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SUCCESS CHARTER NETWORK AND SUCCESS ACADEMIES 

EMPLOYEE MANUAL

(DRAFT)



Welcome to the Success Charter Network and Success Academy Charter Schools.  We congratulate 
you on your decision to join our team.  We trust that this decision will prove beneficial to you and 
the families and students we serve.  We want you to be informed about the many benefits and 
services provided to the employees of the Success Charter Network and Success Academies.  This 
handbook uses the term Success Charter Network and Success Academies to refer to your employer.  
If you are a school teacher or staff, you are employed by the Success Academy Charter School at 
which you work.   Otherwise, the Success Charter Network is your employer. 

The information in this manual is important to all staff at Success Charter Network and Success 
Academies.  Read the manual now and keep it in a convenient place. You will want to refer to this 
document when you have questions about school policies and benefits.  However, this document is 
informational only; it is not an attempt to provide a complete reference to the law, employee rights, 
or the regulations of the State Education Department.  If specific questions arise, we urge you to 
discuss those inquiries with the appropriate administrative staff. 

This manual is not a contract, express or implied, nor is it a legal document or an enforceable 
promise, nor does it guarantee employment for any specific duration.  Employment is at the will of 
both the employer and employee and may be terminated at any time, for any reason, with or without 
cause or notice, at the sole discretion of Success Charter Network and Success Academies.  No 
supervisor, manager, or other representative of Success Charter Network and Success Academies
has the authority to make any verbal promises, commitments, or statements of any kind regarding 
Success Charter Network and Success Academies’ policies, procedures, or any other issues that are 
legally binding to Success Charter Network and Success Academies. 

This handbook is a tool to help promote a cooperative, collaborative, and healthy work atmosphere. 
It sets forth certain policies relative to hours, wages, and conditions of employment. 

This School, as all charter schools in New York State, is subject to the provisions contained in both 
federal law and certain laws of the State of New York.  Charter schools are bound by the same New 
York State health and safety, civil rights and student testing requirements as other public schools. 
Additionally, Success Charter Network and Success Academies is subject to the requirements of the 
compulsory education law and student performance standards adopted by the Board of Regents.  
From time to time the need will arise for this school to amend, modify, rescind, delete, supplement 
or add to the provisions of this handbook as law and regulations dictate.  In addition, administrative 
policies may be made by the Board of Trustees.  These policies have the force of law, and you are 
expected to be bound by these policies. Every effort will be made to keep you informed of all 
changes to law, regulation and policy. Human Resources will attempt to provide you with 
notification of any other changes as they occur. 

No policy contained in this manual can be inconsistent with federal or applicable state law.  
Additionally, Success Charter Network and Success Academies will be bound by all of the 
provisions contained in the New York State Charter School Act.



In 1998 New York State joined the majority of states with the adoption of the Charter School Act.  
New York’s legislation is significantly different from that of other states.  Within New York State, 
charter schools were established with the following criteria in mind:

“Charter schools put children before bureaucracy and innovation ahead of regulation.  They 
strengthen public education, by creating alternatives to the existing system, giving parents 
real choices and creating a competitive atmosphere so all children can improve.” 

In New York State charter schools have four distinguishing characteristics that should provide you 
with guidance regarding the objectives of this school and the State of New York: 

They are public schools, funded with public dollars and fully accountable to public oversight.  
In fact, accountability is so high that schools that fail to meet its stated goals for academic 
achievement and fiscal responsibility can be closed.
They are created by parents, educators, or civic or community groups who can meet 
qualifications and agree to reach specified pupil achievement goals.
They operate free from bureaucracy that frequently stifles innovation and cripples learning.  
Thus, they invite innovation while demanding results. 
They foster competition, which will improve education for all children.



Each Success Academy Charter School is a public charter school founded on a simple premise: every student can 
succeed. Success Charter Network and Success Academies’ commitment to success demands that all students at Success 
Academies meet and exceed NY State standards in all subjects. In addition, Success Academies scholars are capable 
and confident, value integrity, respect, and compassion, and work to leave the world better than they found it. Success 
Charter Network and Success Academies’ frequent assessments of both students and staff guarantee continual 
improvement, so that our results can be replicated to deliver success to scholar after scholar, year after year.

Please read the above mission statement.  The Board of Trustees believes strongly in the principles 
and practices identified in this statement.  We urge you to consider this in formulating your own 
teaching philosophies. The objectives of this School may only be realized when our faculty, staff and 
volunteers share the mission.  Our vision of success requires that staff consistently demonstrate 
excellence in work and character, continual reflection and self-analysis, and commitment to the 
relentless pursuit of results. 

The mission of Success Charter Network and Success Academies requires that all involved in the 
school work and develop relationships of collegiality.   It is reasonable to insist on a high degree of 
mutual, professional, and personal respect and for a high level of mutual support. 

We value the active participation of teachers, staff, and volunteers in decision-making that affects 
them.  Diversity in perspectives leads to a deeper understanding of organizational reality and an 
enriched knowledge base for decision making. Success Charter Network and Success Academies
values the resolution of conflict within its community in a healthy way that leads to stronger 
solutions for complex issues.  We value employees reflecting independently and with their colleagues 
in order to achieve better organizational decisions. 

Genuine community requires that openness and collaboration are conducted without compromising 
respect for individual privacy.  Among other things, this means a high degree of attention to 
confidentiality.  As individuals within the community we should share information about one 
another and our students on a judiciously defined need to know basis.  If one needs to know 
something in order to carry out school responsibilities one should know it; otherwise the 
information should not be shared. 

Success Charter Network and Success Academies emphasizes the extraordinary degree of care that 
employees (including volunteers) must take in maintaining the confidentiality of all School matters, 
including information about children and families as well as employees.  Personnel/children’s 
records are confidential and may only be accessed when necessary to complete one’s work 
responsibilities, and under no circumstances are they to be taken out of the office.  Our obligation to 
maintain confidentiality requires that information not be released other than to the child’s parents 
without the express written consent of the parent.  This handbook will further address the 
confidentiality demanded of Success Charter Network and Success Academies employees in 
subsequent sections. 



As is stated throughout this manual your employment relationship with Success Charter Network 
and Success Academies is an employment “at will”.  This employee handbook does not constitute a 
contract for employment between Success Charter Network and Success Academies and its 
employees.  Employees of Success Charter Network and Success Academies are considered "at-
will," and therefore, the employment relationship may be terminated at any time with or without 
cause or notice.  

It is the responsibility of the Board of Trustees to oversee school policies and operations.  However, 
no person other than Human Resources or the Coo, as applicable, has authority to enter into any 
agreement for employment for any specified period of time and any such agreement must be in 
writing. 

As an employee of Success Charter Network and Success Academies, your primary responsibility is 
for the health and safety of the children in your charge.  Always be alert to any safety hazard as to 
avoid even the appearance of a safety hazard, poor supervision of children, or inattentiveness to 
their needs. 

Your next responsibility is the development of each child’s potential (social-emotional, physical, and 
intellectual) as well as the development of good work habits, positive attitudes, and the values of 
Success Charter Network and Success Academies.

Success Charter Network and Success Academies encourages communication between parents, 
teachers, and administrators.  Parents/guardians depend on us for the safety, mental health, 
happiness and development of their children.  You must conduct yourself in such a way that parents 
feel they can trust and depend on us to care for and educate their children. 

You are expected to show parents/guardians the respect that they deserve as partners in our 
students’ education.  We are privileged to educate their children and should be mindful of and 
demonstrate gratitude for that privilege at all times.

In addition, we all have a serious responsibility towards Success Charter Network and Success 
Academies, its reputation, and its success educationally.  When parents send us their children, it is 
because they have great expectations and a positive impression of our school and mission.  We must 
consider the quality and professionalism in everything we do and say.  Our reputation is our future. 

Beyond all this we have a responsibility to society as an educational institution by helping young 
children become caring people with high standards and goals, people who are competent, 
compassionate, and thoughtful.  All employees at Success Charter Network and Success Academies
must consistently model the values that we hope to foster in our students. 

Success Charter Network and Success Academies is committed to equal employment opportunity.  
It does not discriminate in employment opportunities or practices on the basis of race, color, 
religion, gender, sexual orientation, ethnicity, national origin, age, disability, or any other 
characteristic protected by law.  Employment decisions at Success Charter Network and Success 



Academies will be made in a non-discriminatory manner and are based on qualifications, abilities, 
and merit.  This policy governs all aspects of employment at this School including hiring, 
assignments, training, promotion, upgrading, demotion, downgrading, transfer, lay-off and 
termination, compensation, employee benefits, discipline, and other terms and conditions of 
employment. 

If you have any questions or concerns about any type of discrimination, bring these issues to the 
attention of Human Resources or the COO, as applicable.  Anyone found to be engaging in any type 
of discrimination will be subject to disciplinary action, up to and including termination of 
employment. 

Success Charter Network and Success Academies is committed to evaluating each applicant and 
employee on the basis of personal skill and merit. Success Charter Network and Success Academies
selects applicants for employment on the basis of such factors as exceptional demonstrated ability to 
perform their required duties, experience, character, conformity with Success Charter Network and 
Success Academies’ mission and vision, and necessary credentials.  

Success Charter Network and Success Academies actively seeks diversity in its student/parent body, 
faculty, staff, and administration. Success Charter Network and Success Academies is committed to 
equal employment opportunity.  As previously stated, Success Charter Network and Success 
Academies does not discriminate on an individual’s race, religion, color, creed, national origin, 
citizenship, disability, marital status, veteran status, sexual orientation or affection preference, age, 
sex, or any other classification protected by law.  This policy governs all aspects of employment at 
Success Charter Network and Success Academies, including hiring, assignments, training, 
promotion, upgrading, demotion, downgrading, transfer, lay-off and termination, compensation, 
employee benefits, discipline, and all others terms and conditions of employment. 

Success Charter Network and Success Academies uses several sources to generate a diverse pool of 
qualified applicants once a determination has been made that a vacancy exists. These sources may 
include job postings, mailings, informal networking, outside job fairs, on-campus recruiting, on-line 
internet services, etc.  

Success Charter Network and Success Academies will take all appropriate steps to verify the 
information provided on an employment application.  These steps may take place before or after 
commencement of employment.  Any misrepresentation, falsifications, or omissions of any 
information or date on an employment application may result in your exclusion from further 
consideration for employment and/or termination of employment. 

Success Academies, as are all charter schools, are required to finger print prospective employees for 
purposes of determining whether or not the prospective employee has a criminal history.  Since 
employees of Success Charter Network work closely with charter schools, all prospective employees 
of Success Charter Network will undergo this criminal history background check.

Federal law requires all employers to verify each new employee’s identity and legal authority to work 
in the United States via the INS I-9 Form. All offers of employment are conditional upon the 
receipt of satisfactory evidence of an applicant’s authorization to work in the United States. This 



evidence of the right to work must be provided within three days of your hire date. Failure to 
provide the appropriate documentation will be grounds for termination. 

Employees of Success Charter Network and Success Academies are not deemed members of any 
existing collective bargaining unit representing employees of the school district in which the charter 
school is located and are not subject to any existing collective bargaining agreement between the 
school district and its employees. Success Charter Network and Success Academies will afford its 
employees, not represented by a union, reasonable access to any employee organization. 

Each employee is categorized as full-time or part-time, and as exempt or non-exempt.

Full-time employees are regularly scheduled to work 47.5 or more hours per week.  Part-time 
employees are regularly scheduled to work fewer than 47.5 hours per week.

You will be informed upon hire whether you are considered a non-exempt or exempt employee.  
The “exempt” category applies to certain administrative, professional, instructional, and executive 
staff.  The categorization of an employee as exempt or non-exempt is entirely within the discretion 
of Success Charter Network and Success Academies.  The “non-exempt” category applies to all 
other employees.  In general, non-exempt employees receive pay for overtime work. 

(a) Full-time Employees – Full-time, regular employees work a minimum 47.5 hours per 
week and are salaried

General Definitions

(b) Part-time Employees – Part-time employees (work less than 47.5 hours per week) 
may be salaried or hourly depending on the assignment, and may or may not be 
eligible for benefits depending on length of employment and assignment. 

(c) Temporary employees – Employees hired for short-term periods are not eligible for 
benefits. 

(d) Consultants – Independent contractors work under a consultancy agreement, have 
no employee status, and are not eligible for benefits. 

From time-to-time, it may be necessary to phase-out or eliminate certain job classifications or reduce 
the number of positions in a particular employment category.  An orderly process will be established 
by Success Charter Network and Success Academies to guide such phase-out or reduction in force.  

The Board of Trustees of Success Charter Network and Success Academies reserves onto itself the 
right to reduce the number of employees in any job classification.  The Board of Trustees will 
determine, based upon the needs of the School, the titles and individuals to be terminated.  

Success Charter Network and Success Academies believes that a four-week written notice is 
necessary from the employee in order to achieve appropriate educational transition.  Should an 
employee’s appointment at Success Charter Network and Success Academies be terminated, either 
voluntarily or involuntarily, during the academic year, Success Charter Network and Success 
Academies will cease salary and benefit payments as of the date work was discontinued.

Return of School Property



Upon termination or resignation, employees must return all keys, records, files, supplies, 
computers, cell phones, and any other school property.   

As an employee of Success Charter Network and Success Academies you are an employee at 
will and therefore you may be terminated at any time with or without cause. Success Charter 
Network and Success Academies may terminate you for cause in the event that there has 
been a breach of any of the policies, laws, regulations, or standards that Success Charter 
Network and Success Academies is held accountable for.  Instances requiring immediate 
termination will include, but not be limited to, corporal punishment, use or sale of narcotics, 
repeated poor performance, excessive absence, excessive lateness, failure to report child 
abuse, intoxication, demeaning conduct or attitude towards student, employees, visitors or 
vendors, theft, fighting, abusive or foul language, insubordination, or any other conduct 
deemed inappropriate by the Principal, COO, CEO, or Board of Trustees, as applicable.  

Termination

In those instances where the employee has demonstrated deficiencies associated with 
pedagogical or administrative skills or performance, the Principal, Human Resources, or 
COO of Success Charter Network, as applicable, may on at least one occasion advise the 
employee in writing of the deficiencies.  If such advisement is given, the employee will be 
given an opportunity to cure the Administration’s concerns.  This policy shall not be 
interpreted to mean that employees are entitled to such advisement.  The Principal, Human 
Resources, COO, or CEO may terminate an employee at any time with or without cause, 
and with or without offering an opportunity to correct deficiencies. 

An employee is deemed to be on unauthorized leave at such time and on such occasions as the 
employee may absent himself/herself from required duties.  This would cover nonperformance, 
unauthorized use of sick leave, unauthorized use of other leave benefits, nonattendance at required 
meetings, and failure to perform supervisory functions at school-sponsored activities. 

An employee should notify the Principal in case of any absence.  An employee who is absent for a 
period of at least three days without notifying the Principal, Human Resources, or COO will be 
considered to have resigned without giving the requested four-week notice, with such resignation 
effective on the initial date of absence.  Human Resources or the COO will make the determination 
of unauthorized absence. 

The Principal, Human Resources, the COO, or your supervisor may request a physician’s 
note or other verification as to an employee’s claimed reason for absence in any situation if 
he or she deems necessary.  Such verification shall be made within five working days of 
absence.

Verification of Absence

The entire right, title, and interest of any and all writings and other creations that you may prepare, 
create, write, initiate, or otherwise develop as part of your efforts while employed by Success Charter 
Network and Success Academies, shall be considered the property of Success Charter Network and 
Success Academies and therefore may not be reproduced or distributed in any manner or form 
without express permission by the school.  This includes, but is not limited to, any development of a 
curriculum.  These works will be “works for hire” and shall be Success Charter Network and 



Success Academies’ sole and exclusive property, copyright, patent, and trademark.  For items 
covered by this paragraph, you hereby assign and transfer all rights, title, and interests in all such 
items, including without limitation, all patent, trademark, and copyright rights that now exist or may 
exist in the future.  At any reasonable time upon request, and without further compensation or 
limitation, you may be asked to execute and deliver any and all papers or instruments including 
assignments, declarations, applications, powers of attorney, and other documents, that in Success 
Charter Network and Success Academies’ opinion may be necessary or desirable to secure Success 
Charter Network and Success Academies’ full enjoyment of all right, title, interest, and properties 
herein assigned.  Success Charter Network and Success Academies is not subject to charge for use of 
your copyrighted, trademarked, and patented materials.

The Success Charter Network and Success Academies has absolute permission and rights to use the 
videotape, motion picture film, still photographs, and/or sound recordings made of the likeness 
poses, acts, appearances, and/or voice of yourself in connection with any and all program(s) 
produced by, or on behalf of, the Success Charter Network and Success Academies. 

While Success Charter Network and Success Academies may hire and retain relatives of employees, 
it will not do so if it determines that hiring or retaining a relative may or does create problems of 
supervision, security, morals, or conflicts of interest.  Relatives will not be permitted to work in a 
direct supervisory or reporting relationship.  Success Charter Network and Success Academies will 
attempt to provide alternative employment within Success Charter Network and Success Academies 
for relatives who are affected by the policy stated in this paragraph, but this attempt creates no legal 
obligation to provide alternative employment.  This policy applies across employees of Success 
Charter Network and Success Academies.

In addition, Success Charter Network and Success Academies may employ relatives of Success 
Academies scholars, however those relatives are not permitted to work for the school their scholar 
attends.  Success Charter Network and Success Academies will make reasonable exceptions, at its 
sole discrection, to those employees in order to balance their duties as an employee and as a Success 
Academies parent. However, the impact of their absence as an employee will be considered a 
priority and the employee may need to make alternate arrangements with family members to fulfill 
certain responsibilities as a parent.

With respect to the employment of a relative, Success Charter Network and Success Academies 
defines relatives as spouses, parents, children, step-children, siblings, in-laws, step-parents, brothers, 
sisters, and step-children.  Additionally, this policy also relates to individuals who are not legally 
related but who reside with other employees.  

In order to properly assess and avoid conflicts of interest, all staff are asked at the time of hire to 
disclose in writing, any other employment, self-employment, consulting, tutoring, volunteer, or 
board membership activities in which they plan to engage in at the time of employment with Success 
Charter Network and Success Academies.  Throughout the course of employment, any additional 
activities of the same nature, not reported at the time of hire, must be reported to the employee’s 
Principal, Human Resources, COO, or supervisor, as applicable, prior to entering into those 
arrangements.  Where a conflict of interest exists, the employee will be notified and required to cease 
such activity, or refrain from initiating the activity.  Employees of Success Charter Network and 



Success Academies are not permitted to engage in any tutoring for hire of Success Academies 
scholars.



Pursuant to §413 of the Social Services Law, school officials are required to report instances 
of suspected child abuse or maltreatment to the State Central Register of Child Abuse and 
Maltreatment (“SCR”).  A hotline has been established for reporting by mandated reporters, which 
include school officials.  The hotline is 1-800-635-1522.

 Child “abuse” occurs when a parent or other person legally responsible for the child inflicts 
serious physical injury upon the child, creates a substantial risk of serious physical injury, or commits 
a sex offense against the child.  In addition, the definition includes instances where the parent (or 
personal legally responsible) allows any of the foregoing. 

Child “maltreatment” (which includes neglect) occurs when a child’s physical, mental, or 
emotional condition has been impaired, or is in imminent danger of impairment, by the parent’s (or 
other person legally responsible for the child) failure to exercise a minimum degree of care including 
by (1) failing to provide sufficient food, clothing, shelter, education or medical care; (2) failing to 
provide proper supervision or guardianship; (3) unreasonably inflicting harm, including excessive 
corporal punishment, (4) abandoning the child, (5) misusing drugs and (6) misusing alcoholic 
beverages leading to loss of self-control of actions and, in such actions, causing the child to be 
placed in imminent danger. 

As mandated reporters, school officials are required to report suspected child abuse or 
maltreatment when they have reasonable cause to suspect either has occurred.  “Reasonable cause” 
to suspect child abuse or maltreatment means that, based on a school official’s rational observations, 
professional training, and experience, the official suspects that the parent or other person legally 
responsible for the child has harmed the child or placed the child in imminent danger of harm. 

 The following procedures should be followed in reporting instances of child abuse and 
maltreatment.  

1. If a school employee learns of or suspects a situation of abuse or maltreatment of a 
student by his or her parent or person legally responsible for the student’s care, the 
employee must report the situation to the Principal immediately. 

2. If, based on the employee’s report, the Principal reasonably believes that abuse or 
maltreatment has occurred, the Principal must immediately

a. The principal should ask the SCR representative his or her 

call the SCR hotline at 1-800-
635-1522 and make a verbal report.

name and the “Call 
I.D.

b. Within 24 hours of the Principal’s verbal report to the SCR hotline, he or she 
must complete and submit to SCR mandated reporter form “LDSS-2221A”.  
Form LDSS-2221A may be obtained from the New York State Office of 
Children and Family Services website at: 

” 

www.ocfs.state.ny.us/main/forms or by 
calling (518) 473-0971.



3. If a school official is uncertain about whether a situation rises to the level of abuse or 
maltreatment, the official should contact the hotline to discuss the matter with a trained 
SCR specialist.

4. The Principal shall document for his or her confidential file the events, conversations, 
and facts associated with an allegation of child abuse or neglect, whether or not those 
circumstances rise to the level of reasonable suspicion that cause him or her to make a 
report to SCR. 

5. All information relating to reports of child abuse or maltreatment shall be strictly 
confidential. 

Pursuant to New York Education Law Article 23-B, and the regulations of the 
Commissioner of Education (8 N.Y.C.R.R. 100.2(hh)), any oral or written allegation to a teacher, 
school nurse, guidance counselor, psychologist, social worker, administrator, board member, or 
other school personnel required to hold a teacher or administrator license or certificate, that a child 
has been subjected to child abuse by an employee or volunteer in an educational setting, shall 
promptly make a report, on a form provided by the Commissioner of Education, consisting of the 
following: 

1. The name of the child’s parent. 
2. The name of the person who reported the abuse and their relationship to the child. 
3. The name of the employee or volunteer against whom the allegation is made.
4. A listing of the specific allegations.

The report must be given to the Principal immediately.  The report and all other written 
materials, photographs, and/or videos concerning the allegation and report are strictly confidential 
and may only be disclosed to law enforcement authorities involved in the investigation of the alleged 
child abuse, or as expressly authorized by law or pursuant to a court-ordered subpoena.   

Upon receipt of a written report alleging child abuse in an educational setting, where the 
administrator has a reasonable suspicion that an act of child abuse has occurred, a school 
administrator shall follow the duties set forth in New York Education Law §1126 (and other 
applicable law and regulations), including: 

1. If the alleged child-victim made the report, promptly notify the parent of the 
allegation and provide the parent with a written statement conforming with 
requirements of applicable law and regulations and setting forth: duties of employees 
and administrators upon receipt of the allegation, additional duties of 
superintendents, notification by the district attorney, and actions to be taken upon 
criminal conviction of a licensed or certified school employee.  

2. If the parent made the allegation, promptly provide the parent with the above-
referenced written statement.  

3. If someone other than the child-victim or parent made the report, ascertain from the 
reporting person the source and basis of the allegation; promptly notify the parent; 
and provide the parent with the requisite written statement. 



4. If a public school administrator received the written report alleging abuse, the 
administrator must promptly provide the superintendent, as applicable, with a copy 
of the report as well.

5. A report of child abuse in an educational setting must be promptly forwarded to the 
appropriate law enforcement agencies and, if the accused employee or volunteer 
holds a license or certification issued by the New York State Education Department, 
to the Commissioner of Education. 

If the alleged abuse was by an employee or volunteer of a school other than one within the 
school district of the child’s attendance, the report must be forwarded promptly to the 
superintendent of the other district. 

Moreover, at least annually, the school shall provide training to all new teachers, school 
nurses, guidance counselors, psychologists, social workers, administrators, board members, and 
other school personnel required to hold a teacher or administrator license or certificate regarding 
requirements of reporting of child abuse in an educational setting. 



The usual work week is Monday through Friday.  All employees are expected to work the 
established work week hours as determined by their supervisor.  Additionally, classroom 
instructional staff are expected to work such hours that ensure the timely start of the school day, an 
orderly process for ending the school day, and sufficient interaction with other instructional staff 
and administrators to help support the educational mission of the School. 

Employees who need to engage in personal business during the workday must receive prior approval 
from the Principal or  supervisor, as applicable.  Afternoons during which professional development 
hours are held are considered mandatory work hours and are not an opportunity to leave early for 
any reason.

Staff should expect that on some occasions it will be necessary to meet with colleagues and 
administrators on business matters after the end or before the start of school or business hours.  
Additionally, there may be events on weekends or in the evenings after normal school hours that 
require their attendance. 

Pay periods are bi-weekly; pay periods include two weeks and end on alternating Fridays. Non-
exempt employees are subject to a lag payroll equal to one week. 

Paychecks - Eligible Employees have the option to have their pay directly deposited into their 
checking or savings account: 

Employees must complete the necessary paperwork at the main office in order to use 
Direct Deposit.
On payday, employees using Direct Deposit will receive a pay stub/report, instead of a 
paycheck.
If you are eligible, you will be offered the option to enroll in Direct Deposit upon hire.  
Subsequently you should contact the payroll administrator for eligibility requirements. 
If you want someone else to pick up your paycheck or stub, we must have a note on-file 
from you stating who is authorized to do so. 
In the event of a lost paycheck, the payroll administrator must be notified in writing as 
soon as possible before a replacement check can be issued.  In the event the lost 
paycheck is recovered and the payroll administrator identifies the endorsement as that of 
the employee, the employee must remit the amount of the replacement check within 24 
hours. 

The only deductions from your paycheck are those required by law or authorized in writing by you.  
Your check stub identifies each deduction and should be kept as a permanent record. 

Paid deductions may also be taken by Success Charter Network and Success Academies in response 
to a garnishment notice received from a court or other legal authority.

Non-exempt employees must keep accurate time records.  Specifically, your time record must show:
Beginning and ending of each work day 



Beginning and ending of each meal period 
Beginning and ending of any split shift 
Time out of building for personal reasons 
Time off for sick/personal leave 
Time off for vacations and holidays 

You must submit your time records to your supervisor bi-weekly. Your supervisor will review and 
approve your time records but you maintain primary responsibility for the accuracy of the records.

Altering, falsifying, tampering with time records, or recording time on another employee’s time 
record may result in disciplinary action, up to and including termination of employment.  Such 
action may also result in charges of civil or even criminal theft or fraud. 

Exempt Employees, as defined by law or other regulation and including all instructional employees, 
are not eligible to earn “overtime” because of working more than the required minimum work day 
or minimum work week.  Exempt Employees will not be paid for such “overtime.” 

If you are a non-exempt staff employee, overtime consists of extra hours worked in a given work 
week with the prior approval of your supervisor, who must pre-approve any overtime work.  As a 
non-exempt employee, you will be compensated at 1.5 times your regular rate of pay for work that is 
in excess of 40 earned hours in a workweek.  Non-exempt employees are not entitled to any pay for 
hours not worked, including school closures, holidays, or sick leave. 

Travel time is paid when a non-exempt employee is required to travel from one job-related location 
or site to another during a normally scheduled shift.  Travel time is never paid between job related 
locations or sites and an employee’s home, nor is it paid for travel to a non-required/voluntary 
assignment.

Success Charter Network and Success Academies will cover travel expenses for work-related 
assignments in accordance with the above statement.  In the event an employee’s duties requires 
them to be at a work location or site past 9pm, Success Charter Network and Success Academies 
will reimburse the employee to take a cab ride to their home in order to ensure their safety. For 
overnight assignments, employees have an allowance for each meal while the employee is traveling, 
as follows: breakfast, $10; lunch, $15; dinner, $25.  Allowances do not carry over from one meal to 
another.  All expenses must be approved by the employee’s direct supervisor and Success Charter 
Network and Success Academies reserves the right to deny reimbursement on a case by case basis.

Each year Success Charter Network and Success Academies will establish a School Calendar that 
complies with the New York State Education Law relating to compulsory attendance.  Success 
Charter Network and Success Academies has discretion with regard to the dates of attendance for 
scholars and employees.  The School Calendar should be consulted for dates on which the School is 
closed, however school closures do not necessarily constitute days off for all employees.

A Success Academy Charter School may be closed due to inclement weather or other situations.  An 
orderly process for notification of public media outlets and, if practical, parents shall be developed 
and implemented if necessary.  At the discretion of the COO, any classroom days lost to closure due 



to inclement weather or other reasons may be made up by adding an equal number of days to what 
was scheduled to be the end of the school year.  As stated above, certain school employees may be 
required to work even when the school is closed, depending on assignment and reason for closure. 
Hourly employees are not paid when school is closed. 



The Success Charter Network and Success Academies offers a number of employee benefit plans 
and programs.  Eligibility for these benefits is generally based on your employment status.  For more 
information about your employment status and the benefits you are eligible for, please see section 
3.07 of this handbook and contact Human Resources. Any employee who wishes not to accept any 
of the insurance benefits offered by the school is required to submit such a request in writing to 
Human Resources.  

These benefits are in addition to the Success Charter Network and Success Academies’ time-off 
policies.  Those policies are described in Chapter 7 of this handbook. 

Below are brief descriptions of the Success Charter Network and Success Academies’ employee 
benefits.  The terms and conditions for each benefit are set forth in formal plan documents, which 
may be amended, replaced or terminated at any time.  To the extent that any information in this 
handbook is in conflict with a provision of a plan document or an amendment to a plan, the plan 
document or amendment will control.  For more information about each benefit program, including 
limitations of each benefit, please refer to the plan’s Summary Plan Description (if applicable) or 
contact Human Resources. 

Success Charter Network and Success Academies sponsors a Section 403(b) retirement savings plan, 
under which eligible employees may defer a portion of their income on a pre-tax or post-tax basis.  
Success Charter Network and Success Academies may also match individual employees’ deferrals 
under the plan.  As of July 23, 2010, Success Charter Network and Success Academies matches 
100% of the amount you defer under the plan, up to 3% of your eligible compensation. 

Medical insurance is available for eligible employees, and there is no cost to you for employee 
coverage.  Coverage also is available for your children and spouse or domestic partner, and there 
may be a cost to you for this coverage.  Employee contributions for health care coverage will be 
automatically withheld from employee paychecks, in an amount in accordance with a schedule 
maintained by Human Resources or a designee.

Medical

Dental and vision insurance is available for eligible employees, and there is no cost to you for 
employee coverage.  Coverage also is available for your children and spouse or domestic partner, 
and there may be a cost to you for this coverage.  Dental and vision insurance is offered as a single 
package benefit, and so your coverage election will apply to both types of insurance. 

Dental and Vision

Success Charter Network and Success Academies provides short-term disability insurance in 
accordance with New York State Law, and the premiums are paid by the employer.  Such insurance 
allows payment in the event of certain injuries, illnesses, or other disabilities occurring outside of the 
workplace, including pregnancy.  Any employee wishing to claim disability pay must file appropriate 
reports and forms.  Such employee also is responsible for filing any other necessary forms, 
applications, or other information as required by applicable government policies. 

Short-Term Disability



Success Charter Network and Success Academies also provides long-term disability, basic life and 
accidental death & dismemberment (“AD&D”) coverage [to all eligible employees.  Eligible 
employees will be enrolled in all three of these programs as of the day on which you first become 
eligible and all premiums are paid by the employer.

Long-Term Disability, Basic Life and AD&D

Flexible Spending Accounts (“FSAs”) allow eligible employees to set aside a portion of their 
earnings to pay for qualified health care and commuting expenses on a pre-tax basis.  Amounts that 
you set aside under a health FSA are subject to a “use-it-or-lose-it
 rule.  This means that if you set aside more than you incur in eligible expenses during a calendar 
year, you will forfeit the unused amount.  The FSA plan documents specify the maximum and 
minimum amounts you may set aside in a given year and any deadlines for using the money and 
applying for reimbursements. 

Flexible Spending Account (“FSAs”)

All employees are eligible for workers’ compensation in the event they are injured or become ill on 
the job.  In order to ensure that you receive full benefits under this program, you must immediately 
report to your supervisor all injuries sustained on the job and all illnesses that you believe resulted 
from your duties for Success Charter Network and Success Academies.  Failure to report an injury 
and illness promptly, or to comply with applicable requirements, may result in a denial of benefits. 

The Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees covered by 
Success Charter Network and Success Academies’ health insurance plan and their “qualified 
beneficiaries” the opportunity to continue health insurance coverage when a “qualifying event” 
would normally result in a loss of eligibility.  Common qualifying events include: resignation, 
termination of employment, death of an employee, a reduction in an employee’s hours, a leave of 
absence, or divorce.  Group health coverage for COBRA participants is usually more expensive than 
health coverage for active employees. It is ordinarily less expensive, though, than individual health 
coverage. Success Charter Network and Success Academies provides each eligible employee with a 
written notice describing rights granted under COBRA when the employee becomes eligible for 
coverage under Success Charter Network and Success Academies’ health insurance plan.  The notice 
contains important information about the employee’s rights and obligations.  For more information, 
please contact Human Resources. 



Teachers & Leaders

Teachers and Leaders are expected to be in attendance while school is in session and may only take 
PTO while school is closed. (Please see the Attendance Incentive Award section for more 
information.) That said, we know things may come up including the occasional illness—although we 
wish everyone good health!  If this happens, you need to reach out to your leader as soon as you 
know so that a colleague can cover for you. If for some reason, however, an illness is so severe that 
you will be out for more than three consecutive days, you should contact Human Resources to 
discuss your options.  To be eligible for continued pay and benefits through the customary summer 
break, teachers and leaders must be employed and have worked on the last day of school.  If the 
teacher or leader terminates before the last day of school, you are not entitled to any additional pay 
and benefits will cease on the last day worked.

Your total PTO time is outlined in the chart below.  

Leaders Teachers

Total days per year 36 54

Days in summer 12 30

Days during school year 24 24*

* Teachers of grades K-2 may have an additional 4 days off during spring recess.

Personal Day 

In addition to the scheduled breaks, we recognize that you may need a day to tend to something 
personal. For these times we offer one personal day after 3 months of employment. Employees 
should submit a request for a personal day to their principal with ample notice. 

Attendance Incentive Award 

At the conclusion of the academic year, full-time teachers with attendance (not one day 
missed!) will receive an award for their outstanding commitment to our scholars. Employees in the 
following positions are eligible for a $500 bonus* at the end of the fiscal year:  

Lead Teacher
CTT Teacher
Science Teacher
Associate/Assistant Teacher
Special Education Teacher
School Psychologist 
Speech and Occupational Therapist (only if full-time) 
Specials Teacher (Athletics, Chess, Art, Dance, Music, only if full-time) 
Teacher Aide

*The bonus will appear in your last paycheck and will be subject to tax.



School Operations

During school year, school operations staff is strongly encouraged to take PTO at the same time as 
the students, teachers, and leaders.  In order to help you plan your vacations, we typically publish the 
academic calendar in April of the previous school year. That said, we know that you may get sick 
during the year or something unexpected might come up. If this happens, you need to reach out to 
your leader as soon as you know. Sick days, personal days, and vacation days all come out of your 
PTO. If an illness is so severe that you will be out for more than three consecutive days, you should 
contact Human Resources to discuss your options. 

Your PTO amount is built up during employment and does not roll over from one fiscal year to the 
next. You use it or lose it. (Our fiscal year is July 1st to June 30th.) With 52 weeks in a year and a 
biweekly payroll cycle, we divide the allotted PTO days by 26 to determine how many days an 
employee earns in each pay period. As of December 1, 2010, employees who terminate after having 
completed the 3-month probationary period will be paid for any unused PTO, as determined by 
Human Resources. Your total PTO time is outlined in the chart below. 

School 
Operations

PTO days per year 20

PTO days accrued per pay period 0.77

Additional holidays 2010-2011 11

Total vacation days 31

We encourage employees to request PTO at least one month in advance of expected time off.  The 
option of working from home is at the discretion of the employee’s manager. Employees who have 
been with Success Charter Network and Success Academies Network for 3 months are eligible to 
begin using PTO. Please note that you will accrue PTO during your first 3 months of employment. 

Any pre-existing and pre-approved plans that were agreed upon at the time of your employ will 
count as PTO days even if you haven’t accrued them yet. In the first half of the fiscal year (July – 
December), an employee may borrow up to 5 days of PTO.

Hourly employees and salaried employees who work a modified schedule are not eligible for PTO. 

Network Staff

In order to help you plan your vacations, we typically publish the office closures calendar in April of 
the previous year.  That said, we know that you may get sick during the year or something 
unexpected might come up. If this happens, you need to reach out to your supervisor as soon as you 
know. Sick days, personal days, and vacation days all come out of your PTO. If an illness is so 
severe that you will be out for more than three consecutive days, you should contact Human 
Resources to discuss your options. 

Your PTO amount is built up during employment and does not roll over from one fiscal year to the 
next. You use it or lose it. (Our fiscal year is July 1st to June 30th.) With 52 weeks in a year and a 
biweekly payroll cycle, we divide the allotted vacation days by 26 to determine how many days an 



employee earns in each pay period. As of December 1, 2010, employees who terminate after having 
completed the 3-month probationary period will be paid for any unused PTO, as determined by 
Human Resources.  Your total PTO time is outlined in the chart below. 

Network
Directors

Network 
Below Director

(After First 
Year)

Network 
Below Director

(First Year)

PTO days per year 25 20 15

PTO days accrued per pay period 1.04 0.77 0.58

Additional holidays in 2011 11 11 11

Total vacation days 36 31 26

We encourage employees to request PTO at least one month in advance of expected time off.  
Employees who have been with Success Charter Network and Success Academies for 3 months are 
eligible to begin using PTO. Please note that you will accrue PTO during your first 3 months of 
employment.

Any pre-existing plans that you may have within the first 3 months of employment must be 
discussed and approved during the hiring process. In the first half of the fiscal year (July – 
December), an employee may borrow up to 5 days of PTO. 

Success Charter Network and Success Academies will be closed on the following holidays during the 
2010 and 2011 calendar years.

Date Holiday
2010

Friday, January 1 New Year’s Day
Monday, January 18 Birthday of Martin Luther King, Jr.
Monday, February 15 Washington’s Birthday
Monday, May 31 Memorial Day
Monday, July 5 Independence Day
Monday, September 6 Labor Day
Monday, October 11 Columbus Day
Thursday, November 25 Thanksgiving Day
Friday, November 26 Day After Thanksgiving
Thursday, December 23 Christmas Eve Day
Friday, December 24 Christmas Day
Thursday, December 30 New Year’s Eve Day
Friday, December 31 New Year’s Day (2011)

2011
Monday, January 17 Birthday of Martin Luther King, Jr.
Monday, February 21 Washington’s Birthday
Monday, May 30 Memorial Day



Monday, July 4 Independence Day
Monday, September 5 Labor Day
Monday, October 10 Columbus Day
Thursday, November 24 Thanksgiving Day
Friday, November 25 Day After Thanksgiving
Friday, December 23 Christmas Eve Day
Monday, December 26 Christmas Day
Friday, December 30 New Year’s Eve Day

If you are a member of the United States Army, Navy, Air Force, Marine, Coast Guard, National 
Guard, Reserves or Public Health Service you will be granted an unpaid leave of absence for military 
service, training or related obligations in accordance with the Unified Services Employment and Re-
employment Act of 1995 (USERRA).

Success Charter Network and Success Academies offers primary and seconday parenting leave to 
salaried employees who have completed at least six (6) months of continuous employment according 
to the following parameters: 

Success Charter Network and Success Academies will offer twenty (20) days of paid primary 
parenting leave in the event of birth/adoption of a child. 
Success Charter Network and Success Academies will offer ten (10) days of paid secondary 
parenting leave in the event of birth/adoption of a child. 
Additional unpaid leave may be arranged at the discretion of Human Resources. 

It is the policy of Success Charter Network and Success Academies to encourage employees to 
balance their work and family life by taking reasonable unpaid leave for certain circumstances that 
affect the family.  Success Charter Network and Success Academies generally will grant up to twelve 
(12) weeks of unpaid family or medical leave to an employee who was worked for Success Charter 
Network and Success Academies for at least twelve (12) months (not necessarily consecutive) and 
has worked at least 1,250 hours in the last 12 months. An employee may be eligible for this leave 
under the federal Family & Medical Leave Act of 1993 (the “Family & Medical Leave Act”), or it 
otherwise may be granted at the discretion of Human Resources or the COO.  Under the Family & 
Medical Leave Act, an employee may be eligible for family leave for the birth, adoption, foster care 
or placement for permanent care of a new child, or for the care of a family member with a serious 
health condition.  An employee may also be eligible for medical leave for a serious health condition 
of his or her own.  In addition, an employee may be eligible for military family leave if a spouse, son, 
daughter or parent of the employee is on active duty or has been notified of an impending call to 
active duty status, or if a spouse, son, daughter, parent or next of kin of is recovering from a serious 
illness or injury sustained in the line of duty and the employee is caring for such person.  For more 
information about eligibility and the amount of leave to which you may be entitled, please contact 
Human Resources. 

While an employee is on federally-mandated family, medical, or military family leave, Success 
Charter Network and Success Academies will maintain the employee’s health coverage under the 
same terms and conditions as active employees.  The employee will be expected to continue to make 
payments for his or her portion of applicable health insurance premiums.



In most cases, upon returning from leave, an employee will be allowed to resume his or her former 
position or another one with equal pay, seniority, benefits, and terms and conditions of employment.  
There are certain exceptions to this provision for certain key employees.  Employees who are going 
to be denied reinstatement will be notified of the denial when Success Charter Network and Success 
Academies determines such a denial is necessary.

Where possible, an employee must provide reasonable prior notice when requesting family, medical, 
or military family leave.  In addition, Success Charter Network and Success Academies may require 
an employee to submit certification from a health care provider to substantiate that leave is due to 
the serious health condition of the employee or the employee’s family member.  Certification may 
also be requested in cases of military family leave. 

You will be granted leave when summoned for jury duty.  Success Charter Network and Success 
Academies will pay salaried employees up to a maximum of two weeks (10 workdays) for actual time 
served on jury duty.  Hourly employees will not be paid for time served on jury duty beyond the 
payment mandated by law. You are required to report to work whenever the court schedule permits.  

Jury Duty

You must report your anticipated jury duty to your supervisor immediately upon receipt of the 
summons.  Upon completion of jury duty service, you must provide a copy of your “Completion of 
Jury Duty” notice to your supervisor who will forward a copy to the Human Resources for inclusion 
in your personnel file.         

Success Charter Network and Success Academies encourages you to fulfill your civic responsibility 
to serve jury duty, however, Success Charter Network and Success Academies may ask you to 
request a postponement from jury duty if, in Human Resources’ or the COO’s judgment, your 
absence would create serious operational difficulties.  Note that New York State automatically grants 
one request for postponement of jury duty.  Therefore, if a teacher or member of the administrative 
staff is called to jury duty for the first time during a school year, he or she is urged to reschedule jury 
duty for a school vacation or for the summer. 

You will continue to earn all benefits during jury duty leave. 

If you receive a duly issued subpoena to appear as a witness during work time, immediately notify 
your supervisor.  All subpoenas involving possible testimony about Success Charter Network and 
Success Academies, and your employment at Success Charter Network and Success Academies, 
must also be immediately reported to the your supervisor and Human Resources or the COO. 

Witness Subpoenas

Success Charter Network and Success Academies is committed to providing an environment that is 
free from harassment and coercion, where all employees can work together comfortably and 
productively.  Harassment is unacceptable under the law and will not be tolerated here.   Success 
Charter Network and Success Academies prohibits all types of harassment, including verbal 
harassment, based on an employee’s sex, race, religion, national origin, ethnicity, age, physical or 
mental disability, sexual orientation, or any other basis prohibited by federal, state, or local law. This 
prohibition applies in your relationships with all other employees, students, parents and guardians, 



visitors, and guests.  Likewise, Success Charter Network and Success Academies will not tolerate 
retaliation or reprisals of any type against any employee who complains of harassment or provides 
information in connection with any such complaint.   

Success Charter Network and Success Academies prohibits sexual harassment at any time of any 
employee, student, parent or guardian, visitor, guest, candidate for employment, or other person 
visiting the School’s premises.  Sexual harassment is a form of sex discrimination in violation of 
federal, state, and local law.  It includes unwelcome sexual advances, requests for sexual favors, 
sexually motivated physical contact, and other verbal or physical conduct when submission to such 
conduct is either explicitly or implicitly made a term or condition of employment or submission to 
or rejection of such conduct is used as the basis for employment decisions or when such conduct 
has the purpose or effect of unreasonably interfering with an individual's work performance or 
creating an intimidating, hostile, or offensive work environment. All of the same applies in 
connection with the educational or commercial relationships within Success Charter Network and 
Success Academies.  You cannot be forced to submit to such conduct as a basis for any employment 
decision, and the School will do its best to keep its workplace free of any conduct which creates an 
intimidating, hostile, or offensive work environment for you.  

Sexual Harassment

Sexual harassment applies to the conduct of a supervisor toward a subordinate, an employee toward 
another employee, a non-employee toward an employee, or an employee toward an applicant for 
employment, student, parent or guardian, visitor, or guest.  Sexual harassment can apply to conduct 
in any work-related setting outside the work place as well as at work.  The acts underlying sexual 
harassment need not be sexual in nature or take the form of overt sexual advances. Sexual 
harassment may consist of intimidation and hostility directed to an individual because of sex or 
sexual orientation, explicit or degrading verbal, written, or electronic comments of a sexual nature or 
persistent or unwelcome flirtation or requests for dates, especially if the behavior continues after a 
clear objection has been made.  It is not permissible for any Success Charter Network and Success 
Academies employee to engage in any form of sexual harassment.  An occasional compliment of a 
socially acceptable nature is not sexual harassment.  Neither is consensual sexual behavior between 
adults, outside the workplace and welcome by both parties; however, those who engage in such 
relationships should be aware that questions regarding the actual freedom of choice of one of the 
parties may be raised later, especially when a superior/subordinate relationship exists between them.  

Some employers prohibit employees from dating, or entering into consensual romantic relationships 
with other employees to prevent the risk of harassment in the workplace.  With certain 
exceptions that are discussed below, Success Charter Network and Success Academies does not feel 
that such a prohibition against dating is necessary, provided:  

Dating Policy

Both parties mutually and voluntarily consent to the relationship;  
The relationship does not affect judgment or performance of duties of involved 
employees; 
The relationship does not negatively impact the work environment; 
You use discretion;  
You notify Human Resources immediately in the event of a conflict. 



Although this policy does not prohibit the development of friendships or romantic relationships 
between coworkers, it does establish very clear boundaries as to how such relationships must be 
conducted during working hours.  In addition, such relationships are subject to the following 
limitations:

Supervisors may not date subordinates; and subordinates may not date supervisors. For 
instance, Principals, Assistant Principals, Junior Leaders, or Deans of Students may not 
date any Lead Teachers, Associate Teachers, Assistant Teachers, Teacher Aides, Tutors, 
Specials Teachers, or Special Education Teachers or any school-based staff in the same 
school.  

Network Directors may not date any subordinates they manage directly or indirectly. 
This includes Assistant Directors, Managers, Associates, Assistants, Interns as well as 
School-based staff.  Individuals in supervisory relationships or other influential roles are 
subject to more stringent requirements under this policy due to their access to sensitive 
information and their ability to influence others.  

No employee of the Human Resources Department is allowed to date any employee of 
Success Charter Network and Success Academies.

Relationships between people of differing levels of power even if they are in different departments 
or organizations can create issues.  For example, a relationship between the head of a department at 
Success Charter Network and a Success Academies teacher, or a principal at one Success Academy 
and a teacher at another Success Academy, could create complications.  Although such relationships 
are not necessarily prohibited, they should be disclosed to Human Resources. Therefore, any 
employee who is in a supervisory role is required to notify Human Resources immediately before 
engaging in any romantic relationship with an employee of the Success Charter Network and 
Success Academies.

Other prohibited harassment consists of verbal or physical conduct which degrades or shows 
hostility or aversion toward an individual in whole or in part because of his/her race, color, 
religion/creed, gender, national origin, age, disability, citizenship, marital status, or other prohibited 
basis.  This type of harassment does not belong in our workplace or in any work-related setting 
outside the workplace. The same prohibition applies in relationships to students, parents or 
guardians, visitors, and guests. The Success Charter Network and Success Academies will not 
tolerate such behavior. 

Other Harassment 

If an employee believes that he or she has been harassed by any Success Charter Network and 
Success Academies employee, student, vendor, client, or other school contact, the employee should 
immediately report the incident to your supervisor.  If the supervisor is involved in the reported 
conduct, or for some reason the employee feels uncomfortable about making a report to the 
supervisor, the employee should report directly to Human Resources. 

Any person who sees or hears about conduct that may constitute harassment under this policy 
should immediately contact Human Resources. 



Success Charter Network and Success Academies accepts no liability for the harassment of one 
employee by another employee.  An individual who in any way harasses another employee is 
personally liable for such actions and their consequences.  Success Charter Network and Success 
Academies will normally not provide legal, financial, or any other assistance to an individual accused 
of harassment if a legal complaint is filed. 

Success Charter Network and Success Academies will investigate any such report and will take 
whatever corrective action is deemed necessary, including disciplining any individual who is believed 
to have violated these prohibitions against harassment and retaliation. 

Investigation and Response

All employees have a duty to cooperate in Success Charter Network and Success Academies’
investigation of alleged harassment.  Failure to cooperate or deliberately providing false information 
during an investigation shall be grounds for disciplinary action, including termination. 

Success Charter Network and Success Academies will not retaliate, nor will it tolerate retaliation, 
against employees who complain in good faith about harassment. 

During investigations, confidentiality will be maintained to the extent practical and appropriate 
under the circumstances.  Success Charter Network and Success Academies will maintain 
confidential records of all complaints and how each was investigated and resolved. 

Confidentiality

Employees
Summary of Responsibilities

To refrain from all conduct which might be considered discrimination or harassment. 
To report complaints to your supervisor or Human Resources, who will treat such 
information with sensitivity to its confidential nature. 
To cooperate reasonably in any investigation conducted by Success Charter Network and 
Success Academies or its agent.

Supervisors
To maintain a workplace free of discrimination, harassment, and intimidation. 
To inform employees of Success Charter Network and Success Academies policy 
prohibiting discrimination and harassment and of their right to bring complaints of this 
nature, confidentially, to the Administration. 
To report all complaints of discrimination and harassment to the Administration. 
To investigate promptly each complaint and, where the investigation confirms the 
allegation, to take appropriate corrective action, up to and including discharge. 
To be sensitive to the confidential nature of these matters and to the privacy of all 
parties involved in such complaints.
To not retaliate against any employee for bringing a complaint in good faith. 

Alcohol and illegal drugs in the workplace are a danger to us all.  They impair safety and health, 
promote crime, lower productivity and quality, and undermine public confidence in the work that 
we do.  Employees who work while under the influence of alcohol or drugs present a safety hazard 



to themselves, their co-workers, and our students.  In addition, employees who work under the 
influence of alcohol or drugs threaten the reputation and integrity of the school. 

It is the policy of Success Charter Network and Success Academies to create a drug-free workplace 
in keeping with the spirit and intent of the Drug Free Workplace Act of 1988. The unlawful 
manufacture, distribution, dispensation, possession, sale, or use of a controlled substance in the 
workplace or while engaged in business off premises, such as at a scholar’s home, is strictly 
prohibited. 

To maintain a safe, efficient, and alcohol/drug-free work environment, drug and/or alcohol testing 
may be required if Success Charter Network and Success Academies has a reasonable suspicion you 
are under the influence of alcohol or drugs in violation of this guideline. The results of any test 
conducted under this guideline will be treated in a confidential manner. 

To educate employees on the dangers of drug abuse, employees may be periodically required to 
attend information and training sessions regarding alcohol and illegal drug dangers, treatment 
resources, and workplace policy. Employees convicted of controlled-substance-related violations, 
including pleas of nolo contendere (i.e. no contest), must inform Success Charter Network and Success 
Academies within five calendar days of such conviction or plea. 

Employees who violate any aspect of this policy may be subject to disciplinary action up to and 
including termination. At its discretion, Success Charter Network and Success Academies may 
require employees who violate this policy to successfully complete a drug abuse assistance or 
rehabilitation program as a condition of continued employment. 

Smoking or other tobacco use is not permitted on any school grounds, as required by New York 
State law. “School grounds” means any building, structure, and surroundings outdoor grounds 
contained within a public or private pre-school, nursery school, elementary or secondary school.  
Smoking also is not permitted in any Success Charter Network and Success Academies building. 

Success Charter Network and Success Academies is committed to preventing workplace violence. 
Success Charter Network and Success Academies has adopted the following guidelines to deal with 
intimidation, harassment, or other threats of (or actual) violence that may occur during business 
hours or on its premises. 

All employees, including supervisors and temporary employees, should be treated with courtesy and 
respect at all times.  You are expected to refrain from fighting, rowdy behavior, or other conduct 
that may be dangerous to others.  You may not bring firearms, weapons, or other dangerous or 
hazardous devices or substances onto Success Charter Network and Success Academies premises.

Success Charter Network and Success Academies will not tolerate conduct that threatens, 
intimidates, or coerces another employee, a Success Charter Network and Success Academies 
student, visitor, guest, or candidate for employment.  This prohibition includes all acts of 
harassment, including harassment that is based on an individual’s gender, race, age, or any 
characteristic protected by federal, state, or local law. (See the Success Charter Network and Success 
Academies No Harassment Policy).



Immediately report violence or threats of violence, both direct and indirect, to a supervisor.  This 
includes threats by employees, students, or visitors.  Reports should be as specific and detailed as 
possible. 

Success Charter Network and Success Academies will promptly and thoroughly investigate all 
reports of violence or threats of violence and of suspicious individuals or activities.  The identity of 
the individual making a report will be protected as much as is practical.  In order to maintain 
workplace safety and the integrity of its investigation Success Charter Network and Success 
Academies may suspend employees, either with or without pay, pending investigation. 

Anyone determined to be responsible for acts or threats of violence or other conduct in violation of 
these guidelines will be subject to disciplinary action up to and including termination of 
employment.

Success Charter Network and Success Academies encourages employees to bring their disputes or 
differences with other employees to the attention of their supervisors or the CEO or the Principal, 
as applicable, before the situation escalates into potential violence.  Success Charter Network and 
Success Academies is eager to assist in the resolution of employee disputes, and will not discipline 
you for raising such concerns. 



Your job performance will be reviewed regularly by your supervisor.  These evaluations provide 
both you and your supervisor the opportunity to discuss job tasks, identify and correct weaknesses, 
encourage and recognize strengths, and discuss purposeful approaches for meeting goals.  

Your evaluation, together with your written comments, may have a bearing on any personnel 
decisions involving you. 

We work closely with all employees to help them perform to the best of their abilities.  The 
frequency and method of performance evaluation varies, depending on your position.  Your 
supervisor will be able to discuss the means by which your job performance will be evaluated. 

Success Charter Network and Success Academies does not recognize the concepts of probationary 
appointments or tenured appointments.  Rather, it views each teacher as a professional and accepts 
the obligation of assisting each faculty member in maximizing her/his professional potential. 

Additional Information for Teachers

The administration and Board of Trustees of each Success Academy are committed to maximizing 
the educational experience of its pedagogical staff.  To that end, observations, reviews, and 
evaluations, will, in the first instance be made with the objective of enhancing the experience and 
ability of the teacher.  Observations will be provided by the administration frequently, both formally 
and informally, throughout each school year.  More frequent observations may occur with less 
experienced or new pedagogical staff.  Observations may be scheduled in advance or be 
unannounced, and may last for an entire lesson or any fraction thereof. 

The process of meeting with teachers to review evaluations generally begins in the winter and 
continues through the spring.  Success Charter Network and Success Academies also will begin 
advising teachers whether they should anticipate receiving an employment offer for the subsequent 
school year during that time.  Such advisement does not constitute a contract between the Success 
Academy Charter School and the employee.  In addition, the Board of Trustees of each Success 
Academy Charter School, its administrators and faculty recognize that employment is directly 
associated with the budget process and enrollment.  Success Charter Network and Success 
Academies cannot guarantee when employment advisements will be made and there is no guarantee 
of employment from one school year to the next. 

In the event of a problem or dispute with other personnel, students, or parents, an employee may 
submit a complaint following a process such as the one described below.  Careful documentation is 
key to a successful process.  All documentation is to be included in the personnel file.  Use the 
following process for resolving issues:

1. The employee will make a good faith effort to work with the immediate supervisor to 
resolve the conflict.  This effort will consist of problem identification, possible solutions, 
selection of resolution, process for implementation of resolution, and scheduling a follow-
up.  In the event that the complaint involves the immediate supervisor, the employee will 
work with that individual’s supervisor. 



2. If the issue is not resolved after a good faith attempt as outlined above, the employee may 
submit the grievance in writing to Human Resources, the COO, or the Board of Trustees. 



Your personnel file may include information such as your job application, resume, offer 
letters, contracts, benefit forms, work history salaries, vacations, sick days, employee 
evaluations, and correspondence concerning discipline.  Success Charter Network and 
Success Academies keeps your medical records in a file separate from your personnel file.  

The following information may be included in your personnel file: 
employment application and résumé, 
reference checks,
results of finger printing, 
records regarding certification,
college transcripts,
job descriptions, 
records relating to hiring, promotion, demotion, transfer, layoff, rates of pay 
and other forms of compensation, and education and training records,
records relating to other employment practices,
letters of recognition, 
disciplinary notices or documents, 
performance evaluations,
test documents used by an employer to make an employment decision, 
exit interviews, and
termination records.  

The following information will not be included in your personnel file: 
medical records,
insurance records, 
EEO/invitation to self-identify disability or veteran status records,
child support/garnishments, 
litigation documents, 
workers' compensation claims, and 
requests for employment/payroll verification. 

Personnel and medical files are the property of Success Charter Network and Success 
Academies and access to the files is restricted.  Subject to applicable law, the only persons 
allowed to review your files are supervisors that may have a legitimate reason to do so. 

It is your responsibility to immediately notify Human Resources, in writing, of any changes 
in personal data such as: 

home address, 
home telephone number and, if available, cell phone number, 
number of dependents, 
name of individual to notify in case of an emergency, 
change in marital status,



change in alien status, and
military status.

Failure to report the correct information may adversely affect the benefits to which you are 
entitled.  Providing false information may result in disciplinary action, including termination 
of your employment. 

Employees of Success Charter Network and Success Academies shall not, in any way, release 
any information about Success Charter Network and Success Academies, its activities, or the 
activities of its personnel except as normally required by their duties, unless expressly 
permitted by Human Resources or the COO , as applicable, and in conformity with the 
requirements of applicable laws or regulations. 

No employee shall publish, disclose, use, or authorize anyone else to publish, disclose, or 
use, or in any way cause to be published, disclosed, or used any private or proprietary 
information which such employee may in any way acquire, learn, develop, or create by 
reason of employment with Success Charter Network and Success Academies, unless 
otherwise provided by Human Resources of the COO, as applicable.  Any document or 
other material containing such information is required to be returned to Human Resources 
or the COO, as applicable, upon an employee’s termination or resignation. 

This policy reiterates our need for confidentiality in all aspects of your employment.  During 
your employment at Success Charter Network and Success Academies you may learn or 
work with and be entrusted with confidential and/or privileged information about fellow 
employees, administrators, school parents, students, or applicants.  You must exercise the 
highest degree of care not to disclose any such information, even inadvertently, to any 
unauthorized person in or outside of Success Charter Network and Success Academies.  

Confidential information includes but is not limited to: 
Student records 
Financial information 
Personnel records 
Payroll records
Computer programs, codes, processes and passwords 
Personnel information regarding school parents and students 

If you believe confidential information must be disclosed to a third party you should consult 
with Human Resources or the COO, as applicable, prior to the disclosure.  There is no 
excuse for the unauthorized disclosure of confidential information.  Failure to follow this 
policy will result in disciplinary action including termination. 

Your obligations under this policy continue after your termination of employment. 

No person other than the applicable Board of Trustees, COO, CEO, or Human Resources, 
or their respective designee is authorized to respond either verbally or in writing to 



personnel inquiries of any type about any employee of Success Charter Network and Success 
Academies.

There may be occasions when staff members are contacted by members of the media, 
government agencies or special interest groups requesting information about Success 
Charter Network and Success Academies, the industry or other business- or education-
related topics.  If this situation occurs, staff members are instructed to ask the person 
making the request to contact Human Resources or the COO,  as applicable.  If the person 
making the request persists, staff members should proceed as follows: 

Be courteous. 
Explain that he or she is not authorized to release such information. 
Ask for the person’s contact information and the organization that he or she 
represents.
Advise the person that the information will be forwarded to the appropriate 
Success Charter Network and Success Academies representative.
Immediately advise a supervisor of the incident. 

To maintain safety and security, only authorized visitors are allowed on Success Charter 
Network and Success Academies premises.  We request that no visitors (children, parents, 
spouse, or friends or employees) come to Success Charter Network and Success Academies 
premises without official prior approval from Human Resources or the COO, as applicable.  
Unless staff has planned visits in their schedules, the presence of visitors at schools may 
negatively reflect on classroom activities causing unwarranted disruption and the loss of 
instructional time. 

Employees are not permitted in accordance with the Conflict of Interest Provision contained 
in this handbook to accept personal gifts of any kind of a value exceeding twenty dollars 
($20.00) – including but not limited to money, goods, food, entertainment, or services – 
directly or indirectly from: 

Individuals, schools, or companies serving as vendors or potential vendors 
for this school; 
Elected officials or their representatives; 
Candidates for public office or their representatives; or  
Political party officials or their representatives. 

Offers of such gifts in excess of $20.00, even when refused, must be communicated 
immediately by the employee receiving such an offer to Human Resources or the COO, as 
applicable.  The COO, including in instances where such gifts are intended for and will be 
used by the Success Charter Network and Success Academies school, may make exceptions. 

At Success Charter Network and Success Academies, we believe school uniforms and other 
mechanisms for school culture are crucial to exemplary school performance.  We ask our 
students to be in uniform every day and our teachers to abide by a dress code.  We believe all 
members of our school community should be dressed for success and ready to achieve.   All 
faculty and staff are required to be in business casual attire, without expection.  We expect 



our staff to look neat and professional at all times.  We ask our male teachers to wear 
button-down shirts and ties with trousers or khaki pants. We ask our female teachers to wear 
trousers, skirts with a blouse or sweater, or a dress.  Since our school-based staff is always on 
the go, we understand that you may need to wear comfortable shoes or sneakers.

ACCEPTABLE NOT ACCEPTABLE
Flats
Pumps 
Dress shoes
Sneakers (single-color) 
Ties
Button-down shirts 
Blouses
Sweaters
Tops that allow you to lean over without 

revealing in front or behind 
Cotton/wool/corduroy trousers 
Khaki pants 
Capri pants 
Skirts long enough to sit on the rug 
Shirtdresses
Dresses

Flip-flops
Strappy sandals 
Leggings as pants (even with a tunic) 
Denim of any kind 
Corduroy pants shaped as jeans 
Spaghetti strap tops 
Strapless tops 
Sheer tops 
Tops that bare the midriff 
Low-cut tops 
Shorts 
Short skirts/dresses 
Sweats
Frayed clothing 
T-shirts (even with the school logo) 
Hats
Revealing tattoos

In the interest of efficiency and security, Success Charter Network and Success Academies’ 
general policy is to restrict solicitations or distributions by employees to non-work areas 
during non-work time.  Employees are prohibited from soliciting or distributing literature in 
work areas or during work time.  Solicitation or distribution of literature of any kind by non-
employees is not permitted on premises at any time.

You are responsible for observing certain rules of behavior and conduct.  The purpose of 
these rules is not to restrict your rights, but rather to be certain that you understand what is 
expected.

It is not possible to list all the forms of behavior that are considered unacceptable in the 
workplace.  The following are examples of unacceptable conduct that may result in 
disciplinary action, up to and including termination of employment: 

Theft or inappropriate removal or possession of property 
Falsification of timekeeping records
Working under the influence of alcohol or illegal drugs 
Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the 
workplace, while on duty, or while operating employer-owned vehicles or 
equipment 
Fighting or threatening violence in the workplace 
Boisterous or disruptive activity in the workplace 



Negligence or improper conduct leading to harm to others or to damage of 
employer-owned property 
Insubordination or other disrespectful conduct (including refusal to follow your 
supervisor’s lawful directives)
Violation of safety or health rules 
Smoking in prohibited areas 
Sexual or other unlawful or unwelcome harassment 
Possession of dangerous or unauthorized materials, such as explosives or 
firearms, in the workplace or while at work outside the workplace
Excessive absenteeism or any absence without notice
Unauthorized use of telephones, mail system, Internet access, computers, or 
other employer-owned equipment 
Unauthorized disclosure of business "secrets" or confidential information 
Violation of personnel policies 
Unsatisfactory performance or conduct

Some of the unacceptable forms of behavior are separately discussed in more detail 
elsewhere in this handbook.  Other misconduct will be evaluated based on the specific facts 
and circumstances.  Therefore, as a Success Charter Network and Success Academies 
employee you are expected to conduct your personal life to avoid unfavorable reflection 
upon Success Charter Network and Success Academies. 

Computer, Electronic and Voice Mail
This policy establishes rules governing employee use of Success Charter Network and 
Success Academies’ computer network, and options for electronic mail (“e-mail”) and
telephone message handling (“voicemail”) services and Internet access.  Success Charter 
Network and Success Academies has developed this policy and these rules to ensure that 
everyone understands how these options function and the limits that apply.   

All Success Charter Network and Success Academies equipment, including desks, computers 
and computer systems, computer software, diskettes, e-mail, voicemail, and other physical 
and electronic items are for work use only, provided that you may send and receive necessary 
and appropriate personal messages on your office voicemail and/or through office e-mail 
and that such use remains extremely limited.  All communications and information 
transmitted by, received from, or stored in these systems are Success Charter Network and 
Success Academies records and property of Success Charter Network and Success 
Academies.  You have no right to personal privacy in any matter stored in, created, received, 
or sent over the Success Charter Network and Success Academies computer, e-mail, 
Internet, or voicemail system.

Success Charter Network and Success Academies at all times retains the right, without 
notice, to search all directories, indices, diskettes, files, databases, e-mail messages, voicemail 
messages, internet access logs and any other electronic transmissions contained in or used in 
conjunction with Success Charter Network and Success Academies’ computer, e-mail, 
voicemail, and Internet access systems and equipment. 



Computer, e-mail, and voicemail messages you delete or erase may remain stored in Success 
Charter Network and Success Academies’ computer server or telephone system.  By placing 
information on Success Charter Network and Success Academies’ computer system, you 
give Success Charter Network and Success Academies the right to edit, delete, copy, 
republish, and distribute such information.   

Success Charter Network and Success Academies’ Harassment Prevention Policy and 
Success Charter Network and Success Academies’ policy with respect to Confidential 
Information apply to all forms of communication including written, e-mail, and voicemail.

All Success Charter Network and Success Academies systems require users to identify 
themselves with a user ID and password to obtain network access.  Unauthorized use of 
systems without making this identification or by bypassing this process is a violation of 
Success Charter Network and Success Academies policy.  You should make every effort to 
safeguard your password.   

Sharing your network access with other users is strictly prohibited.  

If Success Charter Network and Success Academies provides you access to an internet 
service such as web-browsing, such access is only for work use.  This restriction includes any 
internet service which is accessed on or from Success Charter Network and Success 
Academies premises using Success Charter Network and Success Academies computer 
equipment or via Success Charter Network and Success Academies-paid access methods 
and/or used in a manner that identifies you with Success Charter Network and Success 
Academies.  Very limited or incidental use of Internet services for personal, non-business 
purposes is acceptable.  However, personal use must be infrequent and must not: 

Involve any prohibited activity (see Prohibited Activities);
Interfere with your productivity or the productivity of your co-workers;
Consume system resources or storage capacity on an ongoing basis; or 
Involve large file transfers or otherwise deplete system resources available for 
business purposes  

Note:  Employees must take the necessary anti-virus precautions before downloading or 
copying any file.  If you become aware of any potential virus, notify your supervisor 
immediately.

The following guidelines have been established to help ensure responsible and productive 
Internet usage and you are strictly prohibited from using Success Charter Network and 
Success Academies -provided computer, e-mail, voice-mail and internet access services in a 
manner contrary to the following “Prohibited Activities”: 

All Internet data composed, transmitted, or received is subject to disclosure to law 
enforcement or third parties.  Therefore all information must be accurate, 
appropriate, ethical and lawful. 
Data composed, transmitted, accessed, or received must not contain content that 
could be considered discriminatory, offensive, pornographic, obscene, threatening, 
harassing, intimidating, or disruptive to any employee or other person.  Examples of 



unacceptable content may include, but are not limited to, sexual comments or 
images, racial slurs, offensive gender-specific comments, or any other comments or 
images that could reasonably offend someone on the basis of race, age, sex, religion 
or political beliefs, national origin, disability, sexual orientation, or any other 
characteristic protected by law.  Sending uninvited e-mail of a personal nature is also 
prohibited. 
The unauthorized use, installation, copying, receipt or distribution of copyrighted, 
trademarked, or patented material is prohibited. 
The deliberate alteration of system files or accessing any restricted files of Success 
Charter Network and Success Academies is prohibited as is the use of Success 
Charter Network and Success Academies’ computer resources to create or propagate 
computer viruses, cause damage to the Success Charter Network and Success 
Academies computer files or to disrupt computer services. 
Making changes to computer configurations without permission from the technology 
department is strictly prohibited and is a violation of Success Charter Network and 
Success Academies policy.  Prohibited changes to computer configurations include, 
but are not limited to, installing software, modifying the operating system or installed 
applications, adding additional hardware or moving computer systems from their 
assigned locations. 

Success Charter Network and Success Academies purchases and licenses the use of various 
computer software for business purposes only and does not own the copyright to this 
software or its related documentation and therefore Success Charter Network and Success 
Academies does not have the right to reproduce such software for use except as expressly 
provided in the license or purchase agreement.  Success Charter Network and Success 
Academies expressly prohibits the illegal duplication of software and its related 
documentation. 

As an employee, you should not expect privacy with respect to any of your activities using 
the Success Charter Network and Success Academies-provided e-mail, voice-mail or Internet 
access or services.  Success Charter Network and Success Academies reserves the right to 
review or otherwise monitor any files, messages, or communications sent, received, or stored 
in the Success Charter Network and Success Academies computer or telephone systems. 

If you violate this policy, you are subject to discipline, up to and including termination of 
employment.  If you use the Success Charter Network and Success Academies computer 
system for defamatory, illegal, or fraudulent purposes, you may also be subject to civil 
liability and criminal prosecution. 

Use of the Phone and Copiers 
Success Charter Network and Success Academies’ phones are provided for business use.  
Personal calls to and from the Success Charter Network and Success Academies are to be 
held to a minimum.  You must charge any personal toll calls/long distance to your home 
phone or to a phone card.  

You may not use photocopiers for personal purposes, and you may not photocopy 
copyrighted materials without prior authorization.   



Reporting Responsibility
Success Charter Network and Success Academies’ Code of Ethics and Standard of Conduct 
(“Code”) requires all employees to observe high standards of business and personal ethics in 
the conduct of their duties and responsibilities and to comply with all applicable laws and 
regulations.  As an employee and representative of Success Charter Network and Success 
Academies, you must practice honesty and integrity in fulfilling your responsibilities.  
Furthermore, employees are expected to report violations or suspected violations of Success 
Charter Network and Success Academies’ Code in accordance with this policy.

No Retaliation
No employee who in good faith reports a violation of the Code shall suffer harassment, 
retaliation, or adverse employment consequence.  An employee who retaliates against 
someone who has reported a violation in good faith is subject to disciplinary action up to 
and including termination of employment. 

Reporting Violations
Success Charter Network and Success Academies maintains an open door policy and 
suggests that employees share their questions, concerns, suggestions, or complaints with 
someone who can address them properly.  In most cases, an employee’s supervisor is in the 
best position to address areas of concern.  However, if you are not comfortable bringing a 
concern to your supervisor, or if you are not satisfied with your supervisor’s response, you 
are encouraged to speak with Human Resources or the COO, as applicable.

Handling of Reported Violations
Success Charter Network and Success Academies will investigate any credible, reported 
violations and will take whatever corrective action is deemed necessary, including 
disciplining any individual who is believed to have committed a violation. 

All employees have a duty to cooperate in Success Charter Network and Success Academies’ 
investigation.  Failure to cooperate or deliberately providing false information during an 
investigation shall be grounds for disciplinary action, including termination.  



The Americans with Disabilities Act (ADA) of 1990, as amended, is a civil rights act 
prohibiting discrimination against individuals with disabilities in employment, public services 
and transportation, public accommodations, and telecommunications. 

Success Charter Network and Success Academies is committed to complying with all 
applicable provisions of the ADA, including the requirement to provide a reasonable 
accommodation to any qualified employee or applicant with a known qualified disability 
unless it would impose an undue hardship on Success Charter Network and Success 
Academies.  Individuals who believe they need an accommodation to perform their jobs 
should submit a written request to Human Resources with appropriate medical 
documentation to support their request, describing the activities that can and cannot be 
performed.  Consideration of a request for an accommodation may be delayed or denied if 
the appropriate documentation is not provided in a timely manner. 



Safety & Security 
Consistent with federal OSHA requirements and to protect the well-being of employees, 
Success Charter Network and Success Academies recognizes a need to limit the potential 
harmful effects of occupational exposure to blood and other potentially infectious bodily 
fluids where exposure to these materials (primarily hepatitis B and human immunodeficiency 
virus (HIV/AIDS)) could result in infection, illness, or death of employees.  The policy 
covers all Success Charter Network and Success Academies employees but particularly those 
who may reasonably anticipate coming into contact with these materials as a result of their 
job duties.  If your job duties may put you into this category, Success Charter Network and 
Success Academies will provide you with appropriate information.



It is imperative that Success Charter Network and Success Academies, both in reality and in 
perception be deemed to operate solely in the best interests of the students it serves.  Any 
taint to its reputation will significantly impact the mission of Success Charter Network and 
Success Academies.  As an employee of Success Charter Network and Success Academies 
you are to be ever mindful of the need to conduct yourself both in and outside of the 
workplace in a manner that will not adversely reflect on the reputation of Success Charter 
Network and Success Academies.  

You have an obligation to conduct your affairs within guidelines that prohibit actual or 
potential conflicts of interest.  Any actual or potential conflict of interest occurs when you 
are in a position to influence a decision that may result in a personal gain for you, for a 
relative or for anyone else who has a close personal relationship with you as a result of 
Success Charter Network and Success Academies business dealings.  For the purpose of this 
policy, a relative or a person with a close personal relationship is any person who is related 
by blood or marriage, or whose relationship with you is similar to that of persons who are 
related by blood or marriage. 

If you have any influence in transactions involving purchases, contracts, or supplies it is 
imperative that you disclose that relationship to the CEO or Principal, as applicable, 
immediately so that safeguards can be established to protect all parties.

Personal gain may result in instances where you or your relative or one with a close personal 
relationship has a significant ownership in the vendor or firm with which Success Charter 
Network and Success Academies does business.  As noted elsewhere, accepting a gift from a 
vendor or business doing business with Success Charter Network and Success Academies is 
prohibited. 





Is direct, specific, consistent, and tenacious in communicating and enforcing very high expectations.
Clearly communicates and consistently enforces high standards for student behavior

Announces and posts classroom rules and punishments.
Comes up with rules and punishments as events unfold during the year.

Successfully inculcates class routines so that students maintain them throughout the year.
Teaches routines and has students maintain them all year.

Tries to train students in class routines but many of the routines are not maintained.
Does not teach routines and is constantly nagging, threatening, and punishing students.

Has a highly effective discipline repertoire and can capture and hold students’ attention any time.
Has a repertoire of discipline “moves” and can capture and maintain students’ attention.

Has a limited disciplinary repertoire and students are frequently not paying attention.
Has few discipline “moves” and constantly struggles to get students’ attention.

Exudes high expectations and determination and convinces all students that they will master the 
material.

Conveys to students: This is important, you can do it, and I’m not going to give up on you.
Tells students that the subject matter is important and they need to work hard.

Gives up on some students as hopeless.

Shows students exactly what’s expected by posting essential questions, goals, rubrics, and exemplars.
Gives students a clear sense of purpose by posting the unit’s essential  questions and the lesson’s goals.

Tells students the main learning objectives of each lesson.
Begins lessons without giving students a sense of where instruction is headed.

Always presents material clearly and explicitly, with well-chosen examples and vivid and appropriate 
language.

Uses clear explanations, appropriate language, and good examples to present material.
Sometimes uses language and explanations that are fuzzy, confusing, or inappropriate.

Often presents material in a confusing way, using language that is inappropriate.

Gets all students highly involved in focused work in which they are active learners and problem-
solvers.

Has students actively think about, discuss, and use the ideas and skills being taught.
Attempts to get students actively involved but some students are disengaged.

Mostly lectures to passive students or has them plod through textbooks and worksheets.










































