
 

 
WELCOME TO PLUMAS CHARTER SCHOOL  

 

It is our pleasure to welcome you to the staff of Plumas Charter School, or PCS. Our goal here is to provide caring, 
professional attention and high quality educational opportunities to our students and their families. In support of this 
goal the entire PCS staff is committed to creating and maintaining an atmosphere of harmonious collaboration, because 
students learn as much from what they see going on around them as they do from curriculum, it is essential that PCS 
staff interactions—with one another, with students, and with the public set a good example. Expectations for staff 
performance are further detailed in this handbook. We are glad you have joined us and we hope you will find your work 
here challenging and rewarding. 
 

PURPOSE OF THIS HANDBOOK 
PCS is committed to providing our staff with a work environment that is conducive to both personal and professional 
growth. This handbook will familiarize you with the organization and operations of the school as well as with some of 
the policies affecting your employment. This handbook is not an exhaustive description of what will be expected of you; 
it must be read in conjunction with your job description, the Parent Handbook, and your employment agreement. The 
policies contained in the Employee Handbook dated March 2017, apply to all employees and supersede and replace all 
previously communicated policies, both written and oral. This handbook does not create a contract expressed or 
implied. 
 

Please read this handbook and comply with all of its provisions. If you find any of the contents confusing, please ask for 
clarification, The Executive Director and/or the Administrative Secretary are available to answer your questions. 
 
As the school continues to grow and change, the need may arise for changes in the policies outlined in this handbook. 
Your signature on the last page, the Acknowledgement Form, will signify your receipt and review of the handbook. PCS 
reserves the right to revise, supplement, or rescind any policies or portions of this handbook from time to time, as is 
deemed appropriate by the PCS Board and/or administration. Employees will be notified of all revisions and updates. 
 

EXPECTATION OF PROFESSIONALISM 
PCS employees are expected to conduct themselves at all times in a manner consistent with the highest standards of 
personal character and professionalism, whether with students, parents, co-workers, or community members. All PCS 
staff members are expected to be courteous and tactful, responding even to unpleasant or difficult behavior with 
professionalism and respect. No staff member, however, is expected to take abuse. Any abusive treatment should be 
referred to a Director immediately. Disrespectful behavior towards fellow employees and/or clients of PCS will not be 
tolerated and may be grounds for termination. Because school employees come into contact with private information 
about students and their families, it is essential that we make a conscious effort to approach this information with an 
attitude of respectful discretion. Staff should access only what information they require to serve the student and should 
discuss student issues with others only as is necessary, and always in private. 
 

EMPLOYMENT POLICIES NATURE OF EMPLOYMENT 
Unless expressly agreed to in writing for a specified term of employment, PCS is an at-will employer. Employment is at 
the will of both parties; neither the employee nor PCS are bound to continue the employment relationship if either 
chooses, at its will, to end the relationship at any time, with or without advance notice and with or without cause. 



Additionally, other terms and conditions of employment such as compensation, benefits, title, duties, and corrective 
action may be modified at the discretion of PCS. The at-will nature of employment may be modified only in a written 
statement signed by both the Executive Director and the employee, which specifically states that it is an exception to the 
at-will policy. 
 

EQUAL EMPLOYMENT OPPORTUNITY 
In order to provide equal employment and advancement opportunities to all individuals, employment decisions at PCS 
will be based on performance, qualifications and abilities. Employment practices will not be influenced or affected by an 
applicant's or employee's sex (including gender), sexual orientation, race, color, religion, marital status, national origin 
(including language use and restrictions), ancestry, medical condition (including cancer/genetic characteristics), age 
(40+), physical/mental disability (including HIV/AIDS), pregnancy or pregnancy-related condition or reasonable 
accommodation, genetic information, veteran status, or any characteristic as protected by applicable law. 
 
It is PCS's intent to comply with the provisions of disability antidiscrimination requirements, and to make reasonable 
accommodations for qualified applicants and employees with known disabilities if the person is otherwise qualified to 
perform safely all the essential functions of the position and if the accommodation does not constitute an undue 
hardship on PCS. Therefore, if you feel you need reasonable accommodation to perform the essential functions of your 
job, contact the Executive Director or the Administrative Secretary to begin an interactive process as to the 
appropriateness of accommodation. This policy governs all aspects of employment including selection, job assignment, 
compensation, corrective action, termination and access to benefits and training. 
 
If you have questions or concerns about any type of discrimination in the workplace, you are encouraged to bring these 
issues to the attention of the Administrative Secretary or the Executive Director. You can raise concerns and make 
reports without fear of reprisal. Anyone found to be engaging in any type of unlawful discrimination or retaliation will be 
subject to corrective action, up to and including termination of employment. 
 

MANDATORY REPORTING CODE 

California Penal Code section 11166 requires any child care custodian who has knowledge of, or observes, a child in his 
or her professional capacity or within the scope of his or her employment whom he or she knows or reasonably suspects 
has been the victim of child abuse to report the known or suspected instance of child abuse to a child protective agency 
immediately, or as soon as practically possible, by telephone and to prepare and send a written report thereof within 
thirty-six (36) hours of receiving the information concerning the incident.  There is no duty for the reporter to contact 
the child’s parents.    

Child abuse is broadly defined as “a physical injury that is inflicted by other than accidental means on a child by another 
person.”  School employees are required to report instances of child abuse when the employee has a “reasonable 
suspicion” that child abuse or neglect has occurred.  Reasonable suspicion arises when the facts surrounding the 
incident or suspicion could cause a reasonable person in a like position to suspect child abuse or neglect.   

Reporting the information regarding a case of possible child abuse or neglect to your supervisor, the School principal, a 
School counselor, coworker or other person shall not be a substitute for making a mandated report to a child protective 
agency. 

OPEN DOOR POLICY 
PCS is committed to maintaining an environment of open communication in the belief that good communication leads 
to a better working environment, greater job satisfaction, and, ultimately, a more effective organization. PCS staff 
members are encouraged to bring any issues and concerns to the school administration before discussing such matters 
with persons outside of PCS. Issues and concerns should quickly be brought to the attention of the Administrative 
Secretary or Executive Director of PCS in order to begin a dialogue and seek a reasonable solution that is acceptable to 
all parties. The Problem Solving policy described later in this Employee Handbook provides additional details on the 
recommended process. 
 



 

IMMIGRATION LAW COMPLIANCE 
We are committed to full compliance with federal immigration laws and will not unlawfully discriminate on the basis of 
citizenship or national origin. 
 
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, 
must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and 
employment eligibility. Required documentation must be presented within 72 hours of a new employee's first report to 
work. Failure to present documentation within 72 hours will preclude the employee from returning to work without the 
required documentation. Former employees who are rehired must also complete the form if they have not completed 
an I-9 with PCS within the past three years, or if their previous I-9 is no longer retained or valid. Employees may raise 
questions or complaints about immigration law compliance without fear of reprisal by PCS. 
 

EMPLOYEE RELATIONS 
This employee handbook outlines our expectations of you as an employee. We also want you to know what you can 
expect of us. We strongly believe that the working conditions, wages and benefits we offer to you are fair and 
appropriate. If you have concerns about working conditions or compensation, you are encouraged to voice these 
concerns openly and directly to the Administrative Secretary or the Academic or Executive Director. 
 
Our experience has shown that when staff members deal openly and directly with one another, communication is clear, 
misunderstanding is minimized, and the work environment is positive and conducive to effective performance. Please 
don't hesitate to speak to a member of the administrative staff if you have any concerns or questions. 
 

EMPLOYMENT APPLICATIONS 
All employees are required to fully complete PCS's Employment Application. We rely upon the accuracy of information 
contained in the employment application, as well as the accuracy of other data presented throughout the hiring process 
and the course of employment. Any misrepresentations, falsifications or material omissions in any of this information or 
data may result in the exclusion of the individual from further consideration for employment or, if the person has been 
hired, termination from employment. 
 

BACKGROUND INVESTIGATIONS/LIVE SCAN REQUIREMENTS 
As a condition of employment, the School requires all applicants for employment to submit two sets of fingerprints to 

the Department of Justice for the purpose of obtaining criminal record summary information from the Department of 

Justice and Federal Bureau of Investigation.  The School will not employ a person who has been convicted of a violent or 

serious felony or a person who would be prohibited from employment by a public school district because of his or her 

conviction for any crime, unless an applicable exception applies.  The School will not employ any applicant until the 

Department of Justice completes its check of the state criminal history file as provided by law.  The School shall also 

request subsequent arrest notification from the Department of Justice and take all necessary action based upon such 

further notification. 

TUBERCULOSIS TESTING 
Except for employees transferring from other schools, no person shall be employed by the School unless the employee 
has submitted proof of an examination within the past 60 days that the employee is free of active tuberculosis.  
Employees transferring from other public or private schools within the State of California must either provide proof of 
an examination within the previous 60 days or a certification showing that he or she was examined within the past four 
years and was found to be free of communicable tuberculosis.  It is also acceptable practice for the employee’s previous 
school employer to verify that it has a certificate on file that contains the showing that the employee was examined 
within the past four years and was found to be free of communicable tuberculosis. The tuberculosis test shall consist of 
an approved intradermal tuberculin test, which if positive shall be followed by an X-ray of the lungs. 
 



All employees shall be required to undergo the foregoing examination at least once every four (4) years, excepting “food 
handlers” who shall be examined annually. After such examination, each employee shall cause to be on file with the 
School a certificate from the examining physician showing the employee was examined and found free from active 
tuberculosis. 
 
The examination for applicants for employment is a condition of initial employment.  Therefore, the expense incident 
thereto shall be borne by the applicant. The cost of the examination required of existing employees shall be a 
reimbursable expense. Employees should follow the School’s reimbursement procedures. The County Health 
Department may provide skin testing to employees at regular intervals at no cost to the employee. The availability of 
this testing may be announced by the School. Please contact the Executive Director for further information if your belief 
system or medical condition prevents you from complying with this test.  If the employee has health concerns related to 
the tuberculosis test, they may ask the Executive Director for a waiver. 
 

TEACHER CERTIFICATION 
PCS' Education Specialists (ESs) are required to possess current certification from the California Commission on Teacher 
Credentialing equivalent to that which teachers in other California public schools are required to possess. 
 

EMPLOYMENT CATAGORIES 
There are employment classifications that determine your employment status and benefits eligibility, though these 
classifications do not guarantee employment for any specified period of time. Your position is designated as either non-
exempt or exempt from federal and state wage and hour regulations. Employees in non-exempt positions are entitled to 
overtime pay as specified by federal and state law and other provisions of federal and state wage and hour laws. 
Employees in exempt positions are excluded from overtime and other specific provisions of federal and state wage and 
hour laws. "Comp" time is not provided in lieu of pay for employees in either exempt or non-exempt positions. You will 
be advised of the exempt or nonexempt status of your position upon hire. In addition to the above classifications, each 
employee will belong to one of the following employment categories: 
 

REGULAR 
Full-Time 
Regular full-time employees are those who are not in a temporary status and who are: 
 

 in the case of certificated staff, assigned a roster of twenty or more students, or a combination of 
student load and other academic duties equivalent in time value to a roster of 20 or more students; or 

 in the case of classified staff, employed for 37.5 hours per week or more. 
 
These employees are entitled to receive all legally mandated benefits (Workers' Compensation, State Disability, Paid 
Family Leave, Unemployment, Social Security Insurances, and similar benefits) and are also eligible for School-provided 
benefits (see the Administrative Secretary for benefits offered by PCS). 
 

Part-Time 
Part-time employees are those who are not assigned to a temporary status and who are: 
 

 in the case of certificated staff, assigned a roster of 19 or fewer students, or a combination of student 
load and other academic duties equivalent in time value to a roster of 19 or fewer students; or 

 in the case of classified staff, regularly scheduled to work less than 30 hours per week. 
 
These employees are entitled to receive all legally mandated benefits (Workers' Compensation, State Disability, Paid 
Family Leave, Unemployment, Social Security Insurances, and similar benefits), and summer school closure pay and sick 
leave in proportion to their percent of full time.  
 
 
 



TEMPORARY 
Temporary employees are those who are hired on a part-time or full-time basis for the purpose of providing an interim 
replacement during a leave of absence, temporarily supplementing the work force; or to assist in the completion of a 
specific project. Employment assignments in this category are of a limited duration, and even if a temporary position has 
an established term, there is no guarantee that the employee will be retained for the entire term. Employment beyond 
any initially stated period does not in any way imply a change in employment status. Temporary employees retain that 
status unless and until notified of a change. These employees are entitled to receive all legally mandated benefits 
(Workers' Compensation, State Disability, Paid Family Leave, Unemployment, Social Security Insurances, Accumulated 
Sick Leave and similar benefits) but are not eligible for a benefit stipend. 
EMPLOYMENT AGREEMENT 
Employees may be offered employment for a specified term; such term and the conditions of that employment 
relationship shall be enumerated in an Employment Agreement. All Employment Agreements shall designate the salary 
or hourly rate, hours of employment, the individual job description, dates of the Agreement, number, if any, of paid 
sick/well days, paid holidays, summer school closure pay, and any other terms. The employee will sign the Agreement, 
and a copy will be made and given to the employee; the original will remain in the employee's file. 
 
PERFORMANCE EVALUATIONS 
Plumes Charter School is committed to striving for excellence, so the informal evaluation (and possible discussion) of 
your performance will be an ongoing process. In addition, formal performance reviews are conducted on an annual 
basis. The purpose of these evaluations is to let you know in which areas you have performed well and in which areas 
improvement is needed in order for you to meet established standards. 
 
For certificated employees, annual compensation is based upon performance, and an explanation of the pay-for-
performance process is available from either the Director in hard copy or on Shareddocs on the PCS Quincy server. If an 
ES has any questions about the evaluation process, he or she should ask the Director(s). 
 
This formal review is not necessarily the only time job performance is discussed. If you have any questions about how 
you are doing, or what you can do to improve your performance, please ask us to discuss this with you in private. We 
attempt to maintain an "open door" policy with regard to personnel matters and welcome your comments at any time. 
 

STAFF COMMUNICATIONS 
All employees are required to attend monthly staff meetings. Collaboration is essential to the vitality and quality of our 
program as well as to the efficient functioning of the school. Staff members are expected to arrive prepared to 
participate actively in the entire meeting. Absences must be arranged ahead of time with the Executive Director. In the 
event of an absence from a staff meeting, it is the employee's responsibility to obtain the minutes and all information 
from the meeting. Teachers and staff are expected to check their email and voicemail for notices, messages and other 
communications at least twice per day. 
 
WORK SCHEDULES 
Full-time PCS classified employees work 7.5 hours per day, Monday through Friday. The schedule of arrival, departure, 
lunch and break times within those constraints is to be established collaboratively, under the supervision of the 
Executive Director, and is subject to change depending on time of year and other factors. Full-time ES' are expected to 
work Monday through Friday, a minimum of 35 hours, following a schedule that is to be established, posted, and shared 
with students and colleagues at the beginning of each semester. Part-time ES' are expected to be engaged in school 
activities according to their FTE (i.e. an ES with 12 students would be engaged in school activities for a minimum of 
12/25 of 35 hours, or just less than 17 hours per week). 
 
PARTICIPATION IN NONSCHEDULED PROGRAMS  
ES' are expected to attend or participate in important PCS programs that support and encourage our students, some of 
which may be held outside of school hours. These include parent-teacher-student conferences, parent meetings, 
community meetings, trainings, open house, and graduation ceremonies. ES' are also expected to support and 
participate in field trips, workshops and other learning activities that include their own students as well as students of 
other teachers. 



 
ACCESS TO PERSONNEL FILES 
Personnel files are the property of PCS, and access to the information they contain is restricted. Only members of the 
PCS administrative staff with a legitimate reason to review information in a personnel file are allowed to do so. If you 
wish to review your own personnel file, you may do so with reasonable advance notice, and in the presence of 
authorized management personnel. 
 
EMPLOYEE INFORMATION PAGES 
It is your responsibility to notify the administration promptly of any changes in your personal information such as name, 
address, telephone number or person(s) to be notified in case of an emergency. Other information, such as changes in 
marital status or dependents, may affect the number of exemptions claimed for income tax withholding purposes, and 
employees are advised to consult a tax attorney and notify the Administrative Secretary in such instances. 
 
SECURITY INSPECTIONS 
It is our policy to maintain a work environment that is free of illegal drugs, alcohol, firearms, explosives, or other 
inappropriate materials. To this end, the possession, transfer, sale, or use of such materials on PCS premises is strictly 
prohibited. We ask for the cooperation of all employees in administering this policy. Desks or other storage devices may 
be provided for the convenience of employees, but they remain the sole property of PCS. Accordingly, they, as well as 
any articles found within them, can be inspected by any agent or authorized representative of PCS at any time, either 
with or without prior notice.  Employees should have no expectation of privacy with regard to property of PCS. 
 

EMPLOYMENT SEPARATION 
We hope you find your employment relationship with PCS rewarding and satisfying. However, separation of 
employment is an inevitable part of the personnel activity within any organization. Upon separation, all School property, 
including keys, computers, cell phones and any other School items and documents, must be returned. An Exit Interview 
may be scheduled as part of your separation from PCS. This interview will allow you to communicate your views on your 
work experience at PCS including the job requirements, general operations, and training needs. 
 
Below are examples of the more common circumstances under which employment is separated: 
 

Resignation:  
Employment separation initiated by an employee who chooses to leave PCS voluntarily. Resigning employees must 
submit a written Notice of Resignation (available from the Administrative Secretary) and are asked to give no less than 2 
weeks written notice. Managers and employees in key positions are encouraged to provide 4 weeks written notice of 
their intention to resign. The two or four week advance notice should not include sick time or any other compensated or 
non-compensated time off from work.  Nothing here changes the at-will nature of the employment. 
 
Circumstances may exist in which PCS, at its sole and absolute discretion, may exercise its right to accept a resignation 
immediately or to accelerate the final date of employment. Whether the date designated by the employee or a date 
selected by PCS becomes the employee's last day of work, the employee's personnel records will normally indicate 
voluntary resignation. 
 
Employees who fail to report to work for three (3) consecutive work shifts without proper notification or documented 
extenuating circumstances will be considered to have abandoned their job and to have voluntarily resigned from PCS. 
 

Termination: 
Employment separation initiated by PCS at any time, with or without cause, and with or without notice. 
 

Layoff / Reduction in Workforce: 

Involuntary employment separation initiated by PCS. Under some circumstances PCS may need to restructure or reduce 
its workforce. If it becomes necessary to restructure our operations or reduce the number of employees, we will 
attempt to provide advance notice, if at all possible, in order to minimize the impact on affected employees. If possible, 



employees subject to restructure or reductions will be informed of the nature and the foreseeable duration of the 
restructure or reduction, whether short-term, long-term or permanent. 
 
In determining which employees will be subject to a restructure or reduction, we will take into account, among other 
things, operational requirements, the skills, productivity, ability and past performance of those involved and also, where 
feasible, the employee's length of service. 
 
Retirement: 
Employee initiated voluntary retirement from active employment. While PCS does not have a mandatory retirement 
age, employees who would like to discuss retirement are encouraged to do so with the Administrative Assistant or 
Executive Director. Retiring employees are asked to provide the same notification required of employees who 
voluntarily resign. 
 
EMPLOYMENT REFERENCE CHECKS 
We are extremely concerned about the accuracy of information provided to individuals outside our School regarding 
current or former employees. Any inquiries received either by telephone or in writing regarding a present or past 
employee, are to be referred to the Administrative Secretary for proper handling. No other employee of PCS may 
provide, either on or off the record, any information regarding current or former employees. 
 
REHIRE POLICY 
If you voluntarily leave the employment of PCS in good standing you are eligible to re-apply for employment with the 
School at a later date. Reemployment is not guaranteed. Rather, the administration may, at its sole discretion, 
determine whether an offer of re-employment is appropriate. Employees who are involuntarily terminated, whose work 
record is unsatisfactory, or who do not provide proper notice will generally not be considered eligible for rehire for any 
position within PCS. 
 

Nepotism in Recruitment 

The School will always hire employees based on their experience, skills and merit. If an employee’s family member is 

interested in a position with the organization, they should apply through standard channels. All open positions will be 

posted internally and all available applications, including family members, will be reviewed for a qualified candidate.  In 

the event that no qualified candidate is found, the open position will be placed in employment publications and 

websites to offer the job to the general public. Having the ability to get an application reviewed prior to a public 

announcement of an open position is the only advantage that will be exercised by the organization for family or friends 

of employees who wish to apply. If an employee’s family member is hired for a position at the School, the family 

members will not work in a direct reporting relationship. 

Non-Fraternization and Nepotism in the Workplace 

Nepotism in the Workplace 

•  Managers and Supervisors 

The School desires to avoid misunderstandings, complaints of favoritism, possible claims of sexual harassment and the 

employee morale and dissension problems that can potentially result from personal, social, or family relationships 

involving managerial and supervisory employees in the company. The School discourages employees from fraternizing or 

becoming romantically involved with one another.  If a romantic relationship amongst employees develops, or if a family 

member gets hired by the school, or moved into a supervisory position above other family members, the employees are 

required to notify Executive Director immediately.  In the sole discretion of the School, upon discovery of a romantic 

relationship, or a reporting family relationship, either or both employees may be reassigned so that no supervisor is in 



such a relationship or family with any subordinate employee in their chain-of-command or with any non-management 

employee of a facility owned or operated by the organization. 

 

EMPLOYEE CONDUCT AND WORK RULES 

CODE OF CONDUCT 
To assure orderly operations and provide the best possible work environment, we expect all employees to adhere to the 
standards of conduct outlined below. These rules were established to protect the interests and safety of the PCS staff, 
students, families and visitors. It is not feasible to list all forms of behavior that are considered unacceptable in the 
workplace, and PCS staff members are expected to use good judgment at all times. Conduct that is unacceptable in PCS's 
opinion, whether specifically listed below or not, may result in corrective action, up to and including termination. 
 
The following are prohibited actions: 
 

 Theft or inappropriate removal or possession of School property 
 Falsification of employment records, employment information, timekeeping records or other School 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 or destruction of School-owned or client-owned property 
 Insubordination or other disrespectful conduct 
 Using abusive language at any time when on School premises or while performing work 
 Violation of safety or health rules 
 Sexual or other unlawful harassment 
 Possession of dangerous or unauthorized materials, such as explosives or firearms, in the workplace 
 Excessive absenteeism or any absence without notice 
 Unauthorized absence from work station during the workday 
 Failure to provide physician or medical certification when requested or required to do so 
 Sleeping or malingering while on-duty 
 Unauthorized use of telephones, fax machines, mail system, copiers, computers, or other School-owned 

equipment, time, materials, or facilities 
 Making or accepting excessive personal calls during working hours, except in cases of emergency or extreme 

circumstances 
 Working overtime without authorization or refusing to work assigned overtime 
 Unauthorized disclosure of business “secrets” or confidential information 
 Committing a fraudulent act or a breach of trust under any circumstances 
 Violation of personnel policies or unsatisfactory performance or conduct 
 Engaging in criminal conduct whether or not related to job performance  

 
INTERACTION WITH STUDENTS 
PROFESSIONAL BOUNDARIES: All PCS staff members are expected to conduct themselves in a manner that reflects the 
high standards of behavior and professionalism to which our school holds itself. Establishing and maintaining 
appropriate boundaries between students and staff is essential to this high standard. Crossing those boundaries is 
deemed an abuse of power and a betrayal of public trust. All staff members are required to review these guidelines, 
which, for purposes of clarity, include examples of acceptable and unacceptable behavior. 
In addition to our ethical obligation to behave appropriately with our students, it is also each staff member's 
responsibility to avoid any situation that might appear inappropriate to parents, students, colleagues, or the public. 
Unfortunately, activities that may seem innocent from a staff member's perspective can be perceived as flirtatious or 
even sexual from a student or parent point of view. The purpose of these guidelines is not to restrain innocent, positive 
relationships between staff and students, but to prevent relationships that could lead to, or could simply be perceived 



as, sexual misconduct. It is the responsibility of each staff member not to cross the boundaries outlined here. 
Disagreement with the wording or intent of these guidelines will be considered irrelevant for disciplinary purposes. 
 
DUTY TO REPORT:  
When any employee becomes aware of another staff member having crossed the boundaries specified in this policy, he 
or she must: 
 

 Speak to this staff member (or to a Director) if the violation appears minor; 
 Report the matter immediately to a Director if the observed behavior appears suspicious. 

 
All reports shall be as confidential as possible under the circumstances. It is the duty of the administrator to investigate 
the situation thoroughly and complete any necessary reporting in a timely manner 
 
USE OF ELECTRONIC MEDIA TO COMMUNICATE WITH STUDENTS:  
Any communication by any PCS employee with students, including through the use of electronic media or technology, 
should always be limited to school business. Interaction by PCS employees with students in social media such as 
Facebook, MySpace, or other similar venues, is highly discouraged, and may be considered to be violations of this policy. 
PCS employees are strongly discouraged from inviting students to join social networks, and insofar as such behavior 
occurs, employees will be responsible for any exposure/access by students to inappropriate or unprofessional content, 
including words or pictures. 
 

EXAMPLES OF UNACCEPTABLE BEHAVIOR: 

 Giving gifts to an individual student that are of a personal and intimate nature 
 Kissing of any kind 
 Any type of unnecessary physical contact with a student in a private situation 
 Intentionally being alone with a student away from the school 
 Making or participating in sexually inappropriate comments 
 Sexual jokes 
 Seeking emotional involvement with a student for your benefit 
 Listening to or telling stories that are sexually oriented 
 Discussing inappropriate personal troubles or intimate issues with a student in an attempt to gain their support 

and understanding 
 Becoming involved with a student, so that a reasonable person might suspect inappropriate behavior 
 Being alone in a room with a student at school with the door closed  
 Allowing students in your home 
 Sending e-mails, text messages or letters to students if the content does not concern school activities 
 Giving students a ride to/from school or school activities 

 
EXAMPLES OF ACCEPTABLE OR RECOMMENDED BEHAVIOR: 

 Getting school and parental written consent for any after-school activity 
 Obtaining formal approval to take students off school property for activities such as field trips or competitions 
 Ensuring that any e-mail, text messages, phone or instant messages to students are very professional and 

pertaining only to school activities or classes (Communication should be limited to school technology.) 
 Recognizing and acting on the responsibility to stop unacceptable behavior of students or coworkers 
 Asking another staff member to be present when you must be alone with a student 
 Giving students praise and recognition without touching them (Pats on the back, high fives and handshakes are 

acceptable.) 
 Keeping the door open when alone with a student 
 Keeping reasonable space between you and your students 
 Stopping and correcting students if they cross your own personal boundaries 
 Keeping parents informed when a significant issue develops about a student 
 Keeping after-class discussions with a student professional and brief 



 Asking for advice from fellow staff or administrators if you find yourself in a difficult situation related to 
boundaries 

 Involving your supervisor if conflict arises with the student 
 Making detailed notes and/or informing a Director about an incident 
 Making your professional conduct a high priority 

 
CORRECTIVE ACTION 
PCS will ordinarily give an employee notice of perceived problems with conduct or performance in order to provide an 
opportunity for correcting those problems. This may include verbal counseling, written counseling, suspension or 
demotion, as appropriate for the specific situation. As stated throughout this handbook, your employment with PCS is 
always at-will, and either you or PCS may terminate the employment relationship without notice or warning. Certain 
conduct or performance problems may result in termination, for even a first offense. 
 
ATTENDANCE AND PUNCTUALITY 
To maintain a safe and productive work environment, PCS expects all employees to be reliable and to be punctual in 
reporting for scheduled work.  Regular attendance and punctuality are considered essential functions of all positions. In 
the event that you become aware of an anticipated tardiness or absence, please notify the administrative staff as soon 
as possible, and no later than one hour prior to the beginning of your scheduled shift. If it is after normal working hours, 
you should notify your supervisor by leaving a message with a return number. 
 
Excessive absenteeism and tardiness (excused or not) may result in counseling or corrective action up to and including 
termination of employment. Each situation of excessive absenteeism or tardiness shall be evaluated on a case-by-case 
basis. However, even one unexcused absence can be considered excessive, depending on the circumstances. Employees 
who fail to report for work without any notification to the administrative staff for a period of three (3) consecutive work 
shifts will be considered to have abandoned their employment and voluntarily resigned. 
 
PERSONAL APPEARANCE 
PCS staff members are expected to uphold standards of personal appearance that project professionalism to students 
and the community. Neatness and cleanliness are absolutely necessary at all times. The School's reputation, as well as its 
atmosphere is determined in large part by the professional image that each employee presents. If employees have any 
questions about what constitutes proper attire, administrators can be consulted. 
 

SCHOOL PROPERTY 
Equipment essential in accomplishing job duties is often expensive and may be difficult to replace. When using School 
property, employees are expected to exercise care, perform required maintenance, and follow all operating instructions, 
safety standards, and guidelines. 
 
Please notify a member of the administrative staff if any equipment, machines, or tools appear to be damaged, 
defective, or in need of repair. Prompt reporting of damages, defects, and the need for repairs can prevent deterioration 
of equipment and possible injury to employees or others. The improper, careless, negligent, destructive, or unsafe use 
or operation of equipment can result in corrective action, up to and including termination of employment. 
 
SCHOOL PROPERTY 
Employees are responsible for all property, materials, or written information issued to them or in their possession or 
control. All School property, including desks, storage areas, work areas, file cabinets, computer systems, office 
telephones, facsimile machines, and copy machines must be kept clean and neat and maintained in good working order. 
All School property may be used only for business purposes. Employees who lose, misuse or misappropriate School 
property may be found personally liable for replacing or fixing the item and may be subject to corrective action, up to 
and including termination of employment. You must return all School property immediately upon request or upon 
separation of employment. PCS may take all action deemed appropriate to recover or protect its property. 
 
 
 



CONFIDENTIALITY 
The protection of confidential business information is an integral part of each PCS staff member's job. Such confidential 
information includes, but is not limited to, the following examples: 
 

 Student Lists (including personal information) 
 Student School-related Information (test results, performance, etc.) 
 Special Education Information 
 Personnel Information 
 Any employee who inappropriately discloses confidential information will be subject to corrective action, up to 

and including possible termination of employment, regardless of whether he or she benefits from the disclosed 
information. 

 
FURTHER NOTES ON STUDENT INFORMATION 
All information relating to students, including, names, addresses, contact numbers, and progress information, is 
confidential and may not be shared with unauthorized parties. All records concerning special education pupils shall be 
kept strictly confidential and maintained in separate, locked files. 
 
Because school employees are in a privileged position with regard to information about students and their families, PCS 
employees are expected to behave with the utmost respect and discretion where such information is concerned. PCS 
employees are never to use or discuss student or family personal information except when said information is necessary 
to optimize service to a student. 
 
Email is not regarded as confidential. For this reason, student names are not to be used in email correspondence, 
Students may be referred to in email by student number or by initials, but for exchange of information that includes 
student names, staff are asked to use telephone, fax, or U.S. Mail. 
 
Please note: The unauthorized release of confidential student information may result in immediate dismissal and the 
filing of criminal charges. When in doubt, check with an administrator before releasing information. 
 
CONFLICTS OF INTEREST 
All PCS employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of 
interest. Transactions with outside firms must be conducted within a framework established and controlled by the PCS 
Board. Business dealings with outside firms should not result in unusual gains for those firms. Unusual gain refers to 
bribes, product bonuses, special fringe benefits, unusual price breaks, or other windfalls designed to ultimately benefit 
the employer, the employee, or both. 
 
An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may 
result in personal gain for that employee or for a relative as a result of PCS's business dealings. For purposes of this 
policy, a relative is any person who is related by blood or marriage, or whose relationship with an employee is similar to 
that of persons related by blood or marriage. 
 
If you have any influence on transactions involving purchases, contracts, or leases, it is imperative that you disclose to 
the Executive Director as soon as possible the existence of any actual or potential conflicts of interest so that safeguards 
can be established to protect all parties. 
 
HIRING OF RELATIVES 
The employment of relatives in the same area of an organization may cause serious conflicts and problems with 
favoritism and employee morale. In addition to claims of partiality in treatment at work, personal conflicts from outside 
the work environment can be carried into day-to-day working relationships. Accordingly, it is the policy of the School 
that no immediate family of current staff members will be considered for a position wherein one member would have 
supervisory duties over the other. Dependents of the Executive Director and the School Advisory Board are ineligible for 
employment with PCS, except in student worker positions. 
 



 
WHISTLE BLOWER POLICY 
It is the responsibility of all School staff to report any illegal or unethical acts, including fraud, without delay. Persons 
who cover up, obstruct, fail to report or monitor a fraud that they become aware of may be subject to disciplinary action 
up to and including termination. Persons who threaten retaliation against a person reporting a suspected fraud shall be 
subject to disciplinary action up to and including termination. Additionally, persons making knowingly false, gratuitous 
or retaliatory reports of suspected fraud will be subjected to consideration of disciplinary action. Great care must be 
taken in dealing with suspected dishonest or fraudulent activities in order to avoid: 
 
 

 Incorrect accusations 
 Alerting suspected individuals to an investigation underway 
 Treating employees unfairly 
 Making statements that could lead to claims of false accusations or other charges 

 
Incidents, facts, suspicions or allegations should not be discussed with anyone inside or outside the School unless under 
specific direction to do so by the school official investigating the incident. In particular, the matter should not be 
discussed with the individual suspected of fraud. A person who suspects that fraudulent practice may be taking place 
should report their suspicions immediately to the Executive Director or Chair of the PCS Board. 
 
CHILD NEGLECT AND ABUSE REPORTING 
Any PCS employee who knows or reasonably suspects a child has been the victim of abuse or neglect shall report the 
instance to a child protective agency. School employees are required to report if they have a "reasonable suspicion" that 
abuse or neglect has occurred. Reasonable suspicion arises when the facts surrounding the incident or suspicion could 
cause another person in the same situation to suspect child abuse or neglect. 
 
Reporting is to be done immediately by phone to a child protective agency. The phone call is to be followed by a written 
report within thirty-six (36) hours. There is no duty for the reporter to contact the child's parents. In fact, if a child is 
released to a peace officer or a child protective agent, the reporter shall not notify the parent as required in other 
instances of removal. 
 
Child abuse is broadly defined as a physical or mental injury, which is inflicted by other than accidental means on a child 
by another person. Child abuse can take the following several forms: 
 
Sexual abuse: Sexual abuse means, in general, sexual assault or sexual exploitation. Sexual abuse does not include 
children who voluntarily engage in sexual activity with children of a similar age. Pregnancy of a minor does not, in and of 
itself, constitute suspicion of child abuse. 
 
Neglect: Neglect occurs when a child's custodian has failed to provide adequate food, clothing, shelter, medical care, or 
supervision. This failure may or may not have resulted in any physical injury. 
 
Unlawful corporal punishment: Unlawful corporal punishment occurs when any person willfully harms or injures a child 
to such a degree that results in a traumatic condition. 
 
Willful cruelty or unjustifiable punishment: Child abuse also includes the situation where any person 'willfully causes or 
permits any child to suffer unjustifiable pain or mental suffering," Or when any person endangers a child's health. 
 
Child protective agencies responding to incident reports are prohibited from disclosing a reporter's identity to a 
reporter's employer. 
 
Any person failing to report child abuse as required by law is guilty of a misdemeanor. 
 
 



 
SMOKING 
Plumes Charter School is a designated Smoke-Free Zone. Smoking by staff members or students is prohibited in or 
around school facilities. 
 
DRUG AND ALCOHOL USE 
PCS is committed to providing a drug-free, healthful, and safe workplace. To promote this goal, all employees are 
required to report to work fit to perform their jobs in a satisfactory manner. While on School premises, and while 
engaged in school-related activities off PCS premises, no employee may use, possess, distribute, sell, or be under the 
influence of alcohol or engage in the unlawful manufacture, sale, purchase, distribution, dispensation, possession, or use 
of illegal drugs. 
 
Violations of this policy may lead to corrective action, up to and including immediate termination of employment, 
and/or referral to participation in a substance abuse rehabilitation or treatment program. 
 
If an employee is suspended from work due to unsatisfactory job performance resulting from alcohol and/or drug 
dependency or abuse, such employee may be referred for counseling and/or treatment. If such an option is provided, 
the employee may be required to provide written verification that arrangements have been made for professional 
counseling. Additionally, the employee may be asked to provide periodic verifications of continued counseling sessions. 
Failure to provide such documentation or a repeat of occurrence of unsatisfactory job performance resulting from 
alcohol and/or drug dependency or abuse may result in termination. Employees participating in a rehabilitation program 
will be required to meet all job performance standards and comply with all workplace rules. 
 
The legal use of prescribed drugs is permitted on the job only if it does not impair the employee's ability to perform the 
essential functions of his/her job effectively and in a safe manner and without endangering other individuals in the 
workplace. 
 
INFORMATION/COMMUNICATION SYSTEMS 
Monitoring of & Access to PCS Systems/Devices: 
PCS's computer, phone, and other electronic systems/devices are important assets and have been provided to facilitate 
school business. Although employees may be able to use codes to restrict access to information left on systems/devices, 
it must be remembered that these systems/devices are intended for school business use and are the property of PCS. In 
keeping with this intention, we maintain the ability to access and monitor any information on the systems/devices. 
 
Because we reserve the right to obtain access to all information on our systems/devices, including voice-mail, computer 
files, e-mail, text messages Internet sites visited, etc., employees should not assume that such information is confidential 
or that access by PCS or its designated representatives will not occur. Access to these systems/devices may be 
conducted before, during, or after working hours, and in the presence or absence of the employee. 
 
Employees are asked to always receive prior authorization before changing any access codes that may be available. In 
addition, employees are prohibited from unauthorized use of access codes of other employees to gain access to 
voicemail or computer systems/devices. 
 
Computer, E-mail, Internet, & Voicemail Use: 
Employees are provided access to PCS's information and communication systems for use on school business. Personal 
use of the computer systems, e-mail, and the Internet are to be kept to an absolute minimum. Use of these systems for 
non-business purposes should be done only during breaks or meal periods. 
 
At PCS, we strive to maintain a work environment that is friendly and relaxed yet highly professional. The use of an e-
mail and voice mail system can sometimes lead to inappropriate business demeanor and inappropriate casual 
communication. Please make sure that conversations and electronic communications are appropriate to a work setting. 
Employees are not allowed to use PCS's information systems in any way that may be disruptive or offensive to others, 



including the transmission of anything that might be construed as harassment or disparagement of others. Inappropriate 
use of PCS's information systems will result in corrective action up to and including termination. 
 
Telephone Use: 
Incoming phone calls are an essential part of school operations. If your job requires you to answer the phone, remember 
that the caller's entire impression of PCS will be based on how you sound. Please be courteous and friendly, and 
whenever possible refer to the caller by name. 
 
Personal phone calls placed or received should be kept to a minimum to ensure that our clients can effectively 
communicate with us. Necessary personal calls should be made during breaks or meal periods whenever possible. If it is 
necessary to make a personal, long distance telephone call, please keep the time to a minimum, and charge any toll calls 
to a personal calling card. Messages of an emergency nature will be delivered promptly, and our telephones are always 
available for use on an emergency basis. 
 
Cell Phones: 
While driving for PCS business and/or on PCS time, attention to the road and safety should always take precedence over 
using the phone, therefore, any calls conducted at such times should be made/received with the vehicle parked in a safe 
location. In the event that a driver feels they must make/receive calls while operating a vehicle, CA law must be followed 
and such calls must be made in a "hands free" mode via a headset or speaker. Additionally, text messaging is not 
allowed while driving, per state law and PCS policy. Any citations received for violation of CA law will be the 
responsibility of the employee. 
 
Personal Communication Devices: 
We strive to ensure that the focus at PCS learning centers is on quiet study or on attentive discussion. For this reason, 
students are not permitted to use cell phones. The expectation is that staff members will likewise restrict themselves to 
using cell phones only for school business or, if for essential personal calls, in a private place. All cell phones are to be on 
silent mode. Staff members are expected to set an example for appropriate behavior, and, for this reason, are asked not 
to engage in the use of personal electronic devices, focusing their attention instead on respectful, attentive interaction 
with students and colleagues. If such devices are used during non-work time (breaks/meals) staff members must do so 
in a way that does not interfere with coworkers and other business needs. 
 
Social Media: 
While we understand that many of our employees may interact using various social media sites, e.g. Facebook, Linked-
In, MySpace, it is important that employees make it clear that their personal postings are just that-- entirely personal 
and in no way a representation of the position or philosophy of Plumes Charter School. We are a public school, and our 
reputation as discreet, responsible professionals is essential to our success.  We ask that employees who have concerns 
about actions, policies or other PCS business bring those concerns directly to the administration. Pictures and other 
confidential PCS information may not be posted on Internet sites without the specific written consent of PCS.   If you 
wish to post any such items, please contact a Director. 
 
PCS has established a school website to serve as our public face. Only employees expressly authorized are permitted to 
post information and/or modify the site. Consult the Administrative Secretary for more information about the website. 
 
Mail & Postage Use: 
Use of School-paid postage for personal mail is not permitted. 
 
PROBLEM SOLVING 
Every effort has been made to ensure that PCS policies, procedures and job requirements are reasonable, fair, and 
effective. In any workplace, however problems are bound to arise, and should they do so, PCS staff members are 
encouraged to bring their concerns to the attention of the administrative staff promptly. It is important to note that 
discussing or "complaining" about such issues with your coworkers will not lead to a solution and may even escalate the 
problem. 
 



All employees, including those employees involuntarily terminated, have access to PCS problem solving procedures. We 
want to encourage employees to address and attempt to resolve problems as quickly as possible. There are two main 
steps in the problem- solving procedure, and most problems are resolved at one of these steps. 
 

 Informally discuss problems or complaints with a member of the administrative staff (Executive Director or 
Administrative Secretary), making a serious attempt to resolve the situation at that level. If, after discussion, the 
problem or complaint is not resolved, and you wish further review. 
 

 Submit a written statement of the problem to one of the Directors for further review, discussion and effort to 
resolve the situation. A form for submission of such a statement is available from the Administrative Secretary. 

 
If the problem or complaint is not resolved upon formal notification of a Director, a letter of complaint can be sent to 
the Chair of the PCS Board. If the Board Chair determines that the matter warrants further consideration, she/he will 
refer the matter to the Board Personnel or other appropriate committee. This Board committee's disposition of the 
matter will be binding and final. 
 
Under no circumstances should a problem or complaint be discussed with a student, guest, visitor, vendor or any other 
non-employee. In the event that the problem or complaint involves one of the above non-staff members, contact a 
member of the administrative staff immediately. 
 
The problem-solving procedure outlined above is intended to encourage open communication and improve working 
conditions. However, this procedure does not alter the at-will nature of your employment with PCS, and either you or 
PCS can terminate the employment relationship at any time without using or completing PCS's problem solving 
procedure. 
 
COMPLAINTS FROM PARENTS, STUDENTS OR COMMUNITY MEMBERS 
While parents and students are encouraged to take their concerns or complaints to the member of the staff most 
directly involved with an issue, they may, at times, feel uncomfortable about doing so preferring to share their concerns 
with a different staff member. In such cases, the staff member receiving the complaint should take the following steps: 
 

 Determine, if appropriate under the circumstances, whether the complaint might be resolved informally 
through discussion. Staff members initially receiving complaints should listen objectively, attentively and actively 
to the parent or student, asking supportive questions if needed for clarification of the problem. Neither 
agreement nor disagreement with the complainant should be expressed, but rather a position of supportive 
neutrality and willingness to see that the problem is appropriately resolved. 

 Once the complainant has been able to express his or her concern, if appropriate under the circumstances, ask if 
the complainant would be willing to speak directly to the staff person concerned. If the complainant is not 
comfortable with this suggestion, ask if he or she would like the assistance of one of the administrators to help 
in voicing the concern and exploring possible solutions. 

 If the complainant desires assistance, help the person schedule time with one of the administrators. 
 Alert appropriate administrators and the other staff of the concern and of your action with regard to seeking 

resolution. 
 Follow up to make sure action was taken to resolve the problem. 
 If the problem cannot be informally resolved, direct the complainant to file a written complaint with the 

Executive Director. 
 As stated above, staff members are not required to remain in a situation in which they are subject to verbal 

abuse. A staff member who finds her/himself in such a situation is advised to remain calm, politely inform the 
offending person that you will not continue a conversation in which you are subject to abuse. If the exchange is 
taking place by telephone, the staff member should take the same action and inform the offending person that 
he/she should contact the Executive Director. 
 
 
 



Staff Attendance During School Closure Policy and Procedure 

Plumas Charter School (PCS) may, on occasion, need to delay start time or close one or more of their sites due to bad 
weather, power outage(s), or some unforeseen emergency.  The intention of this policy is to provide some clarity as to 
what is/is not required of PCS Employees when there is a school closure or delay in our schedule.   

 
Hourly Employees 
If the PCS campus that you work at is operational, in that there is power and it is safe to work in, you have the choice to 
come in to work, or make up these hours/days.  The unforeseen closure days are not paid days.  The amount of missed 
time that an employee chooses to makeup, needs to be completed by the following work week. Hourly employees 
should consult with their supervisor, or teacher, if they are an instructional aide, to collaborate on work to be completed 
during the makeup time.   

 
Make up hours cannot constitute overtime; therefore, hours worked on any make up day must not exceed 11 hours; and 
the total hours worked during the work week must not exceed 40 hours (or overtime will be incurred).  

 
If the campus is closed and non-operational, you have the option to make up any missed work time no later than the 
following work week. 

 
Salary Employees 
If the PCS campus that you work at is operational, in that there is power and it is safe to work in, you are obligated to 
come in to work even if we have closed school for students. 

 
If the campus is closed and non-operational, you do not need to make up any missed hours/days. 

 
If you aren’t sure whether you are an hourly or salary employee, please see the Administrative Secretary. 
 

EMPLOYEE BENEFITS 
General 
Eligible employees at PCS are provided a range of benefits. A number of the programs (such as Social Security, Workers' 
Compensation, State Disability, Paid Family Leave and Unemployment Insurance) cover all employees in a manner 
prescribed by law. In addition, the following benefit programs are also available to eligible employees: Summer School 
Closure Pay, Paid Sick Time, Paid Holidays, a Retirement Plan, Medical Stipend, Short-Term Disability Insurance, Paid 
Bereavement Leave, and Paid Jury Duty Leave. 
 
Unpaid leaves may be provided to eligible employees. Unpaid leaves of absence include Medical Leave, Pregnancy 
Disability Leave, Personal Leave, Parent's / Guardian's School Leave, School Discipline Leave, Domestic Violence Leave, 
Military Leave of Absence, Military Reserves or National Guard Leave of Absence, Military Spouse Leave, Emergency 
Duty Leave, and Volunteer Firefighter Training Leave. See the Administrative Secretary for detailed information 
regarding benefit questions. 
 
HEALTH AND LIFE INSURANCE 
We provide, , a health and welfare plan that includes dental, vision, and life coverage for classified employees who are 
regularly scheduled for 20 or more hours each week in regular (non-temporary) positions, and for certificated staff with 
student loads equivalent to 20 or more students.   
 
A cash stipend is paid to eligible employees in lieu of medical coverage. The stipend may be used to offset the cost of 
private medical insurance, or for any purpose the employee chooses. The stipend is subject to all payroll taxes but is not 
subject to State retirement.  Short Term Disability is a mandatory employee-paid benefit for all employees regardless of  
hours worked. Eligibility begins on the first of the month after 30 days of employment in a 20 or more hour per week 
position. 
 



Specifics of the plan are contained in official plan documents, which will be forwarded to employees as they become 
eligible for coverage under these plans. These documents outline all aspects of the plan and are subject to change in 
PCS's discretion. Additional information can also be requested from the Administrative Secretary. 
 
BENEFITS CONTINUATION 
The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries 
the opportunity to continue health insurance the employee may have enrolled in . Some common qualifying events are 
resignation, separation of employment, or death of an employee; a reduction in an employee's hours or a leave of 
absence; an employee's divorce or legal separation; and a dependent child no longer meeting eligibility requirements. 
Under COBRA, the eligible employee or beneficiary pays the full cost of coverage at PCS's group rates plus an 
administration fee. 
 
PCS provides each eligible employee with a written notice describing rights granted under COBRA when the employee 
becomes eligible for coverage under our health insurance plan. The notice contains important information about the 
employee's rights and obligations. 
 
UNPAID TIME-OFF 
It is understandable for an employee to occasionally request time-off without pay. To request time-off, you must make 
your request to the Executive Director at the earliest convenience. Forms for such requests are available from the 
Administrative Secretary. All requests for time off require Director approval and will be reviewed based on a number of 
factors, including school activities schedule, amount of time previously taken off, and availability of paid time off 
benefits. 
 
SUMMER SCHOOL CLOSURE PAY- (JULY) 
Plumas Charter School has modified and reduced hours during the month of July. Each twelve month classified 
employee and certificated Director will receive compensation during the month of July at the rate at which they are 
compensated during the other 11 months of the year. 
 
Part-time twelve month classified employees will receive pay in proportion to their percent of full time. Temporary and 
employees who work on a "school day" calendar are not eligible for summer school closure pay (see Time-Off for more 
information). 
 
SICK TIME BENEFITS 
Plumas Charter School (PCS) Employees qualify for one hour of sick leave for every 30 hours worked.  Eligible employees 

begin sick time accrual upon employment.  Full time employees will be provided with a fixed number of sick and 

personal days, and part time employees will be provided with a number of days that is in line with the number of hours 

they work each week.  Personal days shall be used for additional sick days, family emergencies, jury or other court duty, 

or any other leave that is required by law, but are not to be used for additional vacation days.   

Sick leave benefits are available and payable only in the case of actual illness or injury to you, your spouse, 
domestic partner, child or child of a domestic partner. Sick leave benefits are designed only to assist you when 
work is missed due to an actual illness or injury, and benefits are not available or payable for any other reason. 
Time off for medical and dental appointments will be treated as sick leave, as will obligations to participate in 
court and in family emergencies. Abuse or misuse of your sick leave privilege will be considered grounds for 
discipline or termination.  Personal days shall be used for additional sick days, family emergencies, jury or other court 

duty, or any other leave that is required by law, but are not to be used for additional vacation days. Paid sick time may 
be used in minimum increments of two hours.  A doctor's certificate may be required as proof of need for 
absence of five (5) or more consecutive work shifts and/or to medically release you to return to work. 
If a staff member exceeds the number of allowed sick days, the additional days will be unpaid. 



An employee may be required to take sick leave if he or she is on prescription medication that is affecting job 
performance, as determined by the Executive Director. Sick leave is granted only for the reasons listed above. 
Unused sick leave will not be paid to the employee at the time of separation from Plumas Charter School.  
 

Certificated Staff: 

Unused sick leave may not be rolled over to the next school year for use; however, unused sick days may be applied 

towards service credit for STRS.   

Classified/Administrative Staff: 

Unused sick leave may be rolled over to next fiscal year for use, not to exceed 30 days; unused sick days may be applied 

towards service credit for PERS or, for Administrators, STRS. 

The following is the breakdown of allowable sick and personal days per position per year: 

 12 month full time positions (Director(s), Secretary(s), Registrar, Office Manager) to receive 8 sick days and 
4 personal days 

 10 month full time positions (Teaching Staff, Custodian, additional Clerical Staff) to receive 6 sick days and 4 
personal days 

 10 month part time positions (Teaching Staff)  to receive a percentage of full time days commensurate with 
FTE 

 Part time 30 hours or more per week (Instructional Aides, Enrichment Instructors, additional Clerical) to 
receive 6 sick days 

 Any position working less than 30 hours per week (additional Instructional Aides, Enrichment Instructors, 
Substitute Teachers) to receive one hour of sick time for every 30 hours worked 

 
Eligible employees begin sick time accrual upon employment.  Classified/Administrative employees may accrue their 
unused sick leave from year to year, with a cap of thirty days, or the Employee may use these days towards PERS service 
credit.  Certificated staff does not have a year to year accrual option.  Any unused sick days a certificated staff member 
has at the end of the school year will be applied towards STRS service credit. Paid sick time may be used in minimum 
increments of one-half (%) day for non-exempt employees and one full day for exempt employees. 
 
Sick leave benefits are available and payable only in the case of actual illness or injury to you, your spouse, domestic 
partner, child or child of a domestic partner. Sick leave benefits are designed only to assist you when work is missed due 
to an actual illness or injury, and benefits are not available or payable for any other reason. Time off for medical and 
dental appointments will be treated as sick leave, as will obligations to participate in court and in family emergencies. 
Abuse or misuse of your sick leave privilege will be considered grounds for discipline or termination.   
 
Failure to follow reporting procedures outlined in the Attendance and Punctuality policy may result in an unexcused 
absence. A doctor's certificate may be required as proof of need for absence of five (5) or more consecutive work shifts 
and/or to medically release you to return to work. 
 
HOLIDAYS  

The following holidays are observed as paid holidays for classified full time employees, and for part time employees who 
work 20 or more hours per week. Because the school academic calendar changes from year to year, the dates of staff 
holidays, which are scheduled to correspond with that calendar, can change. All staff holidays are noted on the 
academic calendar, which is approved by the PCS Board and published each spring. 
 
New Year's Day……………………………………………………………………….January 1st 
Martin Luther King Jr. Day………….…………………….Third MONDAY in January 
President's Day…………………………….…………………Third MONDAY in February 



Friday or Monday of Spring Break……………………………………………………….TBD 
Memorial Day………………………………………………………….Last MONDAY in May 
Independence Day………………………………………………………………………..July 4th 
Labor Day……………………………………………………..First MONDAY in September 
Veteran's Day…………………………………………………………………..November 11th 
Thanksgiving Day…………………………………….Fourth THURSDAY in November 
Day after Thanksgiving …………………………………Fourth FRIDAY in November 
Christmas Eve Day……………………………………………………………December 24th 
Christmas Day……… ………………………………………………………...December 25th 
 
Because our facilities are open Monday through Friday, all holidays listed above will be observed on the day designated 
by federal proclamation, which means that if a holiday falls on a weekend, it will normally be observed on the Friday 
before or the Monday after the holiday. The above schedule may be modified in years in which an obvious opportunity 
exists to optimize or group holidays with weekends. All regular, full and part time, non-exempt employees (who work 20 
or more hours per week), who would also normally work on the designated holiday, will receive holiday pay at their 
regular rate of pay (as of the date of the holiday), times the number of hours that the employee would have otherwise 
worked on that day in the workweek. 
 
All regular full and part time, non-exempt employees who work on a designated holiday will receive holiday pay as 
described above, in addition to receiving their regular pay for all hours actually worked. 
 
Employees must work the last scheduled day before a holiday and the first scheduled working day following the holiday 
to be eligible for pay. If an employee has a pre-approved and/or excused absence on a holiday, the supervisor may 
authorize providing holiday pay in lieu of reducing an employee's paid absence (e.g., sick time). Paid time off for holidays 
will not be counted as hours worked for the purposes of determining overtime. 
 
BEREAVEMENT POLICY 
A leave of absence with pay for up to 3 days will be granted in the event of death of an immediate family member of an 
employee (immediate family members are defined as spouse, child, parent, sibling, grandparent, grandchild, and all 
"step" and "in-law" variations of the preceding list, in addition to an individual who was a member of your immediate 
household at the time of death). At the discretion of a Director, this leave may be extended with or without pay in cases 
of great distance or severe emotional hardship. 
 
With prior approval, time off without pay may be arranged for an employee who wishes to attend the funeral of other 
relatives or close friends or other person to whom you may be reasonably deemed to owe respect. 
 
JURY DUTY POLICY 
PCS encourages you to fulfill your civic responsibilities by serving on a jury or as a witness when required and allows all 
employees time off for these purposes. Jury duty and witness leave is provided on a paid basis for regular full-time 
employees for up to 10 days. If you receive notice to report for jury duty, please notify management immediately so 
arrangements can be made to accommodate your absence. You must present the Summons for Jury Duty to your 
supervisor prior to the beginning date of such duty. Of course, you are expected to report for work whenever the court 
schedule permits. 
 
Certificated employees will be expected to arrange for coverage of any classes and/or activities for which they are 
responsible and to use the overall flexibility accorded them by the PCS structure to complete their required work in a 
timely manner. Any employee, when advised of his/her notification of jury duty, must immediately inform a Director. 
 
RETIREMENT PLAN 
Qualifying employees will participate in STRS (State Teachers Retirement System) or PERS (Public Employees Retirement 
System). Employee contributions will be deducted from payroll. In addition, PCS will contribute the required employer's 
portion. 
 



CHILD CARE BENEFITS 
Whenever feasible, PCS provides child care assistance in several forms, including: 

 In certain positions, employees may request the opportunity to vary work schedules (within employer defined 
limits) to better accommodate childcare responsibilities. 

 Job Sharing: two part-time employees may split what would ordinarily be a single full time position. 
 Employees may use sick leave in the event of a child's illness. 

 
EXPENSE REIMBURSEMENTS 
Purpose 
This policy shall constitute the official policy regarding travel at Plumas Charter School (PCS) expense for all employees 
and any member of the PCS Board, and any committee member elected or appointed by the Board.   
 
Policy 

 All overnight travel on PCS business for which expense reimbursement will be made and day trips requiring an 
expenditure reimbursement in excess of $50.00 must have prior approval from the Executive Director. 

 Travel must be by the most direct route possible.  Those traveling by an indirect route must assume any extra 
expense incurred thereby. 

 Lodging must be for the minimum amount needed to complete PCS business being conducted.  Any lodging in 
excess of the minimum will not be reimbursed by PCS.  Permissible reimbursement level will be determined by 
the Executive Director. 

 Expenses related to spousal travel will not be reimbursed. 
 When more than one PCS employee is traveling to the same destination for the same purpose, only one claim 

for mileage reimbursement will be paid, unless prior approval for multiple reimbursements has been obtained 
from the Executive Director. 

 Mileage reimbursement shall be at the existing Internal Revenue Service Rate as determined by the PCS 
Administrative Secretary. 

 All airline reservations shall be made through the Administrative Secretary at the best tourist or coach rate 
available.  Employees flying at a higher rate must assume any extra expense incurred thereby. 

 
REIMBURSEMENT PROCEDURES - Reimbursement Procedures 
Claims for reimbursement must be itemized on an Expense Reimbursement Form, available on Shareddocs on the S 
drive of the PCS network or from the Administrative Secretary. The Executive Director is responsible for authorizing 
reimbursement of travel expenses before payment is made.  Reimbursements are subject to the restrictions outlined in 
Policy #1206, Purchases and Reimbursement Policy and Procedures available on SharedDocs.  
 
AIRPORT TRANSPORTATION AND TAXI FARES  
It is expected that bus, shuttle or light rail service to or from airports and between hotel/login and conference sites will 
be used when available and practical.  Reasonable taxi fares will be allowed if there is no alternative transport.   
 
TRAVEL BY PERSONALLY OWNED AUTOMOBILE 

 Reimbursement for the use of personally owned cars is at the standard mileage rate set by IRS Federal Travel 
Regulation.  Reasonable tolls and ferry fees will be allowed when necessary. 

 
 Procedures for calculating mileage are based on the fact that PCS does not reimburse employees for normal 

commuting mileage to PCS learning centers. Mileage as published by Rand-McNally and available at 
www.randmcnally.com, or as provided by www.mapquest.com will be regarded as official.  

 
o If an employee begins or ends a trip at a PCS learning Center, reimbursable mileage will be the mileage 

from the learning center to the destination (other than another PCS learning center). 
 

o If an employee begins or ends a trip at his/her residence without stopping at a PCS learning center, 
reimbursable mileage will be the lesser of the mileage from the employee’s residence to his/her 
destination and the mileage from the employee’s assigned learning center to the destination.   On 

http://www.randmcnally.com/
http://www.mapquest.com/


weekends or holidays, the employee may be reimbursed for actual mileage from his/her residence to 
the destination. 

 
o If an employee travels between destinations without returning to the PCS learning center or his/her 

residence, reimbursable mileage is the actual mileage between those destinations. 
 

o Employees will not be paid mileage reimbursement for driving to monthly staff meetings.  Round-trip 
mileage will be paid from a learning center to the Quincy office for the purpose of obtaining student 
books and materials if the trip has been pre-approved by the Executive Director. 

 
Automobile Rental 
Advance authorization from the Executive Director must be secured for automobile rental, whether for in-state or out-
of-state travel.  Reservations are to be made through the Administrative Secretary of PCS. Employees are to refuel 
before returning vehicles. 

Parking 
Charges for routine parking while on travel status will be reimbursed.  Receipts are required. 

Lodging 
Employee will be reimbursed for actual lodging costs plus tax incurred, up to the applicable maximum amounts, to be 
determined by Executive Director.  Lodging receipts are required and must itemize room charges and taxes by date.   
 
If a room is shared with other than a PCS employee, actual costs subject to the applicable maximum rate in the 
reimbursement rate schedule apply.  In the event of double occupancy for employees on official travel, both employees 
should attach an explanation to his/her travel claim detailing dates and other employees with whom the room was 
shared.  The employee who incurred the cost may claim the lodging costs, or one-half the double occupancy charge may 
be allowable for each employee. 
 
Reimbursement for Meals and Incidentals 
Meal and incidental expenses incurred while on PCS business are reimbursable at a reasonable amount.  If in doubt, 
check with Executive Director before departure to obtain maximum allowable amounts. 
 
Direct Payment Provisions 
PCS is hereby also authorized to pay directly for travel expenses, including meals and lodging, and registration fees for 
conferences, conventions, seminars, and other education programs on behalf of the school and any member of the local 
governing body and any board or committee member elected or appointed by the associate director and any employee 
whose salary is set by a charter or general law, provided payment is made directly to the provider and not to the 
employee. 
 
Exceptions 
PCS’s Director(s) shall have the authority to grant exception from any part or all these rules and regulations when 
deemed appropriate for an employee or group of employees on official PCS business. 
 
Continuing Education 
PCS is a learning environment for all. PCS teaching staff members are required to keep their credentials current and to 
keep their professional training and knowledge up to date through ongoing educational experiences that may include 
conferences, travel, retreat, university courses, workshops, and other activities that will further their professional 
growth and enhance their teaching skills. ES' are expected to schedule and complete the 20 annual professional 
development hours and to report those hours to the Administrative Secretary for tracking. Reimbursement or time-off 
for professional development activities must be approved in advance by the Executive Director. 
 

WAGE REPLACEMENT INSURANCES 

DISABILITY INSURANCE (DI) – EMPLOYEE’S OWN ILLNESS/INJURY: 



This 100% employee paid benefit is offered to help provide compensation for part-time employees who work 20 or 
more hours each week that miss work due to a non-work related accident or illness.  The law requires that a small 
percentage of your wages be deducted each pay period for Disability Insurance (DI). Please refer to the leaves of 
absence policies that are outlined later in this handbook for procedures on requesting a leave of absence for this 
purpose (Pregnancy Disability Leave, Medical Leave, and/or Personal Leave). 
 
SOCIAL SECURITY INSURANCE 
Classified employees of PCS are covered under the provisions of the Federal Social Security Law (FICA). Social Security 
benefits can provide you some retirement income. There is a deduction from your wages for social security taxes; this 
amount is matched by PCS. The total contribution by you and PCS is credited toward your Social Security benefits, which 
may be available at the time you are eligible to retire. In addition, disability and survivors' benefits are financed through 
Social Security deductions. 
 
UNEMPLOYMENT INSURANCE 
If your employment with PCS comes to an end, you may be eligible to receive Unemployment Insurance Benefits. This 
insurance is fully paid by PCS and is administered by the state. In most cases, you must file a claim in order to collect this 
benefit. Benefits are generally available to employees who are out of work through no fault of their own (including a 
reduction in regular workweek). Eligibility for benefits is determined by the Employment Development Department. 
WORKERS' COMPENSATION INSURANCE 
A comprehensive Workers' Compensation Insurance program is provided at no cost to you. This program covers any 
injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment. Subject to 
applicable legal requirements, Workers' Compensation Insurance provides benefits after a short waiting period or, if you 
are hospitalized, immediately. All employees are given a pamphlet explaining their benefits upon hire. 
 
EMPLOYEES WHO SUSTAIN WORK-RELATED INJURIES OR ILLNESSES MUST INFORM A SUPERVISOR IMMEDIATELY.  
No matter how minor an on-the-job injury may appear, it is important that it be reported immediately. This will enable 
an eligible employee to qualify for coverage as quickly as possible. You will be furnished an "Employee's Claim Form" 
within one (1) business day of reporting the injury, which you must complete and return to the Administrative Secretary 
or a Director as soon as possible. 
 
In the case of a one-time treatment of minor scratches, cuts, burns, splinters or other minor injuries, as long as there is 
no lost work time beyond the date of the injury, it will be treated as a first aid case. If additional care and treatment is 
needed, or if time is lost from work after the date of the injury, the claim will no longer be considered a 'first aid" claim, 
but will be processed as a regular claim under Workers' Compensation Insurance. 
 
If treatment is required, the administration will refer you to the medical facility noted on the Workers' Compensation 
poster and will arrange transportation if you need it. You must receive medical attention from this facility unless you 
have notified PCS in writing of your personal physician before the injury. A written notice by the physician is required to 
authorize a return to work. Should the physician indicate physical limitations upon return to work, such limitations must 
be discussed with and approved by management. 
 
All employees should be aware that anti-fraud laws state that any person who makes or causes to be made any 
knowingly false or fraudulent material statement or material representation for the purpose of obtaining or denying 
Workers' Compensation benefits or payments is guilty of a felony. Neither PCS nor the insurance carrier will be liable for 
the payment of Workers' Compensation benefits for injuries that occur during your voluntary participation in any off-
duty recreational, social or athletic activity sponsored by PCS. 
 

LEAVES OF ABSENCE 

WORKERS' COMPENSATION DISABILITY LEAVE 
PCS will grant workers' compensation disability leave in accordance with state law if you incur an occupational illness or 
injury. As an alternative, PCS may offer you modified work in accordance with state and federal law. 
 



Subject to the terms, conditions, and limitations of the applicable plans, health insurance premiums (and dependent 
coverage as applicable) will continue to be paid by PCS to the same degree it was provided before the leave for up to 4 
months. At that time you will become responsible for the full costs of these benefits if you wish coverage to continue 
(see Cal/COBRA policy). When you return from the leave, benefits will again be provided by PCS according to the 
applicable plans. In some instances, PCS may recover premiums it paid to maintain health coverage if you do not return 
to work following your workers' compensation disability leave. 
 
Benefits accrual such as sick time and holidays will be suspended during the leave and will resume upon return to active 
employment. Upon submission of medical certification that you are able to return to work, you will be reinstated in 
accordance with applicable law. Should the physician indicate physical limitations upon return to work, such limitations 
must be discussed with and approved by the Executive Director. 
 
FAMILY AND MEDICAL LEAVE ACT (FMLA) & CALIFORNIA FAMILY RIGHTS ACT (CFRA) 
 
ENTITLEMENT TO LEAVE 
It is the policy of PCS to grant or designate up to 12 weeks of Family and Medical Leave Act (FMLA) and the California 
Family Rights Act (CFRA) during any 12-month period to eligible employees. Under FMLA, employees may also take an 
additional 14 weeks when the leave of absence qualifies under the Service Member Family leave provisions. An 
employee may take leave in consecutive weeks, may use the leave intermittently (periodically, as needed), or may use 
the leave to reduce the workweek or workday, resulting in a reduced work schedule. 
 
PCS will not interfere with, restrain, or deny the exercise of any right provided by this law, or discharge or discriminate 
against any employee because of involvement in any proceeding related to FMLA and/or CFRA. All FMLA and/or CFRA 
leaves of absence will be administered in accordance with applicable federal and state laws. 
 
ELIGIBILITY 

 In order to qualify to take FMLA and/or CFRA under this policy, the employee must meet ALL of the following 
conditions*: 

 The employee must have worked for PCS at least 12 months, or 52 weeks. The 12 months, or 52 weeks, need 
not have been consecutive. 

 The employee must have worked at least 1250 hours during the 12- month period immediately before the date 
when the leave would begin. 

 Employee must have given notice of need for FMLA and/or CFRA leave at least 30 days in advance or as many 
days as reasonably possible prior to the beginning of the leave. 
 

* There is no length of service requirement for Pregnancy Disability Leave (PDL). The provisions of PDL are outlined 
under TYPES OF LEAVES COVERED in this policy. 
 
TYPES OF LEAVES COVERED 
Leave under FMLA/CFRA may be taken for any one or more of the following reasons: 

 Pregnancy Disability Leave (PDL) (FMLA only): Medical disability due to pregnancy, childbirth or a related 
medical condition which is covered under the employee's own serious health condition under FMLA, but is 
excluded from CFRA; 

 Bonding: Following the birth of a child or placement of a child for foster care or adoption, so long as the leave is 
concluded within 12 months of the birth and/or placement of the child (CFRA provides this leave separately 
although it does not cover disability due to pregnancy); 

 Family Care: The care of the employee's spouse, domestic partner (CFRA only), child (defined to include child of 
domestic partner for purposes of CFRA) or parent with a "serious health condition:" 

 Employee's Serious Health Condition: The "serious health condition" (described below) of the employee, which 
prevents the employee from performing the essential functions of his or her job; 

 Qualifying Exigency (FMLA only): A qualifying exigency arising out of the employee's spouse, child, or parent's 
active duty (or notification of impending call or order to active duty) in the Armed Forces including the Reserves 
or National Guard in support of a contingency operation. A "qualifying exigency" includes: short notice 



deployment, attendance at official military events or activities, arranging or providing child care, attending 
school or day care meetings, handling financial and legal matters, and rest and recuperation visits when the 
soldier is on leave; 

 Service Member Family Leave (FMLA only): To care for a covered service member with a serious injury or illness 
incurred in the line of duty on active duty if the eligible employee is the spouse, child, parent or next of kin of 
the service member. 

 
A "serious health condition" is one that requires in-patient care in a hospital or other medical care facility, or continuing 
treatment or supervision by a health care provider. This policy covers illnesses of a serious and long-term nature, 
resulting in recurring or lengthy absences. Employees with questions about what illnesses/health conditions are covered 
under FMLA and/or CFRA or under PCS's sick leave policy are encouraged to consult with their immediate supervisor or 
the Administrative Secretary. 
 
PREGNANCY DISABILITY LEAVE (PDL) 
Time off from work because of a female employee's medical disability due to pregnancy, childbirth or related medical 
condition is separate and distinct from her right to bond with the child under California's CFRA leave. An employee 
disabled due to pregnancy, childbirth, or a related medical condition, as certified by her health care provider, may take 
up to a maximum of four months (or 88 work days) of unpaid leave under Pregnancy Disability Leave (PDL). Thus, a 
female employee is eligible for PDL while disabled by pregnancy as certified by her health care provider and then also 
entitled up to an additional 12 workweeks of CFRA family leave to spend with her newborn child, Leave Type 2, 
"Bonding'', so long as CFRA is completed within one year of the birth of the child and the woman has met the 
qualifications for CFRA leave. See Pregnancy Disability Leave (PDL) policy for more details. 
 
SERVICE MEMBER LEAVE 
Time off from work to care for a covered service member with a serious injury or illness if the eligible employee is the 
spouse, child, parent or next of kin of the service member may be taken only under FMLA leave. An employee may take 
up to a maximum of 26 weeks of unpaid leave during a single 12-month period under Service Member Family Leave per 
qualifying injury. This is a 14 week addition to any previously provided leave The leave requires a health care 
professional's certification of a serious injury or illness that would render the member medically unfit to perform the 
duties of the member's office, grade, rank, or rating. This leave is for any member of the Armed Forces, including a 
member of the National Guard or Reserves, who incurred the injury or illness in the line of duty on active duty in the 
Armed Forces. Provisions such as benefits continuation, reinstatement, etc. are the same as for any other FMLA’s, 
qualifying leave except they are for an extended time period of 26 weeks, compared with the 12 weeks of other FMLA 
leaves. 
 
DURATION OF LEAVE 
Unless otherwise noted above, an eligible employee can take up to 12 weeks of FMLA and/or CFRA leave during any 12-
month period and the 14 month extension in cases of Service Member Family Leave. PCS will measure the 12-month 
period as a rolling 12-month period measured backward from the date an employee uses any leave under this policy. 
Parents, who are both employees of PCS, and who request leave to care for a newborn child, for placement of a son or 
daughter with the employee for adoption or foster care, or in certain circumstances, for the care of the employee's 
parent with a serious health condition, are entitled only to a combined total of 12 weeks of such a leave. For leave to 
care for a child (defined to include child of domestic partner) with a serious health condition, this combined limit does 
not apply. 
 
Employees who are both eligible employees of PCS for Service Member Family leave for the same family member are 
entitled to a combined total of 26 weeks of such a leave. Service Member Family leave time per injury will be measured 
up to 26 weeks forward from the first day taken off for the maximum of 12 months. 
 
Employees whose 1) medical leave exceeds 12 weeks (26 weeks in the case of Service Member Disability leave), 2) who 
do not have another PCS approved leave, or 3) who do not return to work on the first work day following an approved 
FMLA/CFRA leave will be deemed to have voluntarily resigned their employment from PCS, unless the employee notifies 
the school in advance. 



 
 
 
HEALTH INSURANCE DURING LEAVE 
While an employee is on FMLA and/or CFRA, PCS will continue issuing the monthly benefit stipend to qualified 
employees during the leave period at the same level and under the same conditions as if the employee had continued to 
work.  
Any share of health insurance premiums which are paid by the employee prior to FMLA and/or CFRA (including 
dependent premiums) must continue to be paid by the employee during the leave or insurance benefits may be 
discontinued. An employee who fails to make any payment of his or her premiums as required must reimburse the PCS 
for any of those payments that may have been made by PCS. 
 
For leaves related to pregnancy and childbirth, the obligation to continue to pay health insurance premiums (and 
dependent coverage as applicable) begins on the first day of concurrent PDL/FMLA leave and will continue to be paid by 
the Company to the same degree it was provided before the leave to the same degree it was provided before the leave 
began until whichever is greater: 1) 12 weeks of FMLA/CFRA or 2) the duration of the PDL (up to 4 months). 
 
If the employee's leave lasts longer than the time benefits are continued per policy, the employee may continue his/her 
health insurance coverage through PCS in conjunction with COBRA guidelines by making monthly payments to PCS for 
the amount of the relevant premium. 
 
If the employee chooses not to return to work for reasons other than a continued serious health condition or other 
approved leave extension, or fails to work 30 calendar days once returning from leave, PCS will require the employee to 
reimburse the amount the school paid for the employee's health insurance premium during the unpaid portion of the 
leave period.  
 
USE OF SICK TIME 
*Please Note: If the employee is eligible for benefits from any disability insurance, such benefits from the applicable 
plans will be coordinated with the FMLA and/or CFRA leave the Administrative Secretary can assist in helping employees 
understand how these benefits work together. 
 
TYPE OF LEAVE     SICK LEAVE BENEFIT 
 
Pregnancy Disability Leave (PDL)  May use all available 
 
Bonding (Baby, Adoption, Foster Care)  N/A 
 
Family Care      May use all available (CFRA), Must us all available (FMLA standing alone) 
 
Employee’s Serious Health Condition  Occupational/Non-Occupational, May use all available 
 
Service Member Family Leave   May use all available 
 
Qualifying Military Agency   May use all available 
 
When the leave is for the employee's own serious health condition (including PDL), he or she may qualify for State 
Disability insurance (SDI). Use of available PTO or sick pay, therefore, will be reduced by the amount of wage 
continuation benefits received, so that an employee's salary does not exceed 100% of your regular daily compensation. 
 
When the leave is for bonding or care for a family member, he or she may qualify for Paid Family Leave (PFL). Use of 
available PTO or sick pay, therefore, will be reduced by the amount of wage continuation benefits received, so that an 
employee's salary does not exceed 100% of your regular daily compensation. If the employee does receive PFL while 
out, only 2 weeks will be required to be used before taking unpaid leave. 



 
 
 
OTHER BENEFITS DURING LEAVE 
Fringe benefits (such as sick time and holidays) are not earned during unpaid leave. However, upon return from FMLA, 
CFRA and/or PDL, the employee will resume the accrual schedule at the same level and under the same conditions as if 
he or she had continued to work. 
 
Eligible employees will continue to receive their benefit stipend under the same conditions as apply to unpaid leave 
taken for purposes other than FMLA and/or CFRA. 
 
CERTIFICATION OF THE SERIOUS HEALTH CONDITION 
An employee seeking FMLA and/or CFRA for the employee's own serious health condition or because of the serious 
health condition of a family member (or next of kin for Service Member Family leave requests) as defined above must 
provide PCS with a medical certification from his or her health care provider establishing the need for the leave. The 
employee should respond to such a request as soon as possible and at least within 15 calendar days of the request, or 
provide a reasonable explanation for the delay. Failure to provide certification may result in a denial of leave. Medical 
certification must be provided by using the Certification of Health Care Provider form. 
 
Certification of the serious health condition must include: 1) the date when the condition began; and, 2) its expected 
duration. For medical leave for the employee's own medical condition, the certification must also include a statement 
that the employee is unable to perform work of any kind, or a statement that the employee is unable to perform the 
essential functions of the employee's position. For a seriously ill family member, the certification must include a 
statement that the patient requires assistance, and that the employee's presence would be beneficial or desirable. 
If the employee plans to take intermittent leave or work a reduced schedule, the certification must also include dates 
and the duration of treatment, and a statement of medical necessity for taking intermittent leave or working a reduced 
schedule. 
 
PCS has the right to ask for a second opinion, (for employees, not family members) if PCS has reason to doubt the 
certification. PCS will pay for the employee to get a certification from a second doctor, which PCS will select. In case of a 
conflict between the original certification and the second opinion, PCS may require the opinion of a third doctor. PCS 
and the employee will jointly select the third doctor, and PCS will pay for the opinion. This third opinion will be 
considered final. 
 
Prior to returning from FMLA and/or CFRA for an employee's own serious health condition including pregnancy 
disability, the employee will be required to provide PCS with a Physician's or Practitioner's Authorization to Return to 
Work form completed by the employee's health care provider releasing him or her to return to work and/or listing any 
specific limitations. 
 
An employee seeking FMLA for Qualifying Military Exigency Leave as defined above must provide the Company with a 
certification establishing the need for the leave. The employee should respond to such a request as soon as possible and 
at least within 15 calendar days of the request, or provide a reasonable explanation for the delay. Failure to provide 
certification may result in a denial of leave. Exigent Circumstances certification must be provided by using the 
Certification of Need for Exigent Circumstances form. 
 
Upon return to work from FMLA Qualifying Military Exigency Leave, the employee will be required to provide the 
Company with appropriate documentation of attendance or completion of required item which will include information 
allowing the employer to identify the actual time dedicated to such circumstances. 
 
REINSTATEMENT AFTER LEAVE 
An employee who takes leave under and meets the requirements of this policy will be able to return to the same job or 
a job with equivalent status, pay, benefits and other employment terms. The position will be the same or one that 
entails substantially equivalent skill, effort, responsibility and authority. 



 
Upon completion of the leave, a written notice by the health care provider is required to authorize a return to work. 
Should the health care provider indicate physical limitations upon return to work, such limitations must be discussed 
with and approved by PCS. Return to Work authorizations that do not either specifically identify limitations or state that 
the employee is able to perform all essential functions of his/her position will not be accepted. We are committed to 
engaging our employees in ongoing, meaningful dialog regarding modifications at work. 
 
PROCEDURE FOR REQUESTING LEAVE 
Except where leave is not foreseeable, all employees requesting leave under this policy must submit the request in 
writing to their immediate supervisor, with copy to the Administrative Secretary. When an employee plans to take leave 
under this policy, the employee must give 30 days notice. If it is not possible to give 30 days notice, the employee must 
give as much notice as is practicable. An employee undergoing planned medical treatment is required to make a 
reasonable effort to schedule the treatment to minimize disruptions to PCS's operations. 
 
If an employee fails to provide 30 days notice for foreseeable leave with no reasonable excuse for the delay, the leave 
request may be denied until at least 30 days from the date PCS receives notice. While on leave, employees are 
requested to report periodically to the Administrative Secretary regarding the status of the return to work date, and his 
or her intent to return to work. 
 
In cases where the Company is aware that time off may qualify for FMLA and/or CFRA, the Company may preliminarily 
designate the leave as FMLA and/or CFRA, pending completion of any required documentation. 
 
The provisions for leaves under this policy can be confusing. Employees are encouraged to seek additional information 
from the Administrative Secretary. 

 
PREGNANCY DISABILITY LEAVE (PDL) 

ENTITLEMENT TO LEAVE 
PCS provides and grants to pregnant employees the right to take a Pregnancy Disability Leave (PDL) during the period of 
time that a health care provider determines the employee is actually disabled by pregnancy or a related medical 
condition and is unable to perform the essential functions of her job or perform her duties without undue risk to herself 
or other persons for up to four (4) months. Pregnancy disability leave may be taken intermittently, or on a reduced 
hours-schedule, as medically advisable. 
 
A pregnant employee is entitled to transfer temporarily to a less strenuous or hazardous position or to less strenuous or 
hazardous duties if she so requests, if the transfer request is supported by proper medical certification, and if the 
transfer can be reasonably accommodated. An employee taking PDL apply all available annual sick time to her leave. 
 
CERTIFICATION 
Any request for a Pregnancy Disability Leave must be supported by medical certification from a health care provider, 
which shall provide the following information: (a) the date on which the employee became disabled due to pregnancy; 
(b) the probable duration of the period or periods of disability; and (o) an explanatory statement that, due to the 
disability, the employee is unable to work at all or is unable to perform any one or more of the essential functions of her 
position without undue risk to herself, her pregnancy, or to other persons. 
In the case of a Pregnancy-Disability transfer, the medical certification shall provide the following information: (a) the 
date on which the need to transfer became medically advisable; (b) the probable duration of the period or periods of the 
need to transfer; and (c) an explanatory statement that, due to the employee's pregnancy, the transfer is medically 
advisable. Upon expiration of the time period for the leave or transfer estimated by the health care provider, PCS may 
require the employee to provide another medical certification if additional time is requested for leave or transfer. 
 
NOTIFICATION 
In instances of other than medical emergencies, the employee must provide thirty (30) days notice in advance of the 
date the leave is to begin and the estimated date upon which the employee will return to work. If it is not practicable to 



give thirty (30) days advance notice of the need for leave or transfer, the employee must notify PCS as soon as 
practicable after she learns of the need for the pregnancy disability leave or transfer. 
 
 
BENEFITS DURING LEAVE 
Subject to the terms, conditions, and limitations of the applicable plans, benefit stipends will continue to be paid by PCS 
to the same degree it was provided before the leave began for up to 4 months. At that time you will become responsible 
for the full costs of these benefits if you wish coverage to continue (see COBRA policy). When you return from the leave, 
the benefit stipends will again be provided by PCS according to the applicable plans. If you do not return to work from an 
unpaid Pregnancy Disability Leave, or return for less than 30 days and then resign, PCS requires you to reimburse the 
School the amount it paid for your health insurance premium during the Leave period. Benefits accrual such as sick time 
or holiday benefits will be suspended during the leave and will resume upon return to active employment. 
 
RETURN TO DUTY 
An employee who has taken a PDL must notify PCS at least five days before her scheduled return to work or, as 
applicable, transfer back to her former position. An employee who returns to work promptly at the expiration of her PDL 
will be reinstated to her former position, or a comparable position, whenever possible and consistent with applicable 
laws. Upon completion of the leave, a written notice by the health care provider is required to authorize a return to 
work. Should the health care provider indicate physical limitations upon return to work, such limitations must be 
discussed with and approved by the Executive Director. 
LACTATION ACCOMMODATION 
The School will provide reasonable lactation accommodation for employees who wish to express breast milk for their 
infant when they return to work. Employees may use paid rest break times provided by the School. The School will 
provide a private place to express milk in close proximity to the employee's work area, or the employee's normal work 
area may be used if it allows privacy. 
 
PERSONAL LEAVE 
PCS may provide a leave of absence without pay to employees who wish to take time off from work duties to fulfill 
personal obligations. Regular full-time employees are eligible to request personal leave as described in this policy. You 
may request personal leave only after having completed 365 calendar days of service. As soon as you become aware of 
the need for a personal leave of absence, you should request a leave from your supervisor. 
 
Requests for personal leave will be evaluated on the basis of several factors, including amount of time requested, 
amount of time already taken, anticipated workload and staffing requirements for the proposed period of absence. 
Personal leave may be granted for a period of up to 30 calendar days in any 12-month period. If this initial period of 
absence proves insufficient, consideration will be given to a written request for a single extension of no more than 30 
calendar days. With approval of the Executive Director, you may use available sick time as part of the approved period of 
leave. 
 
Benefit stipends, for eligible employees, will continue to be paid by PCS, to the same degree it was provided before the 
leave began, for up to 30 days. After that time, the stipend will discontinue. When you return from a Personal Leave, the 
medical stipend will again be provided by PCS. 
 
If you do not return to work from an unpaid Personal Leave, or return for less than 30 days and then resign, PCS requires 
you to reimburse PCS the amount it paid for your health insurance premium during the leave period. Benefits accrual 
such as sick time or holiday benefits will be suspended during the leave and will resume upon return from leave. When a 
personal leave ends, every reasonable effort will be made to return you to the same position, if it is available, or to a 
similar available position for which you are qualified. However, PCS cannot guarantee reinstatement. 
 
Employees who accept other employment during the approved leave and/or employees who fail to report to work 
promptly at the expiration of the approved leave period will be considered to have resigned from PCS. 
 
MEDICAL LEAVE 



If an employee is requesting a Personal Leave of Absence due to the employee's own medical condition, a physician's 
statement must be provided verifying the need for a medical leave of absence and stating the beginning and expected 
ending dates. Any changes in this information must be promptly reported to the administration. At the conclusion of the 
leave, a written notice from the health care provider is required to authorize a return to work. Should the health care 
provider indicate physical limitations upon return to work, such limitations must be discussed with and approved by the 
administration. 
 
MILITARY LEAVE 
All non-temporary employees inducted into the U.S. Armed Forces will be eligible for re-employment after completing 
military service, provided: 
 

 You show your orders to the Executive Director as soon as you receive them. 
 You satisfactorily complete your active duty service. 
 You enter the military service directly from your employment with PCS. 
 You apply for and are available for re-employment within ninety (90) days after discharge from active duty. If 

you are returning from up to six (6) months of active duty for training, you must apply within thirty (30) days 
after discharge. 

 
MILITARY RESERVES OR NATIONAL GUARD LEAVE 
Employees who serve in U.S. military organizations or state militia groups may take the necessary time off without pay 
to fulfill this obligation, and will retain all of their legal rights for continued employment under existing laws. This leave 
will be unpaid. You are expected to notify a Director as soon as you are aware of the dates you will be on duty so that 
arrangements can be made for replacement during this absence. 
 
MILITARY SPOUSE LEAVE 
Employees who are regularly scheduled to work at least 20 hours per week and whose spouse is a member of the Armed 
Forces, National Guard or Reserves who is deployed to an area designated as a combat theater or combat zone during a 
period of military conflict, may take up to ten (10) days to spend time with a spouse during his/her leave from 
deployment. 
 
You are required to contact the Executive Director within two (2) days of receiving official notice that your spouse will be 
on leave requesting time off from work. PCS may require an employee to provide a copy of documentation certifying the 
spouse will be on leave from deployment. This leave will be unpaid 
 
PARENTS/GUARDIANS' SCHOOL LEAVE 
Any employee who is a parent, guardian, or custodial grandparent of a child in kindergarten through twelfth grade or 
attending a licensed day care facility, may take up to forty (40) hours each calendar year, not exceeding eight (8) hours 
in any calendar month of the calendar year, to participate in activities of the school or licensed day care facility of that 
child if the employee, prior to taking the time off, gives reasonable notice to PCS. 
 
The employee does not have to be residing with the child in order to be entitled to parent's leave. However, the 
employee must have custody of the grandchild in order to be eligible for grandparent's leave. The employee may use 
parent/guardian leave for any type of school or licensed day care facility function. This leave will be unpaid. 
 
SCHOOL DISCIPLINE LEAVE 
Any employee who is the parent or guardian of a child with whom she/he resides, or who is a custodial grandparent, is 
eligible for a school-discipline leave. The employee must have received a written notice from the principal of the child's 
school requesting his or her attendance at a conference to discuss the child's suspension from school. School-discipline 
leave is not available to employees who voluntarily consult with school administrators regarding a child's performance in 
school. 
 
PCS may require the employee to provide a copy of the notice received from the school, prior to granting school-
discipline leave, and may require documentation from the school as proof that the visit took place. PCS may ask the 



employee or the principal to reschedule the conference if the employee's attendance at work is essential at the time 
originally scheduled. There is no limit to how frequently employees may be provided school-discipline leave. This leave 
will be unpaid. 
 
DOMESTIC VIOLENCE & SEXUAL ASSAULT LEAVE 
If an employee is the victim of domestic violence or sexual assault, time off may be necessary for the pursuit of judicial 
relief or to help ensure the health, safety or welfare of the employee. Unpaid leave will be given to any employee who 
needs time off to obtain a temporary restraining order, a restraining order, or other injunctive relief from a court, to 
serve on a jury or to appear in court. Unpaid leave may also be to allow the employee to seek medical attention, to 
obtain services from a support program, shelter or rape crisis center, to obtain psychological counseling, or to 
participate in safety planning. 
 
If an employee needs time off from work for this purpose, reasonable advance notice must be provided to the 
Administrative Secretary or a Director. If an unscheduled absence or emergency court appearance is required for the 
health, safety or welfare of the employee or a child, the employee must provide certification of the absence within a 
reasonable time after the court appearance. Certification shall be any of the following: 
 

 A police report indicating that the employee was a victim of domestic violence or sexual assault; 
 A court order or other evidence from the court or prosecuting attorney that the employee appeared in court; or 
 Documentation from a medical professional, domestic violence or sexual assault advocate, health care provider, 

or counselor that the employee was undergoing treatment for injuries resulting from an act of domestic violence 
or sexual assault. 

 
PCS will make reasonable efforts to maintain the confidentiality of an employee who requests Domestic Violence or 
Sexual Assault Leave. This will be an unpaid leave. 
 
TIME OFF FOR VICTIMS OF VIOLENT CRIMES 
PCS will not discharge or discriminate against employees who are victims of crime if they take time off to appear in court 
to comply with a subpoena or other court order or as a witness in any judicial proceeding. Affected employees must give 
PCS reasonable notice that they are required to appear in court, except for unscheduled or emergency court 
appearances, in which case, PCS will take no action against affected employees if, within a reasonable time after the 
appearance, they provide PCS with evidence from the court or prosecuting attorney that they appeared in court. Such 
time off is provided on an unpaid basis. 
 
EMERGENCY DUTY LEAVE 
PCS will provide unpaid leave to volunteer firefighters, reserve peace officers, and emergency rescue personnel when 
they are required to perform emergency duty. You are expected to notify your supervisor as soon as you are aware of 
the need to perform emergency duty. "Emergency rescue personnel" is defined as any person who is an officer, 
employee, or member of a fire department or fire protection or firefighting agency of the federal government, the State 
of California, a city, county, city and county, district, or other public or municipal corporation or political subdivision of 
California, or of a sheriff's department, police department, or a private fire department, whether that person is a 
volunteer or partly paid or fully paid, while he or she is actually engaged in providing emergency services. 
 
VOLUNTEER CA WING OF THE CIVIL AIR PATROL 
PCS allows for an employee who has worked at least 90 days to take up to 10 days of unpaid leave for volunteering in 
the CA Wing of the Civil Air Patrol (the civilian auxiliary of the US Air Force) to respond to emergency operational 
missions. 
 
ORGAN AND BONE MARROW DONATION 
PCS will provide leave for employees who have been employed by PCS for a minimum of 90 days in order for them to be 
able to donate organs and/or bone marrow as a medical necessity. The leaves are treated as followed: 
 

 Organ Donation — Paid leave up to 30 days  



 Bone Marrow — Paid leave up to 5 days 
 Common to both — multiple leaves may be allowed for organ and/or bone marrow donation in each 12 month 

period (measured backward from the date an employee uses any leave under this policy), but total amount of 
leave in either category may not exceed the maximum allowed during the period for that leave type. For 
example, an employee could take off twice during a 12 month period for Organ Donation leave as long as the 
total time taken did not exceed 30 days. 
 

Employees requesting time under these programs may be required to have a physician certification prior to taking the 
leave stating that there is a medical necessity for the donation. 
 
Upon completion of the leave, a written approval by the health care provider is required to authorize a return to work. 
Should the health care provider indicate physical limitations upon return to work, such limitations must be discussed 
with and approved by the Executive Director. 
 

COMPENSATION 

REST AND MEAL PERIODS 
(Non-exempt positions)  
Rest Period (breaks): Employees are authorized and permitted to take one ten-minute rest period during each four-hour 
work period, or major fraction thereof. Plumas Charter School considers 3.5 hours to constitute a 'major fraction' of four 
hours and thus allots its employees two ten-minute rest periods over the course of a 7.5 hour day. Rest periods are not 
provided if the total daily work schedule is less than 3-1/2 hours. To the extent possible, rest periods are to be taken in 
the middle of work periods. Rest periods may not be combined or added to meal periods. Employees are not required to 
clock in and out for rest periods but since this time is counted and paid as time worked, you must not be absent from 
your workstation beyond the allotted time. 
 
Meals: Employees in non-exempt positions who are scheduled for shifts in excess of five hours are provided one unpaid 
meal period of one hour in length when the employee has the opportunity to be relieved of all active responsibilities and 
restrictions. Employees may voluntarily waive their meal periods only under the following conditions (waivers are 
available from the Administrative Secretary): 
 

 If your work shift is completed within six hours, you may waive your meal period. 
 If you work a long shift of 10 hours or more, you may waive one meal period. 
 General to both: Each day you are unable to take your allotted break(s) or meal period(s), it is your responsibility 

to notify your supervisor. 
 
TIMEKEEPING 
(Non-exempt positions) 
Accurately recording time worked is the responsibility of every non-exempt employee; the Administrative Secretary will 
provide you with the time sheet you will use to do this. Federal and state laws require PCS to keep an accurate record of 
time worked in order to calculate pay. Time worked is all the time actually spent on the job performing assigned duties. 
Please accurately record the time work begins and ends, as well as the beginning and ending time of each meal period. 
Also record the beginning and ending time of any split shift or departure from work for personal reasons. Overtime work 
must always have prior approval. Altering, falsifying, tampering with time records, or recording time on another 
employee's time record may result in corrective action, up to and including termination of employment. 
You should not start work more than seven minutes prior to your scheduled starting time or work more than seven 
minutes after your scheduled stop time. 
 
It is each employee's responsibility to sign the time sheet to certify the accuracy of all time recorded. In addition, if 
corrections or modifications are made to the time sheet, both the employee and management must verify the accuracy 
of the changes by initialing the time sheet. 
 
OVERTIME-NON EXEMPT POSITIONS 



When operating requirements or other needs cannot be met during regular working hours, employees in non-exempt 
positions will be assigned or given the opportunity to volunteer for overtime work assignments. All overtime work must 
receive management's prior authorization. Overtime assignments will be distributed as equitably as practical to all 
employees in non-exempt positions who are qualified to perform the required work. 
As required by law, overtime pay is based on actual hours worked. Time on any leave of absences will not be considered 
hours worked for purposes of performing overtime calculations. Failure to work scheduled overtime or overtime worked 
without prior authorization (written or verbal) from management may result in corrective action, up to and including 
termination of employment. 
 
Overtime is paid to employees in non-exempt positions according to state and federal regulations, which are subject to 
change. The current overtime rate is posted and can be requested from the Administrative Secretary. Currently, 
overtime is computed as outlined below: 
 
 
Daily -   Up to 8 hours, straight time 
              Over 8 hours, time and one half 
  Over 12 hours, double time 
 
Weekly -  Up to 40 hours, straight time 
  Over 40 hours, time and one half 
 
7th Day:  Time and one-half for the first 8 hours worked and double time for hours worked in excess of 8 hours on 

the 7th consecutive day of work in a workweek 
The workweek at PCS is defined as Monday through Sunday, which means it begins and ends at midnight between 
Monday and Sunday of each week. 
 
MAKE-UP TIME 
(Non-exempt positions) 
With prior approval from the Executive Director, you may request time off for personal obligations (such as child care or 
medical appointments) and make up that time in the same workweek without daily overtime obligations only if all of the 
following 6 points are met: 
 

 You must give your supervisor a signed written request for each time you want to take make-up time. The 
Administrative Secretary has Make-up Time Forms.  

 The Executive Director must approve your request in writing prior to your use of the make-up time. (Requests 
will be evaluated based on a variety of factors including staffing needs, frequency of requests, and overtime 
obligations.) 

 Hours worked on the make-up day must not exceed 11 hours. (Or overtime will be incurred.)  
 The time can only be made up in the same workweek the time was lost. (For example, if you request to leave 

early on a Friday and would like to make-up that time on the next Monday, your request will be denied because 
the make-up time is not within the same workweek.)  

 The total hours worked for the workweek must not exceed 40 hours. (Or overtime will be incurred.) 
 If you take time off and are unable to make-up the time for any reason the hours missed will be unpaid. 

Conversely, if you work make-up time before you actually take the time off, you must take that time off, even if 
you no longer need to take the time off. 
 

* Please note: PCS may not encourage or otherwise solicit an employee to utilize make-up time. Additionally, PCS may 
not require an employee to work extra hours on one day and then require the employee to use makeup time to avoid 
paying overtime; make-up time is only for the employee's personal obligations. 
 
PAYDAYS 
All  employees are paid semi-monthly, on the 15th and the last work day of the month. Your paycheck will include 
earnings for all work performed through the end of the payroll period. If a payday falls on a weekend the prior business 



day will generally be the payday. If a payday falls on a holiday that PCS is closed, the workday before the holiday will 
generally be the payday. 
 
 
PAY DEDUCTIONS 
PCS is required by law to make certain deductions from your paycheck. Among these are applicable federal and state 
taxes. We are also required to deduct Social Security taxes up to a specified limit for classified employees; PCS matches 
the amount of Social Security taxes paid by each. If you have questions concerning why deductions were made from 
your paycheck or how they were calculated, the Administrative Secretary can assist in having your questions answered. 
 
CORRECTIONS TO PAY CHECKS 
PCS makes every effort to provide accurate paychecks on the posted pay days. If there is an error in a paycheck, whether 
in hours paid, rate of pay, deductions taken or not taken, or any other discrepancy, the employee must bring it to the 
attention of the Administrative Secretary for review and/or correction. The Failure to report the discrepancy may result 
in a delay of payment due. 
 

HEALTH AND SAFETY 
PCS is committed to providing a work environment that is safe and healthful. We have established an Illness and Injury 
Prevention Program (IIPP), to support our safety efforts by identifying and correcting workplace safety issues and 
educating our employees. PCS's Safety Program Coordinator is Becky Stokes. You may review the IIPP at any time. It is 
located at www.plumascharterschool.org.   
 
RECYCLING 
PCS supports environmental awareness by encouraging recycling and responsible waste management in its business 
practices and operating procedures. This includes a commitment to purchase, use, and dispose of products and 
materials in a manner that best uses natural resources, minimizing any negative impacts on the environment or on 
human health. 
This is a voluntary program for all staff, but its success depends on the participation of all. Employees are encouraged to 
make a commitment to recycle. Our copiers have a duplex function, so both sides of the paper can be used. Any 
questions and ideas on recycling should be brought to the Executive Director. Students should be encouraged to 
participate. 
 

Workplace Violence 

PCS is committed to providing a safe, violence-free workplace and strictly prohibits employees, students, visitors or 
anyone else on PCS premises or engaging in School-related activity from behaving in a violent or threatening manner. As 
part of this policy, PCS seeks to prevent workplace violence before it begins and reserves the right to deal with behavior 
that suggests a propensity towards violence even prior to any violent behavior occurring. PCS's policy provides "zero 
tolerance" for actual or threatened violence against co-workers, visitors, or any other persons on PCS premises or 
attending PCS business-related activities. Employees are required to report to their supervisor any incident involving a 
threat of violence or act of violence, or any violation of this policy, immediately. 
 
Workplace violence includes: 
 

 Threats of any kind (including those that are meant as "humorous" or a "joke"); 
 Threatening or violent behavior, such as intimidation of or attempts to instill fear in others; 
 Other behavior that suggests a propensity toward violence. This can include belligerent speech, excessive 

arguing or swearing, theft or sabotage of PCS property, or a demonstrated pattern of refusal to follow PCS 
policies and procedures; 

 Defacing PCS property or effecting physical damage to the facilities; or 
 Bringing weapons or firearms of any kind on School premises, in School parking lots, or while conducting School 

business. 
 

http://www.plumascharterschool.org/


If any employee observes or becomes aware of such actions or behavior by an employee, student, visitor, or any other 
person, they are required to notify a Director immediately, and/or call the Police or 911 as appropriate. Further, an 
employee should notify the Administrative Secretary and/or the Executive Director if any restraining order is in effect, or 
if a potentially violent non work-related situation exists which could result in violence in the workplace. 
 
All reports of workplace violence will be taken seriously and will be investigated promptly and thoroughly. In 
appropriate circumstances, PCS will inform the reporting individual of the results of the investigation. To the extent 
possible, PCS will maintain the confidentiality of the reporting employee and of the investigation, but may need to 
disclose results in appropriate circumstances in order to protect individual safety. PCS will not tolerate retaliation 
against any employee who reports workplace violence. 
 
If PCS determines that workplace violence has occurred, PCS will take appropriate corrective action. The appropriate 
corrective action will depend on the particular facts but may include written or oral warnings, probation, reassignment 
of responsibilities, suspension, or termination. If the violent behavior is that of a non-employee, PCS will take 
appropriate corrective action in an attempt to ensure that such behavior is not repeated. 

 

SAFETY RULES 

PCS is concerned with the health and safety of every employee and client. SAFETY IS EVERYONE'S RESPONSIBILITY! All 
employees are required to be alert to potential hazards, be well informed about specific safety requirements of their 
job, and to adhere to established Safety Rules. 
 
For our safety program to be successful, every employee must participate and comply fully with the standards and 
practices of PCS to promote safety in the workplace. 
 
If injuries occur on the job, no matter how slight, report them immediately to your supervisor. If you see unsafe 
conditions in any School location, please report them IMMEDIATELY to the administration so they can be corrected. 
Employees who report unsafe work conditions or practices may do so without fear of reprisal. In addition, employees 
are asked to follow the following safety guidelines, which are based on the experience and suggestions of past and 
current employees in many industries which can be used at work, home or at any time they can be of benefit. 
 

 Whether anyone is hurt or not, immediately report all accidents to an administrator. In case of injury, seek first 
aid at once. 

 A good worker is a safe worker. Be sure to know the safe way to perform any job given to you. If you have any 
doubt about the safety of a practice or procedure, talk to an administrator. 

 Horseplay and practical jokes are dangerous and against the rules at PCS. 
 Lift properly. Keep your back straight, then squat down at the knees to reach the object being lifted. Do not 

twist your body when lifting. If it is necessary to turn, shift your feet. Do not attempt to lift heavy objects alone. 
Get help! 

 Prevent slips and falls. Watch for spills or loose objects on floors. Clean up spills and pick up debris immediately. 
 Electrical cords are hazards. Do not allow cords to extend across doorways, aisles or other walkways. When 

removing plugs from receptacles, grasp the plugs, not the cords. 
 Use special safety equipment wherever provided. Do not take a chance "just this once." That is usually when an 

accident happens. 
 

SECURITY 

As an employee of PCS, one of your primary responsibilities is the protection of our clients, their property, and the 
assets of PCS. This effort requires each employee's full dedication. 
 
The following information provides a number of ideas about what you can do to assist in maintaining the security of our 
grounds and buildings. While no one expects you to be an expert in security, your awareness and assistance will be a 
tremendous asset to this effort. 
 



What You Should Do  
 If you notice anyone who appears to be acting suspiciously, report them to a Director immediately. Suspicious 

activity includes someone waiting or loitering in an area not designed for that purpose, i.e.: a client area, parking 
lot, or other public or restricted area. If you come upon an individual who looks surprised or nervous about your 
presence, report them. Also, if you see a non-employee in an area designed for employees only, they should be 
reported to an administrator. 

 If you hear any loud or unusual noises, report them. This would include mechanical noises, alarms, loud yelling, 
etc. 
 

If you are ever confronted by a thief, don't try to be a hero! Give that person everything he/she wants. You and your 
safety are more important to us than anything the thief may get away with. 
 

EMERGENCY PROCEDURES 
 
FIRE 
In case of a fire, employees should follow this procedure: 

 Relocate to a safe place any students or visitors who are in immediate danger. 
 CALL 911. 
 Close all windows and doors, shut off all fans to prevent fire from spreading. Keep fire doors closed. 
 Station people at the entrance to the area or building to guide the fire department to the fire's location. 
 Check the door to the room in which the fire is burning. If the door is warm, DO NOT OPEN THE DOOR. Wait for 

the fire department to deal with the fire. 
 Follow instructions as calmly as possible 
 If you have any questions regarding this procedure, seek clarification from an administrator. 

 
EARTHQUAKE 
In the event an earthquake strikes and affects any of PCS's property, the safety of students, visitors and employees is of 
paramount importance. The following guidelines should be followed: 
 
During an Earthquake 

 If you're indoors, get under a table or desk, or brace yourself in a hallway. Hang on! Watch out for falling, flying, 
and sliding objects. Stay away from windows. 
 

 If you're outdoors, move to an open area away from buildings, power poles, and brick or block walls that could 
fall. 
 

 If you're in an automobile, stop and stay in it until the shaking stops. Avoid stopping near trees and power lines, 
on or under overpasses. 

 If elevators are available, do not use them; use stairs. Wait for instructions from building 
authorities. 

 Do not dash for the exit. Choose your exit carefully.  

 
After an Earthquake 

 Put on heavy shoes immediately to avoid injury from stepping on glass and other debris. Look out for falling or ready-to-
fall objects. 

 Check for injuries and give first aid, as you feel qualified. 
 Check emergency supplies. 
 Check for fires and fire hazards. Sniff for gas leaks. If you smell gas or suspect a leak, open windows and carefully 

leave the area. Do not turn lights on or off or light matches or do anything that makes a spark. 
 Go to your designated area and report on injuries and conditions. Wait for instructions. 
 Do not touch downed power lines or objects touched by downed wires. 



 Stay in undamaged areas. 
 Do not use the phone. 
 Do not go sightseeing. 
 Cooperate with public safety officials. Be prepared to evacuate when necessary. 
 Employees should inform their supervisors if they require assistance or accommodation in complying with the 

Emergency Procedures or any aspect of PCS's safety plan. 
Thank you for taking the time to read the PCS Employee Handbook.  The acknowledgement form will follow this page.  
This form (not the handbook itself) is to be signed, dated and promptly returned to the Administrative Secretary.  The 
handbook itself is to be kept by you for your records. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK 

 
 
Revised: March 2016 
 
This is to acknowledge that I have received a copy of the Employee Handbook and understand that it contains important 
information on many of PCS's general personnel policies and on my privileges and obligations as an employee. The 
policies contained in this Employee Handbook apply to all employees, and supersede and replace all previously 
communicated policies both in written and verbal form. I acknowledge that I am expected to read, understand, and 
adhere to these policies and will familiarize myself with the material in the handbook. Additionally, I agree to abide by 
any new or revised policy. I have been given an opportunity to ask questions about policies I do not understand. 
 
I understand that I am governed by the contents of the handbook and that, other than the policy of at-will employment, 
PCS may change, rescind or add to any policies, benefits or practices described in the handbook from time to time at its 
sole and absolute discretion, with or without prior notice. PCS will advise employees of material changes within a 
reasonable time. I also understand that, because PCS cannot anticipate every issue that may arise during my 
employment, if I have any questions regarding any of PCS's policies or procedures, I should contact my supervisor or the 
Administrative Secretary. In addition, I commit to engaging in an ongoing, meaningful dialog with PCS regarding all 
matters of employment, before discussing such matters with persons outside of PCS. 
 
I further acknowledge and agree that employment with PCS is at-will, and may be terminated either by PCS or by me at 
any time without cause or notice. Additionally, other terms and conditions of employment such as compensation, 
benefits, title, duties, and corrective action may be modified at the discretion of PCS. The terms of this Acknowledgment 
may not be modified or superseded except by a written agreement signed by me and the Executive Director with a 
statement that it is a modification to this Acknowledgment and at-will employment. 
 
I understand that it is my responsibility to read, understand, and comply with the provisions contained in the PCS 
Employee Handbook. If I am unable to understand any part of the handbook, I will arrange to have it translated or 
explained to me. I further understand that if I am unable to arrange such help, I will immediately notify the Executive 
Director or the Administrative Secretary, who will make arrangements for needed assistance. 
 
 
________________________________________________  DATE:__________________ 
Employee Signature 
 
 
_________________________________________________ 
Printed Name 

 


