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Welcome! 

 
Erie Rise Leadership Academy Charter School has pledged to provide a unique educational 

experience for our students and teachers. Our comprehensive learning and teaching program gives 

every learner the opportunity for success and achievement. Developing a well-rounded child, both 

academically and socially, is the foundation and framework of the mission and vision of our school. 

In partnership with our families and our community, we strive to create an environment of 

collaboration where all students enjoy school, respect their teachers, show concern for others and 

resolve conflict fairly and peacefully. 

 

This handbook was developed to describe the expectation of the School in regard to its employees, as 

well as what you should expect of the School. Policies, programs, and benefits available for eligible 

employees will be outlined. Employees should familiarize themselves with the contents of the 

Employee Handbook as soon as possible for it will answer many questions about employment with 

the School.  

 

Due to the extraordinary mission of our School, faculty and staff are expected to be significantly 

involved in ensuring that the mission is carried out to the fullest extent possible. As policies stated in 

this book change, you will be provided with revised or additional information.  

 

Choosing to be a teacher or a staff member at Erie Rise Leadership Academy Charter School is a 

serious commitment to our children. Being selected to teach or work at Erie Rise Leadership 

Academy Charter School is an opportunity for personal and professional growth while preparing our 

children for their future. This being said we would like to welcome you to Erie Rise Leadership 

Academy Charter School community.  

 

Erie Rise Leadership Academy Charter School seeks employees with a genuine interest in the care 

and education of young people. The contributions made by our employees are fundamental to the 

growth and success of the School, and we hope you will take pride in being a member of our team.  

 

We value our employees and want you to find your work both challenging and fulfilling. You are an 

invaluable part of the future of our School, and we want to assist you in working up to your full 

potential. You can be assured that your contributions will be rewarded with a competitive salary and 

benefits package coupled with continuing opportunities to grow and develop with Erie Rise 

Leadership Academy Charter School.  

 

We hope that your experience here will be challenging, enjoyable, and rewarding.  

 

Again, welcome!  

 

Gregory L. Myers  

Founder/Chief Executive Office  
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I. INTRODUCTION  
 

A. Employee Acknowledgment and Statement of Understanding  

 

Employee Handbook  

 

I certify that I have read and understand the provisions of the Erie Rise Leadership Academy Charter 

School (ERLACS) Employee Handbook. In addition, I certify that I have thoroughly reviewed the 

following policies and have consulted my Supervisor or the HR Manager regarding any questions that are 

not answered regarding these and all other policies reflected in the Employee Handbook:  

 

• Personal/Sick Days  

• Holidays  

• Computer and E-mail Usage  

• Internet Usage  

• Use of Equipment  

• Absence and Lateness  

• Personal Appearance and Dress Code  

• Problem Resolution  

• Drug and Alcohol Use  

• Harassment  

• Workplace Violence Program  

 

I acknowledge that the contents of the Employee Handbook may be changed at any time by Erie Rise 

Leadership Academy Charter School at its discretion and that, upon notice of any such change, my 

continued employment will be subject to the Employee Handbook as amended. All such changes will be 

communicated through official notices, and I understand that revised information may supersede, modify, 

or eliminate existing policies. Only the Board of Trustees has the ability to adopt any revisions to the 

policies in the Employee Handbook.  

 

At-Will Employment  
No provision of the ERLACS Handbook shall override the at will relationship of all employees at the 

school. The provisions of this handbook should be viewed as general guidelines only. No employee or 

contracted professional has the authority to offer employment verbally or by any other means which 

would exceed the at will relationship extended to all employees by the Board of Trustees. This means in 

short, either Erie Rise or any of its employees can end their employment without notice, for any reason or 

no reason at all. The only exception to this rule will be applicable Federal, State, Local Laws,or Board of 

Trustees approved written contracts that change an employee’s at-will employment status. 

 

Date: ______________ Employee Signature: ______________________________  

Printed Name: ________________________________  
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B. Introductory Statement  

 
This handbook is designed to acquaint you with Erie Rise Leadership Academy Charter School, 

subsequently referred to as "the School," and to provide you with information about working conditions, 

employee benefits, and some of the policies affecting your employment. You should read, understand, 

and comply with all provisions of the handbook. It describes many of your responsibilities as an 

employee and outlines the programs developed by the School to benefit our employees. One of our 

objectives is to provide a work environment that is conducive to both personal and professional growth.  

 

This handbook is not intended to cover every possible circumstance that can arise in the course of 

employment at the Erie Rise Leadership Academy Charter School. The intention of the handbook is to 

offer general guidelines covering common employment issues. The school reserves the right to make 

changes to this handbook as needed. 

 

The descriptions of benefits included in this handbook are intended as summaries of each of the plans' 

highlights. The actual benefits provided will be in accordance with the governing plan documents. The 

original plan documents are available for review. The School has the right to amend, modify, suspend or 

terminate any of its benefit plans or policies, practices, and procedures, as it deems necessary or desirable.  

 

As changes are made in any of the benefit plans or policies, practices or procedures, you will receive 

notice by email of any changes to the handbook. The most up-to-date copy of the Employee Handbook 

will be available through a shared file (HRM). It is the responsible of all employees to remain up-to-date 

concerning the policies, procedures, benefits, and working conditions at ERLACS. Any questions should 

be addressed to your supervisor or HR manager. 

 

Unless otherwise clear from the context the use in this handbook of "you" and "your" is intended to be a 

reference to an active employee of Erie Rise Leadership Academy Charter School.  

 
C. Mission and Vision  

 
The mission of Erie Rise Leadership Academy Charter School is to provide students with a gender-based 

academic achievement environment of excellence that encourages a love for learning. Our school will 

promote excellence in staff, curricula, technology, wellness, global leadership development, world 

language, life skills, family involvement, and community partnerships.  

 

We will prepare our students to be culturally literate members of society by providing a solid back-to-

basics education in an environment that encourages innovation and creativity in teaching, fosters a sense 

of responsibility to the community and environment and promotes equality and acceptance.  

 

The vision of Erie Rise Leadership Academy Charter School is to establish a gender-based school with a 

strong foundation that produces students who are academically successful and who meet and exceed 

local, state, and national standards, and No Child Left Behind requirements. A major focus of the Erie 

Rise Leadership Academy Charter School is to provide a multitude of necessary services to our students 

and their families. We know that our families/parents are the first and primary educators of our students 

and therefore we will encourage and support a positive home and community learning environment. This 

will enable our students to successfully accomplish their dreams, our school’s mission, the needs and 

goals of their community and the world around them. We want them to experience more of life’s 

successes as well as have a positive impact on their world. We envision a school who operates on the 
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philosophy that, “It takes a focused and caring village to raise a child.” We need a village that is willing 

and able to raise an at-promise child. Therefore, the Erie Rise Leadership Academy Charter School will 

be a school that belongs to, is supported by and utilized by the community/village. To quote Robert 

Franklin, “If the village elders don’t step up, the village idiots will.”  

 

Because of the immense challenge involved in developing a new school, we sought a comprehensive 

school design that was consistent with our mission and was aligned to the standards for the Erie School 

District and the Commonwealth of Pennsylvania. Through a comprehensive school design, we can offer a 

means to improve student achievement by creating a school that offers a non-traditional holistic approach 

to educating young minds rather than implementing isolated programs that have not worked for our 

population. Our founding team has been very diligent in researching well-documented models that have 

demonstrated sustained success across the board.  

 

Challenging academic standards, strong professional development, and meaningful parent and community 

support are all part of a comprehensive school reform design. Members of the founding team reviewed 

the literature, narrowed the decision to several models, had discussions with representatives of each, made 

site visits to schools implementing the models, and finally selected a curriculum that would best support 

the overall mission of the Erie Rise Leadership Academy Charter School.  

 

The school’s comprehensive and rigorous curriculum is aligned to the Pennsylvania State Standards in 

every subject area. At the lower level the instructional program is closely aligned to assessment  

and individual student achievement. A focus will be on individual student performance that will 

continuously lead to a vital cycle of instruction, assessment and intervention, followed by programmatic 

changes as required for maximum student success. 

 

There will be three major elements that are critical to our design. The first is to implement a solid, 

rigorous and challenging curriculum for our students K-8; the second is to infuse a strong leadership 

curricular component; and third is to provide a gender specific model which will provide for smaller class 

sizes (18) with two classes each consisting of boys and girls. We anticipate that upon the success of our 

K-8 model that we will submit a grade expansion request with our renewal application to ultimately 

become a K-12 school.  

 

When that happens, it will be our plan that when students advance to the high school academic programs 

it will then become a co-educational model.  

 

The first aforementioned element is that of a solid and challenging curriculum. To this end we have 

selected as the foundation of the curriculum for Grades K-8 will be built upon the Core Knowledge 

Program (CK). Teachers will follow the scope and sequence as outlined by CK. The curriculum will 

guide teachers and provide a measure of accountability, set reasonable standards that all children should 

be encouraged and expected to achieve, and will mark out a clear path along which students can make 

steady progress. Teachers will have a shared vision of what their students are required to know and be 

able to do at each grade level. Students will receive instruction that builds on information, knowledge and 

skills coherently from year to year. They will also be introduced to a more rigorous and well-rounded set 

of universal standards than those to which they are currently exposed. However, it is important to re-state 

that as we develop the curriculum goals for each year through the professional development provided the 

staff by the Core Knowledge program; it will be aligned carefully with the Pennsylvania State Standards. 

This will ensure that while our students are learning the crucial skills they need for success, they will also 

meet the established standards set by the Pennsylvania Department of Education and that of the Erie 

School District.  
 



7 
 

II. EMPLOYMENT  

 
A. Nature of Employment  

 

Employment with the School is voluntarily entered into, and you are free to resign at will at any time, 

with or without cause. However, an employee who wishes to resign must give a 30-day notice. The 

School may terminate the employment relationship at will at any time, with or without notice or cause, so 

long as there is no violation of applicable federal or state law or unless you have entered into a written 

employment contract that changes your at-will employment status.  

 

These provisions supersede all existing policies and practices and may not be amended or added to 

without the express written approval of the Board of Trustees.  

 

B. Employee Relations  

 

Our experience has shown that when employees deal openly and directly with management, the work 

environment can be excellent, communications can be clear, and attitudes can be positive. We believe that 

the School amply demonstrates its commitment to employees by responding effectively to employee input  

 

C. Equal Employment Opportunity  

 

In order to provide equal employment and advancement opportunities to all individuals, employment 

decisions at the School will be based on merit, qualifications, and abilities. The School does not 

discriminate in employment opportunities or practices on the basis of race, color, religion, sexual 

orientation, gender, national origin, age, disability, or any other characteristic protected by law.  

 

The School will make reasonable accommodations for qualified individuals with known disabilities 

unless doing so would result in an undue hardship to the School. This policy governs all aspects of 

employment, including selection, job assignment, compensation, discipline, termination, and access to 

benefits and training.  

 

If you have any questions or concerns regarding any type of discrimination in the workplace you are 

encouraged to bring these issues to the attention of the Human Resources Manager. You can raise 

concerns and make reports without fear of reprisal. Anyone found to be engaging in any type of unlawful 

discrimination will be subject to disciplinary action, up to and including termination of employment.  

 

D. Business Ethics, Conduct, and Right to Privacy 

 

The successful business operations and reputation of the School is built upon the principles of fair dealing 

and ethical conduct of our employees. Our reputation for integrity and excellence requires careful 

observance of the spirit and letter of all applicable federal/state laws and regulations, as well as a 

scrupulous regard for the highest standards of conduct, personal integrity, and discretion.  
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(Cont’d) 

The School will comply with all applicable federal/state laws and regulations and expects its Trustees and 

employees to conduct business in accordance with the letter, spirit, and intent of all relevant federal/state 

laws and to refrain from any illegal, unethical conduct and/or disclosure of inappropriate information of 

any nature.  

 

In general, the use of good judgment, based on high ethical principles, will guide you with respect to lines 

of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action, 

the matter should be discussed openly with an administrator. If you suspect a violation of this policy, you 

have an obligation to report your concerns to the Human Resources Manager. You can raise concerns and 

make reports without fear of reprisal. All allegations of improper or illegal behavior will be investigated 

promptly and thoroughly. The investigation shall remain as confidential as practicable and those 

conducting the investigation shall respect the privacy of all persons involved.  

 

If it is determined that a violation of this policy has occurred, the School will take prompt, remedial, 

corrective action that could include termination of employment and criminal prosecution. The action 

taken will be deemed by management to be commensurate with the nature and severity of the violation.  

 

E. Hiring of Relatives  

 

The Board of Trustees recognizes that it may employ members of the same family. However, one family 

member may not directly or indirectly supervise another or process, review, or audit the work of another 

without written approval from the supervisor of the highest-ranking employee. Furthermore, confidential 

information may never be shared among family members employed by the Board.  

 

Definition of family for these purposes includes spouse, child, grandchild, parent, grandparent, brother, 

sister, stepchild, brother-in-law, sister-in-law, mother-in-law, father-in-law, aunt, uncle, cousin, and 

dependents, whether or not living in the same household.  

 

F. Immigration Law Compliance  

 

The School is committed to employing only United States citizens and aliens who are authorized to work 

in the United States and does not unlawfully discriminate on the basis of citizenship or national origin.  

 

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition 

of employment, must complete the Employment Eligibility Verification Form I-9 and present 

documentation establishing identity and employment eligibility. Former employees who are rehired must 

also complete the form if they have not completed an I-9 with the School within the past three (3) years, 

or if their previous I-9 is no longer retained or valid.  

 

If you have a question or are seeking more information on immigration law issues you are encouraged to 

contact the Human Resources Manager. Employees may raise questions or complaints about immigration 

law compliance without fear of reprisal.  

 

G. Conflicts of Interest  

 

You have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of 

interest. This policy establishes only the framework within which the School wishes the business to 

operate. The purpose of these guidelines is to provide general direction so that you can seek further 
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clarification on issues related to the subject of acceptable standards of operation. Contact the Human 

Resources Manager for more information or questions about conflicts of interest.  

 

Transactions with outside firms must be conducted within a framework established and controlled by the 

executive level of the School. Business dealings with outside firms should not result in unusual gains for 

those firms. Unusual gain refers to bribes, product bonuses, special fringe benefits, unusual price breaks, 

and other windfalls designed to ultimately benefit the employer, the employee, or both.  

 

An actual or potential conflict of interest occurs when you are in a position to influence a decision that 

may result in a personal gain for yourself as a result of the School's business dealings.  

 

No "presumption of guilt" is created by the mere existence of a relationship with outside firms. However, 

if you have any influence on transactions involving purchases, contracts, or leases, it is imperative that 

you disclose to an officer of the School as soon as possible the existence of any actual or potential conflict 

of interest so that safeguards can be established to protect all parties.  

 

Personal gain may result not only in cases where you have a significant ownership in a firm with which 

the School does business, but also when you receive any kickback, bribe, substantial gift, or special 

consideration as a result of any transaction or business dealings involving the School.  

 

The Chief Executive Officer and Board of Trustees must approve any exceptions to this policy; otherwise 

failure to follow these guidelines may result in disciplinary action up to and including termination of 

employment.  

 

H. Confidentiality 

 

Our families entrust us with important information relating to their children. The nature of this 

relationship requires maintenance of confidentiality. In safeguarding the information received, the School 

earns the respect and further trust of our families. Any violation of confidentiality seriously injures our 

reputation and effectiveness. The School will adhere to the provisions of state and federal law pertaining 

to those privacy rights, including but not limited to, the Family Educational Rights and Privacy Act of 

1974 (FERPA).  

 
The School recognizes that communication with parents regarding their child's education and care is 

essential. However, discussions with parents must be limited to issues directly related to their child's 

continued success at the School and must comply with Board policies and procedures. It is essential that 

conversations with parents regarding their children can be conducted in a confidential manner so that 

other parents or employees who are not involved with the child's education do not overhear comments 

regarding the child in question. Refrain from discussing students in hallways or common areas. Under no 

circumstances may employees discuss specific issues related to a student's behavior at the School with 

anyone other than the student's parents or otherwise authorized individual.  

 

You may be required to sign a non-disclosure agreement as a condition of employment. Employees who 

improperly use or disclose confidential information will be subject to disciplinary action, up to and 

including termination of employment and legal action, even if they do not actually benefit from the 

disclosed information.  
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I. Outside Employment  
 

You may hold an outside job(s) as long as you meet the performance standards of your job with the 

School. All employees will be judged by the same performance standards and will be subject to the 

School's scheduling demands, regardless of any existing outside work requirements.  

 

If the School determines that your outside work interferes with performance or the ability to meet the 

requirements of the School as they are modified from time to time, you may be asked to terminate the 

outside employment if you wish to remain with the School.  

 

Outside employment that constitutes a conflict of interest is prohibited. You may not receive any income 

or material gain from individuals outside the School for materials produced or services rendered while 

performing your job at the School. You may not use a School vehicle or equipment at any time for other 

than School business. You must advise the Human Resources Manager in writing of any outside 

employment held or being contemplated and provide any information requested by the Human Resources 

Manager to evaluate the propriety of the other employment. If you have questions or are seeking more 

information about outside employment you are encouraged to contact the Human Resources Manager. 

 

Failure to disclose outside employment or any other conduct in violation of this policy will be grounds for 

discipline, up to and including termination of employment.  

 

J. Disability Accommodation  

 

The School is committed to complying fully with the Americans with Disabilities Act (ADA) and 

ensuring equal opportunity in employment for qualified persons with disabilities. All employment 

practices and activities are conducted on a non-discriminatory basis.  

 

Hiring procedures have been reviewed and provide persons with disabilities meaningful employment 

opportunities. Pre-employment inquiries are made only regarding an applicant's ability to perform the 

duties of the position.  

 

Reasonable accommodation is available to all qualified disabled employees, where their disability affects 

the performance of essential job functions and the accommodation will enable the employee to perform 

all of his/her essential functions and to the extent that accommodation does not impose an undue hardship 

on the School. Reasonable accommodations are also available to job applicants to the extent that 

accommodation does not pose an undue hardship to the School. All employment decisions are based on 

the merits of the situation in accordance with defined criteria, not the disability of the individual.  

 

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or 

changes in compensation) as well as in other terms and conditions of employment. Leave of all types will 

be available to all employees on a non-discriminatory basis.  

 

The School is also committed to not discriminating against any qualified employees or applicants because 

they are related to or associated with a person with a disability. The School will follow any state or local 

law that provides individuals with disabilities greater protection than the ADA.  

 

This policy is neither exhaustive nor exclusive. The School is committed to taking ail other actions 

necessary to ensure equal employment opportunity for persons with disabilities in accordance with the 

ADA and all other applicable federal, state, and local laws.  
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K. Positive Reinforcement Policy 

 

Purpose. To establish rules pertaining to employee conduct, performance, and responsibilities so that all 

personnel can conduct themselves according to certain rules of good behavior and good conduct. 

The purpose of these rules is not to restrict the rights of anyone, but rather to help people work together 

harmoniously according to the standards we have established for efficient and courteous service for our 

students and their parents. 

Reasonable rules concerning personal conduct of employees are necessary if the school is to function 

safely and effectively. You will be kept informed of department rules and changes to those rules by your 

supervisor or department head.  

Erie Rise believes that you want to, and will, do a good job if you know what is required to perform your 

job properly. Your supervisor is responsible for ensuring that you know what is expected of you in your 

job. Further, it is Erie Rise’s policy that employees are given ample opportunity to improve in their job 

performance. 

 

Policy. Degrees of discipline are generally progressive and are used to ensure that the employee has the 

opportunity to correct their performance. There is no set standard of how many oral warnings must be 

given prior to a written warning or how many written warnings must precede termination. Each case is 

unique and will be handled by the immediate supervisor, the Principal if needed, HR and the CEO as 

required, with the Board sanctioning all cases of demotion and termination. 

 

All employees are asked to make a one year commitment to Erie Rise. In the event an Employee does 

resign at least a thirty (30) day notice of resignation of employment needs to be given. This date will be 

considered the effective date of your resignation. Failure to provide 30 days written notice of resignation 

will result in a one week deduction in pay.  

 

School property such as keys, computers, credit cards, forms, money, etc., must be returned by each 

employee on the last day of work. Failure to do so may result in an equipment/service charge that will be 

deducted from final pay. In case of insufficient funds, you will be billed. Failure to pay in a timely 

manner will result in civil action being taken. 

 

If an employee leaves with less than two years’ service, the employee must reimburse Erie Rise for the 

cost of any training or conference expenses incurred. 

 

You may pick up your final paycheck in person or it will be mailed to your last known address.  

 

If Employee resigns after June 30th, health insurance benefits will be terminated at the end of the month 

in which the Employee resigns. Any payments made by Employer on behalf of Employee for benefits 

subsequent to June 30th will be deducted from Employee's rollover pay. If no rollover pay remains to be 

paid by Employer to Employee, said Employee must contact the Human Resources Managerto make 

arrangements for reimbursement of said payments. 
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III. EMPLOYMENT STATUS & RECORDS  

 
A. Employment Applications  
 

The School relies upon the accuracy of information contained in the employment application, as well as 

the accuracy of other data presented throughout the hiring process and employment. Any 

misrepresentations, falsifications, or material omissions in any of this information or data may result in 

the exclusion of the individual from further consideration for employment or, if the individual has been 

hired, termination of employment.  

 

All employees must comply with state requirements such as, but not limited to prior service form, 

fingerprinting, certification, Child Abuse Index, Criminal Record Statement, tuberculin tests, and 

physician's reports submitted in your current name. Employees may be required to provide transcripts to 

verify units earned or in-service hours. These requirements must be completed prior to being considered 

for employment, and the information must be submitted to the Human Resources Manager. Any cost is 

the responsibility of the employee. Required documentation must be submitted within a designated time 

frame.  

 

All offers of employment to external candidates may be contingent on the satisfactory completion of a 

reference check, which verifies the information and qualifications that have been provided by the 

candidate/employee. The School may require reference and background checks during the course of 

employment. Applicants and employees must sign any required authorizations to obtain reference and 

background checks.  

 

Reference checks are conducted to—  

 

• Ensure that hiring decisions are not made on the basis of false or misleading information.  

• Ensure optimum employee selection.  

• Ensure fair and equitable treatment of all external applicants.  

• Additional background information may be required when positions have specialized responsibilities or 

qualifications, e.g. a credit report when an individual will be working and have access to School funds.  

 

B. False Information and Employment  
 

Applicants for employment with the School are expected to provide complete and accurate information 

regarding their background, employment history, credentials and qualifications for employment. If, 

following employment, the School learns that an employee intentionally provided false or misleading 

information, or intentionally omitted pertinent information regarding essential background, employment 

history, credentials or qualifications for employment, the School may discipline the employee, up to and 

including termination, regardless of the time elapsed before the discovery.  

 

The School may investigate an employee's background, employment history, credentials and 

qualifications at any time during the employment relationship. 

 
C. Employment Reference and Loan Verification Checks  

 

The Human Resources Managerwill respond in writing only to those reference check inquiries that are 

submitted in writing or faxed for current and former employees. Responses to such inquiries will confirm 
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only dates of employment and position(s) held. The above information will not be released without a 

written authorization and release signed by the individual who is the subject of the inquiry.  

 

The Human Resources Managerwill respond in writing only to those loan verification check inquiries that 

are submitted in writing or faxed for current and former employees. Responses to such inquiries will 

confirm only dates of employment, salary and position(s) held. The above information will not be 

released without a written authorization and release signed by the individual who is the subject of the 

inquiry.  

 

If an employee is seeking a personal reference, it cannot be prepared using School letterhead, and it will 

state that it is a personal reference and does not reflect the School's position. The Human Resources 

Manager must approve exceptions.  

 

D. Employment Categories  
 

It is the intent of the School to clarify the definitions of employment classifications so that you understand 

your employment status and benefit eligibility. These classifications do not guarantee employment for any 

specified period of time.  

 

Each employee is designated as either non-exempt or exempt from federal and state wage and hour laws, 

non-exempt employees are entitled to overtime pay under the specific provisions of federal and state laws. 

Exempt employees are excluded from specific provisions of federal and state wage and hour laws. An 

employee's Exempt or non-exempt classification may be changed only upon written notification by 

School management.  

 

In addition to the above categories, you will belong to one other employment category:  

 

FULL-TIME employees are those who are not in a temporary status and who are regularly scheduled to 

work the School's full-time schedule of thirty-five- (35) hours per week. Generally, they are eligible for 

the School's benefit package, subject to the terms, conditions, and limitations of each benefit plan and 

program.  

 

PART-TIME employees are those who are not in a temporary status who are regularly scheduled to work 

less than the full-time work schedule and will only be paid for hours worked. Regular part-time 

employees are eligible for some benefits sponsored by the School, subject to the terms, conditions, and 

limitations of each benefit program.  

 

TEMPORARY employees are those who are hired for a specific period of time, assignment, or project. 

Temporary employees are not entitled to fringe benefits.  

 

SUBSTITUTE employees who are not regularly scheduled and work only as needed and called. They are 

not entitled to fringe benefits.  
 

E. Re-Employment  

 

If an employee resigns and is re-employed, the employee's date of hire will become the date the employee 

returns to work, not the original date of hire. The employee will then be eligible for benefits according to 

the schedule that applies to all new hires.  
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F. Access to Personnel Files  
 

The School maintains a personnel file on each employee. The personnel file includes such information as 

the employee's application for employment, resume, and records of training, documentation of 

performance appraisals and salary changes, and other employment records.  

 

Personnel files are the property of the School, and access to the information they contain is restricted. 

Generally, only management personnel of the School who have a legitimate reason to review information 

in a file are allowed to do so.  

 

If you wish to review your own file contact the Human Resources Manager. The School complies with 

state law permitting current employees to inspect their personnel files. With reasonable advance notice, 

you may review your own personnel files in the presence of an individual appointed by the Human 

Resources Manager. You may not alter any documents contained in your personnel file and you are not 

entitled to any copies of your personnel file.  

 

G. Personnel Data Changes  
 

It is your responsibility to promptly notify the School of any changes in personnel data. Personal mailing 

addresses, telephone numbers, number and names of dependents, individuals to be contacted in the event 

of an emergency, and other such status reports should be accurate and current at all times. If any personal 

data has changed, notify the Human Resources Manager.  

 

H. Performance Development and Reviews  
 

Teachers and Administrators  

 

All employees shall be evaluated in writing according to established standards. As instructional leaders, 

the Administrative team will be required to demonstrate that the students are achieving in all areas--

academic and non-academic. The Administrative staff will be held accountable for seeing that students 

are progressing toward that goal.  

 

The Chief Executive Officer shall be evaluated annually by the Board of Trustees. The CEO will evaluate 

the Administrative team annually. 

 
Performance Development and Reviews (Cont’d)  

 

Recognizing that the teacher is the single most important factor in the educational process, teacher 

evaluation will be of the highest priority. Teachers will be evaluated on pedagogical competency and on 

pupil progress, as demonstrated by summative and formative assessments. Teachers will be formally 

observed and evaluated by the Principal minimally twice a year.  

 

Lead teachers will be evaluated in their role as leaders. Satisfactory performance will be reflected in a 

stipend if the budget permits. Status as lead teacher will be maintained at the discretion of the CEO and/or 

Principal.  

 

Observations can be announced or unannounced at the discretion of the Principal. Classroom walk-thru 

and observations are part of the standard operating procedure at the School. The purpose of on-going 

observation is to continuously improve the instructional program.  
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Professional and Non-Professional Support Staff  

 

Other staff members: nurse, lunchroom aide(s), secretaries, custodian and maintenance worker will be 

evaluated according to the skills and competencies inherent in their job description and/or certification. 

Those who have teaching responsibilities will be accountable for relevant teaching skills as well as those 

competencies directly connected to their particular field.  

 

Classroom assistants will be evaluated according to the schedule for classroom teachers by the Principal 

in conjunction with consultation of the classroom teacher. For other employees, observation will be 

completed by June.  
 

 

IV. EMPLOYEE BENEFIT PROGRAMS  

 
A. Employee Benefits  
 

All of us want reasonable protection from those events in life, which hurt our income or family savings. 

The School has given a lot of thought to your needs and, over the years, has established excellent benefit 

plans and programs that, combined with wise planning of your own personal affairs, should enable you 

and your family to enjoy reasonable protection during your working career, to have security during these 

times and to plan for your retirement.  

 

The Human Resources Managerwill be glad to discuss any questions you might have about the benefit 

plans. The descriptions that are provided in this Employee Handbook give a brief overview of each 

benefit.  

 

Eligible employees are provided a wide range of benefits. A number of the programs (such as Social 

Security, workers' compensation, and unemployment insurance) cover all employees in the manner 

prescribed by law.  

 

Benefit plans and policies are reviewed periodically and adjusted as business conditions permit and 

experience warrants. While the School has every intention of continuing these benefits, it reserves the 

right to change, amend, or terminate them at any time.  

 

Benefits eligibility is dependent upon a variety of factors, including employee classification. The Human 

Resources Manager can identify the programs for which you are eligible. Details of many of these plans 

and programs can be found elsewhere in the Employee Handbook.  

 

The following benefit plans and programs are available to eligible employees—  

 

 Health Insurance Plan  

 Prescription Plan  

 Dental Insurance Plan  

 Life Insurance Plan  

 STD - Short Term Disability  

 LTD - Long Term Disability  

 COBRA  

 Personal/Sick Days  

 Tuition Reimbursement Policy  

 Professional Days  
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 Professional Development Reimbursement  

 Workers' Compensation Insurance Program  

 Jury Duty Leave  

 Family and Medical Leave (FMLA)  

 Military Leave  

 Bereavement Leave  

 Unemployment Insurance  

 

 

B. HIPAA Privacy  
 

The Health Insurance Portability and Accountability Act (HIPAA) established rights and protection for 

healthcare consumers. To the extent that the School is subject to HIPAA, it will provide you with required 

information and notices. All employees must comply with any HIPAA policies or plans implemented by 

the School.  

 

C. Medical Insurance Plan  
 

The Health Insurance Plan of the School provides you and your eligible dependents access to medical 

insurance benefits. Medical benefits are provided as stipulated by individual contracts. Eligible employees 

may participate in the Plan subject to all terms and conditions of the agreement between the School and 

the insurance carrier. Employees who opt out of medical insurance benefits provided by the School will 

receive a payout the amount to be determined by the Human Resources Manager in conjunction with the 

CEO and the Business Manager with approval from the Board of Trustees. Married couples who are both 

employed by the School will not have the ability to opt out as both parties will be accounted for under 

spousal coverage.  

 

D. Change of Status  
 

If you have a ''life event”/ (marriage, divorce, birth/adoption of a child, death of a dependent, or loss of 

health coverage by you or your dependent), you must notify the Human Resources Manager within thirty 

(30) calendar days to request that your coverage be modified. Otherwise, you will not be able to change 

your coverage until the next annual open enrollment period.  

 

A change in employment classification that would result in loss of eligibility to participate in the health 

insurance plan may qualify an associate for benefits continuation under the Consolidated Omnibus 

Budget Reconciliation Act (COBRA).  

 

E. Continuation Coverage Rights under COBRA  
 

Introduction  

 

You may be covered by the School's group health insurance plan. This policy contains important 

information about your right to COBRA continuation coverage, which is a temporary extension of 

coverage under the Plan.  

 

The right to COBRA continuation coverage was created by a federal law, the Consolidated Omnibus 

Budget Reconciliation Act of 1985 (COBRA). COBRA continuation coverage can become available to 

you when you would otherwise lose your group health coverage. It can also become available to other 

members of your family who are covered under the Plan when they would otherwise lose their group 
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health coverage. For additional information about your rights and obligations under the Plan and under 

federal law, you should review the Plan's Summary Plan Description or contact the Plan Administrator.  

 

F. What is COBRA Continuation Coverage?  

 

COBRA continuation coverage is a continuation of Plan coverage when coverage would otherwise end 

because of a life event known as a "qualifying event" You will receive a COBRA notice when you 

become eligible for health insurance benefits, which explains qualifying events and other important 

information on COBRA coverage. After a qualifying event, COBRA continuation coverage must be 

offered to each person who is a "qualified beneficiary." You, your spouse, and your dependent children 

could become qualified beneficiaries if coverage under the Plan is lost because of the qualifying event. 

Under the Plan, qualified beneficiaries who elect COBRA continuation coverage must pay for COBRA 

continuation coverage.  

 

You Must Give Notice of Some Qualifying Events  

 

For certain qualifying events (divorce or legal separation of the employee and spouse or a dependent 

child's losing eligibility for coverage as a dependent child), you must notify the Plan Administrator within 

60 days after the qualifying event occurs. You must provide this notice to the Administrative Assistant at 

Erie Rise Leadership Academy Charter School. The notice must be in writing and mailed or delivered in 

person to 2501 Plum Street, Erie, PA 16502. If the event is divorce, you must also submit the information 

on a change of employee status form.  

 

G. Personal/Sick Days  
 

Eligible full-time employees are given ten (10) sick days and four (4) personal days per school year or as 

set forth in their contract. Eligible employees hired before the September 1st start date will be given four 

(4) personal days. Those hired after September 1st will receive sick and personal days on a pro-rated basis. 

Personal days may be taken for religious observances, ethnic holidays, death in the family, and other 

events of personal significance.  

 

In the event of a leave of absence (maternity, FMLA, short or long term disability), any Personal/Sick 

Days remaining in an employee's account will be incorporated into the leave. Those days will not be 

counted as separate and apart from the leave.  

 

All personal days must be scheduled at least five (5) days in advance through the Principal. Request for 

Absence Forms must be completed for all requests. Requests for more than 2 consecutive personal days 

are discouraged and must be discussed personally with the Principal. All requests are subject to approval 

by the Principal.  

 

Employees who are unable to report to work due to illness or injury must speak to their immediate 

supervisor between the 5:45 a.m. and 6:15 a.m. only on the day they are sick. It is preferred that you call 

off the night before between 6:00 p.m. and 8:00 p.m. Failure to give the administration proper notification 

of illness will result in disciplinary action. Additionally, absence from work for two (2) consecutive days 

without notifying your immediate supervisor will be considered abandonment of your position and, as 

such, a voluntary resignation.  

 

You must take personal days in the year in which they are given. You may not carry personal days over to 

the next school year. Unused personal days are not paid out as set forth in the employee agreement. 

Unused sick days can be rolled over to the following school year.Upon termination of employment, 

accumulated sick time is not paid by ERLACS. 
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If an employee is absent for three or more consecutive days due to illness or injury, a physician's 

statement must be provided verifying the disability and its beginning and expected ending date. Such 

verification may be requested for other sick leave absences as well and may be required as a condition to 

receiving sick leave benefits. Before returning to work from a sick leave absence of 3 calendar days or 

more, an employee must provide a physician's verification that he or she may safely return to work.  

 

ALL absences require an Absence Form to be filled out and given to the Principal upon your return to 

work or prior to your absence if you know in advance that you will be out. Failure to complete and submit 

required documentation may result in loss of compensation for the undocumented days.  

 

Early dismissals and late arrivals should be avoided. They negatively impact the instructional program. 

However, in the event an early dismissal/late arrival is unavoidable, approval must be obtained at the 

discretion of the Principal, and half of a personal day will be charged to the employee's account for an 

event that is greater than one and a half hours. 

 

H. Holidays  

 

The Board recognizes various holiday closings. Eligible employees will receive pay for scheduled School 

closures according to the approved calendar.  

 

Note: The Holiday schedule may be changed each school year at the Board of Trustees' discretion.  

 

Employees must work the last scheduled day before and the first scheduled day after the holiday to be 

paid for the holiday, except when the employee is—  

 

− Off at CEO's request for any reason  

− Off due to closure of School because of inclement weather  

− Off due to sickness with a doctor's note verifying need for absence  

− Off with Principal’s approval  

 

In the event the employee is not at work, a doctor's note must be provided otherwise the employee’s sick 

day account cannot be used and the employee will not be paid for the day.  

 
I. Workers' Compensation Insurance Program  
 

The School provides a comprehensive Program at no cost to you. This Program covers any injury or 

illness sustained in the course of employment. Any employee who has an accident during working hours 

(both regular and extracurricular), will be subject to drug testing at the discretion of the Human Resources 

Manager. Subject to applicable legal requirements, the Program may provide benefits after a short waiting 

period.  

 

If you sustain a work-related injury or illness you should inform your supervisor immediately. No matter 

how minor an on-the-job injury may appear, it is important that it be reported immediately. In the event 

that medical attention is required from an "on the job" injury, you must go to the Director of 

Organizational Development. This will enable you to qualify for coverage as quickly as possible and 

fulfill the employee's legal requirement to give notice of an injury if benefits are sought. Immediately 

report in writing on appropriate forms to your supervisor the following information—  

 

− Time/Date of injury/illness  
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− Location of injury/illness  

− Circumstances of injury/illness  

− Description of injury /illness  

− Witness  

 

Neither the School nor the insurance carrier will likely be liable for the payment of workers' 

compensation benefits for injuries that occur during your voluntary participation in any off-duty 

recreational, social, or athletic activity sponsored by the School.  

 

J. Jury Duty  
 

The School encourages you to fulfill your civic responsibilities by serving on jury duty when required. Up 

to two (2) weeks of jury duty is a paid leave. Employees should notify their supervisor immediately if 

they receive notice to report for jury duty.  

 

You must show the jury duty summons to the Human Resources Manager as soon as possible so that 

management may make arrangements to accommodate your absence. Of course, you are expected to 

report for work whenever the court schedule permits.  

 

K. Unemployment Insurance Program  
 

The School pays federal and state taxes to provide eligible employees with unemployment insurance. You 

may be eligible for the Program if your work hours are reduced or if you are temporarily laid off or 

permanently terminated. Federal and state laws and guidelines determine whether you qualify for 

unemployment benefits and the amount of the benefits if you qualify. Contact the Human Resources 

Manager if you need more information.  

 

L. Tuition Reimbursement: Not available in first year.  
 

M. Conferences, Seminars, Workshops  
 

The School requires its certified staff members to minimally attend one off-site, self-selected conference 

each year. Whenever a member of the certified staff wishes to attend an educational conference which 

furthers the educational programs of Erie Rise Leadership Academy, they must submit a request to the 

Principal/designee prior to registering for such conference. Upon receiving such a request, the 

Principal/designee will evaluate the request in light of the contents of the conference, its relationship to 

the educational programs of the School and the benefits to be derived by the School from such attendance. 

Should the Principal/designee find that the request is warranted, and then the Principal/designee will 

permit attendance at the conference at the expense of the School; provided there are sufficient funds 

available in the budgetary category approved by the Board of Trustees.  

 

Employees must submit a Conference Attendance Form along with a completed copy of the specific 

conference's registration flyer/form. Fees will be payable in accordance to the vendor's requirements. In 

the case of conferences, seminars and/or workshops held beyond a reasonable driving distance, the 

School, with the approval of the Principal or CEO, will provide lodging and, if necessary, a daily 

food/transportation stipend. If an employee terminates their employment within six (6) months after 

attendance at said conference, they may be responsible for some or all costs incurred. The amount of fees 

paid out may be deducted from final wages.  
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V. PAYROLL  

 
A. Paydays  
 

You will be paid on a bi-weekly basis. Office staff will regularly distribute a voucher to you on Friday of 

the pay week. In the event that a regularly scheduled payday falls on a day off, such as a holiday, you will 

receive your pay on the schedule determined by management.  
 

Full-time employees may be required to enroll in the direct deposit program. Under the program, your pay 

is automatically deposited each payday into the bank account(s) of your choice. You will receive a payroll 

notification of deposit verifying that the pay has been deposited.  

 

B. Administrative Pay Corrections  
 

The School takes all reasonable steps to ensure that you receive the correct amount of pay in each 

paycheck and that you are paid promptly on the scheduled payday.  

 

In the unlikely event that there is an error in the amount of pay, you should promptly bring the 

discrepancy to the attention of the Human Resources Manager so that corrections can be made as quickly 

as possible.  

 

C. Pay Deductions  
 

The law requires that the School make certain deductions from every employee's compensation. Among 

these are applicable federal, state, local income taxes, unemployment insurance, PSERS retirement, wage 

garnishments, and court orders. The School also must deduct Social Security taxes on each employee's 

earnings up to a specified limit that is called the Social Security "wage base." The School matches the 

amount of Social Security taxes paid by each employee.  

 

If you have questions concerning why deductions were made from your paycheck or how they were 

calculated, Human Resources can assist you.  

 
VI. WORKPLACE PRACTICES  

 
A. School Hours and Assignments  

 

The School calendar generally shall consist of two hundred twelve (212) workdays.  

The normal workday for teachers is from 8:00 a. m. to 4:10 p.m. Monday through Friday. Employees who 

leave the school during the workday must sign out upon leaving and sign in upon returning to the school 

using the form designated for this purpose. Employees should have their code/key on their person to gain 

entrance to the building. Each employee is responsible for safeguarding their code/keys. Any staff that 

loses a building key will be responsible for the cost of a replacement key.  
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Teachers are expected to be at their designated posts or escorting students as determined by the 

administration during arrival and dismissal times. During the time that a teacher’s class is in specials the 

teacher is required to grade planning or observing their colleagues.  

 

Classroom teachers and/or classroom assistants are responsible for escorting their students at all times. It 

is imperative that you are on time for all pick-ups and drop offs. This includes specials, lunch and any 

other scheduled activities. Students are expected to be moving, in lines, in an orderly fashion.  

 

Regardless of the normal workday described above, every teacher has the responsibility of assisting 

students when they require or request help (*); conferring with parents about student progress or 

problems; consulting with colleagues, supervisors, or administrators on professional matters; and seeking 

to improve competence and classroom skills. Parent calls and/or requests must be responded to within 24 

hours. Even if the concern will take longer than 24 hours to rectify, the call/request must be 

acknowledged within 24 hours. Also, if you place a call to a parent and are expecting a call-back, let the 

office know so that they may direct the call accordingly.  

 

As related to student safety and care, any employee, who has reason to suspect that a student may be 

subject to abuse or neglect, is duty-bound to report such suspicions to the CEO or any other 

administrative team member.  

 

Given the unique character of Erie Rise Leadership Academy Charter School and the special requirements 

of running a charter school, employees are required to attend certain faculty, staff and community 

meetings that are normally scheduled outside regular working hours.  

 

• Parent Meetings - Faculty may be required to attend parent meetings and other meetings. In addition, 

faculty members are required to attend all scheduled orientation programs for parents/guardians 

participating in their respective programs. These orientation meetings may be held at the start of the 

school year and throughout the year as necessary.  

 

• Parent/Guardian Faculty Conferences - Faculty shall hold parent/guardian faculty conferences each year 

for each child in the school program. These conferences shall include a report on the child's development, 

adjustment to school and the child's readiness for the next classroom placement. These meetings will 

coincide with the distribution of report cards in December and March.  

 

Board of Trustees Meeting - Faculty and staff are encouraged to attend the regular Board of Trustees 

meeting, and shall participate in Board committees and councils as needed.  

 

The presence or absence of each employee is of critical importance to the successful operation of the 

school. Therefore, the Board expects all of its employees to be on time, ready to begin work at the 

beginning of their day, and to work the full allotted time they are assigned each day.  

 

The teachers are expected to have a minimum of one half-hour for planning. The designated time is 3:40 

p.m. to 4:10 p.m.  

 

If you need to call out absent for the day, the call must be received by the supervisor. Also the employee 

is required to send an email to the teacher facilitator and the administrative assistant. Whenever possible, 

please call out the night before between 5:00 p.m. and 9:00 p.m. If you must call out in the morning, 

please contact your supervisor between 6:00 a.m. and 7:00 a.m. The school office phone number is 814-

520-6468. If you will be absent the following day, please call the office during business hours (until 4:00 

p.m. daily) or during evening hours. You must call out for each day that you will not be in attendance at 
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work. In the event you do not reach the supervisor, please call the School Secretary at 814-520-6468. 

Failure to follow these protocols may result disciplinary action and loss of pay.  

 

All absences require an Absence Form to be filled out and given to the supervisor upon your return to 

work.  

 

All professional staff members are expected to participate on at least one school-wide committee each 

year.  

 

B. Hours of Work  
As stated above, the normal workday for teachers is from 8:00 a. m. to 4:10 p.m. Monday through Friday. 

 

C. Time Keeping  
 

Accurate records are necessary for the efficient operation of any organization. This is especially true for 

the records that are used as the basis for paying our employees the wages to which they are entitled. The 

School depends upon each employee to carry out the procedure necessary to accurately provide this 

information.  

(Cont’d)  

 

All employees must personally sign in and out daily in the staff book, in accordance with Board policies. 

Keys must be left in the employee mailbox slot prior to leaving for the day. Additionally, all hours 

worked must be accurately recorded on the time sheet form provided when applicable. All time sheet 

entries must be made in ink. Alteration of time sheet records without the initials of both employee and the 

Human Resources secretary or falsification of time sheet records is grounds for immediate termination. 

Teachers cannot leave the building during specials without obtaining permission from the Principal or 

CEO. Teachers are expected to read the daily message board and act accordingly.  

 

D. Overtime  
 

Employees may be required to work overtime, fewer hours, or hours other than those normally scheduled 

whenever school operations require this. All overtime worked by non-exempt employees must have prior 

approval by the employee's supervisor, and approval must be made on a daily basis.  

 

Non-exempt employees will be paid at the pay rate of one and one-half (174) times the regular hourly rate 

of pay for all hours actually worked in excess of forty (40) hours per week.  

 

If you are a position that is classified as Exempt, you are expected to work whatever hours are necessary 

to get the work done and you are not eligible to receive overtime compensation.  

 

Typically, payment of overtime is reflected in the pay period following the pay cycle within which the 

overtime was worked, provided that your overtime hours have been properly submitted to the Payroll 

Department. Pay for sick, vacation, holidays and personal days does not count toward the calculation of 

overtime pay; only actual hours worked count for determining what, if any, overtime pay is owed.  

 

For the transportation department, school trips are compensated at "trip rate" and do not qualify for 

overtime.  
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E. Extracurricular Clubs and Compensation (To be determined)  

 

Proposals must be submitted by mid-September for clubs that will end no later than mid-December; by 

mid- December for clubs that will end no later than mid-March; and by mid-March for clubs that will end 

no later than the end of the first week of June.  

 

F. Safety Procedures  
 

First Aid  

 

A first aid kit is maintained in the nurse's stations as well as on each floor and the school office. It will be 

properly stocked at all times for use in the event of minor injuries. Should an injury occur, call an 

administrator.  
 

Inclement Weather Days  

 

Anytime there are questionable weather conditions tune into local television (WICU, WJET, and WSEE) 

and local radio stations. Erie Rise Leadership Academy Charter School follows the same schedule as the 

Erie School District. In the event of a school closing the ERLACS Relay System will be activated.  

 
 

Safety 

 

The safety of our students and personnel is a matter of primary importance exceeded by no other 

consideration. We shall therefore make every effort to provide a safe environment in which to learn and 

work.  

 

The Board firmly believes that most accident and injuries can and should be prevented. All employees 

have a responsibility to themselves, their fellow employees, the Board, and to the students to help in this 

endeavor and to follow all safety procedures necessary to prevent accidents and injuries. Violations that 

endanger any employees' or students' lives, health or welfare will not be tolerated. Each employee's 

cooperation in the implementation of this responsibility is required. Any unsafe condition of which an 

employee is aware must be reported to his/her supervisor immediately in writing.  

 

The teacher or person in charge of an activity is responsible for filling out an accident form immediately 

upon completion of the activity in which a student is injured. This form is available from the office. 

Reports must be signed by the person responsible for supervision at the time of the accident. Accuracy is 

important as to date, and time, apparent extent of injury, first aid applied, and witnesses. Any accident or 

injury, no matter how small, must be reported to the employee's supervisor immediately and documented 

on the appropriate form.  

 

G. Emergency Procedures  

 

• Emergency procedures are to be used in the following instances:  

• Inclement weather (snow, ice, etc.)  

• Local, state and federal emergencies  

• Intruder (security breach)  

• Bomb Threat  

• Fire  
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Lock down Procedure  

 

As determined by Administration, a crisis situation may require a lock down. In this instance the staff will 

be notified by intercom or word of mouth. Staff members will then follow the procedures listed below:  

 

• Remain in their current location with the students.  

• Have the students sit out of view of the classroom door.  

• Students who are in the bathroom at the time of lock down must stay there.  

• Lock classroom door. NO ONE MAY ENTER OR EXIT.  

• Flip card on door window from blue to orange if everyone is safe.  

• Take roll.  

• Wait for instructions.  

• NO ONE MAY BE IN HALLWAYS  

 

If evacuation of the building must be executed, it is incumbent upon the teacher to lead his/her students in 

an orderly fashion to the nearest exit. Follow the appropriate fire drill/evacuation procedures.  

 

NO ONE WILL BE ABLE TO ENTER OR EXIT THE BUILDING UNTIL THE SIGNAL IS GIVEN 

BY THE ADMINISTRATION.  

 

 

Shelter in Place/Rise Hide-Out Drill  

 

In the event of an emergency outside of the building, an announcement will be made that we are 

activating shelter in place protocol. The following emergency plan has been developed to facilitate a safe 

orderly transition into an area of the school designated as the shelter in place location. This location has 

been equipped with all of the necessary items that will be essential to afford the students the most 

protection possible while the event is sorted out. Everyone will follow the instructions listed below as 

well as any additional instructions given by the School Administration and the Erie Fire Department.  

 

• All Students stay in their own rooms, or return to them.  

• When you hear the announcement, STAY in the building. If students are outside  

• The building they will be immediately brought back in. If students are at the gymnasium, they will 

remain in the gym.  

• ALL HVAC units will be shut down immediately.  

• Close and LOCK all windows.  

• Turn on radio to WJET (AM 1400) and WRTS/STAR 104 for instructions/updates.  

 

Administration will alert the school community when the event is over and give further instructions.  

 

NOTE: ln the event that the emergency is chemical, windows and entry doors will be covered from the 

inside with plastic and duct tape.  
 

Emergency Closing Procedures  

 

Teachers and students will be informed of an early dismissal by the Principalor other administrative staff.  

 

All students will stay in their classrooms until their dismissal procedure is announced. Teachers will be 

responsible for determining how students will be dismissed (bus, walking, pick up) as per parental request 
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If students contact parents on private cell phones, a teacher must speak directly to the parent to ascertain 

their wishes for dismissal. 

 

Teachers must have quick access to their classes' student emergency contact book. This will help in 

knowing what each child is to do in the event of an emergency early dismissal. Teachers will be given a 

supplemental bus strategy.  

 

Local, State or National Emergencies  

 

A local, state or national related emergency safety dismissal will be determined by the Principal or 

designee.  

 

When it is determined that it is in the best interest and safety of our students to put into action a Safety 

Dismissal, an announcement will be made by the Principal or other member of the administrative team. 

(This is not necessarily an early dismissal).  

 

A Lock-Down or Shelter-ln-Place may or may not have been implemented and will remain in effect until 

we are notified that any danger has passed.  

 

Teachers must have quick access to their classes' student emergency contact book. (This will help in 

knowing what each child is to do in the event of an emergency early dismissal).  

 

All students will stay in their classroom until their dismissal procedure is announced. Students will be 

dismissed in the same manner as under an early dismissal. In the event of an early dismissal parents will 

be permitted to pick up their child/children from 25th & Liberty, 26th & Liberty or Irving School. Parents 

will be notified of the specific location through our Phone Call Delivery system once activated.  

 

Fire or Bomb Threat  

 

In the event of a fire or bomb threat the fire alarm will be enabled. Building evacuation will be 

implemented. Everyone is to follow their fire drill routine.  

 

• All lights must be turned out and classroom doors must be closed as you exit the classroom.  

• Teachers must bring their roll books which include student emergency contact information with them. 

Roll should be taken after your class has exited the building. Individual routes of egress have been 

established. Please see "Exit for Emergency" charts posted in each classroom.  

• Fire drill exit directions must be posted by the door in each classroom.  

• If it is safe to do so, students will quietly line up in their designated lines in the school yard.  

• In the event that we need to be farther away from the building, follow the evacuation plan in your room 

and proceed in an orderly fashion to your safe zone Irving School.  

 

All driveways must be kept clear in order for fire trucks, police, bomb squad, etc. to have access.  

 

All emergency agencies will be notified by an office staff member.  

 

If it is necessary to have an emergency dismissal:  

 

• WICU, WJET, WSEE and other news agencies will be notified to announce an early dismissal and pick 

up location.  

• All available staff will place calls to parents.  
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The following locations will serve as a general meeting place for parental/guardian pick up:  

 

• Location 1: School sidewalk front  

• Location 2: School sidewalk of building  

 

H. Use of Phone System  
 

Personal use of telephones for outgoing and incoming calls is discouraged. The School does recognize 

that you may need to make and/or receive brief calls during business hours. These calls must not interfere 

with your work and must be kept to a minimum. The School encourages you to make any necessary calls 

during breaks and/or at lunchtime. Students are allowed access to the phones under your supervision only.  

 

Employees may receive emergency personal calls. Messages taken for incoming calls will be relayed to 

the employee.  

 

I. Cellular Phones  

 

Cell phones and electronic devices used in school should be limited to school business or during breaks. 

No one should be playing on their phone or electronic device during work hours (unless you’re on 

break). Emergency calls are allowable, but if they are more than a minute or two and your teaching, 

please get coverage.  

 

J. Computers, Internet, Electronic Mail and Voice Mall Usage  
 

Erie Rise Leadership Academy makes every effort to provide the best available technology to those 

performing services for Erie Rise Leadership Academy. In this regard, the School has installed, at 

substantial expense, equipment such as computers, electronic mail, and voice mail.  

 

This policy is to advise those who use our equipment on the subject of access to and disclosure of 

computer-stored information, voice mail messages and electronic mail messages created, sent or received 

by Erie Rise Leadership Academy's employees with the use of Erie Rise Leadership Academy's 

equipment.  

 

This policy sets forth the proper use of the computer, voice mail, and electronic mail systems provided by 

Erie Rise Leadership Academy.  

 

Erie Rise Leadership Academy property, including computers, electronic mail and voice mail, should 

only be used for conducting school business.  

 

Incidental and occasional personal use of school computers and our voice mail and electronic mail 

systems is permitted, but information and messages stored in these systems will be treated no differently 

from other school-related information and messages, as described below. Teachers should not be using 

computers while class is in session and students are in the classroom. Non-business usage of the Internet 

(surfing the Internet, visiting social sites) is discouraged. Please be mindful that classroom computers are 

primarily for student use. Logout when you are not using your computer.  

 

The use of the electronic mail system may not be used to solicit commercial ventures, religious or 

political causes, outside organizations or other non-job related solicitations. Furthermore, the electronic 

mail system is not to be used to create any offensive or disruptive messages Among those which are 
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considered offensive are any messages which contain sexual implications, racial slurs, gender-specific 

comments or any other comments that offensively address someone's age, sexual orientation, religious or 

political belief, national origin, or disability. In addition, the electronic mail system shall not be used to 

send (upload) or receive (download) copyrighted materials, trade secrets, proprietary financial 

information, or similar materials without prior authorization.  

 

Although Erie Rise Leadership Academy provides certain codes to restrict access to computers, voice 

mail and electronic mail, to protect these systems against external parties or entities obtaining 

unauthorized access, employees should understand that these systems are intended for school use, and all 

computer information, voice mail and electronic mail messages are to be considered as school records.  

 

Erie Rise Leadership Academy Charter School also needs to be able to respond to proper requests 

resulting from legal proceedings that call for electronically stored evidence. Therefore, Erie Rise 

Leadership Academy Charter School must, and does, maintain the right and the ability to enter into any of 

these systems and to inspect and review any and all data recorded in those systems.  

(Cont’d)  

 

Because Erie Rise Leadership Academy Charter School reserves the right to obtain access to all voice 

mail and electronic mail messages left on or transmitted over these systems, employees should not assume 

that such messages are private and confidential or that Erie Rise Leadership Academy Charter School or 

its designated representatives will not have a need to access and review this information. Individuals 

using equipment of Erie Rise Leadership Academy Charter School should also have no expectation that 

any information stored on their computer- whether the information is contained on a computer hard drive, 

computer disks or in any other manner will be private.  

 

Erie Rise Leadership Academy Charter School has the right to but does not regularly monitor voice mail 

or electronic mail messages. Erie Rise Leadership Academy Charter School will, however, inspect the 

contents of computers, voice mail or electronic mail in the course of an investigation triggered by 

indications of unacceptable behavior or as necessary to locate needed information that is not more readily 

available by some other less intrusive means.  

 

The contents of computer voice mail, and electronic mail properly obtained for some legitimate school 

purpose, may be disclosed by Erie Rise Leadership Academy Charter School if necessary within or 

outside of Erie Rise Leadership Academy.  

 

Given Erie Rise Leadership Academy Charter School's right to retrieve and read any electronic mail 

messages, such messages should be treated as confidential by other employees and accessed only by the 

intended recipient.  

 

Erie Rise Leadership Academy Charter School's CEO will review any request for access to the contents 

of an individual's computer, voice mail, or electronic mail prior to access being made without the 

individual's consent.  

 

Any employee who violates this policy or uses the electronic communication systems for improper 

purposes may be subject to disciplinary action, up to and including termination.  

 

K. Purchase of Equipment and Materials  
 

Employees must obtain advance approval in writing for the purchase of classroom equipment or 

materials. Should advance approval not be obtained such expenditures may not be reimbursed.  
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L. Usage of Equipment and Materials  
 

Every teacher is given approved supplies through the office. Conservative use of materials and supplies is 

always expected. Replenishment of supplies is to be achieved by completing a Supplies Request Form 

and submitting it to the office by way of your classroom folder. Please do not remove items from the 

closets as this interferes with our ability to maintain proper inventory.  

 

Please use all materials (copy paper, bulletin board paper) as wisely as possible. Be sure to use the copiers 

in the manner prescribed. The digital copier is to be used for multiple copies; the office copier is to be 

used for 5 or less copies. In the event you run into a problem or the machine(s) malfunctions, please 

notify the secretary in the office. Recycling of used paper is mandatory by either writing on the opposite 

side or placing it in recycling crates.  

 

The materials and equipment of Erie Rise Leadership Academy Charter School are to be used for business 

purposes only. This includes printing and copying of personal documents. All materials, contributions, 

equipment given to the school, donations, or items otherwise given in the name of the school, is the 

property of Erie Rise and must be logged in as such in the office. No one can remove school property 

from the school without the approval of the C.E.O or his designee. No one can destroy or dispose of 

school property without permission from the C.E.O or his designee. 

 

M. Personal Property  
 

The School is not liable for loss, damage or theft of an employee's personal property on its premises. 

Employees are urged not to leave personal property at work and not leave personal items unattended. 

Reminder: Our building is also being used by Sacred Heart and should be kept under lock and key.  

 

N. Smoking  
 

In consideration of the reports of the Surgeon General of the United States and in keeping with the 

School's intent to provide a safe and healthy work environment, smoking as well as the use of any tobacco 

related product is prohibited throughout the work place as well as on the School grounds. School grounds 

are defined as the campus proper and all sidewalks adjacent to the building and grounds as well as all 

grounds of, and sidewalks adjacent to, Erie Rise Leadership Academy Charter School.  

 

 

O. Solicitation  
 

Under no circumstances may an employee solicit monies or signatures for any reason and shall not 

distribute/post any material on school premises unless prior written approval is received from the 

Principal. Employees must obtain prior written approval from the Principal for all fund raising or other 

collections of fees or monies from students, parents, or other employees. Under no circumstances may 

employees solicit or distribute information during actual work time (their own or that of the employee 

being solicited) or in work areas.  

 

 

P. Proselytizing/Political Advocacy  
 

Employees are prohibited from advocating or teaching religious and political viewpoints during working 

hours in working areas in the presence of children, except as approved as part of the School curriculum.  
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Q. Personal Appearance and Dress Code  

 

The appearance of the entire staff is very important in presenting a neat, clean and professional 

environment and school. Wearing acceptable clothing, keeping fingernails at an appropriate length, etc., 

are necessary to maintain professional standards, and yet Erie Rise Leadership Academy Charter School 

recognizes the need for comfortable clothing for our teaching staff.  

The Erie Rise Leadership Academy has specific dress code days:  

 

Monday and Tuesday  

Business/job interview appropriate clothing.  

Men must where shirt and tie.  

Woman must wear dress or dress top with skirt or dress pants.  

 

Wednesday and Thursday  
Business Casual  

Men and women may wear collared shirts with dress/khaki pants.  

 

Friday – Dress Down  
Men and women may wear jeans with college shirt, or  

RISE Spirit and Pride school shirt.  

Sneakers may be worn.  

 

All clothing should be in good repair and clean. Some examples of acceptable clothing would be: pants, 

skirts, shirts, dresses, sweaters, culottes and sensible shoes (for safety reasons, heels over 2" not 

recommended). The following types of clothing are examples of, but not limited to, what is not 

acceptable: tube-tops, halter tops, cutoffs, shorts, shirts with unacceptable logos, torn or frayed clothing, 

tee-shirts, crop and mid-drift shirts, revealing clothing (tight fitting pants, sundresses with narrow or 

spaghetti straps worn without a sweater, low cut tops without proper tank tops underneath, any skirt 

length over 1" above the knee), sweat pants, running suits, flip-flops, and sneakers (except for physical 

education personnel).  

 

Please note that any body piercings aside from the typical ear piercings for females are not permitted. All 

other piercings that are visible for either males or females should be removed during school hours.  

 

R. Employee Parking  
 

Employees may park in any designated Erie Rise Leadership Academy Charter School parking area.  

 

S. Media and Public Contacts  
 

From time-to-time persons outside our School, especially representatives of the media may ask you for 

comments or information relative to our activities and business. In addition, some employees may have 

opportunities to speak to groups or organizations on topics related to our activities and business.  
 

This type of contact with the public and with the media is the responsibility of the CEO or Board 

President. Other employees, before speaking to the media or to any other persons outside this 

organization about our activities and business, must first receive authorization to do so from the CEO or 

Board of Trustees. All posted materials throughout the school must be approved by the C.E.O or his 

designee.     
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T. Family Visitation  
 

Erie Rise Leadership Academy Charter School encourages its staff members to share their lives and 

experiences with their students. To that end we encourage the sharing of special events with the children 

of staff members whenever appropriate. If you, or the school, are sponsoring an event to which you would 

like to bring your children, please submit a written request at least one week in advance of the event. All 

visitations by family members must be approved by the Principal. Additionally, if a family member 

wishes to volunteer in the schoolhouse Erie Rise Leadership Academy requires that clearances be in 

place.  

 

U. Small Appliances  
 

The presence of coffee pots and other similar small appliances is prohibited in classrooms. Additionally, 

hot beverages in the classroom should be in covered containers for safety.  

 

Each floor is allowed one portable refrigerator and one microwave oven. The locations of same are to be 

decided among the members of the grade group including specialists and resource room teachers. There is 

a microwave oven accessible to all staff members. All appliances must be unplugged when school is not 

in session for extended periods of ten (10) days or more.  

 
 

VII. LEAVES OF ABSENCE  
 

Family & Medical Leave  
 

The Family and Medical Leave Act (FMLA) provides eligible employees the right to take a leave of 

absence (generally unpaid) for a period of up to twelve (12) workweeks in any twelve (12) month period, 

have group health insurance continued during an FMLA leave and to be reinstated upon the completion of 

such leave.  

 

Eligibility for Leave  

 

Based on federal guidelines, in order to be eligible, you must meet three (3) requirements as of the date 

the leave would commence: (1) You must have been employed by the School for at least twelve (12) 

months; (2) You must have worked for the School for at least 1,250 hours during the twelve (12) month 

period immediately preceding the commencement of the leave.  

 

 

Qualifying Reasons for FMLA Leave  

 

If you meet the eligibility requirements as described above, you are entitled to FMLA leave for the 

following reasons:  

• Birth of your child and in order to care for a newborn child  

• Because of the placement of a child with you for adoption or foster care  

• To care for your spouse, child, or parent (not parent-in-law) who has a serious health condition  

• Because of a serious health condition that renders you unable to perform the functions of your job  

 

Serious Health Condition  

 

The term "serious health condition" is one of the most significant terms under FMLA. Currently, the term 

is defined to mean an illness, injury, impairment, or physical/mental condition that involves either—  
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(1) In-patient care (i.e., an overnight stay) in a hospital, hospice, or residential medical facility, or--  

 

(2) “Continuing treatment by a health care provider" not involving any inpatient care.  

 

"Continuing treatment" includes any one or more of the following:  

A period of incapacity of more than three (3) consecutive calendar days (and any subsequent treatment or 

period of incapacity relating to the same condition) that involves—  

 

(a) Treatment two (2) or more times by a health care provider  

 

(b) One (1) occurrence that results in a regimen of continuing treatment under the supervision of the 

health care provider.  

 

(c) Any period of incapacity due to pregnancy, or for prenatal care.  

 

(d) Any period of incapacity or treatment for such incapacity due to a "chronic serious health condition."  

 
 

Serious Health Condition (Cont’d)  

 

(e) Any period of incapacity which is permanent or long-term due to a condition for which treatment may 

not be effective. 

(f) Any period of absence to receive multiple treatments (including any period of recovery) by a health 

care provider for—  

 

• Restorative surgery after an accident or other injury  

 

• A condition that would likely result in a period of incapacity of more than three (3) consecutive calendar 

days in the absence of medical intervention or treatment.  

 

Substance Abuse  

 

Substance abuse may be considered a "serious health condition" if the conditions of this section are met. 

However FMLA leave may only be taken for the treatment of substance abuse. In other words, absence 

because of your use of a substance, rather than for the treatment of the illness, does not qualify for FMLA 

leave.  

 

 

Duration of Leave  

 

You may not take more than a total of twelve (12) workweeks of FMLA leave within any twelve (12) 

month period. Your entitlement to FMLA leave because of the birth of a child or the placement of a child 

with you for adoption or foster care expires at the end of the twelve (12) month period beginning on the 

date of the birth or placement. Any such FMLA leave must be concluded within the twelve (12) months 

unless state law, contractual agreement or School practice allows for a longer period of time.  

 

The "12 month period" is determined to be a "rolling" twelve (12) months measured backward from the 

date you use any FMLA leave.  
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Intermittent Leave or a Reduced Work Schedule  

 

You may take FMLA leave in twelve (12) consecutive weeks, may use the leave intermittently or under 

certain circumstances may use the leave to reduce the work week or work day, resulting in a reduced hour 

schedule. In all cases, the leave may not exceed a total of twelve (12) work weeks over the twelve (12) 

month period.  

 

The School may temporarily transfer an employee to an available alternative position with equivalent pay 

and benefits if the alternative position would better accommodate the intermittent or reduced schedule for 

you. The School and the employee must mutually agree to the schedule before you may take the leave 

intermittently or work a reduced hour schedule for child birth or placement of child for adoption or foster 

care.  

 

If you plan to take intermittent leave or work a reduced schedule due to a serious health condition, the 

medical certification must also include dates and the duration of treatment as well as a statement of 

medical necessity for taking intermittent leave or working a reduced work schedule.  
 

 

Thirty (30) Day Notice for FMLA Leave  

 

You must provide the School with at least thirty (30) days advance notice before FMLA leave is to begin 

if the need for leave is foreseeable based on an expected birth or placement of a child, or planned medical 

treatment for a serious health condition of you or a family member.  

If a thirty (30) days’ notice is not practicable, (such as lack of knowledge, medical emergency, or change 

in circumstances), notice must be given as soon as possible. You must also make a reasonable effort to 

schedule medical treatment so as not to unduly disrupt the School's operations, subject to the approval of 

the health care provider.  

 

If you fail to provide thirty (30) days’ notice when the need for leave was foreseeable, the School may 

deny FMLA leave until at least thirty (30) days after the notice was first given.  

 

Medical Certification  

 

Application for FMLA leave based on your serious health condition or that of a spouse, child or parent 

will require medical certification completed by the applicable health care provider.  

 

The certification must state:  

• The date on which the health condition commenced  

• The health care provider's best judgment as to the probable duration of the condition  

• The health care provider's best judgment as to the patient's present incapacity  

• Appropriate medical facts regarding the condition (such as the regimen of treatment prescribed, 

hospitalization requirements, etc.)  

 

If you are needed to care for a spouse, child, or parent, along with an estimate of the amount of time that 

your assistance will be needed.  

 

The School has a supply of the appropriate medical certification forms and if you are requesting FMLA 

leave due to a serious health condition you should obtain a copy of the form from the Human Resources 

secretary. It is your obligation to have the form completed by the health care provider, and to return the 

completed form to the Human Resources Manager.  
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The School may, through you, request subsequent re-certification of your or your family member's 

serious health condition on a reasonable basis. Such requests must be coordinated with the Human 

Resources Manager.  
 

Substitution of Paid Leave for FMLA Leave  

 

FMLA, by itself is unpaid leave; however, if you are receiving worker's compensation or other disability 

benefits, receipt of such benefits will run concurrently with FMLA leave. Furthermore, the School will 

require you to use all accrued earned time off days while on FMLA leave to the extent allowed by law. As 

a result, (1) at least part of your FMLA leave may be paid, and (2) you would thereby be prevented from 

enlarging annual leave entitlement by adding earned time off days to an approved twelve (12) week 

FMLA leave period.  

 

 

 

Benefits Coverage during Leave  

 

The School will continue to provide you with health insurance benefits for the full period of the approved 

leave. If you elect not to return to work at the end of the leave period, you will be required to reimburse 

the School for the cost of the premiums paid by the School for providing coverage during your leave, 

unless you cannot return to work because of a serious health condition or other circumstances beyond 

your control.  

 

 

Restoration of Employment  

 

Upon expiration of your FMLA leave, you must be restored to your old position or to a position with 

equivalent pay, benefits, and conditions of employment unless:  

 

• The circumstances are such that you would have lost the position even if FMLA has not been taken 

(e.g., layoff.).  

 

• You are not able to perform the essential functions of the position because of a physical or mental health 

condition.  

 

• You fail to present a certification by the health care provider stating that you are unable to return to 

work (under circumstances where the School lawfully requires such certification.)  

 

• The School proved the leave to be fraudulent.  

 

Failure to Return from Leave  

 

Your employment may be terminated immediately if you fail to return from FMLA leave after the twelve 

(12) week eligibility period, and you are not covered under another type of authorized leave.  
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Failure to Satisfy Medical Certification/Recertification Requirements  

 

If you fail to satisfy the medical certification/recertification requirements for leave under this policy, the 

School may not be obligated to grant you FMLA leave and once the fifteen (15) day period has elapsed, 

your absence may not be considered as FMLA protected.  

 

Application Procedure  

 

Application and Medical Certification forms for FMLA may be obtained from the Administrative 

Assistant/HR, who is responsible for the administration of this program.  

In order to make application for this leave; you must complete the Employee Request Form. Your 

attending physician must complete the Certification of Health Care Provider. Both of these completed 

documents must be returned to the Administrative Assistant/HR within fifteen (15) days from the 

letterhead date that accompanies these documents when they are given or sent to you.  

 

Application Procedure (Cont’d)  

 

Once these completed documents are returned to the Administrative Assistant and reviewed by the 

Human Resources Manager or their designee, you will receive written notification of your 

approval/disapproval for this leave within three (3) days of receipt.  

 

If approved for this leave, your first day of the approved leave period will coincide with your first full day 

or partial day of absence.  

 

Maternity Leave  

 

A paid maternity leave of six (6) or eight (8) weeks, in the case of a Cesarean section delivery, is granted 

to facilitate the recovery of the birth mother. The maternity leave pay will commence at the birth of the 

child. If the employee needs to be written out, as a medical necessity by their physician, the employee 

may apply for an unpaid FMLA leave. To qualify for paid maternity leave, the employee must have been 

employed for at least twelve (12) months prior to the commencement of the requested leave.  

 

Military Leave and Benefit Rights under USERRA and PA Military Leave of Absence Law  

 

The Uniformed Services Employment and Reemployment Rights Act (USERRA)  

 

USERRA protects the job rights of individuals who voluntarily or involuntarily leave employment 

positions to undertake military service or certain types of service in the National Disaster Medical 

System. USERRA also prohibits employers from discriminating against past and present members of the 

uniformed services, and applicants to the uniformed services.  

 

PA Military Leave of Absence Law  

 

The Pennsylvania Military Leave of Absence law prohibits employers from discriminating against 

individuals who are members of the National Guard or one of the other reserve components of the United 

States armed forces, or who are called to active state duty by the governor during an emergency or as 

otherwise authorized by law, or called to active duty by the federal government.  
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Re-employment Rights  

 

You have the right to be re-employed in your civilian job if you leave that job to perform service in the 

uniformed service and you meet all of the following qualifications:  

• You ensure that the School receives advance written or verbal notice of your service as soon as you 

know you will be performing military service.  

• You have five years or less of cumulative service in the uniformed services while with the School.  

• You return to work or apply for re-employment in a timely manner after conclusion of service.  

• You have not been separated from service with a disqualifying discharge or under other than honorable 

conditions.  

 
Re-employment Rights (Cont’d)  

 

If you are eligible to be re-employed, you must be restored to the job and benefits you would have 

attained if you had not been absent due to military service or, in some cases, a comparable job.  

 

Right to be Free from Discrimination and Retaliation  

 

The School will not discriminate against any person who is a past or present member of the uniformed 

service, has applied for membership in the uniformed service, or is obligated to serve in the uniformed 

service, because of such status. The protection against discrimination will extend to initial employment, 

reemployment, retention in employment, promotion, and any benefit of employment because of this 

status.  

 

In addition, the School will not retaliate against anyone asserting protection afforded under USERRA or 

assisting in the enforcement of USERRA rights, including testifying or making a statement in connection 

with a proceeding under USERRA, even if that person has no service connection. If you believe that you 

have been discriminated against or harassed because of your military service, or have witnessed such 

discrimination or harassment, you can make a report as set forth in the Harassment Policy set forth in this 

Handbook.  

 

Health Insurance Protection  

Right to Election of Continuing Coverage  

 

i. If you leave your job to perform military service as covered by USERRA, you have the right to elect to 

continue your existing employer-based health plan coverage for you and your dependents. The maximum 

period of coverage for you and your dependents is the lesser of the 24-month period beginning on the date 

on which your absence begins, or the day after the date on which you fail to apply for or return to a 

position of employment. If you elect to continue coverage, you will pay the same cost as the employer's 

cost for the first 30 days of military service, and you will pay no more than 102% of the employer's cost 

after the first 30 days of military service.  

 

ii. If you are covered by the Pennsylvania Military Leave of Absence Law, you may have additional 

rights in connection with your health insurance.  
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Electing Continuing Coverage  

 

If you elect to continue your health plan coverage in accordance with paragraph 5.a.i., you must do so 

within 60 days of the date on which your absence to perform military service begins. Election of 

continued coverage does not preclude you from electing COBRA coverage, which is also discussed in this 

handbook.  

 

If you want to elect to continue your health plan coverage under paragraph 5, a, h, you must notify HR 

within 60 days. The notice must be in writing and mailed or delivered in person to the HR Manager to the 

following address— 

 

Contact Information 

                                                      Erie Rise Leadership Academy Charter School 

                                                      Attention: Human Resources Manager 
                                                      2501 Plum Street 

                                                      Erie, PA  16502 

 

If you fail to make timely premium payments, coverage may be terminated. Once you have provided 

notice that you wish to continue coverage, the company will advise you of the cost of coverage and when 

and how payments must be made.  

 

In order to protect your rights, you should inform Human Resources of any changes in your address. You 

should also keep a copy for your records of any notices you send to Human Resources.  

 

Not Electing Coverage—Rights at the Time of Reinstatement  

 

Even if you do not elect to continue coverage during your military service, you have the right to be 

reinstated in the School's health plan when you are re-employed, generally without any waiting periods or 

exclusions (e.g., pre-existing condition exclusions) except for service-connected illnesses or injuries.  

 

Other Benefit Rights Under USERRA  

Pension Plan  

 

If the School's pension plan is covered by USERRA, you will be treated as not having incurred a break in 

service with the School. Your military service will be considered as service with the company for vesting 

and benefit accrual purposes, and the School is liable for funding any resulting obligation. To the extent 

that you repay employee contributions upon reemployment with the School, you are entitled to accrued 

benefits from those contributions. Your repayment of employee contributions can be made over three 

times the period of military service but no longer than five years.  

 

For purposes of determining your contributions or the School's obligation, your compensation during the 

period of your military service will be based on the rate of pay you would have received from the School 

but for your absence during the period of service. If your compensation was not based on a fixed rate or 

the determination is not reasonably certain, your compensation during the period of service is computed 

on the basis of your average rate of compensation during the 12-month period immediately precedes such 

period, or, if shorter, the period of employment immediately preceding such period.  

 

Other Benefits  
Once you return to work, the position you return to may not necessarily be the same job you held before 

your military service, particularly if you would been promoted, demoted, transferred, or laid off with 

reasonable certainty had you not been absent. You are also entitled to participate in any rights and 
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benefits not based on seniority that are available to employees on nonmilitary paid or unpaid leaves of 

absence, and that became effective during your service. Contact the Human Resources Manager  for 

more information or questions about Military Leave.  

 

Bereavement Leave  

 

If you need to take time off due to the death of a family member you should complete an Absence Form 

or notify the Human Resources Manager immediately. Funeral leave will follow closely the policy of the 

Erie School District with some small differences. For an immediate member of the family (parents 

(including step parents), siblings, marriage partner, parents-in-law, seven consecutive days with one of 

seven being the day of the funeral will be given. In other cases, beginning with the day following the 

death, for grandmother, grandfather, grandson, granddaughter, son-in-law, daughter-in-law—absence will 

be allowed with pay through the day of the funeral (not to exceed seven days). In all other cases of death 

of a near relative (first cousins, aunt, uncle, niece, nephew, brother-in-law, sister-in-law), an employee 

will be paid for absence on the full day necessary to attend the funeral.  

Bereavement pay is calculated based on your base rate of pay at the time of the leave and will not include 

any overtime or special forms of compensation.  

 

Should you require more leave than is outlined, your personal/sick days account will be charged or the 

leave will be unpaid. Any additional time off requires Human Resources Managerapproval.  

 

VIII. EMPLOYEE CONDUCT AND DISCIPLINARY ACTION 

 
Standards of Conduct  

 

To ensure orderly operations and provide the best possible work environment, the School expects you to 

follow rules of conduct that will protect the interests and safety of all employees and the School. Each 

employee is a reflection of Erie Rise Leadership Academy. Be friendly to all staff, students and visitors. 

We are the models for student behavior. All children will address adults by their title and last name (e.g. 

Mr. Myers). Whereas we encourage all adults (parents, teachers, staff, Administrators) to address one 

another by titles and last names. This will ensure that all adults are regarded equally. As each child 

belongs to each of us, please help supervise the building at all times.  

 

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The 

following are examples of infractions of rules of conduct that may result in disciplinary action, up to and 

including termination of employment:  

 

a) Verbal or physical abuse of students or guests  

b) Endangering the well-being or safety of students, employees or guests  

c) Theft or embezzlement  

d) Acts involving dishonesty or breach of trust, such as fraud  

e) Conviction of a felony  

f) Working for a competitor or establishing a competing business  

g) Possession, selling or use of illegal substances while on School premises or while on duty  

h) Violation of the School's Substance Abuse Policy/Rules  

i) Falsification of School or employment records  

j) Abuse, destruction, waste or unauthorized use of equipment, facilities, materials, or programs  
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k) Inappropriate demeanor with parents or other staff members  

l) Insubordination - refusing to follow the direction of your supervisor or other disrespectful conduct 
toward any supervisor  

m) Unacceptable job performance  

n) Altercations with any employee or guest  

o) Unexcused absenteeism/tardiness  

p) Sleeping while on duty  

q) Failure to comply with regulatory requirements or safety rules and regulations  

r) Traffic violations while operating a School vehicle  

s) Violation of student, parent, or employee confidentiality  

t) Failure to provide honest and accurate information to a supervisor or responsible agent of the Board of 
Trustees  

u) Possession, use and distribution of dangerous or unauthorized materials, such as explosives, firearms, 
knives or other dangerous weapons while on duty or on School premises  

v) Smoking on School grounds or during hours of work  

w) Any conduct on or off the job which the Board in its sole discretion believes will adversely affect the 

image of the School  

x) Administration of corporal punishment  

y) Other violations of School policies  

z) Any offensive speech, including crude talk, vulgar language, or swear words, should not be a part of 

the schoolhouse.  

 

Absence and Lateness  

 

Your record of unexcused absences and tardiness should be of extreme importance to every employee. 

This record is given consideration in connection with your performance reviews,unexcused absences 

and/or tardiness that are not authorized under Family Medical Leave Act or as a reasonable 

accommodation under the Americans with Disabilities Act or by any other statutory requirement, (e.g., 

jury duty), may jeopardize your continued employment.  

 

Problem Resolution  

 

The School is committed to providing the best possible working conditions for its employees. Part of this 

commitment is encouraging an open and frank atmosphere in which any problem, complaint, suggestion, 

or question receives a timely response from the School's directors.  

 

The School strives to ensure fair and honest treatment of all employees. Supervisors and employees are 

expected to treat each other with mutual respect. Employees are encouraged to offer positive and 

constructive criticism.  

 

It is the expectation of the ERLACS that all employees will practice self-discipline and meet all 

performance goals. Should an employee fail to meet the standards set by the school, ERLACS will 

provide the coaching, counseling, and in some cases, discipline necessary to assist the employee. It is the 

goal of ERLACS to help all employees to succeed, not fail. 

 

Not every problem can be resolved to everyone's total satisfaction, but only through understanding and 

discussion of mutual problems can employees and leadership develop confidence in each other. This 

confidence is important to the operation of an efficient and harmonious work environment.  

No employee will be penalized, formally or informally, for voicing a complaint with the School in a 

reasonable, business-like manner or for contacting HR with a problem. Any employee can visit, call (814-
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812-3026), or email HR if necessary.The Board of Trustees recognizes its responsibility to keep its 

employees informed as to their rights, privileges, protection and obligations under the Whistle Blower Act 

which was enacted to protect employees from the retaliatory action of an employer or an agent of the 

employer for disclosing policy, providing information, or objecting to an activity which the employee 

reasonably believes is in violation of a law.  
 

Drug and Alcohol Use  

 

Our School complies with the Federal Drug-Free Workplace Act. Part of that law requires that we make 

everyone aware of our policy on drug use and alcohol abuse. Simply stated, this policy provides that no 

employee is permitted to use, manufacture, dispense or possess illegal drugs or controlled substances on 

the job or on School premises. Additionally, no employee is permitted to work under the influence of 

alcohol, non-prescription drugs or improperly used prescription drugs. Any employee who has an 

accident during working hours (both regular and extracurricular), will be subject to drug testing at the 

discretion of the Human Resources Manager.  

 

Even beyond our duties under the law, it is important that we adhere to and enforce this policy because of 

our commitment to provide a safe workplace. Our policy will help protect you, your fellow employees, 

our clientele and the general public. We ask for and expect your full support. Compliance with our 

substance abuse policy is a condition of employment.  

 

The School recognizes that substance abuse is a medical problem, which can be successfully treated and 

will assist employees who request help with drug and/or alcohol dependency. An employee's decision to 

seek assistance will not be used as a basis for disciplinary action. In instances where it is necessary, a 

leave of absence may be granted for treatment or rehabilitation for alcoholism and/or drug dependency. 

The personal use, sale, transfer or possession of alcohol or illegal drugs or paraphernalia on School 

property or vehicles is strictly prohibited. This prohibition extends to all vehicles located on School 

property.  

 

Any employee bringing illegal or non-prescribed drugs and/or alcoholic beverages on our premises, or 

using, selling, or dispensing of such items on our premises will be subject to disciplinary action which 

may include the employee's termination of employment.  

 

The School strictly prohibits any employee from being at work under the influence of alcohol or illegal 

drugs. Any employee reporting to work under the influence of alcohol, drugs, or other intoxicating 

substances will not be permitted to work his/her assigned shift. Should an employee be discovered under 

the influence of alcohol, drugs, or other intoxicating substances while on duty, the employee will be 

relieved of his/her assigned tasks and asked to leave the premises. The administrator must make 

documentation of all such incidents and file a copy in the employee's personnel record.  

 

Under suspension of substance abuse the following will take place—  

 

− Employees will be tested whenever reasonable cause exists to believe that an employee may be under 

the influence of, or using, alcohol or drugs.  

− Any employee who must use a prescribed drug or narcotic during his/her assigned shift may not report 

to work in an impaired state and must immediately report any inability to safely perform his/her job to an 

Administrator.  

− The School may conduct a reasonable search for illegal drugs and alcohol on School premises. 

Employees are expected to cooperate in such searches. An employee's refusal to consent may result in 

disciplinary action, including termination.  
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− It is the duty of an employee of the School to notify the Principalof any criminal drug conviction for a 

violation occurring in the workplace within five (5) days of the conviction.  

 

Drug and Alcohol Use (Cont’d)  

 

− All bus drivers and bus personnel will submit to drug testing at the beginning of each school 

year. All employees will be subject to random drug and alcohol testing. All positive drug and 

alcohol tests will result in immediate discipline up to and including termination.  
 

Harassment  

 

The School is committed to providing a work environment that is free from all forms of discrimination 

and conduct that can be considered harassing, coercive, or disruptive, including sexual harassment. 

Actions, words, jokes or comments based on an individual's sex, race, color, national origin, age, religion, 

disability, sexual orientation or any other legally protected characteristic will not be tolerated. This policy 

applies to all employees and any individuals engaging in a business relationship with the School such as 

customers and vendors.  

 

Harassment can be physical and/or psychological in nature. An aggregation of a series of incidents can 

constitute harassment even if one (1) of the incidents considered on its own would not be harassing.  

Harassment can involve males or females being harassed by members of either sex. Although sexual 

harassment typically involves a person in a greater position of authority as the harasser, individuals in 

positions of lesser or equal authority also can be found responsible for engaging in prohibited harassment. 

Consensual sexual or romantic relationships between employees are deemed unwise and are strongly 

discouraged if one employee has supervisory authority over the other employee.  

 

Harassment includes but is not limited to: 

 

− Verbal comments (such as derogatory statements) that are unwelcomed, deliberate, repeated and/or 

unsolicited.  

− Visual conduct (such as derogatory and/or sexually oriented posters, photography, cartoons, drawings 

or gestures).  

− Gestures or physical actions (such as touching, patting, or pinching) of a sexual nature towards another 

individual.  

− Demands or pressure for sexual favors or sexual activity by another individual as a condition of 

continued employment or to avoid some other loss.  

− Explicit or implicit promise of preferential treatment in return for sexual favors or sexual activity 

regarding an individual's employment status.  

− Personnel action that is taken, recommended, or refused because of an employee's or candidate's 

rejection of sexual favors, advances, or activity.  

− Exercising (actual or attempted) the power of authority of one's position to control, influence, or affect 

the career, salary, job or other employment condition of an employee or candidate in exchange for sexual 

favors.  

− Unreasonable interference with an employee's work performance for the sole purpose of harassment.  

− Creating an environment for an individual that is hostile, intimidating, or offensive, even if the 

individual affected is not the individual being harassed.  

− Retaliation of any nature to an individual for having reported or threatened to report harassment.  
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Resolution Procedures  

 

An employee can often stop or prevent harassment by immediately and directly expressing his/her 

disapproval of an individual's sexually oriented attention or conduct. Any employee, regardless of 

position, who has a complaint of or who witnesses harassment at work by anyone, including supervisors, 

employees or even non-employees, has a responsibility to immediately bring the matter to the School's 

attention. In any case, employees should report all incidents of harassment or inappropriate sexual 

conduct to an Administrator. The employee should contact any member of the Administrative team.  

The School will investigate all complaints promptly and take steps to eliminate any unlawful harassment 

in many cases, an Administrator's warning to an alleged harasser, combined with appropriate follow-up 

supervision and monitoring of the employee's behavior might be sufficient to prevent or stop the 

harassment.  

 

To enable a formal investigation into an alleged violation of this policy, an employee must file a written 

complaint with any member of the Administrative team. Complaints should be filed as soon as possible 

after an incident of alleged sexual harassment. To ensure the prompt and thorough investigation of a 

harassment complaint, the complainant should provide as much of the following information as is 

possible:  

 

− The name, department, and position of the person or persons allegedly causing the harassment  

− A description of the incident(s), including the date(s), location(s), and the presence of any witnesses  

− The alleged effect of the incident(s) on the complainant's position, salary, benefits, promotional 

opportunities, or other terms and conditions of employment  

− The steps the complainant has taken to try to stop the harassment; and  

− Any other information the complainant believes to be relevant to the harassment complaint.  

 

The School will thoroughly investigate each and every claim of harassment The School will meet with the 

complaining employee to discuss the results of the investigation and, where appropriate, review the 

proposed resolution of the matter. If an investigation confirms that unlawful harassment has occurred, the 

School will take corrective action, including such discipline up to and including immediate termination of 

employment, as is appropriate. In addition, if the School determines that an employee has filed a false 

and/or frivolous claim of harassment, the School will take disciplinary action, up to and including 

immediate termination of employment.  
 

Complaints of harassment will be kept as confidential as possible. Information will be released only on a 

"need to know" basis, and the School will subject no employee to retaliation because he/she has reported 

what he/she believes in good faith to be an incident of harassment.  

 

Workplace Violence Prevention  

 

The School is committed to preventing workplace violence and to maintaining a safe work environment 

Given the increasing violence in society in general, the School has adopted the following guidelines to 

deal with intimidation, harassment, or other threats of (or actual) violence that may occur during business 

hours or on its premises.  

 

All employees should be treated with courtesy and respect at all times. Employees are expected to refrain 

from fighting, "horseplay," or other conduct that may be dangerous to others. Firearms, weapons and 

other dangerous or hazardous devices or substances are prohibited on the premises of the School without 

proper authorization.  

 



42 
 

Conduct that threatens intimidates or coerces another employee, a client, or a member of the public at any 

time, including off-duty periods on the School's property, will not be tolerated. This prohibition includes 

all acts of harassment, including harassment that is based on an individual's sex, race, age, sexual 

orientation or any characteristic protected by federal, state, or local law.  

 

All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to an 

Administrator or the Principal. This includes threats by employees, as well as threats by customers, 

vendors, solicitors, or other members of the public. When reporting a threat of violence, you should be as 

specific and detailed as possible. There may be occasions when a threat is one of imminent and severe 

violence and there is insufficient time or an ability to notify such individuals. In that case, you should call 

911 to report an emergency situation requiring police response.  

 

All suspicious individuals or activities should also be reported as soon as possible to an Administrator or 

thePrincipal. Do not place yourself in peril. If you see or hear a commotion or disturbance near your 

workstation, do not try to intercede or see what is happening.  

 

The School will promptly and thoroughly investigate all reports of threats of (or actual) violence and of 

suspicious individuals or activities. The identity of the individual making a report will be protected as 

much as is practical. In order to maintain workplace safety and the integrity of its investigation, the 

School may suspend employees, either with or without pay, pending investigation.  

 

Anyone determined to be responsible for threats of (or actual) violence or other conduct that is in 

violation of these guidelines will be subject to prompt disciplinary action up to and including termination 

of employment.  
 

The School encourages you to bring disputes or differences with other employees to the attention of an 

Administrator or the HR manager before the situation escalates into potential violence. The School is 

eager to assist in the resolution of employee disputes, and will not discipline employees for raising such 

concerns.  

 

IX. DAY-TODAY PROCEDURES AND PRACTICES 

 
Academic Interventions  

 

For students struggling in their academic program, there must be a series of interventions which have 

been attempted prior to referring the student for special education services. These interventions must be 

documented in writing and presented with referral documentation should it be deemed necessary. If after 

implementing interventions, the student shows no improvement or is unable to sustain independent 

functioning without the intervention, please complete the special education referral packet and proceed as 

outlined.  

 

 

 

Academic Records  

 

All academic records must be submitted and maintained in accordance with administrative directives.  
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Bulletin Boards  

 

Student work exhibited on bulletin boards must be "display quality." Please keep your bulletin boards 

current. They should be changed at least once per marking period.  

 

Certification  

 

Ail certifications must be kept up to date and kept on file in the office.  

 

Chain of Command  

 

(Instructional Staff) Classroom Aide -> Classroom Teacher -> Lead Teacher-* 

CEO/Principal/COSPC -» Board of Trustees (Other Staff) Clerical Staff or Food Service Staff -» 

CEO/Principal/COSPC -> Board of Trustees  

 

Check Requests  

 

When a check is required as a deposit or as payment for a trip, a Check Request Form is to be completed 

and submitted to Human Resources. Forms should be submitted at least 48 hours in advance.  

 

Communication with Parents  

 

Every family is to receive a phone call or a written communication at least once a month. Please be 

mindful of names and relationships of parents/guardians. This will strengthen our community. It is always 

a plus when you can call home with good news or just to touch base. Make every effort to have updated 

contact information at all times. Let the office know if you receive updated or changed information.  

 

Correspondence  

 

All correspondence that is sent home to families must be approved by lead teachers. Lead teachers should 

confer with the Principal or Director of Special Education as to what is appropriate. Grade-wide 

correspondence should be universal.  

 

Discipline  

 

Respectful classroom habits and Restorative Practices must be followed by the whole I learning 

community. All staff members are expected to model positive habits and respectful speech in their 

interactions with each other, students and community members. Faculty always takes the motto, "for the 

children's sake" and schoolhouse relationships are a primary concern. We communicate these values to 

the students, through modeling, gentle discussions about respect and by building a caring atmosphere in 

each classroom and office.  

 

Teachers should request support from administration in their restorative practices, involve parents, and 

other community members. Continuing issues should also be addressed with the directors.  

Responsive classroom and positive behavior supports and interventions must be followed by everyone. 

All staff members are expected to institute positive methods of interaction with all students. Your 

relationship with students, classroom climate and instructional program are the first line of defense 

against disciplinary problems.  
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Communicating high expectations to students makes them feel valued. After basic interventions tailored 

to the student have been exhausted, seek support through parents, team members or administration as 

needed.  

 

Chronic behaviors can be addressed directly with administration. Restorative Practices will be utilized to 

resolve conflict and homework issues. We anticipate the need for little homework. Reading will be 

assigned each night for appropriate ages.  

 

Grades  

 

Grades will not be used until tenth grade, at which time students will need to begin demonstrating a 

measurable GPA for college entrance if desired.  

 

Trimester Reports  

 

Interim progress reports will be sent home at mid-semester. Dates will be provided throughout the year. 

All students are to receive an interim report at the middle of the first trimester. Each teacher will 

determine the need for interim reports on an individual basis for the second and third trimesters. Any 

student in danger of failing or showing significant negative change in academic performance must receive 

an interim regardless of the trimester. All reporting will be done in a narrative way.  

 

Lesson Plans and Plan Binder/Book  

 

Lesson plans are to be completed no later than Friday for the subsequent week. They must contain 

relevant learning objectives, materials needed and clear procedures. Planning should be done with your 

team and reflect pacing and school-wide schedules. Lesson plans should be approved weekly by lead 

teachers. Resource room teachers should have plans approved by the coordinator. Special Education 

teachers are to submit plans to the Director of Special Education. The binder/plan book should be readily 

available and on your desk at all times. Plans are to be submitted to the Director of Special Education. 

The binder/plan book should be readily available on your desk at all times.  

Included in your lesson plan book/binder should be a basic overview of classroom procedures, including 

recording attendance, and any anecdotal student information a substitute would need in order to have a 

successful day. A substitute should be able to pick up where you left off instructionally. Your lesson plans 

must be complete and accurate.  

 

Erie Rise Leadership Academy Email  

 

This email should be used for all Staff members are required to check their Erie Rise Leadership 

Academy Charter School email at least once a day. During the summer months, this email should be 

checked at least once a week.  

 

Petty Cash Reimbursement  

 

Amounts of $20.00 or less may be submitted to Human Resources with an Expense Reimbursement 

Form. Receipts should be submitted in an envelope with the teacher's name and room number. 

Reimbursements will be made within 2 weeks of submission. Amounts greater than $20.00 must be 

accompanied by the aforementioned form. Expenditures must be approved by an administrator prior to 

making the purchase.  
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Recycling  

 

Each classroom should have a recycling crate.  

 

Roll Books  

 

Attendance must be entered and coded in MMS, in the roll book as a hard copy and on the Office School 

Computer Network (SDN) sheet on a daily basis. If a student is absent for three consecutive days, call 

their home and ask after them. Be mindful that a doctor's note is also required at this point chronic 

absenteeism or lateness should be reported to Nicolle Hutchinson via email. Parents have 3 days to submit 

an absence note after which time the absence is to be coded as parental neglect.  

 

Student Files 

 

Each teacher should maintain individual student files in which information pertaining to the student 

should be kept .This includes, but is not limited to, notes from home, work samples, anecdotal notes and 

any other information you deem important. All teachers, including specialty teachers should maintain 

anecdotal logs for students who exhibit problem behaviors.  

 

Protocols for permanent student information are provided with end of the year procedures. Anecdotal 

notes should contain only FACTUAL information. Please read over anything you write about a student to 

be sure that it contains no emotional bias.  

 

School Materials  

 

Please track which books are issued to each student.  

 

Trips  

 

Trips should be educational and/or cultural in nature. New trips must be approved by the administration. 

There should be at least one trip per marking period planned as far in advance as is feasible. The trip 

coordinator is responsible for completing and submitting the Trip Notification Form to the front office. 

They are also responsible for collecting accurate funds and submitting them to Mrs. Friedman. Student 

trip permission slips must be approved by administration. All students must attend these functions. Make 

all attempts to obtain parental permission and fees. Problems should be referred to the Principal/DOE or 

DOD. There must be at least a 1 to 10 adult to student ratio for any trip.  

 

Uniforms 

 

All staff members are responsible for enforcing the student uniform. Refer to student uniform policy on 

website or in teacher packet for Student uniform details. Classroom teachers are responsible for writing 

violation notices. After three unheeded violations, forward student information to the Principal/DOE via 

email.  

 


