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WELCOME TO SAN JOSE SCHOOLS 

You are a key member of a GREAT team—the San Jose Team! As a team 
member, you will play an important role in helping us meet our objectives: 

● To serve as a reliable source of high quality education for our students
● To provide a career-inspiring, safe, and secure work environment for all San Jose

employees.
● The development of young people to become a highly educated and productive

members of society.

  Our greatest asset is our people – people like you. We will continue to strive 
to make San Jose the kind of place that other area schools look up to. We 
hope that your experience here will be challenging, enjoyable, and rewarding. 
We are delighted that you have chosen San Jose Schools and hope you enjoy 
a long and successful career with us.  

FOREWORD 
  This handbook is designed to acquaint you with San Jose Schools and provide you with 

information about working conditions, employee benefits, and some of the policies 
affecting your employment. You should read, understand, and comply with all provisions 
of the handbook. It describes many of your responsibilities as an employee and outlines 
the programs developed by San Jose to benefit employees. 

  This handbook is not an employment contract; it is intended as a guide to help answer 
questions you may have in your daily working circumstances or questions about policy. 
As we continue to grow, the need may arise, and San Jose reserves the right to change 
any policies or portions of the handbook from time to time as it deems appropriate. You 
will be notified of these changes to the handbook as they occur. 

THE SAN JOSE TEAM PHILOSOPHY 
  San Jose provides a unique environment which emphasizes academic achievement 
using state-of-the-art technology and innovative but proven educational methods. We 
prepare students to successfully compete in an increasingly competitive post-secondary 
environment and the global job market and to be productive and successful members of 
society. 

  The San Jose Educational Philosophy includes a strong belief in and expectation for 
knowing and respecting students as individuals and designing curricular models that meet 
individual student needs. San Jose also believes in the necessity of establishing a 
welcoming, caring, and safe environment for students and their families. Our success as 
a school is founded on the skill and efforts of our employees. At San Jose we realize that 
each employee is an intelligent, cooperative, and productive person. Each one of you is 
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in a position to deal directly with administration on a personal and open basis regarding 
any matter. 

  It is most important that we work together with mutual respect in maintaining an 
efficient, safe, and productive work environment. It is always our commitment to 
provide you with the opportunity to work in a satisfying and dignified 
environment and to be given fair treatment. 

EQUAL EMPLOYMENT OPPORTUNITY 
  San Jose is committed to the principles of equal employment. We are committed to 
complying with all federal, state, and local laws providing Equal Employment 
Opportunities, and all other employment laws and regulations. It is our intent to maintain 
a work environment which is free of harassment, discrimination, or retaliation because of 
sex, gender, race, religion, color, national origin, physical or mental disability, genetic 
information, marital status, age, sexual orientation, gender identity, military service, 
veteran status, or any other status protected by federal, state or local laws. San Jose is 
dedicated to the fulfillment of this policy in regard to all aspects of employment, including 
but not limited to recruiting, hiring, placement, transfer, training, promotion, rates of pay, 
and other compensation, termination and all other terms conditions and privileges of 
employment. 

  San Jose will conduct a prompt and thorough investigation of all allegations of 
discrimination, harassment, or retaliation, or any violation of San Jose’s Equal 
Employment Opportunity Policy in a confidential manner. San Jose will take appropriate 
corrective action, if and where warranted. San Jose prohibits retaliation against any 
employee who provides information about, complains, or assists in the investigation of 
any complaint of discrimination or violation of the School’s Equal Employment Opportunity 
Policy. 

  We are all responsible for upholding San Jose’s Equal Employment Opportunity policy 
and any claimed violations of that policy should be brought to the attention of an 
administrator. 

ATTENDANCE AND PUNCTUALITY 
  Scheduled work hours are listed in your offer letter. Any request to change your scheduled 
hours will need to be approved by your direct supervisor. Regular and prompt attendance 
is your individual responsibility and is essential to the efficiency and success of our school. 
Absenteeism and/or tardiness disrupts work schedules and tend to place a burden on 
your co- workers who may have to assume your assignments. There may be times, of 
course, when illness or other bona fide reasons make it impossible for you to report to 
work. 
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  While it is important that absenteeism and tardiness be kept to a minimum, it is equally 
important that you provide reasonable advance notice to your supervisor of no less than 
7 days when you know you will be absent. Employees who exhibit chronic 
absenteeism/tardiness, or those who do not call their supervisor or designated 
representative prior to being absent/tardy, may be subject to progressive discipline. 
Employees may be required to provide documentation of any medical or other excuse for 
being absent or late. 

ACCESS TO PERSONNEL FILES 
  San Jose maintains a personnel (employment) file on each employee. The personnel file 
includes such information as the employee’s job application, references, résumé, and 
records of training, documentation of performance appraisals, salary increases, and 
letters of commendation, documentation of disciplinary action, employee comments, and 
other employment records. 

  Employees who wish to review their own file should contact the Principal. With reasonable 
advance notice, employees may review their own personnel files in San Jose offices 
during regular business hours and in the presence of an individual appointed by San Jose 
to maintain files. 

CHANGE OF STATUS 
It is important that your personnel records be kept up to date and accurate. Please use 
the Employee Web Services site and notify Human Resources to document any change 
of: 

● Telephone number
● Address
● Person to be notified in case of emergency
● Marital Status
● Beneficiary under the insurance program and retirement
● Number of dependents for tax withholding
● Insurance coverage

MONITORING STUDENTS 
  Teachers must supervise their classroom and hallways. Teachers are expected to assist 

administration in monitoring all areas of the school grounds before school, during class 
breaks, and after school including the bathrooms, hallways, and common areas. 
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COMMUNICATIONS 
  Open communication is essential to harmonious employee relations. The most effective 

communication occurs on a day-to–day basis among all members of the team. 

Staff members will have messages sent by email or telephone calls during the student     
day unless it is an emergency. Individual mailboxes will be assigned to every employee 
and it is important to check boxes at least once daily. Email must be checked daily and 
replies sent within 24 hours.  

DAILY ATTENDANCE 
Attendance is a legal document. Each teacher is responsible for maintaining accurate and up 

to date daily attendance. Attendance will need to be entered electronically into FOCUS 
for every class period within the first 10 minutes of class. Patterns of non- attendance 
need to be discussed with parents and front office staff. 

DISCIPLINE OF STUDENTS 
Discipline is an extremely complex problem.  For learning to take place in a classroom, there 
must be order.  The key to good discipline is firmness and fairness. Display the rules of the 
school and your classroom making sure to inform your students of the consequences of non-
compliance.  Ask yourself three simple questions about a rule you feel is needed: 

1. Is it fair?
2. Can I enforce it?
3. Will it really help?

Students, teachers, and parents are provided with a copy of the Code of Student Conduct 
and the San Jose Schools Handbook. Students will be instructed in each at the beginning of 
the year.   

Respect for the teacher cannot be taught in the principal’s office, and a referral to the office 
should be the last resort in any individual disciplinary problem. 

Here are a few things to keep in mind when it comes to establishing discipline in your 
classrooms: 

1. Teachers must be consistent with enforcing classroom and schoolwide rules. Say
what you mean and mean what you say. NO idle threats.

2. Schoolwide rules must be followed in your classrooms. We must be consistent in
this so students understand that our expectations are across the board.

3. You are either “teaching” it to happen or “allowing” it to happen! Keep this in mind
as we are here to set the example! Students will do what you allow.
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4. Keep parents informed!

Teachers are responsible for general discipline in the classroom and only 
should issue a discipline referral when their efforts become ineffective. A good 
faith effort to contact the student’s parents must be made by the teacher 
prior to sending students to the appropriate administrator.  Administrators 
will be contacting parents on all discipline issues resulting in a referral. The 
administrator’s contact must not be the first if it involves a classroom 
disruption issue.  It is up to the teacher to establish a positive communication 
line and develop a rapport with the parents. 

Punishment should never be inflicted in a manner which could be determined 
to be degrading or unduly severe and in no case in the presence of other 
students. 

There are three classifications of misconduct for referral purposes: 
Mild, Moderate, and Severe 

A Mild offense is handled in the classroom by the teacher and does not 
warrant a referral. These would include the following offenses: 
● Chewing Gum
● No materials (paper, pencil, book)
● Not sitting in assigned seat
● Food and Drink in class
● Rolling eyes
● Hats
● Sleeping
● Talking
● Refusal to participate
● Horseplay
● Throwing something (paper to trash can or pencil to friend)
● Minor classroom disruptions

Mild offenses which become excessive will be handled in the classroom using 
a documented classroom system. 

Occurrence Documented Classroom System 
1 In class punishment 
2 Parent Contact 
3 Lunch Detention 

4 and 
subsequent 

Discipline referral to the office with documentation 
(documentation of steps 1-3 should be noted in Focus) 

A Moderate offense does need a referral written.  However, it can be dealt 
with later.  These would include the following offenses: 
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● No show for teacher assigned detention
● Leaving class without permission (with a phone call to administration)
● Profanity in conversation
● Public display of affection
● Cell Phone (ask the student to hand over the phone and give to the

appropriate administrator. He/She will provide the documentation to go with
the phone)

● Forgery
● Bullying (hear say from students) (you did not witness it)
● Sexual Harassment (hear say from students) (you did not witness it)
● Skipping (suspected-Be sure to check with office)

A Severe offense needs a referral written.  Administrator should be notified or 
the student should be removed from the situation immediately. This category 
includes: 
● Fighting
● Profanity to a teacher
● Sexual Harassment (witnessed)
● Bullying (witnessed)
● Vandalism (witnessed)
● Threat/intimidation
● Engaging in sexual activity
● Skipping (witnessed)
● Theft
● Throwing object with intent to harm
● Leaving class with violence

The following severe offenses require notification of Administration 
immediately. DO NOT SEND STUDENT! 
● Alcohol
● Suspicion of drug use
● Pills
● Weapons (suspicion of)
● Tobacco use (seen)
● Refusal to obey a reasonable request by an adult – complete discipline

referral and send to office
● Uncooperative and Disrespect – Need to have more detail on the referral

The administration, according to the number of referrals a student has had, will 
give one of the following consequences.  Consequences increase in severity 
as inappropriate behavior continues.   

Consequences may include: 
1. Time out
2. Detention
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3. Silent lunch
4. Parent conference with administration and teacher(s)
5. In School Suspension (1-10 days)
6. Parent in School in lieu of suspension
7. Out of School Suspension (1-10 days)
8. Placement in alternative school
9. Expulsion

DRESS CODE (Faculty/Staff) 
  Our dress code policy is intended to provide guidance on how we expect our faculty/staff 

to dress to work. Please note that your appearance matters when representing our school 
in front of students, parents, visitors or other parties. An employee’s appearance can 
create a positive or negative impression that reflects on our school and culture. All 
teachers and staff must adhere to a professional dress code. We must present ourselves 
as professionals as we are setting the standard for our students. If you need an exemption 
for a particular reason, please seek administrator approval first. We will continue to permit 
dress-down Fridays, when staff can wear more casual attire such as jeans. On these 
Fridays, school spirit wear is highly encouraged. 

● All faculty/staff must be clean and well groomed. Grooming styles dictated by
religion and ethnicity are not restricted.

● All clothing must be work appropriate. Clothing that is typical in workouts and
outdoor activities are prohibited, with the exception of faculty from the Physical
Education department.

● Clothing must project professionalism. Clothing that is too revealing, tight or short
are not considered professional.

● All faculty/staff with body art or body piercing (outside of earrings) must make
every effort to keep it concealed.

Disciplinary Consequences 
When faculty/staff disregards the dress code outlined in this handbook, they will be subject to 

reprimand from their supervisor. The school employee must be in compliance of our dress 
code on the first day of school. In an extreme case, a supervisor may ask an employee 
to return home to change. School employees may face more severe consequences up to 
and including termination. 

DRESS CODE (Students) 
        Anyone arriving to school or your class not in compliance to the school dress code, direct 
them to the Dean of Students so that a parent may be called. NO hats or hoodies are to be 
worn on a student’s head unless it is for religious or medical reasons. If there is a medical 
reason, it must be documented with a doctor’s note.

DRUG FREE WORKPLACE COMPLIANCE 
  To comply with the federal Drug Free Workplace Act, and to promote workplace safety 
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and productivity, San Jose will prohibit employees from using, selling, possessing, or 
being under the influence of illegal drugs, alcohol, or controlled substance or prescription 
drug not medically authorized while at their job, on San Jose property, or while on work 
time. 

  Restrictions on tobacco use are necessary for the health and safety of all our employees 
and students the cleanliness of our property, and the fire safety of our building. No 
tobacco use is permitted on the school grounds. 

EMPLOYMENT RELATIONSHIP 
  Employment with San Jose is on an at-will basis. You enter employment voluntarily and 

you are free to resign at any time for any reason or no reason. Similarly, San Jose is 
free to conclude its relationship with any employee at any time for any reason or no 
reason. 

  Although an employee may or may not work year-around, salaried compensation is 
referred to as ‘annualized’ meaning that the pay rate is communicated on an annual basis 
and the employee is paid year-round but this in no means is to be interpreted as an 
‘annual contract’. As long as an employee is employed in good standing, they will receive 
their normal pay, but, if terminated (voluntarily or involuntarily) pay would cease and no 
further pay is due the employee. Employees, regardless of their role (teacher, 
administrative, etc.) are expected to be available throughout the year, including summer, 
for training, professional development, meetings, and other purposes on an as needed 
basis. Unavailability for such events is grounds for disciplinary action and or loss of pay. 

  San Jose requires an employee to go through a 90-day introductory period of employment. 
This notice informs you that your performance will be carefully monitored during this initial 
period of employment, and your employment status will be considered temporary until 
this 90-day introductory period has expired. If your performance meets San Jose 
requirements, the school will then, at its own discretion, consider changing your 
employment status to regular full time. If your performance does not satisfy San Jose 
management during this period, it may be deemed grounds for dismissal regardless of 
any or all previous employment agreements. NOTE successful completion of the 90-day 
introductory period does not constitute or create a contract of employment between the 
employee and the school and does not change the at-will employment status. Either the 
employee or the school has the right to terminate employment at any time, with or without 
cause. 

EMPLOYMENT OF RELATIVES AND FRIENDS 
  San Jose prohibits any immediate relative of a Board member from being employed by 

the school over which that Board member presides. In addition, a San Jose Principal is 
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prohibited from the employment of any relative of that Principal by the school over which 
that Principal presides. Neither a Board member nor school Director may appoint or 
employ a relative or advocate on that relative’s behalf in any employment decision. For 
purposes of this section, immediate relatives are defined as the employee’s spouse, 
father, mother, son, daughter, brother, sister, uncle, aunt, first cousin, nephew, niece, 
husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, 
sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half 
brother, or half sister. 

  San Jose will not employ friends or relatives in circumstances where actual or potential 
conflicts may arise which could compromise supervision, safety, confidentiality, security, 
and morale at the Company. It is your obligation to inform San Jose’s administration of 
any such potential conflict so San Jose can determine how best to respond to the 
particular situation. 

EVALUATIONS 
  Each staff member will participate in annual evaluation performance reviews, 

conducted by the Principal or his or her designee. The evaluation process is 
intended to provide an opportunity for reflection and discussion on areas of 
strength and areas for improvement. Evaluations will be conducted according 
to the San Jose Schools professional development model.  

FIELD TRIPS 
  Field trips MUST be approved by administration four weeks in advance. Field trips within 
the county are planned by individual teachers as an outgrowth of classroom activities. 
Some require bus transportation and others can be walking trips from the school campus. 
It is the teacher’s responsibility to know and follow field trip guidelines. 

FUNDRAISING 
  All fundraising activities for clubs or extracurricular activities must be pre-approved by the 
administration. Teachers or other staff responsible for fundraising activities should turn in 
all monies collected to the office on a daily basis after it has been counted, confirmed and 
logged on the club ledger/spreadsheet. Monies should never be left unsecured in a 
classroom or desk overnight. 

GRIEVANCE PROCEDURE 
  It is important that employees are treated fairly and receive prompt responses to problems 
and concerns. For this reason, the school provides a grievance procedure to promote 
prompt and responsible resolution of issues raised by staff and administrators. This 
procedure may be used freely without fear of retaliation, and the Principal and/or the 
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Human Resources Director are available to assist throughout the procedure. The process 
outlined below should be used if an individual disagrees with a supervisor’s action 
including any disciplinary action. If the problem involves Discriminatory Harassment, 
Sexual Harassment and/or Discrimination, reference to those policies should be made to 
initiate a complaint. When unsure which policy applies, contact should be made with the 
Principal.  If the grievance involves Principal, you can file a report directly with human 
resources at hr@sanjoseschools.org.   

        If you believe there is inappropriate conduct or activity on the part of San Jose, its 
employees, vendors, or any other persons or entities related to San Jose, bring your concerns 
to the attention of your administration at a time and place that will allow the administrator to 
properly listen to your concern. Most problems can be resolved informally through dialogue 
between you and your administrator. If you have discussed this matter  
with your supervisor before and do not believe you have received a sufficient response, or if 
you believe your supervisor is the source of the problem, we request you present your 
concerns to an Assistant Principal.   If you have discussed this matter with the Assistant 
Principal and do not believe you have received a sufficient response, the Principal should be 
the next person to address your concerns to. If, after meeting with the principal you are still 
dissatisfied with the response, you may schedule an appointment with the Human Resources 
Director. In all instances, please indicate what the problem is, the person(s)  involved in the 
problem, efforts you have made to resolve the problem, and any suggested solution you may 
have. 

KEY/ID  CONTROL 
Not following key policy can be grounds for dismissal. 

● The Principal or their designee is responsible for overseeing key control policies
including issuance, use, duplication, and return.

● All unassigned keys are to be kept in a sturdy locked cabinet. A record will be kept
showing the issuance and return of every key, including name of user, date and
time so that is immediately apparent who has a key to any given lock.

● Office keys are restricted to need only and approved by the Principal.
● A code system for each lock and its key that is not obvious will be used so that

“found” keys are not obvious as to their use. Keys will be stamped or marked with
this code.

● Periodic inspections will be made to assure employees possess the keys they are
assigned and that none are lost.

● Keys will never be left unguarded. Example, remove filing cabinet keys from their
locks after opening cabinets and place them in a secure location.

mailto:hr@sanjoseschools.org
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● Unauthorized duplication of any key may be cause for dismissal and all keys should be
marked “Do not duplicate” to prevent legitimate locksmiths from making copies without
authorization. Authorization comes from the Director.

● Upon separation all keys will be returned to the Principal or their designee before
leaving the premises.

● Immediate reporting of lost or stolen keys is mandatory. If a key is lost or stolen,
its lock should immediately be replaced or re-keyed.

CAMERA POLICY 
  To foster a safe and secure environment for all students, staff, and visitors, surveillance 

cameras are placed throughout school buildings. Not following the camera policy may be 
grounds for dismissal.  

● Cameras are the property of San Jose Schools and are utilized to ensure safety.
San Jose School’s cameras may be viewed on either a live time and/or a recorded
basis. Recorded video footage will be stored for 60 days.

● Cameras are only to be accessed by the Principal and CEO. If there is a need to
access the cameras or camera footage, and that need falls outside of your job
description, you must see the Principal and document your request.

LUNCH 
  Teachers will be able to participate in our food program or keep their lunch in the staff 

lounge. Teachers have the option to either eat lunch on campus or run out and purchase 
lunch in the area. Keep in mind that there are only 30 minutes allotted for lunch so if a 
teacher decides to run out for lunch they must be back in time to meet their students 
where necessary. 

MEDICATION 
  The administering or dispensing of any medicines (including non-prescription medication) 

to students by employees of San Jose, without specific written authorization by the 
parents and physician of the student is strictly prohibited. If it is necessary that the child 
take any medication while he/she is in school, the parent must sign an authorization form 
and have the form completed by their physician. Please direct the students to obtain this 
form in the school office. The medication will be kept in the office and will be administered 
by office personnel trained to administer such medication. A parent may also choose to 
come to school and administer medication. 

MATERIALS/SUPPLIES/TEXTBOOKS 
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  Submit all your requests for classroom materials to the PLC Chair who will bring the 
request to the Principal or his/her designee. There will be a meeting scheduled to discuss 
the request and what can be done. Nothing is to be ordered ahead of approval as the 
request will then be denied and you will be responsible for the payment of materials. 

BENEFITS 
San Jose provides benefits to its employees so that they can enjoy a better way of life. 

Booklets containing specific information on insurance benefits will be provided and 
updated as benefits change. San Jose Schools provides an extensive benefit package to 
all of its employees. Please see the Human Resources Director for any insurance 
concerns or questions. 

PAID TIME OFF (PTO) 
Paid Time Off is earned as follows and will be given at commencement of employment: 

● 196 Day Staff: 10 days per year; earned at a rate of 1 day per month
● 261 Day Staff:  12 days per year; earned at a rate of 1 day per month

No more than (5) PTO days can be taken concurrently and ALL requests for Paid Time Off 
(except emergency and illness) must be approved in advance by submitting a request 
through Employee Web Services. All employees must notify administration as soon as 
possible if they plan to use a PTO day due to emergency or illness. 

NO PTO will be paid out upon termination of employment either by employee or company. 

Upon approval of the Principal, PTO time can be shared between employees if one employee 
has exhausted all of their PTO. 

An absence, after an employee has exhausted his/her PTO, will be met with disciplinary 
action, unless it is approved by the Principal and the absence will be unpaid. 
Any unauthorized absences over 2 days may require a doctor’s excuse. Please note 
that any employee on administrative leave will not be paid.  

Employees may roll over PTO from year to year.

SICK LEAVE 
  If you are sick and cannot make it to work, you must notify your supervisor or his/her 
designee by 7am by telephone, no messages, so that proper supervision and coverage 
can be arranged. Illnesses requiring you to be out for more than 3 days will require a 
doctor’s note. If you are out of PTO, you will be not paid for that day, and will normally be 
written up for absence without leave. The third write up will/could lead to termination of 
employment. 
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BLOCK OUT DAYS FOR LEAVE 
No PTO will be approved during the following dates unless prior approval is given by the 

Principal. 
● The first two weeks of school opening as well as the entire pre-planning;
● The last two weeks of school closing;
● Designated weeks of state assessment;
● Additional days concurrent to already scheduled Holidays.

JURY DUTY 
If you are an eligible employee who is summoned for jury duty, you may be granted leave 
with pay. San Jose schools provides the employee their regular day’s pay for time spent 
serving on jury duty. Generally, income protection for time spent serving on jury duty will be 
provided for a maximum of five workdays. Additional income-protected time away from the 
workplace for this purpose will be considered on a case-by-case basis. Upon receipt of 
notification from the state or federal courts of an obligation to serve on a jury or to act as a 
court witness, the employee should notify his or her supervisor. The employee is required to 
provide copies of the subpoena or jury summons to his or her supervisor and to the Human 
Resources department. Employees appearing in their own case as a plaintiff or defendant or 
for a nonsubpoenaed court appearance will not receive paid time off. Vacation or unpaid time 
off should be used for such occasions.  

PARENTAL CONTACTS 
  It is not always prudent or accessible to contact parents right away for issues that occur 
in the classroom. This is understandable. Phone calls should be made before you go 
home on that day. Do not put off phone calls until the next day or so as we will have a 
propensity to forget.  All parental emails should be responded to within 48 hours. 

PAYDAYS 
        Employees will be paid on the fifteenth and the last day of each month. If a payday falls 
on a weekend, Saturday and Sunday dates, they will be paid on that Friday. The end of the 
month pay date will always fall on the last business day of the month.  

When to expect your first paycheck –  
If you begin work at the start of the school year, you should expect to receive your first check 
on or about the 15th of August. This depends on proper paperwork being completed and 
submitted to the Human Resources department in time to meet the payroll cut-off. If the 
paperwork is not received in a timely manner, you should expect to receive your first check on 
the next scheduled pay date. Most 10 and 12 month instructional and administration staff are 
paid in 24 equal installments. The amount is derived by dividing an employee’s annual offer 
letter salary or calculated salary by 24 equal payments. All non-instructional personnel that 
are paid by the day or by the hour shall accurately record all hours worked. Employees are 
paid for the number of days/hours reported each pay period.  
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DIRECT DEPOSIT IS MANDATORY. 

Deductions are withheld from your paycheck for Social Security and Federal withholding 
taxes, as required by law. You may authorize additional deductions for group insurance, 
Credit Union savings, United Way deductions, etc. If you ever have questions about your 
paycheck or deductions, please see the Executive Director. Our goal is to maintain pay 
and benefits at levels comparable to or above those of our competitors. 

PERFORMANCE STANDARDS 
  The people at San Jose constitute the greatest strength of our school. It is our belief that 

most will perform consistently at a high level. On the rare occasion when someone fails 
to perform to reasonable standards, it is our policy to encourage constructive instruction 
and feedback as a first resort in most cases. Generally, formal corrective action measures 
will be used when performance issues are not corrected, following coaching and 
counseling efforts, or in cases of genuine misconduct or disregard for safety. No rule can 
be written to cover all offenses or violations that may be cause for taking corrective action. 
The degree of discipline will be based on circumstances and the team member’s previous 
record.

Misconduct 
For certain acts of dishonesty or unethical misconduct, discharge may be the appropriate 

measure, without regard to progressive disciplinary steps. The following are examples of 
the events that would be cause for immediate discharge: 

● Violation of Substance Abuse Policy;
● Verbal or physical threats of any nature against the school and/or its

representatives, parents or students;
● Providing false information or omitting important information on school records;
● Unauthorized removal or attempted removal of school property;
● Intentional damage to property or product;
● Negligent or unruly behavior resulting in property damage or personal injury;
● Unauthorized possession of weapons on San Jose property;
● Walking off the job;
● Failure to return in a timely fashion from an approved leave of absence;
● Being employed while on leave, without prior approval;
● Sleeping during classroom time;
● Willful or repeated violation of the safety rules or work practices at San Jose;
● Insubordination;
● Excessive Absenteeism;
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● Accessing inappropriate websites on school property.

It is San Jose’s policy that all arrests or convictions must be self-reported to your 
administration within a 48-hour period. Failure to self-report is grounds for immediate 
dismissal. 

POLICY AGAINST WORKPLACE HARASSMENT 
  San Jose has a strict policy against all types of workplace harassment, including sexual 

harassment and other forms of workplace harassment based upon an individual’s sex, 
gender, race, religion, color, national origin, physical or mental disability, marital status, 
age, sexual orientation, gender identity or any other status protected by federal, state or 
local laws. All forms of harassment of, or by, employees, vendors, visitors, customers, 
and clients are strictly prohibited and will not be tolerated. 

A. Sexual Harassment

  Sexual harassment is defined as unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature when (1) submission to 
such conduct is made either explicitly or implicitly as a term or condition of an individual’s 
employment (2) submission to, or rejection of such conduct by an individual is used as 
the basis for employment decisions affecting such individual or (3) such conduct has the 
purpose or effect of unreasonably interfering with an individual’s work performance or 
creating an intimidating, hostile or offensive work environment. 

  While it is not possible to identify each and every act that constitutes or may constitute 
sexual harassment, the following are some examples of sexual harassment are provided 
below: (a) unwelcome requests for sexual favors; (b) lewd or derogatory comments or 
jokes; (c) comments regarding sexual behavior or the body of another employee; (d) 
sexual innuendo and other vocal activity such as catcalls or whistles; (e) obscene letters, 
notes, emails, invitations, photographs, cartoons, articles, or other written or pictorial 
materials of a sexual natures; (f) repeated requests for dates after being informed that 
interest is unwelcome; (g) retaliating against an employee for refusing a sexual advance 
or reporting an incident of possible sexual harassment to San Jose or any government 
agency; (h) offering or providing favors or employment benefits such as promotions, 
favorable evaluations, favorable assigned duties or shifts, etc., in exchange for sexual 
favors; and (i) any unwanted physical touching or assaults, or blocking or impeding 
movements. 

B. Other Harassment

  Other workplace harassment is often verbal or physical conduct that insults or shows 
hostility or aversion towards an individual because of the individual’s sex, gender, race, 
religion, color, national origin, physical or mental disability, marital status, age, sexual 
orientation or any other status protected by federal, state or local laws. 

  Again, while it is not possible to list all the circumstances that may constitute other forms 
of workplace harassment, the following are some examples of conduct that may constitute 
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workplace harassment: (a) the use of disparaging or abusive words or phrases, slurs, 
negative stereotyping, or threatening, intimidating or hostile acts that relate to the above 
protected categories; (b) written or graphic material that insults, stereotypes or shows 
aversion or hostility towards an individual or group because of one of the above protected 
categories and that is placed on walls, bulletin boards, email, voicemail, or elsewhere on 
San Jose’s premises, or circulated in the workplace; and (c) a display of symbols, slogans, 
or items that are associated with hate or intolerance towards any select group. 

Reporting Discrimination and Harassment 

  Any employee who feels that he or she has witnessed, or been subject to, any form of 
discrimination or harassment we request you present your concerns to an Assistant 
Principal.   If you have discussed this matter
with the Assistant Principal and do not believe you have received a sufficient response; 
the Principal should be the next person to address your concerns to. If, after meeting with 
the principal you are still dissatisfied with the response, you may schedule an appointment 
with the Director of Human Resources. In all instances, please indicate what the problem 
is, the person(s) involved in the problem, efforts you have made to resolve the problem, 
and any suggested solution you may have. 

  San Jose prohibits retaliation against any employee who provides information about, 
complains, or assists in the investigation of any complaint of harassment or discrimination. 

  We will promptly and thoroughly investigate any claim and take appropriate action where 
we find a claim has merit. Discipline for violation of this policy may include, but is not 
limited to reprimand, suspension, and discharge. If San Jose determines that harassment 
or discrimination occurred, corrective action will be taken to effectively end the 
harassment. As necessary, San Jose may monitor any incident of harassment or 
discrimination to assure the inappropriate behavior has stopped. In all cases, San Jose 
will follow up as necessary to ensure no retaliation for making a complaint or cooperating 
with an investigation. 

REIMBURSEMENTS 
  Any purchase submitted for reimbursement must be pre-approved by administration. 
Only pre-approved purchases will be reimbursed.  

REPLACEMENT OF PERSONAL OR SAN JOSE PROPERTY 
  All employees are expected to respect the property of others, including San Jose 
property. San Jose property includes office supplies and or services, postage, tools, 
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equipment, misuse of telephones, etc. Use or theft of San Jose property and/or services 
without proper authorization will result in disciplinary action being taken, up to and 
including discharge. 

  All incidents of theft or damage involving personal or San Jose property should be 
reported to the Principal. To prevent theft, it is very important that all employees make 
sure they secure all equipment at the end of their regular day. The employee will bear the 
responsibility of replacing any lost or stolen items that are under his or her responsibility. 

  San Jose is not responsible for lost, stolen, or misplaced personal items. It is the 
employee’s responsibility to provide necessary security for his or her own personal items. 
Any theft should be reported to the Principal.  San Jose will not make reimbursement for 
lost or damaged personal items. 

REPORTING CHILD ABUSE 
  All cases of child abuse, suspected or confirmed, must be reported to the appropriate 
state agency immediately. You are considered a professionally mandated reporter. A new 
and improved online abuse reporting tool for the Florida Department of Children and 
Families’ Florida Abuse Hotline is now available. This new reporting tool is available to 
professionally mandated reporters, as well as the general public, as an additional avenue 
to report suspected cases of abuse, neglect, abandonment, or exploitation of children or 
vulnerable adults. The new online reporting tool is in addition to the existing toll-free line 
at 1-800-96- ABUSE, TTY 1.800.453.5145, and fax at 1.800.914.0004. You should also 
inform the Principal if you make a report of child abuse. 

SAFETY & EMERGENCY PROCEDURES 
Each San Jose employee is responsible for reading, understanding, and following all safety 

and emergency plans. 

SAFETY STATEMENT 
  At San Jose, we will attain and sustain safety excellence in the operation of our facilities. 
The protection of each member of our team, our students, our environment, and the 
citizens of the community in which we do business is our primary objective. Most injuries 
and illnesses are preventable. We will not compromise accident and injury prevention for 
any reason. Team members at San Jose are responsible for preventing injuries and 
illnesses and must recognize and accept that working safely is a condition of employment. 

When to call Emergency and Non-Emergency Numbers 
It is important to know how to identify and report crimes and suspicious activity. The following 

are guidelines for deciding whether an incident is an emergency or non- emergency, and 
if it should be reported to emergency (9-1-1) or non-emergency number(s). 
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Call emergency 9-1-1 when: 
● A crime is in progress
● A situation is about to escalate into an emergency (endangering life or major

property)
● A crime has just occurred (especially if you can describe the suspect and the

direction in which he or she fled) [Note: Crimes involving students should be
reported to the administration instead, unless the situation is of a nature that it
would be unreasonable to first contact the administration]

Call the non-emergency number when: 
● Your school was burglarized last night
● You need to add additional information to a report you made previously

SCHEDULING ACTIVITIES 
All activities that you would like to schedule must be pre-approved by the Principal or an 

Assistant Principal at least 14 days prior to the activity taking place. Please use the 
Activity/Calendar reservation request form found on the drive. Once an activity is 
approved and scheduled, the contact person is responsible for the event in its entirety. 
Administrative supervision will be scheduled but the point of contact will be responsible 
for the event taking place.

SEVERE WEATHER INFORMATION 
San Jose Schools will follow the same or similar instructions as Duval County Public Schools 
in the case of severe weather emergencies. Parents/guardians should watch the local news for 
information about school closings. 

SOCIAL MEDIA 
  As employees of San Jose Schools, we should set the example for our students to follow 
and this can provide a constructive mentoring experience for the positive uses of social 
media.  An employee may be terminated at any time for inappropriate content that is 
posted by the employee on any social networking site, including on the employee’s 
personal social media pages.  When posting on social media networks, the following 
guidelines should be observed: 
• Employees may add students as “friends” on Facebook, though it is not

recommended.  Employees should not “friend” students on any other social media
platforms until the student is no longer at San Jose.
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• Employee should utilize privacy settings to control access to their social media sites.
• Employees should use their best judgment in posting any content on a social media

platform.
• Employees should never create a social media page or website that appears to be

associated with San Jose unless specifically authorized to do so.  Nor should the
employee make any posts that appear to be official statements from San Jose
without permission to do so.

• Employees are prohibited from publishing statements on any San Jose social media
page or on the employee’s personal social media pages that are defamatory,
pornographic, proprietary, harassing, libelous, or that can create a hostile work or
learning environment.

• Employees are not to publish, post or release any information that is considered
confidential or not public, including confidential student information.

• If employees encounter a situation while using social media that threatens to
become antagonistic, employees should disengage from the dialogue in a polite
manner and seek the advice of a supervisor.

• Employees should get appropriate permission to use a third party's copyrights,
copyrighted material, trademarks, service marks or other intellectual property in
connection with any social media post.

• Prior to posting a picture or video including any San Jose students, an employee
must verify that all the parents or guardians of all students depicted in the picture or
video have consented to such publication.

SOCIAL SECURITY 
  Deductions are made from your paychecks, according to law, to provide Social Security 

benefits for you and your family in your later years. San Jose pays the current required 
percentage for the employer portion. The scale of Social Security payments and benefits 
is determined by the federal government. 

STAFF DEVELOPMENT 
  All San Jose employees will be required to participate in up to 10 hours of San Jose 
directed/provided online training/professional development per each six-month period of 
employment. Staff will take this training on their own time throughout the year and will 
need to make sure the Principal or the Principal’s designee is aware of all completed 
training. 

  The school may require training outside the typical school year/district calendar including 
but not limited to attendance of the annual in-service for teachers. 

STUDENT NON-FRATERNIZATION POLICY 
(a) Staff: Staff  is defined as the following:
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1. Any individual employed by the School, including any student teachers, practicum
students, fieldwork students, and volunteers;
2. Employees of contractors or agencies and independent contractors;

(b) Student: Student is defined as any individual enrolled in the School.

  San Jose expects all staff members, including teachers, coaches, counselors, 
administrators, board members, support staff and others, to maintain the highest 
professional, moral and ethical standards in their conduct with students. For the purposes 
of this policy, staff members also include school volunteers. 

  All school staff are expected to accept responsibility for their conduct, and to understand 
that their conduct may be regarded as representative of the entire San Jose Organization, 
and that even off-duty conduct may adversely affect the abilities of a staff member to 
effectively perform his/her job duties. Staff is expected to abide by a professional standard 
of conduct and model good citizenship for students, parents, and the community. 

  The interactions and relationships between staff members and students should be based 
upon mutual respect and trust; an understanding of the appropriate boundaries between 
adults and students in an educational setting; and consistent with the educational mission 
of San Jose. Even if a student participates willingly in an activity, prohibited interactions 
between staff and students (regardless of the student’s age) are a violation of this policy. 

  Specifically, San Jose expects that its staff maintain appropriate professional 
relationships with students in particular, and any youth in general, and be sensitive to the 
appearance of impropriety in their conduct with students. Staff members are encouraged 
to discuss issues with their building administrator or supervisor whenever they are unsure 
whether particular conduct may constitute a violation of this policy. 

  Employees must understand that even an appearance of inappropriate relationships will 
adversely impact their effectiveness in the school environment. Therefore, employees 
must be diligent in maintaining the highest ethical standards when interacting with youth 
both inside and outside the school environment and are strictly prohibited from forming 
such personal relationships with students outside the classroom. 

PROHIBITED CONDUCT 
  Staff is prohibited from engaging in any of the following types of prohibited conduct, 

regardless of whether the conduct occurs on or off school property or during or outside of 
school hours. The following list of prohibited conduct does not, and is not intended to, 
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constitute the entire list of conduct for which discipline may be imposed: 
● Engaging in any romantic or sexual relationships with students, including dating,

flirting, sexual contact, inappropriate physical displays of affection, or sexually
suggestive comments between staff and students, regardless of whether staff or
student initiates the behavior, or whether the relationship is consensual;

● Fostering, encouraging, or participating in inappropriate emotionally or socially
intimate relationships with students in which the relationship is outside the bounds
of the reasonable, professional staff-student relationship and in which the
relationship could reasonably cause a student to view the staff person as more
than a teacher, administrator, or advisor;

● Initiating or continuing communications with students for reasons unrelated to any
appropriate purpose, including oral or written communication; telephone calls;
electronic communication such as texting, instant messaging, email, chat rooms,
Facebook, or other social networking sites; webcams; or photographs, Electronic
and online communications with students, including those through personal
accounts, should be accessible to supervisors and professional in content and
tone;

● Socializing with students outside of class time for reasons unrelated to any
appropriate purpose;

● Providing alcohol (regardless of age) or drugs – either prescription or illegal (except
for those provided in accordance with district policy on medication administration)
– to students;

● Transporting a student for any reason from any location including trips from school
to a students’ home or from a student's’ home to school or any other transportation
for any reason is strictly forbidden.

REPORTING PROCEDURES 
● Duty to Report. Any person with knowledge or suspicion of an improper

relationship between staff and a student must immediately report the conduct to
school administration. Nothing in this paragraph is intended to relieve mandated
reporters of their obligations under state and local statutes.

● Protection from Retaliation. Staff who makes a good-faith report of a suspected
fraternization violation, or who cooperates in inquiries or investigations related to
the investigation of such a report, shall be protected from retaliation.

SANCTIONS 
● Discipline. San Jose will take appropriate disciplinary action, up to and including
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dismissal, against any staff found to have violated this non-fraternization policy. 

● Report Procedures. Reports of suspected fraternization violations by represented
staff shall follow the procedures set forth in accordance with the appropriate
disciplinary policies.

STUDENT INFORMATION 
Each San Jose staff member must comply with Family Educational Rights and Privacy Act. 

Accordingly, staff members should not disclose confidential student information to any 
third-parties.  Staff members should also avoid disclosing confidential student information 
to other staff members that do not need the information for the performance of their 
professional duties.  Gossiping about students is strictly prohibited. 

TAX OBLIGATIONS 
  A deduction is withheld from your gross earnings every payroll period for Federal Income 
Tax purposes in accordance with current law. The amount of deduction is based on your 
gross earnings, marital status, and the number of allowances you claim on the Federal 
W-4 form.

TECHNOLOGY GUIDELINES 

Administration’s Right to Access Information 
  San Jose computers, telephone, and communication hardware and software systems 

have been installed and are used to facilitate school communications. Although each 
employee has an individual password to access these Systems, they belong to San Jose 
and the contents of communications are always accessible  by the administration for any 
business purpose. These Systems may be subject to periodic unannounced inspections 
and should be treated like other shared filing systems. All Systems messages are San 
Jose records.

  The contents of our Systems may be disclosed to the public through a FOIA request and 
without your permission. Therefore, you should not assume that messages and 
communications are confidential. Back- up copies of communications may also be 
maintained and referenced. 

Personal Use of San Jose Computer Systems 
  Because San Jose provides the Systems to assist you in the performance of your job, 
you should use them only for official business. We reserve the right to access and disclose 
as necessary all communications on our Systems without regard to content. Since your 
personal communications can be accessed without prior notice, you should not use our 
Systems to transmit any messages or to access any information you would not want read 
by any third party. Ultimately, you are responsible for what you write. You may be 
personally responsible for any litigation that may arise should you make unlawful 
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defamatory, slanderous, or libelous statements against any employee, student, or parent. 
You should not use these Systems for such purposes as soliciting for commercial 
ventures, religious or personal causes, outside organizations, or other similar, non-job-
related solicitations. Although incidental and occasional personal use of our Systems are 
permitted, these communications will be treated the same as other communications. 
However, you are prohibited from accessing or downloading information from the Internet 
for your personal use. Employees must not attempt to access another employee’s files or 
e-mail messages without the latter’s express permission.

Forbidden Content of Communications 
  There is to be no display or transmission of sexually explicit images, messages, or 

cartoons, or any transmission or use of email communications that contain ethnic slurs, 
racial epithets, or anything that may be construed as harassment to, or disparagement 
of, others based on their race, national origin, sex, sexual orientation, age, disability, or 
religious or political beliefs. Violation of this policy will result in appropriate disciplinary 
action. 

TERMINATION OF EMPLOYMENT 
  We hope that you will remain with us for a long time. However, once employment has 

ended, your unused vacation will be forfeited, and the only pay entitlement at termination 
is for actual time worked.  

Employees are encouraged to provide 3 weeks’ notice to facilitate a smooth transition 
out of the organization. If an employee provides less notice than requested, San 
Jose Schools may deem the individual to be ineligible for rehire depending 
on the circumstances regarding the notice given. An exit interview will be 
scheduled by HR discuss separation arrangements.  Again, remember that no 
employee is contracted, all employment is at will and may be terminated with us 
without notice. 

  Employees who fail to report to work for three consecutive days without 
properly communicating to their supervisor or manager the reasons for their 
absence, will be viewed as voluntarily resigning their employment as of the third day. 

TRAVEL 
  Please note, all travel and mode of transportation should be approved in advance by the 
Principal before any expenses are paid or reimbursed. If you are asked to travel on behalf 
of San Jose, your customary expenses will be incurred or reimbursed, mileage will be 
paid at $0.57 per mile. Any travel by car beyond 150 miles round trip should be via a 
rental car. If for any reason a personal car is used for 150 miles plus for pre- approved 
travel, reimbursement will be for fuel used only (not mileage based). 
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TOBACCO USE 
  Smoking is prohibited inside the school building and on the school premises by 

employees. Visitors must dispose of smoking materials prior to entering the building. 
Cigarettes, chewing tobacco, and “dipping” snuff are prohibited by students and 
employees. 
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  This acknowledges receipt of the San Jose Employee Handbook. I understand that this 
Handbook supersedes any previously issued Handbook or other information, and that 
San Jose retains the right to change this Handbook from time to time. 

  I understand that nothing in this Handbook is intended to create any type of employment 
agreement or guarantee of hours of work. I realize that either San Jose or I can terminate 
the employment relationship at any time. 

  I further understand that it is my responsibility to fully read and comply with all the rules, 
policies, and procedures in this Handbook and with any other safety policies with which I 
have been provided. I agree to insert and replace any revised or new policies, rules or 
regulations as implemented by San Jose, and will comply with them as they are 
implemented. 

  If I have questions about the content or interpretation of the Employee Handbook, I will 
ask my administrator. 

Print Name Date 

_____________________________________________________ 

Employee Signature 

_____________________________________________________ 

ACKNOWLEDGEMENT OF RECEIPT OF EMPLOYEE HANDBOOK




