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I. The Organization

A) TransCenter’s History

TransCenter for Youth, Inc. began working with aifpated and “at-risk” youth in 1969. In May of )7 ransCenter
registered as a nonprofit corporation in the StéM/isconsin and was recognized as a 501(c)(3giexmpt organization
by the Internal Revenue Service in the fall of yedr. Until the early 1990s, TransCenter for Yoaperated two
programs: a group foster home for adjudicated dakmts and an alternative high school for what eza called
“marginal students.” By 2000, TransCenter had gréavthree group homes, three high schools, andrdaring
program.

In 2002, after a year's reflection and strateganping, the board decided to transfer the groupesaim another non-
profit agency, the Nehemiah Project, and to focusducation.

In 2003, TransCenter became the intermediary foN&w Vision of Secondary Education in Milwaukeeq'iaitiative
funded by a $17.25 million grant from the Bill & Meda Gates Foundation. TransCenter created thbrieal
Assistance & Leadership Center (TALC New Visionptiminister the initiative and to guide the devetept of new
small high schools as well as document their restiorty-two schools were opened through thigaitive.

Today, TransCenter for Youth, Inc. operates fiveosts in Milwaukee: Shalom High School (establistiéd3);
Northwest Opportunities Vocational Academy (NOVA®93); El Puente High School for Science, Math, and
Technology (1997); Escuela Verde (2012); and NO\&IT(2014).

Shalom High School and NOVA operate as partnersttiwols under contract with the Milwaukee Publib&ids
authorized by Wisconsin’s Children At Risk stat(#é sts. 118.153). El Puente High School for SceerMath, and
Technology is currently operating in the Milwaukegrental Choice Program and is open to studentseMamnilies are
eligible to participate in the program. Escueladéeis a charter school authorized by the Commom€ibaf the City of
Milwaukee. NOVA Tech is a non-instrumentality ctesrschool authorized by the Milwaukee Public S¢hodVhile
each of TransCenter's schools is unique, all flgosls provide the relationships, relevance, agor students need for
success in the twenty-first century.

Dr. Daniel Grego has directed TransCenter’s edoicatiprograms since 1981 and became the agencg®ubxe Director in
July 2002. Along with his assistant and a fundettaper, Dr. Grego runs the TransCenter administaiffice.

B) TransCenter’s Mission

The mission of TransCenter for Youth, Inc. is toyide high quality educational programs that allavrisk” youth and
others to become productive adults and responsilstenunity members. TransCenter’s work can be asgrart of an
effort to build a New Vision of public educatioithis New Vision begins with the understanding tiathildren are part
of “the public.” All children deserve adequate falfunding equitably distributed to learning eroniments parents and
young people have chosen and that are accountatiesults.

C) The Mission of TransCenter’'s Schools

As partnership schools contracting with the MilweellPublic Schools, the missions of Shalom High Sicaiod the
Northwest Opportunities Vocational Academy arervjale a full day, alternative education leadingtdiploma for one
hundred (100+) students at each site who haveiteatified as meeting the criteria in the ChildAgrRisk statute as
students “at risk of not graduating from high sdtio&l Puente High Schodbcuses on the same population through the
Milwaukee Parental Choice Program. El Puente apemafull-day program for 100 students. Studargsexposed to a
variety of colleges and work training programsJuding those at Esperanza Unida. When fully immgated, Escuela
Verde will enroll 100 students in grades 7-12. ueda Verde is implementing the EdVisions studemt@&ed, project-
based academic model with a focus on environm@rgite and urban ecology. NOVA Tech provides atiooal
opportunities and develops career pathways formi@i® school students interested in STEM and teehfiields.
Students will graduate ready for post-secondargatiton programs (four-year or two-year collegeskgnter the




workforce with the necessary skills and/or cerdifions. They will all be prepared to be activezeitis AND have options
to decide their future.

D) Board of Directors

President: Luis Arroyo (2002) — AttoyneMichael, Best & Friedrich

Vice-President Dr. René Antrop-Gonz&R211) — Associate Professor, Departn@r€urriculum and
Instract, University of Wisconsin-Milwaukee

Secretary: Mary Clare Fagin — MC Syas

Treasurer: Brian Dix (2007) — Finand®apresentative, Northwestern Mutual Financial Nekw

Directors: Dale Boehm (2013resident/CEQO — Caspian Technologies

Felita Daniels-Ashley (2013) — Progr&ervice Administrator — Metropolitan Milwaukee Fair
Housing Council
Dale Gilliam — President — GBG Iremure Agency
Armando Ia(2002) — Art Director - GMR Marketing — El Pueht& graduate

Gladys Manzanet (2013) — Princip@a’lante! Creative, LLC

Derek Mosley (2000) — Municipal Codutdge, City of Milwaukee

Debra Ogston (2007) — Vice Presidentnan Resources, Global Offerings, Johnson Cantrol
Antonio Riley (1993) — Midwest Regional Adminigmg US Department of Housing & Urban

éepment

Honorary Board Members: Thomas Barrett
Dr. James Blackburn
Dr. Howard Fuller
Dr. Peggy Kendrigan
Dr. Charles Stubbs
Scott Wick

Ex Officio: Dr. Daniel Grego — Executive Director
Nancy Meylink — Executive Assistant

E) Organizational Structure

[ Board of Directors }

] 1
! Executive
Human Director Fund
Resources Development
|
Shalom High School NOVA El Puente High School Escuela Verde NOVA Tech:
Program Directors: Program Directors: Program Directors: Teacher Cooperative: Program Directors:
Gwendolyn Spencer, Scott Campbell, John Surges, Joella Zocher Scott Campbell
Laura Rohling Patricia Bridges Lynn Klipstine Nancy DeYoung




F) MPS/TransCenter employee interaction

It is understood that staff and teachers joinirgThansCenter programs as a result of an MPS sideutontract will be full
members and therefore will have the same respditistband duties as staff hired directly by Traes@r.

In this way, all the personnel will be working ttiger as part of each program’s family to reaclydtals.

At the TransCenter schools, all teachers will poasible for teaching the classes in their sulgjezds and for
counseling/advising a group of students. All staff be available for regular and ad hoc staff tivegs.

[I. Compensation, Benefits, Evaluation

A) FEair practice/due process/at will status
In the performance of its mission, TransCentefyfouth, Inc. will exercise fair employment practicesd grant due process to
each employee when dealing with employment matters.

All employees hired by TransCenter for Youth, lae employed “AT WILL", as such, an EMPLOYEE'S EMBYMENT
MAY BE TERMINATED AT ANY TIME, FOR ANY REASON AT ALL, OR NO REASON.

Good performance and sincere effort are basic reapgints for continued employment.

As such, and because all employees are “at whl€rd is no probationary period. Evaluations wélldone on each employee :
least yearly. Job descriptions will be issuedew ®mployees upon being hired to ensure they kmmwaderstand their
responsibilities. Any questions an employee migivte related to his/her responsibilities shouldibected to his/her
immediate supervisor.

In the event of program modifications resultinghie addition or elimination of certain servicespbmgees will be informed of
the proposed changes. Employees who are retaitlidzbvgelected on the basis of performance andmtiail for enhancing the
quality of the program.

When an employee feels he or she has been trerft@idyor unjustly by his or her supervisor onemployment matter,
including but not limited to evaluations and woekuirements, the employee may meet with the sugmrvilf the meeting with
the supervisor does not produce a result, whishatisfactory to the employee, the employee mayrethe matter further with
the Executive Director. If the meeting with thegExtive Director does not produce a result, whicaitisfactory to the
employee, the employee may review the matter fustlilh the Board of Directors. Some or all of ivecedures provided for
herein may be bypassed in the event of extenuatingmstances including if the employee’s behagmmmfuct merits
immediate dismissal.

B) Compensation

Salaries will vary according to job classificatioBalaries and salary increases will be dependunt satisfactory job
performance and will be determined by the Execuliirector in consultation with each program’s Diggs. Salary increases
for teaching staff may also be dependent on teachesfessional development and licensure. Ultehatthe availability of
funds will determine if salary increases are anoopn any given year.

Non-salaried employees are expected to keep aeawatrds of their working hours on approved titmeess. Their reports
will be checked for accuracy and supervisor's apgirbefore being forwarded for payment. Falsifimatof an employee’s
time sheets or the alteration of time sheets tteahat the employee’s is prohibited and will reswidiscipline up to and
including termination.

All salaried employees will be paid semi-monthlg,tbe 18" and the last day of the month unless these fatherweekend in
which case employees will be paid on the preceBiidpy.

C) Benefits: health, life, 401K
All full-time TransCenter employees are eligible foe following benefits:
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Social Security (legally required)

Unemployment Compensation (legally required)
Worker's Compensation (legally required)

ERISA, Employee Income Security Act (legally reguaiy

Employer provided benefits (described herein arttiénpertinent plan documents):

Health Insurance Dental Insurance
Paid Vacation Life Insurance
Paid Jury Duty Long and Short Term Disabilitgunance

Retirement Plan

Health insurances provided to full-time employees with the Traes@r’s current carrier and after the first full mtto of
employment. Plan documents containing coveragenmdtion are available upon request or will be pted upon eligibility.
The plan documents and the prevailing conditioasttie carrier invokes will determine benefit leyeleductible/co-pay
requirements. TransCenter for Youth, Inc. may geacoverage and carriers at its discretion. Engaewvill be subject to
requirements the current carrier requests, i.esiphis, medical documentation. The monthly costeaflth insurance for an
employee is currently $100- single, $190-employsmise, $175-employee/child, and $260 for familjxe Bmounts are
prorated for employees who work 10 ¥2 months. Teamséer may adjust this cost as necessary as thefgu®viding
coverage increases.

Under COBRA, when an employee who carries TrangTartealth insurance is terminated and no longeered under
TransCenter for Youth, Inc. health care plan, tinpleyee has the option to continue benefits urtteeptan beyond the
termination date. If the employee has dependehtsaxe covered under the plan, the employee alsthiezoption to continue
their benefits.

The employee has 60 dayem the notice of termination to notify TransGemfior Youth, Inc. of his/her selection. If the
employee selects this option, the benefits wiltbrtinued until:

-the expiration of 18 months following date empl@rhterminates

-the employee is covered under another group hpkilth

-the employee or his/her dependents become elifblgledicare

-the employee fails to pay the monthly charge lier ¢coverage on time, or
-our employee health plan is no longer in force

The employee will be responsible for paying theiakcinonthly charge. The first payment will be floe period following the
termination date. The first payment must be reambiwithin 45 days of the date the employee sigas#bection form. If the
first or any other payment is not received on tithe,employee will lose the option to continue cage.

After two consecutive years of full-time employmegmh employee who moves to part-time to seek psafeal development, a
an Organization-approved facility and in an Orgatian approved course of study, will be offeredtoared insurance
coverage for up to 2 years. It is expected thaileyees who take advantage of this continued héadtirance coverage will
remain employed with the Organization for at ldagear after their course of study is completed.

Life insurancds provided to all full-time employees after 30/g®f work and based on the approval of their apgibbns
by the insurance company. TransCenter currenifg g&s premium. Coverage and coverage amountgoserned by
the plan documents.

A retirement plans provided to all full-time employees. Dependmgavailability of funds, a contribution will beade
(an equal percentage of each employee’s salafjanCenter’s pension plan. Employees will be \eate20% for each
year of employment beginning with the first yeaimiversary date. At the employee’s request, actpension benefits
will be distributed within sixty (60) days of thenployee’s last day of employment.




D) Benefits: Dental
TransCenter for Youth, Inc. offers full-time empé®g dental coverage through a self-funded insunamoggam.

TransCenter for Youth, Inc. can recommend a dettiggtis familiar with our plan and price-list fdental procedures.
The plan has a $1500 calendar maximum for singl@@mes and a $2000 calendar maximum for limitedifah
families. There is a $1000 lifetime maximum forhadontia. If employees choose to use a differentist, they will be
covered at the rates listed on the price-list. ddetist office can mail invoices to TransCenterYfouth, 1749 N. 18
St., Milwaukee, WI 53205 Attn: Nancy Meylink. Drahbills are paid twice a month - on thé"idnd last day of every
month. Some dentists will require the employepayp up-front. If that is the case, the employeeagbmit a paid
receipt from the dentist and TransCenter will reimsle the employee, again at the prices listed eptice-list.

E) Benefits: Vacation

Because each of the TransCenter programs runaitsinique schedule, vacations for full-time empksy/avill follow
the schedule of their particular programs. All-fithe employees hired to teach will be schedutettach 180 days
during the school year and work an additional 3ksde be determined by the Director of each programar round
staff will have five (5) weeks vacation. All summecations must be approved by the program'’s Birec

Holidays:

All full-time employees are eligible for the folldng Holidays:
January 1 Martin Luther King's Birthday
4" of July Memorial Day
Thanksgiving Day Labor Day

The day after Thanksgiving

F) Benefits: Absences, Disability, Leaves

Employees who have completed one year of employmeagtbe granted a leave of absence for 30 or Essecutive
days. No salary or other consideration will beegifor holidays occurring within such a leavethl leave is in
conjunction with the use of vacation time, suchraed vacation must be utilized prior to the comneanent of the leave
period.

The employee’s direct supervisor will determinthé employee will be granted a leave of absencetasavill usually
be for compelling reasons i.e. family health isdigh, adoption. It is within the supervisor'sdietion to request
verification of such circumstances. Any compermsatiuring the leave will be determined by the suviger and must be
approved by the Executive Director.

Short and Long term Disabilitig provided to all full-time employees after 30/sl@f work and based on the approval of
their applications by the insurance company. TCamser currently pays this premium. Coverage avgmge amounts
are governed by the plan documents.
Death in the FamityA leave of three days will be granted in the eardeath in the immediate family (father, mother,
husband, wife, sister, brother, child). In therdwbat more time is required, a special leavebskace, charged against
accrued vacation leave, may be granted at theetiisorof the Director.
Maternity/Paternity Leave-ull-time employees who have been with the orzgtion for two consecutive years are
eligible for 9 weeks of their Family Leave to bédpaEmployees may also apply any vacation leawatd their
maternity/paternity leave.
Jury Leave For full-time employees, time off will be grantddring the term of jury duty with the difference i
compensation between pay received for jury dutyemgloyee’s regular salary to be paid by the engrloy
Military Leaves of AbsenceThe following guidelines will be used to assaoepliance with the Uniform Services
Employment and Reemployment Act. Appropriate @uijitleaves of absence will be granted by the imatediupervisor
to full-time employees for the following types oflitary duties:

1. Full-time Active Duty

2. Short-time Active Duty

3. Weekend Dirills or Summer Training Duty
Employees are not required to use their vacatioe for their military training.
Employees with questions on these military leawigions should contact their supervisor.
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Sick Days
It is expected that employees will not abuse siysdi.e. repeated taking sick days on a reguksispasing sick days

when not actually sick. If in the case of any giemployee, the supervisor feels this policy isigeibused, the
employee will receive written notice and be reqdiite submit written doctor’s excuses for any dayssed for a period
of one year.Abuse of sick days will result in discipline upaod including termination.

All employees will be responsible for notifying thBirector/Co-Director when they will be absentedo illness and
keep their Director/Co-Director informed of thenogress and anticipated return to work.

Procedure for reporting Absences

1. Definition of Absence An absence occurs any time the employee is fardyork, leaves early or does not
report to work at all for a scheduled workday.

2. Foreseeable Absencedf an employee has advance knowledge that aanabswill be necessary, the
employee must schedule the absence in advanciwitin her program Director/Co-Director.

3. Unforeseeable Absencefn employee who will be late or absent when dalesl to work must report all

absences by calling his or her program Directofd@ector at least one (1) hour before the emplsyee’
scheduled starting time.

4, Personal ReportingThe employee is expected to personally repsrohher own absence. Reporting by a
friend or relative is acceptable only in extraoedincircumstances.
5. Emergency Reportinglf an emergency beyond the employee's contmlgnts the employee, or someone

on the employee's behalf, from calling one (1) hoefore the employee's scheduled start time, thertre
must be made as soon as possible. Calls not egceiithin one (1) hour after the employee's schastiul
start time will be considered unreported unless ¢heployee can prove to the satisfaction of the
Organization that an emergency beyond the empkyegitrol unavoidably prevented the employee or
someone on his or her behalf from reporting themtes earlier.

6. Daily Reporting Employees must report @ach dayof absence unless excused from doing so by the
Organization. When an employee requests and exceipproval by his or her program Director/Co-
Director for a leave of absence, periodic reportimgy be required by the Organization as appropfiate
the type and duration of the leave requested.asex of leaves of absence, reporting requiremathtsen
communicated to the employee at the time the |sagented.

7. Information to be Reported When calling to report an absence, the followinfprmation must be
provided:
a. The employee's name and scheduled startieg tim
b. The date and reason for the absence, inclubdmgature of the illness or injury if the abserse i

due to the serious health condition of the emplpgethe parent, spouse or child of an employee;

c. The expected date and time of return to work;
d. The identity of the caller (if other than theayee).

8. Certification of Absence Due to Injury or llisesCertification by a health care provider will eguired

for any absence of more than three (3) consecdtiys due to illness or injury. Certification mdgcabe
required for absences of shorter duration whenCttganization determines it is necessary in lighthef
employee's attendance record. The certificatiostroantain at least the following information: ¢he
medical facts regarding the condition; (2) the dhie condition commenced; (3) probable duration of
condition; (4) regimen of treatment prescribed; \W)ether inpatient care is required; (6) whether th
employee is able to perform the functions of thelegee's regular position; (7) whether the emplagee
able to performany work and a description of any work restrictionEhe Organization has certification
forms available, which must be used for absenceshwdualify as statutory family or medical leavedan
which may be used for other absences. The Ordgarizenay also waive the requirement of medical
certification in its discretion.

9. Leave of Absence The employee must provide his/her Director/CoeElior with enough information
about the reasons for an absence for the Orgaoniztiknow whether a particular policy will govetre
absence, i.e., funeral leave, military leave, jduyy, witness subpoena, family and medical leaie, An
employee whose absence is to be covered by suoblicy will be required tocontact his or her
program’s Director or Co-Director no later than the third day after the absence beginor instructions
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as to appropriate documentation of the leave.n lalasence extends beyond five (5) consecutive thagys,
employee must formally request a leave.

10. No Call/No Show An employee who fails to comply with the Orgamian’s policies
concerning notice, scheduling, and written supfmran absence, is subject to discipline even if
the absence itself would otherwise be excusedHeremployee. An employee who fails to
report to work as scheduled and fails to contaetQhganization on a timely basis in accordance
with these rules for three (3) consecutive day$ivaldeemed to have voluntarily resigned his or
her position with the Organization effective on thed consecutive day.

Employee Injuries On The Job

Employees injured on the job are required to immuedly report their injury to their immediate DireptCo-Director. Even if
treatment is not required immediately, problems rm@se in the future and reimbursement or paymealaims may be
jeopardized if claims are not filed within 24 howofghe date of injury. Failure to promptly repart injury that occurs on the
job may result in discipline up to and includingnénation.

If medical treatment is required, the Director/Civeldtor can give the employee clearance to seaknent at the
appropriate medical facility.

G) Medical Leave of Absence
If a disabling medical condition renders an empéoy@able to perform his or her job, the Organizatitay grant the
employee a medical leave of absence.

The Organization may grant a medical leave atigtsrdtion. The employee is responsible for redungstn extension of
this medical leave at least three days in advahtteealate upon which the approved leave will expir

To qualify for medical leave, the employee mustvite the Organization with a certificate from a lte@are provider
regarding his or her condition and inability to woand recertification for each extensiontloé leave. The Organization
reserves the right to have a second, and if negessthird opinion rendered by an independentthezdre provider as to
these matters. Employees who are absent on mée@ad for at least 5 consecutive days must proaidertificate of
fitness for duty prior to returning to work. Asitliscretion, the Organization may waive any of ifedical certificate
requirements.

While on medical leave, the employee may be ekgiblreceive income replacement benefits, suclorp ¢ime, short-
term disability, long-term disability or workersropensation. Eligibility for those benefits is goved by the terms of
those programs.

While on medical leave, employees may continue o@didental and vision coverages at their regulapleyee
contribution rate. If an employee fails to rettwnwork at the end of the leave, the leave periddoaunt towards his or
her period of COBRA continuation entitlement. Seswelated benefits, such as seniority and comp tilo not accrue
during medical leave. Other non-service relatedelits, such as life insurance, will cease while émployee is not
actively at work.

While on medical leave, employees will be requil@deport periodically as to their status and ibterreturn to work. If
they begin working for another employer, their emyphent with the Organization shall automaticallytéeninated. If
employees are able to return to work within the-pe@r period described above, they will be returtoettheir former
position if it is open. If itis no longer availabthe Organization will attempt to place the emypk in a comparable
position by scheduling interviews for availabletahle openings. If no suitable job is availablethe employee is unable
to return to work within one year, his or her enyph@nt relationship will be terminated.

H) Personal Leave of Absence
If an employee needs time off for compelling peedaeasons, the Organization may grant a perseaslof absence.
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The Organization may grant an unpaid personal laaits discretion. Personal leave will generbkygranted in 30-day
increments, and the total period for any one pasieave of absence may not exceed six monthis. thie responsibility
of the employee to request an extension at lease tays in advance of the date upon which theoapgdrleave will

expire.

To qualify for personal leave, the Organization meguire documentation of the underlying reasorttierleave. If the
leave involves care of a family member who istie Organization may require a certificate fromealth care provider
regarding the condition and the need for the engatsypresence, and recertification of these famtgedch extension of
the leave. The Organization reserves the righhdage a second, and if necessary, third opinion emeat by an
independent health care provider as to these matter

In the absence of paid vacation or personal dayshich the employee is otherwise entitled, any peas leave will
generally be unpaid. While on personal leave,eimployee may continue medical, dental and visiore@ges at the
regular employee contribution rate. If the empto¥ails to return to work at the end of the leabhe, leave period will
count towards the period of COBRA continuation timient. Service related benefits, such as séyiand comp time
do not accrue during personal leave. Other novieserelated benefits, such as life insurance, eéldse while the
employee is not actively at work.

While on personal leave, the employee will be resguto report periodically as to his or her stand intent to return to
work. If the employee begins working for anothempoyer, his or her employment with the Organizasball
automatically be terminated. If employees are &bleturn to work within the six-month period delsed above, they
will be returned to their former position if itéggen. If it is no longer available, the Organiaatwill attempt to place the
employee in a comparable position by schedulingritews for available suitable openings. If ndalie job is
available, or the employee is unable to returnaokwithin six months, his or her employment reaship will be
terminated.

I) Benefits: Miscellaneous

TransCenter currently offers all full-time emplogesn opportunity to participate in a FLEX plan ama¥nroliment in AFLAC
for supplemental insurance coverage. TransCenfersddll full-time employees an opportunity to agbplemental life
insurance. A supplemental vision policy is alsteied to all full-time employees. Coverage andetage amounts are
governed by the plan documents. Further informagavailable through the Executive Assistantim TransCenter
administrative office.

J) Professional Enrichment

TransCenter for Youth, Inc. is committed to thetoared professional development of its staff. Gugent on their
availability, TransCenter makes funds available emcburages the use of these funds for conferesessnars, visitation, etc.
TransCenter also makes funds available to be wseslimnmer seminar workshops, degree work in subjetgtaching related
fields, and single teaching-related, non-degreeseavork.

K) Professional Guidelines
The staff at all the TransCenter programs are dggdo conduct themselves in a professional maainalt times in their
relation to their program, its constituencies, #ralr colleagues, and to adhere to our professigmdelines.

The staff at the TransCenter schools are role mddelstudents. As such, their responsibilitiefaaslity extend well beyond
specific academic and classroom duties. Facudtyesrchers in the broadest sense and every mirayate in the school or
with students they must fulfill the highest expéictas of their profession.

1) Discussions at faculty meetings are consideredaemtial and should not be reported to parentslesits
or Board members unless cleared by the Directaculy and staff should use their professionalrdisan
when discussing these matters.

2) The avenue of communication for all announcemeftganlty or administration decisions will be maule
the Directors or their designees. Faculty and stafuld respect the timing of official announcemsen

3) Faculty and staff members should not be evaluagéatd or with students, parents, Board members or
colleagues. When addressing student or parenecasicfaculty and staff ought to be effective hgtes.
Students, parents, Board members, faculty and stafild be encouraged to seek solutions to concerns
through appropriate channels.
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4) School policy as formulated by the Director andfdmulty should only be discussed with students or
parents in a constructive fashion. Faculty areeetgul to support official school policies. Coneern
regarding school policies should be aired in anr@mmate forum.

L) Professional Development & Evaluation

The performance of each staff member shall be atediby his/her supervisor and approved by the lkecDirector on at
least a yearly basis. Salary recommendationsbeithpproved by the Executive Director and, ultihyataubject to Board
approval.

Evaluations shall include a personal interview wfith staff member by the supervisor to discuspg@formance, salary, and
other matters of concern to the staff member apérsisor. The staff member will be given a chatocimclude written
comments before a copy is placed in his/her peeddiie.

The immediate supervisor or staff member may racaresdditional evaluation at any time. Disagrest:ey the employee
may be reviewed by the supervisor and/or the Exexilirector and, ultimately, the Board of Director

lll. Policies and Procedures
A) Keys
All faculty and staff will be issued a key to théiilding by the Director of that program. Keys &ther separate areas are
issued to the people responsible for them. Undeaincumstances is a key to be lent or used bydest except for students
approved to use the copy machines. All keys maseturned to the Director upon the employee’s rstioa from
employment.

B) Change in Personal Status
It is very important that personnel records aret kgpto-date. Each employee is to report any chaimgfamily and personal
status, address, telephone number and whom ty motifie case of an emergency to the TransCenteinigtrative office.

C) Photo copying/copyright policy
Staff and students will not be allowed to copygersonal use. Students who need to copy for s¢ha@dhess must obtain
permission from their teacher or educational advi®arents and alumni parents should not be cgdginalumni use.

Employees and any authorized persons using thebkfawilities must adhere to the provisions of thated States Copyright
Law (Title I, United States code, Sections 10leet)s

TransCenter hereby directs employees to avoidy takle reasonable steps to prevent, such copyiiggpashibited by the
Copyright Law. Other copying, of course, is acabj#, including (1) copying under the “fair use'idglines of the Copyright
Law, (2) copying under license (permission in aomyf) from the copyright owner, and (3) copying aptotected works.

Any TransCenter staff who willfully disregards ti@®pyright Policy, or the implementing guidelinssyiolating TransCenter
policy; such employees do so at their own risk acxkpt all liability for such actions. In any Iégeoceedings for violation of
the Copyright Law, TransCenter will only supporbsk employees who reasonably believed they weirggdatcompliance
with this Copyright Policy and the implementing dgiines.

The use of a TransCenter program’s equipment fgrgaes of violating the Copyright Law is prohibited

Fair Use Exception: The “fair use” section of @epyright Law is of particular importance to sctooBecause of its
importance, this section is quoted here in pertipant:

“(T)he fair use of a copyrighted work, includingckuuse by reproduction in copies...or by any othearmae., for purposes
such as criticism, comment, news reporting, teagkimcluding multiple copies for classroom usejdarship or research, is
not an infringement of copyright. In determiningether the use made of a work in any particulaedasa fair use the factors
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to be considered shall include — ‘(1) the purposd eharacter of the use, including whether suchisigé a commercial nature
or is for nonprofit educational purposes,’

(2) the nature of the copyrighted work,

(3) the amount and sustainability of the portioedin relation to the copyrighted work as a whaled

(4) the effect of the use upon the potential maftebr value of the value of the copyrighted work.

D) Electronic Communication System Policy

1. Generally
Involvement with computer and other communicatiEchtology will play an important part  in the eifiot running

of TransCenter and its schools and programs (tligdi@zation”).Employees have access to the Orgtaoita electronic
communication system, which includes telephonegevmail, facsimile machines, e-mail and the Iné&rnThe purpose
of this system is to enhance job performance ontdalay assignments and to facilitate effective abigation-related
communications. Because employees work for theafirgtion, their actions and communications usihg t
Organization’s electronic communication system rbayattributed to the Organization, which in turould be held
responsible for their actions. Therefore, this @obutlines the proper uses of the electronic comipation system.

2. Ownership
The Organization’s electronic communication sysigthe Organization’s property. All messagespiimfation, and dara

sent and received by the electronic communicatystesn are the Organization’s property.

3. Personal Use

Incidental and occasional personal use of thereleict communication system is allowed, but suchwiflebe subject to
this policy and any resulting messages and datattereproperty of the Organization. Examples ofidental or
occasional personal use are use during breaksioh lor use for no more than a few minutes a dangwrorking hours.
This personal use is allowed when it does not fieaterwith an employee’s work performance, interfefth any other
employee’s work performance, unduly impact the apen of the electronic communication system, atate any other
provision of this or any other Organization polid§ the Organization determines that an employgeessonal

use of the electronic communication system is &sige, the employee will be disciplined up to anduding

termination from employment.

Employees should practice discretion in using thga@ization’s telephones and making personal c&8lexsonal calls are
to be limited to those that are absolutely necgsmad should be kept as brief as possible.

4. No Privacy
Even though employees may have unique user loglémtification codes and passwords to access tharahc

communication system, employees have no privatiyaruse of the system or in any documents, messagef®rmatior
created on, with or transmitted over the systene Thganization has access to the system and nreirtfaé right to
access and monitor, consistent with the law, aludwents, messages and information created onowttlansmitted over
the system, including e-mail and Internet usagé¢homit notice to the employees. All such documemisssages, and
information can be reviewed by the Organizationsistent with the law.

5. Monitoring
The Organization may monitor and access, from tioame, the electronic communication system, atumments,

messages or information created on, with or trattechiover the system in accord with the law and@hnganization’s
business purposes, which include ensuring the gpipte use of the system and training.

6. No Offensive Use

Employees accessing the electronic communicatietesyare identifiable as employees of the OrgapizatEmployees
therefore must recognize that they may be viewespresentatives of the Organization when theysactiee system and
they must conduct themselves appropriately. Eng@symay not use the electronic communication systeran
offensive, harassing, illegal, or defamatory mannghne Organization prohibits the use of the etedtr communication
system to send or receive offensive or impropersamgss such as sexually explicit messages, imageepns or jokes;
unwelcome propositions, requests for dates, or letters; profanity, obscenity, slander, or libethnic, religious, sexual,
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racial or other inappropriate slurs; messages guntppolitical beliefs or commentary; or any othreessage that could
be construed as harassment or disparagement o§.othe

7. Barred Web Site Browsing

Visiting web sites on the Internet that containusdly explicit or other offensive material is prbhed.

8. Confidential Information, Solicitation, and lllegal Activities

Employees may not improperly disclose confidentganization information and materials via the ttatc
communication system. Nor may employees use tBtesyto solicit for commercial activities, religiowr political
causes, outside organizations or other non-Orgémizaelated matters. Employees also may not bseetectronic
communication system for illegal activities or posps.

9. Copyrights
Employees are expected not to violate any copyrghtademark laws. An employee may not copy, doaah or use

any image, text, video, audio material, softwarepther copyright-protected or trademark-proteaath, in substantial
portions, without appropriate authorization. Anyteral which is copyrighted or trademark protectbdt is to be
reproduced should follow trademark and copyrighisléy contacting the copyright or trademark hofdempermission to
reproduce. This restriction applies to copying aapy or trademark protected materials from someelse, the local
area networks, or the Internet.

10. Security issues

(1) Viruses Because of the increasing threat of virusesstrétted via the Internet and e-mail, no Interneg¢-onail files
may be downloaded or opened unless the sourcesé th files or programs is known to be safe. Ifahe any
uncertainty about the source of these files, thisviik Administrator must be contacted for apprdsefore downloading

or opening any potentially damaging files.

(2) PasswordsEmployees should not give their passwords t@aayWhen absent from work, however, employees may
make arrangements for someone else to have accasd to respond to electronic communications asdeto them.

(3) Right to search The Organization reserves the right to inspect search all computers, electronic devices, and
components of the electronic communication systeomd on Organization property without notice to wrasthat
employees are complying with this and other Orgation policies.

(4) Right to clean/purge The Organization reserves the right to cleam@lerase the contents of the Organization’s
computers in an effort to resolve virus or otheslgpems that may affect computer performance. Ewgae should ke
aware that they may lose information in this prac@&$e Organization is not responsible for anyrimfation lost through
this process.

11. Impersonation of another employee

Employees are prohibited from attempting to or altfuimpersonating another employee in relatiorthte electronic
communication system. This prohibition bars, amotiger things, the checking of another employeeaisadls or voice
mails or accessing the system with another emplsyeser log-in code or password without prior appito

12. Complaint procedure

If an employee is subjected to e-mail or othertedeic communications involving improper languajgdkes, harassmeint,
sexually explicit or offensive images, or other coumications that are in violation of the “No OfferesUse” subsection
of this policy, the employee should immediatelya’phe activity to the Director, or the Executd@ector.

13. Etiquette
Employees must be very careful when drafting eteitr communications and treat them like any otleemfof business

correspondence. Remember that electronic commtimis are easily copied and forwarded and caneatbieved
after they are sent. The content and quality gflegees’ writing may reflect on the Organization.

Please keep in mind that anything created, recefeeddarded or stored may and likely will be revexvby others and
that even deleted files may be recovered.

14. Consequences of violations
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Employees who violate this policy will be subjeztdiscipline up to and including termination of dayment.

E) Purchasing/Reimbursements

The Directors of each of TransCenter’'s programst mpisrove all purchases for their prograBooks and equipment
purchased by the staff and funded by the prograessurces are the sole property of the prograringdices for
purchased items must be given to the main office.

If, after approval from their Director, employeagghase an item themselves, they should use tlamiaegion’s tax-
exempt number. Reimbursement forms are availalileeé main offices of each program and the requesst have a
copy of the receipt attached in order to receiwarmnt. Reimbursements usually coincide with payrol

F) Security
Equipment items of special concern include aud#i equipment, calculators, computers and otbarstof value.

These items should be locked in storage cabingteatiose of each day. Faculty/staff membersespgonsible for the
equipment assigned to them. Vandalism is as mywbldem as theft. It is a simple matter to retvatuable equipment
to a secure cabinet when it is no longer needed.

When leaving a classroom or office at the end efdhy, please turn off excess lights and checkitloes. This action
may prevent a serious problem for the program.

Staff are discouraged from bringing personal ousdlitems to work at any of the facilities. Theg eesponsible for the
security of their personal belongings and moneg,taey must take necessary measures to make suithdir items are
secured.

As each facility provides a place for employeeprimtect their valuables, i.e., locked desk, offiete,, the Organization,
will not reimburse staff for stolen money or damdigelen property.

Damage to vehicles in the parking lots or on ditgets is not reimbursable.

G) Use of facilities outside normal hours of operabn
All staff are expected to be available during thpeagram’s workday.

There will be times when a staff member, for aetgrdf reasons, may require use of the facilitgrafiormal hours of
operation. The following standards apply to thegesof TransCenter facilities:
1. TransCenter facilities are not availableutside groups unless approved by the
Director of the program.
2. The program Director must approve all out-of-hauss of their facility.
3. The TransCenter employee designated resperisita given event must be
present for all activities.
4. At no time are visitors/students to be left unsujzed.
5. All building areas except for those specified foe event are off limits. Violators will be liabier
damages and denied use privileges in the future.
6. Staff present at events are requested to activglgrsise events with respect to the following
behaviors:
a) No smoking
b) No food or beverages except in designated areas.
c) Proper deportment in terms of behavior and catkeproperty.
d) Clean-up, including lights off, vacating the preesisnd locking doors.

H) Harassment Policy
1. Policy Statement
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The policy of TransCenter and its programs and alsh¢the “Organization”) is to ensure a workingadbking and
learning environment free of Harassment and Seiashssment for all students, faculty and staff mensibemployees,
applicants, and parents without regard to raceyrcokligion, sex, national origin, age, sexuakntation, disability,
veteran status, or other characteristic protecyddw.

2. Definition
“Harassment” (excepting “Sexual Harassment” whileéfined separately) shall be defined for purpo$disis Policy as
verbal, physical or any other Harassing Conductdé&ised below) that denigrates or shows hostdityaversion toward
an individual because of his/her race, genderrcodtigion, national origin, age, sexual oriertatidisability, veteran, or
any other protected status (collectively Prote€bdracteristics) or that of his/her friends, rekedi or associates and that:
» Has the purpose or effect of creating an intimidgtihostile, or offensive working, teaching andrméag
environment,
» Has the purpose or effect of unreasonably interfewith an individual’s working/learning/teachingrformance,
or
» Otherwise adversely affects an individual’s abitilffeel safe and secure at the Organization.

“Harassing Conduct” is defined as: (i) epithetsirs| negative stereotyping, or threatening, intatity or hostile acts
that relate to any Protected Characteristic ajdvitten or graphic material that denigrates arvsh hostility or aversion
toward an individual or group because of a Prote@baracteristic and that is placed on walls, tialleoards, or
elsewhere in the Organization, or circulated in@mganization. Examples include but are not lichiie

e Telling a racial joke.

» Making fun of a person’s disability.

» Posting cartoons that are derogatory to an ethmieligious group.

» Harassing acts or behavior directed against awighal on the basis of his or her sexual orientatio

“Sexual Harassment” is defined as any unwelcomeegfual advances, (ii) requests for sexual favamg, (iii) all other
verbal and/or physical conduct of a sexual or atisr offensive nature, especially where:

1. Submission to such conduct is made either @iglior implicitly a term or condition of employmén
and/or success in academic and non-academic &divit

2. Submission to or rejection of such conduct isduas the basis for decisions affecting an indiafigu
employment and/or success in academic or non-adadativities.

3. Such conduct has the purpose or effect of crgatnh intimidating, hostile or offensive workingatning
or teaching environment, or

4, Such conduct otherwise adversely affects awiithalal's employment or academic/learning opporiesit

Examples of Sexual Harassment include, but arémited to, the following:

» Touching or grabbing any part of an individual’sllgan a sexual manner

» Continuing to ask a staff or faculty member to alizé on or off duty when that individual has iratied that he
or she is not interested

» Displaying or transmitting sexually suggestive pies, objects, cartoons or posters

» Telling sexual jokes, or using a pattern of sexualilgar or explicit language.

3. Policy

It is our intention to provide a working, teachiagd learning environment where each student, faculstaff member,
applicant and/or parent can:

» be treated with dignity, respect and courtesy
» personally develop and productively contributeh® overall success of the school and
» be free of “Harassment” and/or “Sexual Harassm@sboth are previously defined).
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Also, it is our intention that parents, studenggulty, staff and applicants, while conducting oigation business, will
treat, and will be treated by, others who condusitess with the
organization (collectively “Affected Individualsth a manner consistent with the provisions of Bidicy.

Accordingly, it is our policy that Harassment anek&al Harassment of and by students, faculty/st&ffnbers, parents,
applicants and other Affected Individuals is unatable and will not be tolerated. We will discigi any faculty/staff
member or student or take any other reasonableappabpriate action available to implement the intarthis Policy.
All faculty and staff members of the Organizatistydents, parents, applicants and Affected Indalglare encouraged
to bring forth any concerns or complaints in thsing the procedure outlined below.

A member of TransCenter or individual program’s camity who is not a student should promptly regory job or
learning-related Harassment or Sexual Harassmehetbirector/lead teacher or Executive Directifrappropriate, both
the Director/lead teacher and the Executive Diregith review the complaint.

A student shall report Harassment or Sexual Harassto any member of the faculty or administratiwhp will inform
the appropriate Director/lead teacher, Executiveed@or or their designee (the “Reviewers”). In tase of student-to-
student harassment involving an alleged harassieieighth grade or lower, complaints will be fesd outside of the
Harassment Policy using usual disciplinary/coungeinethods reasonably calculated to stop the hiagabshavior. A
student complaining of harassment by someone ir8tgeade or lower shall report the problem to argmher of the
faculty or administration, who will alert the appré@te Director/lead teacher, Executive Directothmir designee who
will, in turn, coordinate the handling of the comipt.

4. Procedure For Non-Students Reporting Harassment

PHASE |
Following is a guideline only. The actual mannemwihich the investigation is handled will be detered on a case-by-

case basis.

1. An initial discussion between the Complainardngplaining parent, applicant, faculty/staff memb&ffected
Individual) and the Reviewers will be held. It BHze informal and exploratory and will include eview of the
Harassment Policy. Where appropriate, attemptt lveil made to resolve this matter through coaching a
counseling. The person(s) assigned to investigptecomplaint will keep the complaint and its irtigetion as
confidential as possible. However, no promise oifficlentiality can be given since the investigatiaitl
necessarily require the discussion of the factssae with involved parties.

PHASE I

The following steps may be adjusted as appropriate.

1. If, after discussions and/or coaching/counselthg matter is not resolved, the allegations bdllinvestigated.
The Reviewers shall make notes memorializing tloequiures followed and information gained duringhestep
of the investigation.

2. The Reviewers should start the review as sogpoasible, and no later than two business days thiteformal
complaint is filed. The investigation should bdigdintly pursued and brought to resolution as prtynas
possible. The review will be consistent with thedglines established by the Organization, and &hellide at
least one interview with the Complainant and arottith the person alleged to have violated thidqyol If the
matter is not resolved, any potential material @éses may be interviewed.

During the meeting with the complainant, the foliogvis a sample of an appropriate area of inquiry.
Review of the investigation process and procedure.

Agreement by both parties to keep matter as contfieleas possible.

Who is accused of harassing?

When did the incident(s) take place?

What were the circumstances, behavior(s), conversit

Were there any witnesses?

Is there any other relevant information?

* & & & o o o
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+ Restate the investigation process and procedure.
3. The Reviewers will meet with the alleged haras&airing the meeting, the following will be coeek.

+ The identity of the accuser.

¢+ The allegation(s).

+ Response to the allegation(s).

+ Review of the Harassment Policy.

+ Written assurance that no retaliation will be takgainst the complainant.
+ Agreement by both parties to keep the matter stroctnfidential.

+ Provide counseling and assistance if appropriate.

+ Discussion of next steps.

4, The review will also include information obtathim interviews with any witnesses, and they wélibstructed to
maintain confidentiality regarding the content bkit interviews. After the initial review is congté, the
Reviewers shall conduct a follow-up discussion vifie individual alleged to have violated this PalicThe
Reviewers shall disclose to the alleged Harasskyast a summary of the facts and statements tipgtost the
complaint. The alleged harasser has the righegpond to the summary and cite to the Reviewersaddiional
facts. The Reviewers shall complete a follow-upew if necessary.

5. The Reviewers shall prepare a written configérgimmary stating whether Harassment or Sexuaddarent

has occurred, and the describing the basis forciriatlusion. If the Reviewers conclude that Haresd and/or
Sexual Harassment of a parent, student, faculff/fsiamber, applicant or Affected Individual has oed, the
Reviewers will prepare a recommendation conceriiveg nature of the corrective action to be takerhe T
corrective action must be reasonably calculatqategent future Harassment and/or Sexual Harassment.

+ If the individual determined to have violated thislicy is a teacher or staff member, the correcéiggon may
range from a verbal warning up to and includingnieation of employment. If the individual determihto have
violated this policy is a student, the correctiedi@n may range from a verbal warning to a disolcontract or
referral for expulsion.

+ The report, and the suggested corrective actiddaifassment or Sexual Harassment has been fouridbewil
discussed with the director/lead teacher. The &xex Director will be consulted before any corregetaction is
taken, and may accept the Reviewers’' suggestednadair alter it as he/she sees fit. As part ofdberective
action, the alleged harasser will be advised thata@assment and/or Sexual Harassment will ceadettzat no
retaliation will occur with any violation resultirig further discipline up to and including termiiagi/expulsion.

+ Any other faculty/staff member, parent, applicanAéfected Individual who has been determined big teview
to have harassed and/or sexually harassed anattiieidiual shall also be subject to discipline afg&teps 3
through 7 of Phase Il have been completed by théeRers with respect to the additional alleged ldse#(s) or
Sexual Harasser(s)

6. The Complainant will be informed of the genarature of the corrective action and will be advisegromptly
report any further Harassment and/or Sexual Hamssior retaliation to his or her Supervisor, Dicetead
teacher, the Executive Director or the Reviewers.

7. All notes concerning this investigation, incluglian explanation of the final disposition of tleenplaint, will be
placed in a locked central file separate from thmglainant’s or alleged harasser’s personnel afestufiles.

8. If, after review, it is determined that the cdampt filed by the Complainant was not bona fideaarindividual(s)
has provided false information regarding the complalisciplinary action may be taken against tbathose
individual(s) up to and including termination of playment or in the case of a student, referralegpulsion
from the school.

5. Procedure For Students Reporting Harassment bion-Students

PHASE |
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Following is a guideline only. The actual mannemihich the investigation is handled will be detegred on a case-by-

case basis.

1. The Director/lead teacher or Executive Diredloall notify the complaining student’s parentstof tomplaint.
The Reviewers will keep the complaint and investiyaas confidential as possible, and will procdadctly to
Phase Il, below.

PHASE I

The following steps may be adjusted as appropriate.

1. The Reviewers should start the review as sogpoasible, and no later than two business days thiteformal
complaint is filed. The investigation should béggintly pursued and brought to resolution as prityras possible. The
review shall include at least one interview witle thomplainant and another with the person allegdtve violated this
policy. If the matter is not resolved, any potehtnaterial withesses may be interviewed. The &eeis shall make
notes memorializing the procedures followed andrimfation gained during each step of the investigati

During the meeting with the complainant, the foliogvis a sample of an appropriate area of inquiry.
Review of the investigation process and procedure.

Agreement by both parties to keep matter confidénti

Who is accused of harassing?

When did the incident(s) take place?

What were the circumstances, behavior(s), converst

Were there any witnesses?

Is there any other relevant information?

Restate the investigation process and procedure.

* & & & & o o o

2. The Reviewers will meet with the alleged haras&airing the meeting, the following will be coeek.
The identity of the accuser.

The allegation(s).

Response to the allegation(s).

Review of the Harassment Policy.

Written assurance that no retaliation will be takeainst the complainant.

Agreement by both parties to keep the matter ktricinfidential.

Provide counseling and assistance if appropriate

Discussion of next steps.

* & & & & o o o

3. The reviewers will meet with any witnesses whighthpossess information about the circumstancelenying
the complaint. Witnesses will be instructed tomtein confidentiality regarding the content of thiaterviews.

4, After the initial review is complete, the Reviaw shall conduct a follow-up discussion with theividual
alleged to have violated this Policy. The Reviengmall disclose to the alleged harasser at leastremary of
the facts and statements that support the compldiné alleged harasser has the right to respotiteteummary
and cite to the Reviewers any additional factse Rieviewers shall complete a follow-up review i€essary.

5. The Reviewers shall prepare a written configérsimmary stating whether Harassment or Sexuaddarent
has occurred, and then describe the basis forctratlusion. If the Reviewers conclude that Harasgnand/or
Sexual Harassment of a parent, student, faculfi/fstamber, applicant or Affected Individual has owed, the
Reviewers will prepare a recommendation conceriivgg nature of the corrective action to be takerhe T
corrective action must be reasonably calculatqatdeent future Harassment and/or Sexual Harassment.

6. If the individual determined to have violatedstpolicy is a teacher or staff member, the coivecaction may
range from a verbal warning up to and includingnieation of employment. If the individual determihto have
violated this policy is a student, the correctietian may range from a verbal warning to a disoiplcontract or
referral for expulsion.
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7. The report, and the suggested corrective adtibttarassment or Sexual Harassment has been fawitidpe
discussed with the director/lead teacher. The @kex Director will be consulted before any corieetaction is
taken, and may accept the Reviewers’' suggestednadair alter it as he/she sees fit. As part ofdbeective
action, the alleged harasser will be advised thata@aassment and/or Sexual Harassment will ceadett@at no
retaliation will occur with any violation resultirig further discipline up to and including termiiast

8. Any other faculty/staff member, parent, applicanAffected Individual who has been determinedtiyg review
to have harassed and/or sexually harassed anattiieidiual shall also be subject to discipline af§&teps 3
through 7 of Phase Il have been completed by théeRers with respect to the additional alleged ldse#(s) or
Sexual Harasser(s).

9. The Complainant will be informed of the genarature of the corrective action and will be advisegromptly
report any further Harassment and/or Sexual Harassmor retaliation to his or her Director/lead tescor
his/her designee.

10. All notes concerning this investigation, indhglan explanation of the final disposition of #@mplaint, will be
placed in a locked central file separate from thmglainant’s or alleged harasser’s personnel afestufiles.

11. If, after review, it is determined that the gaint filed by the Complainant was not bona fidean individual(s)
has provided false information regarding the complalisciplinary action may be taken against tbathose
individual(s) up to and including referral for exgion.

6. Procedure For Students Reporting Harassment B®ther Students

PHASE |
Following is a guideline only. The actual mannemihich the investigation is handled will be detegred on a case-by-

case basis.

The procedure for handling complaints of HarassneerSexual Harassment by an alleged harasser iAtthgrade or
higher is as follows:

1. A student complaining of student-to-student gsmzent by someone in the 8th grade or higher shadirt the
problem to any member of the faculty or adminigtrgt who will alert the Director/lead teacher. The
Director/lead teacher will notify the complainingdhaccused student’s parents of the complaint proppate.

2. An initial discussion between the student arelRieviewers shall be held. It shall be informal amploratory
and will include a review of the Harassment Polidjhere appropriate, attempts will be made to resthis
matter through coaching and counseling. The Dirdetad teacher will notify the Executive Directof the
complaint, and will keep the complaint and its istigation as confidential as possible. The Exseubirector
will serve as an advisor to the Reviewers, intdipgethis policy for the Reviewers as needed.

PHASE I

The following steps may be adjusted as appropriate.

1. The selected Reviewers should start the reviesoan as possible, and no later than two busatess after the
formal complaint is filed. The investigation shadie diligently pursued and brought to resolutisppeomptly as
possible. The review will be consistent with thedglines established by the school. The revieall siticlude at
least one interview with the Complainant and arottith the person alleged to have violated thidqyol If the
matter is not resolved, any potential material esses may be interviewed. The Reviewers shall males
memorializing the procedures followed and informatgained during each step of the investigation.

During the meeting with the complainant, the foliogvis a sample of an appropriate area of inquiry.
+ Review of the investigation process and procedure.
+ Agreement by both parties to keep matter confidénti
¢+ Who is accused of harassing?
¢+ When did the incident(s) take place?
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* & & o

What were the circumstances, behavior(s), conversst
Were there any witnesses?

Is there any other relevant information?

Restate the investigation process and procedure.

The Reviewers will meet with the alleged haras&airing the meeting, the following will be covered:

* & & & 6 o o o

The identity of the accuser.

The allegation(s).

Response to the allegation(s).

Review of the Harassment Policy.

Written assurance that no retaliation will be takgainst the complainant.
Agreement by both parties to keep the matter ktrictinfidential.

Provide counseling and assistance if appropriate.

Discussion of next steps.

After the initial review is complete, the Reviaw shall conduct a follow-up discussion with theividual

alleged to have violated this Policy. The Reviesngmall disclose to the alleged harasser at leastramary of
the facts and statements that support the compldimé alleged harasser has the right to respottieteummary
and cite to the Reviewers any additional factse Rieviewers shall complete a follow-up review i€egsary.

The reviewers will meet with any witnesses whighthpossess information about circumstances uyidgrthe
complaint. Witnesses will be instructed to maintzdmfidentiality regarding the content of theirantiews.

The Reviewers shall prepare a written configéistimmary stating whether harassment or sexuaks@arent has
occurred, and the describing the basis for thatlosion. If the Reviewers conclude that Harassnagnt/or
Sexual Harassment of a student has occurred, thiewsrs will prepare a recommendation concerniregniture
of the corrective action to be taken. The corvectaction must be reasonably calculated to prefignte
Harassment and/or Sexual Harassment.

The corrective action may range from a verbalnimg to a discipline contract or referral for elgjan. The
report, and the suggested corrective action if rindew determines that Harassment or Sexual Haergsm
occurred, will be discussed with the Director/lé@gcher. The Director/lead teacher will be corslliefore any
corrective action is taken, and may accept thedesiis’ suggested action, or alter it as he/shefgeess part of
the corrective action, the alleged harasser wikhdgsed that all Harassment and/or Sexual Harassnik cease
and that no retaliation will occur with any violati resulting in further discipline up to and indhgl referral for
expulsion.

Any teacher, staff member, student, parent,icgm or Affected Individual who also has been dateed by this
review to have Harassed and/or Sexually Harassetth@mindividual shall also be subject to disciplafter Steps
4 through 8 of Phase Il have been completed byRrihngewers with respect to the additional allegedaldser(s)
or Sexual Harasser(s).

The Complainant will be informed of the generature of the corrective action and will be advisegromptly
report any further Harassment and/or Sexual Harassor retaliation to his or her director/lead tesrc

All notes concerning this investigation, incluglian explanation of the final disposition of tleenplaint, will be
placed in a central file separate from the complatiis or alleged harasser’s personnel or studiest fi

If, after review, it is determined that the comptdiled by the Complainant was not bona fide oiradividual(s)
has provided false information regarding the complalisciplinary action may be taken against tbathose
individual(s) up to and including referral for exgion.

I) Use of vans/buses/vehicles
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Transportation of students by faculty and stafbriivate cars is discouraged. If transportatioreguired, a school bus,
school van or other designated school vehicle shoellused. Employees that drive personal catsusiness will
provide proof of insurance with limits of $100,0$800,000.

The following procedure must be followed if an eoyge would like to use the schools’ vans:

1. Obtain trip approval from the Director of the prag.

2. Once the request is approved and the employeenslitae keys to the van, the keys must be returned
to the school office within 24 hours after the trip

3. There is to be no food or drink used in any schebicle. Vehicles that are returned in less than
satisfactory condition will be cleaned by the usact the school.

4. At the time of use, a mileage form must be filled and turned in to the school.

5. If there are any problems with the vehicles, refitetproblem(s) when the keys are returned.

J) Termination Of Employment
Typically, there are three reasons for separatiom the payroll:

1) Layoff and/or Economic Necessity
2) Behavior-related Termination
3) Performance-related Termination

A. Layoff
TransCenter reserves the right to lay-off employeework requirements dictate or for economic reasdhe length of

the lay-off will depend on the situation and aksenable efforts will be made to call people backaon as possible.

Criteria in calling employees back to work will Atthe Director’s discretion but will consider bgitior performance
record as well as seniority.

B. Behavior Related Termination
TransCenter for Youth, Inc. in all of its faciliighas the right to establish reasonable work tolessure uniformity and
consistency in the workplace.

Where an employee’s behavior violates those ritlesay become necessary to terminate employmeivenGll
employees’ “at-will” status, discharge may or may result with prior notice. All efforts will be ade by management
to rectify employee behavior problems through tbe of

1) verbal warnings
2) written warnings
3) suspensions without pay

Management will use disciplinary measures to fit $ituation. In each case, the ability to terng@rtae employment rests
with the Director, the Executive Director, and/aad of Directors. However, management may deeskifpsome or
all of these procedures and separate the employsedmployment.

It is impossible to write a comprehensive, all-ugiVe set of work rules to cover every situatioat thrises. But a sample
list of prohibited conduct include:

1) Falsifying records

2) Theft of any property belonging to a student, erygdoor the organization.

3) Gambling on the premises.

4) Conviction of a felony.

5) Abuse of a child.

6) Possession of a weapon on organization premises.

7) Obtaining, possessing, or selling any drugs ortedbon organization property, or with studentsrat ime.

8) Buying or selling of stolen property at school athna student.

9) Conduct on or off school premises endangering dfetys of a student or employee.
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10) Refusal or failure to carry out the Director’s dirnstructions.

11) Absences without notifying a supervisor.

12) Malfeasance (illegal or unethical conduct.)

13) Violation of a condition of a disciplinary action.

14) Engaging in sexual relations with or making sexaghlances to any student/client.

15) Failure to attend scheduled, mandatory meetings.

16) Sleeping during work hours.

17) Using abusive, threatening, or obscene languagetdul towards employees or students.
18) Leaving the workplace before the regularly assigmaats are completed without prior supervisor apak.o
19) Reporting late to work without giving prior notioe repeatedly reporting late to work.
20) Failing to call in sick at least one hour beforbal starts (schools).

Violations of the above-prohibited conduct will utsin discipline up to and including termination.
TransCenter for Youth, Inc. operates all of itslitees as drug-free workplaces.

It should be understood that should the Directspsat drug/alcohol use in an employee, he/shehleasght to request
an immediate urine sample or blood alcohol tesiiluFe to submit to such a test will result in indreste termination.

C. Performance-related Termination
All employees perform essential duties that incega®ductivity within the workplace. Thereforethe performance
decreases, employees may be notified as follows:

1) Notified of deficiency

2) Given a timetable to rectify the deficiency

3) Be provided with coaching by the supervisor asaw ko improve
However, in certain cases, management may deeacédtssary to skip some or all of these steps aratatephe
employee from employment.

Yearly evaluations will be done on each employekameas of weakness may be addressed then. @#ieatons will
occur if either the employee or supervisor requgsth an evaluation to address specific concerns.

It is important for the employee to understand thatresponsibility to get the job done rests with/her but that
supervisors and program Directors must addressidefies as they apply to the overall effectiveratieg of the
organization.

Conflict of Interest Policy

All personnel shall avoid personal conflict of irgst and appearance of conflict involving statéederal funds. No employee
shall solicit or accept gratuities, favors, or dmyt) of monetary value from any actual or potergigbrecipient or contractor.

IV. Policies and Procedures

A. Supervision of Students

Students may not be left unattended at any tineachers are responsible for their students’ safetymust supervise student
at all times. If an emergency arises and the wratiust leave the students for a brief time (Ibas five minutes), ask a nearb
teacher to supervise the class. (When supervisiorg than one class, the teacher will keep bothsdoeen and walk between
the two classes.) Please notify the Director/keagher if it is anticipated that the absence talte longer than five minutes. /
school employee will then be sent to cover thesctasanother teacher will be notified to supertiseclass until the teacher

returns.

B. Transportation

Each of TransCenter’s schools will work individyallith the families of students to support the@migsportation to and from

the school.

C. Accident/Injury

All accidents, injuries or health related situasiavhich require first aid must be reported to tfiie®@ immediately. Send any

student involved in an accident or injury whichlwéquire first aid treatment to the office or alre office if the student
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cannot/should not be moved. The school nurse/il@ble) or a staff member will provide first digatment. If further
medical treatment is required, office personnel séture it. If the injury is minor, the studentl\we returned to class. Paren
will be contacted when appropriate.

The staff person on duty or present at the timth@faccident or injury will be responsible for cdating a written report which
is to be given to the Director. Depending on thgosisness of the accident or injury, the stafsparon duty or present will
assure that witness statements are prepared.

Report all bites which break the skin to the officenediately due to the possibility of blood bodiseases being
communicated.

An accident that occurs in the course of the woykdeolving a staff member must be reported todffieee immediately. First
aid, if necessary, will be provided by the schamise (if available) or a staff member. If furtimeedical treatment is required,
office personnel will secure it. A written repoftthe injury must be submitted to the director.

D. Prescription Drugs

Prescription drugs may not be given by any staffniper unless written consent is given from the pageardian to administer
medication to the student and written instructisigeied by the prescribing physician. Staff membeesto refer any inquiries
from parents or students regarding this issueddtinector.

E. Universal Precautions

The risk of transmission of blood borne diseasesrggular school setting is very small. Nonetbgl# must be assumed that
some risk does exist. Because it is not possibkmbw or practical to expect to know the identfyall infected persons in an
institutional setting, to guard against exposurelitd, Hepatitis B, or other potentially communicahliseases, it is necessary
that a standard approach be used in every casgo$@re to blood and body fluids. This standaqtagch is called “universa
precautions.” Staff members are expected to mectiversal precautions.

Hand washing is the most effective means of préwverhe spread of communicable diseases. Dispegdéstic gloves are
available from the office for use when handling &gy fluids or excretions including blood. lrescommended that all staff
members have a plastic bag containing a pair atiplgloves and a paper towel available for usemergencies. If gloves are
not readily available, place a barrier betweenstaf member’s skin and the body fluid (e.g., gles@arf, paper toweling).
Place contaminated materials in a plastic bag ightlyt close it.

F. Suspected Child Abuse or Neglect

When there is reasonable cause to believe a casidhben abused or neglected, school personnebrtistaccordance with
Wisconsin statutes and report incidents to the lslilkee County Department of Social Services (27DB98ontact the
Director/lead teacher as soon as you become awartiations involving suspected child abuse oneetg

G. Eire Drill Procedures

During a fire drill every person, child and adif|THOUT EXCEPTION, is to exit the building. Thewell be at least ten fire
drills throughout the school year. Two fire drilldl be conducted during the first two weeks ofigal. At least two of our fire
drills will be observed by the Milwaukee Fire Defpaent.

Before students arrive in September, check clagssdo determine available exits. Discuss fird gribcedures with students.

When the fire drill signal sounds:
1) Exit the building in a single, orderly linerbugh the designated exit.
2) Take the class roster.
3) Close windows and door.
4) Do not lock the classroom door.
5) Do not inform students in advance of a schestifire drill.
6) Do not allow students to don their coatsmpidathe fire drill.
7) Do not allow students to talk during the filrdl.
8) Use the class roster to determine that adlesits are present at the designated outside
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location.
9) Reenter the building in a single, orderly limeen the “all clear” is given.

H. Tornado Alert Procedures
Tornado alerts are conducted in the spring. Howeplease review tornado alert procedures at tiyenbing of the school year
with the students in the event that an emergenayldtarise at other times during the school year.

When the tornado alert siren sounds:
1) Proceed to the designated shelter area in a sioiglerly line.
2) Take the class roster.
3) Assume the duck and cover position.
4) Do not allow students to talk during the tornadertal
5) Use the class roster to determine that all studmetpresent at the designated shelter location.
6) Return to the classroom in a single, orderly lideewthe “all clear” is given.

I. Access To Students Records

Access to student records and personally identifietformation regarding students is governed b tbederal and state law.
The purpose of both the state and federal law &loov broad access to student records by paretsestrictive access by
third parties. In general, student records andgr&lly identifiable information regarding studeats confidential, with
specified exceptions.

Please refer parents who wish to review the comtktiteir child’s cumulative folder to the Director the school secretary.
Refer all requests from other parties for studefarmation to the Director.

TRANSCENTER FOR YOUTH, INC.
EMPLOYEE HANDBOOK SIGN OFF SHEET

| acknowledge that | have received a copy of tren$€enter for Youth, Inc. Employee Handbook. laratand that
I am responsible for reviewing the Employee Handbaad for seeking clarification on any issues ldnguestions
about with my supervisor. | also understand thatay of the Employee Handbook is available fornefgrence and
that these policies and procedures are for infaomat purposes; not intended as a contract betWwesmsCenter for
Youth, Inc. and myself, and not intended to aler at-will relationship between me and TransCeiteschools and
programs. Policies may be changed from time te @trthe discretion of TransCenter for Youth, Inc.

EMPLOYEE SIGNATURE

DATE
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EMPLOYEE ACKNOWLEDGEMENT

I understand that | am an “at-will” employee of ms&enter for Youth, Inc. either because | worKTfaansCenter
directly or one its schools or programs (the “Oiigation”), and, accordingly | have the right torténate my
employment at any time for any reason and the Qzgtan retains a similar right to terminate my déoyment. |
understand that no manager or supervisor has @hgréy to vary by contract or otherwise my emplamtat-will
relationship with the Organization, except for Eheecutive Director of TransCenter for Youth, Indiawhas such
authority provided the variance is contained inréit@n instrument captioned on its face as an eympént
agreement and executed by both the Board Presadenne.

| further understand that the employment practaf@ébe Organization are subject to modificatiovaeation,
suspension, termination or change by the Orgaoizati any time. Furthermore, such policies andtjues
contained in the Employee Handbook do not constiutontract between the Organization and me dénstand
that the Organization will apply such policies gmdctices to particular situations as it deemsetiithe best
interest of the Organization.

EMPLOYEE SIGNATURE

(Date)
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