers: Employees who are not assigned to a temporary status and who are regularly scheduled to work less than 30 hours per week.  While they do receive all legally mandated benefits (such as Social Security and workers' compensation insurance), they are ineligible for most of Grace Academy Cartersville's other benefit programs.

Temporary Employees/Substitute Teachers: Employees holding jobs of limited or specified duration arising out of special projects, position vacancy pending appointment, the absence of a position incumbent, abnormal work loads, emergencies, or other reasons established by Grace Academy Cartersville. Temporary employees may work either full or part-time work schedules, but will not be eligible to receive company-sponsored benefits or accrue any form of service credit.

Nonexempt Employees: Employees covered by overtime pay and other distinctive provisions of the Fair Labor Standards Act (FLSA) or applicable state laws.  Such employees are entitled to overtime pay, in accordance with federal and state wage and hour restrictions, for work required to be performed by the company in excess of 40 hours in the designated workweek.  Employees placed in this classification may be paid on a salary or hourly basis.

Exempt Employees: Employees classified by the company as exempt are ineligible for overtime pay and other employment conditions as provided for in the Fair Labor Standards Act (FLSA) and applicable state laws.  Generally, such employees are those occupying executive, administrative, professional (teachers), or outside sales positions.  Employees placed in this classification are paid on a salary basis.

TIMEKEEPING
Accurately recording time worked is the responsibility of every non-exempt employee.  Federal and state laws require Grace Academy Cartersville to keep an accurate record of time worked in order to calculate employee pay and benefits.  Time worked is defined as all the time actually spent on the job performing assigned duties.

Non-exempt employees should accurately record the time they begin and end their work, as well as the beginning and ending time of each meal period.   They should also record the beginning and ending time of any split shift or departure from work for personal reasons.  Time should be recorded on a time clock.  Altering, falsifying, tampering with time records, or recording time on another employee's time record may result in disciplinary action, up to and including termination of employment.

It is the employee’s responsibility to sign into Grace Academy Cartersville’s electronic time device to certify the accuracy of all time recorded.  In addition, if corrections or modifications need to be made to the time record, both the employee and administration prior to payroll processing.
WORK SCHEDULES

Working Time

Grace Academy Cartersville is open from 7:15 a.m. to 6:00 p.m., Monday through Friday.  Employees are expected to be at their work area, ready to begin work, at their scheduled time. The normal work schedule for most employees is 8 hours a day, 5 days a week.  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 and week.  Administration will advise employees of the times their schedules will normally begin and end.

Lunch:  Grace Academy Cartersville will grant you one meal period of up to 30 minutes each workday.   Administration will schedule meal periods to accommodate operating requirements.  
If you are a nursing mother and require breaks to express breast milk during the day, please contact Administration for information and to make arrangements to accommodate your needs.  

PAYDAYS AND DIRECT DEPOSIT

You will be paid on the Second and Fourth Friday of each month.  Each paycheck will include earnings for all work performed through the end of the previous payroll period.  

You are encouraged to have pay deposited directly into the bank or financial institution of your choice.  (Please note that the bank or financial institution must be a member of an automated clearing house).  To initiate the process, please complete a Direct Deposit Authorization form and submit it to the administrative office of Grace Academy Cartersville.  You will receive an itemized statement of wages when direct deposit is made.

Grace Academy Cartersville takes all reasonable steps to ensure that you receive the correct amount of pay in each paycheck and that you are paid promptly on the scheduled payday.  In the unlikely event that there is an error on your paycheck, promptly bring the discrepancy to the attention of the Grace Academy Cartersville administration so that corrections can be made as quickly as possible.
The School makes every effort to ensure employees are paid correctly.  Occasionally, however, unintentional errors happen.  Mistakes brought to our attention will be promptly corrected.  Please review your pay stub upon receipt to ensure it is accurate and if you believe a mistake has happened you should report it as follows.  If you believe your wages have been subject to any improper deductions or your pay does not accurately reflect all hours worked, you should report your concerns to your administrator.  The School will promptly investigate and make corrections, as appropriate.  

The School will not allow any form of retaliation against individuals who report alleged violations of this policy or who cooperate in any investigation of such reports.  

COMPENSATION PHILOSOPHY
Grace Academy Cartersville adopts a conservative, yet fair, philosophy regarding the wages of its employees.  Salaries are designed to be fair, but are generally not going to be identical to industry leaders.

Establishment of Salary Ranges
Each employee/teacher has a Job Description, which is kept on file in the office. Each Job Description has been evaluated and assigned to a particular wage band. Employees within each category are paid within that particular band. However, based on individual experience, contribution and merits there may be fluctuation within each band and they are considered on an individual basis. Some considerations are:

· Job duties 

· Level of accountability 

· Supervisory duties 

· Education required for the position 

· Human relations skills required for the position 

· Budget 

Although some employees may feel that the process for compensating employees is haphazard, the establishment of wage ranges is taken very seriously by the School and is in every instance designed to fairly compensate employees.

Finally, we are required by law to keep employee information confidential within the structure of the organization and request employees refrain from sharing personal salary information, as wage decisions are based on a number of factors. The personal integrity of each person is appreciated in fulfilling this request, as is not a requirement, solely a request to support the efforts of management to create an environment where the business initiatives are met due to the willingness and teamwork of its employees without the pressure of outside, unrelated factors.

OVERTIME POLICY 

When operating requirements or other needs cannot be met during regular working hours, you may be scheduled to work overtime hours.  When possible, advance notification of these mandatory assignments will be provided.  Any overtime work in excess of four hours per week must receive the manager’s prior authorization.    

Overtime compensation is paid to all non-exempt employees in accordance with federal and state wage and hour restrictions, if you work in excess of 40 hours in the designated workweek.  Overtime pay is based on actual hours worked.  Failure to work scheduled overtime or overtime worked without prior authorization may result in disciplinary action, up to and including termination of employment.

PAY DEDUCTIONS 

The law requires that Grace Academy Cartersville make certain deductions from every employee’s compensation.  Among these are Social Security, Medicare, and applicable federal, state and local income taxes.  Grace Academy Cartersville offers programs and benefits beyond those required by law.  Eligible employees may voluntarily authorize deductions from their paychecks to cover the costs of participation in these programs. 

If you have questions concerning why deductions were made from your paycheck or how they were calculated, please contact the administrative office.

TRAVEL TIME FOR NON-EXEMPT EMPLOYEES
Non-exempt employees may be required to travel for business needs. Below are general guidelines as to whether such time is compensable. These guidelines are subject to applicable state law. 

Overnight Out-of-Town Trips 
All time spent traveling is compensable, except for meal periods, if the travel occurs during normal working hours on days the employee is scheduled to work and days the employee is not scheduled to work. All working time, of course, is compensable. 
Out-of-Town Trips For One Day 
All time is compensable except for: (i) any time spent traveling between home and the local railroad, bus or plane terminal; and (ii) any time spent eating while on the move. 

However, it is vital to note that travel from home to work and travel from work to home generally is non-compensable. 

SAFE HARBOR POLICY FOR EXEMPT EMPLOYEES

It is our policy and practice to accurately compensate employees and to do so in compliance with all applicable state and federal laws. To ensure that you are paid properly and that no improper deductions are made, you must review your pay stubs promptly to identify and report all errors. 

If you are classified as an exempt salaried employee, you will receive a salary which is intended to compensate you for all hours you may work for the School. This salary will be established at the time of hire or when you become classified as an exempt employee. While it may be subject to review and modification from time to time, such as during salary review times, the salary will be a predetermined amount that will not be subject to deductions for variations in the quantity or quality of the work you perform.
Under federal and state law, your salary is subject to certain deductions. For example, unless state law requires otherwise, your salary can be reduced for the following reasons: 

Full-day absences for personal reasons. 
Full-day absences for sickness or disability. 
Full-day disciplinary suspensions for infractions of our written policies and procedures. 
Family and Medical Leave absences (either full- or partial-day absences). 
To offset amounts received as payment for jury and witness fees or military pay.
The first or last week of employment in the event you work less than a full week. 
Any full work week in which you do not perform any work.

Your salary may also be reduced for certain types of deductions such as your portion of health, dental or life insurance premiums; state, federal or local taxes; social security; or other voluntary benefits.
In any work week in which you performed any work, your salary will not be reduced for any of the following reasons: 
Partial day absences for personal reasons, sickness or disability. 
Your absence on a day because your employer has decided to close a facility on a scheduled work day.
Absences for jury duty, attendance as a witness, or military leave in any week in which you have performed any work. 
Any other deductions prohibited by state or federal law. 

However, unless state law provides otherwise, deductions may be made to your accrued leave for full- or partial-day absences for personal reasons, sickness or disability. 
If you believe you have been subject to any improper deductions, you should immediately report the matter to Administration. 
IV.  
EMPLOYEE BENEFITS

BENEFITS OVERVIEW/DISCLAIMER

In addition to good working conditions and competitive pay, it is Grace Academy Cartersville’s policy to provide a combination of supplemental benefits to all eligible employees. In keeping with this goal, each benefit program has been carefully devised. These benefits include time-off benefits, such as holidays, and other plan benefits. We are constantly studying and evaluating our benefits programs and policies to better meet your present and future requirements. 
The next few pages contain a brief outline of the benefits programs Grace Academy Cartersville provides for you and your family. Of course, the information presented here is intended to serve only as guidelines.

The descriptions of the insurance and other plan benefits merely highlight certain aspects of the applicable plans for your general information only. The details of those plans are spelled out in the official plan documents, which are available for review upon your request from Administration. Additionally, the provisions of the plans, including eligibility and benefits provisions, are summarized in the summary plan descriptions ("SPDs") for the plans (which may be revised from time to time). In the determination of benefits and all other matters under each plan, the terms of the official plan documents shall govern over the language of any descriptions of the plans, including the SPDs and this handbook.

Further, Grace Academy Cartersville (including the officers and administrators who are responsible for administering the plans) retains full discretionary authority to interpret the terms of the plans, as well as full discretionary authority with regard to administrative matters arising in connection with the plans and all issues concerning benefit terms, eligibility and entitlement.

While the School intends to maintain these employee benefits, it reserves the absolute right to modify, amend or terminate these benefits at any time and for any reason.

Administration can identify the programs for which you are eligible.  Details of many of these programs can be found elsewhere in the employee handbook.  The following are benefit programs that may be available for eligible employees:


· Dental Insurance

· Supplemental Benefits

· Paid Holidays

· Family Medical Leave Act

· Sick Pay

· Jury Duty

· Military Leave
· Workers’ Compensation

For more information on benefits and eligibility, please contact the administrative office. 

HEALTH, DENTAL AND OTHER BENEFIT PLANS

Grace Academy Cartersville offers its full-time employees and their dependents a wide range of competitive benefit plans.  Grace Academy Cartersville pays the full cost of some of these plans and will share the cost with you for others. For more information regarding these plans contact the administrative office of Grace Academy Cartersville.

Details of health, dental and other benefit plans are spelled out in the official plan documents, which are available for review upon your request from your administrator. Additionally, the provisions of the plans, including eligibility and benefits provisions, are summarized in the summary plan descriptions ("SPDs") for the plans (which may be revised from time to time). In the determination of benefits and all other matters under each plan, the terms of the official plan documents shall govern over the language of any descriptions of the plans, including the SPDs and this handbook. 

 WORKERS' COMPENSATION INSURANCE

Grace Academy Cartersville will provide a comprehensive worker’s compensation coverage to all employees.  This program covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment.  As an employee of Grace Academy Cartersville, you must follow the procedures and guidelines required by Grace Academy Cartersville when seeking medical care.  

· If you sustain a work-related injury or illness you must inform your administrator immediately.  If your administrator is not available, report your injury to any member of management.  No matter how minor an on-the-job injury may appear, it is important that it be reported immediately.

· The first concern in an emergency situation is the general welfare of our employees.  If there has been an accident involving an employee or a visitor, call for medical attention at once by dialing 911.  If there is ever any doubt as to whether or not you should call the police, the fire department or for an ambulance, call!
· In non-emergency situations, you must go to the doctor that is assigned to you by Grace Academy Cartersville or the insurance carrier.  Any referrals that the doctor may make for you to see a specialist must be coordinated through the insurance carrier.

Neither Grace Academy Cartersville 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 Grace Academy Cartersville.

HOLIDAYS 
Time off with pay is granted for recognized holidays whenever business permits.  Grace Academy Cartersville’s recognized holidays are:

· Memorial Day 



(last Monday in May)

· Labor Day 



(first Monday in September)

· Thanksgiving 



(fourth Thursday in November)

· Day after Thanksgiving

(fourth Friday in November)

· Good Friday



(Friday before Easter)

To be eligible for holiday pay, you must be a regular full-time or part-time employee and have worked your regularly scheduled shift before and after the holiday, unless you present a doctor’s note explaining the illness, which prevented you from being able to work on such days.  If you are eligible and do not work on the holiday, you will receive your regular rate of pay.  Part-time employees will receive their regular rate of pay for the average hours worked per week over the previous 12 months.  If you are eligible and you work on the holiday, you will receive holiday pay in addition to the regular pay for hours worked. 

Regular full-time employees who have not completed their introductory period, or are on a leave of absence of any length are not eligible for holiday pay.   Temporary employees are not eligible for holiday pay. 

A recognized holiday that falls on a Saturday will be observed on the preceding Friday.  A recognized holiday that falls on a Sunday will be observed on the following Monday.

If a recognized holiday falls during an employee’s scheduled vacation, holiday pay will be provided for that day instead of a vacation day that would have otherwise been applied.  The day of vacation will not be charged toward your accumulated time.

SICK LEAVE

Regular full-time and part-time employees are eligible to receive paid sick leave if they are ill or injured away from work.  If employee is unable to schedule medical, dental or optical appointments outside of regular working hours, then paid sick leave can also be used for these health-related appointments.  However, the employee is expected to make every effort to schedule health-related appointments during non-working hours.  

The number of hours employees are eligible for sick leave varies with their period of service.  Sick leave is payable the same as the employee’s regular rate of pay, and is subject to the same withholding elections.   Sick leave can be used in one-hour increments.  Sick pay is for time not worked and will not be included in overtime calculations.  
After completing the first six (6) months of continuous service, full-time regular employees are eligible to accrue 52 hours per year (2.17 hours per pay period) for paid sick leave.  Part-time employees can accrue sick leave based on the employee’s average hours worked per week.  Example:  A part-time employee working twenty hours would be able to accrue 1.09 per pay period; 30 hours would accrue 1.63 hours of sick leave per pay period.  Sick days will not accrue during any leaves of absences.

Employees are expected to speak with (No Voice Mails) Administration at the beginning of each workday that they are ill or disabled in order to be paid for the sick leave.  When more than two consecutive sick days are taken due to the employee’s illness or disability, Grace Academy Cartersville requires the employee to provide certification from a qualified physician stating the nature of the illness and employee’s fitness to return to work.  For health-related appointments, employees are required to receive prior approval through their administrator, and, if Grace Academy Cartersville has cause to believe that an employee has abused or is abusing sick leave will be required to provide documentation stating why the appointment must be kept outside of regular scheduled hours of work.  If there is a reason to believe that sick leave has been misused, sick pay may be withheld, and disciplinary action may be taken, up to and including termination of employment, regardless of the amount of unused, accrued sick leave time the employee may have.  Abuse is defined as the use of sick leave for purposes other than illnesses or medical/dental/optical appointments.

After immediately returning from sick leave, the employee is required to fill out an Absence Request Form and submit it to Administration to be paid for the time away from work.  For health-related appointments, employees are required to fill out the Absence Request Form at least two weeks, or as soon as reasonably possible, and submit to their manager to receive prior approval for the scheduled absence.
At the end of your anniversary year, any unused sick days can be carried over from year to year so that these unused sick days can be used for unexpected emergencies, extended illnesses or injury (including maternity). However, any time an employee is out of work vacation or sick time must be used to cover the time off.   If the employee has no time accrued, then it will be treated as an unauthorized absence.  Please see Grace Academy Cartersville’s Attendance and Tardiness policy for further clarification.
You are responsible for managing your paid sick days.  Should you use all your days, and request additional time off, it may not be granted.  However, administration at Grace Academy Cartersville realizes there may be extenuating circumstances with an employee who has used all the time in their sick leave account.  In this case, Grace Academy Cartersville will allow those employees to use any unused available vacation time to substitute as paid sick leave.  To be eligible to use vacation days for sick days, an employee will have to provide certification from a qualified physician stating the nature of the illness or receive administrator approval.
Unused sick time is payable upon termination of employment provided that you had given a minimum of two weeks notice of your resignation and only after all School property and/or items previously issued to you by Grace Academy Cartersville has been returned.  If Grace Academy Cartersville, in its sole discretion, terminates you for cause, sick leave will not be paid.  

MILITARY LEAVE

Eligibility

Generally, an employee returning from military leave is guaranteed reemployment and other rights as long as he or she complies with certain notification and other requirements. An employee is protected if he or she meets the following criteria:

· The employee gave notice that (s)he was leaving the job for military service (unless military necessity or other extenuating circumstances precluded the notice):

· The period of service was five years or less;

· The employee was not discharged from service under dishonorable or other punitive conditions; and

· The employee must have reported to his or her civilian job in a timely manner or submitted a timely application for reemployment.

· In some cases, military leaves of absence beyond five years will be protected.

Return to Work

The period of time within which an employee must return to work after the completion of service is determined by federal and state law.  In Georgia, employees returning from state or federal military leave must apply for re-employment within 90 days of being relieved of military duty.  

If compliance with this time limit becomes impossible or unreasonable through no fault of the employee, he or she will be given additional time. Furthermore, reporting and application deadlines are extended for up to two years for persons who are hospitalized or convalescing from a service-related illness or injury.

Employees returning from the armed services will be reemployed in the job that they would have attained if they had not been absent for military service.  The School will provide training or other assistance to returning service members to help them refresh or upgrade their skills to qualify for reemployment.

State Military Leave

Employees who are members of the Georgia National Guard and are ordered to state active duty by the Governor (e.g., to assist with public emergencies), including training, service school and drills, are entitled to up to six months of unpaid leave within a four-year period for this purpose.

Employees returning from state active duty must apply for re-employment within 90 days of being relieved of duty.  They will be generally re-employed in their same position they occupied before leaving for state military duty or to a position of like seniority, status and pay.  Upon return, employees must provide the School with a certificate of completion of military service duly executed by an officer of the applicable force of the organized militia.

JURY DUTY LEAVE

After completing six (6) months of continuous service, regular full-time and part-time employees are eligible for jury duty pay.  Grace Academy Cartersville encourages you to fulfill your civic responsibility by serving jury duty when required.  If you are called to serve, you must show the jury duty summons to Administration as soon as possible so that administration may make arrangements to accommodate your absence.  Of course, you are expected to report for work whenever the court schedule permits.

If you are eligible, you will be paid your regular rate of pay, less the amount of the fee paid for each day of jury service up to a maximum of five (5) working days per year. (Regular part-time employees will be paid their regular rate of pay for the average hours worked per week over the previous 12 months.)   To receive this difference, you must provide Administration with the receipt of your juror’s pay.  If you are required to serve jury duty beyond the period of paid jury duty leave, you may use any available vacation time or may request an unpaid jury duty leave of absence.

Grace Academy Cartersville will continue to provide health insurance benefits for the full term of the jury duty absence subject to the terms, conditions, and limitations of the applicable plans.

V.   
COMPANY STANDARDS

EMPLOYEE CONDUCT AND WORK RULES

To ensure orderly operations and provide the best possible work environment, Grace Academy Cartersville expects you to follow rules of conduct that will protect the interests and safety of all employees and the company.

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace, however, the following are examples of infractions of rules of conduct that may result in disciplinary action, including suspension or termination of employment.  This does not represent an all-inclusive list of misconduct.

· Theft or inappropriate removal or possession of company property

· Falsification of time-keeping records

· Working under the influence of alcohol or illegal drugs

· Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace while on duty, or while operating employer-owned vehicles or equipment

· Fighting or threatening violence in the workplace

· Boisterous or disruptive activity in the workplace

· Negligence or improper conduct leading to damage of school-owned or student-owned property

· Insubordination or other disrespectful conduct

· Violation of safety or health rules

· Smoking on campus
· Sexual or other unlawful or unwelcome harassment

· Possession of dangerous or unauthorized materials, such as explosives or firearms, in the workplace

· Excessive absenteeism and/or tardiness or any absence without notice

· Unauthorized disclosure of confidential information

· Unsatisfactory performance or conduct

Employment with Grace Academy Cartersville is at the mutual consent of Grace Academy Cartersville and the employee, and either party may terminate that relationship at any time, with or without advance notice.

DISCIPLINE POLICY

Grace Academy Cartersville's own best interest lies in ensuring equitable treatment of all employees and in making certain that disciplinary actions are prompt, uniform, and impartial.  The major purpose of any disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory performance in the future.

Disciplinary action may call for any of the following steps - verbal warning(s), written warning(s), suspension and termination of employment - depending on the severity of the problem and the number of occurrences.  There may be circumstances, at the sole discretion of Grace Academy Cartersville, when one or more steps are bypassed.

Grace Academy Cartersville recognizes that there are certain types of employee problems that are serious enough to justify termination of employment, without going through any of the discipline steps.

ATTENDANCE AND TARDINESS

Absenteeism

It is your responsibility to know and comply with your schedule each week.  If for any reason, you are unable to report for work as scheduled, you must personally notify your administrator at least one hour before your scheduled starting time for every day you are absent.  Barring extenuating circumstances, if you miss work and did not inform your administrator in advance, the absence will be considered unexcused.  
In the event that you fail to show for your scheduled workday, and do not call (no-call/no-show), disciplinary action, up to and including termination of employment will result.  Two consecutive days of no-call/no-show will be considered a voluntary quit.

Tardiness

You will be considered tardy if you are not dressed accordingly and/or not clocked-in by your scheduled starting time.  If you know that you are going to be late for work, you must personally notify your administrator as soon as possible, and provide that individual with your expected arrival time.  

If unscheduled sick time and tardiness is on a frequent and ongoing basis and interferes with an employee’s or department’s workload or performance, it may be considered cause for disciplinary action and up to including termination of employment.  The work schedule is constructed around the maximum working hours and capabilities of the staff, and we rely on every employee.  For purposes of this Attendance Policy, vacation or other approved leaves will not be counted as absences.  In addition, a tardiness grace period of 15 minutes beyond the designated starting time may be allowed for unexpected delays.

If you are terminated due to direct violation of this attendance policy, unemployment benefits may be denied.

SOLICITATION AND DISTRIBUTION 

All of us get asked from time to time to buy something or make a donation to support some type of cause, organization or fund-raiser.  Even though most of these projects are worthwhile causes, they can disrupt normal company operations and put unnecessary pressure on employees.  In the interest of running an orderly and efficient operation, it is necessary to make certain restrictions on soliciting employees and distributing material to them while they are on company property.  

The following rules are in effect regarding solicitation and distribution:

· Solicitation and distribution of literature, including email and voice mail messages, by non-employees on Grace Academy Cartersville’s property is prohibited at all times.

· No employee may solicit or be solicited during work time while he/she is supposed to be performing actual duties.

· Lists of Grace Academy Cartersville employees are considered confidential information and should not be given to anyone outside Grace Academy Cartersville.  Within Grace Academy Cartersville, only appropriate management individuals with a legitimate business purpose are to be supplied with lists of employee names and addresses.  Use of this list for any reason other than legitimate business purposes, is prohibited.

· No employee shall distribute literature, handbills or flyers to any other person on company property.

· Persons not employed by Grace Academy Cartersville shall not distribute handbill or flyers or solicit employees, either on campus or inside the School or office.

· Bulletin boards in workplace are the property of Grace Academy Cartersville.  You may not post or display any materials or information on Grace Academy Cartersville’s bulletin boards without prior approval from a member of administration.

If you have any questions concerning the solicitation, distribution or posting of information, you should consult your manager or a member of management.  

SMOKING POLICY

In keeping with Grace Academy Cartersville’s intent to provide a safe and healthful work environment, smoking is prohibited throughout the workplace.  This policy applies equally to administration, employees, customers and visitors.

DRESS AND PERSONAL APPEARANCE
Your dress and personal appearance play an important role in how the public perceives us as a company.  Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and present a professional business image to customers and visitors.  Grace Academy Cartersville does have a formal dress code, and all employees are expected to dress appropriately for a business environment on normal business days.  The wearing of flip-flop sandals or sandals that are not deemed professional looking in appearance, cut-off shorts, halter tops, skirt hemlines shorter than two inches above the knees, tank tops (professional looking sleeveless shirts are acceptable, but they must cover your shoulder), sheer garments, capris or cropped pants that are not professional looking, and do not meet the calf of your leg, T-shirts of any kind and other informal casual attire is considered inappropriate.
Appropriate Dress for Women

Suits, dresses, skirts, dress slacks, blouses sweaters, and shirts.  Shoes should be dress shoes or dress sandals, or boots.  Appropriate leg wear should be worn.

Appropriate Dress for Men

Suits, dress slacks with sport coats, khaki pants, colored casual pants, golf shirts, sweaters, dress shirts or “button-downs”, and ties.  Shoes should be dress or casual shoes.

For identified school functions, such as field trips, open houses, etc., employees should wear the Grace Academy Cartersville uniform.  Casual dress days will be offered occasionally by Administration.  

Grace Academy Cartersville reserves the right to determine at anytime the practicality and appropriateness of the method or style of dress.  Employees who appear for work inappropriately dressed will be sent home and directed to return to work in proper attire.  Under such circumstances, non-exempt employees will not be compensated for time away from work.  Repeated violations of the dress code may lead to disciplinary action.  Please consult Administration should you have any questions as to what constitutes appropriate attire.

INTERNET ACCESS POLICY

Internet access is provided with School computers and equipment to allow employees access to information and resources for School purposes and in order to enable employees to perform their job duties more efficiently.  Employees may not access the Internet at work for non-School purposes.  Accessing pornographic, offensive or other inappropriate information in violation of School policy is expressly prohibited.  Employees are urged to use their common sense and judgment.  If an employee uses School equipment for personal business, including email, cell phones, smart phones, internet access, etc, there is no right to privacy and any information transmitted, including personal information, may be reviewed by the School.  

The School recognizes that many employees may use the internet for personal reasons away from work to create or participate in a blog, wiki, online social network or any other form of online publishing or discussion.  The School does not discourage off work usage of the internet for these purposes.  However, pursuing these activities during work hours or on School equipment, computers or handheld devices violates School policy unless directed to do so in the course of your duties.  

In connection with an employee’s use of social media, blogs, forums, etc, the following conduct is prohibited whether performed with School equipment and on School time or with personal equipment and on personal time.

1. Making disparaging comments about the School including its management, products or services which may tarnish its image, reputation and/or goodwill is prohibited to the degree that it breaches an employee’s duty of loyalty to the School.

2. Making discriminatory, disparaging, defamatory or harassing comments or otherwise engaging in any conduct prohibited by the School’s Anti-Harassment policy.

3. Publishing content to any website outside of the School having something to do with the work you do or subjects associated with the School, without using a disclaimer such as this: "The postings on this site are my own and don't necessarily represent the School's positions, strategies or opinions." 

The School does not intend to regulate personal use of social networking in non-work hours.  It is in the School’s interest—and, we believe, that of each employee while not at work —to be aware of the following parameters when engaging in social networking activities:
1. Know and follow the School’s Business Conduct and Use of School Property for Business Purposes policy guidelines. 

2. Identify yourself—name and, when work related, your role with the School —when you discuss School-related matters. When applicable, you must make it clear that you are speaking for yourself and not on behalf of the School. 

3. Follow copyright, fair use and financial disclosure laws. 

4. Don't provide the School’s or another's confidential or other proprietary information. Conversations that are meant to be private or related to internal School matters should not be published online. 

5. Don't cite or reference clients, partners or suppliers without their approval. When you do make a reference, where possible link back to the source. 

6. Be aware of your association with the School in online social networks. If you identify yourself as an employee of the School, ensure your profile and related content is consistent with how you wish to present yourself with colleagues and clients. 

Also, keep in mind the following guidelines:

1. Employees are personally responsible for the content they publish on blogs, wikis or any other form of user-generated media. Be mindful that what you publish will be public for a long time—protect your privacy. 

2. Don't pick fights with other people online.  If you are in error, be the first to correct your own mistakes.  Online fights can escalate easily and cause damage to friendships and, potentially, work relationships.  

3. Respect your audience. Don't use ethnic slurs, personal insults, obscenity, or engage in any conduct that would not be acceptable in the School’s workplace. You should also show proper consideration for others' privacy and for topics that may be considered objectionable or inflammatory—such as politics and religion. 

Any employee found to have violated this policy may be subject to disciplinary action, up to and including termination of employment.

This policy does not prohibit and will not be enforced in any manner which could interfere with, restrain, or coerce employees from engaging in concerted activities including the right to discuss terms and conditions of employment.

Any questions regarding this policy should be directed to your supervisor or the human resource office.

School postage: The use of School-paid postage for personal correspondence is not permitted.

PERSONAL TELEPHONE POLICY

The School recognizes that employees will need to make personal telephone calls from time to time.  Please keep in mind that company phone lines are generally intended for business use.  Personal calls should be limited in amount and kept to no more than one or two minutes in duration.  No long distance calls are to be made without advance supervisor approval and the cost of such calls must be reimbursed upon completion.  Abuse of personal telephone privileges will lead to disciplinary action and/or the suspension of personal telephone use.

CELL PHONE POLICY

Personal cellular phones may be carried on your person.  However, receiving and placing personal cell phone calls is to be kept to an absolute minimum and reserved for emergencies and unusual circumstances.  Please inform your friends and families of this policy.  If the School finds that excessive personal calls are interfering with company work, a requirement that all cell phones be turned off during business hours will be implemented.  
Employees who make or receive an excessive amount of personal cell phone calls or text messages or who are otherwise in violation of this policy will be subject to disciplinary action up to and including termination.  

EMPLOYMENT TERMINATION

Termination of employment is an inevitable part of personnel activity within any organization, and many of the reasons for termination are routine.  Below are examples of some of the most common circumstances under which employment is terminated:

Resignation - Resignation is a voluntary act initiated by you to terminate employment with Grace Academy Cartersville.  Grace Academy Cartersville requests you give a minimum of two weeks written notice of resignation.  This notice period must be worked and cannot be in the form of vacation.  If you do not provide advance notice as requested, you will be considered ineligible for re-hire.

Discharge - involuntary employment termination initiated by the School.

Layoff - involuntary employment termination initiated by the School for non-disciplinary         reasons.

Retirement - voluntary employment termination initiated by the employee.

Since employment with Grace Academy Cartersville is based on mutual consent, you and Grace Academy Cartersville both have the right to terminate employment at-will, at any time. Your benefits will be affected by employment termination in the following manner.  All accrued, vested benefits that are due and payable at termination will be paid if employee gave appropriate two-week written notification of resignation and only after all School property and/or items previously issued to you by Grace Academy Cartersville has been returned.
VI.
ADDITIONAL POLICIES & INFORMATION

RETURN OF PROPERTY

You are responsible for all property, materials, or written information issued to you or in your possession or control. You must return all Grace Academy Cartersville’s property that is in your possession or control in the event of termination of employment, resignation, layoff and suspension or immediately upon request.  Where permitted by applicable laws, Grace Academy Cartersville may withhold from your check(s) or final paycheck(s) the cost of any item(s) that are not returned when required.  Grace Academy Cartersville may take all legal action deemed appropriate to recover or protect its property.

If certain items are issued to you by the School, such as cellular phones, computers, pagers, keys, etc., you may be required to sign a Property Receipt Acknowledgment form.  By signing this form, you are acknowledging the receipt of School property, agreeing to return such property, and authorizing the cost of such property to be deducted from your paycheck(s) if the property is not returned as explained above.

EMPLOYMENT REFERENCE CHECKS

All employment references and verification checks, on both active and former employees, are directed to AlphaStaff’ Human Resources Department. The information AlphaStaff will supply over the telephone is limited to dates of employment and current position held or position held at termination.  Wage and financial information will not be given out without your written request.

OUTSIDE EMPLOYMENT

You may hold an outside job as long as you meet the performance standards of your job with Grace Academy Cartersville.  All employees will be judged by the same performance standards and will be subject to Grace Academy Cartersville’s scheduling demands, regardless of any existing outside work requirements.

If Grace Academy Cartersville determines that your outside work interferes with performance or the ability to meet the requirements of Grace Academy Cartersville as they are modified from time to time, you may be asked to terminate the outside employment if you wish to remain with Grace Academy Cartersville.

Outside employment that constitutes a conflict of interest is prohibited. You may not receive any income or material gain from individuals outside Grace Academy Cartersville for materials produced or services rendered while performing your job at Grace Academy Cartersville. 

ACCESS TO PERSONNEL FILES 

Grace Academy Cartersville maintains personnel files on all active employees and terminated employees for three years after separation.  These files contain information regarding your work performance, any disciplinary actions taken, absences, time off, pay history, personal information, etc.  These files are the property of Grace Academy Cartersville and access to the information they contain is restricted.  Generally, only administration personnel who have a legitimate reason to review information in a file are allowed to do so.  With reasonable advance notice, you may review material in your file but only in Grace Academy Cartersville’s offices and in the presence of the individual appointed by Grace Academy Cartersville to maintain the file.

IN CASE OF AN EMERGENCY

Upon the discovery of fire, smoke or the suspicion of either, dial 911.  When an announcement is made, we will order the evacuation of the building.  No one is to remain in the building except designated personnel.

In case of an emergency, employees should:

· Remain calm and not panic

· Expeditiously collect purses, wallets, small valuables (if time permits)

· Push chairs in so as to not obstruct a clear passage

· Walk, not run, to the designated exit

· Grab “designated” documents/binders/paperwork according to your job responsibility in emergency situations (if time permits)

As mentioned in the Worker’s Compensation section of this handbook, if there is an emergency, call 911.  The first concern in an emergency situation is the general welfare of our employees and students.  If there has been an accident involving an employee, student or a visitor requiring immediate medical attention, call 911.  If there is ever any doubt as to whether or not you should call the police, the fire department or for an ambulance, call!

INCLEMENT WEATHER

It is the policy of Grace Academy Cartersville to remain open during most periods of inclement weather; however, where extraordinary circumstances warrant, the School reserves the right to close the campus.  You will receive a call from your administrator if administration makes the decision to close the campus.  Administration may also elect to start early or dismiss early.

 

Regardless of whether the school being open or closed, it is each employee’s decision as to whether you will show up for work during such weather. If an employee elects not to work on a given day, we request the courtesy of a phone call to your administrator advising as to your status for the day.

 

 

Campus Closed

 

If the campus is announced to be closed on a given day, all exempt level staff will receive their regular pay for the day of closure. However, all exempt level employees must use any available vacation time for the absence. If they have exhausted all available vacation time, exempt employees will still be paid. For hourly employees on a day of closure, an employee may use any of their vacation pay. If an hourly employee does not have any available vacation pay, they will not be paid for the absence.

 

Campus Open
 

If the campus remains open on an adverse weather day, employees who report to work will receive their normal pay for the day.  I.E., exempt staff will receive their regular salary and hourly employees will be paid for hours actually worked. If an employee elects not to report to work on an office open day, the employee can elect to:  1) use any accrued paid time off for the missed day; or 2) the employee will not be paid for the day.

VISITORS IN THE WORKPLACE

All visitors are required to check in with the receptionist. The receptionist will contact the proper Grace Academy Cartersville employee and advise them that they have a visitor.  All visitors will remain in the reception area until Grace Academy Cartersville employee can attend to the visitor.  A Grace Academy Cartersville employee will remain in close contact with the visitor during their entire stay.

BUSINESS EXPENSE REIMBURSEMENT
Employees may be reimbursed for reasonable approved expenses incurred in the course of business. These expenses must be approved by your administrator, and may include air travel, hotels, motels, meals, cab fare, rental vehicles, or gas and car mileage for personal vehicles. All expenses incurred should be submitted to your administrator along with the receipts in a timely manner. 

Employees are expected to exercise restraint and good judgment when incurring expenses. You should contact your administrator in advance if your have any question about whether an expense will be reimbursed. 
RECORDKEEPING 

When you decided to join Grace Academy Cartersville, you completed various forms that contained important information.  Keeping this information correct and current enables us to reach you in an emergency, forward your mail and W-2 forms, maintain your insurance and other benefits and compute your payroll deductions.  Please notify the administrative office promptly of changes in:

· Address and/or telephone number

· Marital status

· Legal name

· Additional training/educational accomplishments/certifications

· Individuals to be contacted in case of an emergency

· Life insurance and/or retirement plan beneficiary designation

· Status of dependents covered – or no longer eligible to be covered under the medical/dental plan

· Number of dependents for withholding tax purposes

· Alien registration status

· Any other information relative to your employment

PERSONAL PROPERTY AND SECURITY INSPECTIONS

Grace Academy Cartersville reserves the right to require employees while on School property to agree to the inspection of their persons, personal possessions and property, personal vehicles parked on School property, and work areas. This includes lockers, vehicles, desks, cabinets, work stations, packages, handbags, briefcases and other personal possessions or places of concealment, as well as personal mail sent to the School. Employees are expected to cooperate in the conduct of any search or inspection. 

Grace Academy Cartersville and its Board of Directors will periodically review and update this Employee Handbook as needed.

RECEIPT OF EMPLOYEE HANDBOOK
This Employee Handbook is an important document intended to help you become acquainted with Grace Academy Cartersville. This document is intended to provide guidelines and general descriptions only; it is not the final word in all cases. Individual circumstances may call for individual attention.

Because the School's operations may change, the contents of this Handbook may be changed at any time, with or without notice, in an individual case or generally, at the sole discretion of administration.

Please read the following statements and sign below to indicate your receipt and acknowledgment of this Employee Handbook.

I have received and read a copy of Grace Academy Cartersville’s Employee Handbook. I understand that the policies, rules and benefits described in it are subject to change at the sole discretion of the School at any time.

I further understand that my employment is terminable at will, either by myself or the

School, with or without notice, regardless of the length of my employment or the

granting of benefits of any kind.
I understand that no contract of employment other than "at will" has been expressed or

implied, and that no circumstances arising out of my employment will alter my "at will"

status except an express written agreement signed by the Administrator. I understand that my signature below indicates that I have read and understand the above statements and that I have received a copy of the School's Employee Handbook.
Employee's Printed Name: ____________________ Position: ___________________

Employee's Signature: _______________________ Date: ___________________

The signed original copy of this acknowledgment should be given to administration − it will be filed in your personnel file.

RECEIPT OF ANTI-HARASSMENT POLICY
The School is committed to providing a work environment that encourages mutual respect and is free of unlawful harassment, discrimination and bias.  The School’s anti-harassment policy applies to all persons involved in the operation of the School and prohibits unlawful harassment by any employee of the School, including administration and coworkers.  The law also prohibits unlawful harassment towards any employee by customers, vendors, contractors and persons working or visiting on the School’s premises or vice versa.

If you believe that this anti-harassment policy is being violated, either with respect to yourself or with respect to another employee, you are strongly encouraged to report that belief immediately, either:  

· to your administrator (either in writing or personally), or
· to the chairman of the Board of Directors
Upon notice of an employee's concern about being harassed, the School will act to stop any further harassment and to correct any effect of the harassment and will:

6. Inform the complainant of his or her rights and of any obligation to secure those rights;

7. Promptly investigate the complaint.  The investigation will be immediate, thorough, objective and complete.  We will make diligent efforts to interview all persons with information on the matter. 
8. Take prompt and effective action to remedy/correct harassment.

9. Respond in a timely manner to any complaint of harassment, describing the disposition of the complaint and any action taken in resolution of the complaint.  

10. The School will not retaliate against you for filing a harassment complaint and will not knowingly permit retaliation by administration or your coworkers.

I have read and I understand Grace Academy Cartersville's Anti-Harassment Policy. 

Employee's Printed Name: ____________________ Position: ___________________

Employee's Signature: _______________________ Date: ___________________

The signed original copy of this receipt should be given to administration - it will be filed in your personnel file.

