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PUBLIC SCHOOLS
Agenda Item: IV G: Action Item
Date: December 14, 2023
To: Magnolia Educational & Research Foundation dba Magnolia Public Schools (“MPS”) Board of
Directors (the “Board”)
From: Alfredo Rubalcava, CEO & Superintendent
Staff Lead(s): Fiorella Del Carpio, Chief People Officer
RE: Approval of Updated 2023-24 MPS Employee Handbook

1. Action Proposed:

I move that the Board approve the updated 2023-24 Employee Handbook as presented with an
effective date of January 1, 2024.

2. Background:

The MPS HR Department worked with legal counsel, Young Minney and Corr (“YM&C”) to

revise the handbook to be compliant with labor codes and regulations which is becoming effective
January 1, 2024.

3. Analysis:

Below are the summary of changes in the employee handbook.

1 Payroll withholdings (pg 26): MPS will provide the employee with a written notice which
describes the wage overpayment and will afford the employee an opportunity to respond
before commencing any recoupment action. If the employee disputes the wage overpayment,
the school shall initiate a legal action to validate the overpayment before proceeding with
recoupment.

[l Reproductive loss leave (pg 49): all employees who have worked for the school for at least 30
days shall be eligible to take up to 5 days of leave upon the employee experiencing a
reproductive loss event. A reproductive loss event includes any failed adoption, failed
surrogacy, miscarriage, stillbirth, or unsuccessful assisted reproduction.

4. Budget Implications: There are no budget implications.

5. Exhibits:

Tl Appendix 1: Updated 2023-24 MPS Employee Handbook (clean)
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ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK

PLEASE READ THE EMPLOYEE HANDBOOK AND SUBMIT A SIGNED COPY OF THIS STATEMENT TO
THE PRINCIPAL.

EMPLOYEE NAME:

| ACKNOWLEDGE that | have received a copy of the Employee Handbook. | have read and
understood the contents of the Handbook, and | agree to abide by its directions and procedures.
| have been given the opportunity to ask any questions | might have about the policies in the
Handbook. | understand that it is my responsibility to read and familiarize myself with the policies
and procedures contained in the Handbook. | also understand that if | am ever unclear on any
language, or policies and procedures in this Handbook, it is my responsibility to seek clarification
from the School.

| understand that the statements contained in the Handbook are guidelines for employees
concerning some of the School’s policies and benefits and are not intended to create any
contractual or other legal obligations or to alter the at-will nature of my employment with the
School. In the event | do have an employment contract which expressly alters the at-will
relationship, | agree to the foregoing except with reference to an at-will employment status.

| understand that except for employment at-will status, any and all policies or practices can be
changed at any time by the School.

| understand that other than the CEO or the CEO designee, no person has authority to enter into
any agreement, express or implied, for employment for any specific period of time, or to make any
agreement for employment other than at-will. Only the CEO has the authority to make any such
agreement and then only in writing.

Employee’s Signature: Date:

Please review this Handbook carefully and acknowledge your receipt and
understanding of it in Human Resources Information System.
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Magnolia Public Schools

The Vision

Graduates of Magnolia Public Schools (“MPS”) are scientific thinkers who contribute to the global
community as socially responsible and educated members of society.

The Mission

MPS provides a college preparatory educational program emphasizing science, technology, engineering,
arts, and math (STEAM) in a safe environment that cultivates respect for self and others.

Core Values

MPS has identified the following core values which are reinforced through its Life Skills curriculum,

student learning outcomes (SLOs), and all school activities:

= Excellence
= [nnovation
= Connection

Locations

Magnolia Science Academy-1

18238 Sherman Way, Reseda, CA 91335

(818) 609-0507

Magnolia Science Academy-2

17125 Victory Blvd., Van Nuys, CA 91406

(818) 758-0300

Magnolia Science Academy-3

1254 East Helmick St., Carson, CA 90746

(310) 637-3806

Magnolia Science Academy-4

11330 W Graham Place, Los Angeles, CA
90064

(310) 473-2464

Magnolia Science Academy-5

18238 Sherman Way, Reseda, CA 91335

(818) 705-5676

Magnolia Science Academy-6

745 S Wilton PI, Los Angeles, CA 90005

(310) 842-8555

Magnolia Science Academy-7

18355 Roscoe Blvd., Northridge, CA 91325

(818) 221-5328

Magnolia Science Academy-8 (Bell)

6411 Orchard Ave, Bell, CA 90201

(323) 826-3925

Magnolia Science Academy-San
Diego

6525 Estrella Ave., San Diego, CA 92120

(619) 644-1300

Magnolia Science Academy-Santa
Ana

2840 W 1% St., Santa Ana, CA 92703

(714) 479-0115




INTRODUCTION

This Handbook summarizes the Magnolia Public Schools’ (hereinafter referred to as “MPS” or “School”)
personnel policies applicable to all employees. Please review these policies carefully. If employees have
any questions about the policies outlined in this Handbook, or if they have any other personnel related
guestions, whether related to policies specifically addressed in this Handbook or not, please consult the
MPS Home Office (“MERF”) Human Resources Department.

This Handbook is intended only as a guide to the School’s personnel policies, outlining and highlighting
those policies and practices. It is not, therefore, intended to create any expectations of continued
employment, or an employment contract, express or implied. This Handbook supersedes any previously
issued handbooks, policies, benefit statements and/or memoranda, whether written or verbal, including
those that are inconsistent with the policies described herein.

With the exception of the at-will employment status of its employees, the School reserves the right to
alter, modify, amend, delete and/or supplement any employment policy or practice (including, but not
limited to, areas involving hiring policies and procedures, general workplace policies, hours of work,
overtime and attendance, standards of conduct, employee benefits, employment evaluation and
separation) with or without notice to you. Only the Chief Executive Officer (“CEO”) of MPS, with the
express written approval of the Board of Directors, may alter the at-will employment status of any of its
employees.

After reviewing this Handbook, please e-sign the employee acknowledgement form in the Human
Resource Management System Employee Self Service Portal. This signed acknowledgement
demonstrates to the School that the employee has read, understood and agrees to comply with the
policies outlined in the Handbook.



CONDITIONS OF EMPLOYMENT
Equal Employment Opportunity Policy

MPS is an equal opportunity employer. It is the policy of the School to afford equal employment and
advancement opportunity to all qualified individuals without regard to:

e Race (including traits historically associated with race, such as hair texture and hairstyle, including
but not limited to braids, locks, and twists);

e Color;

e Gender (including gender identity, gender expression, and transgender identity, whether or not
the employee is transitioning or has transitioned);

e Sex (including pregnancy, childbirth, breastfeeding, and medical conditions related to such);

e Sex stereotype (including reproductive health decision making, an assumption about a person's

appearance or behavior, gender roles, gender expression, or gender identity, or about an

individual's ability or inability to perform certain kinds of work based on a myth, social

expectation, or generalization about the individual’s sex);

Religious creed (including religious dress and grooming practices);

Marital/registered domestic partner status;

Age (forty (40) and over);

National origin or ancestry (including native language spoken and possession of a driver’s license

issued to persons unable to prove their presence in the U.S. is authorized by federal law);

Physical or mental disability (including HIV and AIDS);

Medical condition (including cancer and genetic characteristics);

e Taking of a leave of absence pursuant to the Family Medical Leave Act (“FMLA”), Pregnancy

Disability Leave (“PDL”) law, Americans with Disabilities Act (“ADA”), California Family Rights Act

(“CFRA”), or the Fair Employment and Housing Act (“FEHA”), or laws related to domestic violence,

sexual assault and stalking;

Genetic information;

Sexual orientation;

Military and veteran status; or

Any other consideration made unlawful by federal, state, or local laws.

This policy extends to all job applicants and employees and to all aspects of the employment relationship,

including the hiring of new employees and the training, transfer, promotion, discipline, termination,

compensation and benefits of existing employees.

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a
disability, the School will make reasonable accommodations for the known physical or mental limitations
of an otherwise qualified individual with a disability who is an applicant or an employee unless undue
hardship would result.

Any applicant or employee who requires an accommodation in order to perform the essential functions
of the job should contact a School representative with day-to-day personnel responsibilities and request
such an accommodation. The individual with the disability should specify what accommodation he or
she needs to perform the job, or if unknown, what job duties the disability impairs. MPS will then conduct
an investigation to identify the barriers that interfere with the equal opportunity of the applicant or
employee to perform the job. MPS will identify possible accommodations, if any, that will help eliminate
the limitation. If the accommodation is reasonable and will not impose an undue hardship, the School
will make the accommodation.



At-Will Employment

Except if stated expressly otherwise by employment contract, it is the policy of the School that all
employees are considered “at-will” employees of the School. Accordingly, either the School or the
employee can terminate this relationship at any time, for any reason, with or without cause, and with or
without advance notice.

Nothing contained in this Handbook, employment applications, School memoranda or other materials
provided to employees in connection with their employment shall require the School to have “cause” to
terminate an employee or otherwise restrict the School’s right to release an employee from their at-will
employment with the School. Statements of specific grounds for termination set forth in this Handbook
or elsewhere are not all-inclusive and are not intended to restrict the School’s right to terminate at-will.
No School representative, other than the Board of Directors or its designee, is authorized to modify this
policy for any employee or to make any representations to employees or applicants concerning the terms
or conditions of employment with the School that are not consistent with the School’s policy regarding
“at-will” employment.

This policy shall not be modified by any statements contained in this Handbook or employee
applications, School memoranda, or any other materials provided to employees in connection with their
employment. Further, none of those documents whether singly or combined, or any employment
practices shall create an express or implied contract of employment for a definite period, nor an express
or implied contract concerning any terms or conditions of employment.

Child Abuse and Neglect Reporting

California Penal Code section 11166 requires any child care custodian who has knowledge of, or
observes, a child in his or her professional capacity or within the scope of his or her employment whom
he or she knows or reasonably suspects has been the victim of child abuse to report the known or
suspected instance of child abuse to a child protective agency immediately, or as soon as practically
possible, by telephone and to prepare and send a written report thereof within thirty-six (36) hours of
receiving the information concerning the incident.

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

MPS will provide annual training on the mandated reporting requirements, using the online training
module provided by MPS, to employees who are mandated reporters. Mandated reporter training will
also be provided to employees hired during the course of the school year. This training will include
information that failure to report an incident of known or reasonably suspected child abuse or neglect,
as required by Penal Code section 11166, is a misdemeanor punishable by up to six (6) months
confinement in a county jail, or by a fine of one-thousand dollars ($1,000), or by both.

All employees required to receive mandated reporter training must provide proof of completing the
training within the first six (6) weeks of each school year or within the first six (6) weeks of employment.

By acknowledging receipt of this Handbook, the employee acknowledges he/she is a child care custodian
and is certifying that he/she has knowledge of California Penal Code section 11166 and will comply with
its provisions.



Criminal Background Checks

As required by law, all individuals working or volunteering at the School will be required to submit to a
criminal background investigation. No condition or activity will be permitted that may compromise the
School’s commitment to the safety and the well-being of students taking precedence over all other
considerations. Conditions that preclude working at the School include conviction of a controlled
substance or sex offense, or a serious or violent felony. Additionally, should an employee be arrested
for, charged with, or convicted of any offense during his/her employment with the School, the employee
must immediately report as much to the Principal.

Tuberculosis Testing

All prospective employees and continuing employees must provide proof of clearance from active
tuberculosis (TB) from a healthcare provider. Applicants must provide proof in the form of a clear TB
test, skin test, or chest x-ray of the lungs. Returning employees of the School may submit a Risk
Assessment Form signed off on by their healthcare provider, or any of the options approved for new hire
employees. However, if a Risk Assessment Form is used by the employee and TB risk factors are
identified, a physician must conduct an examination to determine whether the employee is free of
infectious TB.

The examination for TB consists of an approved TB test, which, if positive will be followed by an x-ray of
the lungs, or in the absence of skin testing, an x-ray of the lungs. All employees will be required to
undergo TB risk assessments and, if risk factors are found, the examination at least once every four (4)
years. Volunteers may be required to undergo a TB examination as necessary. The TB risk assessment
and, if indicated, the examination is a condition of initial and continuing employment with the School.

Food handlers may be required to have annual TB exams. Documentation of employee and volunteer
compliance with TB risk assessments and examinations will be kept on file in the office. This requirement
also includes contract food handlers, substitute teachers, and student teachers serving under the
supervision of an educator. Any entity providing student services to the School will be contractually
required to ensure that all contract workers have had TB testing that shows them to be free of active TB
prior to conducting work with School students.

The employee will not be required to submit a new TB exam if the employee can produce a current
certificate showing they were found free of infectious tuberculosis within sixty (60) days of initial hire.
The cost of the examination required of existing and new-hire employees shall be a reimbursable
expense. Employees should follow the MPS Purchase Policies & Procedures Manual while making their
reimbursement requests. Employees may ask their supervisor for a copy of the MPS Purchase Policies
& Procedures Manual.

The County Health Department may provide skin testing to employees at regular intervals at no cost to
the employee. The availability of this testing may be announced by the School. Failure to maintain
current TB test results may result in placement on inactive status for failure to meet the minimum
conditions of employment, or disciplinary action, up to and including release from at-will employment.



Immigration Compliance

MPS will comply with applicable immigration law, including the Immigration Reform and Control Act of
1986 and the Immigration Act of 1990. As a condition of employment, every individual must provide
satisfactory evidence of his or her identity and legal authority to work in the United States. However,
MPS will not check the employment authorization status of current employees or applicants who were
not offered positions with the School unless required to do so by law.

The School shall not discharge an employee or in any manner discriminate, retaliate, or take any adverse
action (e.g., threatening to report the suspected citizenship or immigration status of an employee or a
member of the employee’s family) against any employee or applicant for employment because the
employee or applicant exercised a right protected under applicable law. Further, the School shall not
discriminate against any individual because he or she holds or presents a driver’s license issued per
Vehicle Code § 12801.9 to persons who have not established their federally-authorized presence in the
United States. Finally, in compliance with the Immigrant Worker Protection Act, the School shall not
allow a federal immigration enforcement agent to enter any nonpublic areas of the School without a
judicial warrant, or voluntarily give consent to an agent to access, review or obtain employee records
without a subpoena or judicial warrant.

If the employee has any questions or needs more information on immigration compliance issues, they
should contact the Principal.

Professional Boundaries: Staff/Student Interaction Policy

MPS recognizes its responsibility to make and enforce all rules and regulations governing student and
employee behavior to bring about the safest and most learning-conducive environment possible.

Corporal Punishment:

Corporal punishment shall not be used as a disciplinary measure against any student. Corporal
punishment includes the willful infliction of, or willfully causing the infliction of, physical pain on a
student.

For purposes of this policy, corporal punishment does not include an employee’s use of force that is
reasonable and necessary to protect the employee, students, staff or other persons or to prevent
damage to property.

For clarification purposes, the following examples are offered for direction and guidance of School
personnel:
Examples of PERMITTED actions (NOT corporal punishment):

Restraining a student from fighting with another student;
Preventing a pupil from committing an act of vandalism;
Defending yourself from physical injury or assault by a student;
Forcing a pupil to give up a weapon or dangerous object;
Requiring an athletic team to participate in strenuous physical training activities designed to
strengthen or condition team members or improve their coordination, agility, or physical skills;
Engaging in group calisthenics, team drills, or other physical education or voluntary recreational
activities.

=



Examples of PROHIBITED actions (corporal punishment):
Hitting, shoving, pushing, or physically restraining a student as a means of control;
Making unruly students do push-ups, run laps, or perform other physical acts that cause pain or
discomfort as a form of punishment;
Paddling, swatting slapping, grabbing, pinching, kicking, or otherwise causing physical pain.

Acceptable and Unacceptable Staff/Student Behavior:

This policy is intended to guide all School faculty and staff in conducting themselves in a way that reflects
the high standards of behavior and professionalism required of school employees and to specify the
boundaries between students and staff.

Although this policy gives specific, clear direction, it is each staff member’s obligation to avoid situations
that could prompt suspicion by parents, students, colleagues, or school leaders. One viable standard
that can be quickly applied, when the employee is unsure if certain conduct is acceptable, is to ask,
“Would | be engaged in this conduct if my family or colleagues, including someone from my HR
Department, were standing next to me?”

For the purposes of this policy, the term “boundaries” is defined as acceptable professional behavior by
staff members while interacting with a student. Trespassing the boundaries of a student/teacher
relationship is deemed an abuse of power and a betrayal of public trust.

Some activities may seem innocent from a staff member’s perspective, but can be perceived as flirtation
or sexual insinuation from a student or parent point of view. The objective of the following lists of
acceptable and unacceptable behaviors is not to restrain innocent, positive relationships between staff
and students, but to prevent relationships that could lead to, or may be perceived as, sexual misconduct.

Staff must understand their own responsibility for ensuring that they do not cross the boundaries as
written in this policy. Disagreeing with the wording or intent of the established boundaries will be
considered irrelevant for disciplinary purposes. Thus, it is crucial that all employees learn this policy
thoroughly and apply the lists of acceptable and unacceptable behaviors to their daily activities.
Although sincere, competent interaction with students certainly fosters learning, student/staff
interactions must have boundaries surrounding potential activities, locations and intentions.

Duty to Report Suspected Misconduct

When any employee reasonably suspects or believes that another staff member may have crossed the
boundaries specified in this policy, he or she must immediately report the matter to a school
administrator. All reports shall be as confidential as possible under the circumstances. It is the duty of
the administrator to investigate and thoroughly report the situation. Employees must also report to the
administration any awareness or concern of student behavior that crosses boundaries or where a
student appears to be at risk for sexual abuse.

Examples of Specific Behaviors

The following examples are not an exhaustive list:



Unacceptable Staff/Student Behaviors (Violations of this Policy):
Giving gifts to an individual student that are of a personal and intimate nature;

Kissing of any kind;

Any type of unnecessary physical contact with a student in a private situation;

Intentionally being alone with a student away from the school;

Making or participating in sexually inappropriate comments;

Sexual jokes;

Seeking emotional involvement with a student for your benefit;

Listening to or telling stories that are sexually oriented;

Discussing inappropriate personal troubles or intimate issues with a student in an attempt to gain

their support and understanding;

Becoming involved with a student so that a reasonable person may suspect inappropriate

behavior;

Insulting students, calling students names, using swear words, or making intimidating gestures
or comments.
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Unacceptable Staff/Student Behaviors without Parent and Supervisor Permission:
(These behaviors should only be exercised when a staff member has parent and supervisor
permission.)

Giving students a ride to/from school or school activities;

Being alone in a room with a student at school with the door closed;

Allowing students in your home.

Cautionary Staff/Student Behaviors:

(These behaviors should only be exercised when a reasonable and prudent person, acting as an
educator, is prevented from using a better practice or behavior. Staff members should inform their
supervisor of the circumstance and occurrence prior to or immediately after the occurrence).

Remarks about the physical attributes or development of anyone;
Excessive attention toward a particular student;
Sending emails, text messages or letters to students if the content is not about school activities.

Acceptable and Recommended Staff/Student Behaviors:
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Getting parents’ written consent for any after-school activity;

Obtaining formal approval to take students off school property for activities such as field trips or
competitions;

Emails, text, phone and instant messages to students must be very professional and pertaining
to school activities or classes (Communication should be limited to school technology);

Keeping the door open when alone with a student;

Keeping reasonable space between you and your students;

Stopping and correcting students if they cross your own personal boundaries;

Keeping parents informed when a significant issue develops about a student;

Keeping after-class discussions with a student professional and brief;

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

Involving your supervisor if a conflict arises with a student;

Informing the Superintendent about situations that have the potential to become more severe;
Making detailed notes about an incident that could evolve into a more serious situation later;
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Recognizing the responsibility to stop unacceptable behavior of students or coworkers;

Asking another staff member to be present if you will be alone with any type of special needs
student;

Asking another staff member to be present when you must be alone with a student after regular
school hours;

Giving students praise and recognition without touching them;

Pats on the back, high fives and handshakes are acceptable;

Keeping your professional conduct, a high priority.
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Certification and Licensure of Instructional Staff

All teachers are required to hold a current California teaching credential, certificate, permit or other
document equivalent to that which a teacher in other public schools would be required to hold. MPS
complies with all requirements of the authorizers regarding the certification and licensure of
instructional staff. Paraprofessional staff may also be required to provide documentation proving that
they meet the requirements for paraprofessional staff. It is the responsibility and a condition of
continued employment for all instructional staff, including teachers and paraprofessionals to provide
any necessary licensure to a direct supervisor no later than the close of business prior to the first day
the employee reports for duty. If an instructional staff employee believes that he or she is assigned to
teach in a subject in which he or she does not have subject matter competence, the employee should
immediately report the same to his or her direct supervisor. Staff who are required to possess state and
federal certification, expertise, and related requirements must timely maintain such qualifications as a
condition of employment at the School. Failure to maintain the appropriate credential/certification
required of the position may result in disciplinary action, up to and including release from at-will
employment.

Policy Prohibiting Unlawful Harassment, Discrimination and Retaliation

MPS is committed to providing a work and educational atmosphere that is free of unlawful harassment,
discrimination, and retaliation. MPS’s policy prohibits unlawful harassment, discrimination, and
retaliation based upon: race (including traits historically associated with race, such as hair texture and
hairstyle, including but not limited to braids, locks, and twists); color; gender (including gender identity,
gender expression, and transgender identity, whether or not the employee is transitioning or has
transitioned); sex (including reproductive health decision making, pregnancy, childbirth, breastfeeding,
and related medical conditions); sex stereotype (including an assumption about a person's appearance
or behavior, gender roles, gender expression, or gender identity, or about an individual's ability or
inability to perform certain kinds of work based on a myth, social expectation, or generalization about
the individual's sex); religious creed (including religious dress and grooming practices);
marital/registered domestic partner status; age (forty (40) and over); national origin or ancestry
(including native language spoken and possession of a driver’s license issued to persons unable to prove
their presence in the U.S. is authorized by federal law); physical or mental disability (including HIV and
AIDS); medical condition (including cancer and genetic characteristics); taking a leave of absence
authorized by law; genetic information; sexual orientation; military and veteran status; or any other
consideration made unlawful by federal, state, or local laws.

Employees, volunteers, unpaid interns, individuals in apprenticeship programs, and independent
contractors shall not be harassed, discriminated, or retaliated against by the School, based upon the
characteristics noted above. These individuals are entitled to bring a complaint to the School under this

policy.



MPS does not condone and will not tolerate unlawful harassment, discrimination, or retaliation on the
part of any employee (including supervisors and managers) or third party (including independent
contractors or other person with which the School does business). Supervisors and managers are to
forward any complaints of unlawful harassment to their Supervisor or designee.

When MPS receives allegations of unlawful harassment, discrimination, or retaliation, the Board (if a
complaint is about the CEQ), the Principal (if the complaint is about a school site employee), or the CEO
or designee (if the complaint is about a Home Office employee), will review the allegations, the facts,
and circumstances, and may conduct an investigation if appropriate. Any investigation must be fair,
timely and thorough and provide all parties an appropriate process and reach reasonable conclusions
based on the evidence collected. The investigation will be handled in as confidential a manner as
possible, although complete confidentiality cannot be guaranteed. Complainants and witnesses shall
not be subject to retaliation for making complaints in good faith or participating in an investigation. MPS
is committed to remediating any instances where investigation findings demonstrate unlawful
harassment, discrimination, or retaliation has occurred.

Prohibited Unlawful Harassment

° Verbal conduct such as epithets, derogatory jokes or comments or slurs;

° Physical conduct including assault, unwanted touching, intentionally blocking normal movement,
or interfering with work because of sex, race or any other protected basis;

° Retaliation for reporting or threatening to report harassment; or

° Disparate treatment based on any of the protected classes above.

Prohibited Unlawful Sexual Harassment

MPS is committed to providing a workplace 