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Executive Summary – Employee Handbook Revision (2023-2024) 
 
The annual review of the MWA Employee Handbook produced the following changes: 

• Addition of language in the Rehire Eligibility criteria (pg. 12) 
o Any mid-year resignation without good cause; 
o Resignation after February 28th in lieu of anticipated return for the next 

school year without good cause; 
 

• Addition of language in the Criminal Background Check criteria consistent with 
California law (pg. 13) 

o As required by law, all individuals working or volunteering at the School 
will be required to submit to a criminal background investigation. No 
condition or activity will be permitted that may compromise the School’s 
commitment to the safety and the well-being of students taking 
precedence over all other considerations. Conditions that preclude 
working at the School include conviction of a controlled substance or sex 
offense, a serious or violent felony, or a person who would be prohibited 
from employment by a public-school district because of his or her 
conviction for any crime unless an applicable exception applies. The 
School will not employ any applicant until the Department of Justice 
completes its check of the state criminal history file as provided by law. 
The School shall also request subsequent arrest notification from the 
Department of Justice and take all necessary action based upon further 
notification. Additionally, should an employee, during their employment 
with the School, be charged or convicted of any offense, the employee 
must immediately report the charge or such a conviction to the Director of 
Human Resources. 

 

• Addition of language in the Information Technology Policies (pg. 28) 
o Bring Your Own Device – The use of a personal computing device for 

work or business-related activities on campus is not permitted, etc.   
o Systems and Data Security – Employees should not delete, destroy or 

modify existing systems, programs, information or data, etc. 
 

• Addition of language in the Personal Property Policy (pg. 33) 
o The employee is responsible for the use and safeguarding of his or her 

personal property.  The School is not responsible for damage or loss of 
personal property, nor is personal property covered by the School’s 
insurance. Under the school’s Personal Business policy, the school is not 
responsible for personal packages delivered to School facilities. 
 

• Addition of language in the Health, Safety, and Security Policy (pg. 36) 
o The School is committed to providing and maintaining a healthy and safe 

work environment for all employees.  Accordingly, the School has 
instituted a Comprehensive School Safety Plan (CCSP) designed to 
protect the health and safety of all personnel.  The School maintains an 
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Injury and Illness Prevention Program, which is kept by the Director of 
School Operations and is available for your review. 

o You are required to know and comply with the School’s general safety 
rules and to follow safe and healthy work practices at all times.  You are 
required to immediately report to your supervisor any potential health or 
safety hazards and all injuries or accidents.  When feasible, an employee 
shall notify the employer of emergency conditions requiring an employee 
to leave or refuse to report to the workplace or worksite prior to leaving or 
refusing to report to work.  When prior notice is not feasible, the employee 
shall notify the employer of the emergency condition after leaving or 
refusing to report as soon as possible.   

o In compliance with Proposition 65, the School will inform all employees of 
any known exposure to a chemical known to cause cancer or reproductive 
toxicity.   

o The School has also developed guidelines to help maintain a secure 
workplace.  Be aware of unknown persons loitering in parking areas, 
walkways, entrances, exits, and service areas.  Report any suspicious 
persons or activities to security personnel or to your supervisor.  Secure 
your desk or office at the end of the day.  When called away from your 
work area for an extended length of time, do not leave valuable or 
personal articles around your workstation that may be accessible.  You 
should immediately notify your supervisor when keys are missing or if 
security access codes, identification materials, or passes have been 
breached.  The security of the facilities, as well as the welfare of our 
employees, depends upon the alertness and sensitivity of every individual. 

 

• Addition of language in the STCOLA Program Guidelines (pg. 44) 
o STCOLA will only be paid out for the current pay period upon termination. 

 

• Addition of language about compensation information being available upon 
request consistent with the California pay transparency law (pg. 48) 

o Employees also have the right to obtain the pay scale for the position in 
which the employee is currently employed, upon request. 

 

• Addition of holiday on the MWA-observed holiday list (pg. 49) 
o Juneteenth – June 19th  

 

• Addition of language in the Personal Day(s) criteria (pg. 50) 
o Teaching staff may use personal day accruals for time off requests to take 

examinations (e.g. CSET) related to their educator credential. The School 
will not grant hours worked for this time off request unless additional 
credential authorizations are required by the School and Human 
Resources. All employees are expected to notify the Supervisor as soon 
as possible as to the date and time with consideration to personal days 
that are the least disruptive to students’ learning and school operations. 

 



3 
 

 
 

• Addition of language in the Vacation Accrual Bank for New Non-Instructional 
Employees criteria (pg. 51) 

o Non-instructional employees that begin employment mid-year will not have 
enough accruals to cover paid time off during the regularly scheduled 
school recesses (e.g. winter break recess) and may be eligible for accrual 
support under the following criteria: 

▪ Employees must be employed with the school for less than sixty 
(60) work days nearing a scheduled recess; 

▪ Employees requesting a vacation bank donation must have less 
than 40 hours of paid leave balance available to use, including 
personal leave; and 

▪ The total requests, per new employee, shall not exceed 40 hours in 
the first year of employment. The requests will be granted together 
with the depletion of any available vacation or personal time only. 

▪ The school will allot a fixed number of hours to the bank each fiscal 
year. Employees may donate vacation leave to the vacation bank. 
Unused and undistributed hours donated to the vacation accrual 
bank will remain in the bank and will roll over at the end of each 
fiscal year. Hours will not be returned to the donating employee. 
For additional information about the vacation accrual bank, please 
contact the Human Resources Office. 

 

• Addition of language in the Sick Leave Transfer criteria (pg. 51) 
o Under the Education Code, for new employees who previously worked at 

a qualifying California public school or county office of education, the 
School will accept a new employee’s sick leave transfer request within the 
first year of employment only. 

 

• Addition of language in the Sick Leave Bank policy (pg. 53) 
o Employees are permitted to donate sick leave to the sick bank upon 

resignation or termination. Employees who donate sick leave are 
considered a “use” of leave on the employee’s part, such that the leave is 
no longer considered accrued/unused. As a result, donating sick leave 
would result in the employee not being eligible to have their sick leave 
reinstated if they are re-hired. Employees are not, however, permitted to 
transfer sick leave to another employee upon resignation or termination. 

 

• Addition of language in the FMLA/CFRA guidelines (pg. 55) 
o Updated per AB 1041 (lower CFRA threshold for eligibility, removal of 

limitations on reinstatement for key employees, a new option for both 
parents to take bonding leave when employed by the School, expansion of 
qualifying family members for CFRA, etc.) 

 

• Addition of language in the Drug and Alcohol Leave policy (pg. 62) 
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o The School will reasonably accommodate an employee who voluntarily 
enters and participates in an alcohol or drug rehabilitation program, 
including potentially providing unpaid leave to participate in the 
program.  The School will not pay for the costs incurred in attending a 
rehabilitation program.  An employee who wishes to identify him or herself 
as an individual in need of the assistance of an alcohol or drug 
rehabilitation program may contact the Office of Human Resources.  The 
School will take all reasonable steps necessary to maintain the 
employee’s privacy in this situation.  The employee may use accrued sick 
leave or accrued vacation time, if any, during requested leave. 

o Nothing in this policy shall prohibit the School from refusing to hire or 
discharge an employee who, because of his or her current use of alcohol 
or drugs, is unable to perform his/her duties or cannot perform the duties 
in a manner that would not endanger his/her health or safety or the health 
or safety of others. 
 

• Addition of language in the Bereavement Leave guidelines (pg. 63) 
o Employees absent due to bereavement are required to provide 

documentation to Human Resources prior to their return to work (e.g. 
obituary, funeral program, or prayer card). 

 

• Addition of language in the Rules of Conduct (pg. 66) 
o Revision - Failure to complete mandatory compliance training within the 

period of time designated by Human Resources. Extension requests 
should be made to the Human Resources Office and are not to exceed 
30-day calendar days if granted. 

o Addition –  
▪ Unprofessional conduct 
▪ Abuse of sick leave 
▪ Unreported absence of any three consecutive scheduled workdays 
▪ Failure to comply with the School’s safety procedures 
▪ Violation of federal, state, or local laws affecting the school or your 

employment with the school 
▪ Failure to adhere to outside employment guidelines, including 

failure to disclose any conflict of interest 
 

• Under the COVID-19 Addendum (pg. 72) removed language about COVID 
emergency-sick pay and leave provisions since they are no longer required by 
the state. 
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