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Welcome! 
Dear Making Waves Academy Employees, 

Welcome, and thank you for being part of this community. 

Making Waves Academy is a WASC-accredited, 5th through 12th-grade public charter school 
and nonprofit organization. Our mission is rooted in something deeply personal: ensuring that 
historically underserved young people from Richmond and the surrounding community have 
access to a high-quality education and the tools to build fulfilling lives. Every decision we make 
is oriented toward a clear portrait of who our graduates will be: self-aware and purpose-
driven, academically prepared with durable skills, financially literate, ready to thrive in the 
workplace, and committed to giving back to the communities that shaped them. 

That portrait is the foundation. Our north star reaches further still: six years after graduation, 
our young adults are on a path to real economic mobility, earning a degree or credential, 
securing meaningful work, and building long-term financial stability. We help students figure 
out who they are, what they care about, and how to align their passions with a real future. 
Upon graduation, our College Advising Program continues that work, providing coaching and 
financial support to Wave-Makers as they navigate the challenges of post-secondary life. For 
over thirty years, Making Waves has walked alongside hundreds of hardworking students on 
their way to degrees and certifications across the country. That legacy is something we carry 
forward together. 

MWA is a place where we want all community members to feel seen, heard, and safe. The work 
we do here matters, and it matters that we do it in an environment that is healthy, supportive, 
and grounded in mutual respect. 

In order to sustain that environment, one where students can thrive and staff can do their best 
work, we need shared expectations that everyone understands and upholds. This Handbook 
outlines the policies, procedures, and guidelines that govern our work as MWA employees. 
Please read it carefully and return to it often. 

We have so much work ahead of us. But I am confident that with the clarity of purpose and the 
strength of community that define this place, we will do it with joy. 

Thank you for being here. 

Liz Martinez 

Executive Director 

Check out our school website for the latest Making Waves Academy Impact Report. 

https://www.makingwavesacademy.org/about-us/impact-report
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Our Approach 
Objective 
Our objective is to address the disparity in educational opportunity that exists between 
suburban and urban youths, and to improve the educational opportunities for students in the 
Richmond area. 

Mission 
MWA commits to rigorously and holistically preparing students to gain acceptance to and 
graduate from college to ultimately become valuable contributors to the workforce and their 
communities. 

Vision of Impact 
• Traditionally underserved students in Richmond and Contra Costa County. 
• 70% of our students will earn an appropriately challenging post-secondary degree, 

graduating with minimal college debt. 

Core Values 
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Our History 

In 1989, John Scully, Managing Director of the investment firm, SPO Partners, had a vision. He 
shared this vision with fellow Branson School Board Member, the late Reverend Eugene 
Farlough, Pastor of the Sojourner Truth Presbyterian Church in Richmond, and together they 
created Making Waves, an organization that would support the healthy well-being, education 
and pre-career development of urban children. Mr. Scully’s vision grew from his experiences 
and his observation of numerous public education systems in California and throughout the 
nation. From these observations, he concluded that the disparity in equal educational 
opportunity between the “haves” and the “have-nots” was increasing at an alarming rate. Mr. 
Scully also concluded that unless innovative programs were created to support and augment 
the efforts of certain public school systems, this circumstance would continue to worsen. He 
reasoned that this deteriorating condition was unacceptable because of its inevitable, 
undeniable outcome: millions of Americans lacking the skills required to provide an adequate 
quality of life for themselves, their families and the communities in which they reside. While 
Mr. Scully does not serve in any formal capacity at MWA, his role as Founder of Making Waves, 
his reasons for starting Making Waves, and his vision for serving this community informs our 
approach. Making Waves Academy opened its doors to its first students in 2007. 

Our Program 
From our origins as an after-school tutoring and teaching program, we have evolved into a 
comprehensive, holistic, 5th-12th grade public charter school. Our tremendous success is 
predicated on a program that focuses on the whole child and provides an array of services: 
rigorous academic instruction, academic support, healthy meals, mental health counseling, 
college counseling, and family support. 
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Purpose of This Handbook 
Welcome to your MWA Employee Handbook. This guide is your go-to resource for 
understanding our policies, procedures, and expectations, as well as the benefits and 
opportunities available to you. It's designed to ensure a clear, consistent, and respectful 
workplace for everyone, all while reflecting our commitment to California labor laws. Think of it 
as a helpful roadmap for your successful journey with MWA. 

At-Will Employment & Our Relationship 
Employment at MWA is "at-will." This means that both you and MWA are free to end the 
employment relationship at any time, for any reason, with or without "cause" or advance 
notice, as long as no laws are violated. 

Key Rules of At-Will Employment 

• No Employment Contract: This Handbook is a guide, not a legal contract. It does not 
guarantee employment for any specific period. 

• Only the Board Can Change This: No manager or supervisor has the authority to 
change your at-will status. The only way at-will status can be modified is through a 
formal written agreement signed by the Board President. 

• Performance and "Non-Renewal": Each year, MWA conducts an "intent-to-return" 
process for staffing. While MWA may use tools like Performance Improvement Plans 
(PIPs), these are not required. MWA may choose to move toward non-renewal of 
employment at its sole discretion. 

• Policy Updates: MWA has the right to change its policies, wages, hours, and working 
conditions at any time. When we update this Handbook, those new rules replace all 
previous agreements or policies. 

We encourage you to read this Handbook carefully. It's a key resource for understanding your 
responsibilities and the supportive environment we strive to create. If you have any questions 
as you read, please don't hesitate to reach out to the People Operations Department (formerly 
known as Human Resources). 

Employee Handbook Receipt Acknowledgment 
I acknowledge that I have received digital access to the MWA Employee Handbook and the 
Injury and Illness Prevention Program (IIPP). By signing below, I agree to the following: 

• Responsibility to Read: I understand it is my responsibility to read, understand, and 
comply with all policies contained in these documents. 
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• At-Will Employment: I acknowledge that my employment with MWA is "at-will," 
meaning that either MWA or I may terminate the employment relationship at any time, 
with or without cause or advance notice. I understand that nothing in these documents 
creates a contract of employment for a definite period. 

• Updates and Revisions: I understand that MWA reserves the right to modify or rescind 
any policies, benefits, or practices described in these documents at its sole discretion, 
except for the policy of at-will employment. 

• Safety Compliance: I specifically acknowledge my role in maintaining a safe workplace 
by adhering to the protocols outlined in the IIPP and the WVPP, including my 
responsibility to report any hazards or threats immediately. 

• Electronic Signature: I agree that my electronic signature is the legally binding 
equivalent of my handwritten signature. 
 

___________________________________________________              ______________________ 

Employee Signature                                                                Date 
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Professional Standards & Workplace 
Operations 
Equal Employment Opportunity 
MWA is an equal opportunity employer. It is the policy of the school to afford equal 
employment and advancement opportunity to all qualified individuals regardless of actual or 
perceived disability, gender, gender identity, gender expression, nationality, race or ethnicity, 
citizenship, immigration status, religion, religious affiliation, sexual orientation, medical 
condition, or any other characteristic that is contained in the definition of hate crimes in the 
California Penal Code. This policy extends to all job applicants and employees and to all 
aspects of the employment relationship including:  hiring, training, transfer, promotion, 
discipline, termination, compensation and benefits of existing employees.  

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

Any applicant or employee who requires an accommodation in order to perform the essential 
functions of the job should contact the People Operations Department and request such an 
accommodation. The individual with the disability should specify what accommodation they 
need to perform the job, or if unknown, what job duties are impaired by the disability. The 
school then will conduct an investigation to identify the barriers that interfere with the equal 
opportunity of the applicant or employee to perform the job. The school will identify possible 
accommodations, if any, that will help eliminate the limitation.  If the accommodation is 
reasonable and will not impose an undue hardship, the school will make the accommodation. 

Harassment, Discrimination, and Retaliation Prevention 
MWA is committed to a workplace and educational atmosphere free of unlawful harassment, 
discrimination, and retaliation. We prohibit discrimination or harassment based on any 
protected characteristic, including but not limited to: 

age, ancestry or national origin, color, gender, gender identity, or gender expression, genetic 
information, marital status, medical condition, physical or mental disability, race, religion, 
sex, sexual orientation, veteran or military status, any or other category protected by local, 
state, or federal law 

This policy applies to all employees, volunteers, and independent contractors of MWA. We 
believe every individual has the right to work in an environment where they are not harassed, 
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discriminated against, or retaliated against based on any protected characteristic. MWA does 
not tolerate unlawful conduct by any employee, or by third parties such as vendors or visitors. 
To ensure a safe workplace, all supervisors and managers are strictly required to report any 
complaints or observations of unlawful harassment directly to the Senior Director of People 
Operations or their designee. 

When MWA receives allegations of unlawful harassment, discrimination, or retaliation, we will 
conduct a fair, timely, and thorough investigation. If a complaint involves the Executive 
Director, the Board will oversee the process; otherwise, the investigation will be led by the 
Senior Director of People Operations or their designee. This process is designed to provide all 
parties with a full opportunity to present information so that we can reach reasonable 
conclusions based on the evidence. While we cannot guarantee complete secrecy, we are 
committed to handling these investigations as confidentially as possible. 

MWA strictly prohibits retaliation against any complainant or witness who makes a good-faith 
report or participates in an investigation. We are committed to maintaining the integrity of this 
process and will take immediate and appropriate corrective action whenever an investigation 
finds that unlawful harassment, discrimination, or retaliation has occurred. 

Workplace Harassment Restraining Orders 

In addition to addressing violence or threats, MWA can now seek a temporary restraining 
order (TRO) on behalf of an employee who is experiencing harassment at work. This allows us 
to take action to protect employees even before the behavior escalates to violence, promoting 
a safer work environment for everyone. 

Prohibited Unlawful Harassment 

Harassment that is unlawful can take many forms, including: 

• Verbal conduct: Epithets, derogatory jokes or comments, or slurs. 
• Physical conduct: Assault, unwanted touching, intentionally blocking normal 

movement, or interfering with work due to sex, race, or any other protected 
characteristic. 

• Retaliation: For reporting or threatening to report harassment. 
• Disparate treatment: Unfair treatment based on any of the protected characteristics 

listed above. 

Prohibited Unlawful Sexual Harassment 
MWA is dedicated to providing a workplace free of sexual harassment. We consider sexual 
harassment a serious offense that can lead to corrective action, including dismissal of the 
offending employee. 
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Sexual harassment includes sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature, regardless of whether it's motivated by sexual desire, 
when: 

• Submission to the conduct is explicitly or implicitly a term or condition of employment. 
• An employment decision is based on an individual's acceptance or rejection of the 

conduct. 
• The conduct interferes with work performance or creates an intimidating, hostile, or 

offensive working environment. 
• It is also unlawful to retaliate against any employee who raises a good faith concern 

about sexual harassment, whether directed at them or another individual. 

Every employee shares the responsibility to maintain a workplace free from sexual 
harassment. If you become aware of any conduct that may constitute sexual harassment or 
other prohibited behavior, especially if you have supervisory responsibilities, please take 
immediate action to address it. If you believe you have been sexually harassed or witnessed 
sexual harassment, we encourage you to report it immediately to your supervisor and/or the 
Senior Director of People Operations. You can find the 
Harassment/Discrimination/Retaliation Complaint Form in Appendix A and the general 
Internal Complaint Form in Appendix B. 

Examples of sexual harassment, though not an exhaustive list, include: 

• Physical assaults of a sexual nature: Rape, sexual battery, molestation, or attempts to 
commit these acts; intentional physical conduct that is sexual in nature, such as 
touching, pinching, patting, grabbing, brushing against another's body, or poking 
another's body. 

• Unwanted sexual advances, propositions, or comments: Sexually oriented gestures, 
notices, remarks, jokes, or comments about a person’s sexuality or sexual experience. 

• Preferential treatment or promises of preferential treatment: To an employee for 
submitting to sexual conduct, including soliciting or attempting to solicit any employee 
to engage in sexual activity for compensation or reward, or disparate treatment for 
rejecting sexual conduct. 

• Subjecting or threats of subjecting an employee to unwelcome sexual attention or 
conduct: Or intentionally making the performance of the employee’s job more difficult 
because of the employee’s sex. 

• Sexual or discriminatory displays or publications anywhere at the workplace: Displaying 
sexually suggestive, demeaning, or pornographic pictures, cartoons, posters, calendars, 
graffiti, objects, or reading materials; publicly reading or publicizing such materials in 
the work environment; or displaying signs or other materials purporting to segregate 
an employee by sex in a workplace area (other than restrooms or similar rooms). 
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While personal relationships are private matters, they are not always appropriate in a 
professional setting, especially when one person has management or supervisory 
responsibilities. Therefore, consensual relationships in the workplace may violate MWA policy. 

Non-Discrimination Policy Contacts 
If you have concerns related to discrimination, harassment, or retaliation, you can reach out to 
the following contacts: 

Title IX and/or Title II, Title V, Title VI, 504 - Elizabeth Martinez, Executive Director, 
compliance@mwacademy.org (510) 262-1511 

Training Requirements 
All supervisors will receive two hours of sexual harassment prevention training within six 
months of hire or assuming a supervisory role, and every two years thereafter. 

All other employees will receive one hour of sexual harassment prevention training within six 
months of hire and every two years thereafter. 

This training covers all legally required topics, including the negative effects of abusive conduct 
on victims and others in the workplace. It also addresses methods to prevent abusive conduct 
(malicious behavior a reasonable person would find hostile, offensive, and unrelated to 
legitimate business interests), such as repeated verbal abuse, threatening or humiliating 
conduct, or sabotaging work performance. Supervisors will also be trained on how to 
appropriately respond when they become aware of unlawful harassment. 
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Your Employment 
Employee Classifications & Work Schedule 
To help you understand your employment status, here are the classifications used at MWA: 

Based on Fair Labor Standards Act (FLSA) Status 

Non-Exempt Employees (Hourly): 

• Definition: These positions are covered by federal and state wage and hour laws, 
meaning they are eligible for overtime pay. 

• Key Characteristic: Non-exempt employees are paid for all hours worked, including 
overtime (typically 1.5 times their regular rate for hours over 8 in a day or 40 in a week, 
and double time for hours over 12 in a day, in California). They are also subject to meal 
and rest break requirements. 

Exempt Employees (Salaried): 



  Back to Table of Contents 
 
 

• Definition: These positions meet specific legal criteria (related to duties and salary 
level) that exempt them from federal and state overtime pay requirements. These roles 
often include management, administration, or professional positions, like teachers. 

• Key Characteristic: Exempt employees are paid a consistent salary regardless of the 
exact number of hours worked in a week. They are not eligible for overtime pay. 

Exempt employees are expected to adhere to MWA's mandatory work hours and commit 
additional time as needed to fulfill job responsibilities satisfactorily. 

Important Note: Your FLSA status (exempt or non-exempt) is determined by your job duties 
and salary, not by your job title or whether you are paid hourly or by salary. 

Based on Work Schedule 

Full-Time Employees: 

• Definition: Employees who are regularly scheduled to work 30 or more hours per 
week. 

• Benefits: Full-time employees are generally eligible for the full range of MWA-
sponsored benefits. 

Part-Time Employees: 

• Definition: Employees who are regularly scheduled to work less than 30 hours per 
week. 

• Benefits: Part-time employees may be eligible for certain pro-rated benefits. 

Seasonal/Temporary Employees: 

• Definition: Employees hired for a specific project, for a defined period, or to cover a 
temporary need. Their employment is expected to end on a specific date or upon 
completion of a task. 

• Benefits: Seasonal/Temporary employees are not eligible for benefits. 

Work Authorization and Immigration Compliance 
To comply with federal law, MWA only hires individuals who are legally authorized to work in 
the United States. On or before your first day of work, you must complete the Department of 
Homeland Security Form I-9 and provide proof of your identity and work eligibility. By law, if 
this proof is not provided within three business days of your start date, MWA cannot continue 
your employment. If you have worked for MWA within the last three years, you may not need 
to submit a new Form I-9 unless your previous documentation has expired. While MWA may 
occasionally consider sponsoring visas based on school needs, such decisions are made on a 
case-by-case basis. 
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MWA is committed to protecting the rights of all our employees. We do not check the 
immigration status of current employees or applicants unless legally required to do so. In 
accordance with California law, we do not discriminate against any individual for presenting a 
driver’s license issued under the California Vehicle Code to those who have not established 
federally authorized presence. Furthermore, we strictly prohibit any form of retaliation or 
adverse action against employees for exercising their rights under immigration laws, including 
threats related to citizenship status. 

In compliance with the Immigrant Worker Protection Act, MWA maintains strict privacy 
regarding employee records. We do not allow federal immigration enforcement agents to 
enter nonpublic areas of the school without a judicial warrant, nor do we voluntarily provide 
access to employee records without a subpoena or warrant. If a search of records is legally 
authorized, MWA will provide the affected employees with notice of the inspection both before 
and after it occurs, as required by law. 

Criminal Background Checks 
For the safety and well-being of our students, all individuals who work or volunteer at MWA 
must pass a criminal background check, as required by law. 

You cannot work at MWA if you have been convicted of: 

• A controlled substance offense. 
• A sex offense. 
• A serious or violent felony. 
• Any other condition that would prevent employment in a public-school district (unless a 

specific legal exception applies). 

To ensure the safety of our students and staff, MWA cannot finalize the hire of any applicant 
until the Department of Justice (DOJ) completes a state criminal history check.  

Once hired, your safety record remains a condition of your employment. You are required to 
report any criminal charges or convictions to the Senior Director of People Operations within 
24 hours of the incident. While MWA receives automated "subsequent arrest" notifications 
directly from the DOJ, you are still personally responsible for disclosing this information. 
Failure to notify the school within this 24-hour window is a violation of policy and may lead to 
corrective action, regardless of the final outcome of the criminal case. 

Child Abuse and Neglect Reporting (Mandated 
Reporting) 

• Who This Policy Covers: At MWA, student safety is our primary responsibility. This 
policy applies to all school employees, volunteers, independent contractors, and Board 
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members. Under California law, every person in these roles is considered a "Mandated 
Reporter." 

• The Legal Requirement: In accordance with California Penal Code section 11166, if you 
have knowledge of, or observe, a child in your professional capacity who you know or 
reasonably suspect has been a victim of child abuse, you have a legal duty to report it. 

• How to Report: To remain compliant with the law and MWA policy, you must follow 
these two steps: 

• Immediate Phone Report: You must contact a child protective agency by telephone 
immediately, or as soon as practically possible. 

• Written Report: You must prepare and send a formal written report to the agency 
within thirty-six (36) hours of receiving the information regarding the incident. 

Mandatory Training & Deadlines 

To ensure everyone is prepared, MWA provides annual training on how to spot and report 
child abuse, and how to prevent abuse on school grounds and during school events. 

Who needs to train and when? 

• Existing Staff: Must complete the training within the first 6 weeks of the school year. 
• Mid-Year Hires: Must complete the training within the first 6 weeks on the job. 
• Contractors: Are responsible for completing their own training and providing 

certification to MWA. 
• Why this matters: This training is not optional. If you fail to report suspected abuse, 

you are breaking the law. Under California Penal Code 11166, this is a misdemeanor 
that can result in up to 6 months in jail, a $1,000 fine or both. 

• Your Certification: By signing this Handbook, you acknowledge that you are a 
"childcare custodian" under the law. You are confirming that you understand your 
duties and will follow the reporting rules laid out in California Penal Code section 11166. 

Code of Conduct for the MWA Team 
Prioritizing Student Well-being and Excellence  

Safety is our first priority. Every adult at MWA must act to protect the physical, emotional, and 
mental well-being of our students. This includes fulfilling your role as a mandated reporter and 
contributing to a supportive atmosphere where all students feel valued. For our instructional 
staff, this commitment extends to providing high-quality, equitable instruction that follows our 
approved curriculum and ensures that all student work is evaluated through fair and 
consistent assessment. 

Professional Boundaries and Privacy  



  Back to Table of Contents 
 
 

We maintain clear, professional boundaries with students at all times, both on and off campus. 
All communication must be for school-related purposes and occur through official MWA 
channels. We respect the privacy of our students and families. Those in non-instructional roles 
must be particularly diligent in protecting the sensitive data and records encountered in the 
course of school operations, sharing information only when there is a legitimate educational 
need. 

Integrity, Honesty, and Resource Management  

MWA staff are expected to be truthful in all professional dealings, including records and 
communications. We avoid conflicts of interest and do not accept gifts that could influence our 
professional judgment. We treat school property and resources with respect, using them only 
for authorized school business to ensure the smooth functioning of our campus. 

Professional Conduct and Role Modeling 

As role models, we demonstrate respect, responsibility, and accountability in every interaction. 
This includes: 

• Collaboration: Working constructively with colleagues, parents/guardians, and the 
community. 

• Professionalism: Maintaining standards of dress, punctuality, and appropriate 
language. 

• Off-Duty Conduct: While we respect your personal life, we expect staff to conduct their 
affairs in a way that does not negatively impact the school’s reputation or your ability to 
perform your work. Illegal or immoral conduct that affects the school’s integrity will not 
be tolerated. 

Corporal Punishment Is Prohibited 
MWA strictly prohibits corporal punishment. This means you must never intentionally inflict or 
cause physical pain to a student. 

What IS corporal punishment:  

• Grabbing, pinching, hitting, slapping/swatting, shoving/pushing, kicking, or otherwise 
causing physical pain. 

• Physically restraining a student. 
• Making students do push-ups, run laps, or perform other physical acts that cause pain 

or discomfort as punishment. 

What is NOT corporal punishment: Using reasonable and necessary force to protect 
yourself, students, and others, or property. This includes: 
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• Stopping a student fight. 
• Preventing vandalism. 
• Defending yourself from physical harm. 
• Taking away a weapon or dangerous object. 
• Directing physical training or activities (like team drills or calisthenics) as part of 

athletics or physical education. 

Reporting Concerns & Consequences 

If you witness or suspect any violation of this Code of Conduct, or any inappropriate behavior, 
you have a responsibility to report it immediately to your supervisor and/or the Senior Director 
of People Operations. We prohibit any form of retaliation against employees who report 
concerns in good faith. 

Violations of this Code of Conduct or other MWA policies may result in disciplinary action, up 
to and including termination of employment, and may also lead to legal consequences or 
reporting to relevant state credentialing bodies (e.g., California Commission on Teacher 
Credentialing for certificated staff). 

Confidential Information 
All information related to students (personal details, schools attended, addresses, contact 
numbers, and academic progress) is confidential and cannot be shared with unauthorized 
parties. All records concerning special education pupils must be kept strictly confidential and 
maintained separately. 

Federal and state laws, including the Family Educational Rights and Privacy Act (FERPA), require 
strict confidentiality for student records and personally identifiable information. FERPA means 
that student data belongs to the family and the school; it is not for public discussion. This 
privacy requirement applies to all forms of communication, including verbal conversations, 
emails, and social media. Employees must ensure such confidential information is shared only 
with those authorized to use it. 

You may only access and/or modify confidential student records for which you have 
authorization and a legitimate purpose as part of your job duties. Please understand that 
violating FERPA, failure to maintain confidentiality, or related misconduct may result in 
restricted or revoked access to MWA computers and corrective action. 

Conflict of Interest 
During work hours, we expect your best efforts and full attention to your job. We also expect 
you to use good judgment, adhere to high ethical standards, and avoid business, financial, or 
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other interests or relationships that create an actual or potential conflict between your 
personal interests and MWA. 

A conflict of interest exists when your loyalties or actions are divided between MWA's interests 
and those of another, or when you can influence a decision that might result in personal gain 
for yourself or a relative due to MWA's business dealings. Both the fact and the appearance of 
a conflict of interest should be avoided. 

 

Compensation & Payroll 
Work Schedule 
MWA’s standard operating hours are typically from 7:30 a.m. to 6:30 p.m., Monday through 
Friday. Our mandatory work hours are 8:00 a.m. to 4:30 p.m. 

Paydays 
Paydays are scheduled bi-weekly, 26 times per year. If you notice any error on your paycheck, 
please report it to your supervisor and the Payroll/Accounts Payable Specialist. 

Timekeeping  
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Accurate timekeeping is essential for payroll, benefits, and compliance with wage and hour 
laws. All employees are responsible for accurately recording their work time according to the 
guidelines below. Falsifying time records or recording time for another employee is strictly 
prohibited and is a violation of school policy. 

For Non-Exempt Employees (Hourly) 

We use designated timekeeping software to track all hours worked. 

• Clocking In/Out: You must clock in at the start of your shift and clock out at the end of 
the day. 

• The "Off-the-Clock" Rule: MWA has a strict policy against "off-the-clock" work. You are 
not permitted to "volunteer" extra time or perform any school-related tasks while 
clocked out. All work, no matter how brief, must be recorded. 

• Meticulous Records: Your timecard must reflect your exact start and end times. This 
ensures your paycheck is correct and protects your rights as an employee. 

Understanding Your Meal and Rest Periods 

California law requires that non-exempt employees receive uninterrupted time to rest and 
recharge. 

• Unpaid Meal Periods: If you work more than five (5) hours, you are entitled to an 
uninterrupted, unpaid meal period of at least 30 minutes. 

• Timing: This break must begin no later than the end of your fifth hour of work. 
• Duty-Free: During this time, you are completely relieved of all duties and free to leave 

the premises. You must clock out at the start and clock back in at the end of your meal 
period. 

• Paid Rest Periods: You receive a 10-minute paid rest period for every four (4) hours 
worked (or major fraction thereof). 

• Timing: These should be taken near the middle of each four-hour work segment. 
• On-Duty: Because these are paid, you remain "on-duty" and do not need to clock in or 

out, but you must still be relieved of all work tasks. 

Important Reminders: 

• Do Not Combine: Meal and rest periods are separate; they cannot be combined or 
used to leave work early/start work late. 

• Notification: If you are ever prevented from taking your full, uninterrupted break, you 
must notify your supervisor immediately so we can correct the issue and ensure you 
are compensated properly. 

Meal Period Waivers 



  Back to Table of Contents 
 
 

MWA recognizes that certain schedules or roles may require a different approach to meal 
periods. There are two specific types of waivers available: 

• The Standard Shift Waiver (6 Hours or Less) If your total workday will be completed in 
six (6) hours or less, you and MWA may mutually agree to waive your 30-minute unpaid 
meal period. This allows you to work your shift straight through and depart earlier. 

• The On-Duty Meal Period Agreement In specific roles where the nature of the work 
prevents an employee from being relieved of all duty (such as certain student 
supervision roles), an "On-Duty" meal period may be authorized. 

Paid Time: Unlike a standard meal break, an On-Duty meal period is paid at the employee’s 
regular rate of pay. 

Approval: On-Duty meal periods are only permitted when the job duties specifically require it 
and must be approved by People Operations. 

Written Consent: This requires a specific written agreement between the employee and 
MWA, which must state that the employee may revoke the agreement at any time in writing. 

Overtime Requirements 

MWA may occasionally require overtime to meet operational needs. We aim to distribute these 
hours fairly. In California, overtime pay is calculated as follows: 

• 1.5x Regular Rate: For hours worked over 8 in a day, over 40 in a week, or for the first 
8 hours on a 7th consecutive workday. 

• 2x Regular Rate: For hours worked over 12 in a day or over 8 hours on a 7th 
consecutive workday. 

The Approval Process: To manage school budgets effectively, all overtime must be approved 
in writing by your supervisor in advance. While MWA will always pay for all overtime hours 
actually worked (as required by law), working unauthorized overtime is a violation of school 
policy and may result in corrective action. 

For Exempt Employees (Salaried) 

Exempt roles require a commitment to the school’s mission that may extend beyond standard 
hours. You are expected to dedicate the time necessary to fulfill your job duties and must 
adhere to all mandatory work hours, faculty meetings, and specific schedules as required by 
your supervisor or the school calendar. 

While not eligible for overtime, exempt staff are still required to maintain accurate attendance 
records for administrative purposes and leave tracking. 
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To simplify the process, exempt timesheets are auto-populated within our timekeeping 
software. You are not required to clock in or out for daily shifts or meal periods. Instead, your 
responsibility is to ensure your timesheet accurately reflects your presence or absence: 

• Recording Leave: You must manually update your timesheet to record any time off 
taken, e.g., Personal Day. 

• Accuracy: You are solely responsible for the accuracy of your records. If an error occurs 
or you forget to log an absence, you must submit a Change Request. 

Your Paycheck & Deductions 

We want you to clearly understand your pay stub. By law, MWA withholds certain taxes and 
contributions from every employee's paycheck: 

• Federal Income Tax: The amount depends on your earnings and the tax exemptions 
you claim on your W-4 form. 

• State Income Tax: Similar to federal, this varies based on your earnings and the 
exemptions on your DE-4 form. (This is for California state income tax). 

• Social Security (FICA): A portion of your earnings goes to the federal government, and 
MWA matches this amount. 

• State Disability Insurance (SDI): This California state fund provides benefits if you 
need time off work due to illness or disability. 

Every deduction is clearly explained on your pay stub. If you ever have questions about a 
deduction, please speak with the Payroll/Accounts Payable Specialist.  

You can update your federal or state income tax withholdings at any time in our designated 
timekeeping software. In January, you can elect to retrieve your W-2 "Withholding Statement" 
(showing your total wages and taxes withheld for your income tax returns) from the software.  

Wage Attachments and Garnishments 

MWA does not help creditors collect personal debts, however, we are legally required to 
comply with court orders such as garnishments, levies, or judgments. These legal procedures 
may require MWA to withhold a portion of an employee's earnings. 

Travel, Expenses, and Reimbursements 
MWA reimburses employees for all actual and necessary expenses incurred while performing 
authorized school business. Whether you are traveling for a conference or driving for a field 
trip, the following guidelines ensure you are compensated fairly and promptly. 

Work-Related Travel 
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For business-related travel (including meals, lodging, airfare, or rentals), please follow these 
steps: 

• Pre-Approval: All travel and related expenses must be approved in writing by your 
supervisor before any bookings are made. 

• Receipts & Deadlines: Retain all original receipts. Expense reports must be submitted 
within 60 days of the end of your trip. 

• Substantiation: To receive reimbursement, you must provide detailed expense reports 
certifying that the amounts were actual and necessary. 

• Per-Diem: For information on current meal per-diem allowances, please contact the 
Business Services Department. 

For a more detailed look at the relevant guidelines, go to Travel and Expense Guidelines. 

Use of Personal Vehicles 
Authorization & Responsibility 

Employees may use their personal vehicles for approved school business only with prior verbal 
or written supervisor approval. 

• Insurance: The employee’s personal auto insurance is the primary coverage for any 
accident or damage. The school’s insurance is secondary and limited. 

• Requirements: By driving for school business, the employee certifies they possess a 
valid CA driver’s license, current registration, and at least the California state-mandated 
minimum insurance. 

Safety & Reimbursement 

• Safety: Drivers must obey all traffic laws. Use of handheld devices while driving is 
strictly prohibited. 

• Mileage: Business-related mileage is reimbursed at the current IRS rate. A mileage log 
must be submitted within 30 days of travel to be eligible for payment. 

• DMV Records: The school reserves the right to request a driving record (Pull Notice) for 
any employee driving on school business. 

Personal Cell Phone Stipend 
MWA provides a $25 monthly stipend to specific employees (such as Seasonal Athletic 
Coaches) who have not been issued a school laptop or phone and have to use their personal 
phones for school business (timekeeping, student communication, etc.). 

• Eligibility: This stipend is only for those who must use their personal device because a 
school-provided alternative is unavailable. 

https://docs.google.com/document/d/1BNbYxrzd9GBe4UKEUv8xNETzmSYLs_XuTwwsq4UFNaI/edit?tab=t.0
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• Voluntary Usage: If MWA provides you with a laptop or school phone and you choose 
to use your personal device instead, you are ineligible for the stipend. 

Natural Disaster Pay: Supporting You During 
Emergencies 
Life in California can bring unexpected natural disasters or extreme weather events that 
disrupt our daily routines and ability to work. This policy clarifies how pay is handled for 
employees when MWA operations are impacted by such events. 

Your Safety Comes First 

Always prioritize your safety and follow all instructions from local authorities (e.g., evacuation 
orders). We will communicate any school closures, delayed openings, or operational changes 
through a digital communication platform. 

Pay During Natural Disaster Impact 

How you are paid depends on your employment classification and whether you are able to 
work. 

For Exempt Employees (Salaried) 

• If MWA is open but you are unable to commute due to official disaster-related travel 
restrictions, you may be able to work remotely if feasible and approved by your 
supervisor.  

• If MWA officially closes due to a natural disaster and you perform any work during that 
workweek (even remotely), you will receive your full regular salary for the entire week. 

• If MWA is closed for a full workweek (e.g., Monday through Friday) and you perform no 
work during that entire week, payment for that week is at MWA's discretion. You may 
use accrued paid time off to cover this time. 

For Non-Exempt Employees (Hourly) 

Commuting During Disaster-Related Restrictions - If the school remains open but you are 
unable to commute due to official disaster-related travel restrictions (such as road closures or 
mandatory evacuations), your safety should be your first priority. While hours not worked are 
unpaid, you may utilize your accrued paid time off hours to ensure your paycheck remains 
consistent during the disruption. 

During Official School Closures - If MWA is officially closed and you are not scheduled to 
work, those hours are generally unpaid. However, you are welcome to use your accrued paid 
time off hours to cover your standard schedule during the closure. Please note that any 
additional compensation for these periods is at the discretion of school leadership.  
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Workplace Conduct & Environment 
Professional Appearance & Dress Code 
At MWA, our appearance is a tool. We dress to signal to our students, families, and colleagues 
that we are prepared, professional, and focused on learning. This policy applies to all staff. If 
you are in the building, you are expected to follow these standards. 

The MWA Daily Standard 

Unless it is a designated "Casual Day," all employees are expected to wear Professional 
Business attire. 

• Tops: Collared shirts (polos, button-downs), blouses, sweaters, or professional knit 
tops. 

• Note on T-shirts: Plain, neat t-shirts or MWA-branded gear are acceptable. T-shirts with 
non-school graphics, large logos, or "distressed" holes are not permitted. 

• Bottoms: Slacks, chinos, dress pants, skirts, or dresses. 
• Note on Length/Fit: Attire must be functional for an active school day (e.g., sitting on 

the floor, leaning over desks, or managing emergencies). 
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• Footwear: Closed-toe and -heel shoes are required for safety. Athletic sneakers/tennis 
shoes are not allowed. Footwear must be professional (e.g., loafers, flats, boots, or 
dress shoes). Exception: PE/Coaching staff may wear athletic footwear. 

Prohibited Items (What Not to Wear) 

To avoid any confusion, the following items are not permitted during regular school hours: 

• Athletic Wear: Leggings, yoga pants, sweatpants, or gym shorts (except for 
PE/Coaching staff). 

• Denim/Jeans: Except on a designated "Casual Day.” 
• Headwear: Hats and caps are not to be worn indoors (unless for religious or cultural 

reasons). 
• Hoodies/Sweatshirts 
• Slides, mules, flip-flops, Crocs or slippers 
• Condition: Any clothing that is torn, stained, overly revealing, or features offensive 

graphics. 

Hair, Grooming, and Identity 

MWA celebrates the diversity of our staff. We respect and welcome all hair textures and styles, 
including protective hairstyles (braids, locs, twists), and all religious or cultural headwear. We 
ask that all grooming be neat and professional. 

Accommodations 
MWA provides reasonable accommodations for dress and appearance based on disability, 
religion, or gender identity. 

Medical Exceptions: If a medical condition requires a deviation from this policy (e.g., specific 
footwear), a formal request for accommodation must be submitted to People Operations. 
Please note that a general "doctor’s note" is the start of an interactive process, not an 
automatic waiver of the school's professional standards. 

Lactation Accommodation 
The school provides reasonable break time for lactating employees to express breast milk. 
Whenever possible, this break time will run concurrently with other scheduled breaks. Any 
non-concurrent break time for lactation for non-exempt employees will be unpaid. 

We'll make reasonable efforts to provide a private, non-bathroom room with electricity near 
your work area. You'll also have access to a sink with running water and a refrigerator. 
Employees with private offices should use their offices for expressing breast milk. Please 
contact your supervisor and/or People Operations to request lactation accommodation. 
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Service Animal Accommodation 
Bringing pets to school premises is prohibited, with the exception of service animals providing 
reasonable accommodations for individuals with disabilities. Before bringing a service animal 
to work, please contact People Operations to engage in the ADA interactive process. This helps 
us determine if the accommodation is reasonable and necessary. You'll be required to provide 
medical documentation of your need for a service animal. 

Other Accommodations 
We engage in an interactive process to support accommodation requests. For our exempt 
staff, please note that accommodations resulting in a permanent reduction of hours may 
require a pro-rated salary adjustment, as permitted by law. In these instances, People 
Operations will review the role’s classification to ensure the position remains correctly 
categorized under California's exemption standards. 

Drug and Alcohol-Free Workplace 
MWA is committed to providing a drug and alcohol-free workplace to promote safety, 
employee health, stakeholder confidence, and high work standards. Drug or alcohol use, 
whether on or off the job, jeopardizes these goals by negatively affecting health, safety, 
security, productivity, and public trust. Use in the workplace or during job duties is extremely 
harmful to employees and other MWA stakeholders. 

If you feel you have developed an addiction to, dependence on, or problem with alcohol or 
drugs (legal or illegal), we strongly encourage you to seek assistance before a policy violation 
occurs. MWA will take all reasonable steps to assist employees who request time off for a 
rehabilitation program. However, participation in a rehabilitation program may not prevent 
disciplinary action for a policy violation, especially if the violation occurred before you sought 
help. In its sole discretion, MWA may choose not to discharge an employee for a policy 
violation if they successfully complete a MWA-approved drug and/or alcohol rehabilitation 
program, and MWA determines they do not pose a safety risk. 

Bringing, possessing, or using intoxicating beverages or drugs on MWA premises or during 
work duties is prohibited and may result in disciplinary action, up to and including termination 
of at-will employment. 

Outside Employment (Moonlighting) 
We understand that some employees may choose to have other jobs outside of MWA. You are 
permitted to do so, as long as it doesn't conflict with your work here or negatively impact 
MWA. 
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Key Guidelines for Outside Employment: 

• No Conflicts: Your outside work or activities must not compete with MWA's interests, 
use our tools, equipment, or confidential information without permission. 

• No Work During MWA Hours: You cannot solicit or conduct any outside business while 
you are working for MWA. 

• Maintain Performance: Your outside job is not an excuse for poor performance, 
absenteeism, tardiness, leaving early, or refusing necessary work (like travel or 
overtime) at MWA. If your outside work causes problems here, you may be asked to 
stop it and could face corrective action. 

• No Paid Sick Leave for Other Work: You cannot use MWA-paid sick leave to perform 
work for another employer. 

• Avoid Conflicts of Interest: If your outside employment creates a conflict of interest 
with MWA or could negatively affect MWA, you may be asked to end that outside 
employment. 

• Your Rights: Nothing in this policy is intended to limit or interfere with your rights 
under the National Labor Relations Act, including your right to organize or engage in 
protected activities regarding your employment terms and conditions. 

Self-Assessments and Performance Conversations 
At MWA, Scholarship is a core value: "We are life-long learners who aspire to and achieve 
academic excellence." This commitment to growth extends to all our employees. We believe in 
supporting your development and celebrating your contributions through regular 
performance conversations. 

These discussions provide an opportunity for you and your supervisor to connect, discuss your 
progress, and support your professional journey. While we encourage ongoing, informal 
feedback, the frequency of formal conversations varies based on factors like your tenure and 
role. We typically schedule the following: 

• Teacher Induction and participation in formal observation cycles at least twice a year. 
• New Teacher Boot Camp. 
• 60- and 180-day check-ins to ensure a strong start. 
• Annual Reviews: A comprehensive yearly summary of your contributions and growth. 

During our conversations, we'll cover key areas such as your self-assessment, attendance, 
work quality, job knowledge, impact, and interactions with others. The primary goals are to: 

• Collaborate on setting clear future goals. 
• Highlight your strengths and identify areas for growth. 
• Provide coaching, support, resources, and keep you informed about your development. 
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Performance conversations may be documented in writing and placed in your personnel file. 
We encourage employees to participate actively in this process; you have the right to provide a 
written response to any formal evaluation.  

Telework Policy (Working from Home) 
MWA offers a one-day-per-week telework option for specific roles. This is a temporary privilege 
based on performance and school needs, not a permanent right. 

Am I Eligible? 

To request a telework arrangement you must be in a position that doesn't require direct, in-
person interaction with faculty, students, and families and/or support for daily school 
operations. 

Eligible Roles (Roles that DO NOT require in-person support): 

• Executive (e.g., CEO, Executive Director) 
• Director (e.g., Finance, People Operations) 
• Manager/Administrator (e.g., Compliance, Data, and Assessment Manager, 

Payroll/Accounts Payable Administrator) 

Ineligible Roles (Roles that require in-person support): 

• Faculty 
• Operations 
• School-based Information Technology (IT) 
• Student Support Services 

The Ground Rules 

Eligibility Waiting Period: New employees in eligible roles may request a telework arrangement 
after successfully completing their first 90 days of employment. This period allows the 
employee to fully integrate into the MWA culture, master school systems, and establish a 
baseline of performance excellence. 

• Your standing: You must be in “Good Standing” meaning you are meeting all 
performance goals, have no active disciplinary warnings, and are fully caught up on all 
required training and policy requirements." 

• School First: If there is a meeting, emergency, or event on your remote day, you must 
come to campus. School needs always override the telework schedule. 

• Standard Hours: You must be fully accessible and active during MWA’s mandatory 
work hours (8:00 a.m. – 4:30 p.m.). 



  Back to Table of Contents 
 
 

• Professionalism: Maintain professional dress and grooming during video calls. If 
communicating with students and/or families, follow all Professional Boundary policies. 

Your Remote Workspace 

• Environment: You must have a safe, quiet, and distraction-free workspace with a 
secure internet connection. 

• Equipment: Use only MWA-provided technology for school business. This equipment is 
for work use only. 

• Safety & Accidents: Your home office is an extension of the school. You must follow all 
safety practices. Any injury, theft, or equipment loss must be reported to People 
Operations immediately. 

Performance Review 

Telework is sustainable only if your work quality remains high. If productivity drops, or if the 
arrangement interferes with your team’s success, MWA may adjust or end your telework 
privilege at any time. 

Communication and Conflict Resolution 
At MWA, we believe that open communication is the foundation of a healthy school culture. 
We want you to feel empowered to share ideas, participate in decisions, and resolve concerns 
promptly and professionally. 

Our Open-Door Policy 

We encourage direct, informal conversations as the primary way to resolve issues. If you have 
a job-related concern or suggestion, please speak with your immediate supervisor as soon as 
possible. We find that most matters can be fully addressed through proactive, honest dialogue. 

Internal Complaint Review (Employee vs. Employee) 

If a conflict with a colleague arises, MWA expects and empowers employees to first attempt a 
respectful, direct resolution with the other party, whenever safe and appropriate. 

If direct resolution is not possible, or if the conflict remains unresolved, follow this ladder: 

Step 1: Supervisor Involvement. Bring the issue to your immediate supervisor. 

Step 2: People Operations. If the conflict involves your supervisor, or if previous steps 
failed, contact the Senior Director of People Operations. You will be asked to submit 
your complaint in writing, including all relevant facts. The Director will investigate and 
provide a formal solution or explanation. 
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Step 3: Board Review. If the complaint is regarding the Executive Director, submit your 
concern in writing to the President of the Board of Directors. The Board may conduct an 
internal fact-finding mission or authorize a third-party investigator to resolve the 
matter. 

External Complaints (Non-Employee vs. Employee) 

When a parent, vendor, or member of the public has a concern regarding an MWA employee, 
the following process applies: 

• Informal Resolution: We first attempt to resolve the issue through dialogue. 
• Formal Written Complaint: If unresolved, the external party should submit a written 

complaint to the Executive Director (or designee). 
• Investigation: The Executive Director (or designee) will gather facts and speak with all 

parties involved. If the complaint is found valid, the Executive Director will determine 
the appropriate action. 

• Finality: The Executive Director’s decision is final unless appealed to the Board of 
Directors. 

Universal Standards for All Complaints 

Regardless of the nature of the concern, MWA adheres to these three principles: 

• Confidentiality: We will keep investigations and resolutions as private as possible. 
While absolute confidentiality cannot be guaranteed (as some information-sharing is 
necessary to investigate), we only share details on a "need-to-know" basis. 

• Non-Retaliation: You will never be disciplined, penalized, or retaliated against for 
raising a good-faith concern or participating in a complaint process. 

• Fair Explanations: While we cannot guarantee that every outcome will be exactly what 
you hoped for, we commit to explaining our decisions and taking the necessary 
measures to reach an effective resolution. 
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Health, Safety, and Security 
MWA’s top priority is a safe environment. While this Handbook outlines our daily expectations, 
your safety is also governed by two primary state-mandated programs: the Injury and Illness 
Prevention Program (IIPP) and the Workplace Violence Prevention Plan (WVPP). You can access 
the full technical versions of these plans [here]. 

Safety Responsibilities 

Accident prevention is everyone’s job. 

• Report Hazards: If you see a safety risk (a spill, a broken gate, a suspicious person), 
report it to a campus supervisor immediately. 

• Proposition 65: MWA complies with California’s Prop 65 by informing you of any known 
chemical exposures. 
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• Training: You must participate in all required safety training and follow established 
regulations. If you aren't sure how to do a task safely—stop and ask. 

Emergency & Security 

• Reporting: In an emergency (fire, medical, or safety threat), notify a campus supervisor 
immediately and call 911 if necessary. 

• Awareness: Stay alert. Report loitering or suspicious activity in parking lots or service 
areas to campus security. 

Health & Wellness Requirements 

• Smoke-Free Campus: Smoking, vaping, and e-cigarettes are prohibited on all MWA 
property. 

• Fragrance-Free Workplace: To protect staff and students with respiratory sensitivities, 
do not wear perceptible fragrances (perfumes, colognes) or use scented items like 
candles or air fresheners in the building. 

• TB Screening: Per California law, all staff must provide proof of a TB risk assessment 
before starting. Current employees must be re-screened every four years. 

Personal Property & Boundaries 

• Personal Items: You are responsible for your own property. MWA is not liable for lost, 
stolen, or damaged personal items or packages delivered to the school. 

• Children in the Workplace: To maintain a professional and safe environment, children 
of staff are generally not permitted on campus during work hours. Rare exceptions (like 
showing off a newborn) require prior approval from a Division Director and full 
supervision by the parent. 

• Visitors: All visitors must follow the MWA Visitor Policy. Adults or minors who defy 
school authority or bypass check-in may be reported to law enforcement. 

Voluntary Activities 

If you choose to participate in off-duty recreational or social events (like a staff volleyball game 
or a volunteer chaperone trip), your participation is strictly voluntary. These are at-will 
activities, and MWA is not liable for injuries occurring during these off-duty, non-work-related 
events. 

Workers' Compensation 
Workers’ compensation is a no-fault system designed to provide employees who sustain an 
injury or illness on the job with benefits to medically cure or relieve them of their industrial 
injury. Benefits include medical treatment, temporary disability benefits, permanent disability 
benefits, return to work benefits, and in the case of a death, benefits to qualified dependents. 
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When Am I Covered? 

Coverage under workers’ compensation begins when you arrive at work. If you are injured or 
sustain an illness that arose in the course and scope of employment, you will be provided with 
Workers’ Compensation benefits. 

Injuries or illnesses caused by voluntary activity or off duty social or athletic activities may not 
be covered. 

Work-Related Injuries: What to Do 

If you experience a work-related injury or illness—no matter how minor it seems—you must 
follow these steps to ensure you receive medical care and protect your benefits. 

Get Care 

• Emergency! Call 911 or go to the nearest emergency room immediately. 
• Non-Emergency: Contact People Operations before seeking treatment. We will direct 

you to a provider to ensure you get high-quality, authorized care. 
• Pre-Designation of Personal Physician: If you pre-designated a personal physician 

prior to an injury you may be able to receive care from your personal physician for 
work-related injuries. 

Report It Fast 

• Timeline: Report the injury to your Supervisor and People Operations immediately, and 
no later than 24 hours after it happens. 

• Gradual Illness: If you develop a condition over time (like carpal tunnel), report it as 
soon as you believe it is work-related. 

• The Risk of Delay: Workers' Compensation benefits do not start until you notify MWA. 
Delaying your report can lead to your benefits being delayed or even denied by the 
insurance carrier. 

Post-Accident Procedures 

Drug Testing: Please be aware that following a serious workplace accident involving injury or 
significant property damage, MWA may require a drug test. 

If your injury results in lost time from work, you must provide medical certification regarding 
your need for leave and your eventual ability to return to work.  

If your injury requires more than basic first aid or causes you to miss work, MWA will start a 
formal claim process. 
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Getting the Form (The DWC-1) 

Within one working day of learning about your injury, People Operations will give you the 
Workers’ Compensation Claim Form (DWC-1). This is the official document that starts your 
claim with our insurance provider. 

Your Responsibility 

To move the process forward, you must: 

1. Complete the "Employee" section of the form. 
2. Check the "Temporary Receipt" box (this confirms you received the form). 
3. Keep a copy for your personal records. 
4. Return the form to People Operations immediately. 

MWA’s Responsibility 

Once you return the form, People Operations will: 

1. Complete the "Employer" section of the form. 
2. Provide you with a finished copy for your files. 
3. Submit the claim to our Workers' Compensation insurance administrator for 

processing. 
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Technology Resources and Our 
Shared Digital Community 
At Making Waves Academy, our technology is a vital tool that helps us empower our students 
for a future shaped by innovation. To keep our community safe and our information secure, 
we ask all faculty and staff to follow these collaborative guidelines. 

Digital Safety & Privacy 

A Secure Environment: MWA uses security programs to monitor network traffic and websites 
visited. This ensures our systems stay healthy and compliant with the California Electronic 
Communications Privacy Act (CalECPA) and CIPA. 
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• Our Shared Spaces: MWA technology resources are intended for school business. To 
protect our data, MWA reserves the right to log and review activity on school-owned 
devices; summaries may be provided to leadership when necessary. 

• Online Platforms: To ensure data security and centralized management, employees 
are prohibited from creating accounts on third-party online platforms (e.g., Grammarly, 
Padlet, or AI tools) for MWA business purposes. All platform registrations and 
subscriptions are managed exclusively by the IT Department.  

• Security First: Tools like Multi-Factor Authentication (MFA) are our best defense. Please 
do not disable these features; they protect you and our students. 

Responsible Use of AI  

We are committed to using Artificial Intelligence (AI) to strengthen instruction. Because we 
have significant legal obligations to our students (FERPA, SOPIPA, AB 1584), we use the 
following framework: 

• Protecting Student Privacy: Never enter student personally identifiable information 
(PII) into any AI tool not on the MWA Approved List. Practice data minimization by 
anonymizing student data whenever possible. 

• Approved Tools Only: You may only use AI tools (e.g., Gemini) vetted by IT. Submit new 
tool requests via SolarWinds; vendors must sign written data protection agreements 
before approval. 

• Permitted Uses: You may use AI for ideas, outlines, and drafts. However, you are 
responsible for the final accuracy of all classroom materials. 

• Prohibited Uses: Do not use AI as the sole method for detecting plagiarism or making 
high-stakes decisions (placement, discipline) without human review. Replacing 
substantive teacher-student interaction with AI content or creating "deepfakes" is 
strictly prohibited. 

• Integrity & Bias: AI can "hallucinate" (provide false info). Always evaluate outputs for 
accuracy. You may not rely solely on an automated "plagiarism score" to discipline a 
student; meaningful human judgment is required. 

Professional Conduct & Secure Communications 

• Respectful Material: Never use MWA systems to display content that is offensive, 
harassing, or disrespectful based on protected characteristics under California law. 

• Data Residency: Do not store school files on personal cloud accounts (i.e., personal 
iCloud/Dropbox) or unauthorized external drives. 

• Approved Messaging: All work-related communication must occur via official school 
channels. The use of consumer messaging apps (e.g., WhatsApp) for work-related 
communication or the transmission of student data is strictly prohibited due to security 
and privacy compliance. 
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• Your Online Voice: We respect your right to post online! Please make it clear your 
views are your own. Nothing here limits your right under the NLRA to discuss working 
conditions or wages. 

Personal Devices (BYOD) 

• Laptops & Tablets: Staff may not use personal laptops or tablets on MWA's campus 
network. This includes personal USB drives or memory cards. 

• Mobile Access: You may access MWA Google Workspace on your personal phone—
provided you use MFA and keep your device software updated. Use your official MWA 
email for all school business to keep your personal and professional lives separate. 

Caring for Equipment & Travel Security 

• Physical Security: Your laptop is your mobile office. Lock it with a password, store it 
securely when away from your station, and never leave it in a vehicle. 

• International Travel: You must notify the IT Department at least 14 days before 
traveling internationally with any school device. Travel to high-risk regions may require 
a school-provided "loaner" device. 

• Transit Protocol: Keep your laptop in your carry-on (never checked luggage). During 
travel, devices must remain in your physical possession or secured in a hotel room safe. 

• Replacement Costs: If equipment is stolen due to gross negligence (e.g., left in an 
unlocked car or unattended in a public space), you may be held responsible for the 
replacement cost. 

Incident Reporting: We’re Here to Help 

• Mandatory Reporting: If you suspect a data leak, lose a device, or realize student PII 
was entered into an unapproved AI, you must report it to IT and Administration 
immediately (within 1 hour). This includes reporting if a device was searched or seized 
by customs/border officials. 

• No-Fault Culture: MWA encourages honest, immediate reporting. Quick action helps 
us notify families and authorities as required by law and mitigates potential damage. 

Maintenance & Assets 

• Inventory: IT maintains an active inventory for support and replacements. Please do 
not install unauthorized software (especially ".exe" files) without IT authorization. 

• Compliance & Consequences: MWA monitors compliance to ensure a safe, legal 
learning environment. Violations involving student data are of particular concern. 
Consequences may include additional training, loss of tech access, or corrective action. 
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Attendance, Punctuality, and 
Reliability 
The Professional Standard 

At MWA, we believe that the most critical factor in student success is the consistent presence 
of a dedicated educator. To support your well-being and ensure you can bring your best self to 
our students, MWA provides a generous annual calendar—including Winter, Spring, and 
Summer Breaks. These are provided so that you can rest and manage your health without 
impacting the school year. 

Purposeful Use of Leave 

• Sick Leave: Intended for your own illness, medical appointments, or mental health 
recovery. Per California law, this may also be used for the care of a family member. 

• Personal Days: Intended for essential personal business that cannot be scheduled 
during existing school breaks. 

• Protected Leave: MWA honors all leaves protected by California and Federal law (e.g., 
FMLA, CFRA, Jury Duty, and Organ Donor Leave).  
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The Role of Unpaid Time 

MWA does not recognize "unpaid time" as a discretionary or flexible day-off option. Taking a 
day of unpaid leave is not a "simple trade" for a day’s pay; it is a disruption to our instructional 
mission and student growth. 

• Emergency Use Only: Unpaid time off is reserved strictly for unavoidable, documented 
emergencies. 

• Non-Discretionary: Unpaid leave may not be used to extend weekends, holidays, or to 
manage personal schedules that could have been handled during school breaks. 

Protecting Critical Learning Times (Blackout Dates) 
There are certain times of the year when our students need us the most—like the first few 
weeks of school, testing season, and the days right before a big break. To keep the learning 
environment stable, we ask that you avoid planning personal time off during these "Blackout" 
periods. 

Restricted Periods: 

• First four (4) weeks of the school year AND final four (4) weeks of the school year 
• One day before or after extended holiday weekends AND two (2) days before and after 

week-long breaks (typically in November, February, and April) 
• Last two (2) weeks in December before winter break AND first two (2) weeks of the 

second semester 
• During SBAC or AP testing windows 
• The week after school ends (for non-instructional, year-round employees) 

We know significant life events (like weddings or graduations) don’t always follow a school 
calendar—if you have a major life milestone, please speak with your immediate Supervisor or 
Division Director. The Supervisor or Division Director will communicate the request to the 
Executive Director who will provide input and ensure consistency across the organization.  

Reporting Procedures - Communication is Key 

We understand that life happens. When it does, clear communication helps us support you. 

• If you’re running late: Send a quick message to your supervisor with an ETA so we can 
make sure your area is covered until you arrive. 

• Planned Time Off: For pre-scheduled events such as vacation, family milestones, or 
personal travel, please request approval at least two weeks in advance. All scheduled 
absences require prior approval from your supervisor and are not considered 
authorized until you receive formal confirmation.  
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• Unexpected Illness/Emergency: If you wake up unwell, please prioritize your health, 
and call/text your supervisor, generally no later than one (1) hour before your 
scheduled start time. Tell your supervisor the reason for your absence--it's important 
for us to understand if your absence falls under a legally protected leave. And, notify 
your supervisor every day you are absent to keep them updated on your status and 
expected return to work. 

Instructional Staff - Call/text your supervisor and fill out the Google MWA Faculty Absence & 
Coverage Request Form no later than 6:00 a.m. This early window is the "magic hour" that 
may give us time to secure a preferred substitute teacher. 

Having 'emergency' plans on standby is a wonderful way to ensure your students are well 
cared for, even when life’s surprises take you away from campus unexpectedly.  

Consistency, Punctuality, and Support 

Reliability is a cornerstone of our professional community. Frequent unscheduled absences or 
tardiness place an undue burden on colleagues and interrupt the learning environment. 

We view patterns of unapproved absence or tardiness as an opportunity for a supportive 
conversation. Our goal is to collaborate on a solution that ensures professional standards are 
met. 

If attendance issues are related to a disability or medical need, the school will explore 
"Reasonable Accommodations." 

To ensure the educational continuity our students deserve, adherence to reporting procedures 
is mandatory. Frequent unapproved absences or failure to follow notification protocols may 
result in corrective action. 

The Expectation 

Our expectation is simple: Commit to being here for our students. When life makes that 
impossible, communicate with us early so we can support you and ensure your students 
continue to thrive in your absence. 

Holidays 
MWA, offers the following 15 paid holidays as a benefit to regular full-time employees: 

• New Year’s Day: January 1st 
• Martin Luther King Jr. Birthday: Third Monday in January 
• President’s Day: Third Monday in February 
• Farmworkers Day: March 31st  
• Memorial Day: Last Monday in May 
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• Juneteenth: June 19th 
• Independence Day: July 4th 
• Labor Day: First Monday in September 
• Indigenous People’s Day: Second Monday in October  
• Veteran’s Day: November 11th 
• Thanksgiving Day: Fourth Thursday in November 
• Friday after Thanksgiving: The Friday immediately following Thanksgiving Day 
• Day before Christmas: December 24th  
• Christmas Day: December 25th 
• New Year's Eve: December 31st  

If a holiday falls on a: 

• Saturday: It's usually observed on the preceding Friday. 
• Sunday: It's usually observed on the following Monday. 

Part-time and temporary/seasonal employees are not eligible for holiday pay. 

• Non-exempt employees required to work on a MWA-recognized holiday will be paid 
1.5x (time-and-a-half) their regular hourly rate for all hours worked on the holiday. 

• Exempt employees receive their regular pay plus one (1) extra paid day off. This extra 
paid day off must be taken within 90 days of the holiday they worked. 

Honoring Religious Diversity & Accommodation 
In accordance with California law, we will provide reasonable accommodation for your 
religious beliefs, observances, and practices. If you require time off or any other adjustment 
related to your religious beliefs or practices, please submit a written request to your 
supervisor and People Operations as far in advance as possible. This allows us the necessary 
time to work collaboratively with you to explore and implement appropriate accommodations 
while ensuring our students' needs are met. 

If your religious holiday aligns with one of MWA's designated holidays, it will be observed as a 
paid holiday if you are eligible for holiday pay. 

For other religious observances requiring time off, you may typically use accrued time off, or 
take an unpaid personal leave of absence, subject to supervisor approval and the operational 
needs of the school. 

Paid Sick Leave 
Life can throw unexpected curveballs, like an illness or an emergency, that make it hard to 
work. To help ease the financial stress during these times, MWA offers paid sick leave. It's 
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there to support you when you need to focus on your health or the well-being of your loved 
ones. 

How You Can Use Your Paid Sick Leave 

You can use your paid sick leave for a variety of reasons, including: 

• Your Own Health: Whether it's for routine check-ups like annual physicals and flu 
shots, or to get a diagnosis, treatment, or care for an existing health condition. 

• Family Care: To help a family member who needs preventive care, diagnosis, 
treatment, or care for an existing health condition. Family members include your 
parent, child, spouse, registered domestic partner, grandparent, grandchild, sibling or 
designated person. 

• Designated Person: You can also use it to care for one designated person each year. 
You can designate one person per 12-month period. 

• Safety and Support: If you need medical care or other assistance related to domestic 
violence, sexual assault, or stalking. 

Who is Eligible and How You Earn Paid Sick Leave 

• All employees are eligible for paid sick leave if they work at least 30 days within a 
calendar year from their start date. 

• Regular full-time employees earn 2.46 hours of paid sick leave per pay period, which 
adds up to eight (8) days per full work year. 

• Part-time, temporary/seasonal employees earn one (1) hour of paid sick leave for every 
30 hours worked, up to a maximum of 80 hours per year. 

• If you're a new employee who previously worked at a qualifying California public school 
or county office of education, we can accept a paid sick leave transfer, but please note 
this must be done within your first year of employment. 

Important Things to Know About Using Paid Sick Leave 

• You can start using your paid sick leave after your 90th calendar day of employment. 
• When you use paid sick leave, it must be taken in minimum increments of up to two 

hours. 
• Should your absence for illness extend beyond five days, we may need medical 

documentation from your healthcare provider to confirm your illness or to certify that 
you are cleared to return to work or to determine if your absence might qualify for 
Family and Medical Leave Act (FMLA) or ADA Accommodations. 

• Once your paid sick leave is fully used, you may then choose to use your accrued 
vacation time. Please note: sick leave is designated solely for qualifying illness, injury, or 
medical appointments, or for specific safe time purposes. 

• Unused paid sick leave is not paid out to you if your employment ends. 
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The Sick Leave Bank: A Community of Support 
Our Sick Leave Bank is a compassionate program designed to support employees facing 
serious medical challenges and extended absences. It's a collective pool of donated sick leave 
hours, ready to help when personal leave balances are exhausted. 

How It Works 

To Receive Hours: 

• If you're absent for more than five (5) consecutive days due to a serious illness, you may 
request available hours from the Bank. To be eligible, you must have no accrued paid 
time off, and you must qualify for a medical leave. This requires verification from your 
healthcare provider. 

• You can receive a maximum of 160 hours from the Bank within any rolling 12-month 
period. 

To Donate Hours: 

• You can generously donate your sick leave hours to the Bank. Donated hours remain in 
the Bank, rolling over each fiscal year to help others in need. When you donate, the sick 
leave hours are considered "used" and the hours will not be returned to you or 
reinstated if you are rehired.  

Personal Days 
We offer two (2) paid personal days per fiscal year as a benefit to regular full-time employees. 

Your Personal Day balance will appear in your timekeeping profile after the first pay period of 
the fiscal year. You may carry over a maximum of one (1) unused personal day to the next 
fiscal year, and may accumulate up to three (3) personal days. 

Vacation Time 
MWA, offers vacation pay as a benefit to regular full-time employees. Part-time, 
temporary/seasonal, and instructional staff do not accrue vacation time. 

Please note: Teachers generally don't accrue vacation time in the same way as other 
professional workers. This is because their work schedule is unique, with built-in breaks and 
holidays during which they are not required to work. 

Vacation typically accrues over time as you work. Regular full-time employees earn vacation 
time at a rate of 7.385 hours per pay period. You can accrue a maximum of 288 hours. Once 
you reach this cap, you won't earn any more vacation time until your balance drops below 288 
hours, and you do not accrue vacation time while on unpaid leaves of absence. 
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Vacation time can only be used once it has been earned. If you begin working mid-school year 
you might not have enough accrued vacation time for week-long breaks (typically in 
November, February, and April) and you may be eligible to request an advance of up to five (5) 
days of vacation time. Any advanced vacation time will be subtracted from your future 
vacation time accrual. 

We encourage you to take your vacation time during scheduled school breaks. Requests for 
scheduled absences should be submitted with sufficient advance notice, typically two (2) weeks 
in advance. 

Accrued vacation time is treated as part of your compensation and any unused vacation time 
will be paid out to you if your employment ends. 

 

Leaves of Absence 
Protected Leaves (Legally Required) - MWA fully honors all state and federal leave 
requirements. These are designed to protect your job and benefits during significant life 
events. These include: 
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• California Family Rights Act (CFRA): For serious health conditions or bonding with a 
new child. 

• Pregnancy Disability Leave (PDL): For health needs related to pregnancy and 
childbirth. 

• Mandatory Sick Leave: Accrued time for illness, preventative care, or family health 
needs. 

• Other Legal Mandates: Including jury duty, bereavement leave (up to 5 days), and 
crime victim/witness leave. 

Supplemental Leaves (Discretionary) - We recognize that life occasionally brings needs that 
fall outside of legal protections. In these instances, MWA may offer additional leave at the 
school's discretion. 

• The Goal: We review these requests on a case-by-case basis, looking for ways to 
support you while ensuring our students have the consistent instruction and 
supervision they need. 

• Process: Discretionary leave is not guaranteed and depends on our ability to maintain 
school operations. Please submit requests to your Supervisor and People Operations as 
far in advance as possible. 

If you think you might need a LOA, please reach out to People Operations to discuss your 
options. 

Family & Medical Leave: Supporting You Through Life's 
Moments 
This policy explains your rights under the federal Family and Medical Leave Act (FMLA) and the 
California Family Rights Act (CFRA), allowing eligible employees to take protected time off for 
specific family and medical reasons. 

How Much Leave Can You Take? 

You can generally take up to 12 workweeks of leave within a 12-month period for FMLA/CFRA 
reasons. For military family care, this can extend to 26 workweeks. Your "workweek" is based 
on your normal schedule (e.g., a full-time employee's 12 workweeks mean 60 eight-hour days). 

How the 12-Month Period Works: We use a "rolling" 12-month period. This means we look 
back 12 months from the date your leave starts to calculate how much leave you have 
available. 

Holidays & School Closures: If a holiday falls within a week taken as FMLA/CFRA leave, the 
week is nevertheless counted as a week of FMLA/CFRA leave. If, however, the school’s activity 
has temporarily ceased for some reason and employees are generally not expected to report 
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for work for one or more weeks, such as Winter Break, or Summer Vacation, the days the 
school’s activities have ceased do not count against the employee’s FMLA/CFRA leave 
entitlement. Similarly, if an employee uses FMLA/CFRA leave in increments of less than one (1) 
week, the fact that a holiday may occur within a week in which an employee partially takes 
leave does not count against the employee’s leave entitlement unless the employee was 
otherwise scheduled and expected to work during the holiday. 

Are You Eligible? 

• To be eligible for FMLA/CFRA leave, you must meet all of the following: 
• You've worked for MWA for at least 12 months. 
• You've worked at least 1,250 hours in the 12 months immediately before your leave 

starts. 
• You work at a location where MWA has: 
• At least 50 employees within 75 miles (for FMLA eligibility). 
• At least 5 employees (for CFRA eligibility, which covers more MWA employees). 

Reasons You Can Take Leave 

• You can take FMLA/CFRA leave for any of these important reasons: 
• Parenthood (Bonding with a New Child): 
• To care for your newborn, adopted, or foster child. 

This leave must be completed within 12 months of the child's birth, adoption, or placement. 

If both parents work for MWA, each parent is entitled to their own 12 weeks of leave for 
bonding. 

Your Own Serious Health Condition: 

If you have a serious health condition that prevents you from performing your job's essential 
duties. This includes on-the-job injuries or illnesses. 

Please note: This specific leave does not cover pregnancy-related disabilities, which are 
covered by our separate Pregnancy Disability Leave policy. 

A "serious health condition" generally involves inpatient care (like a hospital stay) or ongoing 
treatment by a healthcare provider (including for substance abuse). 

"Incapacity" means you're unable to work, attend school, or perform daily activities due to 
your condition or its treatment. 

Caring for a Family Member with a Serious Health Condition: 

• To care for a loved one with a serious health condition. 
• FMLA covers: Spouse, domestic partner, child, or parent. 
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CFRA is broader and covers: Spouse, domestic partner, child, parent, parent-in-law, 
grandparent, grandchild, sibling, or a designated person (someone related by blood or whose 
association is equivalent to a family relationship). You can designate one such person per 12-
month period. 

Military Family Leave: 

• Military Caregiver Leave (FMLA only): If you're caring for a seriously injured or ill 
spouse, child, parent, or next of kin who is a covered Armed Forces service member, 
you may take up to 26 weeks of FMLA leave in a single 12-month period. (CFRA does not 
have an equivalent leave for this purpose.) 

• Qualifying Exigency Leave (FMLA/CFRA): For certain urgent needs (exigencies) arising 
from a spouse, child, parent, or domestic partner (for CFRA) being on or called to active 
military duty. 

Your Pay & Benefits During Leave 

Using Paid Leave First: 

• For your own serious health condition: You must use all your accrued paid sick leave 
at the start of any unpaid FMLA/CFRA leave. If you're getting partial wage replacement 
benefits (like State Disability Insurance), you and MWA may agree to use your other 
accrued paid time off (like vacation time) to supplement your pay, unless prohibited by 
law. 

• For baby-bonding or family member care: You may use any or all accrued paid sick 
leave at the beginning of any unpaid FMLA/CFRA leave. 

• Unpaid Leave: Once your paid sick leave is used up, any remaining FMLA/CFRA leave 
will be unpaid. Receiving paid sick leave or State Disability Insurance benefits won't 
extend the total duration of your FMLA/CFRA leave. 

• Benefit Accruals: You will not accrue paid time off while on FMLA/CFRA leave. Accruals 
will resume when you return to work. 

• Health Benefits: MWA will continue to pay for your health benefits during your 
FMLA/CFRA leave at the same level as if you were actively working. We'll provide you 
with written details about how premium payments will be handled during your leave. 

• Important: We may seek to recover health benefit costs paid during your leave if you 
do not return to work after your leave ends (or return for less than 30 days), unless 
your failure to return is due to another FMLA/CFRA-qualifying serious health condition 
or other circumstances beyond your control. 

Requesting & Scheduling Leave 
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• Request Form: To request FMLA/CFRA leave, complete a "Request for Leave" form 
and submit it to People Operations. You'll receive a copy of this policy when you request 
the form. 

• Foreseeable leave (e.g., planned medical treatment): Please provide at least 30 days' 
advance notice. If it's an emergency or unforeseeable, notify us as soon as possible. 
Failure to provide proper notice may result in leave denial until notice is given. 

Intermittent or Reduced Schedule Leave: 

If medically necessary for your own or a family member's serious health condition, leave can 
be taken intermittently (e.g., a few hours or days at a time) or on a reduced schedule (e.g., 
working part-time). 

For baby-bonding, the minimum leave duration is generally two weeks. However, we will grant 
requests for shorter periods (at least one day but less than two weeks) on two separate 
occasions. 

If you need foreseeable intermittent or reduced schedule leave for planned medical treatment, 
you might be temporarily moved to a different position with equivalent pay and benefits that 
better accommodates your leave schedule. 

When possible, please try to schedule planned medical treatments to minimize disruption to 
MWA's operations. 

Our Response: We will respond to your leave request within 5 business days. If approved, 
we'll confirm in writing that the time will count against your FMLA/CFRA entitlement and 
explain your obligations. 

Medical Certifications 

For any leave due to your own or a family member's serious health condition, you'll need to 
provide medical certification from a healthcare provider on the MWA-provided form. Please 
submit this within 15 calendar days of our request. If you don't provide it, your leave may be 
delayed or denied until it's received. 

• Incomplete Certification: If your certification is incomplete, we'll notify you what 
additional information is needed. We may contact your healthcare provider to confirm 
the authenticity of the certification. 

• Second/Third Opinions (for your own serious health condition): If we have doubts 
about the medical certification for your own serious health condition, we may require a 
second opinion from a healthcare provider of our choice (at our expense). If the 
opinions differ, a third, mutually agreeable healthcare provider will provide a final and 
binding opinion (also at our expense). 

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/drive.usercontent.google.com/download?id=1GtqwXN0N0mIETYBxCpyj4nyjxFQ1iC_a&authuser=0&acrobatPromotionSource=gdrive_chrome-list
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• Recertification: If your leave extends beyond the healthcare provider's original 
estimate, recertification may be required. Failure to submit them can lead to your leave 
being terminated. 

Returning to Work 

• Reinstatement: Upon your timely return from FMLA/CFRA leave, you are generally 
entitled to return to the same or a comparable position with similar duties, pay, and 
benefits. This applies unless your original position or a comparable one no longer exists 
for legitimate business reasons unrelated to your leave. 

• Medical Certification: If your leave was for your own serious health condition, we may 
require a written medical certification from your health-care provider to substantiate 
your fitness to return to work. If you have limitations, we will evaluate and provide 
reasonable accommodation as required by law. If accommodation isn't possible, a 
medical separation from MWA may occur. 

Pregnancy Disability Leave: Support During and After  
This policy outlines your rights under California's Pregnancy Disability Leave (PDL) law, which 
provides protected time off when you are unable to work due to a pregnancy-related disability. 

Am I Eligible? 

You are eligible for PDL if you are disabled by pregnancy, childbirth, or a related medical 
condition that prevents you from performing your job's essential functions. You will need to 
provide appropriate medical certification from your healthcare provider. 

When Can I Take PDL? 

You can take PDL for: 

• Being unable to work or perform your job duties safely due to pregnancy, childbirth, or 
any medically recognized physical or mental condition related to them (e.g., severe 
morning sickness, bed rest). 

• Time off needed for prenatal care. 

How Much Leave Can I Take? 

You can take PDL for the actual period you are disabled, up to a maximum of four months 
(approximately 17 1/3 workweeks) per pregnancy. This total includes time taken intermittently 
or on a reduced schedule. 

For a full-time employee (40 hours/week): This amounts to about 693 hours. 

For other schedules: Hours are calculated proportionally. 
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If your disability continues after your PDL ends, you may be eligible for additional leave as a 
reasonable accommodation under other laws. We will evaluate such requests case-by-case, 
considering if the extended leave will help you return to work and if it creates undue hardship 
for MWA.  

Pay & Benefits During PDL 

• Using Paid Leave: You must use all accrued paid sick leave at the beginning of any 
unpaid PDL period. You may also use any accrued vacation time. 

• Unpaid Leave: Once your paid leave is used, any remaining PDL will be unpaid. 
Receiving vacation time, sick pay, or State Disability Insurance benefits does not extend 
your total PDL entitlement. 

• Benefit Accruals: You will not accrue paid time off while on PDL. Accruals will resume 
when you return to work. 

• Health Benefits: MWA will continue to pay for your health insurance coverage for a 
maximum of four months during your PDL, at the same level as if you were actively 
working. We'll confirm the arrangements for your premium payments. 

• Important: We may recover health benefit costs paid during your PDL if you do not 
return to work after your leave ends (or return for less than 30 days), unless your failure 
to return is due to another protected leave (like CFRA), a continuation of your PDL-
qualifying condition, another medical condition requiring further leave, or other 
circumstances beyond your control. 

Requesting & Certifying Your Leave 

• Request Form: To request PDL, complete a "Request for Leave" form and submit it to 
People Operations.  

• Notice: For foreseeable leave (e.g., planned medical treatment), please provide at least 
30 days' advance notice, or as soon as possible if it's an emergency. 

• Medical Certification: You must provide medical certification from your healthcare 
provider on the MWA-provided form within 15 calendar days of your request. Failure to 
provide it may delay or deny your leave. Recertification may be required for extended 
leave. 

• Our Response: We will respond to your leave request within 10 business days. If 
approved, we'll confirm in writing that the time will count against your PDL entitlement 
and explain your obligations. 

• Intermittent/Reduced Schedule: If medically advised by your healthcare provider, 
PDL can be taken intermittently (e.g., a few hours or days at a time) or on a reduced 
schedule (e.g., working part-time). If this requires a temporary change in your work 
arrangement, you may be temporarily transferred to an alternative position with 
equivalent pay and benefits. 

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/drive.usercontent.google.com/download?id=1tOKYPoHPu_Xcw5wxt-pDx6FF4a77dxH8&authuser=0&acrobatPromotionSource=gdrive_chrome-search
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• Scheduling Treatments: When possible, please try to schedule planned medical 
treatments to minimize disruption to MWA's operations. 

Returning to Work 

• Reinstatement: Upon your timely return from PDL, you are generally entitled to return 
to the same or a comparable position with similar duties, pay, and benefits. This applies 
unless your original position or a comparable one no longer exists for legitimate 
business reasons unrelated to your leave. 

• Medical Certification: We may require a written medical certification from your health-
care provider to substantiate your fitness to return to work. If you have limitations, we 
will evaluate and provide reasonable accommodation as required by law. If 
accommodation isn't possible, a medical separation from MWA may occur. 

Bereavement Leave 
All employees who have worked for MWA for at least 30 days are eligible for bereavement 
leave. 

You are entitled to up to five (5) days of paid leave within three (3) months of the death of 
certain family members. This includes a spouse, child, parent, sibling, grandparent, grandchild, 
domestic partner, or parent-in-law.  

You'll need to provide documentation to People Operations (e.g., an obituary, funeral program, 
or prayer card) before returning to work. 

Jury Duty or Witness Leave 
Your Right to Serve: If you are summoned for jury duty or receive a subpoena to appear as a 
witness, MWA supports your civic duty. Your job is protected. We will not fire, demote, or 
retaliate against you for taking time off for these reasons, as long as you give us reasonable 
notice. 

What to Do: 

• Notify Us: Tell your supervisor and People Operations when you receive a jury 
summons or witness subpoena. 

• Provide Documentation: Give us a copy of the summons or subpoena. 
• Proof of Service: When you return to work, provide documentation from the court 

showing your attendance. 

Pay During Leave: 

For all employees, the school will pay for up to ten (10) days if an employee is called to serve 
on a jury. 
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• Exempt Employees (Salaried): If you perform any work for us during a week where 
you also have jury or witness duty, you will receive your full weekly salary. If you are on 
jury or witness duty for the entire workweek and perform no work, you will not be paid 
for that week.  

• Returning to Work: You must return to work on your next scheduled workday after 
your jury or witness duty ends. If you are released early, you must return to work for 
any remaining scheduled hours, unless otherwise approved by your supervisor. 

School Appearance and Activities Leave 
We support your involvement in your child's education. If you are a parent or guardian 
(including stepparent, foster parent, or grandparent) of children from kindergarten through 
12th grade, or a child enrolled with a licensed childcare provider, you may take up to 40 hours 
of unpaid time off per school year (with a maximum of 8 hours per calendar month) to 
participate in your child's school or childcare activities. 

If more than one parent or guardian works for MWA, the first employee to request the leave 
will be granted the time off. Additional time off may be permitted if the school requires your 
appearance. 

Please provide reasonable advance notice of your planned absence. You must use accrued 
paid time off during this absence. 

When requesting time off, please provide verification of your participation in an activity as 
soon as practicable. For required appearances, please provide a copy of the notice from the 
child's school requesting your presence. 

Drug and Alcohol Leave 
We support employees seeking help with alcohol or drug rehabilitation. MWA will reasonably 
accommodate employees who voluntarily enter and participate in an alcohol or drug 
rehabilitation program, which may include providing unpaid leave. Please note, the school 
does not cover the costs of attending such programs. 

If you wish to seek assistance, please contact People Operations. We will take all reasonable 
steps to maintain your privacy. You may use any accrued paid time off during your requested 
leave. 

This policy does not prevent MWA from refusing to hire or from discharging an employee who, 
due to current alcohol or drug use, is unable to perform their duties or poses a health or safety 
risk to themselves or others. 

Expanded Protections for Victims of Crime 
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In accordance with California AB 2499, we're expanding protections for employees who are 
victims of certain crimes (like domestic violence, sexual assault, or stalking) or who have family 
members who are victims. This applies even if no one is arrested or convicted. 

What This Means for You: 

• Protected Time Off: You can take paid or unpaid time off for reasons related to the 
crime, such as seeking medical attention, legal help, safety planning, or even relocating 
for safety. 

• If you're the victim, you can take up to 12 weeks of protected time off. If a family 
member is the victim, you can take up to 10 days for general purposes, and up to 5 
days specifically for relocating or enrolling children in a new school/childcare. If a family 
member dies as a direct result of the crime, we can't limit your total leave to fewer than 
12 weeks. 

• Reasonable Accommodations: We'll provide reasonable accommodations to help 
ensure your safety at work, such as changing your workstation, modifying your 
schedule, or other agreed-upon measures. 

• Confidentiality & Non-Retaliation: All information will be kept confidential, and you 
will not face discrimination or retaliation for exercising these rights. 

How to Request: 

Please notify People Operations as soon as reasonably possible. We may ask for certification 
(like a police report or a statement from a professional) to confirm the need for leave or 
accommodation. 

Voting Time Off 
If you don't have enough time outside of work hours to vote in an official state-sanctioned 
election, you may take time off to vote. 

This time off should be taken at the beginning or end of your shift, whichever allows for more 
free time, combining with your non-working hours for a maximum of two hours paid time off. 
Please give your supervisor at least two days' notice. 

If you serve as an election official, you are eligible for unpaid leave on Election Day. Please 
notify your supervisor as far in advance as possible. 

Sabbatical Leave: Recharge and Reinvigorate 
We offer Sabbatical Leave, a unique opportunity for you to step away, reflect, recuperate, and 
boost your personal and professional growth. This isn't vacation; it's an investment in your 
long-term well-being and continued excellence.  
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Eligibility 

To be eligible for sabbatical leave, you must be a regular full-time employee in good standing 
with at least seven consecutive years of service at MWA. Once you complete a sabbatical, you 
can reapply after seven years. Time taken for an approved Leave of Absence will not negatively 
impact your eligibility or continuous service calculation for sabbatical. 

How to Apply 

Submit a proposal to your supervisor and the Executive Director outlining your plans. This 
proposal should clearly describe your reasons for the sabbatical and your planned activities 
(e.g., continuing education, travel, research). Please submit your request at least 90-days 
before your intended sabbatical start date. 

Your supervisor and the Executive Director will review your proposal. If they support it, they 
will draft a Recommendation for Approval to our Board. The Board will review your request 
and the recommendation and will make a final decision regarding the requested sabbatical. 

Approval depends on your goals and focus, as well as staffing and operational needs of the 
school. Please note: No more than 10% of employees in any department can be on sabbatical 
at the same time.) 

Guidelines for Your Sabbatical 

While on sabbatical, you will receive 50% of your regular salary/wages, and your benefits 
coverage will continue. Pre-tax deductions will continue to be taken from your partial pay. 

You are not required to use any accrued paid time off during your sabbatical, and your 
accrued paid time off will carry over if your sabbatical crosses fiscal years. However, you won't 
accrue any paid time off during your sabbatical. Sabbatical Leave is not paid out to you if your 
employment ends. 

Eligibility Criteria & Time off 

Group 7 years of service 14 years of service 21 years of service 

Staff 4 weeks @ 

50% paid time 

6 weeks @ 

50% paid time 

12 weeks @ 

50% paid time 

Teacher 6 weeks @ 

50% paid time 

9 weeks @ 

50% paid time 

14 weeks @ 

50% paid time 
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Administrator 8 weeks @ 

50% paid time 

12 weeks @ 

50% paid time 

16 weeks @ 

50% paid time 

 

When you return from sabbatical, you'll also be asked to make a presentation to your 
supervisor and other relevant MWA community members about your activities. This could 
include details and outcomes of travel, writing or research samples, or other examples that 
your sabbatical contributed to your development.  

Military and Military Spousal Leave of Absence 
We honor your service and support military families. 

Military Leave 

MWA grants military leave for service in the uniformed services, in accordance with the 
Uniformed Services Employment and Re-Employment Rights Act of 1994 (USERRA). Please 
provide advance written notice of your need for leave, unless military necessity, impossibility, 
or unreasonableness prevents it. 

• Health Benefits: For service of 30 days or less, your health benefits will continue. For 
service over 30 days, you may choose to continue your health benefits through COBRA. 

• Wage Replacement: You may use accrued paid time off as wage replacement during 
your service. 

• Returning to Work: Generally, if you've completed your service satisfactorily and apply 
within 90 days of release from active duty (or within a legally extended period), we will 
reinstate you to your same position or one of comparable seniority, status, and pay. For 
National Guard members, the application period is 40 days for full-time positions and 5 
days for part-time positions after release from active duty. 

• Service Credit: Upon your return, you'll be credited with the hours you would have 
worked had you not been absent due to USERRA-covered service. Exceptions will be 
made to comply with applicable laws. 

Military Spousal Leave 
If you are a spouse of a deployed military service member, you may take up to 10 days of 
unpaid leave if you work more than 20 hours per week. This leave is available when your 
military spouse is on leave from deployment during a time of military conflict. 

 

To be eligible, please provide: 
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• Notice of your intention to take military spousal leave within two business days of 
receiving official notice that your spouse will be on leave. 

• Documentation certifying your spouse will be on leave from deployment during your 
requested leave time. 

Bone Marrow and Organ Donor Leave 
We support life-saving donations. 

• Bone Marrow Donation: Eligible employees may receive up to five (5) workdays off in a 
12-month period to donate bone marrow. 

• Up to five (5) days for bone marrow donation and up to 30 days for organ donation may 
be paid, provided you use five (5) days of accrued paid time off for bone marrow 
donation and two (2) weeks of accrued paid time off for organ donation. If you have 
insufficient accrued paid time off, the remaining leave will be paid by MWA. 

• Organ Donation: Eligible employees may receive up to 60 work days off in a 12-month 
period to donate an organ. 

Upon return from Donor Leave, you'll be reinstated to your position held before the leave, or 
to a position with equivalent status, benefits, pay, and other terms and conditions. MWA may 
refuse reinstatement for reasons unrelated to taking Donor Leave. Please note: Donor Leave 
cannot be taken concurrently with FMLA/CFRA Leave. 

To be eligible for Donor Leave, you must have been employed by MWA for at least 90 days 
immediately before the leave. 

You'll need to provide written verification that you are a donor and that there's a medical 
necessity for the donation. 

Reproductive Loss Leave 
All employees who have worked for MWA for at least 30 days are eligible for up to five (5) days 
of leave following a reproductive loss event. 

A reproductive loss event includes a failed adoption, failed surrogacy, miscarriage, stillbirth, or 
unsuccessful assisted reproduction. This leave must be used within three (3) months of the 
event. 

You may take up to 20 days of leave for qualifying reproductive loss events within a 12-month 
period. This leave is unpaid unless you choose to use available accrued paid time off. 
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Volunteer Firefighter, Reserve Peace Officer, & 
Emergency Rescue Personnel 
We support your dedication to public service. 

• Non-exempt employees: You will be granted unpaid time off to perform emergency 
duties. 

• Exempt employees: If you work and perform emergency duties within a workweek, 
you will receive your full salary for that week. Otherwise, you will be granted unpaid 
time off. 

All employees may substitute vacation time for any unpaid portion of leave for emergency 
duties or training. 

Civil Air Patrol Leave 
If you are a Civil Air Patrol (CAP) member, you may take up to 10 days of unpaid leave per year 
for official Civil Air Patrol duty. To request this leave, please notify your supervisor and People 
Operations as far in advance as possible. 

Time Off for Adult Literacy Programs 
If you identify a problem with illiteracy and request our assistance in enrolling in an adult 
literacy education program, we will reasonably accommodate and assist you. You are 
responsible for the program costs, but we will help you find local literacy education programs. 

To request assistance, please contact People Operations. We will take all reasonable steps to 
safeguard your privacy. Non-exempt employees may use accrued vacation time, if available, to 
make up for missed work while attending literacy classes. 



  Back to Table of Contents 
 
 

 
Discover Exceptional Benefits at 
MWA! 
We're thrilled to offer an outstanding benefits package to all our regular full-time employees 
(those working 30 or more hours per week). It's designed to support your well-being and 
provide peace of mind for you and your family. 

Our comprehensive package includes: 
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Benefit 
MWA 

Contribution 
Details 

Medical 100% 
Covers employee + spouse OR employee + dependents (based on 
Kaiser Gold/Sutter Gold). Family coverage requires employee 
contribution. 

Dental 100% Full premium covered for employee and dependents. 

Vision 100% Full premium covered for employee and dependents. 

Life/LTD 100% Term Life, AD&D, and Long-Term Disability for the employee. 

Opt-Out $100/paycheck 
Provided to employees who waive medical coverage (proof of 
other insurance required). 

Note: Chiropractic and Acupuncture are included in all medical plans. 

Eligibility & Enrollment 
• Waiting Period: Coverage begins the first of the month following your hire date. 
• New Hires: You must complete your enrollment within 30 days of hire. 
• Open Enrollment: Held annually every fall for a January 1st effective date. This is your 

yearly opportunity to change plans or add/remove dependents. 

Changes Outside of Open Enrollment 

Plan elections remain in effect for the full calendar year. Changes can only be made within 30 
days of a "Qualifying Life Event" (e.g., marriage, birth, adoption, or loss of other coverage). If 
you miss this 30-day window, you must wait until the next Open Enrollment. 

Eligible Dependents 

You may enroll: 

• Your spouse or registered domestic partner. 
• Children up to age 26. 
• Handicapped children of any age (if the disability began before age 26). 

Termination of Coverage 

• Medical, Dental, Vision, & EAP: Coverage ends on the last day of the month following 
your last day of employment or loss of eligibility. 

• Life, Disability, & FSA: Coverage ends on your last day of employment. 
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COBRA: You will receive information regarding your right to continue health coverage at your 
own expense upon separation. 

You will receive a comprehensive benefits overview during orientation, followed by a one-on-
one meeting with People Operations to finalize your selections and answer any questions. 

Credential Examination Leave (Exempt Teachers) 
To support our instructional staff in meeting their professional obligations and maintaining 
required certifications, MWA provides paid time off for full-time exempt teachers to complete 
required California credential exams (e.g., CSET, RICA). 

• The Benefit: This is a separate leave category and does not deduct from your personal 
time off. This time off will be compensated at your regular base rate of pay. 

• Paid time off under this policy is generally limited to the actual time spent taking the 
examination, plus reasonable travel time to and from the examination site. For 
examinations that span multiple days, paid time off may be granted for the necessary 
examination days.  

• How to Request: Submit your request to your Supervisor and People Operations at 
least two (2) weeks in advance. 

• Documentation: You must provide your exam registration (showing date/time) for 
approval and proof of attendance upon return. 

All requests for paid time off under this policy are subject to approval by the employee's 
supervisor and People Operations, based on operational needs and compliance with policy 
guidelines. MWA may establish reasonable annual limits on the total number of paid hours for 
examinations per employee, which will be communicated separately if applicable. 

California’s State Disability Insurance  
California’s Disability Insurance (DI) provides short-term benefit payments when you can’t work 
and lose wages due to a non-work-related: 

• Illness or injury (either physical or mental) 
• Pregnancy, childbirth, or other related conditions 
• Surgery (including elective) 
• Alcohol or drug rehabilitation (some restrictions apply) 

You may be eligible to receive between $50 to $1,765 each week for up to 52 weeks, 
depending on wages you earned 5-18 months before your claim start date. DI does not 
provide job protection. However, your job may be protected through other federal or state 
laws such as the Family and Medical Leave Act (FMLA). 
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Paid Family Leave  
PFL is a state-administered insurance program that provides short-term wage replacement 
benefits to eligible workers who need to take time off work for family leave. This includes 
bonding with a new child (via birth, adoption, or foster placement). There are three types of 
PFL claims: 

• Bonding: For birth mothers transitioning from pregnancy disability benefits and new 
mothers (without a pregnancy disability claim), fathers, and foster or adoptive parents 
welcoming a new child into the home. 

• Care: For individuals who become a caregiver for a seriously ill family 
member/“designated person.” A “designated person” is defined as any care recipient 
related by blood or whose association with the individual is the equivalent of a family 
relationship. 

• Military Assist: For workers taking time off to support a military-family member 
deploying to a foreign country. 

Who is eligible: To qualify for PFL benefits, you must: 

• Be unable to do your regular work due to the need for family leave. 
• Have lost wages because you need to bond with a new child. 
• Be employed or actively looking for work when your family leave starts. 
• Have earned at least $300 and paid into State Disability Insurance (SDI) in the last 18 

months. 

Duration: PFL provides benefits for up to eight (80 weeks within a 12-month period. This leave 
can be taken consecutively or intermittently. For bonding, the leave must be taken within one 
year of the child's arrival. 

Benefit Amount: You can receive approximately 70-90% of your wages earned 5 to 18 months 
before your claim start date, up to a maximum weekly benefit amount. For 2026, the 
maximum weekly benefit is $1,765. The exact percentage depends on your income. 

Job Protection: PFL itself does NOT provide job protection. It only provides wage replacement 
benefits. However, other laws may provide job protection, e.g., FMLA/CFRA and PDL 

Paid Parental Leave (PPL) 
Our Paid Parental Leave (PPL) policy provides eligible employees with up to eight (8) weeks of 
supplemental pay in a 12-month period for bonding with a new child (via birth, adoption, or 
foster care placement). 

MWA aims to bridge the gap between California’s Paid Family Leave (PFL) and your regular 
salary, providing up to 100% of your regular pay during your leave (up to a specific cap). 
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Eligibility Requirements 

To qualify for PPL benefits, you must: 

• Be a regular, full-time MWA employee with at least 90 days of service. 
• Be eligible for California PFL benefits. 
• Invoke FMLA/CFRA unpaid leave concurrently with your PPL. 

How to Access This Benefit 

• Notify Us Early: Inform your supervisor and People Operations as soon as possible. 
• Apply for CA PFL: File a claim with the California Employment Development 

Department (EDD). 
• Share Confirmation: Provide People Operations with your EDD approval notification 

and benefit award amount. 
• Receive Supplement: Once PFL begins, MWA will process the supplemental pay to 

reach the 100% wage target. 
• Note on Flexibility: PPL can be taken all at once or intermittently, provided it is used 

within the first 12 months of the child’s arrival. 
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Separation from Employment 
Resignation 
We understand that circumstances may lead you to decide to move on from MWA. Because 
your employment with us is at-will, you always have the freedom to resign at any time, for 
any reason, with or without notice. 

While not required, we kindly ask that you provide MWA with at least two weeks' written 
notice. This helps us ensure a smooth transition, manage workloads, and maintain 
continuity for our students and colleagues. 

Please note: MWA reserves the right to determine your final day of employment based on 
school needs following your notice. 

Employment Termination 
As an at-will employer, MWA retains the right to end employment at any time, with or 
without advance notice or specific cause. Please understand that the school does not offer 
an appeal process for termination decisions. 

Job Abandonment 
Consistent attendance is important. If you don't report to work and fail to notify your 
supervisor for three (3) consecutive workdays, we'll consider this a voluntary resignation 
without notice. This will be effective at the end of your normal shift on the third day. Please 
know that employees who separate due to job abandonment are not eligible for rehire. 

Your Final Paycheck 
We want to make sure your final paycheck is handled smoothly and on time, whether 
you're resigning or your employment is ending. Here's how it works: 

If You Resign 
• With 72+ Hours' Notice: If you give us at least 72 hours' notice before your last day, 

you'll receive your final paycheck via direct deposit or paper check on your last day 
of work. 

• With Less Than 72 Hours' Notice: If you give less than 72 hours' notice, your final 
paycheck will be mailed to your address on file or sent via direct deposit. The date 
it's mailed is considered your payment date. 
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If Your Employment is Ended by MWA 
If your employment is involuntarily ended by MWA, you will receive your final paycheck in 
person or via direct deposit on your last day of work. 

Your final paycheck will always include all money you've earned up to your last day, plus 
any earned, but unused vacation pay, minus any required taxes and other mandatory 
deductions, all in line with state and federal guidelines. 

Rehire Policy for Former Employees 
Rehire Eligibility 

Consistent with our Equal Opportunity Employment Policy, MWA offers equal employment 
and advancement opportunities to all qualified individuals regardless of race, color, 
gender, or any other protected class. However, former MWA employees may not be eligible 
for rehire if one or more of the disqualifying reasons below apply. 

• You were fired by MWA because of your work performance and/or behavior. This 
includes if you were terminated from at-will employment, or if your offer 
letter/contract was simply not renewed. 

• You quit because you thought MWA was going to fire you. You quit because you 
knew MWA wasn't inviting you back for the following school year. 

• Job abandonment. 
• You failed a criminal background check for a past job or when applying for one. 
• Prior performance or conduct issues (informal or formal). 
• Unsatisfactory criminal background check. 
• You didn't have (or couldn't keep) the required license or certificate for your job at 

MWA. 
• You didn't meet the necessary immigration rules for your previous job. 

In short: MWA typically won't rehire former employees who left due to performance or 
conduct issues, or who didn't meet essential employment requirements.  

Important Notes on Rehire 

• Pay During Rehire: If you're rehired while still receiving any salary continuation or 
notice pay from your previous separation, that pay will end on your rehire date. 

• Returning Within One Year: If you return to MWA within 12-months of your last 
day of work, you'll keep your original hire date and any accrued, unused sick leave.  

• Returning After One Year: If your break in service is more than one year, you'll be 
considered a new hire. This means you'll have a new hire date and will need to fulfill 
any applicable waiting periods for benefits eligibility again. 
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Separation Procedures 
Our exit interview is a chance for you to connect with a People Operations staff member to 
ensure all necessary administrative details are covered and for you to share your valuable 
feedback. We'll reach out to you to schedule this interview at a time that works for you on 
or before your last work day. This meeting covers: 

• Confidentiality: A review of your ongoing obligation to protect school data. 
• Exit Feedback: An opportunity to provide honest, constructive feedback to help 

MWA improve. 
• Final Pay & Benefits: You’ll receive your final paycheck and we'll review any benefit 

conversion options you might have and ensure all necessary departure forms are 
completed. 

• Returning School Property: All MWA property (laptops, keys, badges, etc.) must be 
returned in good condition on or before your last day, or at any time upon request 
by MWA. 

Failure to return MWA property as required by this policy, or returning property that has 
been lost or damaged due to negligence or misuse, may result in legal action to recover the 
property or its value. 

Personal Belongings 
• Collection: You must coordinate with People Operations or Campus Operations to 

collect personal items. A staff member may supervise this process. 
• Access: Access is restricted to regular school hours. MWA does not provide packing 

materials or moving equipment. 
• Unclaimed Items: Items left behind will be mailed to your last known address. 

MWA is not responsible for lost or damaged personal property. 
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Quick Reference & Resources 
We hope this handbook provides a helpful foundation for your time here. Since policies 
can’t cover every unique situation, here is a quick guide on where to go when you need a 
direct answer. 

Key Contact 

• General Support: Your direct supervisor is always your first point of contact for 
day-to-day questions. If you need further assistance, People Operations is available 
at peopleoperations@mwacademy.org  

Digital Links 

• The Employee Portal: For viewing benefits, payroll calendar, academic calendar 
• Internal Knowledge Base: For detailed "how-to" guides on internal tools, e.g., 

campus safety and supervision. IIPP, WVPP 

 

A Final Note 

Our policies are designed to support a productive and fair environment for everyone. If you 
ever feel that a policy is unclear or needs a second look, your feedback is welcome. We’re 
glad to have you with us. 

Making Waves Academy Last Updated: May 2026 

  

mailto:peopleoperations@mwacademy.org
https://sites.google.com/mwacademy.org/mwa-humanresources-portal/people-operations-home
https://sites.google.com/mwacademy.org/mwa-humanresources-portal/operations-facilities
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Appendix A 

Harassment/Discrimination/Retaliation  

Complaint Form 
MWA is committed to providing an environment free from harassment, discrimination, and 
retaliation. This form is for you to report what you believe to be harassment, 
discrimination, or retaliation, enabling the school to investigate and take appropriate action 
when the facts support such findings. 

If you are an employee, you may file this form with the Senior Director of People 
Operations, and/or the CEO and/or the Board President. 

Please refer to the school’s comprehensive policies on harassment, discrimination, and 
retaliation for definitions and descriptions of prohibited conduct. 

We will make every effort to handle the investigation of your complaint confidentially. This 
means we will only share the contents of your complaint with those who "need to know." 
For instance, to conduct a thorough investigation, we'll need to disclose parts of your 
factual allegations to potential witnesses, including anyone you've identified as having 
knowledge of the facts, as well as the alleged offender. 

By signing this form, you authorize MWA to share the information you provide now and in 
the future with others as needed for the investigation. Please note that the more detailed 
information you provide, the better equipped we will be to address your complaint 
effectively. 

Charges of harassment, discrimination, and retaliation are taken very seriously due to the 
harm they cause and the potential actions taken against offenders. Therefore, it is crucial 
that you report the facts as accurately and completely as possible and cooperate fully with 
the individuals assigned to investigate your complaint. 

Your Name:   

Date:   

Date of Alleged Incident(s): 

Name of Person(s) you believe harassed, or discriminated or retaliated against, you or 
someone else: 

List any witnesses that were present: 

Where did the incident(s) occur? 
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Please describe the events or conduct that are the basis of your complaint by providing as 
much factual detail as possible (i.e., specific statements; what, if any, physical contact was 
involved; any verbal statements; what did you do to avoid the situation, etc.) (Attach 
additional pages, if needed): 

I acknowledge that I have read and that I understand the above statements. I hereby 
authorize MWA to disclose the information I have provided as it finds necessary in pursuing 
its investigation. 

I hereby certify that the information I have provided in this complaint is true and correct 
and complete to the best of my knowledge and belief. 

 

Signature of Complainant:  

Date:   

Printed Name of Complainant:   

 

-------------------------------To be Completed by People Operations Only -------------------------------- 

 

Received by:   

Date:   
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Appendix B 

INTERNAL COMPLAINT FORM 
 

Your Full Name:   

Date:   

Date of Alleged Incident(s):   

Name of Person(s) you have are filing a complaint against:  

List any witnesses that were present: 

Where did the incident(s) occur? 

Please describe the events or conduct that are the basis of your complaint by providing as 
much factual detail as possible (i.e., specific statements: what, if any, physical contact was 
involved; any verbal statements; what did you do to avoid the situation, etc.) (Attach 
additional pages, if needed): 

I hereby authorize MWA to disclose the information I have provided as it finds necessary in 
pursuing its investigation. I hereby certify that the information I have provided in this 
complaint is true and correct and complete to the best of my knowledge and belief. I 
further understand providing false information in this regard could result in disciplinary 
action up to and including termination of employment. 

 

Signature of Complainant:    

Date:   

Printed Name of Complainant:   

 

----------------------------------- To be Completed by School Official Only----------------------------------- 

Received by:   

Date:   
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