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NORTHWOOD ACADEMY CHARTER SCHOOL 
 

EMPLOYEE HANDBOOK ACKNOWLEDGMENT 
I have received a copy of the Northwood Academy Charter School’s Employee Handbook 
(“Handbook”). 

 
I understand that I am responsible for knowing the contents of this Handbook and for complying 
with the procedures and operational standards of Northwood, including its confidentiality policy. It 
is my responsibility to ask Northwood’s Administrator or CEO for an explanation of anything that is 
not clear to me. 

 
Our intent is to keep you up to date on all aspects of your employment. Accordingly, we will make 
every effort to communicate any changes or modifications to this Handbook to you as quickly as 
possible. 

 
HOWEVER, THIS HANDBOOK DOES NOT CONSTITUTE ANY PART OF AN EMPLOYMENT 
CONTRACT AND IS MERELY A STATEMENT OF CURRENT POLICIES AND A DESCRIPTION 
OF BENEFITS THAT MAY BE CHANGED AT ANY GIVEN TIME, WITHOUT NOTICE. 

 
FURTHERMORE, THE INFORMATION PROVIDED IN THIS HANDBOOK IS INTENDED TO 
PROVIDE GENERAL GUIDELINES FOR ALL EMPLOYEES. EMPLOYEES WITH QUESTIONS 
OR CONCERNS REGARDING THIS HANDBOOK SHOULD CONTACT HUMAN RESOURCES. 

 
Print Name:   

 

Signature:   
 

Date:  / /  
 

Location: Northwood Academy Charter School 
 

Manager/HR Representative Signature:   
 
 
 

Return this acknowledgement to the Human Resources Coordinator, as it will be kept in your 
personnel file. All employees must have this statement on file annually. 
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WELCOME 
Northwood Academy Charter School (“Northwood”) 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 Northwood’s expectations of its employees as well as 
what you should expect of Northwood and to outline the policies, programs, and benefits available 
to eligible employees. Employees should familiarize themselves with the contents of the 
Employee Handbook as soon as possible, for it will answer many questions about employment 
with Northwood. 

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 to supplement it. 

Choosing to be a teacher or a staff member at Northwood is a serious commitment to children. 
Being selected to teach or work at Northwood is an opportunity for personal and professional 
growth while preparing children for their future. Welcome to the Northwood community. 

Northwood seeks employees with a genuine interest in the care and education of young people. 
The contributions made by our employees are fundamental to Northwood’s growth and success, 
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 our School’s future success, 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 
Northwood. 

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

Sincerely, 

_________________, CEO 
Northwood Academy Charter School 



Click to return to Table of Contents 9  

ABOUT YOUR HANDBOOK 
This Handbook is designed to acquaint you with Northwood 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 this Handbook. It describes many 
of your responsibilities as an employee and outlines the programs developed by Northwood to 
benefit our employees. One of our objectives is to provide a work environment that is conducive to 
both personal and professional growth. 

 
No employee handbook can anticipate every circumstance or question about policy. As 
Northwood continues to grow, Northwood reserves the right to revise, supplement, or rescind any 
policies, programs, plans and/or portions of this Handbook from time to time as it deems 
necessary, in its sole and absolute discretion. 

 
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. Northwood has the right to 
amend, modify, suspend, or terminate any of its benefit plans or policies, practices, and 
procedures, as it deems appropriate or desirable. 

 
As changes are made in any of the benefit plans or policies, practices, or procedures, you will 
receive official notice and/or replacement pages for insertion in this Handbook. You may direct 
questions about any of the information in this Handbook to an administrator, HR, or the Chief 
Executive Officer (“CEO”). 

 
The contents of this Handbook are not intended to create nor are they to be construed to 
constitute any kind of an employment contract. Because you are an employee at will, either you or 
Northwood can terminate the employment relationship at any time with or without cause or notice. 
No person acting on behalf of Northwood is authorized to alter this policy, except in a specific 
written approval signed by the Board of Directors. 

 
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 Northwood. 
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MISSION AND VISION STATEMENT 
Mission Statement 

 
Northwood is a comprehensive learning sanctuary that educates and supports the whole child. 
We achieve this by working as a highly qualified team that delivers collective knowledge, 
creativity, and real-world learning experiences needed for students to become successful life-long 
learners. 

 
Vision 

 
Northwood will develop holistic students who recognize and embrace positive options. 

We believe: 

● All Children are capable of learning at high levels if they are taught by caring and skilled 
educators, challenged by an engaging curriculum, afforded adequate time, and held to 
ambitious standards; 

● Opportunities for quality learning must be extended to all children in a diverse, equitable 
and inclusive manner. 

● Substantial improvements in student performance can be achieved on an on-going and 
cost-effective basis. 



Click to return to Table of Contents 11  

NORTHWOOD ACADEMY CHARTER SCHOOL 
CORE COMPETENCIES 
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NORTHWOOD ACADEMY CHARTER SCHOOL’S 
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EMPLOYEE RELATIONS 

At Will 
Employment with Northwood is voluntarily entered into, and you are free to resign at will at any 
time, with or without cause. Similarly, Northwood may terminate the employment relationship at 
will, any time, with or without notice or cause, so long as there is no violation of applicable federal 
or state law. 

 
This employment at will relationship exists regardless of any other written statements or policies 
contained in this Handbook or any other Northwood documents or any verbal statement to the 
contrary. 

 

People Oriented 
Northwood is committed to providing you with excellent working conditions, maintaining a strong 
communication link among all employees, and providing a safe, attractive, challenging, and fun 
environment in which to work. We respect the needs of each employee and are dedicated to 
structuring our compensation and benefit programs in a competitive and equitable fashion. 

 

Equal Employment Opportunity 
In order to provide equal employment and advancement opportunities to all individuals, 
employment decisions at Northwood will be based on merit, qualifications, and abilities. 
Northwood does not discriminate in employment opportunities or practices on the basis of race, 
color, religion, sex, ethnicity, sexual orientation, national origin, age, disability, veteran status, or 
any other characteristic protected by law. 

 
Northwood will make reasonable accommodations for qualified individuals with known disabilities 
unless doing so would result in an undue hardship to Northwood. 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 HR. 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. 
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Diversity in The Workplace 
Northwood is committed to building and maintaining a workforce that is representative of and 
responsive to our students and the communities we serve. 

 
To accomplish this, we realize that we must take full advantage of the diverse cultural 
backgrounds of our employees and maintain an organizational climate that promotes and is 
responsive to our Diversity. 

 
With the viability of Northwood increasingly dependent upon teamwork and cross-functional 
collaboration, the ability of our employees and managers to achieve excellence in a diverse 
environment becomes critically important. 

 
Northwood believes and will make every effort to instill in our employees that diversity is central to 
our mission. Diversity is good for business. Diversity is important in the workforce, among our 
administrators, educators, students, and the communities in which we operate. 

 
Ongoing initiatives to achieve Northwood’s diversity vision will be undertaken on an ongoing basis 
through-out the organization. 

 
 
 

Diversity, Equity and Inclusion: Gender Identity & 
Affirmation 
As Northwood continues to be a welcoming and inclusive workplace, we want to be conscious of 
working to find ways to name, honor and value the experiences and identities of our valued 
workforce. 

 
Northwood is committed to supporting employees with expressing and affirming gender identity. 
While we recognize how language can inherently make assumptions about people and implicitly 
reinforce dominant norms around gender, sexual orientation, race, class, ability/disability, age, 
and other identities and experiences, we want to ensure that we provide employees with the 
option to use inclusive pronouns in your Northwood email signature and business cards if you 
choose to do so. Northwood’s goal is to foster a work environment that is inclusive of all gender 
identities and expressions. 

 
Commonly Used Pronouns are: 

 
● She, Her, Hers 
● He, Him, His 
● They, Them, Theirs (in the plural or singular) 
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These are not the only pronouns. Some individuals may choose not to use pronouns, but instead 
to continue using their names. 

 
Examples of the optional email signatures you can use are shared below. 

 
Your Name 
she/her/hers 
Your Position/Title 
Northwood Academy Charter School 
Email. youremailaddress@northwoodcs.org 
Phone. 215-289-5606 

 
Your Name 
he/him/his 
Your Position/Title 
Northwood Academy Charter School 
Email. youremailaddress@northwoodcs.org 
Phone. 215-289-5606 

 
Your Name 
they/them/theirs (in the plural or singular) 
Your Position/Title 
Northwood Academy Charter School 
Email. youremailaddress@northwoodcs.org 
Phone. 215-289-5606 

 

Harassment 
Experience has shown that unlawful harassment can occur not only when an individual 
deliberately intends to harass or “pick on” another person, but also when individuals believe they 
are “just kidding”, or when they make jokes or commit pranks that they think are funny, but do not 
realize are offensive to others. Employees overhearing such statements or witnessing such 
conduct may be initially reluctant to “make an issue” out of such behavior, and thus the offending 
party might believe incorrectly that no one was offended by his/her conduct. These problems can 
be avoided if employees use discretion, good taste, common sense, and basic courtesy at all 
times in the workplace. Thus, any kind of racial, ethnic, or sexual banter or jokes is strictly 
forbidden. 

 
Northwood will take prompt, appropriate, remedial action in instances where there is knowledge of 
harassment and will hold management and employees accountable for acts where it is 
reasonable to conclude that management should have had knowledge of such acts. 

mailto:youremailaddress@northwoodcs.org
mailto:youremailaddress@northwoodcs.org
mailto:youremailaddress@northwoodcs.org
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Sexual Harassment 
Sexual Harassment is a form of illegal sex discrimination, which Northwood will not tolerate. 
Sexual Harassment does not refer to occasional compliments of a socially acceptable nature. It 
refers to behavior that is unwelcome, personally offensive and interferes with the overall work 
environment and our work effectiveness. 

 
It is sexual harassment for any person, regardless of gender, to threaten or insinuate, expressly or 
implicitly, that a subordinate is required to submit to sexual advances or to provide sexual favors 
as a condition of employment, continued employment, or any term, condition, benefit of 
employment, or that a subordinate’s refusal to submit to sexual advances or to provide sexual 
favors will affect adversely the subordinate’s employment, continued employment or any term, 
condition or benefit of employment. 

 
It is sexual harassment for any person, regardless of gender, to engage in unwelcome sexually 
oriented or otherwise hostile conduct which has the purpose or effect of interfering unreasonably 
with another person’s work performance or of creating an intimidating, hostile, abusive, or 
offensive environment. Examples of such conduct, if unwelcome, or in some way cause other 
employees to be uncomfortable in their work environment, may include: sexual bantering; “jokes” 
and “teasing”; off-color language or jokes; sexual flirtations, advances or propositions; verbal 
abuse of a sexual nature; verbal commentaries about an individual’s body or sexuality; sexually 
degrading words used to describe individuals; verbal comments or innuendo of a sexual nature; 
display of sexually suggestive objects or pictures; unwelcome physical contact, such as patting, 
pinching or brushing against another person’s body; and using sexually-oriented or degrading 
gestures or other nonverbal communication. 

 
Northwood will take prompt, appropriate, remedial action in instances where there is knowledge of 
sexual harassment and will hold management and employees accountable for acts where it is 
reasonable to conclude that management should have had knowledge of such acts. 

 

Non-Discrimination 
Northwood does not discriminate or permit discrimination by any employee against any individual 
on the basis of race, color, gender, national origin, disability, religion, veteran status, sexual 
orientation, citizenship, or age. 

 
Harassment, whether verbal, physical, or visual, that is based on any of these characteristics is a 
form of discrimination. This includes harassing conduct that interferes unreasonably with an 
individual’s work performance or creating what a reasonable person would sense is an 
intimidating, hostile, or offensive environment. 
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PA’s Code of Professional Practice and Conduct for 
Educators 
As a public school in Pennsylvania, we adhere to the following: 

 
Mission 

 
The Professional Standards and Practices Commission is committed to providing leadership for 
improving the quality of education in this Commonwealth by establishing high standards for 
preparation, certification practice, and ethical conduct in the teaching profession. 

 
Introduction 

 
(a) Professional conduct defines interactions between the individual educator and students, the 
employing agencies, and other professionals. Generally, the responsibility for professional 
conduct rests with the individual professional educator. However, in this Commonwealth, a Code 
of Professional practice conduct (Code) for certificated educators is required by statute and 
violation of specified sections of the Code may constitute a basis for public or private reprimand. 
Violations of the Code may also be used as supporting evidence, though may not constitute an 
independent basis, for the suspension or revocation of a certificate. 

 
(b) This chapter makes explicit the values of the education profession. When individuals become 
educators in this Commonwealth, they make a more commitment to uphold these values. 

 
Purpose 

 
(a) Professional educators in this Commonwealth believe that the quality of their services directly 
influences the nation and its citizens. Professional educators recognize their obligation to provide 
services and to conduct themselves in a manner, places the highest esteem on human rights and 
dignity. Professional educators seek to ensure that every student receives the highest quality of 
service and that every professional maintains a high level of competence from entry through 
ongoing professional development. Professional educators are responsible for the development 
of sound educational policy and obligated to implement that policy and its programs to the public. 

 
(b) Professional educators recognize their primary responsibility to the student and the 
development of the student’s potential. Central to that development is the professional educator’s 
valuing the worth and dignity of every person, student, and colleague alike; the pursuit of truth; 
devotion to excellence; acquisition of knowledge; and democratic principles. To those ends, the 
educator engages in continuing professional development and keeps current with research and 
technology. Educators encourage and support the use of resources that best serve the interests 
and needs of students. Within the context of professional excellence, the educator and student 
together explore the challenge and the dignity of the human experience. 
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Practices 
 

(a) Professional practices are behaviors and attitudes that are based on a set of values that the 
professional education community believes and accepts. These values are evidenced by the 
professional educator’s conduct toward students and colleagues and the educator’s employer and 
community. When teacher candidates become professional educators in this Commonwealth, 
they are expected to abide by this section. 

 
(b) Professional educators are expected to abide by the following: 

 
1) Professional educators shall abide by the Public-School Code of 1949 (24 P. S. § § 1-101-27- 
2702), other school laws of the Commonwealth, sections 1201(a)(1), (2) and (4) and (b)(1), (2) 
and (4) of the Public Employee Relations Act (43 P. S. § § 1101.1201(a)(1), (2) and (4) and (b)(1), 
and (2) and (4) and this chapter. 

 
2) Professional educators shall be prepared and legally certified, in their areas of assignment. 
Educators may not be assigned or willingly accept assignments they are not certified to fulfill. 
Educators may be assigned to or accept assignments outside their certification area on a 
temporary, short-term, emergency basis. 

 
3) Professional educators shall maintain high levels of competence throughout their careers. 

 
4) Professional educators shall exhibit consistent and equitable treatment of students, fellow 
educators, and parents. They shall respect the civil rights of all and not discriminate on the basis 
of race, national or ethnic origin, culture, religion, sex or sexual orientation, marital status, age, 
political beliefs, socioeconomic status, disabling condition or vocational interest. This list of bases 
or discrimination is not all-inclusive. 

 
5) Professional educators shall accept the value of diversity in educational practice. Diversity 
requires educators to have a range of methodologies and to request the necessary tools for 
effective teaching and learning. 

 
6) Professional educators shall impart to their students’ principles of good citizenship and societal 
responsibility. 

 
7) Professional educators shall exhibit acceptable and professional language and communication 
skills. Their verbal and written communications with parents, students and staff shall reflect 
sensitivity to the fundamental human rights of dignity, privacy, and respect. 

 
8) Professional educators shall be open-minded, knowledgeable, and use appropriate judgment 
and communication skills, when responding to an issue within the educational environment. 

 
9) Professional educators shall keep in confidence information obtained in confidence in the 
course of professional service, unless required to be disclosed by law or by clear and compelling 
professional necessity as determined by the professional educator. 
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10) Professional educators shall exert reasonable effort to protect the student from conditions 
which interfere with learning or are harmful to the student’s health and safety. 

 
Conduct 

 
Individual professional conduct reflects upon the practices, values, integrity, and reputation of the 
profession. Violation of § § 235.6-235.11 may constitute an independent basis for private or 
public reprimand and may be used as supporting evidence in cases of certification suspension 
and revocation. 

 
Legal Obligations 

 
(a) The professional educator may not engage in conduct prohibited by the act of December 12, 
1973 (P. L. 397, No. 141) (24 P. S. § § 12-1251-12-1268), known as the Teacher Certification 
Law. 

 
(b) The Professional educator may not engage in conduct prohibited by: 

 
1) The Public-School Code of 1949 (24 P.S. § § 1-101-27-2702) and other laws relating to the 
schools or the education of children. 

 
2) The applicable laws of the Commonwealth establishing ethics of public officials and public 
employees, including the act of October 4, 1978 (P. L. 883, No. 170) (65 P. S. § § 401-413), 
known as the Public Official and Employee Ethics Law. 

 
(c) Violation of subsection (b) shall have been found to exist by an agency of proper jurisdictions 
to be considered an independent basis for discipline. 

 
Civil Rights 

 
The professional educator may not: 

 
1) Discriminate on the basis of race, national or ethnic origin, culture, religion, sex or sexual 
orientation, marital status, age, political beliefs, socioeconomic status; disabling condition or 
vocational interest against a student or fellow professional. This list of bases of discrimination is 
not all-inclusive. This discrimination shall be found to exist by an agency of proper jurisdiction to 
be considered an independent basis for discipline. 

 
2) Interfere with a student’s or colleague’s exercise of political and civil rights and responsibilities. 

 
Improper Personal or Financial Gain 

 
1) Accept gratuities, gifts, or favors that might impair or appear to impair professional judgment. 

 
2) Exploit a professional relationship for personal gain or advantage. 
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The Code of Professional 
Practice and Conduct for 
Educators can be found at 22 
Pa. Code §§235.1- 235.11. 

Relationships with Students 
 

The professional educator may not: 
 

1) Knowingly and intentionally distort or misrepresent evaluations of students. 
 

2) Knowingly and intentionally misrepresent subject matter or curriculum. 
 

3) Sexually harass or engage in sexual relationships with students. 
 

4) Knowingly and intentionally withhold evidence from the proper authorities about violations of 
the legal obligations as defined within this section. 

 
Professional Relationships 

 
The professional educator may not: 

 
1) Knowingly and intentionally deny or impede a colleague in the exercise or enjoyment of a 
professional right or privilege in being an educator. 

 
2) Knowingly and intentionally distort evaluations of colleagues. 

 
3) Sexually harass a fellow employee. 

 
4) Use coercive means or promise special treatment to influence professional decisions of 
colleagues. 

 
5) Threaten, coerce, or discriminate against a colleague who in good faith reports or discloses to 
a governing agency actual or suspected violation of law, agency regulations or standards. 
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Title IX Policy Educator’s Code 
Northwood provides an equal opportunity for all students to achieve their maximum potential 
through the programs and activities offered in Northwood regardless of race, color, age, creed, 
religion, gender, sexual orientation, gender identity, gender expression, ancestry, pregnancy, 
marital status, disability or national origin/ethnicity. 

 
Title IX, a federal law, and its accompanying regulations under Title IX prohibit sexual 
harassment, defined as unlawful discrimination on the basis of sex. Such discrimination is known 
as “Title IX sexual harassment.” 

 
Northwood recognizes the needs of its students to learn in a safe and welcoming environment. 
Northwood is committed to maintaining a safe, positive learning environment for all students that 
is free from discrimination by providing all students course offerings, counseling, assistance, 
services, athletics and extracurricular activities without any form of discrimination, including Title 
IX sexual harassment as such discrimination is inconsistent with the rights of students and does 
not align with Northwood’s mission, vision and goals within our educational environment – in our 
classrooms and in our programs. Thus, such discrimination is prohibited at or, in the course of, 
Northwood-sponsored programs or activities, including transportation to or from school or school- 
sponsored activities. 

 
Title IX violations are prohibited and may result in disciplinary consequences under Northwood’s 
Board of Trustees policies and procedures. It is unlawful to engage in any act of retaliation or 
knowingly providing false information related to reports of Title IX violations, which may also 
implicate disciplinary consequences per applicable Board policies and procedures. 

 
Inquiries regarding the application of Title IX to Northwood should be directed to Northwood’s Title 
IX Coordinator, to the Assistant Secretary for Civil Rights of the U.S. Department of Education, or 
both. 

 
Notice: Northwood does not discriminate in any manner, including Title IX sexual 
harassment, in any Charter School education program or activity. 

 
Reporting 

 

In terms of reporting, Northwood delineates the following: 
 

Students and third parties who believe they or others have been subject to Title IX sexual 
harassment, other discrimination or retaliation to promptly report such incidents to Northwood’s 
Chief Executive Officer, even if some elements of the related incident took place or originated off 
of Northwood’s premises, school-sponsored activities or transportation to and from School. 

 
A person who is not an intended victim or target of discrimination but is adversely affected by the 
offensive conduct may also file a report of discrimination. 
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The student’s parents/guardians or any other person with knowledge of conduct that implicates 
Title IX sexual harassment, other discrimination or retaliation is encouraged to immediately report 
such matters to the Chief Executive Officer. 

 
A school employee who suspects or is notified that a student has been subject to conduct that 
implicates Title IX sexual harassment, other discrimination or retaliation constitutes in violation of 
this policy shall immediately report the incident to the Chief Executive Officer, as well as properly 
making the required reports as a Mandated Reporter and any other reports required by law. 

 
If the Chief Executive Officer is the subject of the complaint, the student, third party or a reporting 
employee shall report the incident directly to the Title IX Coordinator. 

 
Northwood encourages the complainant or the individual making the report in writing. However, 
verbal reports of an incident or incidents will also be accepted and documented. 

 
The Chief Executive Officer shall promptly notify the Title IX Coordinator of all reports of 
discrimination, Title IX sexual harassment or retaliation. The Title IX Coordinator shall promptly 
contact the complainant regarding the report to gather additional information as necessary, and to 
discuss the availability of supportive measures. The Title IX Coordinator shall consider the 
complainant’s wishes with respect to supportive measures. 

 
The Title IX Coordinator shall conduct an assessment to determine whether the reported 
circumstances are most appropriately addressed under the Discrimination Complaint process or if 
the reported circumstances meet the definition of Title IX sexual harassment is subject to other 
School policies. 

 
When a report is made that alleges Title IX sexual harassment, Northwood may not impose 
discipline until the completion of the process. Northwood must presume that the Respondent is 
not responsible for the alleged conduct until a determination has been made at the completion of 
the process for formal complaints. 

 
If there is an immediate threat to the physical health or safety of an individual, and remote/ 
alternative settings are not appropriate, immediate removal may occur; however, the procedures, 
which include due process, for suspension and expulsion will occur for the removal of a student. 
Those students with disabilities will be provided with the requisite protections under state and 
federal law. 

 
When an emergency removal is not required, Northwood will issue discipline, if such a course is 
determined in the course of the Title IX process for formal complaints. After the conclusion of the 
process, Northwood will issue a written determination and provide information regarding the 
appeal process. If a discipline sanction is being recommended, it will be delineated in the written 
determination or appeal decision and implemented in accordance with the normal procedures for 
suspensions, expulsions, or other disciplinary actions, including specific provisions to address a 
student with a disability when applicable. 



Click to return to Table of Contents 23  

Confidentiality 
 

The confidentiality of all parties, witnesses, allegations, including the filing of a report, the 
investigation will be in accordance with applicable law and policy. 

 
Retaliation 

 

Northwood prohibits retaliation by Northwood or any other person against any person engaging in 
the Title IX process, including complainants, witnesses, and/or other participants in the Title IX 
process. 

 
Northwood, its employees, and others are prohibited from intimidating, threatening, coercing, or 
discriminating against anyone for actions described above. Individuals are encouraged to contact 
the Title IX Coordinator immediately if retaliation is believed to have occurred. 

 
Definitions 

 

Discrimination: means treating individuals differently, or to harass or victimize based on a 
protected classification including race, color, age, creed, religion, sex, sexual orientation, 
ancestry, national origin, marital status, pregnancy, or handicap/disability. 

 
Harassment - a form of discrimination based on the protected classifications race, color, age, 
creed, religion, sex, sexual orientation, ancestry, national origin, marital status, pregnancy, or 
handicap/disability and consists of the use of unwelcome conduct which can include written or 
electronic means and/or verbal or nonverbal acts. Examples of harassment can include, but are 
not limited to: offensive jokes, slurs, name-calling, mockery, insults or put-downs, offensive 
objects or pictures, physical assaults or threats, intimidation, or other conduct that may be harmful 
or humiliating or interfere with a person’s school or school-related performance when such 
conduct is: 

 
1. Sufficiently severe, persistent, or pervasive; and 

 
2. A reasonable person in the complainant’s position would find that it creates an 

intimidating, threatening or abusive educational environment such that it deprives or 
adversely interferes with or limits an individual or group of the ability to participate in or 
benefit from the services, activities or opportunities offered by a school. 

 

Supportive Measures – services, such as counseling, offered as appropriate, as reasonably 
available. Supportive measures are available to the complainant as well as the respondent and 
are available before or after the filing of a formal complaint or where no formal complaint has been 
filed. Supportive measures are provided free to charge. Such measures should assist restore or 
preserve equal access to the educational program or activity without unreasonably burdening the 
other party, including measures designed to protect the safety of all parties or the educational 
environment, or to deter sexual harassment. Examples of supportive measures are counseling; 
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modifications of work or class schedule; restrictions on contact between the parties; monitoring on 
school premises or school-supported activities or conveyances; referral to domestic violence or 
rape crisis programs. 

 
Title IX Sexual Harassment - conduct on the basis of sex that satisfies one or more of the 
following: 

 
1. Conditioning the provision of an aid, benefit, or service on an individual’s participation in 

unwelcome sexual conduct. 
2. Unwelcome conduct that a reasonable person would deem as so severe, pervasive, and 

objectively offensive that it effectively denies equal access to Northwood’s education 
program or activity. 

3. Sexual assault, dating violence, domestic violence, or stalking. 
 

Such conduct must have taken place during Northwood’s education program or activity and 
against a person in the United States to qualify as sexual harassment under Title IX. An 
education program or activity includes the locations, events, or circumstances over which 
Northwood exercises substantial control over both the respondent and the context in which the 
harassment occurs. Title IX applies to all of Northwood’s education programs or activities, 
whether such programs or activities occur on-campus or off-campus. 

 
Title IX Coordinator 

 

Northwood designates Theodore Boler as Northwood’s Title IX Coordinator and Compliance 
Officer. 

 
Contact information: 

 
Theodore Boler, CEO 
4621 Castor Avenue 
Philadelphia, PA 19124 

 
215-289-5606 
TBoler@northwoodcs.org 

 
The Title IX Coordinator/Compliance Officer shall ensure adequate nondiscrimination procedures 
are in place, to recommend new procedures or modifications to procedures and to monitor the 
implementation of Northwood’s nondiscrimination procedures including training, review of 
educational materials, information for Northwood community on resources for complainants, 
Northwood complaint procedure, the Title IX procedures, including but not limited to making 
reports to the police, and referrals for available supportive measures, review of School programs, 

 
The Compliance Officer and Title IX Coordinator, investigator(s), decision-maker(s), or any 
individual which has responsibility related to Title IX sexual harassment complaint process shall 
receive the training on Title IX, the investigation process, evidence, and application of standard of 

mailto:TBoler@northwoodcs.org
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proof and how to address complaints when the alleged conduct does not qualify as Title IX sexual 
harassment but could be addressed under another complaint process or Board policy. 

 
Disciplinary Consequences 

 

A student who is determined to be responsible for Title IX violation shall be subject to appropriate 
disciplinary action in accordance with the Student Code of Conduct and may include, depending 
on the infraction and the relevant Student Code of Conduct provision, may include expulsion. 

 
Employees who violate this policy are subject to disciplinary action, which may include dismissal 
and referral to law enforcement. 

 
Making a Complaint 

 

Northwood will: 
 

1. Publish a Notice of Nondiscrimination on the Basis of Sex in its education programs and 
activities, including that Title IX requires it not to discriminate in such a manner. The 
notice must state that inquiries concerning the application of Title IX may be referred to 
Northwood’s Title IX Coordinator or to OCR. It will include the name or title, office 
address, telephone number, and e-mail address for Northwood’s Title IX Coordinator. The 
notice will be prominently posted on Northwood’s website and at various locations 
throughout Northwood and published in electronic and printed publications of general 
distribution that provide information to students and employees about Northwood’s 
services and policies; 

2. Designate at least one employee to coordinate its efforts to comply with and carry out its 
responsibilities under Title IX that include overseeing all Title IX complaints and identifying 
and addressing any patterns or systemic problems that arise during the review of such 
complaints. The Title IX Coordinator or designee will be available to meet with students as 
needed; and 

3. Prominently post this policy (including the compliance procedures contained in this policy) 
on Northwood’s website; send it electronically to all members of Northwood’s community; 
make it available at various locations throughout Northwood; and summarize it or attach it 
to Northwood’s handbooks, codes of conduct, and catalogs for students, parents of 
elementary and secondary students, faculty, and staff. 

 
Should the Title IX Compliance Officer be the person accused of the sexual harassment or should 
the complainant feel that the Title IX Compliance Officer is in some way responsible for the Title 
IX violation, the complainant may bring his or her concerns directly to the attention of the CEO, 
who will follow the procedures outlined below. 
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Complaint Procedures 
 

The student may seek either an informal or formal resolution of his or her complaint: 
 

A. Informal 
 

The student or his or her parent may request the Title IX Compliance Officer to intervene by 
notifying the alleged offender that the specific offensive behavior(s) will not be tolerated. In such 
cases, the Title IX Compliance Officer must meet with the alleged offender, take a statement with 
regard to the allegations, and, if warranted, require that the alleged offender participate in non- 
disciplinary counseling. The alleged offender, if he or she is a student, shall have the right to 
have his or her parent(s) present during the meeting with the Title IX Compliance Officer. The 
Title IX Compliance Officer shall document, in writing, all actions taken regarding investigation of 
the allegations, including statements of other student(s) and/or school 
administration/staff/contractor(s) or volunteer(s). The complainant must be notified of the right to 
end the informal process at any time and begin the formal stage of the complaint process. 
Moreover, in cases involving allegations of sexual assault, an informal resolution or mediation is 
not appropriate even on a voluntary basis. 

 

B. Formal 
 

A student who believes that his or her Title IX rights have been violated or a parent, who believes 
that his or her child’s Title IX rights have been violated, may file a complaint requesting a formal 
investigation into the allegations. Formal complaints shall be taken in writing by the Title IX 
Compliance Officer and signed by the complainant. A thorough and complete investigation shall 
be conducted by the Title IX Compliance Officer. 

 
This investigation shall determine: (1) whether or not the conduct occurred; (2) whether the 
conduct constitutes a violation of Title IX or of this policy, and (3) if the conduct was a violation, 
what actions Northwood will take to end the violation, eliminate any hostile environment, and 
prevent its recurrence, which may include imposing sanctions on the perpetrator and providing 
remedies for the complainant and broader student population. 

 
To the extent possible and allowed by law, confidentiality shall be maintained within the confines 
of the investigation of the alleged prohibited behavior. All parties will be treated with dignity and 
due process. 

 
C. Interim Measures 

 
During the pendency of an investigation, Northwood will take reasonable interim measures in 
order to prevent further possible Title IX issues. These may include taking steps to avoid further 
contact between the complainant and the alleged perpetrator by removal of the alleged 
perpetrator from the complainant's homeroom/classroom, transportation, lunch, extracurricular 
activities, and other school day activities/programming in which contact is foreseeable. The Title 
IX Compliance Officer shall provide the complainant with periodic updates on the status of the 
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investigation. The Title IX Compliance Officer shall also ensure that the complainant is aware of 
his or her Title IX rights and any available student assistance programs and resources, such as 
victim advocacy, academic support, counseling, disability services, health, and mental health 
services. The Title IX Compliance Officer shall also inform the complainant of his or her right to 
seek outside legal assistance and of his or her right to report a crime to local law enforcement. 

 
Even when a Title IX Compliance Officer has determined that Northwood can respect a 
complainant’s request for confidentiality and therefore may not be able to respond fully to an 
allegation of sexual violence and initiate formal action against an alleged perpetrator, these 
interim measures may be taken to protect the complainant while keeping the identity of the 
complainant confidential. 

 
D. Confidentiality 

 
Before a student reveals information that he or she may wish to keep confidential, Northwood 
should make every effort to ensure that the student understands: 

 
1. Northwood employee’s obligation to report the names of the alleged perpetrator and 

student involved in the alleged sexual violence, as well as relevant facts regarding the 
alleged incident (including the date, time, and location), to the Title IX Coordinator, other 
appropriate school officials, local law enforcement and Child Line pursuant to Mandatory 
Reporter duties; 

2. the student’s option to request that Northwood maintain his or her confidentiality, which the 
Title IX Compliance Officer will consider; and 

3. the student’s ability to share the information confidentially with counseling, advocacy, 
health, mental health, or sexual-assault-related services. If the student requests 
confidentiality, the Title IX Compliance Officer should make every effort to respect this 
request and should evaluate the request in the context of Northwood’s responsibility to 
provide a safe and nondiscriminatory environment for all students. 

Procedures for Investigating and Resolving Complaints 
 

A. Title IX Compliance Officer 
 

The Title IX Compliance Officer shall be capable of conducting a thorough and complete 
investigation and shall seek advice and assistance from the Board of Trustees if the Title IX 
Compliance Officer believes that he or she lacks the capacity to conduct a thorough and complete 
investigation of the alleged misconduct. If the Title IX Compliance Officer or the CEO is the one 
accused of violating Title IX, the Board will appoint a qualified individual who is not employed by 
Northwood to conduct the investigation. 

 
B. Conducting Investigations/Holding Hearings 

 
The Title IX Compliance Officer receiving a Title IX complaint shall take the details of the 
complaint in writing and have the complainant sign it. All Title IX complaints against a student 
shall be received, investigated, and disposed of in accordance with the procedures set forth in this 
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Policy: 
 

● The Title IX Compliance Officer shall meet with every complainant to listen and 
understand the allegations. The complainant may have his or her Parent(s) present during 
any such meeting. The accused, if he or she is a student, shall also have the right to have 
his or her parent(s) present at any meetings with the Title IX Compliance Officer as well. 

● From these meetings, the Title IX Compliance Officer will conduct an adequate, reliable, 
and impartial investigation of complaint(s), which includes interviewing and obtaining 
statements from any witnesses of both the complainant and alleged perpetrator, and the 
review of all evidence presented. Parties will be provided updates until a determination is 
made in writing. 

● The complaint will be decided using a preponderance of the evidence standard (i.e., it is 
more likely than not that sexual harassment or violence occurred). 

● Even though FERPA limits disclosure of certain information in disciplinary proceedings, 
the Title IX Compliance Officer will disclose information to the complainant about the 
sanction imposed on the perpetrator when the sanction directly relates to the complainant. 
This includes an order that the perpetrator stay away from the complainant, or that the 
perpetrator is prohibited from attending school for a period of time or is transferred to other 
homeroom/classes at Northwood. 

● If the Title IX Compliance Officer makes a decision finding that the complainant’s 
allegations are substantiated by a preponderance of the evidence, the appropriate level of 
discipline consistent with Northwood’s strong policy against Title IX misconduct will be 
determined by the CEO, Title IX Compliance Officer and any other Administration as part 
of Northwood’s Board approved disciplinary process. If the Title IX Compliance Officer or 
the CEO believes that the imposition of in school suspension, out of school suspension, or 
expulsion against an accused student may be appropriate, then an informal or formal 
hearing shall be held. The formal disciplinary procedures contained in Northwood’s Code 
of Conduct shall be followed for such hearings to assure due process protection for the 
accused. Documents regarding substantiated charges of sexual harassment shall be 
placed in the accused student’s file. Documents regarding unsubstantiated charges shall 
not be placed in student files but shall be maintained by the Board of Trustees in a 
confidential file established expressly for retaining complaints of Title IX complaints 
against students. 

● Notice of the right and how to appeal this decision will be included with the Decision to 
both students and Parents. 

 
C. Other Reporting Requirements 

 
If the complaint involves sexual assault, rape or conduct of a criminal nature, the local Police 
Department shall be contacted, and a report of the incident made by Northwood. (A report must 
also be made by any mandatory reporter to ChildLine and the Department of Public Welfare in 
accordance with Northwood’s Board approved Mandatory Reporter Policy. If there is any 
question of whether the conduct complained of constituted criminal activity, Northwood’s Board 
Solicitor should be contacted immediately. Knowledge of a law enforcement investigation does 



Click to return to Table of Contents 29  

not relieve Northwood of its independent Title IX obligation to investigate the conduct. 
 

D. Training 
 

Employees will be trained so that they know to report harassment to appropriate school officials, 
and so that employees with the authority to address harassment know how to respond properly. 
Training for employees will include practical information about how to identify types of conduct 
that constitute sexual harassment or violence, how to identify warning signals that may need 
attention and how to report sexual harassment and violence. This training will be provided to any 
employees likely to witness or receive reports of sexual harassment and violence, including 
teachers, school security, school administrators, school counselors, and health personnel. All 
persons involved in implementing a recipient’s grievance procedures (e.g., Title IX Coordinators, 
investigators, and adjudicators) must have training or experience in handling complaints of sexual 
harassment and sexual violence, and with Northwood’s grievance procedures. The training also 
will include applicable confidentiality requirements. In sexual violence cases, the factfinder and 
decision-maker also will have adequate training or knowledge regarding sexual violence. 

 
Additionally, Northwood will ensure that staff members are capable of providing culturally 
competent counseling to all complainants. It will ensure that its counselors and other staff who 
are responsible for receiving and responding to complaints of sexual violence, including 
investigators and hearing board members, receive appropriate training about working with 
Lesbian/Gay/Bi-sexual/Transgender and gender-nonconforming students and same-sex sexual 
violence. 

 
Northwood will also ensure that any school reporting forms, information, or training about sexual 
violence be provided in a manner that is accessible to students and employees with disabilities, 
for example, by providing electronically-accessible versions of paper forms to individuals with print 
disabilities, or by providing a sign language interpreter to a deaf individual attending a training. 
To ensure that students understand their rights under Title IX, Northwood will provide age- 
appropriate training to its students regarding Title IX and sexual violence. Training may be 
provided separately or as part of Northwood’s broader training on sex discrimination and sexual 
harassment. 

 
Northwood may include these education programs in its orientation programs for new students, 
faculty, staff, and employees, training for student athletes and coaches, school assemblies and 
“back to school nights.” These programs will include a discussion of what constitutes sexual 
harassment and sexual violence, Northwood’s policies and disciplinary procedures, and the 
consequences of violating these policies. 

 
Northwood also will include such information in their employee handbook and any handbooks that 
student athletes and members of student activity groups receive. These materials will include 
where and to whom students should go if they are victims of sexual violence. These materials 
also will tell students and school employees what to do if they learn of an incident of sexual 
violence. 
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Abuse or Molestation Training Policy (New based on recommendation) 

As a requirement of employment with Northwood, all employees and volunteers must complete 
annual training on abuse or molestation prevention. 

Northwood will facilitate an annual live demonstration of the Armatus® Online Training platform 
offered by Praesidium at the commencement of the school year. 

General training requirements outside of the August training date are listed below. 
 

Audience Content Timetable Delivery Method 
All employees and 
volunteers with 
access to students 

Abuse Risk 
Management 

Within 30 days of 
selection or prior to 
placement 

Armatus® Online 
Training* 

All employees and 
high access 
volunteers 

Prevention of 
Consumer-to- 
Consumer Abuse 

Within 30 days of 
selection or prior to 
placement 

Armatus® Online 
Training 

All employees who 
make hiring decisions 

Screening and 
Selection 

Prior to making hiring 
decisions 

Live Training 

All employees who 
conduct internal 
investigations 

Incident Investigation Prior to Investigations Live Training 

All employees with 
access to students 

Refresher Abuse Risk 
Management 

At employment or 
volunteer anniversary 
date 

Live Training or 
Armatus® Online 
Training 

 
*Armatus® is an online training platform offered by Praesidium. Courses include specific learning 
objectives, exceptional content, engaging graphics, frequent interactivity, and a content mastery 
quiz. Armatus® Online Training is a possible delivery method for the above mentioned content 
areas. The following chart lists the Armatus® modules that personnel can complete in certain 
situations: 

 
Audience Armatus® Modules Timetable 
Employees unable to attend 
live training 
AND 
Employees hired after live 
training conducted 

● Meet Sam 
● It Happened to Me 
● Organization Policies 
● Preventing Sexual Activity 

between Young Children 

Within 30 days of live 
training or hire date 

High Access Volunteers ● Organization Policies 
● Abuse Risk Management for 

Volunteers 

Prior to access with 
consumer 

Employees who violate 
policies or exhibit 
questionable boundaries 

● Organization Policies 
● Refresher Module 

Within 5 days of 
administrator notification 

Returning employees (who 
previously participated in live 
or Armatus® training) 

● Refresher Module At employment or 
volunteer anniversary 
date 
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Abuse or Molestation Training – Act 126 Training 
Policy (New based on recommendation) 

Act 126 of 2012 (“Child Abuse Recognition and Reporting Training”) amended the Public School 
Code of 1949 to mandate that all school entities and independent contractors of school entities 
provide their employees who have direct contact with children with a minimum of three hours of 
training every five years on child abuse and sexual misconduct recognition and reporting. The law 
went into effect on January 2, 2013. 

Northwood complies with all Act 126 requirements. 

Online training will be made available and will consist of the following: 

● Recognition of the signs of sexual misconduct, as defined in Act 126; 
● Reporting requirements for suspected sexual misconduct set forth in the Educator 

Discipline Act; 
● Provisions of the Educator Discipline Act, including mandatory reporting requirements; and 
● Maintenance of Professional and Appropriate Relationships with Students. 

Additionally, Northwood will ensure all employees and volunteers receive training addressing child 
abuse recognition and reporting under the Child Protective Services Law and Northwood’s policy 
on Child Abuse Reporting as outlined in Northwood’s Employee Handbook. 

 

Abuse Prevention Policy 
Northwood will not condone the mistreatment or abuse of one individual by another individual. 
This includes but is not limited to, all staff, students, volunteers, and vendor partners. 

 
Abuse will not be condoned in any manner, including (but not limited to) 
the following: 

 
Physical abuse - hitting, spanking, shaking, slapping, unnecessary restraints 
Verbal abuse - degrading, threatening, cursing 
Sexual abuse - inappropriate touching, exposing oneself, sexually oriented 
conversations Mental abuse - shaming, humiliation, cruelty 
Neglect - withholding food, water, shelter 

 
Additionally, Northwood will not condone any behavior that is classified under the definition of 
bullying, and to the extent that such actions are disruptive, we will take the appropriate steps 
needed to eliminate such behavior. 

 
Bullying is aggressive behavior that is intentional, is repeated over time, and 
involves an imbalance of power or strength. Bullying can take on various forms, 
including: 

 
Physical bullying – when one person engages in physical force against another 
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person, such as by hitting, punching, pushing, kicking, pinching, or restraining 
another. 

 
Verbal bullying – when someone uses their words to hurt another, such as by 
belittling or calling another hurtful name(s). 

 
Nonverbal or relational bullying – when one person manipulates a relationship or 
desired relationship to harm another person. This includes social exclusion, 
friendship manipulation, or gossip. This type of bullying also includes intimidating 
another person by using gestures. 

 
Cyberbullying – the intentional and overt act of aggression toward another person 
by way of any technological tool, such as email, instant messages, text messages, 
digital pictures or images, or website postings (including blogs). Cyberbullying can 
involve: 

• Sending mean, vulgar, or threatening messages or images. 
• Posting sensitive, private information about another person. 
• Pretending to be someone else to make that person appear negative. 
• Intentionally excluding someone from an online group. 
• Hazing – an activity expected of someone joining or participating in a group 
that humiliates, degrades, abuses, or endangers that person regardless of 
that person’s willingness to participate. 
• Sexualized bullying – when bullying involves behaviors that are sexual in 
nature. Examples of sexualized bullying behaviors include sexting, bullying 
that involves exposures of private body parts, and verbal bullying involving 
sexualized language or innuendos. 

 
Anyone who sees an act of bullying, and who then encourages it, is engaging in 
bullying. This policy applies to all staff, students, volunteers, and vendor partners. 

 
All staff must follow mandatory state specific mandatory reporting requirements. Staff should be 
trained to 
be aware of and understand their legal and ethical obligation to recognize and report 
suspicions of mistreatment and abuse. Staff will: 

 
a. Be familiar with the symptoms of child abuse and neglect, including physical, 
sexual, verbal, and emotional abuse. 
b. Know and follow organization policies and procedures that protect consumers 
against abuse. 
c. Report suspected child abuse or neglect to the appropriate authorities as required 
by state mandated reporter laws. 
d. Follow up to ensure that appropriate action has been taken. 
Staff and volunteers will report concerns or complaints about other staff, volunteers, 
adults, or students to Northwood’s supervisor. 

 
Northwood cooperates fully with the authorities to investigate all cases of alleged abuse. Any 
staff, volunteer, or vendor partner shall cooperate to the fullest extent possible in any external 
investigation by outside authorities or internal investigation conducted by the organization or 
persons given investigative authority by the organization. Failure to cooperate fully can be 
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grounds for termination. 
 

Staff, volunteers, or vendor partners may not have engaged in or been accused or 
convicted of consumer abuse, indecency with a student, or injury to a student. 

 

HIV Related Discrimination 
According to the Centers for Disease Control, The Human Immunodeficiency Virus (HIV), the 
organism identified to be the cause of Acquired Immunodeficiency Syndrome (AIDS), is not 
transmitted by casual contact. Consequently, there is no rational, scientific, or medical reason to 
fear working with or having close, personal, nonsexual contact with a person who has been 
exposed to the HIV virus. No applicant or employee who has AIDS or AIDS Related Complex 
(ARC) or who has been exposed to the HIV virus (whether symptomatic or asymptomatic) will be 
unlawfully discriminated against with regard to the terms and conditions of his or her employment. 

 

What to do If You Have Been Subjected to Unlawful 
Discrimination 
If you believe that you may have been discriminated against or harassed by any School Officer, 
Manager, Supervisor, Co-worker, Agent or Non-Employee with regard to any term or condition of 
your employment, in violation of our Policy on Equal Employment Opportunity, our policies on 
Harassment or Sexual Harassment, you should report the alleged violation immediately to your 
Supervisor, Northwood management, or the CEO or Principal of Northwood. Please speak with 
whichever person you feel the most comfortable. 

 
Similarly, if you have any questions as to whether certain conduct is unlawful discrimination or 
harassment, you are encouraged to speak with any of the individuals mentioned above. This is 
particularly true when it comes to sexual harassment, where what is offensive to one person may 
not be offensive to another. Consequently, it is important that you let your feelings be known. 

 

All Complaints Investigated 
All complaints of discrimination and/or harassment will be investigated promptly and thoroughly. 
To the extent practicable under the circumstances, information related to your complaint will be 
held in confidence and will only be disclosed on a “need-to-know” basis. Northwood reserves the 
right and hereby provides notice that third parties may be used to investigate claims of 
discrimination. If an investigation reveals that discrimination has occurred, disciplinary action will 
be taken to stop the discrimination and to prevent discrimination in the future. No action will be 
taken against any individual who makes a good faith complaint or against any individual 
participating in the investigation or enforcement of this policy. 
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• Violation of the abuse prevention policies described above 
• Seeking private time or one-on-one time with students 
• Buying gifts for individual students 
• Making suggestive comments to students 
• Picking favorites 

Examples of Suspicious or Inappropriate Behaviors Between 
Staff/Volunteers and Students 

Mandatory Reporting of Educator 
Under an amended Professional Educator Discipline Act, if an educator is terminated from 
employment for cause, or even resigns because of circumstances that may otherwise result in 
involuntary termination, the Act requires Northwood to file a report to the Pennsylvania 
Department of Education. 

 
 

Northwood Instructions for Reporting Allegations of 
Abuse 
In the event that a staff member, volunteer, student, or parent/guardian has expressed a 
concern or made an allegation about the treatment of a student, swift and determined 
action will be taken to reduce any subsequent risk to the student, to the accused staff 
member or volunteer, and to Northwood. 

 
A. Responding to Suspicious or Inappropriate Behaviors or 
Policy Violations 

Because Northwood is dedicated to maintaining zero tolerance for abuse, it is imperative 
that every staff member actively participates in the protection of students. In the event that 
staff observe any suspicious or inappropriate behaviors and/or policy violations on the 
part of other staff or volunteers, it is their personal responsibility to immediately report 
their observations. 

 
Remember, at Northwood, the policies apply to everyone. 

 

 
 

All reports of suspicious or inappropriate behavior with students will be taken seriously. Our 
procedures will be carefully followed to ensure that the rights of all those involved are protected. 
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• Interrupt the behavior. 
• Report the behavior to an Administrator or the CEO. 
• If you are not comfortable making the report directly, 

make it anonymously. 
• If the report is about an administrator, contact the next level of 

management. 
• Document the report but do not conduct an investigation. 
• Keep reporting until the appropriate action is taken. 

Guidelines for Staff/Volunteers Response to Suspicious or 
Inappropriate Behaviors and/or Policy Violations 

• Report to the CEO and determine the appropriate response to the 
concern. 

• Determine the appropriate response based on the report. 
• Speak with the staff or volunteer who has been reported. 
• Review the file of the staff or volunteer to determine if similar 

complaints were reported. 
• Document the report on the appropriate form. 
• If at any point in gathering information about a report of suspicious 

or inappropriate behavior, a concern arises about possible abuse, 
contact the state authorities, and file a report. 

• If appropriate, notify parents and/or guardians. 
• Advise the person who reported the behavior that the report is being 

taken seriously. 

Guidelines for Administrators Response to Suspicious or 
Inappropriate Behaviors and/or Policy Violations 

1. Staff and Volunteer Response: 
 
If staff witness suspicious or inappropriate behaviors or policy violations from another staff or volunteer, 
the staff or volunteer is instructed to do the following: 

 
 

 
2. Administrator Response: 

 
In the event that an administrator receives a report of suspicious or inappropriate behaviors or policy 
violations from a staff member or volunteer, the administrator is instructed to do the following: 
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• Review the need for increased supervision. 
• Review the need for revised policies or procedures. 
• Review the need for additional training. 

Guidelines for Organizational Response 

Based on the information gathered, the following may be required: 

● Increase monitoring or supervision of the staff, volunteer, or program. 
● If policy violations with students are confirmed, the staff or volunteer must be 

subject to disciplinary action up to and including termination and prosecution. 
Disciplinary action will follow the Progressive Disciplinary Process outlined in the 
Employee Handbook. 

 
If more information is needed, interview and/or survey other staff and volunteers or students. 

 
3. Organizational Response: 
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• If you witness abuse, interrupt the behavior immediately. 
• If abuse is disclosed to you, assure the individual disclosing that 

he or she was correct to tell you. 
• Protect the alleged victim from intimidation, retribution, or further 

abuse. 
• Immediately report the allegation or incident to the proper 

organization authorities (based on mandatory reporting 
requirements) and the designated authority. 

• Be sure to document the incident, disclosure, or any 
circumstances causing your suspicion of abuse. State only 
the facts. 

• It is not your job to investigate the incident, but it IS your job to 
report the incident to Administration in a timely manner. 

• Check back to make sure appropriate steps were taken. If not, 
report again to Administration or the CEO. 

Additional Guidelines for Staff/Volunteer Response to Incidents 
or Allegations of Abuse 

B. Responding to Suspected Abuse by an Adult 
 

1. Staff or Volunteer Response to Abuse: 
 
As required by mandated reporting laws, staff and volunteers must report any suspected abuse or 
neglect of a student—whether on or off organization property or whether perpetrated by staff, 
volunteers, or others—to state authorities. Reports may be made confidentially or anonymously. A 
person who mistakenly reports suspected abuse is immune from civil or criminal liability as long as the 
report was made in good faith and without malice. *Refer to state specific mandated reporting 
requirements for definitions of abuse and more specific reporting information. 

 
In addition to reporting to state authorities, staff and volunteers are required to report any suspected or 
known abuse of students perpetrated by staff or volunteers directly to administration so that immediate 
and proper steps may be taken to ensure the safety of alleged victims and others who may be at risk. 
Reports of suspected or known abuse may be made confidentially to the following: 

 
● Administrators or CEO 
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• First, determine if the student is still in danger and if so, 
take immediate steps to prevent any further harm. 

• Gather as much information about the allegation as you can. For 
example, who made the report, who was allegedly abused, who 
was the alleged abuser, what was the nature of the alleged abuse, 
where and when did the alleged abuse occur, etc. 

• Accurately record everything you learn in as much detail as you 
can. Remember your notes may be read by others. Stick to the 
facts. 

• Contact the appropriate local authorities as indicated by your 
mandatory reporting procedures. Make sure you get a case 
number and the name and contact information of the person with 
whom you speak at the reporting agency. 

• If the alleged abuse involves a staff member or volunteer, notify 
the CEO, and follow the critical incident management plan. 

• Suspend the accused staff or volunteer until the 
investigation is completed. 

Guidelines for Administrators Responding to 
Allegations or Incidents of Abuse 

2. Administrators Response to Abuse: 
 

In addition to the above response procedures, administrators must ensure the following: 
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• Hazing 
• Bullying 
• Derogatory name-calling 
• Games of Truth or Dare 
• Singling out one student for different treatment 
• Ridicule or humiliation 

Prohibited Student-to-Student Interactions 

C. Responding to Student-to-Student Sexual Abuse and Sexualized 
Behaviors 

 

2. Student -to- Student Interactions: 
 

Most serious incidents of student -to- student abuse is preceded by more subtle 
incidents such as name-calling, taunting, or roughhousing. Interrupting these 
interactions early and establishing and communicating standards of conduct can keep 
the program environment safe. Northwood recognizes that the following interactions 
are high risk and should be prohibited: 

 

 
In order to adequately respond to and track incidents within the organization, all sexual 
activity between students and sexualized behaviors of students must be consistently 
documented. 



Click to return to Table of Contents 40  

• If you observe sexual activity between students, you 
should immediately separate them. 

• Calmly explain that such interactions are not permitted and 
separate the students. 

• Notify an Administrator or the CEO. 
• Complete the necessary paperwork including what you 

observed and how you responded. 
• Follow the Administrator's instructions regarding notifying the 

authorities and informing the parents/guardians of the student 
involved. 

• In some cases, if the problem is recurring discipline may be 
required including not allowing one or both students to return 
to the program. 

Guidelines for Staff and Volunteers Responding 
to Student-to- Student Sexual Activity 

3. Staff and Volunteer Response: 
 

Student -to- Student sexual behaviors can include inappropriate touching, exposing 
body parts, using sexualized language, making threats of sexual activity, engaging in 
sexual activity, and similar types of interactions. 

 
If staff witness student -to- student sexual behaviors, they are instructed to follow these 
guidelines: 
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• Meet with the staff who reported the sexual activity to 
gather information. 

• Confirm that the students involved have been separated or 
placed under increased supervision. 

• Review the steps taken by the staff on duty. 
• Review the incident report to confirm it is accurately and 

thoroughly completed. 
• Meet with parents/guardians of the students involved. 
• Determine what actions should be taken to make sure there is 

no recurrence, including assessing the suitability of the 
program for the students involved. 

• Notify the proper authorities. 
• Develop a written corrective action or follow-up plan in response 

to the incident 

Guidelines for Administrators Responding to 
Student-to-Student Sexual Activity 

4. Administrators Response: 
 

In the event that an administrator receives a report of a student’s sexualized behavior or 
student -to- student sexual activity, the administrator should do the following: 

 

 
Based on the information gathered, the following may be required: 

c. Review the need for additional supervision 
d. Review the need for revised policies or procedures 
e. Review the need for additional training 
f. Alert others in the organization 
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• Review the need for additional supervision. 
• Review the need for revised policies or procedures. 
• Review the need for additional training. 
• Alert others in the organization. 

Guidelines for Organizational Response 

5. Organizational Response: 
 

After the internal review of the sexualized behavior or student -to- student sexual 
activity, the organization will determine what can be done to prevent a reoccurrence, 
such as: 

 

 
 

Child Abuse Reporting 
According to PA State Law, (23 Pa C.S.A. Section 6352), all Employees must notify the person 
in charge, i.e., Principal, Director of Operations, Chief of Staff, or CEO if he/she has reasonable 
cause to suspect, based on their professional training experience, that the child before them has 
been abused. The designated person has the legal obligation to make the report to the District 
Attorney. This reporting requirement applies whenever a school employee is (1) suspected of 
abusing a student and (2) is functioning in his/her role as a school employee regardless of when 
or where the abuse or injury occurred. 

 

Physical Contact Policy 
We recognize the importance of providing a nurturing and safe environment at 
Northwood, while also ensuring we protect our school community and mitigate risk. In 
our efforts to ensure appropriateness as it relates to physical contact, we want to 
convey the importance of staff understanding that there can be appropriate, positive 
contact. However, consideration must be given to the age, understanding and sex of the 
individual, and must never threaten or be sexually inappropriate. 

 
Staff must be sensitive to: 

 
● Cultural backgrounds; and 
● Developmental stage of students; and 
● The need to maintain an individual’s personal space. 
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Positive contact may consist of: 
 

● Handshakes 
● High-fives 
● Shoulder-to-shoulder hugs 

 
At no time is any level of contact condoned if it is considered by either party to be 
unwelcome. Any inappropriate physical contact by employees, visitors, vendors, or 
volunteers towards anyone in our school community will result in disciplinary action up 
to and including termination from employment. 

 

One-on-One Interactions 
Northwood recognizes that there may be times where one-on-one is required (i.e., tutoring). 
When there is the need for one-on-one interactions the following guidelines must be adhered to: 

 
 

● If meeting in a room or office, leave the door open or move to an area that can be easily 
observed by others passing by. 

● Inform other employees and volunteers that you are alone with a child and ask them to 
randomly drop in. 

● Document and immediately report any unusual incidents, including disclosures of abuse 
or maltreatment, behavior problems and how they were handled, injuries, or any 
interactions that might be misinterpreted. 

 

Tutoring/Private Coaching: 
Staff and volunteers should be aware of our policies regarding tutoring and private coaching 
they are as follows: 

 
A. Staff and volunteers must have supervisor approval for any tutoring or private coaching 

sessions. 
B. Tutoring and coaching sessions with our students may not occur outside of the 

organization. 
C. Supervisors must keep a schedule of private tutoring and coaching sessions, which 

should include times, students involved, and location of sessions. 
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Off-Site Contact 
Allowing contact outside of regularly scheduled activities may put members of our school 
community at increased risk. Therefore, Northwood strongly discourages outside contact with 
students with whom they do not have a preexisting familial or social relationship (i.e., children 
are friends at school, families attend the same religious institution). However, recognizing that 
interactions with students outside of regularly scheduled program activities are part of 
programming or otherwise unavoidable. Northwood will review acceptable interaction scenarios 
on a case-by-case basis where required. 

 
Examples of contact outside of regularly scheduled activities that are discouraged: 

 
● Babysitting 
● Social interactions between employee’s or volunteer’s children and Northwood Students 

affiliated with Northwood: 
○ Playdates and birthday parties 
○ Sleepovers 
○ Overnight trips and vacations 
○ Rides to/from organization or extracurricular activities and events 

 
 
 

Sanctions for Violations of Northwood’s Equal 
Employment Opportunity Policies 
Any Officer, Manager, Supervisor, Employee, Agent, or Non-Employee who, after appropriate 
investigations, has been found to have discriminated unlawfully against or harassed unlawfully 
another person will be subject to appropriate action, up to and including termination of his or her 
employment or other relationship with our School. 

 
Further, any Officer, Manager, Supervisor, Employee, Agent or Non-Employee who, after 
appropriate investigation, has been found to have coerced, retaliated against, intimidated or 
harassed another person for registering a complaint or for serving as witness on behalf of 
another person will be subject to appropriate corrective action, up to and including termination of 
his or her employment or other relationship with our School. 

 

Retaliation Prohibited 
Retaliation against anyone for reporting a violation of our EEO Policy, for cooperating in an 
investigation, for assisting in the enforcement of this policy, or for helping us achieve the 
purposes of this policy is prohibited and may be grounds for disciplinary action, up to and 
including termination. You are encouraged to report violations of this policy to your supervisor, 
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Northwood official or Northwood management with whom you have dealt. Should you feel the 
need, please bypass your immediate supervisor and report instances of harassment to our 
CEO. 

 

Workplace Violence 
Northwood has established a policy which is designed to minimize Student and Employee 
exposure to workplace violence. 

 
This policy applies to all Employees engaged in all School related activities, either on school 
premises or off school premises. 

 
Northwood encourages Employees to speak with their Immediate Supervisor, the Assistant 
Principal, Chief of Staff, or the CEO, immediately, in any of the following situations: 

 
1. You feel that you are being intimidated, threatened, or harassed, verbally or physically, by a 
co-worker or anyone else with whom you do business; 

 
2. You have been intimidated, threatened, or harassed, verbally or physically, by a non- 
employee, who is independent of your employment relationship with Northwood, but the 
Employee feels that such a person may look for you to take action against you at our workplace; 

 
3. You become aware of the existence of an individual on or near Northwood premises under 
circumstances in which you believe that he or she may not have an appropriate business 
purpose for being there; 

 
4. You become aware of any other action, situation, or occurrence which you believe may 
threaten your personal safety or the well-being of those around you; 

 
5. You have any ideas as to how we can make our workplace safer. 

 
Northwood will disclose information reported only to the extent necessary to conduct an 
adequate investigation and/or take appropriate corrective action. Moreover, Northwood will 
ensure that there is no retaliation brought against an Employee who, in good faith, registers a 
complaint or brings information to Northwood’s attention. 

 
Any Employee who engages in workplace violence will be subject to immediate termination and 
possible criminal prosecution. Similarly, any Employee threatens to harm another Employee, 
his or her family, friends, property, etc., will be subject to immediate termination and possible 
criminal prosecution. The fact that a threatening comment may have been made “in jest” will be 
of no defense at all; Northwood will assume that all threats are made with the intent to carry 
them out and act accordingly. 
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      Workplace Bullying 

 
 
The Organization considers bullying as; use of force, threat, or coercion to abuse, intimidate, 
or aggressively dominate others. This behavior, either direct or indirect, whether verbal or 
physical, conducted by one or more persons against another is strictly prohibited. 
 
Northwood expects all Employees will be treated with dignity and respect and will not in any 
instance tolerate bullying behavior by any Employee, including supervisors, managers, and 
Administration. 
 
Employees found in violation of this policy will be disciplined, up to and including termination. 
Bullying may be intentional or unintentional. The Organization considers the following 
examples of behavior as bullying: 
 
• Verbal Bullying: slandering, ridiculing, or maligning a person or his/her family; 
persistent name calling, which is hurtful, insulting or humiliating; using a person as the 
subject of jokes; abusive and offensive remarks. 
 
• Physical Bullying: pushing; shoving; kicking; poking; tripping; assault, or threat of 
physical assault; damage to a person’s work area or property. 
In addition, examples that may constitute or contribute to evidence of bullying in the 
workplace, but are not limited to: 
 
• Persistent singling out of one person 

• Shouting, raising voice at an individual in public and/or in private 

• Using verbal or obscene gestures 

• Personal insults and use of offensive nicknames 

• Public humiliation in any form  

• Constant criticism on matters unrelated or minimally related to the person’s job   

 performance or description 

• Public reprimands 

• Repeatedly accusing someone of errors which cannot be documented 

• Deliberately interfering with mail and other communications 

• Spreading rumors and gossip regarding individuals 

• Encouraging others to disregard a supervisor’s instructions 

• Inflicting menial tasks outside of the normal responsibilities of the job 

• Taking credit for another person’s ideas 

• Refusing reasonable requests for leave in the absence of work-related reasons not to 
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 grant leave 

• Unwanted physical contact, physical abuse, or threats of abuse to an individual or an 

 individual’s property (defacing or marking up property) 

 Should an investigation substantiate that violations of this policy have occurred; Northwood 
will initiate a decisive and appropriate response. This response may include but is not limited 
to suspension or termination of employment, and/or seeking the arrest or prosecution of the 
person or persons involved. 

Employees are responsible for making this report regardless of the nature of the relationship 
between the individual who initiated the bullying behavior and the person(s) who are bullied 
or were the focus of the bullying behavior. Northwood Employees are responsible for 
notifying their manager or supervisor of any threats that they have witnessed, received, or 
have been told that another person has witnessed or received which is regarded as bullying. 

Employees found in violation of this policy will be disciplined, up to and including termination. 
 

Anti-Corporal Punishment Policy 
In accordance with Title 22 Pa Code Chapter 12.5, Corporal punishment is defined as 
physically punishing a student for an infraction of the discipline policy. Use of corporal 
punishment is prohibited at Northwood. Teachers and school administrators may only use 
reasonable force under the following circumstances and to the extent consistent with applicable 
state and federal laws and regulations: (1) to quell a disturbance, (2) to obtain possession of 
weapons or other dangerous objects; (3) for the purpose of self-defense; (4) for the protection 
of persons or property. 

 

Act 48 
Employees must attend professional learning opportunities and meetings on-time and for the 
duration of the session to receive credit. Employees must participate in activities and complete 
professional learning tasks as assigned to receive Act 48 credit. Employees must sign in with 
their PPID # to receive credit. 
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Arrests and Convictions 
All employees must report any arrests or convictions for felony or misdemeanor charges under 
Federal, State or any other laws by submitting to the Director of Operations a signed and 
completed PDE-6004 form. All arrests and convictions for felony or misdemeanor crimes must 
be reported within 72 hours of the arrest or convictions, as applicable. Failure to self-report 
within 72 hours may result in disciplinary action, up to and including termination. 

 

Whistleblower Policy 
It is the intent of Northwood to adhere to all applicable laws and regulations. The support of 
employees is necessary to achieve compliance with various laws and regulations. 

 
If an employee reasonably believes that some policy, practice or activity of Northwood is in 
violation of law, however, this policy therefore encourages, but does not require, employees to 
bring the matter of concern to the CEO or Board of Trustees, by filing a written complaint, in 
order to afford Northwood a reasonable opportunity to investigate and correct the activity, policy, 
or practice, if correction is warranted. 

 
This policy also reflects the recognition of the Board of Trustees to keep employees informed as 
to their rights, privileges, protections, and obligations under the Whistleblower Act. Employees 
are protected against retaliatory action by an employer or an agent of the employer for 
disclosing or providing information to a supervisor or a public body regarding any activity, 
policy, or practice of Northwood that an employee reasonably believes is in violation of law or a 
clear mandate of public policy, or which may be an instance of waste by Northwood. 

 

Cooperation with Legal Authorities 
Northwood will cooperate as required with any local, state, or federal investigators or law 
enforcement officers who may contact Northwood in the course of any criminal investigation. All 
investigators and law enforcement officers must present proper identification prior to obtaining 
any information from Northwood. All investigators or law enforcement officials must identify 
themselves to the CEO or CEO’s designee upon contact with Northwood. Whenever an 
investigator or law enforcement officer comes on school property with the appropriate legal 
authority to request records and information, main office staff must contact Principal or Principal 
designee/ Director of Operations before releasing student information 

 

Disability Accommodation 
Northwood 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. 
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 Pre- employment inquiries are made only regarding an applicant’s ability to perform the 
duties of the position. Reasonable accommodation is available to all disabled Employees, 
where their disability affects the performance of job functions. 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 job assignments, classifications, 
organizational structures, position descriptions, lines of progression, and seniority lists. Leave 
of all types will be available to all employees on an equal basis. Northwood 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. Northwood will follow any state or local law 
that provides individuals with disabilities greater protection than the ADA. This policy is 
neither exhaustive nor exclusive. Northwood is committed to taking all 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. Employees seeking an 
accommodation of the Americans with disability Act (ADA) should contact HR for guidance 
and next steps. 

 

Business Ethics, Conduct and Right to Privacy 
The successful business operation and reputation of Northwood 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. 

 
Northwood will comply with all applicable federal/state laws and regulations and expects its 
directors 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. This applies to adherence to professional behavior 
across all environments in which one may be recognized as an agent of Northwood. 
Professional behavior is defined as conducting oneself in a manner that is conducive to the 
positive maintenance and growth of the working environment. 

 
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, HR and, if 
necessary, with the CEO for advice and consultation. 

 
If you suspect a violation of this policy, you have an obligation to report your concerns to the 
CEO. 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, Northwood will take prompt, 
remedial, corrective action that could include termination of employment and criminal 
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prosecution. The action taken will be deemed by management to be commensurate with the 
nature and severity of the violation. 

Overview of HIPAA Compliance 
This notice describes how medical information about you may be used and disclosed and how 
you can get access to this information. Please review it carefully. HIPAA, the Health Insurance 
Protection and Accountability Act, established rights and protections for healthcare consumers. 

 
Northwood is alerting you to your rights regarding protected healthcare information (‘PHI’) and 
our use, receipt, and/or disclosure of such information. Employees have individual rights 
regarding their protected health information and how it is used and disclosed. You have the 
right to: 

 
● Request restrictions on certain PHI uses and disclosures 
● Receive confidential PHI communications + Inspect and copy PHI 
● Amend PHI 
● Receive an accounting of PHI disclosure 
● Receive paper copy of the notice upon request 

 
In the handling, use, receipt, or disclosure of PHI, Northwood will: 

 
● As required by law, maintain the privacy of PHI by maintaining separate benefits files for 

each employee and restricting who has access to the information 
● Provide individuals with this notice of its legal duties and privacy practices 
● Abide by terms of the current notice, but reserves the right to change practices should 

administration of the benefits plans necessitate 
● Not retaliate against any individuals who file a complaint regarding HIPAA practices with 

covered entity of the US Department of Health and Human Services 
● Not use other PHI or make disclosures without the individuals written consent 

authorization, which may be revoked at any time 
 

For more information or questions about HIPAA Privacy, please contact Human Resources. 
 

Immigration Law Compliance 
Northwood 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 
Northwood 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 HR. Employees may raise questions or complaints about immigration law 
compliance without fear of reprisal. 
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Hiring of Relatives 
Northwood recognizes that there may be instances when members of the same family are 
employed. 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 Northwood. 

 
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. 

 

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 Northwood wishes 
the business to operate. The purpose of these guidelines is to provide general direction so that 
you can seek further clarification on issues related to the subject of acceptable standards of 
operation. Contact HR or the CEO 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 Northwood. 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 Northwood'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 Northwood 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 Northwood 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 Northwood. 

 
The CEO and Board of Directors 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. 
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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, 
Northwood earns the respect and trust of its families. Any violation of confidentiality seriously 
injures our reputation and effectiveness. Northwood 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). 

 
Northwood 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 Northwood 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 Northwood 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. 

 

Outside Employment 
You may hold an outside job(s) as long as you meet the performance standards of your job with 
Northwood. All employees will be judged by the same performance standards and will be 
subject to Northwood's scheduling demands, regardless of any existing outside work 
requirements. 

 
If Northwood determines that your outside work interferes with performance or the ability to 
meet the requirements of Northwood as they are modified from time to time, you may be asked 
to terminate the outside employment if you wish to remain with Northwood. 
Outside employment that constitutes a conflict of interest is prohibited. You may not receive 
any income or material gain from individuals outside Northwood for materials produced or 
services rendered while performing your job at Northwood. You may not use a school vehicle or 
equipment at any time for other than School business. You must advise the CEO in writing of 
any outside employment held or being contemplated and provide any information requested by 
the CEO to enable her 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 
CEO or HR. 

 
Failure to disclose outside employment or any other conduct in violation of this policy will be 
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grounds for discipline, up to and including termination of employment. 

 
EMPLOYMENT PRACTICES 

Employment Guidelines 
Each of us was selected for employment with Northwood because of our unique characteristics, 
interests, training, prior experience, knowledge, and job skills which matched the requirements 
for the job each of us now holds. In accepting employment, we also acknowledged a personal 
responsibility for ensuring that our workplace conduct, job performance and business practices 
meet the expectations of Northwood. 

 

Requirements for Employment 

Requirements for Employment – Existing policy edited to include 
volunteers 

 
Northwood relies upon the accuracy of the 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 
volunteerism, or if the individual has been hired, termination of employment or volunteer status. 

 
All employees and volunteers must comply with state requirements such as, but not limited to, 
prior service form, fingerprinting (Act 114), PDE certification, Child Abuse History Clearance 
(Act 151), PA Criminal Record Statement (Act 34 and Act 114), PDE Arrest/Conviction Report 
and Certification form* (Act 24), Misconduct Employment History review (Act 168), Mandated 
Reporter Training (Act 126), tuberculin tests, and physician’s reports submitted in your current 
name. Employees are also required to provide transcripts to verify units earned or in-service 
hours. 

 
These requirements must be completed prior to starting the position for which you were hired, 
and the information must be submitted to Human Resources as required by law. Act 153/Act 15 
requires all employees and volunteers to obtain new clearances every five years beginning 
December 2015. Any cost is the responsibility of the employee and/or volunteer. Failure to 
submit required documentation within the appropriate time frame may result in the delay of the 
new hire start date. So, in accordance with Act 71 - Pennsylvania Youth Suicide Prevention 
Initiative (PAYSPI), all staff members for students in grades 6 - 8 must receive four hours of 
suicide prevention training every five years. Northwood will provide resources and/or on-site 
training in order for pertinent staff to meet this requirement. 

 
(*)The PDE has mandated that any school employee or volunteer must report, within seventy- 
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two (72) hours, an arrest or conviction for particular offenses outlined on form PDE 6004. 
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 will 
have access to School funds. In this case Northwood may require employees and volunteers to 
submit to additional background checks, in which prior authorizations would be required. 

 

Certification 
The professional educator may not: 

 
1) Accept employment, when not properly certificated, in a position for which certification is 
required. 

 
2) Assist entry into or continuance in the education profession of an unqualified person. 

 
3) Employ, or recommend for employment, a person who is not certificated appropriately for the 
position. 

 
A Level I certificate is a provisional certificate that must be converted to a permanent Level II 
certificate by meeting both educational and service requirements. Time spent teaching at 
Northwood counts toward your eligibility for Level II (Permanent) certification. Please refer to 
www.pde.state.pa.us for specific directions. Conversion requirements must be met by the end 
of the sixth year of service. Recognize that this requirement is over and above completion of Act 
48 hours. 

 

False Information and Employment 
Applicants for employment with Northwood are expected to provide complete and accurate 
information regarding their background, employment history, credentials, and qualifications for 
employment. If, following employment, Northwood 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, 
Northwood may discipline the employee, up to and including termination, regardless of the time 
elapsed before the discovery. 

 
Northwood may investigate an employee’s background, employment history, credentials, and 
qualifications at any time during the employment relationship. 

 

Our Expectations and Your Responsibilities 
While these expectations are set forth in greater detail throughout this Handbook and will be 
communicated to you further in the course of your employment with us (both formally and in- 
formally) and in the final and full version of the Employee Handbook, in general, you are 
expected to: 

http://www.pde.state.pa.us/
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● Conduct yourself and all of your business activities ethically and honestly; 
● Approach your job responsibilities with enthusiasm, professionalism, and self- 

confidence; 
● Promote good will by handling all contacts with co-workers, supervisors, students, 

parents, and contractors in a spirit of courtesy, cooperation, and attentiveness; 
● Deal with all co-workers, supervisors, students, parents, and contractors; without regard 

to their gender, age, race, color, creed, religion, national origin, ancestry, citizenship, 
sexual preferences or orientation, marital status, veteran’s status, handicap or disability 
or membership in any other protected group; 

● Report to work physically and mentally fit for duty (e.g., free from the influence of either 
drugs or alcohol); 

● Report to work promptly and regularly, keeping absences, late arrivals, and early 
departures to a minimum; 

● Provide appropriate notice of unavoidable absence or lateness in accordance with 
established policy; 

● Perform your job responsibilities efficiently and thoroughly; 
● Remain actively engaged in the performance of your job responsibilities throughout the 

entire workday; 
● Exercise prudence and care in the performance of your job duties and responsibilities; 
● Observe all health, safety, and security rules at all times; 
● Protect the confidentiality of information which you acquire in the course of your 

employment and which is not generally accessible by the public, in accordance with the 
confidentiality policy; 

● Avoid engaging in any conduct which would create an actual or potential conflict of 
interest; 

● Safeguard School property to prevent its damage, loss, misuse, or theft; 
● Report accidents, injuries (whether your own, a co-worker’s or otherwise), fire, theft, or 

other unusual incidents immediately after occurrence or discovery; 
● Follow all established School policies, rules, and procedures, as well as the specific 

instructions of your Supervisor; 
● Refrain from using School property, services, or supplies for personal reasons, unless 

prior permission is obtained; 
● Provide complete and honest information in connection with all pay, time, business, 

expense, and employment records; and 
● Ensure that your personal appearance, verbal communication, and physical conduct are 

consistent with high standards of professionalism and propriety. 
 

Performance Development and Reviews 
Instructional Staff 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 team and staff will be held 
accountable for seeing that students are progressing toward that important goal. Additionally, 
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The CEO shall be evaluated annually by the Board of Directors. 

like all other School employees, it is incumbent upon teachers and administration to embody 
the core characteristics of NACS Core Competency Framework which they will also be 
evaluated on. 

 
The administrative staff will have a set of key related position objectives that they will be 
evaluated on annually. 

 
Recognizing that the teacher is the most critical factor in the educational process, teacher 
evaluations are 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 in accordance with the collective bargaining 
agreement . 

 
Observations can be announced or unannounced at the discretion of the Principal. Classroom 
walk-throughs and observations are part of the standard operating procedure at Northwood. 
The purpose of on-going observation is to continuously improve the instructional program. 

 

Non-Instructional Staff 
 

All non-instructional staff will be evaluated according to key objectives that are established 
inherent to their job description and/or certification. Those who have teaching responsibilities 
will be accountable for relevant teaching skills as well as those objectives directly connected to 
their particular position. 

 
Classroom assistants will be evaluated according to the schedule for classroom teachers. All 
non-instructional staff performance evaluations will be completed by June. 

 

Working in a Remote Capacity 
As the Northwood workforce may operate with some or all staff working remotely, the following 
are expectations for employees that may work in a remote capacity: 

 
General 

 
● All staff are expected to start and end their workday at their assigned times 
● All staff are expected to be available and communicative during their scheduled 

workday, as the school schedule permits 
● Northwood policies continue to apply to those working remotely 
● Staff should have a quiet and distraction free workspace, to the extent possible 

Virtual Meetings 
 

● While distractions are sometimes unavoidable, try to keep them to a minimum. No music 
or television in the background during meetings 

● Keep yourself muted during video/audio meetings unless you are speaking 
● Turning on video is expected if it is a meeting that would otherwise be in person 
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● Avoid eating during virtual meals, unless invited to do so by the host 
● Business casual dress is still expected, for what can be seen on camera 

 
Remote or hybrid handbooks may be created and distributed as needed to supplement this 
information. 

 

Personal Appearance and Dress Code 
The appearance of the entire staff is very important in presenting a neat, clean, and professional 
environment at school. While Northwood recognizes the need for comfortable clothing, wearing 
business casual attire is required.  

Clothing should be appropriate for the work environment. This means that clothes should be 
modest and not too revealing or too casual. Clothing should be clean, fit you properly (no 
cleavage and not overly revealing), and free of tears, stains, wrinkles, dirt, and other blemishes. 
Shoes should be comfortable and in good condition. This means that shoes should be clean 
and free of damage. They should also be appropriate for the work environment.  

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, sweatpants, running suits (except for 
physical education), sandals, which include thongs and flip flops, as well as rubber shoes 
(Crocs) for safety reasons, and excessively long dangling jewelry. 

On Fridays, employees shall be permitted to wear jeans, sneakers and Northwood gear t-shirts 
or “Teacher Tees” related to teaching, subject, grade level, etc. Philadelphia Eagles team 
apparel will be allowed on game days and during playoffs. Additional “spirit” days may be 
included as directed by the School.  

 

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 requirements, (e.g., jury duty), may jeopardize your continued employment if the 
number exceeds those allotted per this Handbook. 
 

Employee Performance Improvement Plans 
It is the policy of Northwood to provide a supportive environment in assisting employees to 
improve their performance and address their performance discrepancies identified in the 
performance management process. The Performance Improvement Plan (PIP) is designed to 
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facilitate constructive discussion between the employee and his/her manager about 
performance deficiencies and work expectations. 

 
At the Principal or CEO’s sole discretion with the guidance and support of HR, a PIP may be 
drafted, in which case the PIP document shall be discussed with the Employee. Both Employee 
and Northwood will sign the PIP document, wherein Employee’s performance deficiencies will 
be identified, and the expectations for performance improvement within the specified timeframe 
will be outlined. 

 
Ultimately, it is the responsibility of the Employee to maintain and sustain the job expectations 
as outlined in the PIP and in the Employee's job description. If the terms and conditions of the 
PIP are not satisfied, then the Employee may be subjected to disciplinary action, or else the 
Employer may exercise its rights with respect to the Employee's at-will employment status and 
may recommend the suspension or termination of such employment. 

 
The Principal or CEO with the guidance and support of HR shall retain the right to not 
implement a PIP if, in the Principal or CEO’s sole discretion with the guidance and support of 
HR, circumstances do not warrant a PIP. 

Performance Counseling 
Our goal is to create an environment that promotes your best performance. It is your 
responsibility to maintain the level of performance and conduct necessary to achieve 
Northwood’s goals. When required, through the Performance Counseling Process, your 
Supervisor will provide you with formal feedback and required actions to improve your 
performance. Your immediate Supervisor (and Northwood's management when appropriate) 
along with HR support and advisement, will be involved in all phases of the Performance 
Counseling Process. 

 
The following performance counseling steps may be taken by your Immediate Supervisor and 
(Northwood's management along with HR support and advisement ) as soon as an apparent 
problem develops. However, if management, with HR's advisement, believes that the problem 
or situation is serious enough to warrant more severe discipline, the Supervisor, with HR's input 
(and Board approval when required), may skip steps or recommend immediate termination. 
Nothing in these policies requires Northwood to follow progressive discipline. 

1. The Supervisor may give a Verbal Warning and place a confirming note in the 
Employee’s personnel file. 

2. If the problem is not corrected, the Supervisor with HR support may give a Written 
Warning to be placed in the Employee’s personnel file. This warning will have had 
advance approval from the next level of management and HR. 

3. If the problem is not corrected within the specified time, the Supervisor with HR 
advisement, may give a Final Written Warning. The Supervisor and the next level of 
management and Northwood management and HR, will have approved it, and it will 
remain in the Employee’s personnel file. 

4. The final step is Termination. All termination decisions must have approval of the next 
level of management, the CEO, HR , and the Board when required. With respect to 
the grievance process for  the  bargaining Unit employees, Administrative staff must 
seek support from HR for all discipline beyond a verbal warning 



Click to return to Table of Contents 59 
 

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: 

● Verbal or physical abuse of students or guests; 
● Endangering the well-being or safety of students, employees, or guests; 
● Theft or embezzlement; 
● Acts involving dishonesty or breach of trust, such as fraud; 
● Conviction of a felony; 
● Working for a competitor or establishing a competing business; 
● Possession, selling or use of illegal substances while on School premises or while on 

duty; 
● Violation of Northwood’s Substance Abuse Policy/Rules; 
● Falsification of School or employment records; 
● Abuse, destruction, waste or unauthorized use of equipment, facilities, materials, or 

programs; 
● Inappropriate demeanor with parents or other staff members; 
● Insubordination – refusing to follow the direction of your supervisor or other disrespectful 

conduct toward your supervisor; 
● Unacceptable job performance; 
● Altercations with any employee or guest; 
● Unexcused absenteeism/tardiness; 
● Sleeping while on duty; 
● Failure to comply with regulatory requirements or safety rules and regulations; 
● Violation of student, parent, or employee confidentiality; or 
● 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. 

 

Examples of Summary Offenses 
Although we generally follow the Performance Counseling Process, following are examples of 
conduct which may be cause for immediate discharge: 

 
● Unsuccessful completion of a review and orientation period; 
● Gross or ordinary negligence, and/or inconsiderate treatment in the care of students; 
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● Failure to maintain current criminal or child abuse clearances or to timely complete a 
PDE-6004 form for reporting any arrests or convictions for felonies or misdemeanor 
crimes; 

● Failure to maintain educator certification including specialty, if any, or administrator 
certification, as required for in order for such employee to remain in his or her position; 

● Unauthorized practice of teaching; 
● Refusal to carry out functions relating to Northwood or policies and procedures; 
● Violations of any of the following Policies; Equal Employment Opportunity, 

Confidentiality, Conflicts of Interest, Conflicts of Commitment, Electronics 
Communications 

● Violation of any Code of Ethics and/or Code of Conduct applicable to professionals who 
are obligated to adhere to such standards by law, regulation, rule or custom 

● Inappropriate demeanor with parents, staff members, or other key stakeholder 
● Conviction of a felony, serious crime, and/or an act of dishonesty; 
● Conviction by a court of law of any offense which, in the judgment of the Board of 

Trustees, would make the employee undesirable for association with Northwood, its 
students and other employees; 

● Using, possessing, manufacturing, selling, distributing, or dispensing illegal drugs while 
on duty or on School premises; 

● Using or possessing alcohol while on School premises or during working hours or 
reporting to work under the influence of intoxicants. Verbally or physically harassing, 
coercing, intimidating, or threatening a co-worker, supervisor, student, parent, 
contractor, or subcontractor; 

● Unauthorized access to records and files of Northwood, whether locked or otherwise; 
● Theft or dishonesty, including, but not limited to: willful falsification of any pay, time 

business expense or employment record (including your Application for Employment); 
recording the time worked by another employee or permitting another employee to 
record time worked by you; altering any employee time record, regardless of whether it 
is the employee’s own time record or another employee’s; and misappropriation of 
school property or property belonging to any of Northwood’s employees, students, 
parents, contractors or subcontractors 

● Deliberate damage to or destruction of property belonging to Northwood or any of its 
employees, students, parents, contractors, or subcontractors; 

● Insubordination, which is defined as refusal to follow through on a supervisor’s 
instructions, willful disobedience when directed to perform work or disrespectful behavior 
toward a supervisor or manager; 

● Possession of a firearm or other deadly weapon while on school premises, including the 
conversion or threatened conversion into a weapon of any tool or other object common 
to the workplace; 

● Unethical or illegal conduct in the course of your employment; 
● Committing an immoral or indecent act while on or off Northwood’s property regardless 

of whether the act was committed during the Employee’s workday; 
● Reckless disregard for or willful violation of any safety or security rules where such 

disregard or violation endangers the safety of any person or the property of Northwood, 
or any of its employees, students, parents, contractors, or subcontractors; 

● Endangering the health or welfare of any student; 
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● Giving false fire alarms or causing false fire alarms to be given, or tampering with fire 
equipment; 

● Participation in a fight or other physical altercation on School premises or while on duty 
(except as reasonably necessary in self-defense under circumstances in which the 
employee cannot withdraw safely from the situation), and any other acts of threats or 
violence; 

● Gross neglect of duties or job responsibilities; 
● Absences from work for three (3) consecutive days without notice; 
● Leaving the premises without permission or cause; 
● Sleeping on Northwood's time; 
● Interfering with the work performance of another employee, or threatening, intimidating, 

or coercing another employee; 
● Restricting output or persuading others to do so, or promoting, encouraging, agitating, 

engaging in or supporting suspension of work, slowdowns, or any other interruptions of 
work; 

● The private or personal use of Northwood’s property, materials, or resources, or the 
unauthorized use of Northwood’s postage, telephone, computers, internet access, 
unless you have received specific permission from you supervisor; 

● Falsification of information and/or data, no matter when such falsification is discovered, 
including information provided to us during the hiring process, on expense reports, on 
employee’s health, benefit or workers’ compensation claim forms, or other school 
records or personnel action forms; 

● Rudeness or disrespect to parents, visitors, co-workers, or Northwood’s management, or 
students; 

● Obscene or abusive language directed toward any supervisor, manager, co-worker, 
student, parent or third party; 

● Soliciting or accepting unauthorized gratuities; 
● Inappropriate relationship with students; 
● Gambling or conducting games of chance on school premises; 
● Horseplay, practical jokes, and pranks; 
● Engaging in criminal conduct; 
● Engaging in an act of sabotage; 
● Violating a confidence or the unauthorized disclosure of trade secrets, proprietary data, 

or other confidential information or removal of same from premises without prior 
approval; 

● Traffic violations while operating a school vehicle; 
● Failure to provide honest and accurate information to a supervisor or responsible agent 

of the Board of Directors; 
● Smoking or vaping on Northwood grounds or during the hours of work; 
● Any conduct on or off the job which the Board in its sole discretion believes will 

adversely affect the image of Northwood; 
● Administration of corporal punishment; or 
● Other violations of School policies. 



Click to return to Table of Contents 62 
 

Problem Resolution 
Northwood 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 questions receive a timely response from Northwood’s administrators. 

 
Northwood strives to ensure fair and honest treatment of all employees. Administrators and 
employees are expected to treat each other with mutual respect. Employees are encouraged to 
offer positive and constructive feedback. 

 
If a situation occurs when you believe that a condition of employment or a decision affecting you 
is unjust or inequitable, you are encouraged to make use of the following problem resolution 
procedure. You may discontinue the procedure at any step. 

 
1. Speak to your supervisor regarding your complaint or concern. Your supervisor will 

gather all the necessary facts and provide you with a response as quickly as possible. 
2. If your direct supervisor cannot provide a satisfactory response, he/she will then bring 

your problem to the attention of HR, who will meet with you and your supervisor and 
attempt to arrive at a satisfactory answer as quickly as possible. 

3. If you feel uncomfortable about discussing a problem with your supervisor, you may 
bypass that individual and discuss your problem with higher levels of HR or the CEO 
without fear of reprisal. 

 
 

Not every problem can be resolved to everyone’s total satisfaction, but only through 
understanding and discussion of mutual problems can employees and management 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 Northwood in 
a reasonable, business-like manner or for using the problem resolution procedure. The Board of 
Directors recognizes its responsibility to keep its employees informed as to their rights, 
privileges, protection and obligations under the Whistleblower 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. 
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Personal Property 
Northwood 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. 

 

Drug, Smoke, Alcohol Free Workplace 
Alcohol & Smoking 

 

Northwood is a non-alcohol and non-smoking facility (including vaping), both in the building and 
on the grounds. Additionally, alcohol consumption or smoking is prohibited by Northwood 
employees while attending off-site activities and/or events when students are present, including 
overnight trips. 

 
Alcohol, Drug & Substance Abuse Policy 

 

Northwood complies with the Federal Drug-Free Workplace Act and is committed to providing a 
work environment that is free of illegal drugs and alcohol. Northwood intends to maintain a 
safe, healthy, and efficient working environment for all of its Employees and students and to 
protect the property, equipment and facilities of Northwood, Employees, and students. Part of 
that law requires that we make everyone aware of our policy on drug use and alcohol abuse. 
Compliance with our Drug and Alcohol policy is a condition of employment. It is violation of this 
policy for an Employee to: 

 
● Manufacture, transport, distribute, promote, or sell illegal drugs or alcohol during working 

hours, while working offsite on behalf of Northwood including overnight trips or while on 
Northwood’s premises 

● Report for work, handle school business or be on Northwood’s premises while under the 
influence of illegal drugs or alcohol; 

● Have illegal drugs or alcohol in his or her possession during working hours, while 
working offsite on behalf of Northwood including overnight trips or while on Northwood 
premises; 

 
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 students, and the general public. 

 
Off-the-job drug use which could adversely affect an Employee’s job performance, or which 
could jeopardize the safety of students or other Employees, or Northwood, other Employees or 
student property or equipment is proper cause for disciplinary action, up to and including 
termination of employment and/or non-renewal of agreement. It is the duty of all Employees to 
notify the CEO or Security Officer of any criminal drug conviction for a violation occurring in the 
workplace within (5) days of the conviction. 
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Violation of this policy will result in disciplinary action, up to and including termination/or non- 
renewal of Agreement, even for the first offense. Individuals in violations of this policy may also 
be referred to law enforcement agencies. 

 
Northwood 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. 

 
Northwood reserves the right to perform testing for drug and alcohol use under the conditions 
listed below. For drug testing, Employees may be asked to provide body substance samples 
(e.g., hair, urine, and/or blood). Individuals who test positive may be subject to immediate 
discharge and may be referred to appropriate sources for assistance. An Employee may be 
subject to testing for drug and alcohol use under the following conditions: 

 
● If he/she is directly involved in a job-related accident and/or eligible for worker’s 

compensation benefits. 
● If he/she is directly involved in a properly damaging accident. 
● If any supervisor has reasonable cause to believe that an Employee is working under the 

influence of drugs or alcohol. 
 

Northwood 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. Should an Employee be discovered under 
the influence of alcohol, drugs, or other intoxication substances while on duty, the Employee will 
be relieved of his/her assigned tasks and asked to leave the premises. The CEO or designee 
must make documentation of all such incidents and a copy filed in the Employee’s personnel 
file. If an Employee is screened positive for illegal drug or alcohol use, he/she will be subject to 
disciplinary action, up to and including termination of employment and/or non-renewal of 
Agreement. If a teacher or staff member refuses a drug or alcohol test, he or she will be subject 
to disciplinary action, up to and including termination of employment and/or non-renewal of 
Agreement. 

 
If an Employee is receiving prescribed medical treatment with a controlled substance, he or she 
should report this treatment to Northwood Nurse. The Employee may continue to work while 
under such treatment if Northwood Nurse determines the use of the controlled substance does 
not pose a threat to his/her own safety or the safety of others and that his/her job performance 
is not significantly affected by the controlled substance. 

 
Northwood reserves the right to conduct a, for cause, reasonable search for illegal drugs and 
alcohol on Northwood premises, including parking areas, lockers, and employee vehicles. 
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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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 CEO. Employees must obtain prior written approval from the CEO 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. 

 

Proselytizing/Political Advocacy 
Employees are prohibited from advocating or teaching religious and/or political viewpoints 
during working hours in working areas, except as approved as part of Northwood curriculum. 

 

Employment Categories 
It is the intent of Northwood 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 in accordance with 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 proper review by HR based upon exemption guidelines 
as set by the FLSA. 

 
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 Northwood’s full-time schedule of thirty-five- (35) hours per 
week. Generally, they are eligible for Northwood'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 
Northwood, 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. 
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SUBSTITUTE employees who are not regularly scheduled and work only as needed and 
called. They are not entitled to fringe benefits. 

 

Employment References and Loan Verification 
Checks 
HR will 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 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. 

 
HR will 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. Employees are prohibited from providing professional references, which are only 
completed by HR to include position title and dates of employment. 

 
If an employee provides a personal reference, it cannot be prepared using Northwood 
letterhead, and it must state that it is a personal reference and does not reflect Northwood’s 
position. The CEO with HR advisement must approve exceptions. 

 

Access to Personnel Files 
Northwood 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 Northwood, and access to the information they contain is 
restricted. Generally, only management personnel of Northwood who have a legitimate reason 
to review information in a file are allowed to do so. 

 
If an employee wishes to review their own file, contact Human Resources to make an 
appointment during normal business hours. Northwood complies with state law permitting 
current employees to inspect and take notes concerning the content in their personnel files. 
With reasonable advance notice, you may review your own personnel files in the presence of 
an individual appointed by Northwood to maintain the files. You may not alter any documents 
contained in your personnel file and you are not entitled to any copies of your personnel file. 
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Personal Data Changes 
It is your responsibility to promptly notify Northwood 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 Coordinator. 

 

Employment Termination 
Termination of employment is an inevitable part of personnel activity within any organization, 
and many of the reasons for termination are routine. Below are examples of some of the most 
common circumstances under which employment is terminated: 

 
● Resignation - voluntary employment termination initiated by an employee 
● Discharge - involuntary employment termination initiated by Northwood 
● Layoff - involuntary employment termination initiated by the organization for non- 

disciplinary reasons 
● Retirement - voluntary employment termination initiated by the employee meeting age, 

length of service, and/or other criteria for retirement from Northwood. 
 

If an employee finds it necessary to resign, he or she must provide a minimum of at least two (2) 
weeks for non-instructional and thirty (30) days for instructional advance notice in writing to HR 
indicating the last day of work. This date will be considered the effective date of your 
resignation. Failure to provide the appropriate notice of resignation may result in loss of accrued 
monies. 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. All work products (grades, 
grading, report cards, etc.) must also be up to date by the last day of employment. 

 
Your final paycheck will be issued in accordance with normal operational procedures, unless 
otherwise requested. 

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

 

Appeals Process 
Northwood shall provide employees with a prompt and fair review of an appeal of a termination 
decision. In the event of a termination the employee may file a written complaint with 
Northwood’s CEO and Northwood’s management, presenting any information that may be 
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pertinent to the employee’s reason for appeal. The CEO within five (5) days of termination will 
then with Northwood’s input (and Board approval where required) make a final determination 
and the outcome will be communicated to the employee. 

Re-employment 
If an employee resigns and is re-employed, the employee’s date of hire will be 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. 

EMPLOYEE BENEFIT PROGRAMS 

Eligibility 
Employees are eligible for benefits the first of the month following the employee's date of hire. 
Occasional and temporary employees are not eligible for benefits except those mandated by 
local, state, and/or federal laws and regulations. 

 

Medical, Prescription, Dental, Disability, and Life 
Insurance 
Northwood’s Benefit Plans are offered at no cost to the employee and his/her family. Plan limits 
and benefits are stipulated by the individual benefit contracts. Employees who opt out of 
medical insurance benefits provided by Northwood may receive a monthly payout, to be 
determined annually. Married couples who are both employed by Northwood will not have the 
ability to opt out as both parties will be accounted for under spousal coverage. 

 
In cases of a potentially eligible medical reimbursement (i.e.: hospitalization co-pays), 
employees are expected to submit receipts for reimbursement within 45 days of the date of 
service. A Request for Reimbursement Form should be completed with a receipt attached and 
submitted to the HR Coordinator. 

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

 
● Medical Insurance Plan 
● Prescription Plan 
● Dental Insurance Plan 
● Life Insurance Plan 
● STD – Short Term Disability 
● LTD – Long Term Disability 
● COBRA 
● Paid Time Off (PTO) 
● Tuition Reimbursement Policy 



Click to return to Table of Contents 69 
 

● ER Reimbursement 
● Hospital Stay Reimbursement 
● Professional Days 
● Professional Development Reimbursement 
● Workers’ Compensation Insurance Program 
● Unemployment Insurance Program 
● Social Security Match 
● PSERS Match or 403B 

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 
Coordinator 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). 

 

Continuation Coverage Rights under COBRA 
Introduction 

 

You may be covered by Northwood’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 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. 

 
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 



Click to return to Table of Contents 70 
 

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 Human Resources Coordinator at Northwood Academy Charter School, 4621 Castor 
Avenue, Philadelphia, PA 19124. The notice must be in writing and mailed or delivered in 
person to the Human Resources Coordinator at the address stated above. If the event is 
divorce, you must also submit the information on a change of employee status form. 

 

Paid Time Off (PTO) 
PTO for 10- Month Employees 

 
Eligible full time 10-month employees receive ten (10) PTO days per school year. 

 
Eligible employees hired after the August 23rd start date will receive PTO on a prorated basis. 
Contact HR to confirm your pro-rated PTO. 

 
PTO may be taken for religious observances, ethnic holidays, bereavement, and other events of 
personal significance. If the ten (10) day allotment is exceeded, the employee will not be 
compensated for subsequent days not worked and may be subject to disciplinary action. 

 
Should employment be terminated (either elected or directed), there will be no payout of PTO. 
Should the employee elect to terminate employment and has exceeded the number of days 
earned to date, they will be charged back accordingly at the contractual rate of a day’s pay for 
each day beyond ten (10). 

 
PTO for 12-Month Employees 

 
Eligible full time 12-month employees receive 16 PTO days per fiscal year (July 1 through June 
30). 

 
Eligible employees hired after the July 1st start date will receive PTO on a prorated basis. 
Contact HR to confirm your pro-rated PTO. 

 
PTO may be taken for religious observances, ethnic holidays, bereavement, and other events of 
personal significance. If the sixteen (16) day allotment is exceeded, the employee will not be 
compensated for subsequent days not worked and may be subject to disciplinary action. 

 
Should employment be terminated (either elected or directed), there will be no payout of PTO. 
Should the employee elect to terminate employment and has exceeded the number of days 
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earned to date, they will be charged back accordingly at the contractual rate of a day’s pay for 
each day beyond sixteen (16). 

PTO Payout 
Unused PTO may be paid out if board approved after the school year ends for 10-month 
employees. Unused PTO may be paid out if board approved after the fiscal year ends for 12-
month employees. 

 
If PTO is paid out up to 10 days of PTO can be paid out for 10- and 12-month employees. PTO 
time cannot be carried over. The PTO payout maybe up to $150 per unused day, regardless of 
the role or position you may hold 

 
10- and 12-Month Employees 

 
In the event of a leave of absence (FMLA, short- or long-term disability), any PTO remaining 
in an employee’s account may be incorporated into the leave, that would otherwise be 
unpaid, if the employee chooses to do so. Those days will not be counted as separate and 
apart from the leave PTO. 

 
All paid time off days must be scheduled at least five (5) days in advance through the office or 
as soon as the need arises. Request for Absence Forms must be completed for all requests. 
Requests for more than 2 consecutive PTO days are discouraged and must be discussed 
personally with the CEO. All requests are subject to approval by the CEO. 

 
Employees who are unable to report to work due to illness or injury must notify the designated 
person between the 5:45 a.m. and 6:15 a.m. on the day they are sick. It is preferred that you 
call out the night before between 6:00 p.m. and 8:00 p.m. Failure to give administration proper 
notification of illness will result in disciplinary action. Additionally, absence from work for two (2) 
consecutive days without notifying the Human Resources Coordinator will be considered 
abandonment of your position and, as such, a voluntary resignation. 

 
You must take PTO days in the contractual year in which they are given. You may not carry 
PTO days over to the next year. Up to 10 days of PTO can be paid out for 10- and 12-month 
employees. The PTO payout is $150 per unused day, regardless of the role or position you 
may hold. 

 
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 dates. 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. 
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ALL absences require an Absence Form to be submitted electronically, which will be 
approved or declined by the appropriate supervisor. The Absence Form will need to be 
submitted either prior to your absence if you know in advance that you will be out or 
immediately upon your return to work. 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 that an early dismissal/late arrival is unavoidable, approval must 
be obtained from the Principal or designee and PTO will be charged to the employees account 
for non-exempt employees. 

 
In the event of late arrivals and/or early departures PTO will be charged to the employees 
account. Pre-approved schedule changes to avoid program disruptions are encouraged. 

 
PTO may be used in 2-hour increments to cover late arrivals and early departures and time off. 

 
A half day is defined as working half of your prescribed work schedule, not including any break 
for lunch. 

 
Also, there are occasions when Black Out dates will be established in order to maintain the 
integrity of the instructional program. In the event that a Black Out day notification is made, only 
the most dire emergencies can be honored. 

 

Philadelphia Sick Leave Policy (PSL) 
In accordance with the Philadelphia Sick Leave Ordinance, all full-time and part-time employees 
are eligible to accrue one (1) hour of Philadelphia Sick Leave for every 40 hours worked at 
Northwood in a calendar year. 

 
This accrual augments the PTO policy where required for part-time employees only to ensure 
Northwood is in compliance with the ordinance. 

 

Holidays 
Northwood 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 year at the Board of Directors’ discretion. 

 
Employees must work a full day on the last scheduled day before and on the first scheduled day 
after the holiday to be paid for the holiday, except when the employee is: 
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● off at CEO’s discretion 
● 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 CEO’s approval 

 
In the event the employee is not at work on the last scheduled day before or on the first 
scheduled day after the holiday and did not have the approval noted above, the employee’s 
PTO account will be charged, and the employee will not be paid for the day holiday. 

 
All exempt and non-exempt full-time employees are paid for all scheduled holidays pursuant to 
the above guidelines. 

 

Recognized Holidays 
 
 

Labor Day Winter Recess 

Rosh Hashanah Dr. Martin Luther King Day 

Yom Kippur Presidents Day 

Indigenous People  Spring Recess 

Veterans Day Eid Al-Fitr 

Thanksgiving Memorial Day 

Employees may contact Administration for Staff Professional Development days. 
 
 

 
Paid Maternity and Paternity Leave 
 

A paid maternity leave of up to eight (8) consecutive weeks is available for the birth or adoption of a 
child. Staff will receive up to 6 consecutive weeks of paid leave for traditional childbirth delivery and 
up to 8 consecutive weeks of paid leave for cesarean delivery. 
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The maternity leave pay will commence at the birth or adoption of the child. The pay will augment 
the disability payments paid by the insurance carrier in order to ensure pay is made whole at 100%. 
Maternity and Paternity leave time will run concurrently with FMLA. Staff are not required to use 
PTO time while using paid maternity/ paternity leave. 
 
If an employee chooses to extend their time off beyond the six to eight weeks, under their FMLA 
eligibility they will be required to use their banked sick time during this FMLA leave entitlement. 
To qualify for paid maternity or paternity leave, the employee must have been employed for at least 
twelve months prior to the commencement of the requested leave. Employees who resign from their 
position in the same contract year as a maternity/ paternity leave was granted may be charged back 
for maternity and/ or paternity leave payout. The maternity and paternity leaves are granted for  the 
care of the newly born adopted child. Employees who meet the eligibility requirements for FMLA will 
be required to apply for both paid maternity/ paternity leave, as well as FMLA. 

 

Workers’ Compensation Insurance Program 
Northwood 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), may be subject to drug testing. 

 
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 Workers’ Compensation insurance approved health office for treatment. 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: 

 
1. Time/Date of injury/illness 
2. Location of injury/illness 
3. Circumstances of injury/illness 
4. Description of injury /illness 
5. Witness 
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Neither Northwood 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 Northwood. 

 

Unemployment Insurance Program 
Northwood 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 HR if you need more information. 

 
Tuition Reimbursement 
Northwood encourages all employees to further their education and improve their professional 
skills. To support this philosophy, funds have been allocated to provide tuition reimbursement 
for courses which relate directly to the employee’s job responsibilities or are required as part of 
an overall job-related degree program. Such reimbursements will be offered and are subject to 
change by the Board of Directors as each year’s operating budget is approved. 

 
To receive reimbursement, course tuition reimbursement requests must be approved by the 
CEO prior to the start of the course if it is not directly related to your position. A passing grade 
of B or better must be obtained, and the actual reimbursement request must be made within 45 
days of the end of the course. Failure to comply with the stated timeline may result in loss of 
reimbursement. 

 
A Tuition Reimbursement Request form may be obtained from the HR Coordinator. Employees 
will receive fifty (50) percent of the tuition cost of the course, not to exceed $2000.00 for the 
school year. Disbursement will occur upon successful completion of the course and submission 
of required documents within the given time frame. Tuition reimbursement does not include 
books, materials, lab and/or registration fees. 

 
In any given fiscal year (July-June) that an employee receives tuition reimbursement, the 
employee is required to work for one full school year beyond that in which the reimbursement is 
received. If an employee terminates their employment within that time period, full repayment of 
tuition is expected. The amount of tuition paid out may be deducted from final wages. If an 
employee is terminated within that time period, they will be responsible for fifty (50) percent of 
repayment. 

 
Please be aware that most summer courses will be accounted for in the proceeding school year 
since the time frame for submission of finishing documents generally extends beyond the end of 
the fiscal year, June30th. 
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Professional Development 
In addition to administratively designated professional development, Northwood requires its 
certified staff members to minimally attend one off-site, self-selected session/conference each 
year. Whenever a member of the certified staff wishes to attend an educational 
session/conference to further their professional growth, they must make the 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 Northwood and the benefits to be derived by the 
individual from such attendance. Requests should be aligned to the staff member’s current role. 
Should the Principal/designee find that the request is warranted, the Principal/designee will 
permit attendance to the conference at the expense of Northwood (see below). 

 
Given the wealth of educational offerings available in our region, local conferences/seminars/ 
workshops should be of primary consideration. Conferences that require travel and/or lodging 
costs will be reimbursed to a maximum of $600 per school year. This amount includes all 
related expenses. In the case of conferences, seminars and/or workshops held beyond a 
reasonable driving distance, Northwood will provide transportation, lodging and, if applicable, a 
daily food ($50)/transportation stipend within the allowable reimbursable amount. If 
expenditures exceed the $600 allowance, the attendee will be responsible for those costs. 

 
Northwood will make all efforts to pay fees in advance with appropriate documentation. 
However, the employee may need to pay some fees and submit for reimbursement. For 
reimbursement, a Reimbursement Form must be submitted to the HR Coordinator with all 
receipts. All requests for reimbursement should be made within two weeks of the conference 
date. 
If the event qualifies as Act 48 hours, be sure to make necessary arrangements for the hours to 
be reported to the state. Professional development provided by Northwood is recorded to the 
state by Northwood. 

 
Please note, some professional development may be grant funded (i.e., IDEA>Special 
Education Conference) and fall outside of the above allowances. 

 
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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COMPENSATION 

Compensation Philosophy 
Northwood is driven to ensure they educate the whole child and create a learning sanctuary. In 
support of this goal, our compensation philosophy is aligned to strengthen the line between 
school success and individual performance. 

 
Northwood is committed to providing a total compensation package inclusive of salary and 
benefits that is competitive within the charter school arena, while also having comparability to 
the overall market in which we work. 

 
Northwood is further committed to ensuring that our compensation practices are fair and 
equitable in the rewarding of performance through the recognition of our employee’s dedication, 
commitment, and hard work. 

 
In order to accomplish its goals and to ensure that the compensation program is consistent with 
its direction, Northwood has adopted this Compensation Philosophy, which provides the 
foundation upon which its compensation plans will be built. The overriding goal of the 
philosophy is to enable the organization, in its pursuit to ensure future sustainability, to develop 
a compensation program that serves to attract top talent, motivate employees to meet 
Northwood’s goals, and to retain quality employees for the long-term success of the 
organization. This philosophy will ensure that the compensation program is consistent with 
Northwood’s strategic direction, as well as meeting the best practices and requirements of 
government regulations that may impact the educational sector. 

 

Paydays 
You will be paid on a bi-weekly basis. Office staff will regularly distribute a pay statement 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. 

 
You are strongly encouraged 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 and a pay 
statement showing withholdings and deductions on payday. Pay statements will be mailed to 
your home during the summer months. 

 

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 
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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 (1½) times the regular 
hourly rate of pay for all hours actually worked in excess of forty (40) hours per week. 

 
If you are in 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 PTO (paid time off), and inclement weather days does not 
count toward the calculation of overtime pay; only actual hours worked count for determining 
what, if any, overtime pay is owed 

 

Extracurricular Clubs and Compensation 
Employees are encouraged to share their expertise and outside interests with the students. 
This is done in the form of clubs or teams for grades three through eight. Clubs are generally 
held after school for a minimum of an hour and a half for an eight (8) week period. Clubs should 
begin and end within the confines of each trimester. Team duration is dependent upon the 
league requirements. Staff members are compensated for their time at a rate that is established 
annually by the Board of Directors. Compensation for clubs will occur after the employee 
submits the proposal form along with required supporting documents. All required supporting 
documentation needs to be submitted to Human Resources within 10 days of the end of the 
club. 

 
Each club/team is usually supervised by one teacher or two teachers. To start a club, the 
employee should submit their idea(s) in writing to the CEO. The proposal should include: the 
grades for whom the activity is planned; the number of students expected to be served; the 
beginning and ending dates for the club; and any special materials or considerations needed. 
All clubs must be approved by the CEO prior to commencement of the activity. 

 
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. 

 
The Following extracurricular activities have been board approved: 

 
1. Extra-Curricular Club Stipends: Extracurricular club stipends list below are paid $350 at 
the conclusion of the club activity, with corresponding payroll: 

 
● Math Club 
● Science Club 
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● Comic Book Club 
● Prop Club 
● Magic Club 
● Environmental Club 
● Drawing and Craft Club 
● All About Animals Club 
● Fun and Games Club 
● Dungeons and Dragons Club 
● Book Poems Art 

 
2. Sports Stipends: The sports stipends list below are paid at the conclusion of the sports 
activity, with corresponding payroll: 

 
● Boys Basketball Stipends: $1750 
● Girls Basketball Stipends: $1650 
● Baseball Stipends: $1650 
● Softball Stipends: $1650 
● Cross Country Stipends: $1650 
● Soccer Stipend: $350 
● Cheerleading Stipend: $350 
● Step Stipend: $350 

 
3. Saturday School Stipends: $50 per hour/Paid with corresponding payroll. 

 
4. Master Teacher Stipend: $5000/ Paid at the end of the school year. 

 
5. Athletic Director Stipend: $3000/Paid at the end of the school year. 

 
6. Assistant Master Teacher Stipend: $2200/Paid at the end of the school year. 

 
7. Yearbook Club: $1500/Paid at the end of the school year. 

 

Professional Learning Community (PLC) 
PLCs are an integral part of Northwood’s professional instructional program. Instructional staff 
will be required to attend meetings as scheduled throughout the school year. When the 
meetings take place outside of school hours staff will be compensated. 

 
The PLC leader is responsible for taking and submitting attendance for each PLC meeting. 
Attendance is to be submitted to Human Resources within 3 days of the completion of the 
training. 
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Administrative Pay Corrections 
Northwood 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 Resource Coordinator so that corrections can be 
made as quickly as possible. 

 

Pay Deductions 
The law requires that Northwood 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. Northwood also must 
deduct Social Security taxes on each employee's earnings up to a specified limit that is called 
the Social Security "wage base." Northwood 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, the HR Coordinator can assist you. 

 
LEAVES OF ABSENCE 

Family and Medical Leave 
The Family and Medical Leave Act of 1993 (“FMLA”) provides Employees, who have been 
employed by Northwood for at least 12-months and have worked at least 1,250 hours during the 
past 12-months, up to 12-weeks of unpaid leave in a 12-month period to care for family 
members, needed due to the Employee’s own serious health condition, or needed in connection 
with a family member’s active duty or call to active duty in the Armed forces and up to 26-weeks 
of unpaid leave in a 12-month period to care for a covered service member recovering from a 
serious illness or injury sustained in the line of duty on active duty if the Employee is the 
spouse, child, parent or nearest blood relative of the service member. In general, a leave may 
be taken for: 

 
● The birth of the Employee’s child, for both mothers and fathers. 
● The placement of a child with the Employee for adoption or foster care, for both mothers 

and fathers. 
● To care for the Employee’s spouse, child or parent who has a serious health condition. 
● A serious health condition rendering the Employee unable to perform his or her job. A 

“serious health condition” is generally defined as an illness, injury, impairment or 
physical or mental condition, involving: 
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○ Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential 
medical facility, including any period of incapacity (defined as inability to work, 
attend school or perform regular daily activities due to the serious health 
condition, treatment therefore, or recovery there from), or any subsequent 
treatment in connection with such inpatient care; or 

○ Continuing treatment by a healthcare provider. A serious health condition 
involving continuing treatment by a healthcare provider includes anyone or more 
of the following: 

i. 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. 

ii. Any period of incapacity or treatment for such incapacity due to 
pregnancy, or for prenatal care. 

iii. Any period of incapacity or treatment for such incapacity due to a chronic 
serious health condition. 

● Reasons related to a spouse, child or parent’s active duty or call to active duty in the 
Armed Forces. Reasons related to the call-up or service include helping the family 
member prepare for the departure or caring for children of the service member. The 
leave may commence as soon as the individual receives the call-up notice (son or 
daughter for this type of FMLA leave does not have to be a minor.) 

● To care for a covered service member with a serious injury or illness where the 
Employee is the spouse, child, parent, or nearest blood relative of the covered service 
member. A “serious injury or illness” means in the case of a member of the Armed 
Forces, including a member of the National Guard or Reserves, an injury or illness 
incurred in the line of active duty that renders the member medically unfit to perform the 
duties of the member’s office, grade, rank, or rating. An Employee is entitled to up to 26- 
weeks of leave for this type of FMLA leave. 

 
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. 

 
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. 

 
Under certain circumstances, leave may be taken intermittently or on a reduced leave schedule. 
Intermittent leave may be taken when treatment is required for a serious health condition or a 
serious injury or illness on a periodic, rather than continuous basis. Intermittent leave for birth, 
foster placement or adoption of a child may be granted at the discretion of Northwood. If you 
plan to take intermittent leave or work a reduced schedule, 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. 

 
FMLA will run concurrently with paid maternity/paternity leave. Staff have the option of using 
their PTO concurrently with FMLA. 

 
Generally, FMLA leave is unpaid. Health Insurance benefits will continue during FMLA leave 
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under the same conditions as if the Employee was working. Northwood will continue to provide 
you with health insurance benefits for the full period of the approved leave, providing you pay 
Northwood monthly for your normal portion of the coverage selected. If paid leave is substituted 
for unpaid leave, Northwood monthly for your normal portion of the coverage selected. If paid 
leave is substituted for unpaid leave, Northwood will deduct your normal portion of the health 
plan premium as a regular payroll deduction. If your leave is unpaid, you must remit your 
normal portion of the premium on a monthly basis to the Director of Operations by the 1st day of 
the month. Your health care coverage will cease if your normal premium payment is more than 
30-days late. Any accrued benefits will not be lost, but benefits will not accrue during the leave. 
Upon returning from a leave of absence under the FMLA, an Employee is entitled to return to 
the same or equivalent position with equivalent pay and benefits. In limited circumstances, an 
Employee may be denied job restoration if they qualify as a “key employee” under the FMLA 
(highest paid 10) of Associates). 

 
Any Employee who requests FMLA leave must give Northwood 30-days’ notice or as much 
notice as practicable if the need for leave is not foreseeable. To request leave, an Employee 
should contact Human Resources. Before a leave is granted, all provisions of the leave will be 
explained in detail, and you will receive a copy of the provisions that must be met. An employee 
should make a reasonable effort to reschedule the leave to assist Northwood in minimizing 
disruption of operations. If 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 Northwood’s operations, subject to the approval of the health care provider. If you fail to 
provide 30-days’ notice when the need for leave was foreseeable, Northwood may deny FMLA 
leave until at least 30-days after the notice was first given. 
An eligible Employee is entitled to 12 to 26-weeks of leave, as applicable, in a “rolling” 12- 
months period. FMLA leave is measured backward from the date the Employee uses any 
FMLA leave. Within that 12-months period, an Employee is entitled to up to 12 or 26-weeks for 
FMLA leave, as applicable. An Employee is not entitled to take more than26-weeks of all types 
of FMLA leave. If a husband and wife both work for Northwood and each wish to take leave to 
care for a covered injured or ill service member, the husband and wife may only take a 
combined total of 26-weeks of leave. Northwood reserves the right to modify how it calculates 
the 12-months period, with proper notice. 

 
FMLA, by itself is unpaid leave; however, if you are receiving workers’ compensation or other 
disability benefits, receipt of such benefits will run concurrently with FMLA leave. You will 
continue to accrue earned time off days for any portion of your FMLA leave that is paid, 
however, you will not accrue any earned time off days for the portion of your leave that is 
unpaid. 

 
Upon expiration of your FMLA leave, you will be restored to your former position or to a position 
with equivalent pay, benefits, and conditions of employment except if: 

 
● The circumstances are such that he/she would have lost his/her position even if FMLA 

had not been taken (i.e., layoff). 
● You are not able to perform the essential functions of the position because of a physical 

or mental health condition. In this case, if an employee is unable to perform original job 
with or without reasonable accommodation, an attempt will be made to transfer the 
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employee to alternate suitable work, if available. 
● You fail to present a certification by the health care provider stating that you are unable 

to return to work (under circumstances where Northwood lawfully requires such 
certification.) 

● Northwood proved the leave to be fraudulent. 
 

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. In order to make an application for this leave; you must complete the Employee Request 
Form. Your attending physician must complete the Certification of Health Care Provider. Both 
completed documents must be returned within 15-days from the letterhead date that 
accompanies these documents when they are given or sent to you. Once these completed 
documents are returned, you will receive written notification of your approval or 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. 

 
Application and Medical Certification forms for FMLA may be obtained from HR. 

 
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 had 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 Northwood lawfully requires such 
certification.) 

● Northwood 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. 

 
Failure to Satisfy Medical Certification/Recertification Requirements 

 

If you fail to satisfy the medical certification/recertification requirements for leave under this 
policy, Northwood 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 
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Application and Medical Certification forms for FMLA may be obtained from the Human 
Resources Coordinator, who is responsible for the administration of this program. 

 

Unpaid Leave and Accommodation for Pregnancy, 
Childbirth or Related Medical Condition 
The Philadelphia Fair Practices Ordinance enables Full-time and Part-time employees, even 
those who do not meet FMLA eligibility requirements, to request reasonable accommodations 
and/or unpaid leave for needs related to pregnancy, childbirth, or a related medical condition, 
including application, certification, and approval processes. 

 
Northwood will provide reasonable accommodations to an employee for needs related to 
pregnancy, childbirth, or a related medical condition, provided: 

1. the employee requests such accommodations; and 
2. such accommodations will not cause an undue hardship to Northwood. 

Definitions 
 

Reasonable Accommodations mean accommodations that can be made by an employer, in the 
workplace, that will allow an employee to perform the essential functions of his or her job. 
Reasonable accommodations include, but are not limited to: 

 
● restroom breaks, 
● periodic rest for those who stand for long periods of time, 
● assistance with manual labor, 
● leave for a period of disability arising from childbirth, 
● reassignment to a vacant position, 
● job restructuring, and/or 
● providing unpaid break time or allowing an employee to use paid break, mealtime, or 

both, to express milk and providing a private, sanitary space that is not a bathroom 
where an Employee can express breast milk, so long as these requirements do not 
impose an undue hardship on an employer. 

 
Undue Hardship. Factors to be considered in making a determination of undue hardship shall 
include, but not be limited to the following: 

 
● The nature and cost of the accommodations; 
● The overall financial resources of the employer, including the size of the employer with 

respect to the number of its Employees and the number, type, and location of its 
facilities; and 

● The type of operation or operations of the employer, including the composition, structure 
and functions of the workforce, the geographic separateness, administrative, or fiscal 
relationship of the facility or facilities in question to the employer. 

 
Procedures 
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Request for Reasonable Accommodation 
 

1. An employee, who is eligible under the Fair Practices Ordinance related to pregnancy 
accommodations, may make a request for reasonable accommodations or unpaid leave. 

 
Notice Requirements 

 
1. The employee must notify the CEO of the request for reasonable accommodations 

and/or leave and the expected duration of such request. 
2. The employee shall provide the CEO with at least thirty (30) days’ advance notice of his 

or her request for reasonable accommodation(s) and/or leave, unless providing such 
notice is not practicable. 

 
Certifications 

 
1. Northwood may require the employee to provide certification that: 

i. The reasonable accommodation(s) and/or leave is medically necessary due to 
pregnancy; and 

 
ii. The expected duration of reasonable accommodation(s) and/or leave. 

 
2. The employee shall provide such certification to the CEO or designee within fifteen (15) 

days after Northwood requests certification. 
3. the employee may satisfy the certification requirement by providing documentation from 

the employee’s doctor, outlying the medical issues and the specific 
accommodation(s)/leave requested. 

4. Failure of the employee to provide certification alone will not affect an employee's 
eligibility for pregnancy or pregnancy-related accommodation, which determination is 
dependent upon the above undue hardship analysis. 

 
Duration of Leave 

 
Fair Practices Ordinance Leave runs concurrently with Family Medical Leave (FML), which 
accords an eligible employee up to twelve (12) weeks of FML. However, requests for additional 
leave are subject to the above requirements for notice and physician certification. Additionally, 
as required by the Ordinance, the employee and Northwood will discuss whether or not any 
factors exist that would impose an undue hardship on the employer in extending additional 
leave. If undue hardship would be imposed, additional leave will not be considered to be a 
reasonable accommodation, to justify denial of the request. 

 
If an employee is not entitled to FMLA, Northwood will grant up to eight (8) weeks of leave for 
pregnancy, childbirth, or a related medical condition (see Paid Maternity and Paternity Leave 
Policy for additional information). However, requests for additional leave are subject to the 
above requirements for notice and physician certification. Additionally, as required by the 
Ordinance, the employee and Northwood will discuss whether or not any factors exist that would 
impose an undue hardship on the employer in extending additional leave. If there is no undue 
hardship, additional leave will be considered to be a reasonable accommodation, to justify grant 
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of the request. 
 

Benefits During Leave 
 

a. During leave under the Fair Practices Ordinance, Northwood will maintain the employee’s 
health insurance under the same conditions that coverage would have been provided if the 
employee had been continuously employed during the entire leave period. Northwood and the 
employee will each continue to pay their respective portions of the benefit costs. If the 
employee is no longer in “active pay status,” he or she will be required to submit the employee 
portion of the benefit costs directly to Northwood or insurer, as directed. Northwood reserves the 
right to recover the full amount of premiums it pays to maintain health coverage for an employee 
who fails to return to work following leave under the Fair Practices Ordinance. 

 
b. School-paid benefits will continue in effect for the duration of leave under the Fair Practices 
Ordinance, to the same extent that such coverage would have been provided if the employee 
had been continuously employed during the entire leave period. 
c. An employee who participates in a dependent-care or health-care reimbursement benefit 
program at the commencement of leave under this policy may continue to participate in such 
program(s) during a period of such leave in accordance with applicable plan requirements, 
except that no contributions to such programs may be made while the employee is on inactive 
pay status. 

 
d. Retirement plan contributions will continue during leave under this policy in accordance with 
the provisions specified in the respective retirement plan documents, except when the employee 
is considered to be on inactive pay status. 

 
Return from Leave 

 
a. An employee returning from leave under the Fair Practices Ordinance will be reinstated to 
the same or equivalent position, with equivalent pay, benefits, and other terms and conditions of 
employment. Failure to return to work following the completion of leave under the Fair Practices 
Ordinance will be considered a voluntary resignation from employment. In addition, an 
employee who does not return from leave is responsible for reimbursing Northwood for all 
medical benefit premiums paid on his or her behalf during the leave. 

 
b. An employee who returns from leave under the Fair Practices Ordinance must provide 
Northwood with a certification from a health care provider documenting his or her fitness to 
return to work. An employee who is unable to return to work at the end of the leave must notify 
Northwood as soon as possible. 

 
c. Except as provided in this policy, an employee’s use of leave under the Fair Practices 
Ordinance will not result in the loss of any employment benefit that the employee earned prior to 
commencement of such leave. Use of leave under the Fair Practices Ordinance does not 
constitute an “occurrence” of absence under Northwood's Attendance Policy. 

 

Military Leave and Benefit Rights Under USERRA 
and PA Military Leave of Absence Law 



Click to return to Table of Contents 87 
 

1  - 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. 

 
2  - 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. 
3  - Reemployment 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 Northwood 
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 Northwood; you return to work or apply for re-employment in a timely manner 
after conclusion of service; and you have not been separated from service with a disqualifying 
discharge or under other than honorable conditions. 

 
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. 

 
4  - Right to be Free from Discrimination and Retaliation 

 

Northwood 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, Northwood 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. 

 
5  - Health Insurance Protection 

 

Right to election of continuing coverage 
 

If you leave your job to perform military service as covered by USERRA, you have the right to 
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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. If you are covered by the Pennsylvania Military Leave of Absence Law, you may have 
additional rights in connection with your health insurance. 

 
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.i., you must notify 
HR within 60 days. The notice must be in writing and mailed or delivered in person to Ms. Hollister 
at the address below. 

 
Contact Information: 

 

Human Resources 
 

Northwood Academy Charter School 

4621 Castor Avenue 

Philadelphia, PA 19124 
 

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 keep HR informed of any changes in your address. You 
should also keep a copy for your records, of any notices you send to HR. 

 
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 Northwood’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. 

 
6  - Other Benefit Rights Under USERRA 
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Pension Plan 
 

If Northwood’s pension plan is covered by USERRA, you will be treated as not having incurred a 
break in service with Northwood. Your military service will be considered as service with the 
company for vesting and benefit accrual purposes, and Northwood is liable for funding any 
resulting obligation. To the extent that you repay employee contributions upon reemployment 
with Northwood, 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 Northwood’s obligation, your compensation 
during the period of your military service will be based on the rate of pay you would have received 
from Northwood 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 preceding 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 have 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 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 HR for more information or questions about Military Leave. 

 

COVID-19 Pandemic Paid Sick Leave/Public Health 
Emergency Leave 
Starting March 9, 2022, until December 31, 2023, employers with 25 or more employees must 
provide up to 40 hours of additional paid sick leave to eligible employees when they are unable 
to work for certain COVID-19 reasons, including: 

 
● Care for self or a family member showing symptoms of COVID-19. 

 
● Care for self or a family member exposed to COVID-19 in order to self-isolate. 

 
● Childcare or school closure. 

 
● In order to receive a COVID-19 test, vaccine or recover from injury, disability or illness related 
to vaccination. 

 
This paid sick leave must be provided outside of and prior to using the eligible employee’s 
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existing accrued paid time off banks including for full time employees, part time employees, and 
union employees. COVID-19 Leave must be provided to employees immediately with no waiting 
period. An employer is permitted only to request that an employee submit a self-certified 
statement asserting that leave was used for COVID-19 Leave purposes. 

 
This policy applies to all 10-month employees, as 12-month employees current PTO allotment 
exceeds the minimum 120-hour requirement as outlined in the law. No additional Covid leave 
will be granted. 
Covered employers whose existing leave policies provide 160 hours or more of paid time off in 
2021 that are not specifically designated as sick leave but can be used for the same purposes 
under the same conditions as required by this law shall not be required to provide additional 
paid sick leave. 

 
In order to use your emergency leave, you must request paid sick leave from your employer. 
Eligible employees must be employed for 90 days or more. 

 
In the event this policy officially expires, this benefit will no longer be offered. 

 

Victim Leave - City of Philadelphia 
Northwood will provide unpaid leave to an employee who is a victim of domestic violence, 
sexual assault, or stalking, or has a family or household member who is a victim of domestic 
violence, sexual assault, or stalking, whose interests are not adverse to the employee as it 
pertains to the violence, assault, or stalking. 

 
The employee may take leave to do any of the following: 

 
● Seek medical attention for physical or psychological injuries; 
● Obtain services from an organization that provides services to victims; 
● Obtain counseling or therapy; 
● Participate in safety planning to protect the victim, including possibly relocating to a safer 

location; or 
● Seek legal assistance related to the domestic violence, sexual assault, or stalking. 

 
Duration of leave is up to 8 weeks unpaid during a 12-month period of time. Leave may be 
taken in a continuous block of time or taken intermittently. 

 
The leave is not to exceed unpaid leave time permitted by the Family and Medical Leave Act 
(FMLA), so employees may only take a combined twelve (12) weeks of leave under the 
ordinance and FMLA leave in a twelve (12) month period, regardless of the reason for the FMLA 
leave. 

 
PTO may be used in conjunction with the Victim Leave. 
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Crime Victim Leave 
Employees may take unpaid time off from work to comply with a subpoena or other court order 
to serve as a witness in a criminal proceeding, or to attend a criminal proceeding. 

An employee is eligible for time off if he/she is: 
 

● The victim of the crime at issue in the proceedings; 
● Related to the victim within the third degree of blood relation or likeness; 
● In a common-law relationship with the victim; or 
● Residing in the same household with the victim. 

 
An employee, who is the alleged offender, is not eligible for time off. Exempt employees will 
be paid in accordance with federal and state wage and hour laws. 

 

Domestic or Sexual Violence Leave (DSV) 
Eligible employees may be entitled to time off under a Philadelphia ordinance called 
“Entitlement to Leave Due to Domestic or Sexual Violence.” Although such leave (“DSV leave”) 
is unpaid, employees requiring DSV leave for their own serious health condition must use 
available sick leave, paid time-off, and short-term disability under Northwoods policy. 
Employees using DSV leave to care for a family or household member may use up to three (3) 
days of available PTO time. This Policy applies to all eligible Employees. 

 
Northwood will grant DSV leave to an eligible Employee who is victim of domestic or sexual 
violence, or who has a family or household member who has been a victim, so that the 
employee might obtain or assist the victim in obtaining: 

● Medical attention for physical or psychological injuries caused by domestic or sexual 
violence; 

● Services from a victim services organization; 
● Counseling or therapy; 
● Safety planning, such as relocating to increase the safety of the victim, or to take actions 

for economic security; and persons who share 
● Legal assistance to ensure the safety of the victim, including preparing for or 

participating in any civil or criminal legal proceeding related to, or derived from, domestic 
or sexual violence. 

 
Definitions: 

 
“Domestic or Sexual Violence” includes stalking, attempted or actual infliction of bodily injury, 
rape, sexual assault, indecent assault, incest, false imprisonment, physical or sexual abuse of 
minor children, and sexual exploitation of children. The ordinance’s definition of sexual assault 
is merely summarized here; however, it is Northwood’s intent to comply fully with the ordinance. 

 
“Family or household member” means: 
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● Persons living as spouses or who lived as spouses, 
● Parents, 
● Children, 
● Persons who share the same biological parenthood, or 
● Other persons who are related by blood. 

Notice Requirements 
 

An Employee seeking DSV leave must provide Northwood with at least 48 hours’ advance 
notice, unless providing such notice is impracticable. Any Employee with an unscheduled 
absence due to one of the qualified leave reasons must provide certification, as defined below, 
to Northwood Human Resources within twenty (20) calendar days. Failure to provide the 
required certification in a timely manner may result in the delay or denial of DSV leave. 

 
Certification 

 
An Employee requiring DSV leave must provide certification within twenty (20) calendar days 
that the Employee or family or household member is a victim of domestic or sexual violence, 
and that the leave is required for one of the specified purposes. Certification must consist of a 
sworn statement by the Employee, plus as least one of the following documents: 

 
1. documentation from an employee, agent, or volunteer of a victim services organization, 

an attorney, clergy member, medical or other professional from whom the victim has 
sought assistance: 

2. a police or court record; or 
3. other corroborating evidence. 

 
Leave Entitlement 

 
Eligible Employees may be entitled to up to eight (8) weeks of DSV leave during any twelve (12) 
month period (measured backward from the date an employee uses the leave). However, this 
leave is concurrent with, and is not in addition to, the twelve (12) weeks of available Family and 
Medical Leave Act (FMLA) leave in any twelve (12) month period. For example, any Employee 
who has already used more than 4 weeks of FMLA leave in the preceding twelve (12) months, 
shall have his or her available DSV leave reduced by the amount of time used for FMLA leave in 
excess of four (4) weeks. DSV leave may be taken consecutively, intermittently or on a reduced 
leave schedule. 

 
Substituting Paid Leave 

 
Employees taking DSV leave to seek medical attention for, or to recover from their own serious 
health condition, must use available paid time-off, or short-term disability benefits. DSV leave is 
otherwise unpaid. 

 
Return from Leave 

 
An Employee returning from DSV leave will be reinstated to the same or equivalent position, 
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with equivalent pay, benefits, and other terms and conditions of employment under the party’s 
offer letter and supplemental agreement. Failure to return to work may result in discipline or 
termination of employment. 

 
Bereavement Leave 
If you need to take time off due to the death of a family member you should complete an 
Absence Form and notify your immediate supervisor who will notify HR. 

 
If the death should be in your immediate family (spouse, child or stepchild, mother, father, 
brother, sister, mother-in-law, father-in-law, or stepparents), you shall be entitled to three (3) 
days paid leave. You will be granted one (1) day of leave in the event of the death of a 
grandparent. 

 
You will be paid at your daily rate of pay and will not receive more than twenty-four (24) hours. 
Your PTO (paid time off) account will not be charged. 

 
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 PTO (paid time off) account will be 
charged, or the leave will be unpaid. Any additional time off may require additional approval. 
Please reach out to HR to determine the level of approval required. 

 

Jury Duty 
Northwood encourages you to fulfill your civic responsibilities by serving jury duty when 
required. Up to two (2) weeks of jury duty is a paid leave. Employees should notify the 
Executive Administrative Assistant and HR immediately if they receive notice to report for jury 
duty. 

 
You must show the jury duty summons to the Human Resources Coordinator 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. As you will 
continue to receive your salary for up to two (2) weeks of jury duty, the compensation received 
from the court must be signed over to the personnel secretary upon receipt. 
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WORKPLACE SAFETY 

Inclement Weather Closings 
In the event Northwood closes for the entire day all employees who are scheduled to work on 
that day will receive their regular pay for the day. 

 
In the event Northwood closes early employees who are actively at work at the time of the 
closing will receive their regular pay for the day. 

 

Critical Incident Management Plan 
Prior to Allegation/Incident 

 
● As part of this plan Northwood will determine who from Northwood will be on the Critical 

Incident Management Team. 
● Northwood will educate all employees and volunteers on what to do if someone alleges 

current or historical abuse involving a Northwood staff, student, or volunteer. 
● All employees and volunteers should know how to fulfill their duties as mandated 

reporters (if they are mandated reporters according to state law). 
● All employees and volunteers will be trained on how to complete the appropriate 

critical incident forms. 
 

Immediate Safety 
 

● Northwood staff and volunteers will follow all mandated reporting requirements and 
contact the authorities as appropriate. 

● Where applicable, prevent the accused from having further access to children until a 
thorough incident review is completed. Before beginning an internal incident review, 
verify with local authorities that this will not interfere with their investigation. 

● If the accused person is an employee, follow progressive discipline procedures 
accordingly. This may involve suspending the accused during the investigation. 

● When applicable, notify other employees. 
 

Initial Communication Plan 
 

● Northwood’s designee will respond to all inquiries from parents, the media, and other 
stakeholders. All employees and volunteers should know how to refer media inquiries to 
the appropriate person. 

 
The following steps will also be followed by said designee: 

 
● Prepare a short media statement in advance of getting a media inquiry. 
● As soon as possible, meet in person (not over the phone) with identified victims and their 

parents/guardians. 
● Reassure them that you are taking this seriously. 
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● Find out what response they expect and be prepared to explain support you will 
offer, such as counseling. 

● Host a parent/guardian meeting to speak directly with concerned families and directly 
answer any questions before rumors or misinformation is spread. 

● Communicate as much information as you can about the incident. 
● Provide information regarding the proactive steps leadership is taking in 

response to the incident. 
● Describe resources you are providing families, and give parents a chance to ask 

questions. 
● Provide parents with information about how to talk to their children about abuse. 

 
Ongoing Communication and Response 

 
● Northwood will determine how to manage ongoing relations with authorities, parents, the 

community, and media. 
 

Promote Prevention at All Levels of the Organization 
 

● Northwood will educate parents on abuse prevention. 
● Northwood will provide a youth education program to all youth involved with Northwood 

on how to protect themselves from abuse and how to express concerns. 
 

Safety Procedures 
First Aid 

 
Our school nurse is here to support students and staff with basic care. A first aid kit is 
maintained in the nurse’s stations as well as in Northwood the office - a first aid kit will be taken 
on class trips accordingly. Should a serious injury occur, call 911 for emergency services and 
notify administration who will engage the nurse as well. 

 
Inclement Weather Days 

 
Any time there are questionable weather conditions, log onto KYW1060.com (Our school 
closing number is 735) or myfoxphilly.com for specific information. Please note: If Philadelphia 
public schools are closed, Northwood is closed. Please see Inclement Weather Closings for 
how pay is handled. 

 
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 accidents 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 



Click to return to Table of Contents 96 
 

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 or by phone dependent upon urgency. 

 
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. 

 

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

 
● Fire 
● Inclement weather (snow, ice, etc.) 
● Local, state, and federal emergencies 
● Intruder (security breach) 
● Bomb Threat 

 

Lockdown Procedure 
A Lockdown is required when there is an intruder in the building, a hostage situation, an armed 
offender, and/or other life-threatening situations in progress that require the occupants of that 
building to implement lockdown procedures. Once in lockdown mode there is no movement until 
further announcement from an administrator. 

 
When a lockdown announcement is made the following procedures will be followed: 

Staff 

● Administrator, or any staff member who sees a dangerous situation occurring, will 
announce “LOCKDOWN IN PROGRESS.” The code for the loudspeaker is *3301. 

● All school entry points are locked, and no one is permitted entry into or out of the 
building. 

● Office personnel and administration call 911 and remain on the line with 911 as long as 
necessary. 

 
Teaching/Support Staff 

 
● Students remain in the classroom 
● If your class is in transit, enter the nearest classroom. 
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● IGNORE FIRE ALARM IF SOUNDED 
● Students in the hallways or bathrooms will immediately return to your classroom. If not in 

imminent threat, teachers seeing children moving in the hallway pull those kids into your 
classroom. 

● Teachers lock classroom doors, turn off the lights and take roll. 
● Grab the emergency folder. Emergency folder will be in a bin next to your door. It will 

contain school wide class lists and emergency protocol. 
● Students sit on the floor at the inside corner or wall away from the window. 
● Explain to children there is an emergency, that they are safe and need to remain silent. 

 
Lunch 

● Students will lie on the floor. 
 

Gym 
 

● If gym class is in session, students should immediately be taken to the wings of the 
stage and the stage curtain pulled shut. 

 

Shelter in Place 
● A shelter-in-place response to an emergency is necessary when a tornado, severe 

weather; external chemical leak; and/or other external, life-threatening emergency 
threatens the occupants of a building requiring that they take shelter within the building 
to better ensure their safety. 

● When a shelter in place announcement is made, the following steps are taken: 
● Students and staff are cleared from the halls immediately and report to their classroom. 
● Teachers should immediately take roll and continue instruction until further directions are 

communicated over the PA system. Any students unaccounted for should be reported to 
administration. 

● If a class is special the homeroom teacher should report to the specialist’s room. 
● Students receiving support should remain with that teacher until further instructions are 

given. 
● All administrators will report to the CEO’s office. 

 

Reverse Evacuation 
A reverse evacuation is used when conditions inside Northwood are safer than conditions 
outside. When a reverse evacuation announcement is made, students and staff are moved as 
quickly as possible back into the school building (classroom) where student roll is taken. Staff 
should wait for further instructions. 



Click to return to Table of Contents 98 
 

Emergency Closing Procedures 
Teachers and students will be informed of an early dismissal by the CEO or 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. 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. 

 
Students will be dismissed in the following manner: 

 
1. School Bus – students taking the school bus will remain in their classrooms until their 

bus route is announced. 
 

2. Students awaiting pick-up will remain in their classrooms until someone arrives for 
them. All available personnel will be responsible for facilitating dismissal. Classroom 
teachers will remain with their students. 

 
3. Walkers – when the announcement is made, walkers will assemble in the lobby. 

 
● A parent/guardian or a student with parent/guardian permission will sign the 
student (or themselves) out at the office. 

 
● As students leave, a notation will be made next to the students’ names on the 
emergency sign out sheet. 

 
4. SEPTA – when the announcement is made, SEPTA riders may leave through the 
front entrance. 

 
There is generally NO AFTER CARE when there is an emergency early dismissal. This may be 
altered if the situation requires this support 

 

Local, State or National Emergencies 
A local, state, or national related emergency safety dismissal will be determined by the CEO 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 CEO or other members of the 
administrative team. (This is not necessarily an early dismissal). 
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A Lock-Down or Shelter-In-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. 

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, students are to line up outside the 
fence on the sidewalk of Castor Ave, or if necessary, proceed to the designated parent pick-up 
location. 

 
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: 
 

● KYW and other news agencies will be notified to announce an early dismissal and pick up 
location. 

● All available staff will place calls to parents. 
 

The following locations will serve as a general meeting place for parental/guardian pick up: 
 

1. Location (1): school blacktop, Adams Avenue. 
2. Location (2); front sidewalk, Castor Avenue. 
3. Location (3): K-Mart parking lot, Castor Avenue and Orthodox Street. 
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Infectious Disease Preparedness and Response 
Policy 
It is important to ensure that Northwood’s staff are aware of and use routine infection control 
precautions. This policy has been established for that reason. All staff will adhere to routine 
infectious disease precautions and appropriate response policies and procedures where 
required. 

 
Procedure 

 

It is imperative that all leaders ensure they are aware of any/all infectious disease preparedness 
and response policies. All current/relevant policies will be reviewed and/or developed at least 
annually with all leadership and staff. 

 
● General as well as specific control, prevention and response guidelines will be 

routinely reviewed and communicated and must be adhered to by all employees. 
● General precautions to control the spread of infectious disease will include but may not 

be limited to: 
○ Hand hygiene - waterless hand wash solutions will be provided, where 

appropriate. 
 

o Providing sick/illness leave policies and procedures for not coming to work ill and 
reporting illness to management. 

 
Leadership and/or HR will ensure the following occurs on an annual basis for all Northwood 
staff: 

 
● Emphasize the responsibility of each staff to prevent the spread of infectious disease 
● Follow correct reporting procedures and response plans, where required for specific 

circumstances 
● Ensure new employees are provided information during orientation 
● Ensure employees understand how and where to access PPE and/or first-aid equipment 

and supplies when needed, if required 
● Ensure employees are aware of specific guidelines relating to current or future 

pandemic(s) or endemic crisis(s), which will be outlined as a supplement to this policy and 
procedure at the appropriate time. 

 
Non-compliance of this policy or any subset of this policy will be brought to the attention of the 
appropriate member of leadership for further action. 
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Use of Phone System 
Personal use of telephones for outgoing and incoming calls is discouraged. Northwood 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. Northwood 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. 

 

Cellular Phones/Smart Devices 
As a general rule, cell phones are not to be used by students or staff during work time. 
However, the use of cell phones to transmit text messages in certain situations has been 
deemed prudent by the administration. During annual PSSA testing, proctors may 
communicate with the appropriate staff for pick-up of materials. Text messaging may also be 
used to contact members of the administrative team in the event of a classroom disruption that 
needs immediate remediation. Other than under the circumstances stated above, the use of 
personally owned communication devices such as cell phones is prohibited during work hours 
and in work areas. 

 
Limited and temporary exceptions to this policy permitting the use of personally owned 
communications devices for ongoing personal emergency situations (such as the imminent birth 
of a child) can be made only with the prior approval of an administrator. In the case of an 
accident to a family member or other urgent personal emergency where an administrator cannot 
be immediately contacted for permission, reasonable and appropriate use of personal 
communication devices is permitted. 

 
Student cell phones must be kept turned off and in school bags. If a staff member sees or 
hears a student cell phone, it is their responsibility to confiscate it, place the phone in an 
envelope with the student’s name on the front and give it to the front office. Cell phones of 5th- 
8th grade students should be placed daily in the safes provided in each homeroom. 

 

Computers, Internet, Electronic Mail and Voice Mail 
Usage 
Northwood makes every effort to provide the best available technology to those performing 
services for Northwood. In this regard, Northwood has installed, at substantial expense, 
equipment such as computers, smart boards, electronic mail, and voicemail. This policy is to 
advise those who use our equipment on the subject of access to and disclosure of computer- 
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stored information, voice mail messages and electronic mail messages created, sent, or 
received by Northwood’s employees with the use of Northwood’s equipment. 

 
This policy also sets forth policies on the proper use of the computer, voice mail, and electronic 
mail systems provided by Northwood. 

 
Northwood’s property, including computers, smart boards, electronic mail, and voicemail, 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 for 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 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 Northwood 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. 

 
Northwood also needs to be able to respond to proper requests resulting from legal proceedings 
that call for electronically stored evidence. Therefore, Northwood 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. Because Northwood 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 Northwood or its 
designated representatives will not have a need to access and review this information. 
Individuals using Northwood’s school equipment 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. 



Click to return to Table of Contents 103 
 

Northwood has the right to but does not regularly monitor voice mail or electronic mail 
messages. Northwood 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 legitimate school 
purposes, may be disclosed by Northwood if necessary, within or outside of Northwood. 

 
Given Northwood’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. 

 
Northwood’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. 

 

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 for 50 or more copies. In the 
event you run into a problem or the machine(s) malfunctions, please notify the front office staff. 

 
Recycling of used paper is mandatory by either writing on the opposite side or placing it in 
recycling crates. 

 
Employees are responsible for the day-to-day care of equipment such as laptop computers. 
Should the employee resign, all equipment and materials must be returned to Northwood. In the 
event of equipment malfunction, notification must be sent to the Director of Operations for 
remediation of the issue. 

 
The materials and equipment of Northwood are to be used for business purposes only. 
This includes printing and copying of personal documents. 
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Employee Parking 
Employees may not park in any of the reserved slots on the right side of the Castor Avenue lot. 
If the remaining slots are filled, DO NOT DOUBLE PARK IN THE LOT. Alternate parking is 
available along the fence line on Orthodox Street or in our lot at Adams Avenue and Orthodox 
Street. Please lock your car each day. Northwood is not responsible for theft or damage to your 
vehicle or anything in your vehicle. Be mindful of our immediate neighbors and do not park on 
the residential strip on Castor Avenue. 

 

Small Appliances 
Each grade group is allowed one portable refrigerator and one microwave oven. The locations 
of the appliances are to be decided among the members of the grade group including 
specialists and resource room teachers. There is a refrigerator, microwave oven and Keurig 
coffee maker in the staff lounge that is accessible to all staff members. All appliances must be 
clean and unplugged when school is not in session.  

 
COMMUNICATION 
In the spirit of open communication, the guidelines noted below as well as the Open-Door Policy 
will enable all employees of Northwood to maintain such communication. 

 

Guidelines for Positive and Productive 
Communication 

 
 

Do’s 
 

Don’ts 

 
Respect Others 

 
Create Public Conflict 

 
Show Understanding 

 
Raise Voice at Others 
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Be Courteous 

 
Convey Violent Behavior 

 
Show Consideration 

 
Display Negative Emotions 

 
Listen Attentively 

 
Participate in Rumors 

 
Trust Others 

 
Bring Personal Problems to Work 

 
Exercise Patience 

 
Throw Things 

 
Remain Calm 

 
Use Sarcasm 
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Do’s 

 
Don’ts 

 
Be Truthful (facts without opinion) 

 
Interrupt When Others are Speaking 

 
Be Polite 

 
Come Across as Condescending 

 
Speak Clearly 

 
Participate in Practical Jokes 

 
Respond in a Timely Fashion 

 
Make Assumptions 

 
Be Professional 

 
Accuse 

 
Provide Feedback 

 
Exaggerate 

 
Show Empathy 

 
Use Profanity 

 
- 

 
Insult Others 

 

Open Door Policy 
In the day-to-day operation of Northwood, employees may have questions, positive 
suggestions, or concerns. We value your input. Although rumors or a lack of information may 
cause misunderstandings, these often can be easily avoided through communication. In most 
instances, your supervisor and/or the CEO can provide a prompt response to your question or 
suggestion. However, should you wish to discuss a question or issue with someone other than 
your supervisor, we encourage you to use our Open-Door-Policy and contact the CEO or HR. 

Social Networking 
Social Networking is a commonly used form of communication that continues to increase in 
popularity. Social Networking/Social Media may include but is not limited to, Web 2.0 technology 
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sites, including blogging, microblogging, photo sharing, video sharing, life casting, networking, 
and similar activities. Examples of Social Networking/Social Media may include but are not 
limited to Facebook, LinkedIn, Myspace, and Twitter. 

 
When using these communication tools, employees of NACS should be aware that what you 
post may be accessible to the public and, therefore, reflects upon you and NACS and/or NACS. 
Thus, when engaging in social networking, employees shall follow these guidelines: 

 
● Employees shall not post or publish any confidential or proprietary information belonging 

to NACS, including but not limited to, logos, trademarks, and other school or NACS 
property. 

● Employees shall comply with HIPAA and other applicable state and federal 
confidentiality laws and shall not post any protected health information, photographs, or 
other confidential information relating to NACS, our students, their families, and others 
associated with NACS. 

● Employees shall be aware that even when engaging in social networking on their own 
time, their online presence is public and accessible to other employees, our students, 
their families, and other NACS stakeholders. Thus, while social networking, employees 
shall be respectful to NACS, our students and their families, NACS employees, and 
others associated with NACS. 

● Employees shall not publish or post material which is damaging to the reputation or 
interests of NACS, our students and their families, and others associated with NACS. 

● Employees should refrain from posting illegal, unethical, defamatory, and discriminatory 
materials in a general sense and relating to NACS, our students and their families, and 
others associated with NACS. 

● NACS reserves the right to access and monitor information available in the public 
domain in the media described above and additional media as other technologies 
become available. Violations of this policy discovered during routine access and 
monitoring will result in disciplinary action, up to and including termination. 

 
Please keep in mind that if you link to a family member of a student, or employee, the 
information you post on social media sites should be posted using good judgment and common 
sense. This information may be made public and may result in disciplinary action as outlined 
elsewhere in this policy 
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Employee Communication Protocol 
The chart below details the line of communication for all employees to follow should they have a 
concern. The employee may communicate verbally or in writing. At the first level, the person 
with whom the issue is being communicated to will provide feedback in the form of a timely 
conversation/meeting or written response. If your concern is not met, please proceed to the 
next step on the managerial level as outlined below. The Board of Trustees is the final level on 
all matters and it is required that all steps are followed prior to addressing them. 

 
 

 
Area of Concern 

 
First Level 

 
Second 
Level 

 
Third 
Level 

 
Fourth 
Level 

 
Fifth 
Level 

 
Academic/Curriculum 

 
Assistant 

Principal (AP) 

 
Principal 

 
CEO 

 
Board 

 
- 

 
Athletics 

 
Athletic 
Director 

 
AP 

 
Principal 

 
CEO 

 
Board 

 
Attendance-
Employee 

 
Human 

Resources 

 
CEO 

 
- 

 
- 

 
- 

 
Building Cleanliness 

 
Maintenance 
Manager 

 
DOO 

 
CEO 

 
- 

 
- 

 
Cafeteria 

 
Director of 
Operations 

 
CEO 

 

- 

 

- 

 

- 
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Area of Concern 

 

First Level 

 
Second 
Level 

 
Third 
Level 

 
Fourth 
Level 

 

Fifth Level 

 
Colleague/Peer 
Policy violation 

 
Human 

Resources 

 
CEO 

 

- 

 

- 

 

- 

 

 
Discipline 
*For non-union 
refer to CBA for 
non-bargaining 

employees 

 
Immediate 
Supervisor 

 
 

HR 

 
 

CEO 

 
 

- 

 

 

- 

 
Employee 

Benefits/Compensation 

 
Human 

Resources 

 
Director of 

School 
Business 

Operations 

 
CEO 

 
 
- 

 
 
- 

 
Instruction 

 
Assistant 
Principal 

 
Principal 

 
CEO 

 
 
- 

 
 
- 

 
Safety 

 
Director of 
Operations 

 
CEO 

 
Board 

 
 
- 

 
 
- 

 
Special Education 

 
Director of 

Special 
Education 

 
AP 

 
Principal 

 
CEO 

 
Board 

 

Area of Concern 

 

First Level 

 
Second 
Level 

 
Third 
Level 

 
Fourth 
Level 

 

Fifth Level 

 
Technology/Hardware 

 
Technology 

Manager 

 
DOO 

 
CEO 

 
- 

 
- 

 

*If it is a non-instructional employee they go to Director of Operations, instructional will go to 
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Principal 
 

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 of Directors. 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 Directors. 

 
Time Recording Policy 

 
Step 1: All Employees must sign in and out on a daily basis using the sign in/out sheet, located 
in the front office. 

 
Step 2. Verification of Sign-in Sheet 

a. Administrative Assistants verifies the sign in/out sheets on a daily basis to ensure 
accuracy. 

b. Administrative Assistants notifies any employee who did not sign in or out, via 
email. 

c. Administrative Assistants documents ALL employees who did not sign in or out, 
by listing their names and forwarding the list to the employees Manager and HR. 
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d. Administrative Assistants ensure that adjustments are made to the sign in/out 
sheets in red ink, no later than C.O.B. on the Friday before payroll is processed. 
This ensures sheets are correct, prior to HR making copies of the sheets on the 
Monday to process payroll. 

e. Administrative Assistants sign off on each sign in/out sheet, which validates for 
HR that the sheet has been verified and adjusted for accuracy. 

f. Administrative Assistants replenishes the sign in/out sheets for the upcoming pay 
cycle. 

 
Step 3. Processing: 

a. The HR Generalist makes copies of the sign in/out sheets for the circulating pay 
period on Monday to begin processing payroll. 

b. The HR Generalist Inputs all time into the newly refined payroll spreadsheet that 
auto calculates the entered time. 

c. The HR Generalist enters all exceptions (ie., PTO, leave and etc.) 
d. The HR Generalist forwards payroll to the CEO for approval, and once payroll is 

approved, the Generalist forwards payroll to Director of School Business 
Operations   for processing. 

 
Step 4. Acknowledgement and Receipt and Stipends: Director of School Business Operations 
/Administration 

a. Director of School Business Operations will acknowledge receipt of payroll 
and confirm no further changes are needed. 

b. All stipends are processed by the Administration and sent to Director of 
School Business Operations, copying HR. 
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