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V. NN Policy

In compliance with the Executive Order 11246; Title Il of the Education Amendment of 1976; Title VI of the Civil Rights964 phs amended
by the EqualEmploymentOpportunity Act of 1972; Title IX Regulation Implementing Education Amendments of 1972, Section 504 of the
Rehabilitation Act of 1973; and all other federal state, school rules, laws, regulations, and policies, New HorizonsHiegidived Centers shall
not discriminate on the basis of sex, age, race, color, national origin, religiability in the education programs or activities which it operates.

It is the intent of New Horizons Regional Education Center to comply with both the letter and the spirit of the law ircergkimgiscrimination
does not exist in its policies, regulations, and operations. Grievance procedures for Title IX andb8éctianeanestablished for students, their
parents, and employees who feel discrimination has been shown by New Horizons Regional Education Centers.

Specific complaints of alleged discrimination under Title IX (sex) and Section 504 (disability) beadfirred to:
Dr. Dedra R. Jordan

Human Resources Director

520 Butler Farm Road

Hampton, VA 23666

(757) 7661100, ext. 309

All students attending New Horizons Regional Education Centers may participate in education programs and activitiesoegare)elor,
national origin, religion, age, disability or sex.



m ew 'Horizons

REGIONAL EDUCATION CENTERS

Welcome to New Horizons Regional Education Centers!

We are pleased that you are part of our team of professionals dedicated to educational excellence. This
your Employee Handbook. It is meant to be an informative guide to our policies, practices, and benefits.
By reviewing this Handbook, you will have a better understanding of what we expect from you and what
you may expect from New Horizons Regional EdiscaCenters.

Each of our staff members and faculty plays an important role in helping New Horizons achieve its goals.
You are an integral part of our success.

We welcome your ideas, feedback, and suggestions for improvement. You may share them rwith you
Administrator/Manager or with a member of the Human Resources Department. We are happy you have
chosen to work at New Horizons Regional Education Centers.

An Important Note About This Handbook

This Handbook is intended to summarize general information that is important in your work at New
Horizons Regional Education Center (New Horizons). It replaces and supersedes all previously issued
Employee Handbooks and Human Resources written policieis. Flandbook does not guarantee
continued employment, nor does it establish a contract between New Horizons and its employees. At
New Horizons, your employment is at will. This means that you are free to end your employment with
New Horizons at any time drfor any reason, and New Horizons retains the same rights. Members of the
Board of Trustees are the only persons who may make an exceptionwilb eahployment, and the
exception must be in writing and signed by the Chairman of the Board of Trustees.

While this Handbook is not a contract, it is intended to apply the policies and practices described in this
Handbook in a consistent manner. Nevertheless, New Horizons reserves the right to modify, add to, delete
from, and make exceptions to these policied practices, without prior notice, as it deems appropriate.
While New Horizons will endeavor to consult with and inform the faulty and staff in advance about
policy changes circumstances may require change without notice. In the event of a questidheabout
meaning of any part of this Handbook, the interests of New Horizons will govern the final decision.

New Horizons expects all employees to read this handbook and be familiar with its contents. If you have
guestions concerning this handbook, pleaseyask Administrator/Manager or a representative in the
Human Resources Department.
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Section 1: A Snapshot of New HorizonRegional Education Centers

New Horizons Regional Education Centera regional facility that was created to meet both industry
needs for a skilled workforce and student needs for obtaining technical training. The school first opened
in 1965 at the renovated Copeland Park Elementary School located in Hampton, Viiggniastitution

was originally named the Virginia Peninsula Vocational Technical Education Center and was commonly
called VoTech. The first high school faculty consisted of five teachers, which served a student body
consisting of 85 students.

The Centerbegan to serve the adult population of the community in 1966 with continuing education
classes and apprenticelated instruction offered in the evening and on Saturday mornings. Training for
disadvantaged adults was made available through federal empiowme training programs the same
year.

As years passed, the Center continued to expand to meet an increasing school population as well a
increased industry demands. In 1978, through the vision of the area superintendents, a second campus w
built at Waodside Lane in Newport News, Virginia. This new facility was comprised of a single 78,000
squarefoot building specifically built to accommodate the latest in technical programs. New programs in
horticulture, landscape management, and food service weeel sdthe curriculum and those programs

with high student and industry demand were duplicated.

Also in 1978, the employment and training programs were moved to a renovated training center in the
Buckroe area of Hampton, Virginia. This third campus setliedregional community as a skitenter
for the next decade.

To keep pace with technological demand and student growth, the need for a facility to replace the
Copeland Park site was soon apparent. In 1985, on a parcel of land adjacent to Thomas Nelsor
Community College in Hampton, Virginia. Governor Robb and the General Assembly authorized $2.5
million in state funds to construct the Butler Farm Road campus. Located in a technologically rich
industrial park, the new facility consisted of four buildingsa campus environment with a total of
104,000 square feet of instructional and laboratory space. At the time, the Board of Trustees changed th
name from the Virginia Peninsula Vocational Technical Center to New Horizons Technical Center.

An exciting adlition in 1985 to this new facility was the addition of a Governor's School for Science and
Technology. This program was one of four such schools in the state authorized by the Virginia Board of



Education and offering collegevel courses to the togience students of the Virginia Peninsula.

In 1993, the superintendents and members of the Board of Trustees of New Horizons Technical Centel
further expanded the mission of the Center by incorporating a highly successful regional special education
progran known as the Peninsula Area Cooperative Educational Services (PACES) into the services
provided at New Horizons. In 1994, the special education programs were moved to the Woodside Lane
campus and the name of the center was changed again to New HoezpmsaREducation Center.

These new special education programs served seriously emotionally disabled youth and autistic youth
between the ages of 4 and 21 years. The service areas were divided into Newport Academy for the ELC
students and the Children's i@er for the autistic students. These programs have grown today into
premier examples of regional day treatment facilities for specialized educational programs. A third
campus facility now exists at Kiln Creek Elementary School in Newport News to seavease base for

the autism program. It is known today as the Center for Autism at New Horizons.

New Horizons Regional Education Center operates today, at the beginning of a new millennium as
Virginia's oldest and only muftampus regional education center. The center currently serves 1,505 high
school students, 24 dapare students, and approximately 1,975 adults. A dedicated staff of more than 200
employees, continuous support from Thomas Nelsonmamty College and the Peninsula Chamber of
Commerce, and the ability to adapt to the changing nature of the workplace have enabled New Horizons
Regional Education Center to meet the challenges of the past and chart a course for success in the future
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A.

OUR MISSION, VISION AND CORE VALUE S

OUR VISION: "New Horizons will strive to become a stafethe-art regional education
center nationally recognized as an authority on specialized educational programs and services
that support the development of a wesldss workforce and a salifficient citizenry."

OUR MISSION: " To serve the educational needs of
Horizons will prepare students educationally, technically, and socially, according to each student's
needs, to become productive citizens." @issions are:

e To train and educate a wortdass workforce
¢ To challenge and enrich the education of future scientists and mathematicians

To provide effective educational, vocational, and therapeutic day treatment for children
and youth with disabilities

OUR CORE VALUES: "Collectively, we the members of New Horizons Regional Education
Centers express our commitment to the following values as guiding our daily actions in pursuit of
our vision."

A strong emphasis on student successthadealization of individual potential

A shared belief in the importance of partnerships and teamwork involving all members of the
school community including parents and students

An emphasis on teaching and modeling ethical values in work and life

A commitment to reflective practice as a means to achieve continuous improvement and
innovation
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B.

OUR ORGANIZATIONAL STRUCTURE
How New Horizons Is Governed

The Board of Trustees is entrusted with the management of the business, property, and affairs of
New Horizons Regional Education Centers, including setting overall policy, hiring of the
Executive Director, and ensuring the responsible use of assets fmtherm health of the
centers. The Board has approximately 13 members, including the Executive Director of New
Horizons. Board members include representatives for the six cities and counties New Horizons
serve.

The Executive Director is hired by thieoard of Trustees and is the Chief Executive Officer of
New Horizons. The Executive Director is responsible for the academic administration and
business operations of New Horizons, in accordance with the policies established by the Board.
The Executive Dector acts as a liaison between 8uperintendentBoard of Trustees and the
faculty, staff, and students, and seeks advice from, and participation of, faculty and staff in
managing New Horizons. In addition, the Executive Director works closely witindsss
government, foundations, educational associations, and other external constituencies, and ensure
that New Horizons plays an active role in the Peniratda community relations and issues
affecting education on a national level.

Human Resources

The Human Resources Department comprises of employment, benefits, payroll and worker's
compensation.

Mission of the Human Resources Department

New Horizons Regional Education Centerso6 Hun
providing quality services in a professional, caring and consistent manner. In providing these
services, they are dedicated to clear communication, progressive thirdaa resourceful
solutions toward meeting NHREC goals and objectives. The HRD will create an Environment for
People to Excel

Human Resources Goals

11



A To articulate policies and institute pract
environment, and meet the needs of New Horizons employees.

A To recruit, devel op sarydorsupport the Mission afdiategic Wlanr k f o
of NewHorizons.

ATo advocate for equity and diversity.

A To de mommitnenatd excellence by responding to requests for assistance in a timely
manner with accurate and thorough information.

ATo Dbuild trust and assist in the resolution
information.

A To mo d eheir behavior, a wogkplace that emphasizes respect, collaboration, and
professional integrity.

12
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Section 2:  Joining New Horizons Regional Education Centers

A. PROFESSIONAL STANDARDS AND ETHICS

1.

Your Role as an Ambassador

We sincerely hope that you will find your work at New Horizons to be
personally and professionally rewarding and productive. As employees of
New Horizons, we are all ambassadors for New Horizons. This means that
your behavior and demeanor contribute to Né@rizons' reputation as an
educator of choice for students and an employer of choice for faculty and
staff.

Being an educator of choice means that we put students first. All students
are our "customers,” and most of them are attending New Horizons to

further develop their technical skills and advance educational development.
As ambassadors, we are a critical component of the New Horizons

experience, and we want to ensure that our students never regret their
educational experience with us.

Being an emloyer of choice means that we have dedicated faculty and staff
who provide an outstanding educational experience for our students. It also
means that we are committed to attracting, retaining, and motivating our
faculty and staff and providing them with satisfying employment
experience.

We hope that you will extend yourself to welcome others to our community,
including potential students, parents, and employees.

Professionalism and Ethics

New Horizons strives to be an open, supportive, collaiveraand ethical
workplace. New Horizons expects its employees to treat each other
courteously and respectfully. Understanding, following, and communicating
New Horizon's core values, policies, and procedures will create and sustain
a positive, effective arkplace. See SectionXBour Work Environment for
more information.

13



Handling Confidential Information

In the course of your work at New Horizons, you may have access to
confidential information about New Horizons, studepgsents, alumnae or
alumi, Board of Trustees, donors, employees, or other aspects of our
business. This information must be held in the strictest confidence to protect
individual privacy and to safeguard the New Horizon's reputation and
operations.

When it is necessary to skaronfidential information with others to handle
your job responsibilities, please remember these guidelines:

a.

Be certain that the person with whom you intend to share the
information is approved to have access to it. If you are uncertain,
ask your Administrator, Program Director or Manager. If you
believe you cannot discuss your question or concern with these
individuals, please consult with the Director of HR.

Store and transmit information in a secure manner and establish
ways to ensure thatt iis not accidentally found or sent to
unauthorized individuals. If you need to send confidential
information electronically, check in advance to be certain that only
the authorized individual has access to his or hema#, and
indicate clearly that thaaformation is confidential and must not be
shared.

Do not discuss confidential matters in public or in areas of New
Horizons where you are likely to be overheard.

14
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Section 2:  Joining New Horizons Regional Education Centers

B.

EMPLOYMENT ELIGIBILITY

Federal law requires New Horizons to ensure that every employee hired after 1986
is eligible to work in the United States. All such employees and new employees
must completehite Employee Eligibility Verification Form (called an-9I' form)

and provide original documentation establishing their identities and legal right to
work in the United States for New Horizons. You have three business days after
beginning employment to prale such documentation. If, within that time, you
cannot produce such documentation, your employment will be suspended unless
and until you provide the necessary documentation.

Please note: Unless and until you can establish your eligibility to work in the U.S.
via a completed-9 form, you will not be provided with access to your New
Horizons email account or other eline services.

If, during your employment at New Horizongur immigration status changes and
impacts youreligibility to work in the United States, you must notify the Human
Resources Department.

There may be occasions when a new or current employee must obtain a work visa
in order to be eligible to work atéw Horizons. If so, the hiring managetust

contact the Human Resources Department to have the necessary legal documents
prepared. The hiring manager must allow adequate time before the start date to
obtain the work visa. Processing time varies, but &tl8& months should be
allowed. The costs of obtaining a work visa are not covered by New Horizons
although the Department hiring the new employee has the discretion to contribute
to the cost of obtaining the necessary work visa if it desires to do 30 lzaithe
budgetary resources. The decision to grant or deny eligibility rests with the U.S.
Government and not with New Horizons.

1. New and Ongoing Employees

If you are new to the New Horizons community, welcome! We understand
that navigating any rganization may be challenging at first. Below are

15



some suggestions to help you get off to a good start. For employees who
have been with us for a while, this section provides a good overview of
general workplace information.

New Hire Paperwork

Wheter you have been hired as a faculty, administrator, or staff member,
your employment at New Horizons does not begin unless and until you
have completed New Hire Orientation. Shortly after you receive your
Letter of Intent or Employment Letter, the HumBesources Department
will contact you for your orientation session. Included in that paperwork is
verification of your eligibility to work in the United States (the U.S |
form); W-4 form for payroll and tax withholdings, employee data sheet
(which includes your emergency contact information), any other paperwork
that may be applicable to you and the job you have been hired to fill and
any other federal or state forms.

Benefits Enrollment

On your first day of employment, or before, a New Hire Biene
orientation will be held to review the benefits programs for which you are
eligible and to enroll in these programs. If you wait longer than 30 days to
enroll, you may not be eligible to enroll in our benefit programs until the
next open enrollment ped, which could be as long as 11 months away,
depending on when you began working at New Horizons. Please refer to
Section VI for detailed benefits information.

Transportation/Parking

The New Horizons has parking for all staff. Typically, each August the
Security Office will distribute the parking policy and decals. Please see
your administrator for more details.

For complete information including rules and regulations, which are
corsidered a part of the terms and conditions of employment, please contact
your building Security Officer.

Office/Desk Supplies and Business Cards

Your administrator will arrange for you to receive basic office and desk
supplies on or shortly after your first day. If your manager believes it is
appropriate, she or he will order business cards for you.

Identification Card

You will be able to btain a New Horizons identification ("ID") card within
5 business days of completing your new hire paperwork. Your completed
new hire paperwork must be completed and submitted to the Human
Resources Department before you are provided with a New Horizons ID

16



10.

card.The identification badge must be worned at all times. A $5.00
replacement cost will be access for lost badges.

Telephone and Voice Mail

Your telephone and voice mail should be operative within five (5) business
days. Your administrator willnstruct you on how to use the voice mail
system. If you need to make ledgtance calls as part of your job
responsibilities, please contact your building administrator.

Cell Phonesand Two-Way Communication

Guidelines for the use of cellular @ies and twavay communication
devices are designed to ensure that the use of these items does not interfere
with the teaching and learning process, or with maintaining a safe and
orderly environment during the school day. New Horizons will assume no
resmnsibility in any circumstance for the loss, destruction, damage, theft or
charges made on monthly statements for a cellular phone awdwo
communication device.

Upon arrival to school through dismissal, pdrsonalcell phones must be
turned off. Cell phones should not be used for text messaging, taking
pictures or directonnect tweway communication during the school day
unless the use is directed or expressly permitted by a school official.
Otherwise, cell phones should be turned off and shooldbe left on
vibrate.

Cell phone usage may be permitted by program supervisors during specified
times. Please see your building administratopogramsupervisor
concerning usage in your area

Computer and E-mail

Your computer, printer configuration, anerail address will be set up on
or shortly after your first day of employment. When younail is set up,
you will be able to access-meail and other New Horizons technology
programs. The Technology Departmenteds instruction in many of the
basic programs New Horizons uses, includirgnal and voice mail. Be
sure to consult the New Horizons policy on technology.

Your First Paycheck/Direct Deposit

Employees are paid monthly. Generally, your new hifgepaork must be
completed and received by the HR Office upon employment in order for
you to receive your first paycheckrour paycheckwill be directly
deposited to your bank accounminless requested otherwise. Please
completea direct depositorm availdle in the Payroll Office.

17



11.

12.

13.

Travel

Employees travelg as part of their job responsibilities should contact the
Finance Department to get a copy of the New Horizons Travel procedure.
This procedure outlines travetlated policies and proceduyascluding

how to make travel arrangements; reimbursement of travel expenses; when
and how to get cash advances; and completing travel expense reports.

Purchasing

New Horizons maintains a relationship withvariety of office supply
vendos. If you need to purchase office supplies or other goods, check with
your manager or the Finance Department. In certain situations, your
department mayse aNew Horizons credit card to facilitate the purchase of
certain goods or services.

Whom to Call for Assistance

e Computer or software problems or questions

0 Help Desk, Butler Farm, ext. 331

o0 Help Desk, Woodside Lane, Kiln Creek, ext. 590
Telephone or voice mail problems, Help Desk, x 331 and 590
Human Resources Benefits Specialist, x 358
Office/Desk Supplies, your supervisor

Questions about your pay check, direct, deposit, pay dates, Payroll, ext.
358

e Questions about this Handbook, workplace policies and procedures, HR
Director, ext. 309

e Changing your name or address, Human Resouxc®&7 or 358

e Questions about parking, Building Security Officer

e Identification Cards, HR, ex877

EMPLOYMENT CATEGORIES

Your position will typically fall into one of several categories. Your offer or
appointment letter should indicate which catggor categdes apply to you.

1.

Categories

Full-time: 12-month schedulel,1-month schedulglO-monthschedule,
and9-month schedule

Part-time: Teaching or working less th&®% ofa full-time course load as
that term is defined by each School

Temporary Workers: You are hied for a specific period of time a
project.

18



Contract Staff and Contingent Staff

Consultants, temporary workers, interns, and contract workers are not
considered employees of New Horizons and, therefore, are not eligible for
benefits, holiday pay, or any other services or programs available to New
Horizons employees. Generally, whemsoltants are used, the manager
engaging the consultant should have a personal services agreement or
contract prepared (or reviewed, if the consultant has drafted his or her own
agreement). The written contract should address, among other things, the
scopeof the work to be performed, the term of the agreement, and the
payment terms agreed upon by the consultant and the manager.

The Executiveand FinancesDirectorsare authorized to sign contra@sd
theHR Directoris authorized to sigiEmployment Lettes on behalf of New
Horizons. There will be times when a department needs to have temporary
help. The HR Department has contracted with a temporary staffing firm to
provide temporary help at a reduced rate to New Horizons. If you need
temporary help, yoshould call the HR Office as soon as you know of your
need. Even if you decide to hire workers from another temporary staffing
agency, managers are responsible for advising HR because HR must track
the employment of temporary workers.

STAYING IN TOUCH AND GETTING INVOLVED

Communication and involvement are keys to success at New Horizons
community. They help us learn about many important and interesting events
and activities at the New Horizons; understand what our colleagues do; and
understand how wean work together more effectively.

In addition to the communications in your department, you may also be kept
informed through several vehicles, including the following:

e Periodic meetings that are conducted by the New Horizons Executive
Director, often with the assistance of senior administrators. These
meetings are intended to communicate information about topics that are
important to the New Horizons workforce, as wedl ta give you an
opportunity to ask questions and give us your opinions.

e School ImprovenentTeammeetsto discuss various workplace topics.

e Executive Directors Hews, Campus and Employee Announcements
are informal email messages designed to make amo@ments, discuss
specific timely topics, and, in general, keep the community informed.

e Bulletin Boards, and Posters: You will want to check these out
periodically.

e Employee Opinion Survey: Employees will be asked to respond to a
confidential survey abduheir work experiences at New Horizons from
time to time.

19



Employee Committees: Employee Development and Recognition
Committee and Employee Recruitment & Retention Committee

Safety Committee:New Horizons Safety Committees meet quarterly to
review accidats and incidents that occur at New Horizons facilities.
The minutes of these meetings will include recommendations and
suggestions. The committees will be located at the Woodside Lane
Campus and the Butler Farm Campus.

Crisis Management CommitteeThis committee is required by law to
meet at least twice per year to evaluate and update New Horizons Crisis
Management Plan.
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Section: NH T 37 Work Environment
Title: Respect In The Workplace

Number: Section 3A
Status: Active
Legal:

Adopted: April 2008

Last Revised:

POLICY DETAIL

Section 3: Work Environment

For the benefit of all employees, students, and othersnggitir campus, we want a safe, professional,
respectful work environment. Toward that end, the policies below have been developéidct our
commitment to comply with all federal, state, and local laws and regulations that apply to our workplace.

A. RESPECT IN THE WORK PLACE

1.

Equal Employment Opportunity and Non-Discrimination Policy

New Horizons is committed to providing equal opportunity in all
employment practices. New Horizons does not discriminate on the basis of
age, gender, religion, geadidentity or expression, race, color, national
origin, sexual orientation, marital status, disability, veteran status, or other
unlawful basis.

We strive to recruit and retain a diverse workforce. Diversity enriches our
understanding of the world anggses us to a variety of opinions and
experiences, thus enabling the administration, staff, and faculty to make the
best possible decisions for New Horizons, our employees, and our students.

New Horizons does not tolerate discrimination in the workpMé expect
every New Horizons employee to cooperate fully in implementing our
policy of nondiscrimination and equal opportunity. If you believe this
policy has been violated, you should report your concerns immediately to
your supervisor or to a Human Resces representative.
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Section: NH 1 37 Work Environment

Title: Persons with Disabilities
Number: Section 3B

Status: Active

Legal:

Adopted: April 2008
Last Revised:

POLICY DETAIL

B. PERSONS WITH DISABILITIES

The Americans with Disabilities Act of 1990 (ADA) is a federal -aligicrimination statute designed to
remove barriers that prevent qualified individuals with disabilities from enjoying the same employment
opportunities that are available to persons withtisabilities. Virginia also has enacted legislation that
provides similar protection for individuals with disabilities. New Horizons is committed to maximizing the
inclusion of persons with disabilities in all aspects of employment. Accordingly, aligees, supervisors,

and employees at New Horizons should be aware of the following:

1. Discrimination Prohibited: People with disabilities who are otherwise qualified may not be
discriminated against in any areas of employment including, but not lindtgdb application,
compensation and promotional procedures, fringe benefits, and any other activities available by
virtue of employment at New Horizons.

2. Limiting, Segregating, and Classifying:Persons with disabilities shall not be limited, segrega
or classified in a way that adversely affects their employment opportunities or status.

3. Associational Discrimination Prohibited: New Horizons will not discriminate against any
applicant or employee, whether disabled or not, because of the urallgithmily, business, social,
or other relationship or association with an individual with a disability.

4. Reasonable AccommodationNew Horizons will make reasonable accommodations to known
physical or mental limitations of an otherwise qualified lapmt or employee with a disability
unless it can be demonstrated that the accommodation would impose an undue hardship. Once a
request is made, New Horizons will make every reasonable effort to determine and provide an
appropriate accommodation, if oreeriecessary. Employees niegda reasonable accommodation
should direct such requests to their supervisasherHumanResources Department. An employee
will be asked to putheir request in writing and/or tprovide adequate medical documentation.
New Hoiizons may also ask relevant questions in otdemake an informed decision about the
request and/or may offer alternative suggestions for reasonable accommodations.

5. Retaliation and Harassment Prohibited New Horizons will not coerce, intimidate, thten,
harass, interfere with or retaliate against any individual for exercising rights under the ADA or
151B or for aiding or encouraging another person in the exercise of such rights.

6. Reporting: Employees are encouraged to bring issues or compialated to this policy statement
or about the accommodation process generally to the attention of their administraimgnager,
or the Human Resources Department.
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Policy Against Harassment
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Last Revised:
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Y DETAIL |

C.

POLICY AGAINST HARASSMENT

New Horizons is committed to maintaining a respectidrkplace thatincludes a working
environment free from unlawful sexual harassment and other types of unlawful discriminatory
harassment. Teeinforce this commitment, New Horizons has developed a policy against unlawful
harassment and other related types of inappropriate behavior and has set up a reporting procedur
for employees who have been subjected to or witnessed harassment. Thisappliey to all
work-related settings and activities, whether inside or outside the workplace, and includes
business trips and businesdated social events. New Horizons property (e.g. telephones, copy
machines, facsimile machines, computers, and comppggications such asrail and Internet
access) may not be used to engage in conduct that violates this policy. New Horizon's policy
against harassment covers employees and ties hawng a relationship with New Horizons

that enables New Horizons taercise some control over the individual's conduct in places and
activities that relate to the New Horizon's work (e.g. contractors, vendors, etc.).

1. Prohibition of Sexual Harassment

New Horizon's policy against sexual harassment prohibits sexuat@var requests for
sexual favors or other physical or verbal conduct of a sexual nature, when (1) submission
to such conduct is made as express or implicit condition of employment; (2) submission to
or rejection of such conduct is used as a basis f@lament decisions affecting the
individual submittingto or rejecing such conduct; or (3) such conduct has the purpose or
effect of unreasonably interfering with an employee's work performance or creating an
intimidating, hostile, humiliating, or offeng working environment.

Under these definitions, direct or implied requests by a supervisor for sexual favors in
exchange for actual or promised job benefits such as favorable reviews, salary increases,
promotions, increased benefits, or continued empémtroonstitutes sexual harassment.

Depending on the circumstances, the following conduct may also constitute sexual
harassment: (1) unwelcome sexual advances, whether they involve physical touching or
not; (2) use of sexual epithets, jokes, written arkem references to sexual conduct, and
gossip regarding one's sex life; (3) sexually oriented comment on an individual's body,
comment about an individual's sexual activity, deficiencies, or prowess; (4) displaying
sexually suggestive objects, picturesit@ans; (5) unwelcome leering, whistling, touching

23



or deliberate brushing against the body in a suggestive manner; (6) sexual gestures,
suggestive or insulting comments; (7) inquiries into one's sexual experiences; or (8)
discussion of one's sexual actieg.

While such behavior, depending on the circumstances, may not be severe or pervasive
enough to create a sexually hostile work environment, it can nonetheless makkers
uncomfortable. Accordingly, New Horizons considers such behavior to berapajape

and may result in disciplinary action regardless of whether it is unlawful.

It is also unlawful and expressly against New Horizons policy to retaliate against an
employee for filing a complaint of sexual harassment or for cooperating with an
investigation of a complaint of sexual harassment.

Prohibition of Other Types of Discriminatory Harassment

It is also against New Horizons policy to engage in verbal or physical conduct that
denigrates or shows hostility or aversion toward an indalichecause of race, color,
gender, religion, sexual orientation, age, national origin, disability, or other protected
category (or that of the individual's relatives, friends, or associates) that (1) has the purpose
or effect of creating an intimidating, oktile, humiliating, or offensive working
environment; (2) has the purpose or effect of unreasonably interfering with an individual's
work performance; or (3) otherwise adversely affects an individual's employment
opportunities.

Depending on the circunesices, the following conduct may constitute discriminatory
harassment: (1) epithets, slurs, negative stereotyping, jokes, or threatening, intimidating, or
hostile acts that relate to race, color, gender, religion, sexual orientation, age, national
origin, or disability; and (2) written or graphic material that denigrates or shows hostility
toward an individual or group because of race, color, gender, religion, sexual orientation,
age, national origin, or disability and that is circulated in the workplaceylaced
anywhere in the New Horizon's premises such as on an employee's desk or workspace or
on New Horizons equipment or bulletin boards. Depending on the circumstances, such
behavior may not be severe or pervasive enough to create an unlawfully Wwoskileg
environment. Nevertheless, New Horizons considers the behavior inappropriate and will
take necessary disciplinary action even when the behavior is not unlawful.

It is also against New Horizons policy to retaliate against an employee for filing a

complaint of discriminatory harassment or for cooperating in an investigation of a
complaint of discriminatory harassment.
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D.

DISCRIMINATION AND HARASSMENT COMPLAINT RESOLUTION PROCEDURE

These procedures apply to all complaints of illedigacrimination and harassment in which the
alleged perpetrator is a New Horizons Regional Education Centers (NHREC) employee,
contractor, or volunteer. Complaints against NHREC employees are investigated by the Human
Rights Compliance Officer.

These proedures include general policies and procedures, which apply to all investigations and
the following complaint resolution options: (1) informal resolution; or (2) formal complaint
investigation. Throughout these procedures, directors, administratoragensrand supervisors

are collectively referred to as fAsupervisor.
1. General Policies and Procedures
a Complaints and Reports of Discrimination or Harassment In all cases,

complainants should be encouraged to put their complaints in writing \sitkien

(7) days of the incident. If a complaint is oral, the Human Rights Compliance
Officer will prepare a statement of what is determines the complaint to be and will
obtain verification from the complainant that the statement adequately sets forth the
complaint. Verification should be in the form of a signature by the complainant on
the statement or a notation by the Human Rights Compliance Officer that oral
verification was obtained within the seven (7) day timeframe. Consistent with the
N HR E C 6 sduty te igvedtigate, the Human Rights Compliance Officer reserves
the right to investigate and resolve a complaint or report of illegal discrimination or
harassment regardless of whether the complainant wishes to pursue the complaint
in thirty (30) days. The Human Right Compliance Officer also reserves their right
to report allegation of criminal behavior to the appropriate law enforcement
officials.

b. Jurisdiction. Prior to initiating an investigation, the Human Rights Compliance
Officer will make aninitial determination of whether the complaint falls within its
purview, i.e., whether the complaint involves allegations of illegal discrimination
or harassment on the basis of a protected class. Huh&n Rights Compliance
Officer determines that theomplaint does not fall within its purview, s/he will
refer the complainant as appropriate.
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Choosing the Appropriate Resolution Process.Complainants will be informed

of the availability of informal and formal resolution processes and will be provided
with a copy of these complaint procedures. THeman Rights Compliance
Officer, in consultation with the complainant, will determine icleaase whether

the informal or formal resolution process is appropriate, based on the particular
circumstances of the complaint. Generally, conduct of a more severe and pervasive
nature will require use of the formal resolution process. At any timegltie
complaint resolution process, thieiman Rights Compliance Officenay, in his or

her discretion, determine that either an informal or formal resolution process is
more appropriate and may utilize that other process. In addition, if the informal
process does not resolve the complaint within a reasonable amount to time, the
Human Rights Compliance Officeray recommend the formal process.

Confidentiality. The Human Rights Compliance Officevill respect the privacy

of the complainant, the indivithls against whom the complaint is filed, and the
witnesses, in a manner consistent with its legal obligation to investigate, to take and
follow through with appropriate action, and to comply with any discovery or
disclosure obligations required by law.héflHuman Rights Compliance Officer

will advise all witnesses and parties to protect the confidentiality of matters
pertaining to its investigation, including the fact that an investigation is being
conducted.

Retaliation. The Human Rights Compliance ffizer promptly will advise all
witnesses, the complainant, and the r
retaliation against persons who in good faith file a complaint of discrimination or
harassment.

Prompt Investigation and Remedial Action. In all cases, thdHuman Rights
Compliance Officewill begin investigation promptly upon receipt of a complaint.
The Human Rights Compliance Officenay prepare as investigation timeline,
which may be updated as needed, and will keep parties and sgpemaasonably
informed of the status of the process. Whenever possible, investigations and
reports should be completed, and results communicated to the parties, within thirty
(30) days of the initial complaint or as soon as possible. When deemedangcess
to protect the physical safety or emotional well being of the complainant or
witnesses, to prevent disruption of the workplace, or to facilitate the investigation,
theHuman Rights Compliance Officein consultation with the Executive Director

and thesupervisor, may recommend immediate action, including transferring or
placing an employee on administrative leave pending the outcome of the
investigation.

Incident Report Form. Following resolution of a complaint, tiduman Rights
Compliance Officewill provide the supervisor wh an Incident Report Form IRF

for the supervisor to complete. The IRF will summarize the action the supervisor
took to address the complaint, any resolution achieved, and any additional
information. TheHuman Rights Compince Officereviews the IRF to determine
whether additional corrective action is necessary, and records, the information in its
database.
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Documentation: TheHuman Rights Compliance Officeiill maintain appropriate
documentation of all aspects of tt@mplaint and investigation process.

Reports. At the conclusion of either the informal or formal process,Hoenan

Rights Compliance Officewill prepare a written report summarizing relevant
findings of facts, conclusions, and recommendations. r&pert or a summary of

the report will be submitted to the Executive Director and supervisor.Hlihen

Rights Compliance Officeaslso will provide the report or a summary of the report

to the parties. If the report determines that the allegations rais$raent or

di scrimination are substantiated, t he
personnel file.

Appeals: Any party who believes théduman Rights Compliance Offiairs
findings or fact, conclusions, or recommendations are inaccurate may file a written
appeal with theduman Rights Compliance Officarnthin ten (10) working days of

the date the report or report summary was mailed or delivered to that party. The
Human Rghts Compliance Officewill submit a written response to the appeal
within ten (10) working days of receipt. If the appeal is denied, a party may appeal
in writing to the Executive Director within ten (10) days of tHeman Rights
Compliance Officed se ndi a | of the partyds initial
wish to appeal specific disciplinary action should refer to the appropriate grievance
procedures in the Employee Handbook. Both parties will be advised in writing of
their appeal rights at thente they are presented with the final written report
summary or oral report of the investigator.

2. Informal Complaint Resolution

a

When a complaint is received, complainant will be asked to sign a form agreeing to
an informal resolution process. Thiiman Rights Compliance Officevill then
perform an initial review of the complaint and discuss possible solutions with the
complainant.

The Human Rights Compliance Officavill inform the person against whom the
complaint is brought of its existen@nd allow that person an opportunity to
respond.

The Human Rights Compliance Officeiill perform initial fact finding through
document review, interviews with the parties, and possibly interviews with
witnesses, supervisors and-workers. Interviewsare based on the specific
information the witness has to contribute to the issues involved and whether such
information is original or repetitive. The Human Rights Compliance Officer
reviews all documentation provided or obtained.

The Human Right€ompliance Officermay act as a facilitator to help resolve
complaints, or the Human Rights Compliance Officer may request that another
NREC office or staff member facilitate. Such informal resolution may include
speaking with the respondent, the responlieb s super vi sor, or t
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e Informal resolution may be attained through mutual consent of the parties or
through other remedial measures approved by the supervisors, including but not
limited to mandatory training, a letter of apologypaetion of the parties, or
disciplinary action.

Formal Complaint Investigation

The Human Rights Compliance Officesonducts comprehensive investigations of
allegations of discrimination when those complaints cannot be resolved through
consultation, review, or referralThe Human Rights Compliance Officacts solely as a
neutral factfinder. Based on its investigati, he Human Rights Compliance Officer
makes determinations of policy violations. In consultation with the hiring offidial, t
Human Rights Compliance Officenay make recommendations to address the situation.
All formal complaints must be filed in vinng with theHuman Rights Compliance Officer
within seven (7) days pursuant to the policy and procedural limitations set forth in the
policy. However, hte Human Rights Compliance Officegtains the discretion to alter
these procedures on a cdsecasebasis.

a. Upon receipt of a written complaint (Form 1, Unlawful Discrimination Complaint
Form) he Human Rights Compliance Officevill meet with the complainant
within seven (7) days of notification of the complaint. heTHuman Rights
Compliance Officewill discuss the allegations, explain the information resolution
opti on, t he for mal i nvestigation pr o
confidentiality and collect preliminary data. hd Human Rights Compliance
Officer will also advise the complaamt of his or her right to take complaints
outside NHREC, to the state and federal agencié® Human Rights Compliance
Officer will advise the complainant of his or her right to have -avooker from his
or her department present during the interviéWHREC may also make temporary
arrangements to separate the parties while an investigation is pending.

b. Based on a review of the complaint, all documentation provided and the interview
with the complainantthe Human Rights Compliance Officevill deternine
whether the allegations and initial factual findings warrant a formal investigation.

If an investigation is warrantethe Human Rights Compliance Officentll notify

the complainant and the appropriate manager that a complaint has been filed and
will be investigated. If one or more of the allegations and/or initial factual findings
indicate the complaint does not state a policy violation or is more appropriately
addressed by a different NHREC office, tHaman Rights Compliance Officer

will refer tha portion of the complaint to the appropriate office.

C. The Human Rights Compliance Officeuill provide written confirmation to the
complainant of the allegations to be investigated, and if applicable, which
allegations the Human Rights Compliance CGifitas referred to another office.
The Human Rights Compliance Officetll inform the complainant of his or her
responsibilities during the investigative process as outline below.

d. The Human Rigts Compliance Officer will promptly inform the respontiehthe
allegations in writingthe Human Rights Compliance Offiées r ol e i n a
investigation, and the principles and limitations of confidentialityhe Human
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Rights Compliance Officer will inform respondent of his or her responsibilities
duringthe investigation process, as outline below. Hoenan Rights Compliance
Officer will advise the respondent of his or her right to have-aarker from his

or her department present during the interview. The respondent will be asked to
provide a writterresponse to the allegations within fourteen (14) days of receiving
notice of the complaint.

e The Human Rights Compliance Officewill interview the complainant, the
respondent and others with relevant informatiorhe Human Rights Compliance
Officer will interview individuals based on the specific information the witness has
to contribute to the issues involved and whether such information is original or
repetitive. The Human Rights Compliance Officevill review all documents
provided and obtaineduring the investigation. In determining whether NHREC
policy has been violatedhe Human Rights Compliance Officedill consider all
facts and circumstances surrounding the allegations, including the perceptions of
the parties, witnesses and others wiave information about the presence or
absence of the alleged conduct, ahd Human Rights Compliance Officeray
make credibility determinations.

f. If the Human Rights Compliance Officdetermines there is insufficient basis to
conclude that a policy wviolation has
investigation. However, the appropriate manager should address conduct that does
not violate the Policy, but is considered detrimentaltite well being of the
department or NHREC.

g. The supervisor shall be responsible for implementthg Human Rights
Compliance Offced s r ecommendati on, in consulta
and other offices, as appropriate, to ensure compliante MHREC policies
and/or contractual obligations. h& Human Rights Compliance Officewill
conduct appropriate oversight and follow up as deemed necessary. Corrective or
disciplinary actions may include but are not limited to: mandatory education, oral
and/or written reprimand, removal of supervisory responsibilities, demotion,
transfer or reassignment, pay reduction, denial of pay raise, termination or other
corrective actions as appropriate.

h. Copies of all reports, decisions, reprimands, and/orrothsolutions by any
NHREC office or officer regarding the matter addressed by or in the investigation,
or corrective action or resolution, should be forwarded to the Human Rights
Compliance Officer to ensure proper follayp.

Policy Against Retaliation

It is unlawful and a violation of New Horizons policy to retaliate against any faculty or
staff member who has brought a gedaidh complaint of discrimination or harassment or
who has assisted in the investigation of a complaint of discriminatioarasgment. It is
also unlawful and a violation of New Horizons policy to retaliate against any faculty or
staff member for asserting a legally guaranteed right (e.g., filing workers' compensation
claim), for doing what the law requires (e.g., serving garg), for refusing to do that
which the law forbids (e.g., committing perjury), or for making a gfzoith allegation of
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some type of illegal activity engaged in by the New Horizons. Retaliation, whether actual
or threatened, destroys the sense of comiyand trust that is critical to a learning and
work environment. New Horizons considers acts or threats of retaliation in response to
such disclosures or participation to constitute a serious violation of New Horizons policy,
which may result in disciplary action, even dismissal, against the retaliator.

Retaliation occurs when an adverse employment action is taken against the person who has
brought the complaint or assisted in a resulting investigation. Examples of retaliation could
include, but are rtdimited to, the following:

A Unwarranted termination or suspension o
A Unwarranted reduction in pay, benefits,
A Unwarranted demotion or a significant r
A Refusal to promote

A | n v oplacementaon lgave (except for leaves necessary to investigate possible
violations ofNew Horizon's policies.

A Transfer to a materially different and
A Unwarranted negative performance evalua
A Unwarrant ed sm®gtwdrkiperfermaneef er enc e

A Toleration of harassment by other employees

It is important to note that impermissible retaliation can occur even in those circumstances
where it is determined that the complaint brought was without merit.

If you believe that you are being retaliated against because of making a complaint or

assisting in an investigation in violation of this policy, you should promptly report your
concerns to the Director of Human Resources, to your Administrator or Progractob

30



Section:
Title:
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Adopted:

NH 1 37 Work Environment
Workplace Standards

Section 3E, 1. Dress Code Guideline
Active

L ast Revised: August 2009

POLICY DETAIL

E. WORK PLACE STANDARDS

1.

Dress Code Guidelines

Dress attire should provide for a professional and safe learning environment. Dress
expectations will be established and administerezhoh program area.

Attendance and Punctuality

Consistent, regular attendance of all employees is critical to the smooth operation of New
Horizons. You are expected to arrive for work each day on time (at the time agreed to with
your supervisoy and to work until the end of the workday, except when you are ill, on
vacation, or on an approved leave.

If you are frequently absent or late, you may be subject to discipline up to and including
termination of your employment. If you know in advanoe will be absent, you are
required to notify your manager or supervisor as soon as you learn of your need to be
absent. If your absence is not planned, you should telephone as soon as pospiiie and
to schedule work time tgpeak directly to your magar or supervisor. Unless you are on
an approved leave of absence, it is your responsibility to call in every day.

Timekeeping and Attendance

Federal and state wage and hour laws require that New Horizons keep accurate records of
hours worked for esry norexempt employee. Therefore all Rerempt employees must
maintain and complete weekly time records, which will be reviewed and approved by
supervisors. Falsification of timekeeping reports is a serious violation of New Horizons
policy and may restiin immediate discharge.

New Horizons Property and Your Own Personal Property

New Horizons will provide you with deskg@nd other places in which to keep your
personal property during your work hours. It is important to note that any office, desk,
closets,or file cabinetsare provided to you by New Horizons remain the sole property of
New Horizons and New Horizons resertbs right to inspect these places at any time,
with or without prior notice.
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All communications sent, received from, or stored on the New Horizon's voicemail or
computer systemmcluding laptop computerare also the property of the New Horizons.

New Horizons cannot be responsible if your personal property is damaged, lost or stolen. If
New Horizons or personal property is damaged, lost, or stolen, you should immediately
report it to the your supervisor.

You will not be required to pay for damagéaist or stolen New Horizons property. You
may, however, be disciplined if you should have exercised better judgment or taken
appropriate precautions.
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Status: Active
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Last Revised:

POLICY DETAIL

F. TECHNOLOGY POLICIES

New Horizons has policies in place that govern the afseechnology at New Horizons. All
employees at new Horizons should be familiar with the terms of the these policies, and you should
consult with your supervisor if you have questions about the terms of these policies and how they
apply to you and the work yodo at New Horizons.

1. Guidelines for Software Purchases. Software purchases for classroom and program
content are a very important decision and should receive through consideration.
Department Heads should be directly involved in these decisoféware to be installed
on New Horizons Regional Education Center computers or netwask e reviewed and
approved by the Network Administrator. Regardless of software instructions and software
sales assurances, some software will not work on our demgpumay cause other
programs not to work and may be a treat to the security and reliability of our network.

When shopping for software, follow these steps:

1. Ask for a demo version. Usually these are full functional versions that will run for
a trid period, such as 30 to 90 days.
2. Seek out web based software. This is software that only esyow to go to their

website and only requires a web browser and a netwonkection. Content
updates are maintained at their site.

3. The second choiceauld be web media software that is provided on a CD or DVD
and can be viewed and used on a PC or Mac with just a browser. The Northrop
Grumman Fire Watch Program used in our welding program is a good example of
this type of media. New media must be gerkeep content up to date.

4. The third choice is web content that is installed on our server. These are web based
fles (HTML and HTM) that are viewed for our server. There are some
compatibility and security issues with this type of software andbversion and
period are required.

5. Last is content that must be installed on our classroom machines. This installation
cannot be done in a hurry and lead time of months is required. This type of install
can cause problems with other software anéter@etwork traffic and problems
that bring other services such amsail and web browsing to a standstill.

6. Make sure you have a warranty and a support contract. The more expensive or
mission critical the software the more crucial the warranty andosuage.
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When licensing software, you will need to have one license for each user. Tech Support
will not help you defeat or violate copyright law, so do not ask.

Installation of Software

Federal regulations govern the licensing and use of compotisvare. The software you

are provided by New Horizons is properly licensed and should be used by you in
accordance with the licensing agreement. No copy of software may be used on a New
Horizons computer or New Horizons network unless a valid licemsesé that copy has

been obtained, including shareware and software downloaded from the Internet.

You are not permitted to make additional copies of any software without the express
authorization and proper registration of the copy from the Office ohfi@ogy. Before

any software can be used on New Horizons computers or the network, the software must
be virus tested; disabling of New Horizeinstalled virus protection software by users is
prohibited.

If you have questions about the rules and reguiatiassociated with computer software,
please contact the Technology Helpdesk.

Use of Email for Personal Reasons During Work Hours

New Horizons discourages the use ahail to attend to personal business during work
hours, although we recognize that you may occasionally need to do so. Use of your New
Horizons email account to attend to ndwew Horizons business matters during work
hours should be kept to a minimum, and the excessive useamail dor personal use
during your work hours may be grounds for discipline. Some types of persoral are
always prohibited. These include, but are not limited to, commercial or political
sdicitations, chain letters, and materials of a sexual, discriminating, or harassing nature.
Employees must refrain from using their New Horizomsasl accounts for such uses.

Electronic Mail Courtesy

E-mail is a useful business tool. Here are sayn@&lelines that can help you be more
efficient when you use it:

o Before hitting the "Reply All" button, think twiedoes eeryone really need to see
your response, or merely the sender?

o E-mail should be used only sporadically to deliver performdeedack, particularly
if suchfeedback is or could be perceived as negative.

e If multiple parties need to provide input about a business decision, it may be more
efficient © hold a meeting.

« Don't use amail to criticize or express frustration or othexgative emotion. Such
feelingsshould be expressed in person.

e E-mail should be used only sporadically to assign a sganfi amount of work to
others, particularly if the work involves a new project or is complicated. Such
assignments are best made imspe so that both theupervisorand the employee can
be certain that project requirements and deadlines are clear and that there is an
opportunity to answer questions.
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e When in doubt, talk!
Security and Privacy of Electronic Mall

Although New Horibns takes reasonable steps to block unauthorized entry into
employee’'s files or accounts, these systems should not be considered completely secure
All employees should use discretion when sending or storing highly sensitive or
confidential material.

In addition, a limited number of authorized New Horizons personnel will occasionally
monitor information on the New Horizon's network and/or computer systems for New
Horizonsrelated purposes.

Confidential Information

As an employee at New Horizenyou may see, handle, or manage a variety of
confidential information about your colleagues, our students, their parents, our trustees,
donors, alumnae and alumni, and others. If you have access to confidential information, it
is your responsibility taespect the confidentiality of the information that is provided to
you in the course of your work at New Horizons and to maintain the privacy of that
information at all times.

Conflict of Interest

All members of the New Horizons staff are expected to promote the integrity and
reputation of New Horizons. One way to do so is to avoid actual or perceived conflicts of
interestthat is, the conflict between your personal interest or gain and that of New
Horizon's interests and business. A conflict of interest is any outside activity or
employment that adversely affects or influences your judgment on the job. This may
include any direct or indirect financial relationship with a customer, supplier, vemdor,
another employer (either on the part of an employee or members of his or her immediate
family) that might reasonably affect your judgment or decisions made on behalf of New
Horizons. Note that even the appearance of a conflict may have a negativeam phest/
Horizons and you.

If you think that you may have an actual or perceived conflict of interest, it is incumbent
upon you to consult with your supervisor or a representative from Human Resources. As
with any form of improper conduct, conflicts ofterest may result in disciplinary action,
including termination of your employment.
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POLICY DETAIL |

G. Employment References and Verification

Providing external employment verification and references for all employees is generally the
responsibility of the HR Department. To protect the privacy of all our employees and the interests
of New Horizons, you should refer all requests for referencesters of recommendation to HR.

It is HR's practice to confirm dates of employment, job title(s) and most recent salary.

If you are asupervisoy and you wish to provide additional information about a former employee's
work performance, you should caiswith HR for advice on how best to proceed when giving
references about current or former employees. Every manager who is inclined to provide an
employment reference for current or former employees should first obtain specific, written
permission fromhe former or current employee to provide such references.

1. Other Employment
a. Another job at New Horizons

Any full-time norexempt employee may not work a secqusitionat NHREC.
Any exempt fulltime employee may work a second position.

b. Job With Another Employer

Employees at New Horizons may work for another organization provided that it
does not conflict or interfere with your New Horizons job responsibilities,
schedule, or performance. You may not perform any work for another employer
during your New Horizons workday, and you may not use New Horizons
equipment, materials, or staff to support your outside employment.
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POLICY DETAIL

H.

SERIOUS OFFENSES

As stated in Section 4Performance Management, we expect from all employees behavior that is
professional, ethical, appropriate for the workplace, and consistent with our Workplace Covenant
and New Horizons policies. These standar@sdasigned to promote the wbking of students,
visitors, colleagues, and others who may be doing business with New Horizons, as well as to
preserve the goodwill we have created in our community.

Failure to act in a professional and appropriate way rasult in discipline. Discipline may range
from a warning (verbal or written) to immediate termination of employmBigcipline is
imposedaccording tothe type of infraction, thaeverity of the offenseand whether you have
demonstrated a pattern of inappropriate behavior.

There may be times when an employee is suspended to allow New Horizons sufficient opportunity
to review the circumstances of the alleged offense and make a final decision. If suchaisnspe
occurs, New Horizons will make a decision on a dasease basis as to whether the suspension
will be with or without pay.

It is impossible to list every type of behavior that is unprofessional and inappropriate and may be
grounds for discipliner loss of job. Below are some examples that may constitute grounds for
discipline. This list is not exhaustive, however:

e Unlawful harassment or discrimination of any type

o Conduct that threatens or compromises the safety of dtherslude fighting including
carrying or possessirfgearms or other weapons on New Horizons property

e The sale, distribution, or possession of illegal drugs

e The consumption of alcoholic beverages during work hours

o Off-campus behavior that adversely impacts the New Horizons work environment

e Misuse of New Horizons property, funds, money, or cash equivalents

e Putting inaccurate information on or in any way falsifying New Horizons documents,
includingtimekeeping recals, employment records, student records, financial records, and
expenseeports

« Falsifying academic, professional or employment credentials

e Insubordination

e Reporting to work or working under the influence of alcohol or illegal drugs

« Breaching of confidntiality or misusing confidential information
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e Placing yourself in a position in which your personal interests and the interests of New
Horizonsare in conflict

« Failure to comply with any federal, state, and local laws and regulations that apply to you
and/orNew Horizons and/or your failure to comply with New Horizons policies

o Repeated conduct that is inappropriate with students

o Excessive tardiness/stopping work before end of shift

o Excessive absenteeism or abuse of leave

o Repeated failure to notify supervisors promptly of absences

o Theft of New Horizons property or the property of another

e Fraudulent or dishonest conduct

e Refusing to follow a supervisoros instruci

If you have any questions about thesethier behaviors, talk to your supervisor or to an HR
Representative.

Report Criminal or Serious Charges

When any employee of New Horizons Regional Education Center, whethémiilor
parttime, Permanenor temporary, has been charged by summaasiant, indictment, or
information with the commission of a felowy misdemeanor involving(1) sexual assault
asdefined by section 18-81 et seq. of the Code of Virginia; (2) obscenity and related
offenseas defined in section 18372 et seq. of #h Code of Virginia; (3) drug related
offensesincluding but not limited to possession of marijuana or drug paraphernalia or as
defined insection 18.247 et seq. of the Code of Virginia; (4) moral turpitude; (5) the
physical orsexual abuse or neglect af child; public drunkenness; driving under the
influence of alcoholor drugs; reckless driving; disturbing the peace; or an equivalent
offense in another state; @rthe subject of a Department of Social Services investigation
into an allegation of childabuse or neglect or a Department of Social Services found
disposition of child abuse areglect, the employee shall notify the Executive Director of
the chargeThe employee's notification to the Executive Director shall be in writing and
shall alsoprovide the date of the alleged offense and a copy of the summons, warrant,
indictment, information or other document served upon the employee notifying the
employee of thecharge. The written notification to the Executive Director from the
employee shall bdelivered to the Executive Director as soon as possible, and in the event
later than the firstvorking day following the service of the summons, warrant, indictment
or information. Failure of the employee to give the Executive Director written notice may
be cause for termination of the employe&he Executive Director shall request that the
Police Department, City Attorney, d@ommonwealth Attorney, and the Department of
Social Services notify the Executiirector upon the conviction of an employee faya
offense discussed above or uposchool employee becoming the subject of a Department
of Social Services foundetisposition of child abuse and neglect.
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April 2005

Last Revised:

POLICY DETAIL |

l. WORKPLACE SAFETY

To ensure that your working environment is safe and secure, New Horizons has implemented the
following policies.

1.

No Smoking Policy

To promote a healthy work environment for all employees, New Horizons has designated
all New Horizons facilities as nesmoking. This prohibition applies to all employees,
students, and visitors. Employees must smoke off campus.

Drug and Alcohol Free Workplace

Drug and alcohol abuse can impair not only your judgment but also your physical
coordination, both of which can increase the risk of workplace accidents and injuries.
Substance abuse also has adverse results on your job pederraad therefore, hurts
New Horizons as a whole. Therefore, New Horizons is committed to maintaining-a drug
free workplace. As required by federal law, we prohibit the illegal use of drugs and the
abuse of alcohol by our employees. The law applies tenafiloyees, including student
workers and interns.

New Horizons does not condone or permit the unlawful possession, use, consumption or
sale of illegal drugs or any controlled substance by employees on New Horizons property.
For purposes of this policy,a@ntrolled substance is any illegal or prescription drug that, if
abused, may lead to physical or psychological dependence. In addition, working while
under the influence of a controlled substance is prohibited, unless use of the controlled
substance isansistent with a physician's prescription and does not substantially impair the
employee's ability to work satisfactorily or pose a risk to workplace safety.

In addition, all New Horizons employees must comply with federal and Virginia state laws
as wellas any relevant local statutes and regulations relating to alcohol use, sales, or
service of alcohol, especially to uneige persons.

New Horizons expects all employees to conduct themselves in a responsible and lawful
manner while on New Horizons grerty or while conducting New Horizons business off
campus. Specifically, you may not operate any New Horioovised vehicle or
equipment, while under the influence of alcohol or controlled substances. Employees,
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while under the direction of their doctarsng prescribed or ovethe-counter medication
that may impair their abilities to operate a vehicle or equipment, should notify their
supervisor of their limitations.

If you plead guilty, or if you are found guilty, or if you plead "no contest" to @i
charges associated with drugs or controlled substances, you are required by federal law to
notify the New Horizons Human Resources Director of that criminal matter and outcome
immediately. Under federal law, notification to the HR Director must ocdiimwfive (5)

days of your conviction or plea. Notification to HR is required because New Horizons is a
recipient of federal funds and must comply with the DiFfuge Schools and Workplace Act

of 1988, which mandates such notification. If you fail to rydtife HR Director as required

by federal law, you may be subject to discipline or termination.

Professional Assistance with Substance Abuse

New Horizons appreciates that substance abuse is a complex and difficult problem to
resolve. Should you finglourself faced with a problem of alcohol or substance abuse and
you are seeking professional assistance through counseling or a more formal rehabilitation
program, we encourage you to contact our Employee Assistance Program ("EAP").
Information about our AP and how to contact a professional counselor is available from
the HR Department.

At its discretion and depending on the circumstances, New Horizons may offer an
employee the opportunity to participate in and successfully complete a rehabilitation
progam in lieu of termination of employment. Generally, however, this option may be
offered when the employee admits his or her problem before he or she has engaged in
inappropriate behavior or demonstrated poor job performance.

If you participate in a Newlorizons health plan, you or a covered dependent may receive
coverage for licensed drug and alcohol rehabilitation facilities and outpatient counseling.
Please refer to your health benefits Summary Plan Description for more details.

Safety and Security

All members of the New Horizons community should take an active role in their own

safety and security as well as the safety and security of colleagues, both on and off campus.
You should not bring valuables to campus and, in the gxaentio, you should secure your
wallets, handbags, and other items of value in your desk. You should never leave a wallet,
pocketbook, briefcase, or other such items unattended and in plain view.

On campus, the New Horizons' Security Office coordinageargy and safety measures
for the New Horizons staff and students. New Horizons employs security officers who are
on duty at campus locations.

Employees of New Horizons should always be prepared to show their New Horizons ID

badge to Security personmvehen asked. All employees should report suspicious activity
or thefts to Security immediately.
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Work -Related Injuries

If you are injured during work or sustain an accident on New Horizons' premises or while
traveling on New Horizons business, ysbould report the injury to your supervisor
immediately, even if you think it is relatively minor. You should also notify the HR
Department. Under many circumstances, Virginia State Workers' Compensation law
requires payment for medical treatment resgltiom onthejob injuries. A representative

from HR can assist you in completing the necessary documentation with the New
Horizons' workers' compensation insurer. In order to qualify for workers' compensation,
you must report any workelated injury or ihess promptly.

Workplace Safety Committee
New Horizons Safety Committees meet quart&ylyeview accidents and incidents that
occur at NewHorizonsfacilities. The minutes of these meetings will include

recommendationandsuggestions The committees will be located at the Woodside Lane
Campusand the Butler Farm Campus.
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J. WORK SCHEDULES

We offer a number of work schedules with the goal of meeting our business needs while providing you,
when feasible, with the opportunity of balancing your professional and personal life. The number of hours
you work may affect your advancement rate andfgrortunities as well as your benefits eligibility. Please
see Section 6, Your Benefits.

Certain schools or departments, however, may have different core hours. Your manager will provide you
with information about your scheduled hours and those of yepartiment.

1. Summer Hours

Each year, the Executive Director will determine whether summer hours will be observed for that
summer and, if so, will announce when and how summer hours will be implemented. Some New
Horizons offices may not observe sumni@urs because of their business needs. For more
information about how your unit or department observes summer hours when they are in effect,
talk with your supervisor.

2. Closings and Inclement Weather

In the event of inclement weather, New Horizons will folldvewport News Public
Schoolsfor full-day school closings. However, all Peninsula school divisions will be
considered in making decisions regarding delayed openings or early release.

Canceling theday school programs does not necessarily cancel evening classes. A

separate determination will be made concerning evening classes through the Center for
Apprenticeship and Adult Education.

42



Section: NH 1 317 Work Environment

Title:

Employment/Personnel Records

Number: Sectbon 3 K

Status:
Legal:

Active

Adopted: April 2005
Last Revised:

POLICY DETAIL

EMPLOYMENT/PERSONNEL RECORDS

The Human Resources Department maintains documents related to your employment at New
Horizons. It is your responsibility to notify HR immediately when any changes occur in your
personal status, such as change of address, new home telephone numberalatigjiemaents, or
change in emergency contact information.

New Horizons employees are entitled to review and obtain a copy of their employee records,
including their health records. Employee health records are confidential and are kept separate from
geneal employee files. Health records include medical information and documents related to
family, medical leaves of absence; workers' compensation;- raftlongterm disabilities; and
information received from health care providers.

If you want to reviev your file, you should submit a written requestntail is sufficient) to
Human Resources. A representative from HR will arrange a time to review your records during
business hours within five (5) days of your written request. You may also requestctmt af

your records be photocopied and provided to you.
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L.

WHEN YOU HAVE A WORK PROBLEM

During your career at New Horizons, there may be times when you disagree or encounter problems with
your supervisor or work colleagues or when you feel that you have been treated unfairly. Below are some
general guidelines for resolving such conflicts.

The best approach is for you to discuss the issue with the person with whom you are in conflict, if you are
comfortable doing so. In many situations, problems can be resolved at this level through candid, tactful,
and direct communication. If the issue itwas potential discrimination or harassment, be sure to follow
the procedures outlined in those policies and seek help and advice about your concern.

Raise issues in a prompt manner, but be sensitive to timing. For example, if you know the persumas faci
tight deadline or important meeting, you may want to delay your meeting with him or her until after the
deadline has been met or the meeting has been held.

If you cannot resolve the problem with the person involved, discuss the problem with petuisar. If

you can't resolve the problem with your immediate supervisor, the next step is with your Administrator or
Program Director. If you need additional information that she or he cannot provide, contact HR for
assistance. HR will help you directhy provide guidance on the next steps you could take on your own.

If your problem remains unresolved, you may request a meeting with the Executive Director. Be prepared
to provide background information on the problem or issue, to discuss your attemggslve it, and to
propose a recommended solution.

New Horizons maintains an open door policy, reflecting our respect for each individual on our staff and our
belief that everyone should have the right to discuss and even disagree with the adomniStratprocess
described above allows you to have access to the level of administration that has the authority to effect
change and resolve problems. A representative from Human Resources is also available to consult at any
step of this process.Also arepresentative of the Employee Assistance Program may be called to act as a
mediator.

1. The Role of Human Resources

The Human Resources Department is available to provide appropriate assistance and guidance to
help New Horizons remain a productive,spectful and fair work place. Human Resource
Representatives are always available to assist members of the New Horizons staff in a professional
and confidential manner. We encourage employees to have open and honest communications with
their peers and themanagers, and we invite you to talk with HR if you believe that they can be of
assistance to you in resolving workplace issues and concerns.
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Section 4:

Performance Achievement

Performance management is an ongoing process that starts when expectations are set; red;
and performance is evaluated. It's important that you understand what New Horizons and
your supervisor expect of you; how your performance will be evaluated; andoj@uim

our performance management process.

Understand your work responsibilities and what you are expected to accomplish in
your job

Understand how your professional responsibilities support New Horizons' Strategic
Plan

Participate in setting goals and objectives for you and, sometimes, your department or
work team

Understand how your performance is appraised

Know what may happen if your performance does not meetsyaup e r vi sor 6 s
expectations

Learn how you can improwsour performance

Participate in ongoing communication and feedback about your performance

. Setting Expectations: Your job description gives you an overview of your general

responsibilities. You and your supervisor set goals and objectives thatreisteot
with your job description. Your job description, goals and objectives form the
standards against which your performance will be appraised.

. Performance Feedback: You and your supervisor have ongoing discussions about

your performance. These discussions may be formal or informal and should occur
throughout the year. You are encouraged to ask your supervisor for performance
feedback at any time.

Performance Appraisal: New Horizons has an annual formal appraisal process. You
and your supervisor meet to summarize and document your performance yeathe
using the New Horizons' performance appraisal forogetheryou will develop goals

for the next appraisal ped. This is also a good time to focus on your career
development.
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A.

THE PERFORMANCE APPRAISAL PROCESS

Each year, the HR Office provides specific information about the New Horizons' formal
performance appraisal process. This information includes timelines as well as the forms to be
used.

In preparing your appraisal, your supervisor may also gather feedback from people with whom
you have interacted during the appraisal perlddch persons may include internal or external
customers, studentand your work colleaguestour supervisor will wite your performance
appraisal on the form(s) designated by HR. The appraisal will indicate an overall performance
rating. The ratings and what they mean are explained in detail by HR in the annual training
sessions offered to both supervisor and-rsoigervisor.

You should read the appraisal carefully, and we encourage you to discuss several things with your
supervisor, such as:

e Areas where you excel and how you can continue to build on your successes

e Areas where you disagree with your manager'ssagsent of your performance

e An action plan to address opportunities for improvement

o Setting goals for the upcoming year

Each employee should receive specific, objective feedback on his or her performance in a
respectful manner. You should ask your sujser if there's anything you don't understand in your
appraisal. We ask that you sign your performance appraisal to indicate that you have read and
understood it. If you wish, you may write a response or other comments, which will become an
official partof your appraisal.

A copy of your appraisal and any comments that you may write become part of your HR file. If
you so request, your sedssessment will become an official part of your appraisal and will go into
your HR file.

The final step in thigrocess is for you and your supervisor to set goals and objectives for the
upcoming year.

1 Improving Your Performance

We hope that your career at New Horizons will be exciting and challenging and that you
will be successful in your job. It may happemowever, that your performance falls
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significantly and/or consistently short of meeting yperformance expectations that
happens, our goal generally is to help you improve your performance.

In an effort to help you improve your performance, ysupervisor may do a number of
things, including the following:

e Meet wth you to explain the problem and get your perspective
e Coach you on what you can do to improve your performance
e Counsel you anfbrmally document these discussions

e Provicdetraining and professional development

e Plaeyou on a Performance Improvement Plan ("PIP")

The PIP is a toobesigned toimprove poorperformance through realistic goal setting,
progress reviews, and feedback. Your supervisor, in consultation with HHRletermine

the period of time that you are on a PIP. This period of time is based upon a number of
factors, including the nature and severity of your performance problem; the impact of the
problem on New Horizons and others with whom you work (e.gdesis, staff, faculty);

and the complexity of the expectations you need to meet.

A PIP is intendedo alert you to serious deficiencies in your performance; to inform you
what you must do in order to improve; and to give you ample notice that if your
pefformance does not improve, your employment with New Horizons may be terminated.

Progressive discipline before termination may also not be appropriate if your position
requires you to:

A Exercise a high level of eliphlyd g ment and d
A Demonstrate consistently effective mana
A Participate productively in a confident
actions or inactions of an individual employee may seriously impair the ability afrthe

unit to carry out its mission or goals

The decision to follow or omit a Performance Improvement Plan rests in the discretion of
your supervisor and your Administrator/Program Director, in consultation with Human
Resources. You may be disciplined osdtiarged without the benefit of a Performance
Improvement Plan or some other course of constructive development.

Impact of a Performance Improvement Plan on Compensation

If you are placed on a formal performance improvement plan, you will not be eligible for a
pay increase unless and until you have completed the plan successfully and sustained solid
performance. If the New Horizons' annual performance review cycle ocatirg g/our
performance improvement plan, your salary review will be delayed until you have
successfully completed the performance improvement plan. After you have successfully
completed the plan, your manager has the discretion to determine whether antbwhe
increase your pay.
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Managing Your Career at New Horizons

At New Horizons, you are responsible for managing your own career. Your supervisor will
typically provide support, feedback, and guidance. The performance appraisal process is a
great @portunity to discuss career aspirations with your supervisor. Feel free to ask
support, work opportunities, or training cha provided to accomplish your career goals.
Refer to Section 9 (Learning and Development) for more guidance on professional
develgment.
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Section 5 Your Compensation

A.

STAFF COMPENSATION PROGRAM

This section of the Employee Handbook applies to all employees of New Horizons
and offers important information about staff compensation at New Horizons. While
this section sets out certain principles, nothing in it should be read as an entitlement
to cerain compensation or as a limitation to New Horizons' discretion in making
compensation determinations.

STAFF COMPENSATION PHILOSOPHY

1.

Why We Have a Staff Compensation Program

Our employees are one of the New Horizons' most important asseteand a
essential to New Horizorslfilling its mission. The staff compensation
program is designed to enable us to attract, retain, and motivate qualified
staff. Specifically, the program goals are to:

« Provide compensation that reflects market pay rateagare
competitiveness with our definedternal markets, as resources are
available

e Maintain internal equity by objectively evaluating jobs to ensure that a
position's responsibilitieare valued fairly relative to other jobs within
the New Horizons

e Provide general guidelines for managing pay

e Ensure that each staff member is provided with information about how
compensation at Neworizons is managed, and how his or her own pay
is determined

Market -Based Pay Structure

The staff compensatioprogram is a markdiased system, meag it has
been designed to enable New Horizons b® competitive with the
organizationsthat we compete for staff. We call such organizations the
"market" for purposes of the staff compensation progesd consist of
school divisions and businesses on the Peninsula.
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There are two key attributes of a markased system:

e The pay band structure is built and maintained by analyzing market pay
levels for jobs that aresimilar to New Horizons jobs. The proceds o
comparing New Horizons jobs to similar positiomsthe market is
called benchmarking.

e Jobs are assigned by HR to pay bands based on the content, role, and
responsibilities of the job.

Generally, HR expects to update the pay structure and assos&tay
ranges on a annual basis, but such updates could occur more or less
frequently depending on market shifts. "FLSA" stands for the Fair Labor
Standards Act, which is the federal law that governs wages, hours, and
other aspects of employment.
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C.

JOB DESCRIPTIONS

Since jobs are assigned to pay bands based on their content, role, and responsibilities, it is important tha
HR fully understand the job. The best way to do this is by ensuring that job descriptions are current,
accurate, and complete. Job descriptiorsciiee the essential functions of a job and are used for a number

of business functions, including

A Job CI -wemsirdjibsasetassigned to the appropriate pay bands and to the appropriate FLSA
status (exempt vs. non exempt)

A Ma r k e-to asBist in determining the competitive rate of pay for the job

A | nt e r-toassist B assuring gomparable pay opportunities for comparable jobs within New
Horizons

A Per f or ma ntecensurd that theemplayée ind manager have a ¢dlasedunderstanding of
the job's essential functions

A Re c towheélptidentify the most appropriately qualified candidates and to provide prospective
employees with a clear understanding of the job

A J o b -tPensute that the job posting accurately reflects the job's essential functions

A Di s put etodsissiroresalting legal and other employee relation's issues that may arise.

All job descriptions must be written in the New Horigdormat
1. Job Titles

A job's title should clearly and accurately describe the job's roles and responsibilities. This enables
HR to (1) benchmark accurately the job to the marketplace or to other comparable New Horizons
jobs and (2) ensure that the jisbassigned to the appropriate pay band.

At times, it may be necessary or desirable to use a different title, particularly if the job holder
interacts with persons outside of New Horizons. Therefore, we allow the use of two titles: the
official title is the title that will be in the Human Resources Information System, your job
description and other internal documentation. Your functional title is the title you may use if you
need to have a different title for external purposes (generally, you shouldengbur functional

title internally).

To ensure that official titles are appropriate descriptors and to ensure consistency across the New
Horizons, all official job titles should be reviewed and approved by HR before they are used.
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Section: NH 1 57 Your Compensation

Title: Moving To A Job Band, Moving to a
Number: 5D -

Status: Active

Legal:

Adopted: August 2009
Last Revised:

POLICY DETAIL

MOVING TO A JOB IN THE SAME PAY BAND

You can also advance by taking a new job in the same pay band. This enables you to become mor:
versatile and more broadly skilled, contributes to your value to New Horizons, and may eventually
lead to advancement to a job in a higher job pay band.

This move usually a lateral transfer with o pay increase but may be exceptions.

This type of advancement may or may not involve assuming greater responsibilities. While a pay
adjustment is not automatic, it may be appropriate to reward diversification. Managers may
recommend a pay level within the band, based on your skill, knowlesgerience, and
performance. The guidelines in the table below can help managers make such pay decisions.

MOVING TO A JOB IN A HIGHER PAY BAND (PROMOTION)
Advancing to a job in a higher pay band involves taking on significantly greater respbesibil

usually warrants a pay increase to recognize these additional responsibilities and to ensure that the
staff member's pay is consistent with market.

MOVING TO A JOB IN A LOWER PAY BAND

It may at times be necessary for you to transfer to a position in a lower pay band. This most likely
will occur as a result of a more appropriate fit between your skills and the skills and competencies
of a different job.

In this case, your pay generalb/reduced to fall within the salary range of the new job. There
may be occasions, however, where you will retain your current pay, but once assigned to the lower
job category, pay will be managed within the parameters of the pay band fobthat
COMPENSATION FOR PART -TIME STAFF

Pay for regular paitime staff is managed under the same guidelines as for reguianell
employees, with adjustments prated for reduced work schedules.
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NON-EXEMPT JOBS

A staff member in a neexempt jobwho works partime will be paid the regular hourly wage for

the position, consistent with his or her skills, knowledge, experience, and performance. This rate
will be multiplied by the number of hours actually worked. Staff members irerempt jobs wil

be eligible for overtime in accordance with the Fair Labor Standards Act (i.e., overtime is payable
for hours worked in excess of 40 per week).

EXEMPT POSITIONS
The pay for a staff member in an exempt job who works-tpag will be determined bypro-
rating the salary she or he would have received as-timidl employee working in the same job.

The job will be assigned to a pay band based on market value, and his or her skills, knowledge,
experience, and performance will determine the incumbsaltsy .
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Section: NH i 57 Your Compensation

Title: Pay Administration
Number: 5-J

Status: Active

Legal:

Adopted: August 2009
Last Revised:

POLICY DETAIL

J. PAY ADMINISTRATION
1. EMPLOYMENT CATEGORIES
a. Description
e Full-Time: You are hired for an indefinite period of time, and you are regularly
scheduled to worB5 hours or more per work weekKou may work on a 12, 11,
10basis.
e Parttime: You are hired for an indefinite period of time, and you are regularly
scheduled to work less than 35 hours per work week. You may work on a 12,

11, 10 month basis.

OTHER: Categories of Staff Regular fulltime, regular partime, temporary,
grantfunded and volunteer

b. Pay Schedule
Check with the Payroll Office to get a list of scheduled pay dates.

C. Job Evaluation
Teachers are assigned to pay scaldsbs are assigned to pay bands based on
market value. Since the basis for this decision is job content, significant changes in
job content may warrant a review of the job and its market value.

The following are examples of situations that may warraabayaluation:

Department reorganization

Addition of full-time employees reporting to the job
Addition of new area of responsibility

Change in level of authority

Small changes in a job do not influence market value and therefore would not
warrant reevaluation (e.g., different software to handle same job responsibilities,
procedural changes to existing work, responsibility for overseeing student
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workers). In additn, a job is generally not 4#&valuated if the incumbent earns a
degree or achieves another educational milestone unless this results in changes in
the job, level of authority, scope of responsibility, and so forth.

Generally, requests for job evaluatoshould be made by the manager to whom
the position reports, and not by individual employees. If you believe that your job

needs to be evaluated, you should discusswiils your manager. The HR Office
may also initiate job evaluations.

Premium Pay, Special Circumstances

If you are to receive a shift differential, -gall pay, or pay because of other special
circumstances, your manager will inform you.
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Title:
Number:
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Adopted:

Last Revised:

NH T 57 Your Compensation

Legal Constraints on Compensation
5-K

Active

August 2009

POLICY DETAIL

K. LEGAL CONSTRAINTS ON COMPENSATION

In addition to HR and management guidelines, various federal and state laws place constraints on
compensation. The law sets out certain work rules and establishes minimum wage and overtime
compensation. The law also governs child labor (work by persons under the age of 18). The
Internal Revenue Code governs how and when taxes are deducted from ydelpayis a brief
summary of legal regulations that are most relevant to New Horizons employees. Check with HR
or the New Horizons Counsel if you have questions about these requirements.

Exempt/Non-exempt Status and Overtime Pay

Federal and stataws require that overtime must be paid for certain jobs, but not all. The
term "exempt" refers to jobs that are exempt from these overtime requirements. This means
that you are not entitled to overtime pay if your job is exempt.

The term "norexempt" reérs to jobs that are not exempt from legal overtime
requirements. This means that you are entitled to overtime pay if your job-exaopt.

In accordance with legal requirements, whether your job is classified as exempt or non
exempt depends solely gour job requirements and responsibilities. It does not depend on
how you are paid, although staff paid on aMeiekly basis typically is neaxempt. It does

not depend on how you (or your manager) would prefer the job to be classified. HR,
guided by fedeal wage and hour laws and the New Horizons General Counsel, makes the
final decision as to whether a job is exempt or-apempt.

If your job is classified as neexempt, you are entitled to receive overtime compensation
for each hour you work beyond 40 hours in a work wéslertime is calculated based on
the number of hours you are paid in a work week. The overtime rate of p&ytimés

your regular hourly rate for each hour you are paid. Prior to working beyond your normally
scheduled hours, you must get approval from your managedew Horizons, we use 1.5
adjusted leave to past as last resort.

In some instances, based thie needs of the department, overtime may be a condition of
employment or continued employment. In other situations, your work week may be
different from the typical New Horizons work week so that evening and weekend coverage
can be provided without Newdtizonshavingto incur the expense of overtime pay. Your
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manager will let you know the specific needs of your department and what your schedule
is. If you work more than one job at the New Horizons, your manager should check with
HR to determine the apmpriate classification and pay for your job.

If a New Horizons holiday or paid closed day falls on a day that you usually are not
scheduled to work (e.g., your usual work schedule is TueSdayday, and there is a New
Horizons holiday or paid closed day on a Monday), then upon approval by yougenana
you may receive one of your usual work days off as a substitute paid day off. You must
work with your manager to determine the substitute paid day off, and it must be taken
within two (2) weeks of the actual holiday (before or after). Your managealsaylecide

that based on the needs of the department, division, or New Horizons that you will not be
able to receive a substitute day off. In that situation you will be eligible for extra
compensation as described in the paragraph above.

Long-Term Schedule Changes (for both exempt and neaxempt staff)

The New Horizons has the right to alter your scheduled work week on aelangor
regular basis. Ithese instances, your manager will attempt to provide you with at least
two month's advance notigeior to the effective date of the change.

Timekeeping

In order to plan work, manage budgets, and track time off, New Horizons requires all
managers to maintain accurate records of time and attendance for their staff and to forward
such records t¢HR. Employees in neexempt jobs are required to maintain daily time
records. Employees in exempt jobs should record time away from work (e.g., vacation and
sick time) as time is taken.

Managers must ensure that all staff completes online timesheegslprdfanagers should
review and approve all the online timesheets prior to ssdom.

Compensatory Time
It is illegal for employees in neexempt jobs to be given comp time in lieu of overtiooé
may adjust their schedules accordirig.order tobe consistent, the New Horizons has

decided not to grant compnte for employees in exempt jobs but may adjust their
schedules.
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Number: 6-A
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Legal:

Adopted: September 2005
Last Revised:

POLICY DETAIL

Section 6 Your Benefits
A. GENERAL INFORMATION
1. Benefits Administration
As part of your total compensation, New Horizons provides a comprehensive package of
benefits. This section describes many of these benefits. Benefits are administered through
the Office of HumarResources.
2. Eligibility

If you are a fultime staff or faculty member or work at le&8€6 of the scheduled work
hours, you are eligible to receive benefits.

3. Part-time Employees
Some benefits are available to faculty and staff who work less thaimiellStaff who
worksatleast 1,000 hours per calendar year and faculty who work a minimum-bftfine

of the standard workload in his or her school (as determined by that School) is eligible to
receive some benefits.
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NH T 671 Your Bensfits
Medical Plan
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September 2005

Last Revised: August 2009

POLICY DETAIL

B. MEDICAL PLAN

1.

Plan Overview

At the time this Handbook weitd press, New Horizons offered Optima Health Plan. This
plan offers a PPO and two HMOs.

Enrolling in the Plan

You must enroll in the medical plan within 30 days of your start date and select either
individual, individual plus on€child or spouse)or family membership. If you enroll
within this period, your coverage will begin on the first day of the month coinciding with,
or immediately following, your start date. There is no waiting period once coverage is
effective. If you do not enroll within 8h3Gday period, you may have to wait until the next
open enrollment dateA(gust 1) to enroll, unless a "qualifying event" occurs. (See
Changing Coverage for details.)

Changing Your Coverage

Once enrolled in the medical plan you may only make admmgAugustl (the annual

open enrollment date), unless a "qualifying event" occurs. A "qualifying event" is a
significant change in circumstances that may allow you to change your medical plan
coverage outside of the open enroliment period. The Int&exanue Service ("IRS") has
defined qualifying events to include the following:

¢ A spouse's loss of medical coverage due to termination of employment or reduction of
hours

Loss of medical coverage due to divorce or legal separation
The birth or adoptionf a child

Death of covered employee

A dependent child's ceasing to be a dependent child
Marriage

If you want to change your medical plan because one or more of the events described
above has occurred, you must contactBbeaefitsSpecialist You are required to make the
change within 30 days of the event.
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You may also continue medical coveragetween 180 36 months under the federal
Consolidated Omnibus Budget Reconciliation Act (COBRA) for a dependent who
becomes ineligible for the plague to loss of dependent status (a dependent reaching
maximum age or a student graduating). You must notify the Office of Human Resources
within 30 days of the qualifying event.

Medical Plan Premiums

You and New Horizons share the cost of medmah premiums. The New Horizons'
contribution is determined by whether you work for New Horizons on difaé or part
time basis. A current schedule of costs and contribution rates is available frBentfs
Specialist Your contributions to both theedical and dental plans are made on atgxe
basis and are not subject to federal, state, and FICA taxes.

Coverage If You Leave New Horizons
If you leave New Horizons, your medical coverage continues through the last day of the
month in which your termination occurs. Deductions for the remainder of the month will

be taken from your last paycheck. See Sectichddving the New Horizons for adatinal
details, particularly continuing your medical coverage pursuant to COBRA.
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POLICY DETAIL

C. DENTAL PLAN

1.

Plan Overview

At the time this Handbook went to press, New Horizons offeredJtiieed Concordia
Dental plan. If you are a futime employee, the cost of dental coverage is at no cost for
employee only. If you have dependent coverage you and New Horizons share the cost.
Employees working less than fdlime who are eligible for benefigsay the emioyee

share and onbkalf of New Horizons share.No New Horizons contribution to dental
insurance is available to employees working less thartifad. A current schedule of
costs and contribution rates is available from Bwnefits Specialistof Payroll and
Benefits.

The plan provides benefits under four categories of dental services: (I) diagnostic and
preventive services; (Il) restorative and other basic services: and (Ill) major restorative
services. Orthodontia benefits are not provided with this plan.

You must enroll in the dental plan within 30 days of your start date and select either
individual or family membership. If you enroll within this period, your coverage will begin
on the first day of the month coinciding with, or immediately following, your slaie.
There is no waiting period once coverage is effective. If you do not enroll within the 30
day period, you may have to wait until the next open enrollment Aatguétl) to do so,
unless a "qualifying event" occurs. (see below for more details).

Changing Coverage

Once enrolled in the dental plan, you may make changes or terminate coveyaye thel
open enrollment date (Auguk} unless a "qualifying event" occurs. See Changing
Coverage in the previous section describing the Medical Planlistrof qualifying
events.

Coverage If You Leave New Horizons

If you leave New Horizons, your dental coverage continues through the end of the month
in which your termination occurs. Deductions for the remainder of the month will be taken
from yaur last paycheck. See Sectionli€aving the New Horizons for additional details,
particularly continuing your dental coverage pursuant to COBRA.
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POLICY DETAIL

D. FLEXIBLE SPENDING ACCOUNTS

1.

Plan Overview

A Flexible Spending Account ("FSA") allows you to pay for certain eligible -dRfgrovedhealth care

and dependent care expenses that are not covered by medical and denfBhelargenses may be for

you or for your dependents and are paid with yourt@xedollars. Your contributions to an FSA are
deducted from your pay before Social Security, federal, and state taxes are calculated. You will be
reimbursed for certain eligiblexpenses through the FSA up to the maximum amount you have
contributed.

New Horizons offers two types of Flexible Spending Accounts totikk and eligible paftime
employees.

e Medical Account: You may contribute between $250 and $3,500 eachyglaninto the
Medical Account. Expenses that may be reimbursed through the Medical Account are defined
by the IRS and include deductibles;gayments required by the medical and/or dental plan,
eyeglasses, hearing aids, and prescription drugs.

e Dependent Gare Account -You may contribute up to $5,000 each plan year into the
Dependent Care Account. Reimbursable dependent care expenses must be related to the care of
dependent children up to age 13 and/or disabled children up to any age (if they are irafapable
selfcare). Reimbursable expenses are those that enable you (or your spouse, if you are married)
towork. If your spouse is a futime student or disabled, dependent care expenses may also be
reimbursed.

You may elect to participate in either or loaccounts. Please plan carefully when choosing a
contribution amount, since any unused contribution will not be returned to you (in accordance with the
IRS) and you may not change your contribution amount (unless a "qualifying event" occurs). The Plan
Yea is October 1to September30. Accounts stay open untiinety daysto allow you to submit
expenses incurred up to Septemi3ér After September 30, law must forfeit any unused funds
remaining in the accounts.

You should submit claims for eligible exmas to thé-lexible Benefits Administratorour thirdparty
administrator. Reimbursements will be paid to you by check or direct deposit. Deductions may not be
changed or stopped during the year unless there is a change in family status.

Participants wh terminate employment during the plan year will be reimbursed for expenses incurred

up to the date of their termination. Expenses incurred after termination of employment are not eligible
unless COBRA is elected.

Contact the Payroll Specialist for more detailed information about Flexible Spending Accounts.
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Y DETAIL

LIFE INSURANCE

Life Insurance: Eligible employees are automatically enrolled in life insurance through the
Virginia Retirement System (VRSINHREC pays the total premium for group life insurance for
these employees. The plan provides group term insurance protection to your designated
beneficiary(ies) in the event of your death while covered by the Plan. Coverage is determined by
rounding your anual salary up to the next $1,000 then doubling it. (i.e. a salary of $10,100 would
be rounded to $11,000 and doubled for coverage of $22,000).

When you retire, your basic group life insurance coverage continues at no cost to you provided
you are ateast 55 years of age and have at least five years of service, or are 50 years of age with
at least 10 years of service. In both cases you must have at least five continuous years as an
employee, within the state system, immediately prior to terminatieargfce. After retirement,

the amount of your insurance reduces by 25 percent annually starting January 1 of your first full
year following retirement, until your coverage reaches 25 percent of its value at your retirement.

1. Optional Life Insurance: All full time employees covered by Virginia Retirement System
are eligible to purchase Optional Life Insurance. The rates are based on your age and
salary. If you are interested, please contact the Benefits Office for additional information.

2. Income Protection (Short Term Disability):

Unum i s the I ncome Protection carrier f
against absence from employment due to accidental injury or illness. You may purchase a
monthly benefit in $100 units, starting at a minimaih$200 up to 66 2/3% of your
monthly earnings rounded to the nearest $100, but not to exceed a monthly maximum
benefit of $7,500. You may choose from three elimination period options which must be
satisfied before you are eligible to receive benefits. @limination period 0/3 means 0
waiting days for injury and 3 waiting days for illness.) Benefits are payable for up to 24
months for any one accident or for any one sickness. Benefits are in addition to the
empl oyeebds sick | eawasethiscéverggpe.e mpl oyee <can
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Adopted: September 2005
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POLICY DETAIL

F. WORKER'S COMPENSATION

When an employee reports a workerso6 compen
must complete, or arrange completion ofthemp | oyer 6 s AcdhdewWobr Reps
Compensation Clerk should immediately be contact&Xat 377 so efforts can be coordinated.

s a
ot

Upon compl etion, the Workersd Compensation C
Insurance Company at 1866-847-8872 OR submit it online fvwww.keyrisk.com) within 24

hours of the actual occurrence.A claim # will be assigned to the case once all information is
provided.

1. If the injury or iliness is acute, the employee should be sent to the nearest hospita
emergency department withoutdelay.The A Empl oyer 6s Acci dent
faxed to the emergency department within

2. If the employee seeks na@amergency care, they must choose a medical facility from the
agmroved medical provider |ist. Before t
Reporto to the medical facility that the
number is indicated at the top.

h

3. Provide the employee with a copy of the completed packet including claim # when they
return to work. This claim # should be provided to the employee for future reference
and pharmacy transactions.

I f the claim was called ithebVWEmpéogmplobsy ded s
i mmedi ately be faxed to t h-8402)oTheriginasréporCandnp e n's
any other medical documentation provided by the physicianshould be sent via pony mail to

t he Wor ker 6s Ratmnp Buties Fatmicampus.C| e

o [f further treatment is recommended after the initial visit to the attending phygtuéan,
employee or medical facilitymu st obt ain approval from the -
The Worker6s Compemygodotv-upon Cl er k wi | | do a

If a physician or medical facility should direlgill an employee for a compensable injury, or if
reimbursement is owed the employee for purchasing medication prescribed by the physician,
pl ease forward the i nv atiom@efkdoy handing.t he Wor ker 6
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Light Duty Policy

Any employee suffering from an injury or illness compensable under the Virginia
Wor kerso6 Compensation Act shall I mmedi at e
to work. Upon notice of any work s&ictions by his/her treating physician, the supervisor

may placethe employee in a light duty position on an individual basis. Instructional
personnel on restrictions may not work in the classroom if involved in the special
education progr am. The Workerds Compenssa
Services, 01-866847-8 8 72 of the empl oyeeds status.

If an employee is still on light duty at the end of six weeks, the employee must be re
evaluated by their wor kersdé compensation
continue light duty or return to full d¢¢ An employee who is unable to return to his/her
position after reevaluation may be subject to a position change, conditional leave without
pay, disability retirement, short/long term disability or separation.

The Worker s Co mp eifypaymli ab 661100, ext. 358 ok the light n o t
duty schedule once it has been arranged. Theethjemployee, during incapacity and on
light duty, will receive not more than twthirds of his/her wagelsy New Horizons for the

first seven days employeeseaon light duty. Employees can elect to use 1/3 of their
personal leave to make a complete payroll check during thie singerday period.
Afterwards or lost time tht exceeds seven (7) daysnployees will receive compensation

of 2/3 of theirwages&rm Wor ker 6 s ¢ o mp ewilsNOT Boatlawed toE mp |
use 1/3 of theipersonaleave after the first seven day period
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POLICY DETAIL

G. EDUCATION BENEFITS

1.

Tuition Reimbursement: College course(s) will be available on a tuition reimbursement
basis for those course(s) recommended by the principal or supervisor and approved in
advance by the Executive Director for tuition assistance REEl will pay up to $550.00

per course, for one course per year, provided there are sufficient funds in the budget.

NHREC will pay up to $1,000.00 of tuition for one class per year for initial certification in
position held. This will be determined by dtée from the Department of Education to the
employee listing classes needed for initial certification. The employee must commit to at
least one additional semester of employment after being reimbursed tuition; otherwise the
money must be paid back.

Adult Education: All full -time or halftime (contracted) employees are eligible to take a
class in the New Horizons Adult Education Program free of charge on a space available
basis (programs not included). Please contact the Adult Education Office-htbéor

a list of courses being offered and to obtain registration details.
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Last Revised: August 2009

POLICY DETAIL

Section 7 Employee Services: Enriching and Simplifying Your Life

New Horizons has a generous array of programs and services designed to promote wellness and to enrict
and simplify your life. Below are brief descriptions of these offerings.

A. EMPLOYEE ASSISTANCE PROGRAM

The New Horizons Employee Assistance Pangr(EAP) is offered througBentara who
provides shorterm counseling and, when needed, referral services for you and members
of your family living in your household. New Horizons employees can consult with a
counselor for up to three sessions per issurially. These sessions are free, confidential,
and voluntary. The program provides assistance with a variety of common personal
problems, emotional concerns, legal problems and budget and debt issues. In addition,
Sentargprovides work/life referral serges that can assist you in balancing the stresses or
work and family life.

You can access the EAP by calling the confidential nuri8§0-899-81740r logging
ontowww.optimaeap.comFirsttime users of the website will have to register. You can
also oliain more information aboAP from the Benefits Office.

B. MAIL SERVICE PRESCRIPTION DRUG PROGRAM
This program, offered b EAREMARK, allows you to save money on prescriptions you

and your family regularly use. You may be able to order up wa§@upply for the price
of one cepayment. Obtain more information frometBenefits Office.

67



Section: NH i 87 Time Away From Work
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Status: Active

Legal:
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Last Revised: August 2009

POLICY DETAIL

Section 8 Time Away From Work

This section describes tharious options for New Horizons employees to take time away\irork.

A.

VACATION

Twelve-Month Employee Vacation: All full time employees will be eligible for
paid vacation according to the following provisions:

0-5 years employment - 1 day pemonth
6-10 years employment - 1 1/4 day per month
11-14 years employment - 1 ¥ day per month
15+ years employment - 2 days per month

Vacation accrues based on employment as a 12 month employee at NHREC

June ' of each year, 12 month employeet have the option of converting

excess vacation over 36 days, to their sick leave balance. Once the request is
approved, it cannot be changed back to vacation. Upon termination or retirement,
any converted leave will be treated as sick leave. Vacatiommulation cannot
exceed 36 days.

HOLIDAYS/ NEW HORIZONS CLOSING

By earlyMay of each year, the HR Office will publish a list of the holidays for the
following year. Generally, the New Horizons observes the following 12 hyslida
each year:

New Year's Day

Martin Luther King Day
President's Day

Spring BreakBGood Friday
Memarial Day
Independence Day
Labor Day

Thanksgiving

Friday after Thanksgiving
Winter Break
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If you are a regular fultime employee, you are eligible to be paid for each of the
above holidays as well as for the period of time the New Horizons is closed. If you
are ahalf-time contractedemployee, your eligibility for pay depends on your
regular shedule, as described below:

e 10 and 11 month employees are not paid for holidagy®ever; school closings
due to inclement weather are paid for.

e |If a holiday/closed day falls on one of your regularly scheduled workdays, you
will be paid in the amourthat you would have received if you had worked a
regular day. For example, if you were scheduled to work 5 hours, you would
receive 5 hours pay.

¢ |If a holiday/closed day falls on one of the days you are not scheduled to work,
you will not be paid. For exapte, if a holiday falls on a Monday, and your
regularly scheduled work days are Tuesday, Wednesday, and Thursday, you
will not receive pay for that holiday/closed day.

SICK LEAVE

On thefirst day of the contract yedull-time and haltime (contracted) employees
will be granted one half of annual sick leave allowance. Employees will be granted
the other half of sick leave allowance in Januaryunlimited number of sick

leave days may be accumulated. Sick leavebeiltharged as taken.

12 month employees: allowed 15.6 sick days annually
11 month employees: allowed 14.3 sick days annually
10 month employees: allowed 13.0 sick days annually

Half-time contracted employees: earn 6.00 sick days annually
Sick leavewill be awarded twice a year (July and January) in a lump sum and will

NO LONGER be accrued on a monthly baslsis is an excellent benefit for new
employees or staff short on sick leave.

Supervisorgnay berequirad to request alemployesto provide written
documentation, includingdoctac 6 s certi fi case, regardir

The Human Resources Department must be informed of any iliness that is
longer than three (3) consecutive days in lengtliemployees will thereafter
comply with the diections of Human Resources personnel if a determination is
made that further documentation of absence is necedamyHorizons haset up
a procedure to ensure that proper notification is made to Human Resources.

PROCEDURES

e Employees will receive half their annual sick leave in July and the remaining half in
January, at the end of the month.
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IF YOU ARE AN:| TOTAL ANNUAL AMOUNT TO BE AMOUNT TO BE

SICK LEAVE FRONT LOADEI FRONT LOADEL
IN JULY IN JANUARY

10 MONTH 13.00 6.50 6.50

EMPLOYEE

11 MONTH 14.30 7.15 7.15

EMPLOYEE

12 MONTH 15.60 7.80 7.80

EMPLOYEE

HALF TIME 6.00 3.00 3.00

CONTRACTED

EMPLOYEES

¢ Employees will not be allowed to carry a negative sick leave balance.

o Employees taking sick leave when there is zero balance will have their pay
reduced accordingly.

o Employees will still be allowed to use three sick leave days a year for personal
leave. Employees with a balance of forty or more sick days at the begiohing
the contract year will still be eligible to use four days of sick leave, as personal
leave.

PERSONAL LEAVE

The sick leave policy provides that three days of sick leave may be used for
personal leave during the year. Personal leave allowancd isumulative and

must be approved in advance by the Supervisor. Personal leave request must be
submitted at least three (3) days prior to the requested leave date or can be taken for
authorized emergency use only. Personal leave must be taken in horetyents

only.

¢ Employees who have accrued at least 40 days of sick leave at the beginning of
the contract year may use up to four (4) days per year for personal leave.

e Up to five (5) days | eave, at no cha
compenati on related injury with a docto

e Upon termination of employment of those with five (5) or more years of
service, and upon request of the employee, payment of $10.00 per day (up to
100 days) for unused sick leave accumulated at NHREC will betpatide
employee terminating employment.

SICK LEAVE BANK

This is a voluntary program to assist New Horizons employees unable to work due
to a nonjob related injury, temporary disability or illness or incapacity of a family
member providing the injury, disability, illness or incapacity is the result of an
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unforeseen medical emergency of a serious and unplanned nature and in the
opinion of a licensed physician, is expected to last at least 20 consecutive working
days after all accrued paid leave is exhausted. Guidelines governing the Sick Leave
Bank Program arevailable through the Human Resources Department.

FAMILY AND MEDICAL LEAVE (Refer to NN Policy GCCBB)
YOUR RESPONSIBILITIES WHEN ABSENT FROM WORK

When you cannot report to work due to illness or injury, you have certain
obligations to your manag:

Q) Unless on an approved leave of absence, whenever you will be absent from
work and your manager does not expect you absence, you must call him or
her as soon as possible to let them know:

a.that you will not be at work;

b. the reason for your absence;

c. when you expect to return to work;

d. how your responsibilities can be handled while you are out; and
e. how you may be reached.

(2) If you are on an approved leave of absence, you must comply with the
requirements Fgxific to the type of leave you are orY.,ou must provide
medical certification and/or other documentation as requested by the
Human Resources Office, administrator, and/or insurance carriers in a
timely manner, and it is your responsibility to ensure ywir medical
professional provide New Horizons with complete information.

(3) You must inform HR if the reasons for your leave change or the
circumstances surrounding your need for leave change. You are obligated
to communicate those changes to HR timeely manner.

(4)  While you are on leave, you may not do anything that is inconsistent with
the purpose for your leave.

Your compliance with notice and informational requirements related to your time
away from work is a condition of your employment at the New Horizons.

JURY DUTY

Employees are paid by New Horizons when serving on jury duty. Checks issued
by the courtsnust be signed over to New Horizons.

BEREAVEMENT LEAVE

In case of death in the immediate family, employees are permitted to use a
maximum of six days of accumulated sick leave. In cases of undue hardship, the
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employee may apply in writing to the Ecxgive Director for the use of additional
leave.

| mmedi ate family is defined as the en
stepchildren,parents, grandparents, foster parents, foster children, stepparents,
father/ motheiin-law, sister, brother, sist/brotherin-law, aunt, uncle, and any
relative living in the household of the employee.

MILITARY LEAVE

We support employees who serve our country by fulfilling military obligations.
Eligibility for military leave extends to patime employees butot to temporary
workers who have no realistic expectations of ongoing employment. When you are
notified that you have been scheduled for reserve duty, reserve training, or active
duty, you should immediately notify your manager and the HR Office. Whenever
possible, all military leave requests should be submitted in writing and include the
following:

A Documentation detailing the specific
return date

A Documentation from the military indi
A A written statement from you indicat

end of your leave

The written request for leave must be submitted as soon as you receive orders,
which indicate that a leave may be necessary. If your period of duty is extended
during the leave, you must notify the New Horizons of the need for an extension of
the leave immediately upon learning of the extension. If the possibility of a leave or
of the needo extend a leave is known to you, you should verbally notify your
supervisor and the HR Office of that possibility as soon as possible.

RESERVE DUTY AND TRAINING

You are entitled to take military leave to fulfill your obligations in the military
reserves or as part of acthekity training. We will pay the difference between your
regular pay and the pay that you receive from the military for the first 2 weeks (10
days) of your reserve duty or active training duty. The remainder of your leave will
beunpaid unless you choose to use your accrued, unused vacation.

ACTIVE DUTY (Refer to NN PolicyGCCAD)

CREDIT UNION/DELAYED PAY

Employees are eligible to join Langley Federal Credit Union or Hampton Roads
Educators Credit Union. You can eitheooke direct deposit for your checking or

savings or elect to have a specific amount to go to your checking or savings
accountLangley does not offer delayed pay

72



OTHER DELAYED PAY

A delayed pay account can be set up that will allow 10 month and 11 month
employees to stretch their paychecks into 12 installments. 10 month employees
must sign up by the end of August and for 11 month employees, by the end of July
to participate in thedelayed pay program. You must join Hampton Roads
Educatordos Credit Union to participate
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POLICY DETAIL

SECTION 9: MANAGING YOUR CAREER AT NEW HORIZONS

Your career at New Horizons is important to us. We know that when your job aligns with your talents and
interests, you are a more motivated and productive employee. Below are some other general points t

keep in mind.

A.

INTERNAL CAREER OPPORTUNITIES

To promote career growth and preserve institutional knowledge, New Horizons
encourages the consideration of qualified employees to fill job openings. Below are
outlined the basic procedures of our "promote from within" philosophy.

e Generally, you should ka at least one year of solid performance in your
current position before applying for other positions within tRew
Horizons.

MANAGING YOUR CAREER

e Do great work in the job you have right n@wen if you are readipr your next
opportunity. NewHorizons is a small community, and your reputation will
precede you.

e It's not just about promotions. Remember that acquiring new skills and making
lateral moves can be a viable way of building your career.

e Know yourselfyour interests, skills, personality, and where you want your
career to go. Without knowing yourself, you can't effectively market yourself to
a hiring manager.

e Check out www.nhgs.tec.va.us to learn about current job openings at the New
Horizons.

e Take advantage of available resources, e.g. training programs and other New
Horizons colleagues willing to serve as mentors. If you are a New Horizons
alumna or alumnus, visit our career development offices either in person or
online.

e Present the ght imagedress for the job you want! Be organizeteep a
positive, can do attitude.

e Focus on continuous improvemetddn't get stale in your current job.
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Look for opportunities. If you see work that needs to be done, ak ito You

will enhance bottyour skills and your reputation.

Volunteer for work outside your department. You will learn more about higher
education, internal career opportunities, and meet people who can inspire and
teach you. Look for crossew Horizons task forces and committees.

If you areon a Performance Improvement Plan ("PIP") may not apply for other
New Horizons job openings until they have successfully completed the PIP and
demonstrated sustained solid performance in their current position. On rare
occasions, however, tHéR Office may facilitate the transfers of an employee
on a PIP where it is clear to the employee, to HR, and to the potential new
manager, that the employee can succeed in the new position.

Most New Horizons job openings are posted internally at wwvg.hdgva.us.
Hiring managers decide whether to consider internal candidates prior to
recruiting external candidates, or whether to recruit and consider internal and
external candidates simultaneously.

Informal discussions and a review of the job desicniptan help you determine

if you have the experience and skills to be a viable candidate for the job. Before
you apply for an internal position, learn about the job by doing one or more of
the following:

o Talk toaHR Representative

o Talk to the currentgb holder, if there is one

o Talk to an HR representative (at this stage, conversations between you
and the HR Office will remain confidential)

o0 Obtain the job description from the HR Office (your request will remain
confidential)

o Once you apply for a pdion, the hiring manager may review copies of
your resume, your initial employment application, your past
performance appraisals, commendations, training certifications, and any
disciplinary documentation or other information related to your job
performare at New Horizons. Information or documents regarding
leaves of absences you have requested and/or taken undéviiide
worker's compensation claims, or requests for reasonable
accommodations under the ADA, or other information, which may be
considered anfidential by state or federal law, or by policy at New
Horizons, will not be shared with the hiring manager.

0 Hiring managers are not required to interview all internal candidates.
But hiring managers must be able to articulate a reasonable basis for
dedining to interview or hiring an internal candidate. If you are an
internal candidate, and if you were not selected for an interview or for
the job after you interviewed for it, you may speak with theHiRctor
office to learn why you were not selected &n interview or for hire.

o Hiring managers are encouraged to select the best candidate for the job,
whether the candidate is an internal or external applicant. For internal
candidates, the hiring manager should obtain a recommendation from
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the current ranager if the internal candidate is a finalist. Offers can be
made contingent upon receiving a favorable recommendation from the
employee's current manager. Among other attributes)g managers
may consider and evaluate the following:

A Relevant parts of your HR file
attached to your performance appraisal
A Your relevant job skills and w

A The quality of your work perfc
New Horizons positions

A Y o unical éxpectite

A Your educational background or
A Your work habits (e.g., attenct
service orientation, and so forth)

Upon notification by the hiring manager, the HR Office will generate a
transer letter to be given to the employee.

Once a job offer has been made to an internal candidate, the hiring
manager and theemployee's current manager must work out a
reasonable transition plan. If the current manager was notified early in
the recruitmenprocess (defined to be the time at which the employee
applies for the job), the employee generally can transition into his or her
new position after at least two weeks' notice. If, however, the current
manager was not notified early in the recruitment @ssc she or he
may, at her or his discretion, have at least one month's notice (excluding
holidays) before the employee transfers to the new job.

The salary of the internal staff candidates will be determined in
accordance with the New Horizons' compeiosapolicy. Generally, if

the transfer is a promotion, the employee may be given a salary
increase, effective at the time of the transfer. If the transfer is lateral, no
increase may be warranted. If the transfer is a demotion to a job in a
lower pay bandHR and the hiring manager will work together to
determine the most appropriate salary. In such circumstances, a salary
decrease may tappropriate.
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POLICY DETAIL |

SECTION 10: LEAVING NEW HORIZONS

When your employment with New Horizons ends, we hope that you wablgeto look back upon your

New Horizons experience as positive and productive. We also hope that you will celebrate the distinction
of being @ employee ofNew Horizonsand speak well of your time here. It is important for you to know
several things as you prepare to leave the New Horizons.

Please note, special information for employees who hold-fmaded positions can be found at the end
of this Section.

A.

EXIT PACKET

Shortly before your last day of work, you will receive an Exit Packet from Human
Resources. This packet contains important information about continuation of certain
benefits as well as information about unemployment insurance in the event yiby tgual
receive it.

RESIGNATION

If you resign, you are encouraged (but not required) to provide a letter of resignation to
your manager stating your desired departure date and your reason(s) for leaving. You or
your manager should also promptly notihe HR Office of your resignation and desired

last day of employment.

New Horizons may treat an oral statement that you intend to leave your position as the
equivalent of a written one. The fact that you have not submitted a letter of resignation
does ot preclude New Horizons from concluding that you no longer wish to be employed
by New Horizons. In addition, repeated statements about job dissatisfaction and your
intention to resign from your position may be treated as a statement of resignation, which
your manager may accept at his or her discretion.

Managers are required to report all employee resignations to the HR Office as soon as they
become aware of them.

Employees are encouraged to give no less than two weeks' advance notice of their
resignaion. If you hold a senior/directdevel position, you are strongly encouraged to
provide more than two weeks' notice to ensure a smooth transition for your department.
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