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OVERALL POLICIES 
MISSION, VISION AND CORE VALUE  

NBHS MISSION 
To create the best educational environment for students who are seeking a New Beginning. 
 
NBHS VISION 
NBHS will transform each student academically and socially to be productive independent 
members of society. 
 
CORE VALUES 
NBHS believes that a holistic approach through strong relationships will result in successful 
outcomes for our students. We are committed not only in their high school academic success but 
to their futures. Mediocrity is not an option. Respect is modeled through our adherence to NBHS 
mission, vision and policy. We believe that it is our personal responsibility to care about and guide 
each and every student through the barriers of life to the pursuit of excellence. 

EQUAL OPPORTUNITY ORGANIZATION 

No employee, student, or applicant shall on the basis of race, color, national origin, sex, disability, 
marital status, age, religion, or any other basis prohibited by law be excluded from participation 
in, be denied the benefits of, or be subjected to discrimination under any educational program or 
activity or in any employment conditions or practices, conducted by New Beginnings High School. 
 
Statutory Authority: Section Florida Statutes Law Implemented: Section 228.2001, Florida 
Statutes 

DISCRIMINATION, HARASSMENT, AND RETALIATION 

 
NBHS does not discriminate against anyone within the general operations of the organization, and 
to any bias prohibited by applicable law or regulation. 
 
NBHS is committed to an environment in which all individuals are treated with respect and dignity. 
We believe that each individual has the right to work in a professional atmosphere that promotes 
equal employment opportunities and prohibits discriminatory practices, including harassment. 
Therefore, the organization expects that all relationships among persons in the workplace will be 
business-like and free of bias, prejudice and harassment. Thus the organization does not and will 
not tolerate discrimination against or harassment of or by our employees, students, vendors, or 
other persons. The term “harassment” includes, but is not limited to, slurs, jokes, and other verbal, 
graphic, or physical conduct relating to an individual’s race, color, sex (including discrimination 
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against or harassment of individuals of the same sex), pregnancy, religion, national origin, 
ancestry, citizenship, age, disability, worker’s compensation claims, marital, veteran or any other 
protected status. “Harassment” may include a range of subtle and not so subtle behaviors and also 
includes unwelcome or unwanted sexual advances, requests or demands for favors, offensive 
touching, and other types of conduct whether it be physical, verbal, graphic, or electronic 
communication, (including e-mail and facsimiles) of a harassing or sexual nature involving 
individuals of the same or different gender. This includes, but is not limited to:  

● Unwelcome or unwanted physical contact or sexual advances including, but not limited to, 
patting, grabbing, pinching, brushing-up against, hugging, cornering, kissing, fondling, or 
any other similar physical contact. 

● Unwelcome requests or demands for favors including, but not limited to, subtle or blatant 
expectations, pressures, requests or demands for sexual, unethical or illegal favors; or 
unwelcome requests for dates or contacts. Such unwelcome requests or demands may or 
may not relate to an implied or stated promise of preferential treatment, or a threat of 
negative consequences concerning employment, including, but not limited to, promotion, 
demotion, transfer, layoff, dismissal, pay or other form of compensation, and selection for 
training. 

● Verbal and written abuse or unwelcome kidding including, but not limited to, that which 
is sexually oriented, including same-sex harassment; commentary about an individual’s 
body, sexual prowess or sexual deficiencies; inappropriate comments about race, color, 
religion, sex, pregnancy, national origin, ancestry, citizenship, age, disability, workers 
compensation claims, marital, veteran or other protected status; dirty jokes or other jokes 
which are unwanted and considered offensive or tasteless; or comments, innuendoes, 
epithets, slurs, negative stereotyping, leering, catcalls or other actions that offend, whether 
sexually oriented or otherwise related to a prohibited form of discrimination or harassment. 

● Any form of behavior that unreasonably interferes with work performance, including, but 
not limited to, unwanted sexual attentions, comments, interruptions, or other 
communications, whether sexually oriented or otherwise related to a prohibited form of 
discrimination or harassment, that reduces productivity or time available to perform work 
related tasks or otherwise interferes with work performance. 

● Actions that create a work environment that is intimidating, hostile, abusive, or offensive 
because of unwelcome or unwanted conversations, suggestions, requests, demands, 
physical contacts or attentions, whether sexually oriented or otherwise related to a 
prohibited form of discrimination or harassment. 

● The distribution, display, or discussion of any written or graphic material, including 
calendars, posters, cartoons, or names, that belittles or shows hostility or aversion toward 
an individual, his/her relatives, friends or associates or a group because of race, color, 
religion, sex (including same sex discrimination or harassment), pregnancy, national 
origin, ancestry, citizenship, age, disability, worker’s compensation claims, marital, 
veteran or other protected status. 

 
All employees and applicants are covered by this policy and are strictly prohibited from engaging 
in any form of discriminatory or harassing conduct. Further, no employee has the authority to 
suggest to another employee or applicant that the individual’s employment, continued 
employment, or future advancement will be affected in any way by entering into, or refusing to 
enter into, a personal relationship. Such conduct is a direct violation of this policy. 
 
Conduct prohibited by this policy is unacceptable in the workplace and in any work related setting 
outside the workplace, such as business trips, business meetings and business related social events. 
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Violation of this policy will subject an employee to disciplinary action, up to and including 
immediate dismissal. 
 
 
NON-FRATERNIZATION POLICY 
New Beginnings High School (NBHS) desires to avoid misunderstandings, actual or potential 
conflicts of interest, and complaints of favoritism, possible claims of sexual harassment, and the 
employee morale and dissension problems that can potentially result from romantic relationships 
involving managerial and supervisory employees in the organization or certain other employees in 
the organization. 
 
Accordingly, managers and supervisors are discouraged from fraternizing or becoming 
romantically involved with one another or with any other employee of the organization.  
Additionally, all employees, both managerial and non-managerial, are discouraged from 
fraternizing or becoming romantically involved with other employees, when, in the opinion of the 
organization, their personal relationships may create a conflict of interest, cause disruption, create 
a negative or unprofessional work environment, or present concerns regarding supervision, safety, 
security, or morale. Personal relationship is defined as a relationship between individuals who 
have or have had a continuing relationship of a romantic or intimate nature. 
 
An employee involved with a supervisor or fellow employee should immediately and fully disclose 
the relevant circumstances to their supervisor so that a determination can be made as to whether 
the relationship presents an actual or potential conflict of interest.  If an actual or potential conflict 
exists, NBHS may take whatever action appears appropriate according to the circumstances, up to 
and including transfer or dismissal.  Failure to disclose facts may lead to disciplinary action, up to 
and including dismissal. 
 
All employees should also remember that NBHS maintains a strict policy against unlawful 
harassment of any kind, including sexual harassment (see Discrimination, Harassment, and 
Retaliation section of the NBHS Employee Handbook). NBHS reserves the right to take prompt 
action if an actual or potential conflict of interest arises concerning individuals who occupy 
positions at any level. NBHS will vigorously enforce this policy consistent with all applicable 
federal, state, and local laws. 
 
Any employee who feels they have been disadvantaged as a result of this policy, or who believes 
this policy is not being adhered to, should make their feelings known to the People Department or 
their direct supervisor.  
 
RETALIATION PROHIBITED 
 
NBHS prohibits retaliation against any individual who reports discrimination or harassment or 
participates in an investigation of such reports. Retaliation against an individual for reporting 
harassment or discrimination or for participating in an investigation of a claim of harassment or 
discrimination is a serious violation of this policy and, like harassment or discrimination itself, 
will be subject to disciplinary action, up to and including dismissal. 
 
REPORTING PROCEDURES AND INVESTIGATION 
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NBHS strongly urges the reporting of all incidents of discrimination, harassment or retaliation, 
regardless of the offender’s identity or position. Individuals who believe they have experienced 
conduct they believe is contrary to the organization’s policy or who have concerns about such 
matters should file their complaints with the People Department, whereupon the matter will be 
discreetly and thoroughly investigated. The organization will then take immediate steps to stop 
any behavior which violates this policy and see that it does not repeat itself. Disciplinary action, 
up to and including dismissal, calculated to end the discrimination or harassment, will be taken, 
when appropriate, against the offender(s). 
 
Employees who have experienced inappropriate conduct according to this policy have an 
obligation to take advantage of this complaint procedure. An employee’s failure to fulfill this 
obligation could affect his or her rights in pursuing any claim. 
 
Early reporting and intervention have proven to be the most effective method of resolving actual 
or perceived incidents of discrimination or harassment. Therefore, while no fixed reporting period 
has been established, the prompt reporting of complaints or concerns is strongly urged so that rapid 
and constructive action can be taken. 
 
The availability of this complaint procedure does not preclude individuals who believe they are 
being subjected to harassing conduct from promptly advising the offender that his or her behavior 
is unwelcome and requesting that it be discontinued. 
 
RESPONSIVE ACTION 
Conduct constituting harassment, discrimination or retaliation will be dealt with appropriately. 
Responsive action may include training, referral to counseling and/or disciplinary action such as 
warning, reprimand, withholding of a promotion or pay increase, reassignment, temporary 
suspension without pay or dismissal, as the organization believes appropriate under all of the 
circumstances. 
 
Any person utilizing this complaint resolution procedure will be treated courteously, and the 
problem will be handled swiftly and as confidentially as possible in light of all the circumstances, 
with appropriate corrective action being taken. The registering of a complaint will in no way be 
used against that individual, nor will it have an adverse impact on their employment status. A 
record of the complaint and findings will become a part of the complaint investigation record and 
that file will be maintained separately from personnel files. Please keep in mind that the very nature 
of discrimination, harassment and retaliation makes it virtually impossible to detect unless a 
complaint is appropriately reported. Do not assume that the organization is aware of the problem. 
It is the employee’s responsibility to bring this information to the attention of the organization so 
the issue can be resolved. 

BASIC EXPECTATIONS 

The following are expectations that all employees of New Beginnings High School are to follow. 
Failure to do so could lead to disciplinary action up to and including dismissal. 
 

● Comply with all policies regarding employees and the work environment. 
● The employee should inform direct supervisor their prior to reporting time off any absence 

from work. 
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● The employee should request permission from the direct supervisor if they wish to leave 
work prior to their normal ending time. 

● Follow the Dress Code Policy. 
● Follow the Communication Policy. 
● Perform all tasks as assigned. 
● Clock in and out according to your approved schedule. 
● Comply with the Code of Ethics Policy. 
● Arrive at work each day at the appropriate time designated by your Supervisor. 
● Meet established deadlines.  

CODE OF ETHICS 

All employees are required to abide by the Code of Ethics of the Education Profession in Florida, 
F.A.C. 6A-10.080, and the Principles of Professional Conduct for the Education Profession in 
Florida, F.A.C. 6A-10.081, reproduced below: 
 
6A-10.080 Code of Ethics of the Education Profession in Florida. 
 
(1) The educator values the worth and dignity of every person, the pursuit of truth, devotion to 
excellence, acquisition of knowledge, and the nurture of democratic citizenship. Essential to the 
achievement of these standards are the freedom to learn and to teach and the guarantee of equal 
opportunity for all. 
(2) The educator’s primary professional concern will always be for the student and for the 
development of the student’s potential. The educator will therefore strive for professional growth 
and will seek to exercise the best professional judgment and integrity. 
(3) Aware of the importance of maintaining the respect and confidence of one’s colleagues, of 
students, of parents, and of other members of the community, the educator strives to achieve and 
sustain the highest degree of ethical conduct. 
Rulemaking Authority 1001.02 FS. Law Implemented 1012.34, 1012.795, 1012.796 FS. 
History–New 3-24-65, Amended 8-9-69, Repromulgated 12-5-74, Amended 8-12-81, 7-6-82, 
Formerly 6B-1.01, 6B-1.001. 
 
Rule 6A-10.081, Florida Administrative Code, Principles of Professional Conduct for the 
Education Profession in Florida. 
 
(1) Florida educators shall be guided by the following ethical principles: 
(a) The educator values the worth and dignity of every person, the pursuit of truth, devotion to 
excellence, acquisition of knowledge, and the nurture of democratic citizenship. Essential to the 
achievement of these standards are the freedom to learn and to teach and the guarantee of equal 
opportunity for all. 
(b) The educator’s primary professional concern will always be for the student and for the 
development of the student’s potential. The educator will therefore strive for professional growth 
and will seek to exercise the best professional judgment and integrity. 
(c) Aware of the importance of maintaining the respect and confidence of one’s colleagues, of 
students, of parents, and of other members of the community, the educator strives to achieve and 
sustain the highest degree of ethical conduct. 
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(2) Florida educators shall comply with the following disciplinary principles. Violation of any of 
these principles shall subject the individual to revocation or suspension of the individual 
educator’s certificate, or the other penalties as provided by law. 
(a) Obligation to the student requires that the individual: 
1. Shall make reasonable effort to protect the student from conditions harmful to learning and/or 
to the student’s mental and/or physical health and/or safety. 
2. Shall not unreasonably restrain a student from independent action in pursuit of learning. 
3. Shall not unreasonably deny a student access to diverse points of view. 
4. Shall not intentionally suppress or distort subject matter relevant to a student’s academic 
program. 
5. Shall not intentionally expose a student to unnecessary embarrassment or disparagement. 
6. Shall not intentionally violate or deny a student’s legal rights. 
7. Shall not harass or discriminate against any student on the basis of race, color, religion, sex, 
age, national or ethnic origin, political beliefs, marital status, handicapping condition, sexual 
orientation, or social and family background and shall make reasonable effort to assure that each 
student is protected from harassment or discrimination. 
8. Shall not exploit a relationship with a student for personal gain or advantage. 
9. Shall keep in confidence personally identifiable information obtained in the course of 
professional service, unless disclosure serves professional purposes or is required by law. 
(b) Obligation to the public requires that the individual: 
1. Shall take reasonable precautions to distinguish between personal views and those of any 
educational institution or organization with which the individual is affiliated. 
2. Shall not intentionally distort or misrepresent facts concerning an educational matter in direct 
or indirect public expression. 
3. Shall not use institutional privileges for personal gain or advantage. 
4. Shall accept no gratuity, gift, or favor that might influence professional judgment. 
5. Shall offer no gratuity, gift, or favor to obtain special advantages. 
(c) Obligation to the profession of education requires that the individual: 
1. Shall maintain honesty in all professional dealings. 
2. Shall not on the basis of race, color, religion, sex, age, national or ethnic origin, political 
beliefs, marital status, handicapping condition if otherwise qualified, or social and family 
background deny to a colleague professional benefits or advantages or participation in any 
professional organization. 
3. Shall not interfere with a colleague’s exercise of political or civil rights and responsibilities. 
4. Shall not engage in harassment or discriminatory conduct which unreasonably interferes with 
an individual’s performance of professional or work responsibilities or with the orderly processes 
of education or which creates a hostile, intimidating, abusive, offensive, or oppressive 
environment; and, further, shall make reasonable effort to assure that each individual is protected 
from such harassment or discrimination. 
5. Shall not make malicious or intentionally false statements about a colleague. 
6. Shall not use coercive means or promise special treatment to influence professional judgments 
of colleagues. 
7. Shall not misrepresent one’s own professional qualifications. 
8. Shall not submit fraudulent information on any document in connection with professional 
activities. 
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9. Shall not make any fraudulent statement or fail to disclose a material fact in one’s own or 
another’s application for a professional position. 
10. Shall not withhold information regarding a position from an applicant or misrepresent an 
assignment or conditions of employment. 
11. Shall provide upon the request of the certificated individual a written statement of specific 
reason for recommendations that lead to the denial of increments, significant changes in 
employment, or dismissal of employment. 
12. Shall not assist entry into or continuance in the profession of any person known to be 
unqualified in accordance with these Principles of Professional Conduct for the Education 
Profession in Florida and other applicable Florida Statutes and State Board of Education Rules. 
13. Shall self-report within forty-eight (48) hours to appropriate authorities (as determined by 
district) any arrests/charges involving the abuse of a child or the sale and/or possession of a 
controlled substance. Such notice shall not be considered an admission of guilt nor shall such 
notice be admissible for any purpose in any proceeding, civil or criminal, administrative or 
judicial, investigatory or adjudicatory. In addition, shall self-report any conviction, finding of 
guilt, withholding of adjudication, commitment to a pretrial diversion program, or entering of a 
plea of guilty or Nolo Contendere for any criminal offense other than a minor traffic violation 
within forty-eight (48) hours after the final judgment. When handling sealed and expunged 
records disclosed under this rule, school districts shall comply with the confidentiality provisions 
of Sections 943.0585(4)(c) and 943.059(4)(c), F.S. 
14. Shall report to appropriate authorities any known allegation of a violation of the Florida 
School Code or State Board of Education Rules as defined in Section 1012.795(1), F.S. 
15. Shall seek no reprisal against any individual who has reported any allegation of a violation of 
the Florida School Code or State Board of Education Rules as defined in Section 1012.795(1), 
F.S. 
16. Shall comply with the conditions of an order of the Education Practices Commission 
imposing probation, imposing a fine, or restricting the authorized scope of practice. 
17. Shall, as the supervising administrator, cooperate with the Education Practices Commission 
in monitoring the probation of a subordinate. 
Rulemaking Authority 1001.02, 1012.795(1)(j) FS. Law Implemented 1012.795 FS. History–New 
7-6-82, Amended 12-20-83, Formerly 6B-1.06, Amended 8-10-92, 12-29-98, Formerly 6B-1.006, 
Amended 3-23-16. 

DRUG FREE WORKPLACE 

This policy complies with the Drug-Free Workplace Act of 1988. 
 
PROHIBITION 
Employees are prohibited from engaging in the unlawful manufacture, distribution, dispensing, 
possession, being under the influence of, or use of alcohol and/or a controlled substance (as defined 
in Chapter 893 of the Florida Statutes) in the workplace, or during the workday, or when on duty, 
or in the presence of students or students’ families as part of any work-related activities. Violation 
of this prohibition shall result in appropriate disciplinary action up to and including dismissal and 
referral for prosecution. 
 
DRUG-FREE AND ALCOHOL-FREE WORKPLACE 
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A drug-free and alcohol-free workplace shall be maintained. Each employee shall be given a copy 
of this policy as part of this Policy Manual. Additionally, each employee shall be notified that, as 
a condition of employment, the employee will abide by the terms of this policy and notify the 
employer of any criminal drug and/or alcohol statute conviction for a violation occurring in the 
workplace no later than five days after such conviction. The employer will initiate 
certification/revocation proceedings pursuant to Section 1012.795 F.S. for certificated employees 
convicted of criminal charges. Within thirty (30) days of notification, appropriate personnel action 
against such an employee shall be taken, up to and including dismissal. Employees can also be 
required to participate satisfactorily in a drug and/or alcohol abuse assistance or rehabilitation 
program approved for such purposes by a Federal, State, or local health, law enforcement, or other 
appropriate agency. 
 
DRUG AND ALCOHOL TESTING  
The organization retains the right to perform testing for Drugs and Alcohol at the following times: 
 

● Pre-employment testing: All individuals whom the organization intends to hire on a 
permanent or temporary basis may be tested at the discretion of the organization. 

● Reasonable Suspicion Testing: When a covered employee’s conduct or appearance is 
directly observed as indicative of being under the influence of a drug or alcohol during on-
duty time. Examples of situations that will be considered reasonable suspicion include: 

o Direct observation of drug/alcohol use, or the symptoms of being under the 
influence of a drug or alcohol. 

o Abnormal behavior while at work or a significant deterioration in work 
performance.  

o A report of drug use, provided by a reliable and credible source.  
o Evidence that an individual has tampered with a drug test. 

 
o Information that an employee has caused, contributed to, or been involved in an 

accident while at work, regardless of the circumstances or whether it appears that 
the accident was caused by drug use. 

o Evidence that an employee has used, possessed, sold, or solicited drugs while 
working or while on the employer's premises or while operating the employer's 
vehicle, machinery or equipment. 

● Follow-Up Testing: As part of or as a follow-up to counseling or rehabilitation the covered 
employee is subject to unannounced follow-up drug or alcohol testing. The covered 
employee shall be subject to a minimum of six (6) follow-up drug or alcohol tests in the 
first twelve (12) months. 

● Random Testing: Random testing can be performed at any point in time at the discretion 
of the Principal or People Department. 

● Return to Duty Testing: Before a covered employee returns to duty requiring the 
performance of a safety-sensitive function after engaging in a prohibited conduct the 
covered employee shall undergo a return-to-duty test. In the event a return-to-duty test is 
required, a substance abuse professional (SAP) must also evaluate the covered employee 
and the employee must participate in any assistance program prescribed. 

 
TESTABLE SUBSTANCES 
 
Individuals may be tested for the following drugs: marijuana, cocaine, opiates, amphetamines, 
phencyclidine (PCP), alcohol, and all other illegal or controlled substances. 
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DISCIPLINARY CONSEQUENCES 
 
Disciplinary action up to and including dismissal may be instituted against covered employees 
who have violated the standards of conduct cited in this policy. Nothing will preclude the 
organization from seeking prosecution for violation of this policy where NBHS deems appropriate. 
An employee who receives a positive drug test result or an alcohol test result (.02 or greater 
concentration) from a required test during on-duty time will be immediately suspended without 
pay and recommended for dismissal. An employee who refuses to submit to a required alcohol or 
controlled substances test will be immediately suspended and recommended for dismissal. Refusal 
to submit to an alcohol or controlled substances test is defined as: (1) failing to provide adequate 
breath for testing without a valid medical explanation after the employee has received notice of 
the requirement for breath testing; (2) failing to provide adequate urine for controlled substances 
testing without a valid medical explanation after the employee has received notice of the 
requirement for urine testing; or (3) the employee engaging in conduct that clearly obstructs the 
testing process. The employee will be provided with the name(s) of a qualified substance abuse 
professional (4) (SAP) and resources available from which the employee may choose to seek 
assistance. 
 
An offer of employment will be withdrawn for any individual who receives a positive drug test 
result or who receives a result showing an alcohol concentration of .02 or greater on a required 
pre-employment test. 
 
An employee who is convicted of felony driving under the influence (DUI) or any drug related 
offense will be recommended for dismissal. As used in this policy, conviction is defined as a 
finding of guilt, a plea of guilt, a plea of Nolo Contendere, or entering a Pre-Trial Intervention 
(PTI) program, whether or not there is a formal adjudication of guilt. 
 
CONFIDENTIALITY 
 
The laboratory may disclose test results only to the People Department. Any positive results which 
the organization justifies by acceptable and appropriate medical or scientific documentation to 
account for the result as other than the intentional ingestion of an illegal drug will be treated as a 
negative test result and may not be released for the purpose of identifying illegal drug use. Test 
results will be protected under the provision of the Privacy Act, U.S.C. Section 552 a et seq., and 
Section 503(e) of the Act, and may not be released in violation of either Act. The School may 
maintain only those records necessary for compliance with this order. Any records of the 
organization, including drug test results, may be released to any management official for purposes 
of auditing the activities the organization, except that the disclosure of the results of any audit may 
not include personal identifying information on an employee. 
 
The results of a drug test of an employee may not be disclosed without the prior consent of such 
employee, unless the disclosure would be: 
 

a. To the direct supervisor of the direct report, who has authority to take adverse personnel 
action against such employee; to any supervisory or management official within the 
organization having authority to take adverse personnel action against such employee. 

 
b. Pursuant to the order of a court of competent jurisdiction or where required by the 

organization to defend against any challenge against any adverse personnel action. Any 
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covered employee who is the subject of a drug or alcohol test shall, upon written request, 
have access to any records relating to the employee’s drug test, the results of any 
relevant certification, review or revocation of certification proceedings as referred to in 
49 CFR Part 40 of this Act. Except as authorized by law, an applicant who is the subject 
of pre-employment drug testing, however, shall not be entitled to this information. 

 
All drug testing information specifically relating to individuals is confidential and should be 
treated as such by anyone authorized to review or compile program records. In order to efficiently 
implement this order and to make information readily retrievable, the People Department shall 
maintain all records relating to reasonable suspicion testing, suspicion of tampering with evidence, 
and any other authorized documentation necessary to implement this order. Such shall remain 
confidential and maintained in a secure location with limited access. Only authorized individuals 
who have a “need to know” shall have access to them. 
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POLICIES 
ARREST 

Any employee/contractor, who is arrested or charged with any crime, including driving under the 
influence of alcohol or controlled substances, must notify the People Department and Principal of 
the alleged charges/allegations. If an employee/contractor is arrested/charged, they must report the 
arrest/charge within 48 hours, in any event before having any further contact with students. Failure 
to self-report may result in disciplinary action up to including dismissal.  

ATTENDANCE AND PUNCTUALITY 

Punctuality and regular attendance are necessary for the successful operation of NBHS. Therefore, 
unless your absence is permitted or excused, you are responsible for being at work and arriving on 
time. If you are going to be absent or late, it is your responsibility to call to notify the school 
as soon as possible in advance of the absence or lateness. An employee who is absent for reasons 
other than those permitted by the school’s holiday, vacation, or sick policies, or fails to provide 
documentation as required, will be subject to appropriate disciplinary action, up to and including 
dismissal.   
If you are unable to report to work, you must call your direct supervisor by 5:30 a.m. on the day 
of your absence. You must document your absence through the PD Portal on the day you return 
to work. An employee who fails to document their absence may be subject to disciplinary action. 
 

CONFLICT OF INTEREST 

Any NBHS employee who also works for an organization doing business with NBHS must reveal 
such a contractual agreement, in writing, to the Principal. The Principal may approve such an 
arrangement; however, if the Principal determines the relationship to be a conflict of interest, 
he/she will request that the employee terminate his/her employment with either organization. 

FINGERPRINTING AND BACKGROUND CHECKS 

All new employees will be fingerprinted and receive a Level II criminal background check before 
employment is confirmed. A new fingerprint check will be conducted on all existing employees 
every five (5) years or sooner should New Beginnings High School deem it necessary. Employees 
are responsible for paying for their Level II Background Check. 
 
All employees operating a NBHS vehicle will have to provide a copy of their driver's license and 
proof of insurance. If an employee changes their insurance, proof of policy should be provided 
within 48 hours to the People Department. 
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DRESS AND APPEARANCE 

All staff of NBHS is expected to dress professionally and appropriately for their specific job. An 
employee may direct specific questions regarding what is or what is not allowed to their direct 
supervisor or the Principal. We all recognize that different standards of dress are acceptable and 
appropriate for different jobs. For instance, a PE coach obviously needs to dress differently than 
an English teacher. 
 
On the last day of the week (Dress Down Friday), staff is allowed to wear jeans with a NBHS shirt.  
 
EXAMPLES OF PROFESSIONAL DRESS 

● Dress pants with belt  
● Professional blouses or sweaters  
● Dresses  
● Business suits  
● Skirts – fingertip length or longer  
● Collared dress shirts with tie  
● NBHS dress shirt (no tie required)  
● Dress shoes  
● Appropriate undergarments 

 
DRESS DOWN (FRIDAYS ONLY)   

● NBHS shirts (no other shirt is allowed)  
● Tennis shoes w/socks  
● Docker style khaki pants or denim jeans / capris  
● NBHS sweatshirts 

 
PROHIBITED CLOTHING  

● Tight clothing  
● Skirts above the knee  
● Faded clothing or clothing with holes  
● Baby doll t-shirts  
● See-through clothing items, or anything that exposes undergarments  
● Scrubs  
● Spirit T-shirts  
● Skirts shorter than fingertip length  
● Tennis shoes (except for Fridays or for PE teachers)  
● Low-cut blouses  
● Sweats or leggings  
● Pajamas or sleep pants 



   23 

 
● Skirts or dresses with major slits  
● Wrinkled clothing  
● Sweatshirts or hoodies  
● Flip-flops, Crocs, or rubber shoes of any kind  
● Stretch, spandex, or visible lycra 
● Tears, holes, frays or other signs of wear 

COURIER MAIL 

Interdepartmental mail is delivered to school district related facilities via the Polk County Public 
Schools courier service. The couriers handle only district mail for NBHS. U. S. Mail is taken care 
of by individual campuses. It is important to note that the courier service provided by the district 
is intended for business related mail only.  
Employee’s should adhere to the following tips when using the PCPS courier service: 
 

● Envelopes or packages should be clearly marked with the recipient’s name, work location, 
and Courier Route designation, along with the sender’s name and work location. Packages 
or envelopes not clearly marked cannot be delivered. 

● Packages in excess of 50 pounds cannot be delivered by the courier service. 
● Couriers cannot wait at stops for mail to be processed. The outgoing mail must be in the 

designated location prior to the courier’s arrival. 
● Courier routes are published annually and are provided at the beginning of each school 

year.  
 
For additional information or assistance call the Polk County Public Schools (PCPS) courier 
office at (863)534-0500. 

ELECTRONIC MAIL 

This policy pertains to NBHS, NBHS-related, and Polk County Public Schools email accounts. 
Accounts shall be used to enhance communication for work-related duties. The use of e-mail 
accounts must be in support of education and/or research that is consistent with the educational 
goals and policies of NBHS. The employee in whose name the account is issued is responsible at 
all times for its proper use. Behavior that is inconsistent with this policy may result in disciplinary 
action up to and including dismissal or legal action. 
 
All staff members are responsible for all information sent out through the e-mail system. Staff 
members must check their mail on a daily basis. Broken computers are not an acceptable excuse 
for not receiving/checking e-mail. Email addresses can be obtained by contacting the on-boarding 
staff. 
 
Employees are prohibited from using personal email addresses to communicate with students or 
for any work-related purposes. All email communications with students for any reason, or with 
others for any reason related to NBHS, should be done using NBHS email addresses only. 
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EMAIL POLICIES  

1. Unauthorized use includes, but is not limited to: 
 

a. The creation and exchange of messages that are offensive, harassing, obscene, 
or threatening.  

b. The exchange of privileged, confidential, or sensitive information outside of the 
organization or outside the defined privileged group.  

c. The creation and exchange of advertisements, solicitations, chain letters, and 
other unsolicited e-mail.  

d. The creation, storage, or exchange of information in violation of copyright 
laws.  

e. Reading or sending messages from another user’s account, except under proper 
delegated arrangements.  

f. Altering or copying a message or attachment belonging to another user without 
the permission of the originator.  

g. The installation and use of third party email enhancements are prohibited.  
h. Approved stationary is available in the Google Drive.  
i. Using work assigned email accounts in ways that violates NBHS, School Board 

policies or district procedures.  
j. Activities which cause congestion of the network or otherwise interfere with the 

work of others.  
k. Representing personal views as those of the Polk County Public Schools or New 

Beginnings High School. 
 

2. The Principal/Supervisor must be notified immediately of any unauthorized use of your 
account or any other breach of security. NBHS is not liable for any loss you may incur 
as a result of someone else using your password or account, either with or without your 
knowledge. 

 
3. Users must not compromise the privacy of their password by giving it to others or 

exposing it to public services. Passwords should be changed at least every 90 days.  
4. All communications may be subject to public disclosure under the Public Records Law. 

INJURY AND ILLNESS IN THE LINE OF DUTY 

Leave for Injury/Illness in the Line of Duty is granted for up to five (5) days per year when an 
employee (eligible for benefits) is absent because of personal injury that occurred while working 
or because of illness from a contagious or infectious disease contracted while working, and is 
documented by a hospital and/or doctor. Contagious or infectious disease refers to those normally 
related to children, such as measles, chicken pox, mumps, etc. 
 
In the event of any accident or injury at work that requires medical care, a drug/alcohol screening 
of the employee involved will be done within a 24-hour period. 
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STAFF/STUDENT RELATIONS 

Staff members shall maintain professional relationships with students at all times and develop 
wholesome and constructive relationships with them. Staff members shall be expected to regard 
each student as an individual and to accord each student the rights and respect that is due him or 
her. 
 
Staff members shall promote a learning environment that encourages fulfillment of each student's 
potential in regard to his/her program, consistent with NBHS goals and with optimal opportunities 
for students. This goal may be reached by adapting instruction to individual needs, by: 
  

1. Staff members' interaction with students via social media should be consistent with 
school policy and limited to academic and attendance based communication.  

2. Staff members' communication with students via phone, text, or apps must also be 
consistent with school policy and concerning academics and attendance.  

3. Insisting on reasonable standards of scholastic accomplishment for all students.  
4. Creating a positive atmosphere in and out of the classroom.  
5. Extending the same courtesy and respect that is expected of students; and       
6. Treating all students with consistent fairness. 

 
Staff members shall use good judgment in their relationships with students beyond their work 
responsibilities and/or outside the school setting and shall avoid excessive informal and social 
involvement with individual students. Any appearance of impropriety shall be avoided. 
Inappropriate relationships between employees and students shall be prohibited and will be 
grounds for immediate dismissal. 

TOBACCO-FREE ENVIRONMENT 

Tobacco use is prohibited in all NBHS buildings. Compliance is expected and required. Violations 
of this policy will result in appropriate action being taken, the same as a violation of any other 
NBHS policy.  
Tobacco use is defined as the carrying or smoking of any kind of lighted pipe, cigar, cigarette, or 
any other smoking equipment or material or the chewing or sniffing of a tobacco product. 
 
All smoking devices including but not limited to e-cigarettes, vapor devices, etc. are prohibited on 
NBHS premises and/or at activities. 

HOLIDAYS 

Eligible employees will be paid for holidays to celebrate or mark significant landmark days 
throughout the year. Before the start of the school year, the school will publish and distribute a 
schedule of staff holidays for the year ahead. Federal holidays are honored. Additional holidays 
may be recalled based on the needs of the students and individual performance.  
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STAFF ON-BOARDING 

All new employees must meet with the People Department in order to begin the on-boarding 
process within 48 hours of starting. The People Department is responsible for managing all Human 
Resource information for NBHS staff inclusive of employee personnel files which contain 
background clearance, drug screens, ordering SAP numbers, certification and in-service records, 
and healthcare/benefit information for current employees. 

 NAME AND ADDRESS CHANGE 

It is important that employment records be kept up-to-date. Employees should notify the 
Administration if there are any changes or corrections to their name, home address, home 
telephone number, cellular phone, marital status, emergency contact, or beneficiary. Any change 
can be made through the PD Portal.  
 
To receive a W-2 Form and other necessary payroll and retirement related information, it is 
necessary for your correct name and address to be on file with the NBHS People Department. 
Should you marry, divorce, or move, please complete the changes within the PD Portal and 
complete a new W-4 with the appropriate box marked, name change and/or address change, along 
with a copy of your new social security card if applicable. Documentation should be submitted to 
the NBHS People Department at 114 N  Tennessee, Suite 300, Lakeland, FL 33801. 

PAY AND COMPENSATION 

Salaried staff members receive their pay in twenty-four (24) equal semi-monthly payments based 
upon the total contracted salary. Hourly staff members receive their pay in twenty-four (24) 
payments based upon hours worked. Automatic payroll deductions for federal income tax are 
required for all full-time employees. Medicare tax deductions are also required for all employees. 

PAYMENT SCHEDULE 

Checks will be distributed on the 15th and the last working day of each month. If the 15th or end 
of the month falls on a holiday, checks will be distributed on the last working day before the 15th 
or the end of the month. If you begin work on or before the 15th of the month, and you have 
submitted your completed employment paperwork, you will receive your first check on the last 
business day of the month. If you begin work after the 15th of the month, you will receive your 
first check on the 15th of the next month.  
Timely payment depends on proper documentation of the work being completed in time to meet 
the payroll cut-off. 



   27 

PAYROLL DEDUCTIONS 

Deductions can be taken from employees’ paychecks to cover items such as health and life 
benefits, supplemental insurance coverage provided by outside carriers, charitable contributions 
such as the United Way, NBHS Foundation, court ordered garnishments, Tax Sheltered Annuities, 
damage of NBHS property, and reimbursement of overpayment. Board sponsored health and life 
coverage will be provided to employees upon employment and again each year during the open 
enrollment process. Other deductions are arranged between the employee and the company 
providing the insurance coverage or services. When the deductions start it is subject to the payroll 
deadline for each payroll period. For questions regarding payroll deductions please contact the 
People Department and/or Finance Department. 

DUTY HOURS 

All employees are required to work eight hours per day, excluding lunch. Exact work hours may 
vary and will be established by your direct supervisor.  

• Non-exempt employees should not work more than 40 hours per week unless it has been 
pre-approved by the Principal.  

• Any staff member needing to adjust their working day must have direct approval of the 
Principal, or Supervisor, and notate modification of their schedule in the PD Portal. 

• Teachers’ schedules must accommodate parent conference times.  
• Unless otherwise specified, all staff members must clock in and out of the building daily. 
• It is each staff member’s responsibility to clock him/herself in and out.   
• Staff members may not leave campus without the approval of the Principal or direct 

supervisor, with the exception of a lunch break. 
• Non-exempt employees are required to report all hours worked, regardless of whether 

permission has been obtained to work overtime. Working “off the clock” is strictly 
prohibited. 

INSURANCE BENEFITS AND POLICIES 

All benefits are subject to change at any time. Actual benefits offered at any given time may differ 
from what is listed here. Benefit plans are governed by the plan documents, themselves. Please 
consult the plan documents for the most up-to-date and accurate information about each benefit. 
 
ACCIDENTAL DEATH AND DISMEMBERMENT INSURANCE 
Accidental death and dismemberment insurance is available for all employees of NBHS through 
their life insurance which is provided by NBHS. Upon dismissal or retirement, you have 31 days 
from the date of your termination of employment with the NBHS to convert to an individual policy. 
For more information, contact the People Department. 
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DISABILITY INSURANCE 
NBHS employees may purchase a short-term or long-term disability policy. These policies cannot 
be converted into an individual policy. Coverage ends the day the employee stops active work. 
 
HEALTH INSURANCE 
Health Insurance is provided to all eligible full-time NBHS employees who wish to enroll. If an 
employee has any questions about their health insurance coverage, please contact the People 
Department at (863) 298-5666 or Mulling Insurance (863) 967-4454. If the employee enrolls in 
the Health and Dental Insurance Plan, coverage will continue until the end of the month in which 
they terminate employment. According to Federal Law (COBRA), the employee has the option to 
extend continuous coverage post dismissal of employment for as long as 18 months at their own 
expense and without a NBHS contribution. For additional information contact the People 
Department or Mulling Insurance.  
 
LIFE INSURANCE 
NBHS furnishes each employee with $50,000 of life insurance at no cost to them. The employee 
has 31 days from the date of their termination of employment with NBHS to convert their life 
insurance coverage to an individual policy. The life insurance carrier determines the cost of their 
converted policy. If an employee wishes to convert their life insurance, they should contact the 
People Department. 
 
SUPPLEMENTAL BENEFITS 
Colonial Insurance is the approved provider for supplemental benefits (e.g., cancer, short-term 
care, accident, hospital confinement, universal life) that you may wish to purchase. For additional 
information, please contact Colonial Insurance office at 800-325-4368 or visit the website at 
www.coloniallife.com. 

 RETIREMENT 

Social Security contributions are automatically deducted from your salary and matched by NBHS 
on your behalf. Effective July 1, 2011, the Florida Retirement System (FRS) changed from a 
noncontributory system to a contributory system and requires each active member of the FRS to 
contribute 3 percent of pre-tax gross salary to fund retirement benefits for all FRS members, and 
eliminates the cost-of-living adjustment (COLA) for service earned on or after July 1, 2011. DROP 
participants are not required to pay employee contributions. 
 
There are two plans available under the FRS: The Defined Benefit (Pension) Plan and the Defined 
Contribution (Investment) Plan. 
 
THE DEFINED BENEFIT (PENSION) PLAN  
Under the Defined Benefit (Pension) Plan, employees initially enrolled in the FRS Plan prior to 
July 1, 2011, the following guidelines apply:   

● Employees are vested after completing six (6) years of creditable service, or 30 years of 
service regardless of age. 

● If you have at least six (6) years of creditable service, but have not reached your normal 
retirement age as described above, you can take early retirement. 



   29 

● The amount of your benefit is reduced 5% for each year you are under 62. 
● Normal retirement is 62 years of age and completion of six (6) years of creditable service, 

or the completion of 30 years of creditable service at any age. 
 

● The definition of “average final compensation” continues to be the average of the 5 
highest fiscal years of compensation for creditable service prior to retirement, for the 
purpose of calculating retirement benefits.  

● For employees initially enrolled on or after July 1, 2011, the following changes apply: 
●   Normal retirement age increases from 62 to 65 years of age.  
● The years of creditable service increase from 30 to 33 years. 

 
● The definition of "average final compensation" means the average of the eight (8) 

highest fiscal years of compensation for creditable service prior to retirement, for the 
purposes of calculating retirement benefits. 

 
THE DEFINED CONTRIBUTION (INVESTMENT) PLAN 
Under the Defined Contribution (Investment) Plan, employees initially enrolled prior to July 1, 2011, 
are vested after completing one (1) year of creditable service. This benefit is based on return of 
investments or progress. It is more portable and is better for employees who are short term. 
 
If an employee is preparing to retire, they should contact FRS directly.  
 
DEFERRED RETIREMENT OPTION PROGRAM (DROP) 
The Deferred Retirement Option Program (DROP) is a program which became effective July 1, 
1998, and allows employees to retire and begin accumulating retirement benefits while delaying 
terminating employment for up to 60 months from the date you first reach normal retirement (age 
62 or 30 years of service), for those who initially enrolled prior to July 1, 2011; 65 years of age; 
or 33 years of creditable service for employees initially enrolled on or after July 1, 2011. While 
participating in DROP, your monthly retirement benefits remain in the FRS Trust Fund, earning 
tax-deferred interest, while you continue to work (but you do not earn additional service credit for 
retirement). When the DROP period ends you must terminate all employment with FRS employers. 
At that time, you will receive payment of the accumulated DROP benefits and begin receiving 
your monthly retirement benefit (in the same amount as determined at retirement, plus annual cost-
of-living increases). 
 
For employees currently in DROP or entering before July 1, 2011, the interest rate on your accrued 
DROP benefits remains at 6.5%. Employees entering DROP on or after July 1, 2011, will earn a 
reduced accrual interest rate of 1.3% on their Drop account benefits. The 3% guaranteed annual 
cost-of-living adjustment (COLA) for retirement service earned on or after July 1, 2011 is 
eliminated. 
 
If you are preparing to retire, certain steps should be taken to ensure that there will be no loss of 
benefits to you.  
The following is a description of steps an employee may wish to follow: 
 
PLAN AHEAD 
Decide when you intend to retire. To be eligible for benefits, an employee must terminate all 
relationships with ALL FRS employers and not be reemployed by any FRS employer within 
twelve (12) months following their initial retirement date. There are exceptions to the 
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reemployment law. For additional information regarding these exceptions and general FRS 
guidelines visit www.myfrs.com. 
 
REQUEST AN ESTIMATE 
Within two years of your proposed dismissal date, employees are encouraged to request an audit 
of their years of service, employees may request an estimate of benefits by obtaining Form FR 9 
from Florida Retirement System (FRS). FRS will send the employee the estimate of benefits. It 
will show the estimated retirement benefits for which they are entitled. 
 
APPLY FOR RETIREMENT BENEFITS 
Three to six months before your dismissal date, request a retirement application from the People 
Department. Questions regarding retirement options should be forwarded to the People 
Department. 
 
HEALTH INSURANCE AND LIFE INSURANCE 
 
An employee may elect to retain the benefits that they are enrolled in at the time of retirement. An 
employee may decrease benefits at retirement, but may not increase them. 

FACULTY MEETINGS 

Employees are valued as one part of the community of stakeholders in the school setting. Meetings 
will be held at the discretion of Administration. Attendance for staff is vital unless excused prior 
to the meeting by Administration. 

STAFF EVALUATIONS 

The Administration will discuss with individual staff/teachers the time and process of formal 
evaluations. All staff members will be formally evaluated at least once a year.  

PROFESSIONAL DEVELOPMENT 

Professional development activities are organized to meet the needs of employees and the school. 
Professional development is related to achieving campus performance objectives, and may also be 
addressed in the School Improvement Plan (SIP). 

CERTIFICATION 

Florida Law requires all teachers to possess a valid Florida Educator’s Certificate for full-time 
teaching. There are two types of certificates issued by Florida for full-time teaching: the five-year 
Professional Certificate and three-year non-renewable temporary certificate. Securing and 
updating a certificate is the responsibility of each educator. The district certification office 
processes applications for initial certification, certain add-ons, and all other services for non-
employees. The Department of Education’s Certification Office approves all coursework for 
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certification purposes. Teachers must call the Florida Department of Education (FLDOE) with the 
following information:  
 

• name of the institution 
• course prefix, number and title and  
• certification requirement they are attempting to satisfy by completing the course. The 

employee may e-mail the FLDOE at edcert@fldoe.org. Please include your name and 
certificate number in your e-mail. 

 
Educators can access the FLDOE website: https://fldoe.org for the following services: 
Certification Lookup, Application Status Lookup and Request Materials. Teachers who hold three-
year non-renewable temporary certificates must follow their Statement of Status of Eligibility. 
This document is an individualized listing of all the deficiencies that the employee must satisfy in 
order to be issued a Professional Certificate.  
● State law requires that the educator submit a passing score on all sections of the General 

Knowledge exam prior to the expiring of their three year temporary certificate.  
● Passing scores earned on the CLAST prior to 7/1/02 are acceptable.  
● If the Statement of Status of Eligibility reflects that there are specific testing requirements to 

meet, visit www.fl.nesinc.com to register for the appropriate test.  
● For more information about the requirements listed on the Statement of Status of Eligibility, 

you may visit the Department of Education’s website: 
http://www.fldoe.org/edcert/cert_types.asp. 

 
For re-contracting purposes, all of the deficiencies outlined on your Statement of Status of 
Eligibility must be completed and documented with the People Department no later than April 1 
of the year of expiration of the temporary certificate. 
 
Educators who hold five-year Professional certificates must renew their certificates every five 
years. During the validity period of this certificate, employees are required to earn either 120 in-
service points or six (6) semester hours of college credit (20 hours of which must be in Students 
With Disabilities Per Senate Bill 1108). 
 
Per Rule 6A-4.0051, Educators with Professional Certificates expiring June 30, 2025 and 
thereafter must earn 40 in-service points (or two (2) college credits) in the use of explicit, 
systematic, and sequential approaches to reading instruction, developing phonemic awareness, 
and implementing multisensory intervention strategies if the educator is renewing any of the 
following coverages: 
• Elementary Education (K-6) 

• Prekindergarten/Primary Education (age 3 through grade 3) 

• Elementary Education (grades 1-6) 

• Primary Education (grades K-3) 

• English (grades 1-6) 

• Middle Grades English (grades 5-9) 

• Middle Grades Integrated Curriculum (grades 5-9) 
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• English (6-12) 

• Reading (K-12) 

• Reading (Endorsement 

• English for Speakers of Other Languages (ESOL) (grades K-12) 

•  Approved PCPS Courses through FDLRS and Professional Development are being identified 
and will be notated with (DL) which stands for Developmental Literacy. 

 
Information pertaining to renewal requirements is available on the Florida Department of 
Education’s website: http://www.fldoe.org/edcert/renew.asp. The earliest that the People 
Department will accept an application for renewal is July 1 of the year of expiration of the 
professional certificate. 
 
If the employee is teaching out-of-field, proof of six (6) semester hours of coursework earned must 
be submitted to the People Department by your anniversary date each year. If the employee is in 
an area that can be added to their certificate with a passing score on a subject area examination, it 
is expected that the employee will earn a passing score on the appropriate subject area examination 
and apply to have that subject area added to their certificate before the end of their first year in that 
out-of-field assignment. A passing score on the appropriate subject area test will satisfy all the 
content area coursework.  
 

MAIL BOXES 

Teachers’ mailboxes are located on campus and used at the discretion of the Director of 
Academic Affairs/Pilot Director.  

COPIER MACHINE 

All staff copier accounts and passwords will be maintained by the assigned support staff. All 
requests for maintenance, paper, and toner must be submitted to the direct supervisor. 

STAFF KITCHEN 

A refrigerator is provided in the staff lounge for employees use on a daily basis. It is never intended 
for long-term storage. The kitchen should remain clean at all times. Staff is required to clean up 
after use.  

PARKING 

All staff members are to park in one of the parking areas adjacent to the building. 
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ACCIDENTS AND INJURIES 

An employee shall make written reports of any injury or accident to their direct supervisor within 
24 hours.  

DISCIPLINARY ACTION 

A NBHS employee may be disciplined for any cause at any time. Before disciplined, the employee 
will be notified of the specific reasons for the proposed actions and provided an opportunity for a 
hearing. The employee will be given the opportunity to present reasons why disciplinary action is 
not appropriate. The reasons may be presented either in person or in writing. 
 
If an employee's work is unsatisfactory, the employee will be notified in writing that disciplinary 
action may be taken unless the employee's performance improves. The employee may be placed 
on a work Performance Improvement Plan (PIP), which will last a minimum of thirty (30) calendar 
days. The PIP will outline the area/s where the employee's performance is unsatisfactory and the 
level of performance that is expected. If the employee's performance does not improve to an 
acceptable level, disciplinary action may be taken. Disciplinary action may include suspension 
without pay, reduction in salary or dismissal. 
 
In addition to unsatisfactory work performance, just cause for disciplinary action also includes, 
but is not limited to the following:  

● conviction of a felony  
● insubordination  
● being under the influence of a controlled drug or alcohol at work  
● poor attendance or  
● sexual harassment. 

MONEY COLLECTION 

All money collected from any source must be recorded. This serves as a record of students’ 
payments for fees, textbooks, yearbooks, rentals, uniforms, Market funds etc. Contact the Finance 
Department for additional guidance. No monies are to be kept in any staffs member’s desk or 
classroom overnight. 

NEPOTISM  

Charter School personnel may not appoint, employ, promote, or advance, or advocate for 
appointment, employment, promotion, or advancement, in or to a position in the charter school in 
which the personnel are serving or over which the personnel exercises jurisdiction or control any 
individual who is a relative. An individual may not be appointed, employed, promoted, or 
advanced in or to a position in a charter school if such appointment, employment promotion, or 
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advancement has been advocated by a relative of the individual or if such appointment, 
employment, promotion, or advancement is made by the governing board of which a relative of 
the individual is a member. 
 
Definitions for Clarity “Charter school personnel: means a charter school owner, president, 
chairperson of the governing board of Directors, superintendent, governing board member, 
Principal, Assistant Principal, or any other person employed by the charter school who has 
equivalent decision making authority and in whom is vested the authority, or to whom the authority 
has been delegated, to appoint, employ, promote, or advance individuals or to recommend 
individuals for appointment, employment, promotion, or advancement in connection with 
employment in a charter school, including the authority as a member of a governing body of a 
charter school to vote on the appointment, employment, promotion, or advancement of individuals. 
 
“Relative” means, father, mother, son, daughter, brother, sister, uncle, aunt, first cousin, nephew, 
niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, 
sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, 
half-sister. 

REMOTE WORKFORCE POLICY 

In rare circumstances, NBHS will allow employees to work from home, on the road, or from 
appropriate satellite locations for all or part of their regular workweek if and when preapproved. 
Preapproval must be obtained by the CAO or People Department, note: hourly employees are not 
eligible to work remote. While remote work will generally be a viable work arrangement, 
employees must ensure that their workspace is suitable for safe and effective performance of 
their job duties. NBHS requires that each employee’s satellite workspace meet the following 
minimum requirements:  
 
• Must have reliable internet connection 
• Must have essential office equipment including but not limited to a phone with voicemail, 
computer with access to all necessary company software  
• Moderate to low background noise  
• Must meet reasonable safety requirements 
 
Employee work areas should generally not be in the immediate presence of safety hazards (to 
themselves or company equipment). Employees are expected to follow all procedures and work 
rules when working remotely, including but not limited to clocking in and out, working their 
normal schedule, and maintaining productivity. Consumption of drugs or alcohol is prohibited 
during working time. NBHS will not be responsible for costs associated with initial setup of the 
employee's home office such as remodeling, furniture or lighting; nor for repairs or 
modifications to the home office space.  
 
NBHS is not obligated to provide the employee with office supplies including electronics. NBHS 
may supply the employee with office supplies necessary for completion of job with prior 
approval from the Principal. NBHS may reimburse the employee for all other business-related 
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expenses such as shipping costs, etc. that are reasonably incurred in accordance with job 
responsibilities with prior approval from the Principal. 
Any equipment supplied by NBHS is to be used for business purposes only. Employees must 
sign an inventory of all Company property and agree to take appropriate action to protect the 
items from damage or theft. Upon dismissal of employment, all NBHS property will be returned 
to the NBHS/People Department/IT, unless other arrangements have been made. Failure to return 
NBHS property will result in employee payment for all costs for lost/damaged property 
according to the value set forth by NBHS. Payment for lost/damaged property may be required 
within seven (7) days of the request from a NBHS representative unless an alternative due date is 
approved by the CAO.  
 
Consistent with NBHS expectations of information asset security for employees working at the 
office, employees are expected to ensure the protection of proprietary Company and customer 
information accessible from their distributed office. Steps include, but are not limited to, use of 
locked desks, file cabinets, and media storage; regular password maintenance; and any other 
steps appropriate for the job and the environment. 

NETWORK USE AND INTERNET ACCESS POLICY 

Internet usage is a privilege granted to NBHS employees. The use of the network and the Internet 
must be in support of educational and professional activities that are consistent with the 
educational goals and policies of the NBHS. The user is responsible at all times for its proper use. 
Behavior that is inconsistent with these policies and guidelines may result in disciplinary and/or 
legal action. 
 
GENERAL NETWORK USE 
 
The network includes all computers and other peripheral devices on campus property that are 
interconnected to the local/wide area network. It is provided for users to conduct research, 
complete assignments, and print assignments, use instructional programs, and use media center 
electronic catalog. 
 
INTERNET ACCESS 
 
The Internet (“World Wide Web”) encompasses a multitude of libraries, databases and resources 
beyond the school district local/wide area network. It is provided for users to access educational 
resources to conduct research, complete assignments, use instructional programs and use media 
center on-line catalogs. 
 
GENERAL NETWORK AND INTERNET ACCESS POLICIES  
Unauthorized use includes, but is not limited to the following:  

● violations of laws and regulations  
● copyrighted and trademark material  
● threatening, obscene or profane material  
● licensing agreements  
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● plagiarism 
● vandalism, which is defined as malicious attempt to harm or destroy network resources, 

data of other user, the Internet or other networks (including the creation of, or 
uploading of, computer viruses on the Internet or host site) 

● use of the Internet or network for financial gain or illegal activity 
● use of another individual’s network access including use of another individual’s 

network username and password 
● congestion of network by consuming large amounts of bandwidth  
● network/internet games  
● streaming video and audio  
● teleconferencing  
● downloading very large files without prior approval of technology staff  
● hacking or any attempt to gain access to networks  
● browsing networks to obtain IP addresses and other network information  
● accessing the networks without prior authorization 
● using network resources or other resources with the intent of preventing or interfering 

with the transmission of voice, data, pictures, or anything that can be transmitted over 
the network 

● trespass on other’s work, files or folders, and attempt to, or take action to, access, modify, 
harm or destroy data of another user  

● circumventing proxy servers, firewalls or other filtering software and  
● using unauthorized telephone services, including collect or International calls. 

LAPTOP USAGE POLICY 

Designated employees will be issued a laptop as needed to aid in completing tasks. Employees 
will be held responsible for the laptop they are issued and required to sign a copy of the Laptop 
Usage Policy that is presented at the time the laptop is issued. 

SOCIAL MEDIA/NETWORKING 

At NBHS, we understand that social media can be a fun and rewarding way to share your life and 
opinions with family, friends and co-workers around the world. However, use of social media also 
presents certain risks and carries with it certain responsibilities. To assist you in making 
responsible decisions about your use of social media, we have established these guidelines for 
appropriate use of social media. 
 
Social media includes all means of communicating or posting information or content of any sort 
on the Internet, including to your own or someone else’s web log or blog, journal or diary, personal 
web site, social networking or affinity web site, web bulletin board or a chat room, whether or not 
associated or affiliated with NBHS, as well as any other form of electronic communication. 
 
The same principles and guidelines found in NBHS policies and three basic beliefs apply to your 
activities online. The employee is responsible for what they post online. An employee’s conduct 
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adversely affects their job performance, the performance of fellow employees and ultimately 
adversely affects students, vendors, and others who work on behalf of NBHS.   
Know and follow the rules 
An employee must ensure that their postings are consistent with these policies. Inappropriate 
postings that may include discriminatory remarks, harassment, and threats of violence or similar 
inappropriate or unlawful conduct will not be tolerated and may subject you to disciplinary action 
up to and including dismissal. 
 
Be respectful 
Be fair and courteous to fellow employees, students, vendors or others who work on behalf of 
NBHS. If an employee decides to post complaints or criticism, such conduct may be perceived as 
creating a hostile work environment on the basis of race, sex, age, disability, religion or any other 
status protected by law or company policy.  
 
Be honest and accurate 
 
Be honest and accurate when posting information or news. Never post any information or rumors 
that you know to be false about NBHS, fellow employees, students, vendors, or others working on 
behalf of NBHS. 
 
Post only appropriate and respectful content 
 
●   Maintain the confidentiality of student information and records. Do not post internal reports, 

policies, procedures or other internal business-related confidential communications. 
 
●   Do not create a link from your blog, website or other social networking site to a NBHS website   

without identifying yourself as a NBHS employee. 
 
● The employee should never represent themselves as a spokesperson for NBHS. If NBHS is a 

subject of the content that an employee is creating, they should:  
● only express their personal opinions 
● be clear and open about the fact that they are an employee and  
● be clear that their views do not represent those of NBHS fellow employees, members, 

customers, suppliers or others working on behalf of NBHS.  
● include a disclaimer such as “The postings on this site are my own and do not 

necessarily reflect the views of NBHS.”  
Using social media at work 
Unless it is work-related as authorized by your direct supervisor or consistent with the Equipment 
Policy, refrain from using social media while on work time or on NBHS equipment. Do not use 
NBHS email addresses to register on social networks, blogs or other online tools used for personal 
use. 
 
Retaliation is prohibited 
NBHS prohibits taking negative action against any employee for reporting a possible deviation 
from this policy or for cooperating in an investigation. Any employee who retaliates against 
another employee for reporting a possible deviation from this policy or for cooperating in an 
investigation will be subject to disciplinary action, up to and including dismissal. 
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Media contacts 
Employees should not speak to the media on NBHS’s behalf. All media inquiries should be 
directed to the Principal. Failure to comply will result in immediate dismissal.  
 
 
Photo release 
NBHS employees may have a right to opt out of inclusion in images/photographs and videos 
used for marketing, communications, and public relations purposes. If an employee does not opt 
out, their image may be recorded and used for NBHS publications. If an employee wishes to opt 
out, they must request the NBHS Photo Release Opt-Out form the People Department. This 
election shall remain in effect for the remainder of their employment with NBHS, or unless 
otherwise stated in conjunction with policy change(s). 

VEHICLE USAGE POLICY 

PURPOSE/SCOPE 
Designated employees of New Beginnings High School are allowed to operate and use New 
Beginnings High School vehicles for business purposes. New Beginnings High School vehicles 
should be operated in a safe and professional manner in compliance with all New Beginnings High 
School policies and applicable laws and regulations. 
 
All employees will have to provide a copy of their driver's license and proof of insurance. If an 
employee changes their insurance, proof of policy should be provided within 48 hours to the 
People Department. 
 
Company business use shall be defined as: Activities that involve performance of one’s duties for 
the benefit of New Beginnings High School in accordance with the directives and instructions 
received from New Beginnings High School’s Administration. 
 
Company vehicles shall be defined as: All vehicles owned, leased, reimbursed, rented, or otherwise 
provided for by the company and used in the furtherance of New Beginnings High School business 
activities or interests. 
 
No company vehicle is to be used for any reason other than company business. Company owned, 
rented or leased vehicles are not intended for personal use. 
 
Personal use is defined as: ANY vehicle operation outside the scope of New Beginnings High 
School’s Business Use. 
 
 
Employees who are authorized to drive a company vehicle will be held responsible for any and all 
accidents, moving violation or damage that occurs during non-business related driving. The 
company does not provide automobile liability insurance coverage for any accidents, claims, 
demands, suits, damages, etc. occurring or arising out of the non-business related use of a company 
vehicle, or for the operation or use of a company vehicle in a manner which is in violation of this 
policy. 
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AUTHORIZED OPERATORS, USERS AND OCCUPANTS OF COMPANY VEHICLES 
The operation or use of any company vehicle is limited to New Beginnings High School business 
use by the assigned driver or other New Beginnings High School employee acting under the 
authority of the assigned driver and in compliance with company policies. No other person is 
authorized or permitted to operate or use a New Beginnings High School company vehicle, 
including but not limited to the spouse, friend, children, or other family member of a New 
Beginnings High School employee. 
 
GENERAL PROVISIONS 
Any company employee who receives reimbursement for mileage incurred in the operation and/or 
use of a personal vehicle for company business, must maintain a valid operator’s license at all 
times and must obtain prior permission for mileage reimbursement in advance. 
 
Any company employee whose operating license or privileges have been suspended or revoked 
must notify the People Department immediately. Operating or using a company vehicle or a 
personal vehicle for company business under a suspended or revoked license is a violation of this 
policy.  
 
Under no circumstances shall an operator of a company vehicle remove or in any way deface company 
information, safety information, or other company authorized information on a company vehicle 
displayed on the vehicle. No other decals, bumper stickers, or other information may be displayed on 
a company vehicle without company authorization. 
 
VIOLATIONS OF THIS POLICY 
Use or operation of a company vehicle under any of the following circumstances is considered a 
direct violation of this policy: 
 

● Unauthorized operation or use of a company vehicle 
● Operating a company vehicle without a valid operator’s license or under suspension or 

revocation of operating privileges 
● Operating or using a company vehicle by anyone who has consumed any alcoholic 

beverage of any amount whatsoever 
● Operating a company vehicle in a careless or dangerous manner, including speeding or 

any other unlawful operation 
● Operating, using or occupying a company vehicle by anyone who has consumed or 

ingested any controlled or illegal substance or drug, unless the controlled substance or 
drug has been prescribed by a physician having knowledge that a vehicle may be 
operated or used by that person while under the influence of the controlled substance 
or drug 

● Hauling goods or pulling any type of trailer for any reason other than company 
business, including but not limited to the hauling or pulling of boats, motorcycles, etc. 

● Operating, using or occupying a company vehicle for any reason except as may be 
necessary for traveling to and from work or for company business use only. Deviation 
from normal and ordinary travel routes to or from work is not authorized or permitted, 
unless directly related to company business 

● Operating or occupying a company vehicle while not wearing a seat belt  
● Smoking in a company vehicle 
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● Texting when operating a company vehicle 
● Operating or parking a company vehicle at an establishment that serves alcohol as its 

primary business 
 

DRUG AND ALCOHOL TESTING OF AN EMPLOYEE INVOLVED IN A VEHICLE 
ACCIDENT  
Any NBHS employee who is involved in a motor vehicle accident must immediately notify their 
direct supervisor and remain at the scene of the accident until the supervisor or his/her designee 
arrives or until the supervisor provides other instructions.  
 
The employee must submit to a post motor vehicle accident drug and alcohol test under the 
following circumstances:  

● The accident involved a fatality.  
● The accident involved an injury requiring medical treatment.  
● The accident involved the completion of a police report or the likelihood of an 

insurance claim being filed.  
● The accident involved significant property damage (as determined by the Principal or 

People Department).  
● Any motor vehicle accident at the discretion of the Principal, the People Department, 

or their designee.  
● A post motor vehicle accident drug and alcohol test may be waived, at the discretion 

of the People Department. 
 
The drug and alcohol test will take place at a location determined by the People Department within 
24 hours of the accident. The employee will be required to purchase his/her own test. The results 
of the drug and alcohol test will automatically be forwarded to NBHS and shall be placed in the 
employee’s personnel file. 
 
Refusal to Submit to Test 
Refusal to submit to a drug and alcohol test means that the employee:  

● Failed to report to the designated testing site as directed by the People Department. 
● Failed to remain at the testing site until the testing process was completed.  
● Failed to provide a breath, urine, or blood sample as required by this policy.  
● Failed to cooperate with any part of the testing process.  

Refusal to submit to a drug and alcohol test shall constitute a positive test result.  
NBHS employees found to be in violation of any portion of this policy shall be subject to 
disciplinary action as determined by school Administration (i.e.- direct supervisor, Principal, 
and/or People Department). 
 
Definitions 

• Alcohol - Ethyl alcohol as is commonly found in beer, wine, and distilled spirits.  
• Controlled Substance - Includes all illegal drugs plus any substance covered by Schedules 

I through V of the Federal Controlled Substances Act. Controlled substances include, but 
are not limited to, amphetamines, barbiturates, methadone, benzodiazepines, 
methaqualone, marijuana, cocaine, opiates, phencyclidine, morphine, and codeine.  
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• Drug/Alcohol Test – A scientific laboratory analysis of a breath, urine, or blood sample 
obtained from an employee to detect the presence of alcohol, drugs, or controlled 
substances.  

• Positive Alcohol Test – An alcohol test is presumed to be positive if the employee’s blood 
alcohol content is at or above 0.04%. 

• Positive Drug Test – A drug test is presumed to be positive if the laboratory analysis reveals 
that the employee has ingested a controlled substance.  

PERSONAL MAIL AND TELEPHONE CALLS 

Personal telephone calls should not interfere with performance of job responsibilities. Preferably, 
such calls should be made during planning time, break time, before and after the official workday, 
or during lunch. NBHS’s telephone system, including long distance telephone calls, and the 
various school telephone systems, is not to be used for personal long distance telephone calls. 
Refrain from using personal cell phones during school hours.  

PERSONNEL RECORDS 

 
Personnel records are processed and maintained by the People Department. All personnel files are 
public records and as such are available for public inspection. If an employee would like to review 
their personnel file, a request should be submitted to the People Department. 
 
NBHS automatically exempts some confidential and sensitive personal information, such as 
medical records and social security numbers from your personnel file before public disclosure in 
accordance with the Public Records Law. An agency that is the custodian of the personal 
information specified shall maintain the exempt status of the personal information only if the 
officer, employee, justice, judge, or other person, or employing agency of the designated 
employee, submits a written request for maintenance of the exemption to the custodial agency. If 
you are a current NBHS employee who is either an active or former employee in one of the above 
categories, and/or you are the spouse or a child of an active or former employee, you may exercise 
your right of exemption from certain Public Records Laws. If you elect to exempt your address 
and telephone number from all NBHS public lists, please fill out the Personnel File Request for 
Exemption form and return it to the People Department. For more information about this written 
exemption or to see if you qualify, please refer to Florida Statute 119.071. 
 
The People Department should be notified in writing of any changes in personal status such as 
change in name, address or marital status. Please notify the People Department regarding any 
changes in beneficiary for life insurance purposes and/or changes in the number of dependents. 

INCLUSION POLICY 

This document clarifies our policy concerning speaking of languages other than English while at 
work. We will separate communications into four categories  
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1. Communications with or around students  
2. Work-related communications outside the presence of students  
3. Personal communications  
 
Please note that this policy only applies to staff communications. It does not apply to 
communications between students.  
 
1. Communications with or around students – English only  
 
As part of our educational objectives, New Beginnings High School provides an English-only 
immersion environment to students who are English language learners. We have many such 
students. It is vital that we provide them with instruction and immersion in the English language 
at all times. Therefore, generally speaking, all communications with students, and all 
communications around students (whether instructional, administrative, personal, or otherwise), 
should be made only in English. In short, if a student could possibly hear you, your words should 
be in English. There are exceptions to this general rule, such as:  
 
• Communications with a student in an emergency or who is experiencing a crisis  
• To communicate something to a non-English speaking student that concerns their safety  
• Foreign language instruction or practice  
• ESOL instruction where appropriate under ESOL curriculum  
• Communications with parents who do not speak English fluently  
 
Importantly, because our goal is to provide a fully immersive environment for our students, even 
non-work related communications between staff should be in English if students are present.  
 
2. Work-related communications outside the presence of students –When engaged in work-
related communications outside the presence of students, instructional staff should communicate 
in a language that is understood by all those present. Fostering a collaborative environment 
requires that communications occur openly in a way understood by all present.  
 
3. Personal communications outside the presence of students -We celebrate the rich linguistic 
diversity of our staff. Employees are free to use whatever language they wish while engaged in 
personal, non-work related conversations outside the presence of students. Employees are 
nonetheless encouraged to use language as a tool to inclusively celebrate diversity and cultural 
identity, not as a tool to exclude co-workers from conversations or to discuss things in secret. 
When speakers of multiple languages are present, employees are encouraged, but not required, to 
use a common language for personal communications. Sharing of language and culture with 
others is actively encouraged.  
 
Note that all other policies apply to communications in a non-English language. Therefore, the 
use of a foreign language, or the fact that an employee presumably could not understand you, is 
not a defense to harassment, bullying, or other policy violations. 
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RESIGNATIONS 

When an employee leaves a position, proper notice (at least 2 weeks) should be given. A letter of 
resignation indicating the date the employee plans to leave should be submitted to their direct 
supervisor. If you are absent from work without notifying your direct supervisor for three (3) or 
more consecutive days, this may be considered as having resigned and could result in the forfeiting 
of all rights to reemployment. For information regarding health, life and disability insurance upon 
resignation or retirement please contact the People Department. 
 
The employee will need to contact his/her deferred compensation provider(s) to ensure timely 
processing of distributions or payout options, as well as to arrange for tax deferment of any pending 
annual and/or sick leave payments, if desired. The Finance Department and/or the People 
Department office can be contacted to answer questions regarding last payday and benefit 
continuation. 
 
It is the responsibility of the employee to return all NBHS property that may have been issued, 
(e.g., cell phones, laptop, computer, printers, credit cards, school/office keys, ID badges, IPads) 
which may have been issued to you. Failure to comply could result in legal action. It is also 
important for the employee to contact their banking or financial institution about the settlement of 
any savings and/or load accounts you have established through payroll deduction. 

SUSPENSIONS/DISMISSALS 

Under certain conditions, a Supervisor may recommend to the People Department/Principal the 
suspension or dismissal of an employee. The grounds for immediate suspension or dismissal have 
been outlined throughout this employee handbook, but NBHS reserves the right to dismiss an 
employee for any reason or no reason, subject to applicable law. 

USE OF NBHS PROPERTY 

NBHS provides employees with necessary equipment, and materials to carry out their jobs.  
Employees will be required to sign a copy of the Device Receipt Form that is presented at the time 
NBHS property is issued. If the employee is assigned any equipment (including keys/alarm 
access), it becomes their responsibility to exercise care in its operation. If any equipment/keys, 
assigned to staff is damaged while in their possession fines may apply including, but not limited 
to, the cost of repair or replacement at the discretion of NBHS. Personal use of materials, supplies, 
tools, or other equipment is not permitted. Violation could result in disciplinary action up to 
dismissal, criminal prosecution, or both.  
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VOLUNTEERS 

New Beginnings High School encourages the use of community volunteers to accomplish our 
goals. Staff members must provide adequate supervision, space and materials for volunteers. 
Volunteers must complete the application at their student’s appropriate school and be approved 
before serving.  
If a volunteer is pre-approved with Polk County Public Schools, NBHS may be added to that 
volunteer’s list of schools. Volunteers are required to sign in at their campus of service and wear 
appropriate identification while on site. 
 
When working with students, volunteers may NOT: 
 

● handle confidential information about students 
● be placed in charge of a classroom of students in the absence of a teacher 
● discipline students 
● give medication to students 

 
Volunteer privileges can be revoked if NBHS policies are violated. Any concerns should be 
reported to your direct supervisor or Principal.  

WEAPONS/FIREARMS 

No weapons/firearms shall be permitted on school premises, including parking lots, by anyone 
other than law enforcement personnel. All persons, including school personnel, violating the 
provisions of this policy, while on NBHS property or while attending school activities, wherever 
located, shall be immediately reported to the proper law enforcement authority. Employees 
violating the above provisions shall also be reported to the People Department, Administration and 
to the Florida Professional Practice Commission. Administration shall report any employee 
violation of the provisions hereof to the People Department and NBHS Board of Directors and 
shall also include a recommendation for disciplinary action, which may include suspension or 
dismissal. Authorized school programs requiring the usage of firearms shall be the exception. 

WELLNESS POLICY 

This Policy was developed in accordance with the Child Nutrition and WIC Reauthorization Act, 
Public Law 108.265 Section 204. New Beginnings High School continues to seek and implement 
strategies for improvement of health, nutrition, and physical activity within the school environment 
for students and staff. 

LEAVE OF ABSENCE 

Unless otherwise specified by law, leave is granted at the sole discretion of NBHS. Policies about 
leave are designed to protect school operation from unnecessary interruption due to absences. 
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When employees apply for leave, they must complete the appropriate PD Portal documentation 
and include the reason for requesting the leave in writing. The Principal/People Department of 
NBHS may cancel the leave if it is used for a different purpose or cause. 
 
Leave must be pre-approved at least 48 hours in advance. However, emergencies that cannot be 
anticipated are considered “granted” in advance if they are promptly reported. Except for military 
leave, leave cannot be granted beyond July 1 of the next fiscal year. However, a new application 
may be filed at the expiration of leave, with new leave granted at the discretion of the People 
Department. The employee on leave is responsible for requesting a renewal; it is not automatic. If 
a renewal is not requested, employment will be terminated. 
 
In order to be compensated for a contractual paid holiday an employee on leave must be in full 
pay status or have enough accrued time (sick/vacation) or gifted time available to cover the day 
before and after said holiday to receive payment for that holiday. 

FAMILY AND MEDICAL LEAVE ACT (FMLA) 

Basic Leave Entitlements 
The Family and Medical Leave Act (FMLA) is a federal law that allows employees who have been 
employed by a covered employer for at least 12 months and have worked for at least 1,250 hours 
during the 12-month period immediately preceding the commencement of leave, to take up to 
twelve (12) weeks of unpaid, job-protected leave, for one or more of the following reasons 
(“FMLA-qualifying events”):  

1. For incapacity due to pregnancy, prenatal medical care or child birth;  
2. To care for the employee’s child after birth, or placement for adoption or foster care; 

 
3. To care for the employee’s spouse, son or daughter, or parent, who has a serious health 

condition; or 
 

4. For a serious health condition that makes the employee unable to perform the employee’s 
job. 

 
MILITARY FAMILY LEAVE ENTITLEMENTS 
Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty 
status in the National Guard or Reserves in support of contingency operation may use their 12 
week leave entitlement to address certain qualifying exigencies. Qualifying exigencies may 
include attending certain military events, arranging for alternative childcare, addressing certain 
financial and legal arrangements, attending certain counseling sessions, and attending post-
deployment reintegration briefings. 
 
FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 
weeks of leave to care for a covered service member during a single 12-month period. A covered 
service member is a current member of the Armed Forces, including a member of the National 
Guard or Reserves, who has a serious injury or illness incurred in the line of duty on active duty 
that may render the service member medically unfit to perform his or her duties for which the 
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service member is undergoing medical treatment, recuperation, therapy, outpatient status; or is on 
the temporary disability retired list. 
 
BENEFITS AND PROTECTIONS 
During FMLA leave, the employer must maintain the employee’s group health insurance coverage 
under any “group health plan on the same terms as if the employee had continued to work. Upon 
return from FMLA leave, most employees must be restored to their original or an equivalent 
position with equivalent pay, benefits, and other employment terms. 
 
ELIGIBILITY REQUIREMENTS 
Employees are eligible for FMLA if they have worked for NBHS for at least one year, for at least 
1,250 hours over the previous 12 months and if at least 50 employees are employed by said 
employer within 75 miles. NBHS will utilize a rolling year in determining the start of the FMLA 
leave entitlement period. This means that if you are approved for 12 weeks of FMLA leave in 
March, you will not be entitled to another twelve weeks of FMLA leave until December 1st the 
following year. 
 
DEFINITION OF SERIOUS HEALTH CONDITION 
A serious health condition is an illness, injury, impairment, or physical or mental condition that 
involves either an overnight stay in a medical care facility, or continuing treatment by a health care 
provider for a condition that either prevents the employee from performing the functions of the 
employee’s job, or prevents the qualified family member from participating in school or other 
daily activities. 
 
Subject to certain conditions, the continuing treatment requirements may be met by a period of 
incapacity of more than three (3) consecutive calendar days combined with at least two visits to a 
health care provider or one visit and a regimen of continuing treatment, or incapacity due to 
pregnancy, or incapacity due to a chronic condition. Other conditions may meet the definition of 
continuing treatment. 
 
USE OF LEAVE 
An employee does not need to use this leave entitlement in one block. Leave can be taken 
intermittently or on a reduced leave schedule when medically necessary. Employees must make 
reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt the 
employer’s operations. Leave due to qualifying exigencies may also be taken on an intermittent 
basis. 
 
SUBSTITUTION OF PAID LEAVE FOR UNPAID LEAVE 
NBHS employees are required to use any accrued paid leave first while taking FMLA leave. The 
FMLA paid leave must be requested using the same procedure as required by the agency when 
requesting paid sick or vacation leave, and will count towards satisfying the completion of the 
twelve weeks of FMLA leave allowed by the agency. 
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EMPLOYEE RESPONSIBILITIES  
Employees must provide a 30-day advance notice of the need to take FMLA leave when the need 
is foreseeable. When a 30-day notice is not possible, the employee must provide notice as soon as 
practicable and generally must comply with an employer’s normal call-in procedures. 
 
Employees must provide sufficient information for the employer to determine if the leave qualifies 
for FMLA protection and the anticipated timing and duration of the leave. Sufficient information 
include that the employee is unable to perform job functions, the family member is unable to 
perform daily activities, the need for hospitalization or continuing treatment by a health care 
provider, or circumstances supporting the need for military family leave. Employees must also 
inform the employer if the requested leave is for a reason for which FMLA leave was previously 
taken or certified. Employee may be required to provide a certification and periodic recertification 
supporting the need for leave beyond the thirty (30) days. 
 
An employee needing leave for an FMLA-qualifying event must submit medical documentation 
and a written request to the People Department, stating the date the leave will commence; the 
anticipated return to work date; and whether the employee intends to use accrued paid leave to 
cover all or part of the FMLA leave of absence, and comply with all other requirements contained 
herein. 

OTHER LEAVE 

 
The following do not require use of sick/vacation leave days and must be approved by the People 
Department: 
 

1. Military Duty  
a. Up to 240 working hours leave with pay  

2. Jury Duty (Not related to personal litigation) leave with pay  
3. Illness/Injury in the line-of-duty  

a. Up to 10 days leave with pay  
4. Leave of absence without pay for the following:  

a. Family/Medical Leave  
b. Maternity/Parental Leave  
c. Extended Personal Leave  
d. Extended Military Duty Leave (beyond 17 paid days) 

 
BEREAVEMENT 
NBHS offers bereavement leave to full-time and part-time employees after the loss of an 
immediate family member. The People Department authorizes the use of paid bereavement leave. 
An eligible employee may take up to two (2) days of leave for a death in the immediate family. 
The immediate family includes spouse, child, mother, father, sister, brother, mother and father-in-
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law, brother and sister-in-law, grandparent and grandparent-in-law. If additional time is needed, 
sick/vacation or unpaid leave may be taken with supervisory approval. 
 
VACATION/SICK LEAVE 
All eligible NBHS employees will earn vacation and sick time each pay period. Employees must 
submit a leave request through to the PD Portal System. 
At the close of business each school year (June 30th) all remaining days will be designated as sick 
only. There will be no carryover of unused vacation days into the next fiscal year.  
 
No vacation time will be granted during the month of July, with exception of the following;  

• During the first week of July, an employee may use up to 24 hours (excluding July 4th) 
of PTO vacation time.   

NBHS employees will earn vacation and sick leave each pay period based on the provisions of 
their annual contract in accordance to the schedule listed below: 
  
Contractual Service Vacation  Hours  Per  Pay Sick Hours Per Pay Period 

 Period  
12 – month employees 
with 5 plus years of service 2.25 2.25 
12-month employees 2.00 2.00 
11-month employees 2.18 1.81 

 10-month employees 2.40 1.60 
 
The Principal / People Department may require a medical certification before any further approval 
of sick leave after three (3) consecutive workdays or partial workdays of absence in any 30-day 
calendar period.  
 
Medical certification is required after ten (10) consecutive days of absence in any 30-day period. 
Medical certification must indicate that the employee is unable to perform regularly assigned 
duties if further sick leave is to be authorized and may be required for each additional 30 
consecutive days of absence. 
  
Vacation leave must be approved by the employee’s direct supervisor and should be planned so 
that normal operation of the school or department is not affected. 
  

• Vacation and sick leave is not available for use, nor can it be taken prior to being earned 
or posted, or in the case of separation, the last day that the employee is on the payroll. 

• Vacation and sick leave will not be approved if the time is not available or shown in the 
employees PD Portal.  

• There is no limit to the number of sick leave hours an employee may accrue.  
• Sick leave credits are earned on a pro-rated basis for employees who work less than a full 

pay period due to initial employment, separation, or leave of absence without pay. 
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• In order to be compensated for a contractual paid holiday an employee on leave must be in 
full pay status or have enough accrued time (sick/vacation) available to cover the day 
before and after said holiday to receive payment for that holiday. 

  
The following require prior approval of at least 48 hours from the direct supervisor: 

1. Leave prior to or immediately following a holiday  
2. Summer school leave  
3. Partial day  
4. Leave without pay 

PAYMENT OF UNUSED SICK LEAVE UPON SEPARATION 

While there is no cap on the number of days an employee can accrue, an employee will only be 
paid out for up to 30 days (240 hours) sick leave up to a maximum of 50% of their current daily 
rate of pay. Employees must have completed at least 13 months of continuous creditable service 
with New Beginnings High School to be eligible to receive payment of unused sick leave upon 
separation/dismissal from NBHS, and will be paid according to the schedule listed below. If  
employment is terminated prior to the end of the month, the employee’s sick leave balance will be 
pro-rated to the amount of leave actually earned during the month. Calculations will be made as 
follows: 
 

1. First thru Three Years of Service – 35% of the daily rate of pay at dismissal times the 
number of days of unused sick days accumulated. 

 
2. Fourth, Fifth, and Sixth Years of Service – 40% of the daily rate of pay at dismissal times 

the number of unused sick days accumulated. 
 

3. Seventh, Eighth, and Ninth Years of Service – 45% of the daily rate of pay at dismissal 
times the number of unused sick days accumulated. 

 
4. Ten Years or more of Service – 50% of the daily rate of pay at dismissal times the number 

of unused sick days accumulated. 
 

UNPAID LEAVE AND EMPLOYEE BENEFITS 

If an employee goes on official unpaid leave, they are entitled to any and all of their benefits. 
However, for as long as the employee is on leave, to the extent permitted by law, NBHS does not 
contribute to their health or life insurance coverage. The employee will be responsible for payroll 
deductions that they would have paid if they were still on active status, plus the amount that NBHS 
would have contributed. If the employee fails to pay their bill, the People Department may cancel 
the coverage. Employees on leave are entitled to the same annual enrollment that active employees 
have. 
For additional information on Leave of Absence requirement and procedures, contact the People 
Department. 
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PAYMENT OF VACATION LEAVE UPON SEPARATION 

Payment for vacation shall be at the employee’s current daily rate of pay. The number of sick and 
vacation days an individual has accrued is listed on each paycheck stub and is converted into hours 
according to the number of hours worked per day. 
 
Employees must have completed at least 13 months of continuous creditable service with NBHS 
to be eligible to receive payment of unused vacation leave upon separation/dismissal from NBHS, 
and can be paid up to a maximum of 320 hours. Accumulated vacation days will be paid at 100% 
at the employee’s regular hourly rate of pay at the time of separation. 
 
Payment for unused vacation leave shall be made to the employee at the time of dismissal of 
employment, transfer out of a vacation-earning position, entering the Florida Retirement System 
DROP Program, or to the employee’s beneficiary or estate at the employee’s death, or as otherwise 
provided by law. 

OVERTIME 

All hours worked by non-exempt employees will be paid, as required by law. Non-exempt 
employees will receive overtime pay as described below. However, a non- exempt employee must 
have prior approval from his/her direct supervisor to work overtime or face disciplinary action. 
Overtime pay is not honored for time not worked. For example, if a non-exempt employee has 
Monday off due to a holiday/vacation/sick day off and works the Saturday in that same week, 
Saturday is NOT considered overtime pay as Monday was not a worked day. Exempt employees 
are not eligible for overtime pay. Exempt employees are paid a salary that is intended to cover all 
hours worked, which may vary from time to time. 

EXAMPLES OF NON-EXEMPT POSITIONS	

Bus Drivers 
Paraprofessionals 
Office Support Staff 
NBHS Substitutes  

EXAMPLES OF EXEMPT POSITIONS	

Principal 
Principal Secretary 
Teachers 
Guidance Counselors 
Supervisors 
Directors 
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PRIOR APPROVAL 

If you are non-exempt, you must have prior approval from your direct supervisor  /Principal before 
you actually work outside of your normal scheduled time.  

CALCULATION OF OVERTIME PAY 

For non-exempt employees, hours worked in excess of 40 hours in a work week (excluding 
Holidays) will be paid as overtime at one and one-half the employee’s regular hourly rate of pay. 
(The work week begins Sunday at 12:00AM (midnight) and ends Saturday at 11:59 PM.) For 
example, a Secretary works 42 hours and is scheduled to work 37.5 hours. The employee will 
receive hourly rate of pay up to 40 hours and 2.0 hours (overtime 1.5x) at one and one-half their 
hourly rate. 

WORKERS’ COMPENSATION 

If the employee is injured on the job, the Florida Workers’ Compensation Law protects the 
employee. Submitting false information/injuries may result in heavy penalties and considered 
fraud. If the employee is hurt on the job, regardless of how slight an injury, report it to your direct 
supervisor or Principal. This benefit is provided by state statute, and there are rules and procedures 
both you, as the employee, and your employer must follow. Further, there are stiff penalties for 
fraud. 
 
NBHS provides safety equipment that must be used when engaging in certain activities. Wearing 
appropriate safety equipment not only protects you against injury, but protects your rights under 
Workers’ Compensation and your ability to recover from the responsible party. 
 
Should an employee be involved in an accident, a drug test will be conducted, this includes any 
and all job injuries. 

DIRECT DEPOSIT 

 
Electronic direct deposit assures that an employee’s pay is in their checking or savings account on 
payday even if they are sick or on vacation. 
 
Direct Deposit Authorization forms must be completed at the time of hire to have semi-monthly 
pay directed to a checking or savings account of their choice. Direct Deposit Authorization forms 
are available in the PD Portal. It is the employee’s responsibility to access and update the PD 
Portal.  
 
To ensure accuracy of the employee’s depository account information, the first/second pay after 
submission of a Direct Deposit Authorization Form will be a physical payroll check.  
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NBHS is not responsible for service fees assessed by a bank when employees make transactions 
on their account prior to direct deposit funds being credited to their account. A replacement payroll 
check for any reason may be subject to a processing fee. All payroll-related concerns discovered 
after the close of the business day will be addressed by the Finance Department on the next 
business day.  

TUITION REIMBURSEMENT POLICY 

To encourage the professional and personal development of every New Beginnings High School 
employee, the following policy establishes reimbursement for qualified educational expenses and 
successful completion of the class(es) taken at accredited colleges or universities. 
 
All full-time employees of New Beginnings High School are eligible for educational assistance in 
accordance with this policy. The following criteria must be met: 
 

• Completion of twelve (12) months of continuous employment prior to the time of course 
enrollment 

• Employee is enrolled in courses which are part of a degree program or certificate program 
that aligns with the mission and vision of New Beginnings High School 

• A commitment to work at NBHS for 12 months after receipt of tuition reimbursement. 
 
REIMBURSEMENT AMOUNT 
New Beginnings High School will reimburse an employee for tuition class fees, for all passing 
grades with a maximum of $2,500 per employee each year. Payment may be made to the institution 
or reimbursed to the employee. Failure to satisfy the minimum passing grade will result in denial 
of payment or reimbursement of monies to the institution for the applicable course(s): a passing 
grade is defined as an “A,” “B,” or “C” grade for classes. If the course is a “Pass/Fail,” a “Pass” is 
acceptable. 
 
An employee will not be eligible for tuition reimbursement if they withdraw from an approved 
course or if the approved course is canceled. The employee is required to immediately notify the 
People Department if they withdraw from an approved course or if the course is canceled. 
 
REIMBURSEMENT PROCESS 
The employee should complete the Request for Tuition Reimbursement Form and supporting 
documentation to the People Department at the completion of each course or semester. 
 
Upon completion of the course or semester, the employee must submit legible copies of the 
following: 

• College/university invoice or statement indicating fees charged and the amount paid (the 
invoice must contain the school’s name and address; copies of canceled checks and credit 
card receipts will not be accepted); and  

• College /university grade card/report indicating the applicant’s name, quarter/semester, 
course name(s) and grade(s) for the term. 
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SUBJECT AREA TEST PASSAGE POLICY 

New Beginnings High School is committed to assisting our educators in fulfilling the criteria of 
Fully Qualified. Employees may be eligible for reimbursement of  the subject area exam fees (at 
the regular administration rate) and FLDOE application fee when requested by the Principal to add 
a subject area to their certificate. The area/s must be outside of the contracted subject area. 
Educators have until April 1st of each school year to present evidence of passing the required 
subject area exam and adding the subject to their certificate. Evidence must be submitted to the 
People Department. 
  

● Must take exams for grades 6 – 12 only (with the exception of Exceptional Student 
Education teachers assigned to ACCESS Points courses.) 

 
● Must remain an employee of New Beginnings High School for six (6) month from the 

date of reimbursement. If employee leaves prior to that time the employee must repay 
the reimbursement. 

NON-CLASSROOM PROFESSIONAL EDUCATOR’S COMPETENCY 
(PEC) PROGRAM PARTICIPATION 

NBHS will cover the associated participation fees for any non-classroom employees (e.g., 
School Social Worker) who are required per their Statement of Status of Eligibility to participate 
and complete a PEC Program needed to upgrade to a 5-Year Professional Certificate.  
 
Non-classroom employees: 
Must be currently serving as a non-classroom teacher such as a Social Worker, Guidance 
Counselor/Guardian Social Worker.  

• Must sign, complete and return the PEC Participation Fee Agreement Form. 
• Must remain an employee of New Beginnings High School for one (1) year from the date 

of program completion.  
• If the employee leaves prior to that time the employee must repay the program fee.  

SOCIAL RESPONSIBILITY & COMMUNITY SERVICE 
PARTICIPATION 

The community plays a key role in the overall success of NBHS. In an effort to demonstrate our 
commitment to the community, all NBHS leadership staff (i.e., Principal, Directors, Pilot 
Directors) will be required to participate in at least 12 community-related activities within any of 
the communities where NBHS students are served.  
 
All evidence of participation must accompany the final evaluation submitted to the People 
Department by the specified deadline.  
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STUDENT RELATED POLICIES 
COMPULSORY SCHOOL ATTENDANCE 

Florida statute requires all students, ages 6 – 16, to attend school. It is the responsibility of the 
school administrator to ensure that daily student attendance is taken. Students who have 5 
unexcused absences within a month or 10 unexcused absences within a 90-day calendar period 
may be exhibiting “a pattern of nonattendance” that can lead to truancy. When there is a pattern of 
nonattendance, the Teacher must refer the student to the Leadership Team. The Leadership Team 
must meet with the student's parent to identify potential remedies and, if that meeting does not 
resolve the problem, the team must implement:  

● Frequent attempts at communication between the teacher and the family;  
● Evaluation for alternative education programs; and  
● Attendance contracts. (F.S. 1003.26 and F.S. 1003.27) 

CRITICAL ISSUES 

New Beginnings High School recognizes that a student in or out of the classroom may raise 
questions concerning various critical issues. It is important that personal values and opinions not 
be shared with students. The primary goal is to teach students traditional values such as respect, 
trust, honesty and kindness. Students need to understand and decide what is healthy behavior for 
one’s mind, body and soul. The Florida Legislature as the expected standard advocates abstinence 
for all school-aged children and youth (Division of Statutory Revision, 1996). New Beginnings 
High School supports this recommendation and the Health Curriculum used by NBHS is 
abstinence based in its philosophy and orientation. Students should always be encouraged to 
discuss critical issues with their parents or guardians, especially in the areas of 
personal/family values and morals. 

ETHICS IN EDUCATION ACT 

Senate Bill 1712 titled “Ethics in Education Act” was created and signed by Florida Governor 
Crist on July 1, 2008. Florida Statutes, Section 112.2173 is amended to allow the forfeiture of 
retirement benefits for the conviction of a felony as defined in Section 800.04 of the Florida 
Statutes (lewd and lascivious offenses committed upon or in the presence of persons under 16), or 
Chapter 794 of the Florida Statutes (unlawful sexual activity with certain minors.) 
 
Any NBHS employee found to be guilty of such crimes will be terminated immediately and the 
proper procedures for forfeiture of teaching credentials will be initiated by the People Department 
with the Florida Department of Education. Any staff member or administrator who is aware of 
such actions by another NBHS employee and does not inform his or her direct supervisor /Principal 
or the People Department will be terminated immediately. 
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PSYCHOTROPIC MEDICATION ADMINISTRATORS 

In 2005 the Florida Legislature passed Senate (SB) 1090 creating Section 1006.0625, Florida 
Statutes (F.S.), and Administration of Psychotropic Medications. Beginning July 1, 2005, this 
legislation prohibits public schools from denying any student access to programs or services 
because the parent has refused to place the student on psychotropic medication. Further, any 
medical decision made to address a student’s needs is a matter among the student, the student’s 
parents, and a competent health care professional chosen by the parent. School teachers and district 
personnel may share school-based observations of a student’s academic, functional, and behavioral 
performances with the student’s parents and offer program options and other assistance based on 
these observations. School teachers and district personnel may not compel or attempt to compel 
any specific action by the parent or require a student to take medication. 
 
The U.S. Congress added an amendment to the Individuals with Disabilities Education Act of 2004 
that prohibits state and local educational agency personnel from requiring a student to obtain a 
prescription for a substance covered by the Controlled Substance Act as a condition of attending 
school, receiving an education, or receiving services. 
 
Florida Statute Section 1006.0625 indicates the parent’s right to refuse psychological screening. 
Rule 6A.6.03311, Florida Administrative Code (procedural Safeguards for Students with 
Disabilities), currently requires informed parental consent prior to conducting an initial individual 
evaluation to determine eligibility and prior to initial provision of specially designed instruction 
and related services to a student with a disability. 

STUDENT THREATS OF HARM TO OTHERS 

Employees must report immediately any threats of harm to others or threatened violent acts to the 
Principal or other school administration. NBHS has developed guidelines and procedures for threat 
assessment and provided these to school administrators. Employees should not attempt to intervene 
without following these procedures under the guidance of school administration. 
 
 

MANDATORY PARENTAL NOTIFICATIONNOTIFICATION AND 
FLDOE REPORTING  

NBHS is required to conduct mandatory parental notifications in a timely and consistent manner 
and maintain these records for future reference with the following information, at minimum: the 
name of employee, the charge(s), who was notified, the date of notification and the format of 
distribution.  
 
Mandatory Parental Notification and FLDOE Reporting will be required for Educators who: 

• Have engaged in sexual misconduct with a student or 
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• Have a qualifying disposition for an offense listed in s.1012.315, F.S. 

 

INVOLUNTARY EXAMINATIONS  

Florida Statute requires the mandatory annual reporting of the number 
of involuntary examinations at schools, on school transportation or at school-sponsored 
activities. Per Statute, schools must make every attempt to verbally de-escalate a student’s crisis 
and notify a parent or guardian before initiating an involuntary examination of a minor. 
However, in the event a student is believed to be in crisis, they may be taken to a receiving 
facility for involuntary examination under the following conditions:   

• The student has refused voluntary examination after conscientious explanation and 
disclosure of the purpose of the examination or 

• The student is unable to determine for himself or herself whether examination is 
necessary and 

• Without care or treatment, the student is likely to suffer from neglect or refuse to care for 
himself or herself; such neglect or refusal poses a real and present threat of substantial 
harm to his or her well-being; and it is not apparent that such harm may be avoided 
through the help of willing family members or friends or the provision of other services 
or 

• There is a substantial likelihood that without care or treatment the student will cause 
serious bodily harm to himself or herself or others in the near future, as evidenced by 
recent behavior. 

YOUTH SUICIDE 

It is important for staff to recognize the signs and symptoms of suicide and to intervene 
immediately. Do not keep suicide threats a secret or attempt to resolve problems alone. Help is 
needed and may be obtained through your school administration, and in some situations, law 
enforcement.  
Some of the risk factors and warning signs of suicide may include:  

● Serious depression  
● Increasing isolation or withdrawal  
● Giving away prized possessions  
● Poor academic performance  
● Making statements about wanting to die  
● Acting in a violent fashion  
● Taking unnecessary risks  
● Threatening to commit suicide or previous attempts  
● Over-reacting to perceived loss of failure 
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● Suddenly happy for no apparent reason after long depression  
● Abusing drugs and/or alcohol  
● Gun availability  
● Changes in eating, sleeping, or grooming habits  
● Recent loss 

 
What to do: 
 

1. Provide appropriate supervision of student (do not leave alone or send home without 
intervention). 

2. Gain support from the Guardian Social Worker and/or the Emotional Wellness 
Counselor.   

3. Inform the Principal or campus designee of the suicidal student. 
 

4. The school administrator (or his/her designee) is responsible for notification of 
parents of the suicidal student. If administration is not available, proceed to notify 
parent and continue to attempt to make contact with the Administrator. 

 
5. Provide the parents and student with a list of community resources and stress that 

immediate action should be taken.  
6. Consult with school counselor, school administration. 

 
7. Continue to monitor the student’s progress, support the student, and work 

collaboratively with outside professionals and agencies. 
 

If a student is in imminent danger, the School Resource Officer or other law enforcement should 
be immediately contacted. If the student is injured, call 911. School counselors and school 
administration may also be contacted for information on suicide prevention and intervention. 

ENTRANCE INTERVIEW 

The Pre-Enrollment Process is designed to assess and assist the student in her/his educational 
experience at New Beginnings High School (NBHS). This process includes an Entrance Interview 
with student and parent/guardian (when applicable), as well as communication with various 
entities associated with the student to gather information regarding reasons for entrance at NBHS. 
This information will include, but not limited to, former school attended, reason for transfer, 
truancy, possession of weapons, legal involvement, substance abuse, parenthood, academic 
progress, disruptive behaviors (verbal or physical) and mental health needs. 

ENROLLMENT POLICY 

Students who express interest in attending NBHS's program will be required to attend an 
enrollment orientation, which highlights the program's curriculum schedule, enrollment agreement 
and Student Handbook. In particular, the Attendance Agreement, dress code, Code of Conduct, 
and academics will be reviewed and signed by both student and parent when applicable. 
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Criteria for Admission:  
In order to be admitted to New Beginnings High School, students must be 15 – 24 years of age 
and in grades 6-12;  

• Complete an enrollment application and the required documents for enrollment  
• Attend an enrollment orientation  
• Sign attendance, dress code, code of conduct, and student handbook forms and   
• Take the baseline assessments and complete student intake survey. 

LOTTERY PROCESS 

All eligible students shall have an equal opportunity to attend NBHS by selection using a random 
lottery selection process, which will be implemented when or if the number of applicants exceeds 
the number of available openings. NBHS staff will hold a random drawing wherein students are 
selected for admission. A waiting list for eligible students will be established if there are more 
applicants than spaces. 

COLLECTION OF ALL APPLICATIONS AND ALL REQUIRED 
DOCUMENTS FOR ENROLLMENT 

It is mandatory that all students have the correct documentation before being enrolled at New 
Beginnings High School. 

VERIFICATION OF STUDENT CONTACT INFORMATION 

All contact information from students must be verified upon enrolling to make sure correct 
information is received. 

ENROLLMENT OF STUDENTS IN FOCUS  

During enrollment, all students must be enrolled in FOCUS so that the school/district can have 
an accurate count of enrollment. 

ORIENTATION  

It is the policy of New Beginnings High School that all students must go through Orientation 
before enrolling to learn the expectations of NBHS. 
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TARDIES 

Students are to be in their classes on time for each class. Unexcused tardies in excess of three (3) 
or more days per quarter will be considered "Minor Infractions", which is explained in the Student 
Code of Conduct. If a student is tardy to school for that day, he/she must check in with the Director 
of Academic Affairs (DAA)/Pilot Director (PD). Students must have a note from the parent or 
guardian explaining the nature of the tardy, and a tardy pass from DAA/PD to class. 

WITHDRAWALS 

When a student withdraws, an Exit Interview is done with the Director of Academic Progress 
(DAP) on campus to ensure withdrawing is the best option for the student. Once the DAP has 
completed the Exit Interview the student can withdraw from central office. Teachers will be 
required to submit: the student’s final grade, the amount of any school issued property not turned 
in or fees owed to NBHS, and the number of absences from his/her class. 

ATTENDANCE 

It is the teacher’s responsibility to take attendance every period. Attendance for each student 
must be recorded in the student management information system daily and checked at the end of 
the day by the DAA. The  Systems and Technology Administrator will ensure attendance is 
accurate for the system regularly. 

TRUANCY 

A pro-attendance culture is promoted; therefore, NBHS takes a collaborative approach to include 
parents, teachers, community organizations, juvenile courts, law enforcement and social service 
agencies to encourage students to attend school daily. Perfect and most improved attendance will 
be recognized weekly and issues hindering this progress will be addressed through home visits by 
Guardian Social Worker, leader, liaison, teachers, and staff. 100% attendance is expected. 

STUDENT RECORDS 

Student records are confidential and are protected from unauthorized inspection or use. Employees 
should take precautions to maintain the confidentiality of all student records. The following people 
are the only ones permitted to have access to a student’s record:  

● Parents/Legal guardian of a minor or of a student who is a dependent for tax 
purposes  

● The student (if 18 or older)  
● School officials with legitimate educational interests 

 



   60 

Parents or students who want to review student records should be directed to the Central Office 
for assistance. 
 
Cumulative records are centrally housed in the file room and filed alphabetically by grade. These 
records are legal documents subject to subpoena and must be maintained current at all times. Under 
no circumstance should these records be removed without approval. The Director of Academic 
Affairs/Pilot Director or designee will be responsible for checking records in and out. 
 
Each student enrolled at New Beginnings must and will have a cumulative file folder along with 
an enrollment folder. All cum folders will be requested from the students’ previous school. If a 
student has never attended a Polk County school before, then a cum folder will be created for that 
student. 
 
New Beginnings High School will maintain a general file folder on all students including their 
application, proofs of residence, photo ID and all necessary documents. Student progress reports 
are to be collected and filed after each grading period in the student files kept by the Director of 
Academic Progress.  

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACTS (FERPA) 

The Family Educational Rights and Privacy Acts, 20 U.S.C. § 1232g (FERPA) is the federal law 
that sets forth basic privacy requirements for personally identifiable information contained in 
educational records maintained by schools. Only school employees with an educational need to 
know are allowed to access an individual student’s records; disclosing such information to persons 
other than the parent(s) or another school employee with a legitimate education interest is a 
violation of this act. 

STUDENT USERNAME AND PASSWORD 

All enrolled students are to be given a username and password to complete assigned curriculum 
and student email address within 48 hours of enrollment. 

CAREER RESEARCH 

Students who need guidance in their career choices should contact the Director of Academic 
Progress, the Student Success Coach and/or the College & Career Teacher. 
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CLASSROOM POLICES 
STUDENTS’ RIGHTS AND RESPONSIBILITIES  

Students have a right to:    
• be greeted with a SMILE. 
• attend a safe and orderly school. 
• be treated with respect by all students and school personnel. 
• receive daily instruction that is competent, well-planned, and geared to his/her 

individual needs. 
• receive the extra help required to overcome social/emotional deficiencies or learning 

disabilities. 
• have structure to grow and opportunities to be great! 
 

It is a student’s responsibility to:  
• attend school on a regular basis. 
• be on time.  
• abide by all rules of behavior and conduct. 
• be diligent to make an honest effort at all class work assigned, i.e., to “try” 
• treat all teachers, students and staff with respect. 
• be great! 

STAFF RIGHTS AND RESPONSIBILITIES  

Employees have a right to:  
• work in an environment that promotes collaboration and teamwork. 
• speak up for what is in the best interest of the students.  
• build an environment that has structure and empathy.  
• hold ourselves and our teammates accountable for the success of the students. 
• have outside distractions from educational tasks kept to an absolute minimum.  

 
It is an employee’s responsibility to:  

• come holistically prepared to reach all students regardless of their knowledge, skills, 
or background. 

• provide well-conceived, well-planned, well-executed, customer service each day. 
• empathize with the needs, concerns, and problems of each student. 
• provide continual assessments, strategies, data and feedback to students and parents. 
• be supportive and consistent in enforcing classroom and school rules. 
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CAMPUS ENVIRONMENT (APPEARANCE) 

• The campus should remain safe, neat and orderly. 
• Books should be stacked neatly on the shelves. 
• The work area should be free of clutter. 
• Offices should look organized and professional. 
• Teachers should set aside time for students to clean out and organize their desks and 

binders. 
• Food and drinks should be consumed at the appropriate times to ensure no damage to 

the classroom technology.  
• All trash must be disposed of in appropriate receptacles. 
• Outside premises should be clean.  
• Bulletin boards should be changed every 9 weeks. 
• Classroom expectations must be posted at all times. 
• Hallways should be clean and walls free of pencil and pen marks.  

SCHOOL EQUIPMENT 

Employees are responsible for the proper use and care of all equipment assigned to them or their 
classroom/office. Improper use and/or abuse of equipment will result in the employee being 
charged for reasonable repairs. Lost equipment will result in charges for replacement. 

SCHOOL CULTURE 

Employee should treat all members of the school community (students, parents, instructional and 
non-instructional staff, and all others) in a respectful manner.  
In addition, employees should:  

● know who is being taught as a result of consulting records and Guidance personnel.  
● know what is to be taught and is prepared daily with proper materials and equipment.  
● keep appropriate records of student progress and attendance. 

 
● be responsible by  preparing accurate reports, in making preparation for a substitute, etc. 

 
● handle his/her own discipline problems with firmness, consistency, and fairness, prior to 

referral to a Director for action.  
● promote a positive image of the school within the community.  
● begin instruction promptly when appropriate. 

 
● set a good example for the students to observe, which includes ethical conversations and 

proper habits, attitudes, morals and dress.  
● dismisse students in a quiet and systematic manner. 
● avoid the use of profane and vulgar language.   
● include reading and writing strategies as a part of student interaction. 



   63 

CLASSROOM/STUDENT SUPERVISION 

It is the employees’ responsibility to properly supervise students at all times. Teachers should 
have knowledge of the whereabouts of each student in your class at all times. The teacher is 
responsible for the students assigned to him/her throughout the entire class period.  
 

• If you must leave your class, call for a Director or SRO on the phone page. At no time 
should a student be left in charge of a class. 

• At no time should a teacher leave a classroom unattended.  
• If a teacher has students stay after school, that teacher must remain on campus with the 

students until they are picked up. 
 

DO NOT LEAVE YOUR CLASS/STUDENT UNATTENDED, YOU ARE LEGALLY 
LIABLE. 

LIABILITY 

The primary test for determining liability of a teacher for injury to a pupil is FORESEEABILITY. 
If a prudent person could have foreseen the harmful consequences of his/her act, a teacher, in 
disregarding the foreseeable consequences, is liable for negligent conduct. When a person is doing 
anything in which a person of ordinary prudence can foresee danger or harm to others, the law 
imposes upon him a duty to exercise reasonable care. Because of the teacher-pupil relationship, 
the test of foresee ability for a teacher should be based on what a reasonable prudent person could 
have foreseen under the circumstances. 
 
If a teacher is negligent in the performance of his/her duties, there is no legal power, which can 
protect him/her from the consequences of his/her negligence. However, if a teacher exercises due 
care to foresee harmful consequences and to provide reasonable safety measures; the burden of 
proof of negligence is placed on the accuser. The courts have upheld teachers who exercised 
reasonable care in handling students under their supervision. 
 
There are no statutes in Florida, which grant immunity to teachers from suits for injuries sustained 
by pupils. However, the courts have interpreted the law to mean that a teacher is not liable for 
injuries to a pupil unless the teacher is negligent in his/her duty. The best course of action for any 
teacher to take is to follow known safety rules to instruct his students as to the best way of carrying 
out a specific assignment, and to exercise reasonable causation in the performance of regular duties 
whether they are in the classroom, on a field trip, etc. In other words, teachers should use good 
judgment and exercise initiative. 
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STUDENT SAFETY AND SCHOOL LIABILITY 

Employees are not permitted to: 
 

1. Take students from school during school day hours without the express written 
permission of parent(s) or legal guardian(s) and the approval of the building 
administrator. 

2. Send students on “off campus-unsupervised errands”.  
3. Loan students their vehicle. 
4. Leave class unattended at any time.  

 
Students are not allowed to leave the school grounds during their normal scheduled school day 
hours unless approved by the administration. The welfare and safety of the students is paramount 
and is the responsibility of all staff . 

TELEPHONES 

Telephone use should be limited to school business, except in emergencies. Cell phones are not to 
be used except in the case of an emergency. Cell phones should be stored out of sight and in the 
off or silent position while you are on duty. School telephones are located throughout the campus 
and are available for your use during your planning period. 

MONEY IN THE CLASSROOM 

Do not leave any money (personal or school) in any classroom. If it is stolen, you are responsible 
to replace it. 

CLASSROOM SECURITY 

When leaving the classroom , other work areas between classes or at the end of the day, employees 
are expected to turn out the lights and secure all doors. Windows should also be secured at the end 
of the day. 
 
All staff should refrain from keeping personal items of value in or on their desks. Purses should 
never be left unsecured. Students should be instructed to leave valuables at home. NBHS will not 
be responsible for the loss of or damage to, personal property due to such causes as fire, theft, 
accident or vandalism. 

THE CAMPUS MANAGEMENT PLAN 

A campus management plan will consist of three components:  
1) A set of expectations for campus behavior. 
2) A scale of specific consequences for not observing the expectations. 
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3) Positive incentives to reinforce behavior when students follow the expectations. 
 
There are three questions directors will ask when called to address management issues: 
 

1) Is this the first time you have experienced this issue? 
2) If not, what interventions have you put in place? 
3) Have you contacted the parents or held a parent meeting? 

CAMPUS MANAGEMENT 

A structured, consistent, discipline plan is the key in such a learning environment and must be used 
in each classroom. Behavioral expectations will be clearly stated, followed and posted. Specific 
classroom procedures and routines will be written in a positive manner and 
recognition/consequences for rule compliance and rule infractions will be reviewed with the 
students. When dealing with students, make every effort to be positive. Be firm, fair, consistent 
and considerate of the student. 

GOOD CAMPUS MANAGEMENT 

● Follow the rules for professional, ethical conduct. Don’t make fun, tease or ridicule 
students. 

● Treats all students equally. 
● Show respect for all students and demand respect from them. Give meaningful classroom 

assignments. 
● Address students by their proper name. Modulate your voice. 
● Don’t permit unnecessary student movement within the room or on campus. 
● Give students reasons why your course is needed (now and in the future). 
● Administer all classroom rules equitably. 
● Keep students on task - break tasks down to an understandable level for all students. 
● Recognize your students and call them by their names as quickly as possible. 
● Make lessons fun and engaging for the students - don’t be afraid of controlled noise. 
● Bulling is not to be tolerated. Don’t permit students to ridicule each other. 
● Keep your classroom clean and attractive at all times - change seating arrangements as 

needed. 
● Praise students as often as possible for good work, but remember to be sincere. 
● It is expected to call parents to report good or bad behavior of students. 
● Let students know that you are in charge of the class at all times. 
● Reinforce test taking skills whenever possible. 
● Enforce school rules at all times (e.g., dress, conduct, behavior, etc.) 
● Know your subject area well, but don’t be ashamed to say “I don’t know” or to admit that 

you made a mistake. 
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PREVENTIVE DISCIPLINE 

 
• State all classrooms rules explicitly. 
• Rehearse all rules from time to time. 
• Post all rules in a place where students can see, use, and remember the rules. 
• Avoid any and all threats. 
• Differentiate kindness from weakness. 
• Ensure that all rules are precise, practical and understood. 
• Ensure that discipline is not a game of chance, but one of consistency. 
• Demonstrate fairness. 
• Discipline with dignity. 
• Catch the kids being kind and recognize that behavior. 

ENFORCING DISCIPLINE 

Orientation of employees to the program will be done at the beginning of each academic year and 
on a continual basis as needed. The program manual on policies, procedures, and forms will be 
distributed to each staff member.  

STUDENT SERVICES 

Counseling support is available to students and parents/guardians by the Emotional Wellness 
Counselor. These services are to enhance the learning process and promote academic achievement 
and are essential to achieve optimal personal growth, acquire positive social skills and values, set 
appropriate career goals and realize full academic potential to become productive, contributing 
members of the community. Referrals for students and parents to resources outside the school for 
additional support will be made, and possible cases of neglect or abuse must be reported. 

BULLYING 

NBHS is committed to creating a safe, healthy, learning environment for all students that is free 
from bullying and harassment. All employees are expected to model and support a school culture 
that promotes positive interactions and respect for others. Bullying is more specifically addressed 
in the Polk County Schools Code of Student Conduct, Section 5.07. 
 
Bullying is defined as:  

● aggressive behavior or intentional harm-doing. 
● physical, verbal, emotional, or sexual.  
● carried out repeatedly over time.  
● an interpersonal relationship characterized by an imbalance of power. 
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Staff members who witness or become aware of bullying will immediately intervene in the 
following manner:  

● establish the safety of the victim of bullying  
● report the incident to Administration 

MANDATORY REPORTING OF CHILD ABUSE/NEGLECT 

When child abuse and/or neglect are suspected by school personnel, the law requires that you 
report it. 
 
The suspected child abuse and/or neglect will be reported immediately to the Florida Abuse 
Registry, 1-800-962-2873. You are required to give your name to hotline staff. Your name 
will be kept confidential. 
 
The “Notice of Referral to Child Abuse” form should be returned anonymously to your school 
administrator as soon as possible after calling the Child Abuse Registry at 1-800-962-2873. 

PARENT/GUARDIAN COMMUNICATIONS 

Instructional and administrative staff members are expected to notify a parent or guardian when, 
in his/her opinion, the student is performing or beginning to produce failing academic work or the 
student is displaying or beginning to display improper school conduct (e.g., poor attitude or 
classroom behavior.) Behavior, poor attendance, excessive tardiness, etc., which could possibly 
lead to academic failure and/or serious disciplinary actions. 
 
It is recommended that when communicating with parents/guardians, employees avoid sending 
information about grades, descriptions of discipline issues, or any other sensitive matters via e-
mail. The teacher may send a request for a phone conference or meeting via e-mail, with a brief 
and appropriate description of the issue. 

POSITIVE PARENT CONTACT 

Each team should contact all parents once per semester regarding something positive about their 
child. Each parent should be contacted before the 1st progress report. 

PROGRESS REPORTS 

We encourage all teachers to send home reports to parents concerning the progress of students. 
Interim reports will be sent home every four and a half weeks. No student may fail without prior 
notification to the parent. Reports will go home four times a year. All forms can be obtained from 
the Director of Academic Progress. 
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GROWTH PROGRESS OF STUDENTS 

The growth progress of students is vital to their success. Therefore, at enrollment a growth progress 
will be provided for students and parents to utilize use to track progress. Additional support will 
be provided to assist students to develop skills such as organization, time management, and 
effective study habits, help students set realistic academic and career goals and develop a plan to 
achieve them. Evaluations of students’ abilities and interests through assessments and inventories 
and development of strategies with teachers, administrators, and parents to help students succeed 
will be provided.  

POSTING GRADES 

Teachers should have all test and project grades posted in PowerTeacher within three days of the 
due date. 

NEXT COURSE IN POWERSCHOOL 

Upon notification of a credit completion report submission to the Director of Academic Progress 
(DAP), they must complete all required steps to assign the next course to the student in 48 hours 
in PowerSchool. 

CREDIT COMPLETION FORMS 

All teachers must submit a Credit Completion Form to the DAP in order to document that a student 
has earned credit in a course. A student will not be assigned a new course until the form has been 
submitted. 

ACADEMIC INTEGRITY 

Any student caught cheating on any assignment or test shall receive a zero for that assignment/test. 
If that particular test is important enough that the zero would fail him/her for the marking period.. 
Plagiarism is also a violation of academic integrity. The importance and value of honesty should 
be stressed at all times. 

SCHEDULES 

It is mandatory that all students have a schedule in PowerSchool and in FOCUS to show what 
classes they are working on. Schedules will be maintained by the DAP. New students will have a 
schedule within 72 hours of enrollment.  
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New Beginnings High School is required to have a master schedule for the entire school on what 
classes will be taught and by what teacher. 

LESSON PLANS 

All teachers will prepare lesson plans. Lesson plans need to be detailed in order for a substitute 
teacher to follow. The teacher’s lesson plans should reflect what they are doing in the classroom. 
Each lesson plan must contain (1) pupil objectives, (2) learning activities, (3) assignments, and 
(4) the B.E.S.T. Standard covered in the lesson. If the teacher plans to be out, it is their 
responsibility to leave detailed plans along with seating charts for the substitute teacher. If this is 
impossible, due to unforeseen circumstances, you should call the Director of Academic Affairs 
(DAA)/Pilot Director (PD) and inform them of the location of the plans or inform them of the 
day’s assignment. Teachers may elect to use their emergency plans on any day that they are out. 
 
All teachers are to turn in three days of independent sets of lessons (emergency plans) to the 
DAA/PD by the end of the second week of school. These plans will be kept in the office of the 
DAA/PD and reviewed by the Principal. They must contain enough copies for all students (or a 
class set to be shared) of any handouts or worksheets you wish to include or instructions for 
finding the copies in your classroom. 

SUPPLY ROOM  

All staff and volunteers needing supplies for classroom and/or office related items should email 
all request directly to their direct supervisor. Office items not available will need to be ordered. 
All supply requests are maintained by their direct supervisor. 

ILL STUDENTS 

Students who become ill or injured should be taken to the front desk immediately, where they 
will be supported. A designated person shall decide whether or not the student shall remain in 
school. Students sent to the front desk by the teacher must have an office pass, except in the case 
of an emergency. 

MEDICATION 

School personnel will not administer any medication to students unless they have received a 
medication form properly completed and signed by the doctor/nurse practitioner, and the 
medication has been received in an appropriately labeled container. Only county trained staff will 
be able to administer this medicine. Under no circumstance will medicine be administered in 
the classroom. 
 
If a student must have medication of any type given during school hours, including over-the-
counter drugs, the parent has the following choices: 
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1. The parent or someone designated by the parent may come to the school office and give 
the medication to the student at the appropriate time. 

 
2. The parent may obtain a copy of the Authorization for Medication form from the front 

desk receptionist. The parent will take the form to the student’s doctor/nurse practitioner 
and have him/her complete the form by listing the medication(s) needed. This form must 
be completed for both prescription and over-the-counter medication. 

STUDENT MEALS 

All students will be provided with an opportunity to receive breakfast/lunch daily.  

STUDENT TRANSPORTATION INFORMATION  

New Beginnings will have all students complete a transportation form stating what type of 
transportation will be used to arrive and leave from school. All information will documented. 

SCHOOL MARKETING 

The Director of Community Campus Engagement or designee will be responsible for maintaining 
the school’s media pages. Marketing materials are necessary to market the school. Marketing 
materials can be obtained from the Central Office by submitting a supply request. 

CAMPUS VISITORS/GUESTS 

All persons entering NBHS will be considered visitors. The front entrance shall be designated as 
the official entryway in receiving visitors/guests. When entering the building, all visitors will be 
asked to sign in. 
 
Community members may visit at any time. Directors will be responsible for conducting tours of 
the school as well as answering any questions community members may have. 
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ACKNOWLEDGEMENT 

I acknowledge the following: 
 

1. I have read, understand, and agree to comply with all the guidelines and regulations set 
forth in the Employee Handbook for NBHS. 

 
2. I understand that this Handbook does not create a contract of employment. I understand 

that, unless I have a separate written contract specifically guaranteeing a term of 
employment, my employment is “at-will”. 

 
3. This Handbook is a summary of all of the policies and practices of NBHS. It would be 

impossible for all expectations of me to be set forth in a single document. This Employee 
Handbook is not intended to be all inclusive. 

 
4. NBHS may modify, amend, eliminate, or deviate from all policies and practices at any 

time with or without notice. 
 

5. I understand that I may be disciplined or terminated for any reason, regardless of whether 
the circumstances are set forth in this Handbook. 

 
  

 
 
 
 
 
 
 
 
 
Employee Name Print: ______________________________ Date: _______________________ 
 
 
Employee Signature: ________________________________ 
 


