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​1.0​ ​Welcome​
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​1.1​ ​A Welcome Policy​

​Welcome! You have just joined a dedicated organization. We hope that your employment with​
​Excell Academy will be rewarding and challenging. We take pride in our employees as well as in​
​the products and services we provide.​

​The School complies with all federal and state employment laws, and this handbook generally​
​reflects those laws. The School also complies with any applicable local laws, although there​
​may not be an express written policy regarding those laws contained in the handbook.​

​The employment policies and/or benefits summaries in this handbook are written for all​
​employees. When questions arise concerning the interpretation of these policies as they relate​
​to employees who are covered by a collective-bargaining agreement, the answers will be​
​determined by reference to the actual union contract, rather than the summaries contained in​
​this handbook.​

​Please take the time now to read this handbook carefully. Sign the acknowledgement at the end​
​to show that you have read, understood, and agree to the contents of this handbook, which sets​
​out the basic rules and guidelines concerning your employment. This handbook supersedes any​
​previously issued handbooks or policy statements dealing with the subjects discussed herein.​
​The School reserves the right to interpret, modify, or supplement the provisions of this handbook​
​at any time. Neither this handbook nor any other communication by a management​
​representative or other, whether oral or written, is intended in any way to create a contract of​
​employment. Please understand that no employee handbook can address every situation in the​
​workplace.​

​If you have questions about your employment or any provisions in this handbook, contact Mary​
​Gryz, Director of Human Resources at​​mgryz@excellacademy.org​​or (763)533-0500.​

​We wish you success in your employment here at Excell Academy!​

​All the best,​

​Sabrina Williams, CEO/Founder​
​Excell Academy​

​1.2​ ​At-Will Employment​

​Your employment with Excell Academy is on an "at-will" basis. This means your employment​
​may be terminated at any time, with or without notice and with or without cause. Likewise, we​
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​respect your right to leave the School at any time, with or without notice and with or without​
​cause.​

​Nothing in this handbook or any other School document should be understood as creating a​
​contract, guaranteed or continued employment, a right to termination only "for cause," or any​
​other guarantee of continued benefits or employment. Only the CEO/Founder has the authority​
​to make promises or negotiate with regard to guaranteed or continued employment, and any​
​such promises are only effective if placed in writing and signed by the CEO/Founder.​

​If a written contract between you and the School is inconsistent with this handbook, the written​
​contract is controlling.​

​Nothing in this handbook will be interpreted, applied, or enforced to interfere with, restrain, or​
​coerce employees in the exercise of their rights under Section 7 of the National Labor Relations​
​Act.​

​This policy may not be appropriate in its entirety for employees working in Montana.​

​1.3​ ​Understanding our Purpose​

​The purpose for the existence of any business is to provide a certain product or service.​
​We (Excell) are in the business of providing the service of quality education that causes our​
​clients (students) to achieve academically and perform socially at very high levels.​
​Excell’s product = excellent teaching and learning (quality education)​
​Q: How will we know if we have produced a high-quality product?​
​A: We will obtain/see our desired results.​
​Q: What are our desired results?​
​A: Desired results = critical & creative, independent & interdependent thinkers and learners​
​CEO / CAO (Chief Academic Officer) role​
​To effectively operate a $10 million+ business that produces quality education.​
​To lead, manage, collaborate with, support and hold accountable the school’s leaders in​
​developing systems/processes that will result in Excell’s product.​
​To provide quality Instructional Leadership by effectively leading staff and managing the​
​systems/processes to produce the end product & desired results. How?​
​By...​
​1) Shaping a vision of academic success for all students​
​2) Creating a climate hospitable to education​
​3) Cultivating leadership in others​
​4) Improving instruction​
​5) Managing people, data and processes to foster school improvement.​
​Expectations for what CEO/CAO wants to see in place within the school - What should Excell​
​look like?​
​A community of ...​
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​Students and staff who value learning​
​● And hold a shared belief that all students can and will learn​
​● Are convinced and convicted to do whatever it takes to produce a quality product within​
​reason​
​High quality teaching and learning with​
​● Teachers as enthusiastic facilitators of learning​
​● Students enthusiastically engaged in learning​
​● Continuous progress learning systems​
​● Evidence based instructional strategies​
​Highly qualified / knowledgeable teachers (staff) with​
​● All staff involved in professional learning communities​
​High achieving students with​
​● 90% or more students meeting academic growth targets annually​
​● Students involved in their personal academic and social goal setting​
​Quality curriculum​
​● That is content rich; being utilized in every classroom (core knowledge)​
​● With strong science, global studies, math & language arts teaching and learning​
​● That is differentiated to meet the needs of all achievement levels​
​● That is effective / excellent classroom management in every classroom​
​● With socially responsible students who model character traits​
​● With staff and students professional in appearance​
​● With staff, students, and parents taking ownership in the school​

​2.0​ ​Introductory Language and Policies​

​2.1​ ​About the Company​

​Excell Academy for Higher Learning, MN Charter School 4068, has completed twenty-two​
​years of operation and is located at 5800 65th Avenue North, Brooklyn Park, MN 55429.​

​Excell Academy has been authorized by Osprey Wilds (OW, formerly Audubon Center of​
​theNorthwoods) since FY2010. In 2019 Excell was granted a five-year charter contract, to​
​run through June 2024; the 2022-23 school year was the fourth year of this five-year​
​contract.​

​Board of Directors​

​Excell Academy for Higher Learning Board Members:​
​● Edna Granger, Board Chair, Community Rep.​
​● Oliver Spraggins, Vice-Chair, Community Rep.​
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​● Casey Morrissette, Treasurer, Community Rep.​
​● Monica McGill, Secretary, Parent Rep.​
​● Kula Giddings, Teacher Rep.​
​● Trevva Evans, Parent Rep.​

​2.2​ ​Company Facilities​

​Excell Academy is located at 5800 65th Ave North Brooklyn Center, MN. 55429​
​Main receptionist phone number 763-533-0500​
​Front Desk Hours of operations:  8:15 a.m. - 4:30 p.m.​
​School Hours of operations:  9:05 a.m. - 3:45 p.m.​

​The building access with your employee ID badge/card is from 7:00 a.m. to 5:59​
​p.m. If you need to be in the building at additional times, please consult the​
​Facilities/Operations Director, Candace Dunbar at​​cdunbar@excellacademy.org​​.​

​Building access is not available on Saturday, Sunday and holidays without prior​
​approval from Facilities/Operations Director, Candace Dunbar.​

​2.3​ ​Ethics Code​

​Excell Academy will conduct business honestly and ethically wherever operations are. We strive​
​to improve the quality of our services, products, and operations and will maintain a reputation for​
​honesty, fairness, respect, responsibility, integrity, trust, and sound business judgment. Our​
​managers and employees are expected to adhere to high standards of business and personal​
​integrity as a representation of our business practices, at all times consistent with their duty of​
​loyalty to the School.​

​We expect that officers, directors, and employees will not knowingly misrepresent the School​
​and will not speak on behalf of the School unless specifically authorized. The confidentiality of​
​trade secrets, proprietary information, and similar confidential commercially-sensitive​
​information (e.g., financial or sales records/reports, marketing or business strategies/plans,​
​product development, customer lists, patents, or trademarks) about the School or operations, or​
​that of our customers or partners, is to be treated with discretion and only disseminated on a​
​need-to-know basis (see policies relating to privacy).​

​Violation of the Ethics Code can result in discipline, up to and including termination of​
​employment. The degree of discipline imposed may be influenced by the existence of voluntary​

​Page​​11​

mailto:cdunbar@excellacademy.org


​disclosure of any ethical violation and whether or not the violator cooperated in any subsequent​
​investigation.​

​2.4​ ​Mission Statement​

​Founded in 2001, Excell Academy for Higher Learning is a full-service community school​
​serving Pre K to 8th grade college-aspiring students with the promise to prepare them for​
​higher education and  positive productive citizenship. Excell Academy delivers a rigorous,​
​values-based, “whole-child,”  equity-in-education success path that:​

​● builds authentic relationships between our staff, students, and families,​
​● is culturally and racially responsive, relevant, and inclusive,​
​● offers social-emotional learning and supports with behavioral restorative​

​practices to develop  positive learning behavior and a strong and balanced​
​mindset,​

​● offers individualized interventions and/or enrichment while continuously​
​monitoring progress  and achievement, and​

​● creates empowered critical thinkers who are socially responsible.​

​Excell is blessed with a strong, dedicated staff and long tenure of a significant portion of our​
​teachers.  Since 2020, the Minnesota Department of Education has awarded Excell “High​
​Quality Charter School  status. We have annually earned the “School Finance Award” for fiscal​
​performance from the MN  Department of Education since 2008.​
​Vision​

​Excell Academy for Higher Learning’s board of directors envisions an excellent staff,​
​excellent curriculum, excellent student body, and excellent parent and community involvement​
​in the program. In addition, Excell Academy’s goals included providing:​
​● Our students with learning opportunities and academic experiences which normally are not​
​made available to them.​
​● High standards and high expectations for all our learners.​
​● Support in academic, social and emotional issues which are specific to the learners and​
​their families.​
​● A culturally comfortable learning environment in which students are free to express​
​themselves intellectually, creatively, and effectively.​
​● An environment where individual and cultural differences in teaching and learning styles​
​are acknowledged.​
​● A racially, culturally, and economically diverse student body.​
​● A socially and academically responsive curriculum where problem solving, and critical​
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​thinking applies to the culture and history of diverse groups.​
​● Content about minority groups integrated as a regular integral part of the curriculum.​
​● “Real-Life” learning experiences​
​● A “continuous progress” system for individualized learning​
​● Multi assessments to monitor student achievement.​
​● Staff members who are active and proactive in seeking professional development to work​
​effectively with diverse populations of students.​
​● Extended-day enrichment activities and homework assistance.​
​● Parental involvement training.​
​● Opportunities for community partnerships and other types of community involvement.​

​2.5​ ​Our Organization​

​Educational Program​

​We provide educational programs without regard to race, color, creed, religion, national​
​origin, sex, marital status, sexual orientation, gender identity, disability or age or any other​
​applicable protected class status. We practice an​​open enrollment​​policy. All course work is​
​designed to provide students with a greater sense of personal worth, dignity and self-respect​
​by employing educational strategies and practices that consider the total emotional, social,​
​and intellectual development of each child. Staff will be challenged to engage the student as​
​an  active decision-maker in the learning process.​

​Parent/Teacher Conference Days​

​Teachers at Excell Academy will be responsible for participation and coordination of​
​parent/teacher/student conferences. These conferences will be held, a minimum of two (2)​
​scheduled times each year, with time allowed for additional conferences, as necessary. Each​
​classroom teacher will be responsible for scheduling their own conferences but are expected​
​to coordinate times and dates based upon the time allowed in the school calendar, the​
​coordination of sibling conferences with other teachers, and the availability of support staff.​
​Teachers should give a copy of the completed schedule to the school secretary.​

​Conferences are expected to be held in a professional manner. It is time to share expectations​
​and progress with families in addition to determining parental and student satisfaction and​
​expectations. Teachers will also share each student’s portfolio with families, which include an​
​accumulation of student work samples. Families will be encouraged to request additional time​
​to meet (phone or in person) if the scheduled time is insufficient.​

​Teachers are required to complete the appropriate documentation for conferences with dates,​
​times and completion of paperwork, and provide records of the documentation to the school​
​secretary within two weeks following the conference dates.​

​Page​​13​



​Staff Development/Planning Day/Professional Employees​

​There are several non-student contact days that have been reserved for additional staff​
​development or special projects. These days will be used to strengthen the skills of the staff.​
​The Chief Education Officer reserves the right to schedule all or part of staff development at​
​the school site. Dates of the non-student contact days will become a part of the Master​
​Calendar. Absences or requests for PTO on these days will not be accepted or approved,​
​unless you are on a legally protected leave.​

​Students, Parents and Public Relations​

​We are building our school’s reputation on excellent service and quality work. To maintain  this​
​reputation requires the active participation of every employee, volunteer and contractor.  The​
​opinions and attitudes that students and parents have toward our school may be  determined for​
​a long period of time by the actions of one of us. It is sometimes easy to take a  student or​
​parent for granted, but when we do, we run the risk of losing not only the student,  but their​
​associates, friends or family who may also be parent(s) of students or prospective  parents of​
​students. Each employee must be sensitive to the importance of providing courteous treatment​
​in all of our relationships.​

​Whatever your position, you are performing public relations for the school.​

​You are urged, in all contacts with persons outside the school, to present a positive image of​
​Excell Academy. This image includes good manners, returning calls promptly, tactfulness, and​
​friendly communications at all times. Employees must refrain from engaging in gossip and​
​from engaging in disparaging remarks toward Excell Academy or other employees; but​
​employees are not prohibited from engaging in legally protected speech. Personnel and other​
​concerns should be directed to the Department Director. In addition, staff should not engage in​
​any media coverage regarding Excell Academy without explicit permission from the Chief​
​Education Officer. All media should be directed to the Chief Education Officer or her  designee.​

​2.6​ ​Revisions to Handbook​

​This handbook is our attempt to keep you informed of the terms and conditions of your​
​employment, including Excell Academy policies and procedures. The handbook is not a​
​contract. The School reserves the right to revise, add, or delete from this handbook as we​
​determine to be in our best interest, except the policy concerning at-will employment. When​
​changes are made to the policies and guidelines in this handbook, we will communicate them​
​promptly, either in a written supplement to the handbook or by posting (on company bulletin​
​boards or websites).​
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​2.7​ ​Employee Relations​

​Employees are the backbone of our success. Our achievements are due to the spirit and​
​cooperation of our people who contribute. We promote a work environment that encourages​
​both teamwork and individual initiative.​
​We will do our best to:​
​● Provide a safe working environment;​
​● Select and promote people on the basis of skill, training, ability, merit, attitude, and​
​character without prejudice or discrimination;​
​● Maintain competitive wages and benefits, appropriate with our philosophies;​
​● Welcome employee input, ideas and constructive criticisms at all times;​
​● Develop competent people who understand and meet our objectives, and who accept​
​with open minds the ideas, suggestions, and constructive criticisms of fellow workers;​
​● Dedicate ourselves to being the best and getting better;​
​● Respect individual rights, and treat all employees with courtesy and consideration;​
​● Maintain mutual respect in our working relationship; and​
​● Do all these things in a spirit of friendliness and cooperation.​
​Each of us, as employees, is responsible for:​
​● Regular and punctual attendance;​
​● Reporting to work, ready to work with proper attire;​
​● Good housekeeping skills (keeping self, workstation, and surrounding areas as clean as​
​possible);​
​● Safe working practices and good work performance;​
​● Cooperating with fellow employees to achieve the best results;​
​● Mutual respect for those we work with;​
​● Constructive participation in the operation of the company by contributing your​
​individual ideas and by becoming personally involved in opportunities as they may​
​arise; and​
​● Portraying a positive company image, both at work and while in the community.​
​We believe that the work conditions, wages, and benefits we offer to our employees are​
​competitive with those offered by other employers in this area and in this industry. If you have​
​concerns about work conditions or compensation, you are strongly encouraged to voice these​
​concerns openly and directly to your supervisors.​

​Our experience has shown that when employees deal openly and directly with supervisors, the​
​work environment can be excellent, communications can be clear, and attitudes can be​
​positive. We demonstrate our commitment to our employees by responding promptly and​
​effectively to employee concerns.​

​2.8 Personal Relationships in the Workplace​
​The employment of relatives or persons involved in dating relationships in the same area of an​
​organization may cause serious conflicts and problems with favoritism and employee morale.​
​In addition to claims of partiality in treatment at work, personal conflicts from outside the​
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​work environment can be carried into day-to-day working relationships.​
​Although we have no prohibition against hiring or employing relatives of or persons involved​
​in dating relationships with existing employees, we are committed to monitoring these​
​situations, especially when they work in the same area. In case of actual or potential problems,​
​Excell Academy will take prompt action. This can include reassignment or, if necessary,​
​termination of employment for one or both of the individuals involved.​
​For the purposes of this policy, a relative is any person who is related by blood or marriage, or​
​whose relationship with the employee is similar to that of persons who are related by blood or​
​marriage.​

​2.9 Non-Fraternization with Students​

​We expect you to maintain the highest professional, moral and ethical standards in your​
​conduct with students. The expectations set forth in this policy extend to non-staff (e.g., Board​
​members and volunteers) affiliated with the school.​

​You are expected to accept responsibility for your conduct, and to understand that even​
​off-duty conduct may adversely affect your ability to effectively perform your duties. The​
​interactions and relationships between you and students should be based upon mutual respect​
​and trust; an understanding of the appropriate boundaries between adults and students in an​
​educational setting; and consistent with the educational mission of the Excell Academy.​
​Specifically, we expect that you maintain appropriate professional relationships with students​
​in particular, and any youth in general, and be sensitive to the appearance of impropriety in​
​your conduct with students. You are encouraged to discuss issues with the principal whenever​
​you are unsure whether particular conduct may constitute a violation of this policy.​
​You are prohibited from engaging in any of the following types of prohibited conduct,​
​regardless of whether the conduct occurs on or off school property or whether the​
​conduct occurs during or outside of school hours. The following list of prohibited​
​conduct does not, and is not intended to, constitute an all-inclusive list of conduct for​
​which discipline may be imposed:​

​(a) Engaging in any romantic or sexual relationship with students, including dating, flirting,​
​sexual contact, inappropriate physical displays of affection, or sexually suggestive​
​comments between staff and students, regardless of whether staff or student initiates the​
​behavior, whether the relationship is consensual, or whether the student has parental​
​permission.​

​(b) Fostering, encouraging, or participating in inappropriate emotionally or socially intimate​
​relationships with students in which the relationship is outside the bounds of the​
​reasonable, professional staff-student relationship and in which the relationship could​
​reasonably cause a student to view the staff person as more than a teacher, administrator,​
​or advisor.​

​(c) Initiating or continuing communications with students for reasons unrelated to any​
​appropriate purpose, including oral or written communication; telephone calls; electronic​
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​communication such as texting, instant messaging, email, chat rooms, Facebook,​
​Instagram or other social networking sites; webcams; or photographs, electronic and online​
​communications with students, including those through personal accounts, should be​
​accessible to supervisors and professionals in content and tone.​

​(d) Socializing with students outside of class time for reasons unrelated to any appropriate​
​purpose or sponsored activity including allowing students to spend the night in the​
​employee’s home or providing rides to students in personal vehicles.​

​(e) Providing alcohol (regardless of age) or drugs – either prescription or illegal (except for​
​those provided in accordance with district policy on medication administration) – to​
​students.​

​Any person with knowledge or suspicion of an improper relationship between staff and a​
​students must immediately report the conduct to the principal or HR Director. Nothing in this​
​paragraph is intended to relieve mandated reporters of their obligations under policy 501A or​
​state and local law.​

​Staff who makes a good-faith report of a suspected fraternization violation, or who cooperates​
​in inquiries or investigations related to the investigation of such a report, shall be protected​
​from retaliation in accordance with school policy.​
​We will promptly investigate all reasonable allegations of prohibited staff/student​
​relationships.​
​Staff found to have violated this policy including engaging in retaliatory conduct shall be​
​subject to discipline, up to and including termination.​

​We are committed to providing a safe environment for our students and employees. To meet​
​this goal, we have established a workplace safety program. This program is a top priority. Its​
​success depends on the alertness and personal commitment of all.​
​We provide information to you about workplace safety and health issues through regular​
​internal communication channels such as supervisor-employee meetings, bulletin board​
​postings, memos, or other written communications.​
​You are expected to take ownership of your surroundings, to obey safety rules, and to exercise​
​caution in all work activities. You must immediately report any unsafe condition to your​
​supervisor. Employees who violate safety standards, who allow students to violate safety​
​standards, who cause hazardous or dangerous situations, or who fail to report or, where​
​appropriate, remedy such situations, may be subject to disciplinary action, up to and including​
​termination of employment.​
​In the case of accidents that result in injury, regardless of how insignificant the injury may​
​appear, you must immediately notify your supervisor. Such reports are necessary to comply​
​with laws and initiate insurance and workers’ compensation benefits procedures.​

​Child Protection and Mandated Reporting​
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​All staff is expected to model respect and use of appropriate behavior at all times with our​
​students. Corporal punishment is never permitted nor is inappropriate touching or touching​
​that might be misinterpreted. A child who is not responding to verbal commands or directives​
​and/or is unresponsive to sitting out time (supervised isolation), should be managed in​
​accordance with teacher and/or school behavioral policies and procedures.​
​Harassing or intimidating words, behaviors, or actions directed at any child, as well as any​
​inappropriate touching may result in immediate dismissal.​
​Minnesota law (sec. 626.556) requires that any professional or their delegates engaged in the​
​practice of childcare or education, who have reason to suspect that a child has been sexually,​
​physically or psychologically abused or neglected is required to report to the local welfare​
​agency, Hennepin County Child Protection, or the local police department, Brooklyn Park​
​Police Department. The report is to be made immediately upon forming the suspicion of abuse​
​or neglect and is to be followed by a written report as soon as possible thereafter (same day).​
​Reasonable cause to suspect abuse or neglect is a matter of professional judgment. You​
​should​
​report if you know of circumstances that would give a cautious person reason to believe there​
​was abuse or neglect. Contact the Chief Education Officer or their designee, or the Human​
​Resources Department if you have any questions or concerns about mandated reporting.​

​Harassment, Bullying & Offensive Behavior​

​We are committed to providing a work environment that is free of discrimination and​
​unlawful harassment. We prohibit discrimination and harassment on the basis of race,​
​creed, religion, color, national origin, sex, marital status, status with regard to public​
​assistance, membership or activity in a local human rights commission, disability, sexual​
​orientation, gender identity or expression, age or any other protected characteristic.​

​Any employee who engages in harassment; who permits employees under his/her​
​supervision to engage in such harassment; or who retaliates or permits retaliation​
​against an employee who reports such harassment is guilty of misconduct and​
​shall be subject to remedial action which may include discipline or termination of​
​employment.​

​Employee Rights and Responsibilities:​
​You are entitled to timely resolution of any complaints about harassing or​
​inappropriate behavior. In addition, you are protected from retaliation for making​
​a complaint or exercising other rights protected by law.​

​It is your responsibility and obligation to report harassing or inappropriate​
​behavior, whether it is directed at you or is something you have seen or​
​heard that was directed at someone else. Any manager or supervisor who​
​learns of or observes harassing or inappropriate behavior, or receives a​
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​complaint about this kind of behavior, should immediately report the​
​behavior or complaint to the Human Resources Department or the Chief​
​Education Officer.​

​We will investigate reports and take timely and appropriate action to correct​
​harassing or inappropriate behavior. Every employee must cooperate fully during​
​any fact-finding initiated by us, providing honest and complete information.​

​Failure to participate fully and honestly in the investigative process, or in any​
​fact-finding process initiated by us, is a serious violation of company policy​
​and grounds for corrective action, which may include termination from​
​employment.​

​What is Harassment?​

​Harassment​ ​is​ ​offensive​ ​verbal​ ​or​ ​physical​ ​conduct​ ​regarding​ ​or​ ​because​ ​of​
​another​ ​person’s​ ​protected​ ​category​ ​status​ ​if​ ​that​ ​conduct​ ​has​ ​the​ ​purpose​ ​or​
​effect​ ​of​ ​creating​ ​an​ ​intimidating,​ ​hostile​ ​or​ ​offensive​ ​working​ ​environment,​
​unreasonably​​interferes​​with​​an​​individual’s​​work​​performance​​or​​opportunities,​
​or otherwise affects the terms and conditions of employment.​

​Definition of Sexual Harassment​
​Sexual harassment is defined as conduct on the basis of sex that consists of:​

​1. An employee conditioning an individual’s receipt of aid, benefit, or​
​service on that individual’s participation in unwelcome sexual​
​conduct;​

​2.​ ​Unwelcome​ ​conduct​ ​that​ ​a​ ​reasonable​ ​person​ ​would​ ​find​ ​“so​ ​severe,​
​pervasive,​ ​and​ ​objectively​ ​offensive”​ ​that​ ​it​ ​effectively​ ​denies​ ​a​ ​person​
​equal​ ​access​ ​to​ ​the​ ​school’s​ ​education​ ​program​ ​or​ ​activity​ ​or​ ​creates​ ​a​
​hostile or intimidating work environment; or​

​3. Sexual assault, dating violence, domestic violence, or stalking, as​
​those terms are defined by federal law.​

​If the conduct described by a formal complaint does not meet the regulatory​
​definition, a complaint must be dismissed with respect to whether it constitutes​
​sexual harassment under Title IX. 34 C.F.R. § 106.45(b)(2)(B)(3)(i). The school​
​can move forward under its own code of conduct. However, for Title IX purposes,​
​a formal complaint cannot move forward unless the complained-of conduct meets​
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​the new definition.​

​Definition of Other Harassment​
​Harassment may include any physical or verbal conduct demonstrating​
​hostility towards a person because of their age, sex, sexual orientation,​
​gender identity, race, color, religion, national origin, disability or other​
​“legally protected status.” For example:​

​●​​Age harassment – demeaning comments or conduct based​​on a person’s age.​
​It also can involve excluding an employee from certain activities because​
​of age or pressuring an employee to retire.​

​●​​Race/Color harassment – most often occurs as offensive​​comments,​
​epithets, jokes, slurs or gestures, or through symbolic objects or​
​drawings. Even when the victim and harasser are the same race, or the​
​victim is not a minority, race harassment is unlawful and will not be​
​tolerated at Excell Academy.​

​●​​Religious harassment – usually involves jokes, comments​​or other​
​demeaning conduct based on a person’s affiliation with a particular​
​religion or observance of religious holidays or dress. Coercing an​
​employee to participate or not participate in religious activities also​
​constitutes religious harassment.​

​●​​National origin harassment – derogatory words or​​conduct aimed at an​
​individual’s nationality, ancestry, foreign name, accent, appearance or​
​culture.​

​●​​Disability harassment – occurs when an individual​​is subject to comments,​
​ridicule or other demeaning conduct because of a “perceived or actual​
​disability”.​

​Examples of Harassment​
​Examples of harassment include, but are not limited to:​

​●​​Unwanted sexual advances.​
​●​​Offering employment benefits in exchange for sexual​​favors.​
​●​​Making or threatening reprisals after a negative​​response to​
​sexual advances.​​●​​Leering or making sexual gestures.​
​●​​Displaying or circulating sexually suggestive objects,​​pictures, cartoons,​

​e-mails or posters.​
​●​​Displaying or circulating offensive objects, pictures,​​cartoons, e-mails or​
​posters based on a legally protected characteristic such as race, religion or​
​sexual orientation.​​●​​Making or using derogatory comments,​​epithets, slurs,​
​or jokes.​
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​●​​Graphic verbal commentaries about an individual’s​​body, sexually​
​degrading words used to describe an individual, or suggestive or obscene​
​letters, notes, or invitations.​​●​​Unwelcome physical conduct including​
​touching, assaulting, impeding or blocking movements, and threatening​
​and intimidating behavior.​
​●​​Electronic communications, such as online posts​​or text messaging,​

​which are offensive or derogatory in nature about an individual due to​
​their membership in a protected class.​

​Reporting Procedure​
​You are responsible for, and have an obligation to, report harassing or​
​inappropriate behavior, whether it is directed at you or is something you saw or​
​heard that was directed at someone else. Any manager or supervisor who learns of​
​or observes harassing or inappropriate behavior, or receives a complaint about this​
​kind of behavior, must immediately report the behavior or complaint to the​
​Human Resources Department/Title IX Coordinator, Mary Gryz Human​
​Resources Director at phone 763-533-0500, email​​mgryz@excellacademy.org​​or​
​in writing and send to Mary Gryz, Human Resources Director, 5800 65th Ave N,​
​Brooklyn Park, MN. 55429​

​If you​​experience​​harassment in the workplace, whether​​by employees or​
​non-employees, take the following steps:​

​●​​Take immediate action rather than ignoring the problem​​and waiting for it to​
​go away;​​●​​Tell the offending person, if they feel​​comfortable doing so, that​
​their actions or comments are unwelcome, that the behavior is offensive, and​
​it must stop immediately;​​●​​Report the incident as​​soon as possible to a​
​supervisor, the Human Resources Department, Title IX Coordinator (the HR​
​Consultant) or the Chief Education Officer.​

​Remember that we will not tolerate any retaliation against you for reporting​
​concerns about harassing behavior or conduct.​

​If you​​witness​​harassment, take the following steps:​
​●​​Take the incident(s) seriously;​
​●​​Refuse to condone or participate in the behavior;​
​●​​Encourage the victim to speak with their supervisor,​​the Human​

​Resources Department, or the Chief Education Officer; and​
​●​​Express suspicions or concerns to your supervisor, the Human Resources​

​Department, or the Chief Education Officer so that we can be alerted to​
​any possibly harassing situations.​

​Page​​21​



​If you​​engage in​​harassing behavior or have been accused of engaging in​
​harassing or inappropriate behavior, take the following steps:​

​●​​Stop the behavior immediately;​
​●​​Listen to the person complaining about the behavior;​​and​
​●​​Learn from the experience and do not repeat it.​

​You​ ​must​ ​cooperate​ ​during​ ​any​ ​harassment​ ​investigation​ ​or​ ​fact-finding​ ​we​
​conduct​ ​and​ ​must​ ​provide​ ​honest​ ​and​ ​complete​ ​information.​ ​If​ ​you​ ​refuse​ ​to​
​participate​​in​​the​​investigation,​​provide​​untruthful​​statements​​to​​the​​investigator,​​or​
​otherwise​ ​obstruct​ ​the​ ​investigation​ ​process,​​you​​will​​be​​subject​​to​​discipline,​​up​
​to and including termination of employment.​

​Under Title IX, the complainant is required to make a formal complaint and a​
​third party is not allowed to file a formal complaint on the complainant’s behalf.​
​The definition of formal complaint limits filers to complainants themselves and​
​the Title IX coordinator. Thus, while third parties may still report sexual​
​harassment, such reports do not constitute “formal complaints.” In the event a​
​complainant does not complete a formal complaint, the Title IX Coordinator will​
​need to do so to initiate the formal grievance procedure. A complainant may not​
​remain anonymous. If the Title IX Coordinator is filing the complaint, they are​
​required to disclose the name of all parties, if known, including the name of the​
​complainant’s identity.​

​Supervisors​
​For purposes of this policy, Supervisors are exempt employees whose primary​
​duties involve managing a division of the company and directing the work of at​
​least two full time employees or equivalents. Among other duties, supervisors are​
​responsible for hiring, firing, and disciplining others. Non-exempt employees who​
​direct the work of employees, but do not have the authority to hire, fire, or​
​discipline others, are not supervisors.​

​If​ ​you​ ​are​ ​a​ ​Supervisor​ ​who​ ​is​ ​responsible​ ​for​ ​hiring,​ ​firing​ ​and​ ​disciplining​
​employees,​ ​and​ ​if​ ​you​ ​engage​ ​in​ ​harassment,​ ​permit​ ​others​ ​under​ ​your​
​supervision​​to​​engage​​in​​such​​harassment,​​retaliate​​or​​permit​​retaliation​​against​​an​
​employee​​who​​reports​​such​​harassment,​​you​​are​​guilty​​of​​misconduct​​and​​shall​​be​
​subject to immediate disciplinary action that may include​
​termination of employment.​

​Grievance Process​
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​Once a formal complaint is received, all parties will be notified in writing. This​
​notification will include:​

​●​​Notice of the grievance process, including any informal resolution process​
​developed by the school;​

​●​​Notice of the allegations with “sufficient details​​known at the time and​
​sufficient time to prepare a response before any initial interview.”​
​“Sufficient details” is defined to include:​

​o​​The identities of the parties involved in the incident;​
​o​​The conduct allegedly constituting sexual harassment​​under the​
​new definition;​​o​​The date and location of the alleged​​incident.​

​●​​A statement that the respondent is presumed not​​responsible and that a​
​determination regarding responsibility is made at the conclusion of the​

​grievance process;​

​●​​A notice to the parties that they may have an advisor of their choice, who​
​may be, but need not be, an attorney, and who may inspect and review​
​evidence​

​●​​Notice of any provision of the school’s code of​​conduct that prohibits​
​knowingly making false statements or knowingly submitting false​
​information.​

​Investigation Process​
​We will promptly investigate any reports of harassment.​

​The parties must be provided equivalent opportunities to present and review​
​evidence, to have an advisor (who may be an attorney) present, and to have their​
​advisor participate in any meeting, hearing, or investigative interview. The parties​
​will be provided all the evidence subject to inspection and review in electronic​
​format or hard copy, before the investigation report is completed. The parties will​
​be given 10 days to submit written responses, and the investigator will consider​
​any written responses when finalizing their investigation report.​

​When a complainant or respondent is being interviewed or otherwise met with,​
​the school will give written notice of the date, time, location, participants, and​
​purpose of such interview, meeting, or hearing, with sufficient time for the party​
​to prepare to participate.​

​An investigation report that fairly summarizes the relevant evidence will be​
​sent to the complainant and respondent at least 10 days before any​
​determination of responsibility is made, for the parties’ review and written​
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​response. Parties have 10 days to respond to the report.​

​The Chief Education Officer or their designee will make a final​
​determination. Corrective action will be taken consistent with the results of​
​our investigation.​

​Retaliation​

​We do not tolerate any retaliation against any employee who reports an incident​
​of alleged harassment on inappropriate workplace behavior or provides​
​information during an investigation and will take measures to protect all such​
​employees from retaliation.​​Engaging in retaliatory​​behavior is a violation of​
​this policy, and is grounds for corrective action, up to and including termination​
​of employment.​

​WORK CONDITIONS AND HOURS​

​While this legal and moral responsibility falls on each employee, volunteer or contractor​
​individually, we need to know whenever there is a situation in which you suspect abuse or​
​neglect. In such situations, you should contact the Chief Education Officer (or designee in the​
​Director’s absence) immediately with any suspicions and follow the procedure above.​
​However, if you are unable to confer with the Chief Education Officer or designee, you should​
​contact the local welfare agency or local police department (use your best judgment). Failure​
​to comply with the above reporting requirement is a misdemeanor under Minnesota law,​
​contributes to children being at-risk, and will result in disciplinary action.​

​Bloodborne Pathogen Exposure Control​

​Blood borne pathogens are microorganisms in human blood that can cause disease in humans.​
​These pathogens include, but are not limited to, Hepatitis B virus (HB), Hepatitis C virus​
​(HC), and the human immunodeficiency virus (HIV). Occupational transmission of these​
​viruses is rare, but their lethal nature requires that we take every possible measure to prevent​
​exposure. The Occupational Safety Health Act (OSHA) standard mandates engineering​
​controls, work practices and personnel protective equipment that, coupled with employees’​
​training, will reduce on-the-job risks for all employees exposed to blood or other bodily fluids.​
​Each employee must adhere to the following universal precaution:​
​1. Hands should be washed before and after direct contact and immediately if hands​
​become contaminated with blood or other bodily fluids;​
​2. Gloves should be worn whenever there is a possibility of contact with bodily fluids;​
​3. Masks should be worn whenever there is the possibility of splashing or splattering of​
​bodily fluids;​
​4. Gowns should be worn if contact with soiled clothes or exposed skin is likely;​
​5. During resuscitation procedures, pocket masks or mechanical ventilation devices​
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​should be readily available;​
​6. Spills of blood or blood-containing bodily fluids should be cleaned up using a solution​
​of household bleach and water in a 1:100 solution for smooth surfaces and 1:10 for​
​porous surfaces;​
​7. Health care professionals who have open lesions, dermatitis or other skin irritation​
​should not participate in direct patient care activities or handle contaminated​
​equipment;​
​8. Contaminated needles should never be bent, clipped or recapped. Immediately after​
​use, contaminated sharp objects should be discarded into puncture-resistant “Sharps”​
​container designed for this purpose.​
​For additional instructions and procedures that apply to your job you must see the school​
​nurse.​

​3.0​ ​Hiring and Orientation Policies​

​1. Purpose:​

​This policy outlines the procedures and guidelines for hiring and orienting new employees at​
​Excell Academy.. The purpose is to ensure a fair, transparent, and efficient hiring process and to​
​provide new employees with the necessary information and support for a successful transition​
​into their roles.​

​2. Scope:​

​This policy applies to all employees of Excell Academy, including teachers, administrators,​
​support staff, and contracted personnel.​

​3. Hiring Procedures:​

​Job Posting and Recruitment:​

​●​ ​All open positions will be posted internally and externally, as appropriate, on relevant job​
​boards, the school's website, and other platforms.​

​●​ ​Job requisition must be submitted to the HR Director by the department head with proper​
​approval to post any job opening.​

​●​ ​Job postings will include a clear job description, required qualifications, and application​
​instructions.​

​●​ ​Excell Academy is an Equal Opportunity Employer and will not discriminate based on​
​race, color, creed, religion, national origin, sex, marital status, status with regard to​
​public assistance, disability,​​1​​age, sexual orientation,​​or gender identity.​

​●​ ​The hiring committee, composed of relevant stakeholders, will be established for each​
​open position.​
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​Application and Screening:​

​All applications will be reviewed by the hiring committee.​

​●​ ​Applicants meeting the minimum qualifications will be screened based on their​
​application materials and relevant experience.​

​●​ ​Background checks, including criminal history checks and checks against the Minnesota​
​Department of Education's Teacher Licensure database, will be conducted on all​
​finalists, in accordance with Minnesota state law.​

​●​ ​Reference checks will be conducted for finalists.​

​Interviews:​

​●​ ​Qualified candidates will be invited for interviews with the hiring committee.​
​●​ ​Interviews will be structured and consistent to ensure fairness and objectivity.​
​●​ ​Interview questions will be related to the job requirements and aligned with Excell​

​Academy's mission and values.​
​●​ ​If applicable, a teaching demonstration or skills assessment may be included in the​

​interview process.​

​Selection and Offer:​

​●​ ​The hiring committee will select the most qualified candidate based on the interview​
​process and other relevant factors.​

​●​ ​A formal offer of employment will be made in writing, outlining the terms of employment,​
​including salary, benefits, and start date.​

​●​ ​The offer is contingent upon successful completion of all required background checks​
​and verification of credentials.​

​Orientation Procedures:​

​Pre-Employment Orientation:​

​●​ ​Prior to the start date, new employees will receive essential information about the​
​school, including its mission, vision, values, and policies.​

​●​ ​New employees will be provided with necessary paperwork, including employment​
​agreements, tax forms, and benefit enrollment information. Access Trinet to enter​
​personal data.​

​New Employee Orientation​
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​●​ ​A comprehensive new employee orientation will be conducted within the first week of​
​employment.​

​●​ ​The orientation will cover the following topics:​
​○​ ​School policies and procedures, including attendance, safety, and confidentiality.​
​○​ ​Employee benefits and compensation.​
​○​ ​Technology and communication systems.​
​○​ ​Associate Director/Instructional Coaches will provide Curriculum and instructional​

​practices for the teaching staff.​
​○​ ​Student support services.​
​○​ ​Performance expectations and evaluation process.​
​○​ ​Introduction to key personnel and departments (Organizational Chart).​
​○​ ​MN state teacher licensure requirements and ongoing education.​

​●​ ​New employees will be provided with a staff handbook and other relevant resources.​
​●​ ​New employees will be assigned a mentor or buddy by departmental superior to provide​

​support and guidance during their initial period of employment​

​Ongoing Professional Development:​

​●​ ​Excell Academy is committed to providing ongoing professional development​
​opportunities for all employees.​

​●​ ​New employees will be encouraged to participate in relevant professional development​
​activities to enhance their skills and knowledge.​

​Responsibilities:​

​●​ ​Human Resources:​​Responsible for overseeing the hiring and orientation process,​
​ensuring compliance with all applicable laws and regulations.​

​●​ ​Hiring Committee:​​Responsible for conducting a fair and thorough selection process.​
​●​ ​Supervisors:​​Responsible for providing ongoing support and guidance to new​

​employees.​
​●​ ​New Employees:​​Responsible for actively participating​​in the orientation process and​

​seeking support as needed.​

​3.2​ ​Accommodations for Pregnancy, Childbirth, and Related Medical​
​Conditions​

​Excell Academy recognizes the importance of supporting employees experiencing limitations​
​related to pregnancy, childbirth, or related medical conditions by providing reasonable​
​accommodations. We are committed to complying with the federal Pregnant Workers Fairness​
​Act (PWFA) and any applicable state or local laws offering additional protections.​
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​Examples of reasonable accommodations include:​

​●​ ​Additional break time for restroom use, meals, hydration, and rest.​
​●​ ​Seating options allowing for sitting or standing as needed.​
​●​ ​Schedule changes, part-time work, and paid and unpaid leave.​
​●​ ​Flexible work hours to accommodate medical appointments and physical needs.​
​●​ ​Telework (remote work).​
​●​ ​Closer parking spots to the workplace entrance.​
​●​ ​Light duty.​
​●​ ​Making existing facilities accessible or modifying the work environment.​
​●​ ​Job restructuring.​
​●​ ​Temporarily suspending one or more essential functions of your job.​
​●​ ​Acquiring or modifying equipment, uniforms, or devices.​
​●​ ​Adjusting or modifying examinations or policies.​

​If you require an accommodation, notify your Manager. In instances where the need for a​
​particular accommodation is not obvious, you may be asked to provide:​

​●​ ​The reason is that accommodation is needed.​
​●​ ​A description of the proposed accommodation.​
​●​ ​Information on how the accommodation will effectively address your limitations.​

​Medical documentation will not be required in the following situations:​

​●​ ​When the limitation and need for an accommodation is obvious.​
​●​ ​If the School is already aware of the limitation due to previous disclosures.​
​●​ ​When requesting accommodations such as additional restroom breaks, fluid intake, food​

​breaks, or seating arrangements, which are considered presumptively reasonable.​
​●​ ​For any lactation accommodations.​
​●​ ​When a similar accommodation has been provided to other employees without requiring​

​documentation.​

​The School will engage in an interactive process with you to identify suitable accommodations.​
​While we strive to accommodate all requests, certain accommodations may not be provided if​
​they would result in undue hardship to the School. Factors considered include the nature and​
​cost of the accommodation, the overall financial resources of the facility, and the impact on​
​operations, including safety and efficiency.​

​If leave is provided as a reasonable accommodation, it may run concurrently with leave under​
​the federal Family and Medical Leave Act (FMLA) and/or any other applicable leave as​
​permitted by law.​
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​The School strictly prohibits retaliation against employees who request or utilize an​
​accommodation under this policy.​

​3.2​ ​Conflicts of Interest​

​Excell Academy is concerned with conflicts of interest that create actual or potential job-related​
​concerns, especially in the areas of confidentiality, customer relations, safety, security, and​
​morale. If there is any actual or potential conflict of interest between you and a competitor,​
​supplier, distributor, or contractor to the School, you must disclose it to your Manager. If an​
​actual or potential conflict of interest is determined to exist, the School will take such steps as it​
​deems necessary to reduce or eliminate this conflict.​

​3.3​ ​Disability Accommodation​

​Excell Academy complies with the Americans with Disabilities Act (ADA), the Pregnancy​
​Discrimination Act, and all applicable state and local fair employment practices laws, and is​
​committed to providing equal employment opportunities to qualified individuals with disabilities,​
​including disabilities related to pregnancy, childbirth, and related conditions. Consistent with this​
​commitment, the School will provide reasonable accommodation to otherwise qualified​
​individuals where appropriate to allow the individual to perform the essential functions of the job,​
​unless doing so would create an undue hardship on the business.​

​If you require an accommodation because of your disability, it is your responsibility to notify your​
​Manager. You may be asked to include relevant information such as:​

​●​ ​The reason you need accommodations.​
​●​ ​A description of the proposed accommodation.​
​●​ ​How the accommodation will help you perform the essential functions of your job.​

​After receiving your request, the School will engage in an interactive dialogue with you to​
​determine the precise limitations of your disability and explore potential reasonable​
​accommodations that could overcome those limitations. Where appropriate, we may need your​
​permission to obtain additional information from your medical provider. All medical information​
​received by the School in connection with a request for accommodation will be treated as​
​confidential.​

​The School encourages you to suggest specific reasonable accommodations that you believe​
​would allow you to perform your job. However, the School is not required to make the specific​
​accommodation requested by you and may provide an alternative accommodation, to the extent​

​Page​​29​



​any reasonable accommodation can be made without imposing an undue hardship on the​
​School.​

​Where state or local law provides greater protections to employees than federal law, the School​
​will apply the law that provides the greatest benefit to employees.​

​If leave is provided as a reasonable accommodation, such leave may run concurrently with​
​leave under the federal Family and Medical Leave Act and/or any other leave where permitted​
​by state and federal law.​

​The School will not discriminate or retaliate against employees for requesting an​
​accommodation.​

​3.4​ ​Employment Authorization Verification​

​New hires will be required to complete Section 1 of federal Form I-9 on the first day of paid​
​employment and must present acceptable documents authorized by the U.S. Citizenship and​
​Immigration Services proving identity and employment authorization no later than the third​
​business day following the start of employment with Excell Academy. If you are currently​
​employed and have not complied with this requirement or if your status has changed, inform​
​your Manager.​

​If you are authorized to work in this country for a limited time, you will be required to submit​
​proof of renewed employment eligibility prior to expiration of that time to remain employed by​
​the School.​

​3.5​ ​Employment of Relatives and Friends​

​We will not employ relatives or friends in circumstances where actual or potential conflicts may​
​arise that could compromise supervision, safety, confidentiality, security, and morale at Excell​
​Academy. It is your obligation to inform the School of any such potential conflict so we can​
​determine how best to respond to the specific situation.​

​3.6​ ​Job Descriptions​

​Excell Academy attempts to maintain a job description for each position. If you do not have a​
​current copy of your job description, you should request one from your Manager.​

​Job descriptions prepared by the School serve as an outline only. Due to business needs, you​
​may be required to perform job duties that are not within your written job description.​
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​Furthermore, the School may have to revise, add to, or delete from your job duties per business​
​needs. On occasion, the School may need to revise job descriptions with or without advance​
​notice to employees.​

​If you have any questions regarding your job description or the scope of your duties, please​
​speak with your Manager.​

​3.7​ ​New Hires and Introductory Periods​

​The first 30 days of your employment is considered an introductory period. During this period,​
​you will become familiar with Excell Academy and your job responsibilities, and we will have the​
​opportunity to monitor the quality and value of your performance and make any necessary​
​adjustments in your job description or responsibilities. Completion of this introductory period​
​does not imply guaranteed or continued employment. Nothing that occurs during or after this​
​period should be construed to change the nature of the [["at-will"]] employment relationship.​

​3.8​ ​Religious Accommodation​

​Excell Academy recognizes the diversity of religious beliefs and is committed to providing equal​
​employment opportunities to all employees, regardless of their religious beliefs and practices or​
​lack thereof. Consistent with this commitment, the School complies with Title VII of the Civil​
​Rights Act of 1964 and all applicable state and local laws that prohibit employment​
​discrimination on the basis of religion. The School will reasonably accommodate the sincerely​
​held religious beliefs of employees if the accommodations would resolve a conflict between the​
​individual's religious belief or practice and a work requirement, unless doing so would create an​
​undue hardship.​

​Requesting a Religious Accommodation​

​If you need accommodation because of your religious beliefs or practices, make the request​
​with the Director of Human Resources, Mary Gryz. You may be asked to include relevant​
​information such as:​

​●​ ​A description of the proposed accommodation.​
​●​ ​The reason you need the accommodation.​
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​●​ ​How the accommodation will help resolve the conflict between your religious beliefs or​
​practices (or lack thereof) and your work requirements.​

​After receiving your request, the School will engage in an interactive dialogue with you to​
​explore potential accommodations that could resolve the conflict between your religious beliefs​
​or practices and work requirements. The School encourages you to suggest specific reasonable​
​accommodations. However, the School is not required to make the specific accommodation​
​requested by you and may provide an alternative accommodation, to the extent any reasonable​
​accommodation can be made without imposing an undue hardship on the School.​

​The School will not discriminate or retaliate against employees who, in good faith, request​
​religious accommodation under this policy.​

​3.9​ ​Training Program​

​In most cases, and for most departments, training employees is done on an individual basis by​
​the department manager. Even if you have had previous experience in the specified functions of​
​your job duties, it is necessary for you to learn our specific procedures, as well as the​
​responsibilities of the specific position. If you ever feel you require additional training, consult​
​your Manager.​

​4.0​ ​Wage and Hour Policies​

​4.1​ ​Attendance​

​Excell Academy requires regular and punctual attendance by employees. You are expected to​
​arrive at the workplace on time and ready to perform your job. Failure to comply with this policy​
​may result in disciplinary action, up to and including termination.​

​If you are not going to arrive at work or return from a break on time, you must notify the Excell​
​Academy Attendance Line by texting or calling in prior to 7:00 a.m. before your scheduled start​
​time.  In addition, if your direct supervisor/manager requests an employee to contact them in​
​addition to the attendance line, the employee must contact both.  The Excell Academy​
​attendance line number is 763-910-2595.  All employees will receive the Attendance Employee​
​Policy during the first day of employment.​

​If you must miss work due to an emergency or other unexpected circumstance, notify the Excell​
​Academy Attendance line as soon as possible. Notice should include the expected duration of​
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​your absence and your expected time or date of return. You may be required to provide​
​documentation of the need for the absence, as permitted by applicable law.​

​If you become ill during your scheduled workday and need to leave before the end of your shift,​
​notify your Manager immediately. If you are unable to perform your job at an acceptable level​
​due to illness, you may be sent home until you are well enough to work.​

​Absences will be considered excused if you requested the time off in accordance with School​
​policies and received the required approval for the absence. Absences will be considered​
​unexcused if you are absent from work during scheduled work hours without permission and do​
​not receive retroactive approval. This policy applies to all absences, including full- or partial-day​
​absences, late arrivals, and early departures. However, the school provides a 10 minute grace​
​period for arriving to work and a 10 minute grace period if leaving early.​

​Planned absences, such as vacations or medical appointments, should be arranged as far in​
​advance as possible. If you need to be absent during the workday, attempt to schedule outside​
​appointments or obligations so that your absence has the smallest impact possible on business​
​operations.​

​The School reserves the right to apply unused vacation, sick time, or other paid time off to​
​unauthorized absences when permitted by applicable law. Absences resulting from approved​
​leave, vacation, or legal requirements are exceptions to this policy.​

​If you fail to report to work for one or more consecutive days and have not provided proper​
​notification, the School will assume that you have voluntarily resigned your position and will​
​proceed with the termination process.​

​Details of Attendance Policy will be provided on Date of Hire.​

​4.2​ ​Business Expenses​

​The purpose of this policy is to define approved non-travel business expenses and the authority​
​for incurring and approving such expenses at Excell Academy.​

​Approved business expenses​​are the reasonable and​​necessary expenses incurred by​
​employees to achieve legitimate business purposes that are not covered by normal School​
​procurement processes.​

​Business Meetings (Employer-Sponsored Events and Meetings)​
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​The School pays for expenses necessary to achieve a valid business purpose when meetings​
​are held with customers, vendors, or other School employees. The most senior School​
​individual present is responsible for paying for and reporting all expenses.  Exempt employees​
​are not paid for additional hours beyond their primary work schedule if they are required to​
​attend events and/or meetings outside of normal business.  Non-Exempt employees are only​
​paid for the event and/or meeting if approved by their manager prior to the event and/or​
​meeting.​

​The School will make every effort to have a master account set up for School-wide and large​
​group events. However, if you are at a small meeting or staying by yourself at a hotel, pay​
​individually and submit for reimbursement accordingly.  Employees must obtain prior written​
​approval from their manager.​

​Entertainment​

​The School pays for entertainment expenses only when they clearly benefit the School, include​
​customers, and are promotional in nature. These expenses will be paid by Excell Academy if​
​employees are required and/or obtained prior written approval by their manager..​

​Technical and Training Seminars​

​The School pays for expenses associated with attendance at classes and seminars that​
​enhance job-related skills. Prior approval must be obtained by your manager.​

​Gifts​

​You may present gifts only under exceptional circumstances and with prior approval of the​
​appropriate School Administrator (ELT).  The School does not reimburse costs over $25 for​
​business gifts.​

​Other Expenses​

​The School will pay for postage and telephone expenses that are for business purposes.​

​Reporting​

​Report approved expenses on the standard expense report form and include a description of​
​the expense (which should include the date, vendor, business purpose, and a list of any​
​attendees/participants) and a copy of the receipt.​
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​4.3​ ​Direct Deposit​

​Excell Academy encourages all employees to enroll in direct deposit. If you would like to take​
​advantage of direct deposit, please access Trinet to update the direct deposit option.  Upon new​
​hire onboarding process employees can complete the direct deposit section.  Updating your​
​direct deposit information login into your Trinet account to make any updates to banking account​
​information or ask payroll at​​payroll@excellacademy.org​​for a form. Typically, the bank will begin​
​the direct deposit of your payroll within 30 calendar days after you submit your completed​
​application.​

​If you have selected the direct deposit payroll service, a written explanation of your deductions​
​will be provided to you on paydays in lieu of a check.​

​4.4​ ​Employment Classifications​

​The School designates all employees as either exempt or nonexempt in compliance with​
​applicable federal, state, and local law:​

​●​ ​Exempt employees.​​Exempt employees are generally paid​​a fixed salary and are not​
​entitled to overtime pay.​

​●​ ​Nonexempt employees.​​Nonexempt employees are entitled to minimum wage and​
​overtime pay.  All overtime hours must be approved by your manager prior to working​
​overtime.​

​The School also assigns each employee to one of the following categories:​

​●​ ​Regular full-time employees.​​Regular full-time employees are normally scheduled to​
​work at least 30 hours per workweek, except for approved time off. Full-time employees​
​are eligible for School benefits.​

​●​ ​Regular part-time employees.​​Regular part-time employees​​are normally scheduled to​
​work less than 30 hours or less per workweek. Part-time employees are not eligible for​
​most School benefits.​

​●​ ​Temporary or seasonal employees.​​Temporary employees are generally hired on a​
​temporary or project-specific basis, with either full- or part-time hours. Seasonal​
​employees are hired on a temporary basis during a time of year when extra work is​
​available. Temporary or seasonal employees are not eligible for most School benefits.​

​You will be informed of your classification, status, and responsibilities at the time of hire and at​
​any time your classification, status, or responsibilities change. If you have a question regarding​
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​this information, contact Director of Human Resources, Mary Gryz at​
​mgryz@excellacademy.org​​. These classifications do​​not alter your employment at-will status.​

​4.5​ ​Introduction to Wage and Hour Policies​

​At Excell Academy, pay depends on a wide range of factors, including pay scale surveys,​
​individual effort, profits, and market forces. If you have any questions about your compensation,​
​including matters such as paid time off, commissions, overtime, benefits, or paycheck​
​deductions, speak with your Manager.​

​4.6​ ​Paycheck Deductions​

​Excell Academy is required by law to make certain deductions from your pay each pay period,​
​including deductions for federal income tax, Social Security and Medicare (FICA) taxes, state​
​income taxes, state unemployment taxes, state disability insurance taxes, PERA or TRA​
​benefits.  and any other deductions required under law or by court order for wage garnishments.​
​The amount of your tax deductions will depend on your earnings and the information you list on​
​your federal Form W-4 and applicable state withholding form. Permissible deductions for exempt​
​employees may also include, but are not limited to, deductions for full-day absences for reasons​
​other than sickness or disability and certain disciplinary suspensions. You may also authorize​
​certain voluntary deductions from your paycheck where permissible under state law. Your​
​deductions will be reflected in your wage statement. If you have any questions about deductions​
​from your pay, contact your Manager.​

​The School will not make deductions to your pay that are prohibited by federal, state, or local​
​law. Review your paycheck for errors each pay period and immediately report any discrepancies​
​to your Manager.​

​You will be reimbursed in full for any isolated, inadvertent, or improper deductions, as defined by​
​law. If an error is found, you will receive an immediate adjustment, which will be paid no later​
​than your next regular payday.​

​The School will not retaliate against employees who report erroneous deductions in accordance​
​with this policy.​

​4.7​ ​Recording Time​

​Excell Academy is required by applicable federal, state, and local laws to keep accurate records​
​of hours worked by certain employees. To ensure that the School has complete and accurate​
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​time records and that employees are paid for all hours worked, nonexempt employees are​
​required to record all working time using the Trinet Web Clock system. Employees will receive​
​the Trinet Web Clock process/procedures on date of hire.​

​Non-exempt hourly employees must accurately record all of your time to ensure you are paid for​
​all hours worked, and must follow established School procedures for recording your hours​
​worked. Time must be recorded in Trinet Web Clock system:​

​●​ ​Immediately before starting your shift.​
​●​ ​Immediately after finishing work, before your meal period if an employee should leave​

​the premises during their meal break.​
​●​ ​Immediately before resuming work, after your meal period.​
​●​ ​Immediately after finishing work.​
​●​ ​Immediately before and after any other time away from work.​

​If an employee has difficulty with the Trinet Web Clock system, the employee must complete a​
​timesheet and immediately turn in to your Manager for approval.​

​Notify your Payroll at​​payroll@excellacademy.org​​of any pay discrepancies, unrecorded or​
​misrecorded work hours, or any involuntarily missed meal or break periods.​

​Falsifying time entries is strictly prohibited. Falsifying time entries includes working "off the​
​clock." If you falsify your own time records, or the time records of co-workers, or if you work off​
​the clock, you will be subject to discipline up to and including termination. Immediately report to​
​Director of Human Resources, Mary Gryz at​​mgryz@excellacademy.org​​any employee,​
​supervisor, or manager who falsifies your time entries or encourages or requires you to falsify​
​your time entries or work off the clock.​

​4.8​ ​Travel Expenses​

​The purpose of this policy is to define approved business travel expenses and the authority for​
​incurring and approving such expenses at Excell Academy.​

​Travel expenses are the reasonable and necessary expenses incurred by employees when​
​traveling on approved Excell Academy business trips. Travel is limited to business activities for​
​which other means of communication are inadequate and for which prior approval from your​
​Manager has been approved in writing.​

​Advances​
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​The School does not generally provide cash travel advances. Normally, you will be expected to​
​use personal credit cards and/or your own cash and submit approved expenses on the standard​
​Expense Report Form.​

​Travel Expenses​

​The School pays the actual amounts incurred for appropriate expenses when you are on travel​
​for work related assignments.  Employee must obtain written approval from their Manager.​
​Examples of typical expenses include the following:​

​●​ ​Airline tickets.​
​●​ ​Meals and lodging.​
​●​ ​Car rental, bus, taxi, parking.​
​●​ ​Telephone and fax.​
​●​ ​Business supplies and services.​
​●​ ​Associated gratuities.​
​●​ ​Other expenses necessary to achieve the business purposes.​

​Air Travel​

​Employees must have in writing prior approval from Management  prior to any Air Travel​
​purchases.  Employees must have prior approval from the immediate manager.  All travel​
​arrangements will be made by​​cholbrook@excellacademy.org​​.​

​Use economy or tourist class airfares when traveling on School business. In addition, private,​
​noncommercial aircraft or chartered aircraft are not to be used, and no more than two School​
​officers should travel together on the same flight.​

​Airfares are to be charged to personal credit cards and subsequently submitted for​
​reimbursement on a monthly expense report.​

​Hotels​

​Neither in-room movies nor refreshment bars are approved School expenses.​

​Insurance​

​The School does not pay for personal travel insurance for employees.​

​Rental Cars​
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​You are to use rental firms having existing relationships with the School and, where feasible,​
​have negotiated discount rates. Available reasonable transportation is to be used.​

​Personal Vehicles​

​When using your own vehicle for business purposes, you must maintain insurance coverage as​
​required by law.  Travel between your home and primary office is not considered to be business​
​travel. You may not use your personal vehicle for business travel without authorization. Every​
​attempt should be made to utilize the use of courier and delivery services in order to avoid the​
​hazard of liability and the time away from work. You will be reimbursed for vehicle use at the​
​standard IRS mileage rate, if you have obtained prior manager approval.​

​Reporting​

​Report approved expenses and include a description of the expense, its business purpose,​
​date, place, and the participants.​

​Travel Reservations​

​Airline travel, rental cars, and hotels must be booked through the corporate designated travel​
​agency in order to be reimbursed.​

​4.9​ ​Use of Employer Credit Cards​

​All employees in the possession of a credit card issued by Excell Academy will adhere to the​
​strictest guidelines of responsibility for the protection and proper use of that card. Credit card​
​purchases related to School vehicle use (gas, oil, etc.) Credit card purchases for vehicle use​
​must be approved by Management.​

​Submit all sales receipts generated by use of the School credit card weekly to your Manager​
​and/or to Cassandra Holbrook, cholbrook@excellacademy.org.​

​Any employee who has a School credit card may not be used for personal reasons. Use of the​
​School credit card is restricted to approved business related expenses.​

​Any unauthorized purchases made with a credit card issued by the School will be the​
​cardholder's responsibility. You must reimburse any such purchase to the School within 30 days.​

​Immediately report lost or stolen School cards to your Manager. Failure to follow this policy may​
​result in disciplinary action up to and including discharge.​
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​5.0​ ​Performance, Discipline, Layoff, and Termination​

​5.1​ ​Criminal Activity/Arrests​

​Excell Academy will report all criminal activity in accordance with applicable law. Involvement in​
​criminal activity while employed by the School, whether on or off School property, may result in​
​disciplinary action including suspension or termination of employment.​

​You are expected to be on the job, ready to work, when scheduled. Inability to report to work as​
​scheduled may lead to disciplinary action, up to and including termination of employment, for​
​violation of an attendance policy or job abandonment.​

​5.2​ ​Disciplinary Process​

​Violation of Excell Academy's policies or procedures may result in disciplinary action, including​
​demotion, transfer, leave without pay, or termination of employment. The School encourages a​
​system of progressive discipline depending on the type of prohibited conduct. However, the​
​School is not required to engage in progressive discipline and may discipline or terminate​
​employees who violate the rules of conduct, or where the quality or value of their work fails to​
​meet expectations at any time. Again, any attempt at progressive discipline does not imply that​
​your employment is anything other than on an "at-will" basis consistent with applicable law. Note​
​that the specific terms of your employment relationship, including termination procedures, are​
​governed by the laws of the state in which you are employed.​

​In appropriate circumstances, management will first provide you with a verbal warning, then with​
​one or more written warnings, and if the conduct is not sufficiently altered, eventual demotion,​
​transfer, forced leave, or termination of employment. Your Manager will make every effort​
​possible to allow you to respond to any disciplinary action taken. Understand that while the​
​School is concerned with consistent enforcement of our policies, we are not obligated to follow​
​any disciplinary or grievance procedure and, depending on the circumstances, you may be​
​disciplined or terminated without any prior warning or procedure.​

​5.3​ ​Employment Verification​

​Excell Academy policy is to confirm dates of employment and job title, and compensation​
​(where permissible under applicable law). The School will only provide such information with​
​your written authorization. Requests for employment verification should be forwarded to  Mary​
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​Gryz, Human Resources Director at​​mgryz@excellacademy.org​​.  Authorization from an​
​employee or former employee is required.​

​5.4​ ​Exit Interview​

​You may be asked to participate in an exit interview when you leave Excell Academy. The​
​purpose of the exit interview is to provide management with greater insight into your decision to​
​leave employment; identify any trends requiring attention or opportunities for improvement; and​
​to assist the School in developing effective recruitment and retention strategies. Your​
​cooperation in the exit interview process is appreciated.​

​5.5​ ​Open Door/Conflict Resolution Process​

​Excell Academy strives to provide a comfortable, productive, legal, and ethical work​
​environment. To this end, we want you to bring any concerns you have about the workplace to​
​the attention of your Manager and, if necessary, to Human Resources Director, Mary Gryz.​

​To help manage conflict resolution we have instituted the following problem solving procedure:​

​If you believe there is inappropriate conduct or activity on the part of the School, management,​
​its employees, vendors, customers, or any other persons or entities related to the School, bring​
​your concerns to the attention of your Manager at a time and place that will allow the person to​
​properly listen to your concern. Most problems can be resolved informally through dialogue​
​between you and your immediate Manager. If you have already brought this matter to the​
​attention of your Manager before and do not believe you have received a sufficient response, or​
​if you believe that person is the source of the problem, present your concerns to Human​
​Resources Director, Mary Gryz at​​mgryz@excellacademy.org​​.​

​Describe the problem, those persons involved in the problem, efforts you have made to resolve​
​the problem, and any suggested solution you may have.​

​5.6​ ​Outside Employment​

​Outside employment that creates a conflict of interest or affects the quality or value of your work​
​performance or availability at Excell Academy is prohibited. The School recognizes that you​
​may seek additional employment during off hours, but in all cases expects that any outside​
​employment will not affect your attendance, job performance, productivity, work hours, or​
​scheduling, or would otherwise adversely affect your ability to effectively perform your duties or​
​in any way create a conflict of interest. Any outside employment that will conflict with your duties​
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​and obligations to the School should be reported to your Manager. Failure to adhere to this​
​policy may result in discipline up to and including termination.​

​While on a leave of absence, you may not work or be gainfully employed for yourself or by​
​another employer. If you are on a leave of absence and are found to be in violation of this policy,​
​you will be subject to disciplinary action up to and including termination.​

​5.7​ ​Pay Raises​

​Depending on financial health and other School factors, efforts will be made to give pay raises​
​consistent with Excell Academy profitability, job performance, and the consumer price index.​
​The School may also make individual pay raises based on merit or due to a change of job​
​position.​

​5.8​ ​Performance Reviews​

​Excell Academy will make efforts to periodically review your work performance. The​
​performance review is a tool used to evaluate employee performance over the review period by​
​assessing:​

​●​ ​Your performance of assigned job duties and responsibilities.​
​●​ ​Your achievement or lack of achievement of specific targets and goals.​
​●​ ​Other aspects of your performance (e.g., communication skills, professionalism, ability to​

​collaborate, reliability, willingness to take initiative, etc.).​

​The performance review process will take place annually, or as business needs dictate.​
​Managers are expected to meet with their employees monthly to discuss their employees'​
​performance.​

​The performance review process is intended to increase the quality and value of your work​
​performance. The review process may be used:​

​●​ ​As a basis for employment decisions, such as promotions and demotions.​
​●​ ​To improve the performance of underperforming employees.​
​●​ ​To document employee growth at the School.​

​A positive performance review does not guarantee a pay raise or continued employment.​

​5.9​ ​Promotions​
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​To match you with the job for which you are best suited and to meet the business needs of​
​Excell Academy, you may be transferred from your current job. It is our policy to promote from​
​within only when the most qualified candidate is available. Promotions are made on an equal​
​opportunity basis according to employees possessing the needed skills, education, experience,​
​and other qualifications that are required for the job.​

​5.10​ ​Resignation Policy​

​Excell Academy hopes that your employment with the School will be a mutually rewarding​
​experience; however, the School acknowledges that varying circumstances can cause you to​
​resign employment. The School intends to handle any resignation in a professional manner with​
​minimal disruption to the workplace.​

​Notice​

​The School would appreciate that you provide a minimum of two weeks notice of your​
​resignation from exempt and non-exempt employees.​

​Exempt employees must provide a written resignation to be eligible for any PTO benefit of up to​
​unused 75 (10-month employees) - 80 (12-month employees) hours to be paid out.  Any​
​additional above the 75 or 80 will be forfeited.  Provide a written resignation letter to your direct​
​Manager and the Human Resources Director .​

​The School reserves the right to provide you with pay in lieu of notice in situations where job or​
​business needs warrant.​

​Final Pay​

​The School will pay separated employees in accordance with applicable laws and other sections​
​of this handbook.​

​Notify the School if your address changes during the calendar year in which resignation occurs​
​to ensure tax information is sent to the correct address.  Employees are responsible to update​
​personal information in both Trinet (employee database) and SmartER (payroll system).​

​Return of Property​

​Return all School property at the time of separation, including, such but not limited to​
​cellphones, keys, tools, laptops, credit cards, and employee identification cards.  Failure to​
​return some items may result in deductions from your final paycheck where state law allows. [[In​
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​some circumstances, the School may pursue criminal charges for failure to return School​
​property.​

​5.11​ ​Standards of Conduct​

​Excell Academy wishes to create a work environment that promotes job satisfaction, respect,​
​responsibility, integrity, and value for all our employees, clients, customers, and other​
​stakeholders. We all share in the responsibility of improving the quality of our work environment.​
​By deciding to work here, you agree to follow our rules.​

​While it is impossible to list everything that could be considered misconduct in the workplace,​
​what is outlined here is a list of common-sense infractions that could result in discipline, up to​
​and including immediate termination of employment. This policy is not intended to limit our right​
​to discipline or discharge employees for any reason permitted by law.​

​Examples of inappropriate conduct include:​

​●​ ​Violation of the policies and procedures set forth in this handbook.​
​●​ ​Possessing, using, distributing, selling, or negotiating the sale of illegal drugs or other​

​controlled substances.​
​●​ ​Being under the influence of alcohol during working hours on School property (including​

​in School vehicles), or on School business.​
​●​ ​Inaccurate reporting of the hours worked by you or any other employees.​
​●​ ​Providing knowingly inaccurate, incomplete, or misleading information when speaking on​

​behalf of the School or in the preparation of any employment-related documents​
​including, but not limited to, job applications, personnel files, employment review​
​documents, intra-company communications, or expense records.​

​●​ ​Taking or destroying School property.​
​●​ ​Possession of potentially hazardous or dangerous property (where not permitted) such​

​as firearms, weapons, chemicals, etc., without prior authorization.​
​●​ ​Fighting with, or harassment of (as defined in our EEO policy), any fellow employee,​

​vendor, or customer.​
​●​ ​Disclosure of School trade secrets and proprietary and confidential commercially​

​sensitive information (e.g., financial or sales records/reports, marketing or business​
​strategies/plans, product development information, customer lists, patents, or​
​trademarks) of the School or its customers, contractors, suppliers, or vendors.​

​●​ ​Refusal or failure to follow directions or to perform a requested or required job task.​
​●​ ​Refusal or failure to follow safety rules and procedures.​
​●​ ​Excessive tardiness or absences.​
​●​ ​Smoking in non-designated areas.​
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​●​ ​Working unauthorized overtime.​
​●​ ​Solicitation of fellow employees on School premises during working hours.​
​●​ ​Failure to dress according to School Personal Appearance policy.​
​●​ ​Use of obscene or harassing (as defined by our EEO policy) language in the workplace.​
​●​ ​Engaging in outside employment that interferes with your ability to perform your job at​

​this School.​
​●​ ​Gambling on School premises.​
​●​ ​Lending keys or keycards to School property to unauthorized persons.​

​Nothing in this policy is intended to limit your rights under the National Labor Relations Act, or to​
​modify the at-will employment status where at-will is not prohibited by state law.​

​5.12 Gossip Free Workplace​

​Excell Academy is committed to fostering a positive, respectful, and productive work​
​environment. Gossip and rumors undermine these core values and can have​
​detrimental effects on individuals, teams, and the overall success of our organization.​
​This policy outlines the expectations for all employees regarding gossip-free behavior.​

​Gossip and rumor-spreading are strictly prohibited at Excell Academy. Engaging in​
​gossip or rumors is considered unacceptable conduct and may result in disciplinary​
​action.​

​Negative Impacts of Gossip​
​Gossip and rumors can have several harmful consequences, including:​

​● Damaged Relationships: Gossip can create misunderstandings, conflicts, and​
​strained relationships among colleagues.​
​● Decreased Trust: Gossip erodes trust within the workplace, leading to suspicion,​
​decreased collaboration, and a negative work environment.​
​● Reduced Productivity: Time spent on gossip detracts from work responsibilities,​
​impacting productivity and meeting deadlines.​
​● Morale Issues: Gossip can contribute to a negative and stressful workplace​
​atmosphere, affecting employee morale and job satisfaction.​

​Employee Responsibilities​
​All employees are expected to:​

​● Refrain from participating in gossip or rumor-spreading.​
​● Avoid listening to or spreading gossip about colleagues.​
​● Address concerns or issues directly with the involved parties or with a supervisor.​
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​● Challenge and discourage gossip when observed.​
​● Create a positive and supportive work environment by promoting open and honest​
​communication.​

​Open Communication​

​Excell Academy encourages open and honest communication. If you have concerns or​
​issues, please address them directly with your supervisor or the Principal. We are​
​committed to providing a safe and supportive environment for all employees.​

​5.13​ ​Transfers​

​Excell Academy may transfer your employment from one position to another with or without​
​notice, as required by production or service needs, or upon request by you and with​
​management approval. Transfers longer than 90 days may be considered final and your​
​paycheck may be increased or decreased consistent with the pay scale for your new position.​

​5.14​ ​Workforce Reductions (Layoffs)​

​If necessary based upon business needs, Excell Academy management may decide to​
​implement a reduction in force (RIF). We acknowledge that RIFs can be a trying experience for​
​all involved, and the School will make its best effort to make sound business decisions while​
​acknowledging the needs of its workforce.​

​6.0​ ​General Policies​

​6.1​ ​Computer Security and Copying of Software​

​Software programs purchased and provided by Excell Academy are to be used only for creating,​
​researching, and processing materials for School use. By using School hardware, software, and​
​networking systems you assume personal responsibility for their use and agree to comply with​
​this policy and other applicable School policies, as well as city, state, and federal laws and​
​regulations.​

​All software acquired for or on behalf of the School, or developed by School employees or​
​contract personnel on behalf of the School, is and will be deemed School property. It is the​
​policy of the School to respect all computer software rights and to adhere to the terms of all​
​software licenses to which the School is a party. The IT Coordinator is responsible for enforcing​
​these guidelines.​
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​You may not illegally duplicate any licensed software or related documentation. Unauthorized​
​duplication of software may subject you and/or the School to both civil and criminal penalties​
​under the United States Copyright Act. To purchase software, obtain your manager's approval.​
​All software acquired by the School must be purchased through IT Systems or their superior.​

​You may not duplicate, copy, or give software to any outsiders including clients, contractors,​
​customers, and others. You may use software on local area networks or on multiple machines​
​only in accordance with applicable license agreements entered into by the School.​

​6.2​ ​Employer Sponsored Social Events​

​Excell Academy holds periodic social events for employees. Be advised that your attendance at​
​these events is voluntary and does not constitute part of your work-related duties. Any​
​exceptions to this policy must be in writing and signed by a Manager prior to the event.​

​Excell Academy may request Exempt employees to participate in school related events before​
​or after school hours.  Upon request Exempt employees will be required to participate in at least​
​one or more if mandated by the School Administration.​

​6.3    Employer-Provided Cell Phones/Mobile Devices​

​Excell Academy may issue certain employees a School cell phone/mobile device for​
​work-related communications and/or operations. If you drive a vehicle during your employment,​
​you may not use any cell phone/mobile device or other communication device while driving​
​unless the device is equipped or configured with a "hands-free" listening/speaking option, and​
​you in fact utilize the hands-free device.​

​We understand that you may use the cell phone/mobile device for personal use; however, such​
​personal use should not exceed the plan allowance. When the cell phone/mobile device is used​
​for personal reasons and the activity results in additional cost to the School, you are responsible​
​for the cost of that usage, including all applicable taxes unless prohibited by law.​

​The School owns and remains entitled to all cell phone/mobile devices issued to employees,​
​including all passwords controlling access to them.​

​You may not change those passwords except with permission. At the time of employment​
​termination, all such equipment and passwords must be returned to the School in operable​
​condition.​

​Violation of this policy may result in discipline, up to and including termination of employment.​
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​6.4    Non-solicitation/Non-distribution Policy​

​Excell Academy prioritizes a harmonious work environment that minimizes disruption to​
​business operations and respects the focus of employees, students, visitors, vendors, and​
​others. Our non-solicitation/non-distribution policy aims to ensure a balanced approach to​
​interactions within the workplace.​

​Solicitation​

​For the purposes of this policy,​​solicitation​​includes​​various activities such as selling items or​
​services, seeking contributions, or seeking support for an organization. Solicitation, whether​
​conducted verbally, in writing, or electronically, falls under this policy's scope.​

​During your assigned working hours, soliciting other employees, students, visitors, vendors and​
​others is prohibited.​​Working hours​​refers to periods​​when either you or the employees you​
​intend to solicit are expected to be actively engaged in work-related activities.​

​Distribution​

​To ensure cleanliness, organization, and safety, the distribution of non work-related literature or​
​items within working areas is prohibited at all times. Working areas include break/rest areas,​
​lunchrooms, and parking lots. Electronic distribution of materials during work hours is also not​
​allowed. Any literature that violates the School's equal employment opportunity (EEO) and​
​nonharassment policies, or knowingly spreads false information, is strictly prohibited.​
​Non-employees are not permitted to distribute materials on company premises under any​
​circumstances.​

​Statutory Rights and Communication​

​This policy is not meant to curtail the statutory rights of employees, including their right to​
​discuss terms and conditions of employment. Open communication remains a vital part of our​
​workplace culture.​

​Reporting Violations​

​If you become aware of violations of this policy, report them to your Manager or the Human​
​Resources Director, Mary Gryz at​​mgryz@excellacademy.org​​.​

​We appreciate your cooperation in maintaining a respectful and focused work environment.​
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​6.5​ ​Off-Duty Use of Employer Property or Premises​

​You may not use Excell Academy property for personal use during working time. You are​
​responsible for returning School property in good condition and repairing or replacing any​
​property damaged as the result of personal use or as the result of negligence. This includes use​
​of copy machines, computers, School products, or office supplies for personal use without prior​
​authorization.​

​It is School policy to control off duty and non working hour use of School facilities either for​
​business or personal reasons. You are prohibited from using School facilities during off duty or​
​non working hours without the written consent of your Manager.​

​If you use School facilities during your off-duty hours or School off-hours, you may be required​
​to sign a log-in and log-out sheet maintained by the School or Facilities Director.​

​6.6​ ​Personal Appearance​

​Your personal appearance reflects on the reputation, integrity, and public image of Excell​
​Academy. All employees are required to report to work neatly groomed and dressed. You are​
​expected to maintain personal hygiene habits that are generally accepted in the community,​
​including clean clothing, good grooming and personal hygiene, and appropriate attire for the​
​workplace and the work being performed. This may include wearing uniforms or protective​
​safety clothing and equipment, depending upon the job. Use common sense and good judgment​
​in determining what to wear to work.​

​Fragrant products, including but not limited to perfumes, colognes, and scented body lotions or​
​hair products, should be used in moderation out of concern for others with sensitivities or​
​allergies.​

​Excell Academy is committed to maintaining a professional and positive work environment.​
​Employee appearance directly impacts our image and the overall impression we make on​
​students, parents, and the community.​

​General Expectations:​

​● Clean and Neat: All employees must maintain a clean and neat appearance at all times.​

​● Appropriate Attire: Dress should be appropriate for the employee’s role and the work​
​environment.​
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​● Respectful: Clothing and accessories should not be offensive, disruptive, or create a safety​
​hazard. Specific Guidelines:​

​● Professional Dress: During the school year (August through June), employees must adhere to​
​business casual attire. This includes:​

​○ No denim (except on designated days). September: Monday through Friday all employees​
​must wear business casual attire. After September, employees can wear denim on Friday only,​
​unless Excell Academy employees are notified of a change during other timeframes.​

​○ Leggings or jeggings can be worn, however, employees must wear a top that will cover their​
​back side/bottom (If you have questions in regard to Leggings, please contact HR prior to​
​wearing leggings for approval).​

​○ No excessively revealing clothing, such as low cut front and back shirts, no dropped shoulder​
​shirts, or tank tops.​

​○ No clothing with inappropriate language or images, such as but not limited to curse/swear​
​words, etc.​

​● Summer Attire: During the summer session (mid-June to late August), relaxed business attire​
​is permitted. However, clothing must remain professional and respectful.​

​● Footwear: Shoes must be worn at all times, and they should be clean and appropriate for the​
​work environment.​

​● Accessories: Hats, scarves, and excessive jewelry should be avoided while on duty.​
​(Religious appropriate attire must be approved by HR/ELT).​

​● Piercings and Tattoos: Visible piercings are limited to the ears and a single small nose stud.​
​Facial hoops/loops are strictly prohibited.​

​Tattoos must be covered if they contain offensive or inappropriate content.​

​Supervisor/Human Resources Director Discretion: Supervisors/Human Resources have the​
​authority to determine appropriate attire for specific roles and work environments. Employees​
​should consult their supervisor/Human Resources, if they have questions about attire.​

​Reasonable Accommodations: Excell Academy will make reasonable accommodations for​
​employees with disabilities, in accordance with applicable laws.​

​Professional Appearance Policy Consequences: Failure to adhere to this policy may result in​
​disciplinary action, up to and including termination of employment. Note: This policy is subject to​

​Page​​50​



​change at the discretion of the administration By implementing these changes, Excell Academy​
​can create a stronger, more professional image while maintaining a respectful and inclusive​
​work environment.​

​The School, in accordance with applicable law, will reasonably accommodate employees with​
​disabilities or religious beliefs that make it difficult for them to comply fully with the personal​
​appearance policy unless doing so would impose an undue hardship on the School. Contact​
​your Manager to request a reasonable accommodation.​

​Failure to comply with the personal appearance standards may result in being sent home to​
​groom or change clothes. Frequent violations may result in disciplinary action, up to and​
​including termination of employment.​

​6.7​ ​Personal Cell Phone/Mobile Device Use​

​While Excell Academy permits employees to bring personal cell phones and other mobile​
​devices (i.e. smart phones, tablets, laptops) into the workplace, you must not allow the use of​
​such devices to interfere with your job duties or impact workplace safety and health.​

​Use of personal cell phones and mobile devices at work can be distracting and disruptive and​
​cause a loss of productivity. Thus, you should primarily use such personal devices during​
​nonworking time, such as breaks and meal periods. During this time, use devices in a manner​
​that is courteous to those around you. Outside of nonworking time, use of such devices should​
​be minimal and limited to emergency use only.​

​If you have a device that has a camera and/or audio/video recording capability, you are​
​restricted from using those functions on School property unless authorized in advance by​
​management or when they are used in a manner consistent with your right to engage in​
​concerted activity under section 7 of the National Labor Relations Act (NLRA).​

​You are expected to comply with School policies regarding the protection of confidential and​
​proprietary information when using personal devices.​

​While operating a vehicle on work time, the School requires that the driver's personal cell​
​phone/mobile device be turned off. If you need to make or receive a phone call while driving,​
​pull off the road to a safe location unless you have the correct hands-free equipment for the​
​device that is in compliance with applicable state laws.​

​You may connect your personal device to the School network or to School equipment​
​(computers, printers, etc).​
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​You may have the opportunity to use your personal devices for work purposes. Before using a​
​personal device for work-related purposes, you must obtain written authorization from the IT​
​Coordinator and Human Resources Director. The use of personal devices is limited to certain​
​employees and may be limited based on compatibility of technology. To ensure the security of​
​School information, personal devices that meet​​software​​requirements such as antivirus,​
​firewall, and/or VPN, etc.  Upon an employee's termination all work related information must be​
​removed from a device.  Please see the IT Coordinator for further information.​

​If you are authorized to use a personal device, you will receive a monthly stipend based on the​
​estimated use of the device. If you obtain or currently have a plan that exceeds the monthly​
​stipend, the School will not be liable for the cost difference.​

​You will be subject to disciplinary action up to and including termination of employment for​
​violation of this policy.​

​6.8  Electronic Recording Policy​

​Excell Academy Electronic Recording Policy​

​Excell Academy is committed to protecting the privacy and safety of its students, staff,​
​volunteers, contractors, and visitors. Therefore, the use of electronic recording devices on​
​school premises is strictly regulated.​

​Scope:​​This policy applies to all staff members, volunteers,​​contractors, visitors, and any​
​individual who enters Excell Academy facilities, including but not limited to classrooms, offices,​
​bathrooms, hallways, common areas, and outdoor spaces.​

​Prohibition of Unauthorized Recording:​

​General Prohibition​​: No staff member, volunteer, contractor,​​visitor, or any other individual shall​
​use any electronic device, including but not limited to cameras, video recorders, audio​
​recorders, smartphones, tablets, or any other device capable of capturing visual or audio​
​recordings, to record or video others while on Excell Academy premises without prior written​
​approval from the Human Resources Director.​

​Specific Prohibitions:​

​Cameras and recording devices are strictly prohibited in classrooms and personnel offices​
​without explicit written approval from the Human Resources Director.​

​Recording of private conversations or interactions without the explicit consent of all parties​
​involved is strictly prohibited.​
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​No recordings are allowed in bathrooms, locker rooms or changing areas.​

​Approval Process:​

​Prior Approval Required​​: Any individual seeking to​​use electronic recording devices on Excell​
​Academy premises must submit a written request to the Human Resources Director.​

​Request Content:​​The request must include the following​​information: ○ The individual's name​
​and contact information.​

​○ The purpose of the recording.​
​○ The specific locations where the recording will take place. ○ The dates and times of​
​the recording.​
​○ The type of electronic device to be used.​
​○ Who will have access to the recordings.​

​Human Resources Review:​​The Human Resources Director will review each request and​
​determine whether to grant approval based on factors such as the purpose of the Excell​
​Academy Electronic Recording Policy recording, potential impact on privacy, and compliance​
​with applicable laws and regulations.​

​Written Approval:​​If approved, the Human Resources​​Director will provide written authorization​
​outlining the specific terms and conditions of the recording. Consequences of Unauthorized​
​Recording:​

​Disciplinary Action​​: Any staff member, volunteer,​​or contractor who violates this policy may be​
​subject to disciplinary action, up to and including termination of employment 1 or​
​volunteer/contract agreement.​

​Legal Action:​​Excell Academy reserves the right to​​take legal action against any individual who​
​engages in unauthorized recording on school premises, including but not limited to filing civil​
​lawsuits and reporting violations to law enforcement authorities.​

​Visitor Restriction:​​Visitors who violate this policy​​may be asked to leave the premises and​
​may be prohibited from returning. Exceptions:​

​Emergency Situations:​​This policy does not apply to​​recordings made by law enforcement or​
​emergency personnel during an emergency situation.​

​Designated Areas:​​Excell Academy established specific areas where cameras are placed for​
​safety and security purposes.​
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​School-Sanctioned Events:​​Recordings made during school-sanctioned events, such as​
​performances or sporting events, may be permitted if parents have signed the consent forms​
​that their student can be in a video, be recorded, etc. Please contact Ms. Liliana Garcia to​
​ensure proper consent has been approved by parent/guardian at​​lgarcia@excellacademy.org​​.​

​Student IEP/504 plans:​​Recordings that are required​​for a student's IEP or 504 plan are​
​allowed with the proper permissions and documentation. Policy Dissemination: This policy will​
​be made available to all staff members, volunteers, contractors, and visitors. It will also be​
​posted on the Excell Academy website.​

​6.9​ ​Personal Data Changes​

​It is your obligation to provide Excell Academy with your current contact information, including​
​current mailing address and telephone number. You should also inform the School of any​
​changes to your tax withholding status. Failure to do so may result in loss of benefits or delayed​
​receipt of W-2 and other mailings. To make changes to this information, access Trinet and​
​SmartER to make appropriate changes.​

​6.10     Security​

​All employees are responsible for helping to make Excell Academy a secure work environment.​
​Upon leaving work, lock all desks, lockers, and doors protecting valuable or sensitive material in​
​your work area and report any lost or stolen keys, passes, or similar devices to your Manager​
​immediately. Refrain from discussing specifics regarding School security systems, alarms,​
​passwords, etc. with those outside of the School.​

​Immediately advise your Manager of any known or potential security risks and/or suspicious​
​conduct of employees, customers, or guests of the School. Safety and security is the​
​responsibility of all employees and we rely on you to help us keep our premises secure.​

​6.10​ ​Social Media​

​Excell Academy acknowledges that social media has become an integral part of modern life that​
​provides us with unique opportunities to communicate and share information with others.​
​However, we also want to educate employees that their social media use can:​

​●​ ​Pose risks to the School's confidential and proprietary information, reputation, and​
​brand;​

​●​ ​Expose the School to discrimination, harassment, and other claims;​
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​●​ ​Jeopardize the School's compliance with business rules and laws.​
​●​ ​Data privacy of staff, students, board members, visitors, vendors, and any person​

​affiliated with the School.​

​To minimize legal risks, avoid loss of productivity and distraction, and ensure that the School's​
​IT resources and communications systems are used appropriately, all employees must abide by​
​the following policy regarding social media use.​

​Social Media​

​For purposes of this policy,​​social media​​refers to​​any means of posting content on the internet,​
​including personal websites, social networking sites, blogs, chat rooms, and other online​
​platforms, whether affiliated with the School or not.​

​Use Good Judgment​

​While the School respects your right to personal expression, you should assume that anything​
​you do on social media—whether on a business or personal account—could be viewed by a​
​colleague, supervisor, partner, supplier, competitor, investor, customer, or potential customer. As​
​such, any social media activity, even from your personal account, reflects on the School as well​
​as on yourself. It is important to remember that anyone can see what you post (or what you​
​posted five years ago).​

​Guidelines for Posting on Social Media​

​When posting:​

​●​ ​Protect trade secrets, intellectual property, and confidential information related to the​
​School.​

​●​ ​Protect the data privacy rights of staff, board members, students, visitors, vendors, and​
​any other person affiliated with the School.​

​●​ ​Do not make statements that are maliciously false or defamatory or would constitute​
​unlawful harassment or discrimination.​

​●​ ​Do not make express or implied threats of violence.​
​●​ ​Avoid linking personal accounts to the School as an official source.​
​●​ ​Respect copyright, trademark, and third-party rights.​
​●​ ​Do not use the School's email addresses to register on social media platforms for​

​personal use.​
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​●​ ​If you identify yourself as an employee of Excell Academy on your personal account and​
​are posting about the School, make it clear that your views are your own and that you​
​are not speaking on behalf of the School.​

​Using Social Media at Work​

​Do not use social media while on your work time, unless it is work related as authorized by your​
​Manager or consistent with policies that cover equipment owned by the School.​

​Media Contacts​

​If you are not authorized to speak on behalf of the School, do not speak to the media on behalf​
​of the School. Direct all media inquiries for official School responses to the CEO/Founder,​
​Sabrina Williams, of Excell Academy.​

​Retaliation​

​Retaliation against those reporting policy violations or cooperating in investigations is prohibited.​
​Retaliatory actions may lead to disciplinary measures.​

​Violations​

​Violations of this policy may result in discipline, up to and including termination.​

​This policy does not limit employees rights to discuss wages, hours, or other terms and​
​conditions of employment. All employees have the right to engage in or refrain from such​
​activities.​

​6.11​ ​Third Party Disclosures​

​From time to time, Excell Academy may become involved in news stories or potential or actual​
​legal proceedings of various kinds. When that happens, lawyers, former employees,​
​newspapers, law enforcement agencies, and other outside persons may contact our employees​
​to obtain information about the incident or the actual or potential lawsuit.​

​If you receive such a contact, you should not speak on behalf of the School and should refer​
​any call requesting the position of the School to CEO/Founder.   If you have any questions​
​about this policy or are not certain what to do when such a contact is made, contact the​
​CEO/Founder.​
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​6.12​ ​Use of Company Technology​

​This policy is intended to provide Excell Academy employees with the guidelines associated​
​with the use of the School information technology (IT) resources and communications systems.​

​This policy governs the use of all IT resources and communications systems owned by or​
​available at the School, and all use of such resources and systems when accessed using your​
​own devices, including but not limited to:​

​List of items, but not limited to:​

​●​ ​Email systems and accounts.​
​●​ ​Internet and intranet access.​
​●​ ​Telephones and voicemail systems, including wired and mobile phones, smartphones,​

​and pagers.​
​●​ ​Printers, photocopiers, and scanners.​
​●​ ​Fax machines, e-fax systems, and modems.​
​●​ ​All other associated computer, network, and communications systems, hardware,​

​peripherals, and software, including network key fobs and other devices.​
​●​ ​Closed-circuit television (CCTV) and all other physical security systems and devices,​

​including access key cards and fobs.​

​Online Code of Conduct​

​Although you are solely responsible for what you post or endorse online, since​
​what you say and do can impact us and your coworkers, we’ve come up with​
​some examples of online behaviors that we consider to be unacceptable:​
​● Sending or posting discriminatory, defamatory, harassing, bullying or threatening​
​messages or images (including photographs or videos) regarding any current or​
​former Excell Academy employee​
​● Making any defamatory, slanderous or derogatory reference or post​
​against any business partner that may harm or interfere with our brand​
​statement, working relationship or current contracts with third parties​
​● Posting any confidential, proprietary or non-public Excell Academy​
​information or documents, including, but not limited to, internal memorandums,​
​reports, announcements, policies or other internal communications, student​
​information​
​● Posting any confidential information pertaining to employees or students, which​
​may otherwise be protected under applicable laws such as state privacy and​
​disability laws​
​● Disclosing any information protected by attorney-client privilege, legal hold or​
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​spoliation order​
​● Representing (or otherwise giving the impression) you are speaking on​
​behalf of Excell Academy​
​● Failing to use proper disclaimers where Excell Academy is involved, such as​
​“postings on this site are my own and do not represent Excell Academy’s opinions,​
​philosophies or business strategies”​
​● Posting photographs, videos or other images of students, other employees, or​
​school property without proper authorization, or failing to remove such images​
​when requested by another employee​
​● Using Excell Academy logo for commercial gain, or otherwise using Excell​
​Academy logo in a non-commercial setting that would be inconsistent with our​
​code of ethics and brand​
​● Unlawfully gaining access to another employee’s social networking website or​
​profile​
​●​​Demanding or otherwise requiring candidates or colleagues to relinquish any​
​social networking password​

​Employment References or Endorsements​

​In an effort to ensure consistency and avoid allegations that we are providing​
​negligent references, employees are prohibited from providing employment​
​references or endorsements of any kind regarding former or current Excell​
​Academy employees. Any such references or endorsements should be given only​
​with the express permission of the Human Resources Director. Nothing in this​
​policy shall prohibit employees from responding to any local, state or federal​
​regulatory official.​

​Connecting with Colleagues and Clients Online​

​We have no opinion or prohibition regarding colleagues who network on-line​
​during non-company time. However, due to the highly confidential and personal​
​information often maintained in online profiles, supervisors are not permitted to​
​make or accept invitations such as “friend requests” to or from direct reports.​

​Similarly, if you receive such requests from non-supervisor colleagues, you​
​should not feel compelled to accept such requests if you desire to keep your​
​personal information confidential. You are also encouraged to utilize all​
​appropriate privacy settings to ensure your information is shared and viewed only​
​by those you intend to have access.​

​In some situations, you may be permitted to network with colleagues using​
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​professional networking websites such as LinkedIn, but employees are required to​
​exercise professional judgment when communicating on these professional​
​networking websites and must comply with all of our policies. If you have any​
​question as to whether a website or post would violate company policy, you are​
​encouraged to seek input from the Human Resources Department without fear of​
​reprisal or retaliation.​

​Interactions with Students Online​

​You are prohibited from connecting with current students online including, but not​
​limited to, accepting or sending friend and similar online requests to current​
​students or otherwise. See the Non-Fraternization Policy (106) for prohibited​
​conduct.​

​Open Door Policy​

​When communicating online, you are encouraged to be fair and courteous to​
​current and former employees. Work-related issues are more likely to be​
​resolved by speaking directly with colleagues or by utilizing our Open-Door​
​Policy and Problem Resolution procedures.​

​You should avoid using statements, photographs, videos or audio that reasonably​
​could be viewed as malicious, obscene, harassing, threatening, intimidating,​
​bullying, or that disparages students, employees, or vendors.​

​Monitoring and Consequences for Policy Violations​
​While we have no general practice of reviewing your personal profiles on such​
​sites, you should be aware that if such profiles contain information suggesting​
​conduct that violates this or any of our other policies, such information may form​
​the basis for an appropriate investigation and/or discipline. You may also be held​
​personally liable for any violations of this policy, which also violates a state or​
​federally protected right.​

​Nothing in this policy prohibits you from exercising any legal right under any​
​applicable law nor will you be subject to discipline for any posts that are​
​legally protected.​​However, you should be aware that​​not all posts to a personal​
​social networking site outside of work time are entitled to legal protection and any​
​such posts may result in disciplinary action up to and including termination of​
​employment if they violate this or any other company policy.​

​If you believe you have been the subject of online harassment or bullying, you​
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​should notify the Human Resources Department without fear of reprisal or​
​retaliation.​

​General Provisions​

​School IT resources and communications systems are to be used for business purposes only​
​unless otherwise permitted under applicable law.​

​All content maintained in School IT resources and communications systems are the property of​
​the School. Therefore, employees should have no expectation of privacy in any message, file,​
​data, document, facsimile, telephone conversation, social media post, conversation, or any​
​other kind or form of information or communication transmitted to, received, or printed from, or​
​stored or recorded on School electronic information and communications systems.​

​The School reserves the right to monitor, intercept, and/or review all data transmitted, received,​
​or downloaded over School IT resources and communications systems in accordance with​
​applicable law. Any individual who is given access to the system is hereby given notice that the​
​School will exercise this right periodically, without prior notice and without prior consent.​

​The interests of the School in monitoring and intercepting data include, but are not limited to:​
​protection of School trade secrets, proprietary information, and similar confidential​
​commercially-sensitive information (i.e. financial or sales records/reports, marketing or business​
​strategies/plans, product development, customer lists, patents, trademarks, etc.); managing the​
​use of the computer system; and/or assisting employees in the management of electronic data​
​during periods of absence.​

​You should not interpret the use of password protection as creating a right or expectation of​
​privacy, nor should you have a right or expectation of privacy regarding the receipt,​
​transmission, or storage of data on School IT resources and communications systems.​

​Do not use School IT resources and communications systems for any matter that you would like​
​to be kept private or confidential.​

​Violations​

​If you violate this policy, you will be subject to corrective action, up to and including termination​
​of employment. If necessary, the School will also advise law enforcement officials of any illegal​
​conduct.​
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​6.13​ ​Workplace Privacy and Right to Inspect​

​Excell Academy property, including but not limited to lockers, phones, computers, tablets, desks,​
​work areas, vehicles, or machinery, remains under the control of the School and is subject to​
​inspection at any time, without notice to any employees, and without their presence.​

​You should have no expectation of privacy in any of these areas. We assume no responsibility​
​for the loss of, or damage to, your property maintained on School premises including that kept in​
​lockers and desks.​

​7.0​ ​Benefits​

​Please contact Human Resources Director, Mary Gryz at​​mgryz@excellacademy.org​​for Excell​
​Academy Benefits.​

​Benefits includes the following:​

​●​ ​Health   - UnitedHealth Care (UHC)​
​●​ ​Dental  - UnitedHealth Care (UHC)​
​●​ ​Vision  - UnitedHealth Care (UHC)​
​●​ ​Life Insurance (Company paid up to $50,000) - UnitedHealth Care (UHC)​
​●​ ​Voluntary Life Insurance (Employee Paid)- UnitedHealth Care (UHC)​
​●​ ​Short Term Disability (Employee Paid) - Aflac​
​●​ ​AD&D (Employee Paid) - Aflac​
​●​ ​Paid Time Off (PTO)​
​●​ ​Public Employee Retirement Plan​
​●​ ​Teachers Retirement Plan​

​7.1​ ​Bereavement Leave​

​Excell Academy recognizes the importance of taking leave when there is a death in the family.​
​Where bereavement leave is not required by law, the School will provide bereavement leave as​
​follows:​

​Employees are required to use available PTO hours for bereavement leave.  If you do not have​
​PTO hours available, it will be unpaid leave.​

​You must provide notice of your need for bereavement leave as soon as possible. The School​
​may require documentation supporting your need for bereavement leave.​

​7.2​ ​COBRA​
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​The Consolidated Omnibus Budget Reconciliation Act (COBRA) provides the opportunity for​
​eligible Excell Academy employees and their beneficiaries to continue health insurance​
​coverage under the School health plan when a "qualifying event" could result in the loss of​
​eligibility. Qualifying events include resignation, termination of employment, death of an​
​employee, reduction in hours, a leave of absence, divorce or legal separation, entitlement to​
​Medicare, or where a dependent child no longer meets eligibility requirements.​

​Contact the Human Resources Director, Mary Gryz at​​mgryz@excellacademy.org​ ​to learn more​
​about your COBRA rights.​

​7.3​ ​Family and Medical Leave (FMLA)​

​In accordance with the Family and Medical Leave Act of 1993 (FMLA), Excell Academy​
​provides up to 12 weeks of unpaid, job-protected leave in a 12-month period to covered​
​employees in certain circumstances.​

​Eligibility​

​To qualify for FMLA leave, you must:​

​●​ ​Have worked for the School for at least 12 months, although that time need not be​
​consecutive;​

​●​ ​Have worked at least 1,250 hours in the last 12 months; and​
​●​ ​Be employed at a worksite that has 50 or more employees within 75 miles.​

​Reasons for Leave​

​You may take up to 12 weeks of unpaid FMLA leave in a 12-month period, which is in a​
​12-month rolling year period for any of the following reasons:​

​●​ ​The birth of a child and to care for that child (leave must be completed within one year of​
​the child’s birth);​

​●​ ​The adoption or foster care placement of a child with you and in order to care for the​
​newly placed child (leave must be completed within one year of the child’s placement);​

​●​ ​To care for a spouse, child, or parent with a serious health condition;​
​●​ ​To care for your own serious health condition that makes you unable to perform the​

​essential functions of your position; or​
​●​ ​A qualifying exigency of a spouse, child, or parent who is a military member on covered​

​active duty or called to covered active duty status (or has been notified of an impending​
​call or order to cover active duty).​
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​You may take up to 26 weeks of unpaid FMLA leave in a single 12-month period, beginning on​
​the first day that you take FMLA leave, to care for a spouse, child, parent, or next of kin who is a​
​covered service member and who has a serious injury or illness related to active duty service.​

​As used in this policy:​

​●​ ​Spouse​​means a husband or wife as recognized under​​state law for the purposes of​
​marriage in the state or other territory or country where the marriage took place.​

​●​ ​Child means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of​
​a person standing in loco parentis, who is either under age 18 or age 18 or older and​
​incapable of self-care because of a mental or physical disability at the time FMLA leave​
​is to commence. A child for the purposes of military exigency or military care leave can​
​be of any age.​

​●​ ​Parent​​means a biological, adoptive, step, or foster​​parent, or any other individual who​
​stood in loco parentis to you when you were a child.​

​●​ ​Next of kin​​for the purposes of military care leave​​is a blood relative other than a​
​spouse, parent, or child in the following order: brothers and sisters, grandparents, aunts​
​and uncles, and first cousins. If a military service member designates in writing another​
​blood relative as their caregiver, that individual will be the only next of kin. In appropriate​
​circumstances, you may be required to provide documentation of next of kin status.​

​Notice​

​If the need for leave is foreseeable because of an expected birth, adoption, or a planned​
​medical treatment, you must give at least 30 days’ notice. If 30 days’ notice is not possible, give​
​notice as soon as practical (within one or two business days of learning of your need for leave).​
​Failure to provide appropriate notice may result in the delay or denial of leave.​

​In addition, if you are seeking intermittent or reduced schedule leave that is foreseeable due to​
​a planned medical treatment or a series of treatments for yourself, a family member, or covered​
​service member, you must first consult with the School regarding the dates of this treatment to​
​work out a schedule that best suits your needs or the needs of the covered military member, if​
​applicable, and the School.​

​If the need for leave is unforeseeable, provide notice as soon as possible. Normal call-in​
​procedures apply to all absences from work, including requests for absences under this policy.​
​Failure to provide appropriate notice may result in the delay or denial of leave.​

​Please contact Human Resources Director, Mary Gryz at​​mgryz@excellacademy.org​​for all​
​appropriate information and forms.​
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​Certification​

​If you are requesting leave because of your own or a covered relative’s serious health condition,​
​you and the relevant healthcare provider must supply appropriate medical certification. You may​
​obtain medical certification forms from Human Resources. When you request leave, the School​
​will notify you of the requirement for medical certification and when it is due (at least 15 days​
​after you request leave). If you provide at least 30 days’ notice of medical leave, you should also​
​provide the medical certification before leave begins. Failure to provide requested medical​
​certification in a timely manner may result in denial of FMLA-covered leave until it is provided.​

​At our expense, the School may require an examination by a second healthcare provider​
​designated by us. If the second healthcare provider’s opinion conflicts with the original medical​
​certification, we, at our expense, may require a third, mutually agreeable, healthcare provider to​
​conduct an examination and provide a final and binding opinion. Subsequent medical​
​recertification may also be required. Failure to provide requested certification within 15 days,​
​when practical, may delay further leave until it is provided.​

​The School also reserves the right to require certification from a covered military member’s​
​healthcare provider if you are requesting military caregiver leave and certification in connection​
​with military exigency leave.​

​Paid Leave Utilization During FMLA Leave​

​FMLA leave is unpaid; however, you will be required to use PTO accrued hours and use​
​available paid leave during FMLA leave as permitted by law.​

​FMLA leave runs concurrently with other leaves, such as accrued paid leave that is substituted​
​for unpaid FMLA leave and any state family leave laws, to the extent allowed by applicable law.​
​The substitution of paid leave for unpaid FMLA leave does not extend the 12 or 26 weeks​
​(whichever is applicable) of FMLA leave. In addition, the substitution of paid leave for unpaid​
​leave may not result in you receiving more than 100% of your salary.​

​If you are receiving short- or long-term disability or workers’ compensation benefits during a​
​personal medical leave, you will not be required to use accrued paid leave. However, where​
​state law permits, you may elect to use accrued paid leave to supplement these benefits.​

​Leave Increments​

​Intermittent Leave​

​Page​​64​



​If medically necessary, FMLA leave for a serious health condition may be taken intermittently (in​
​separate blocks of time) or on a reduced leave schedule (reducing the usual number of hours​
​you work per workweek or workday). FMLA leave may also be taken intermittently or on a​
​reduced leave schedule for a qualifying exigency relating to covered military service.​

​As FMLA leave is unpaid, the School will reduce your salary based on the amount of time​
​actually worked. In addition, while you are on an intermittent or reduced schedule leave that is​
​foreseeable due to planned medical treatments, the School may temporarily transfer you to an​
​available alternative position that better accommodates your leave schedule and has equivalent​
​pay and benefits.​

​Parental Leave​

​Leave for the birth or placement of a child must be taken in a single block and cannot be taken​
​on an intermittent or reduced schedule basis​​.​ ​Parental​​leave must be completed within 12​
​months of the birth or placement of the child; however, you may use parental leave before the​
​placement of an adopted or foster child to consult with attorneys, appear in court, attend​
​counseling sessions, etc.​

​Employees will be required to use available PTO for Parental Leave.​

​Family Care, Personal Medical, Military Exigency, and Military Care Leave​

​Leave taken for these reasons may be taken in a block or blocks of time. In addition, if a​
​healthcare provider deems it necessary or if the nature of a qualifying exigency requires, leave​
​for these reasons can be taken on an intermittent or reduced schedule basis.​

​Fitness for Duty Requirements​

​If you take leave because of your own serious health condition (except if you are taking​
​intermittent leave), you are required, as are all employees returning from other types of medical​
​leave, to provide medical certification that you are fit to resume work. You will not be permitted​
​to resume work until certification is provided.​

​Health Insurance​

​Maintaining Coverage During Leave​
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​Your health insurance coverage will be maintained by the School during leave on the same​
​basis as if you were still working. You must continue to make timely payments of your share of​
​the premiums for such coverage. Failure to pay premiums within 30 days of when they are due​
​may result in a lapse of coverage.  It is the employees responsible to make premium payments,​
​if payment is not made to continue coverage you are subject to termination of company benefits.​

​Payment of Premiums​

​Alternatively, at our option, the School may pay your share of the premiums during the leave​
​and recover the costs of this insurance upon your return to work. Coverage that lapses due to​
​nonpayment of premiums will be reinstated immediately upon return to work without a waiting​
​period. Under most circumstances, if you do not return to work at the end of leave, the School​
​may require reimbursement for the health insurance premiums paid during the leave.​

​Reinstatement​

​Upon returning to work at the end of leave, you will generally be placed in your original job or an​
​equivalent job with equivalent pay and benefits. You will not lose any benefits that accrued​
​before leave was taken.​

​Spouse Aggregation​

​If both you and your spouse work at the School, you are collectively eligible for 12 weeks of​
​leave for the birth or placement of a child or to care for a parent with a serious health condition.​
​Similarly, spouses employed by the School will be limited to a combined total of 26 weeks of​
​leave to care for a military service member. This 26-week leave period will be reduced, however,​
​by the amount of leave taken for other qualifying FMLA events. This type of leave aggregation​
​does not apply to leave needed for your own serious health condition, to care for a spouse or​
​child with a serious health condition, or because of a qualifying exigency.​

​Failure to Return​

​If you fail to return to work or fail to make a request for an extension of leave prior to the​
​expiration of the leave, you will be deemed to have voluntarily terminated your employment. The​
​School is not required to grant requests for open-ended leaves with no reasonable return date​
​under these policies or as disability accommodations.​

​Alternative Employment​
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​Consistent with the School’s Outside Employment Policy, you may not work or be gainfully​
​employed for yourself or another employer while on a leave of absence [unless express, written​
​permission to perform such work has been granted by the School.  If you are on a leave of​
​absence and are found to be in violation of this policy, you will be subject to disciplinary action​
​up to and including termination.​

​Interaction with State and Local Laws​

​Where state or local laws intersect with the FMLA, the School will comply with the law that is the​
​most favorable to you.​

​Abuse of Leave​

​If you are found to have provided a false reason for a leave, you will be subject to disciplinary​
​action, up to and including termination.​

​Designation of Leave​

​If the School becomes aware of any qualifying reason for FMLA leave, the School will designate​
​it as such. You may not refuse FMLA designation under this policy.​

​Retaliation​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Required Notice​

​The School is required to provide you with a copy of the​​Your Employee Rights Under the​
​Family and Medical Leave Act​​notice, which is attached​​as an addendum at the end of this​
​handbook.​

​7.4​ ​Federal Jury Duty Leave​

​Excell Academy encourages employees to fulfill their civic duties related to federal jury duty​
​service. If you are summoned for federal jury duty, notify your Manager as soon as possible to​
​make scheduling arrangements.​
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​Time spent for federal jury duty service is unpaid; however, if you are classified as​
​exempt, you will not incur any deduction in pay for a partial week’s absence due to jury​
​duty.  Employees are required to use PTO for any leave.​

​The School will not discriminate or retaliate against employees for missing work due to federal​
​jury service. Upon return to work, you will be reinstated to your prior position without loss of​
​seniority and will be treated as if you have been on a leave of absence or furlough.​

​7.5​ ​Holidays​

​Excell Academy offers the following paid holidays each year:​

​●​ ​New Year Day (Full time 10-month/12-month employees)​
​●​ ​Martin Luther King Jr. Day (Full time 10-month/12-month employees)​
​●​ ​President’s Day (Full Time 10-month/12-month employees)​
​●​ ​Memorial Day (Full time 10-month/12-month employees)​
​●​ ​Juneteenth (Full time 12-month employees)​
​●​ ​Independence Day - July (Full time 12-month employee)​
​●​ ​Labor Day (Full time 10-month/12-month employees)​
​●​ ​Thanksgiving Day (Full time 10-month/12-month employees)​
​●​ ​Christmas Day​

​When a holiday falls on a Saturday, it will be observed the preceding Friday. Holidays falling on​
​a Sunday will be observed the following Monday.​

​If a holiday falls on your regular day off, ask your Manager how it affects you.​

​You will be compensated for holidays in accordance with federal and state law.​

​7.6​ ​Military Leave (USERRA)​

​Excell Academy complies with applicable federal and state law regarding military leave and​
​re-employment rights. A military leave of absence will be granted to members of the uniformed​
​services in accordance with the Uniformed Services Employment and Reemployment Rights Act​
​of 1994 (USERRA, with amendments) and all applicable state law. You must submit​
​documentation of the need for leave to the Human Resources Department. When returning from​
​military leave of absence, you will be reinstated to your previous position or a similar position, in​
​accordance with state and federal law. You must notify your Manager of your intent to return to​
​employment based on requirements of the law. For more information regarding status,​
​compensation, benefits, and reinstatement upon return from military leave, contact Human​
​Resources Department.​
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​7.7​ ​Paid Time Off (PTO)​

​Excell Academy provides employees with paid time off (PTO). PTO may be used for any​
​reason.​

​Eligibility​

​All full time employees are eligible to receive PTO effective immediately upon date of hire.  PTO​
​accurately will be recorded at the end of each month.​
​Paid Time Off (PTO) is an all-purpose time-off policy for eligible employees to use for vacation,​
​illness or injury, and personal business. It combines traditional vacation and sick leave plans into​
​one flexible, paid time-off policy. It is meant to function as wage replacement for times when you​
​choose to be away from work for personal reasons and is not considered to be compensation​
​for work you have performed.​

​We provide an opportunity for all staff to accrue and use PTO as described in this policy.​
​Upon entering an eligible employment classification, you begin to accrue PTO according to​
​the schedule below.​

​PTO Accrual Schedule​

​Employee Status​ ​Yearly PTO days​ ​PTO Accrual​

​Part time (less than 30​
​hours a week)​

​Up to 48 hours per​
​year, based on​
​hours worked​

​Accrue 2 hours for every​
​30 worked​

​10-month (school year)​
​employees​

​10 days​ ​1 day per month (accrual​
​only​
​during 10-months)​

​12-month (year-round)​
​employees​

​12 days​ ​1 day per month​

​You will not accrue PTO during periods of unpaid leave, with the exception of regular school​
​breaks, adhering to the guidelines of all policies. One day of PTO is equal to the hours the​
​employee is regularly scheduled to work (i.e. teachers and 10-month employees receive 7.5​
​hours/day, while other staff may receive 8 hours/day).​
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​PTO is accrued on a benefit-year basis (July 1st – June 30th). Starting each July 1st, eligible​
​employees will begin accruing PTO at the rate above.​

​We will not “advance” you PTO, which means that at no time may you use PTO before it has​
​accrued. Any time off taken in excess of your accrual balance will be considered unpaid time​
​off and is generally discouraged.​

​Excell Academy provides an inclusive PTO plan for full time employees that is greater than the​
​mandated MN ESST plan.  Full time employees will not receive in addition 48 hours (MN ESST)​
​to the above accrued PTO hours since it is greater than the MN ESST.​

​Leave Usage and Requests for Leave​

​The School requires employees to use your PTO time. You are eligible to begin using PTO​
​immediately upon the date of hire.​

​You must request a PTO from your Manager as far in advance as possible, but at least 14 days​
​in advance. The School will generally grant requests for PTO when possible, taking business​
​needs into consideration.​

​You must take PTO in increments of at least​​2 hours.​

​During a Leave of Absence​

​The School requires employees to use any unused PTO during disability or family medical​
​leave, or any other leave of absence, where permissible under local, state, or federal law.​

​You will not accrue PTO during unpaid leaves of absence or other periods of inactive service,​
​unless PTO accrual is required by applicable federal, state, or local law.​

​Carryover​

​Unused PTO can be carried over to the following year according to the beginning of Excell​
​Academy’s fiscal year July 1 through June 30.​

​Separation of Employment​

​Upon separation of employment for any reason:​

​Non-exempt employees will be paid 10 days of unused PTO hours.  Any additional PTO hours​
​will be forfeited.​
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​Exempt employees will receive up to 10 days of unused PTO hours and any additional PTO​
​accruals hours will be forfeited.​

​PTO Sharing Program​

​We offer a PTO sharing program that allows you to donate accrued, unused PTO time to​
​employees who would otherwise need to take leave without pay because of catastrophic​
​illnesses or injuries.​

​Employees with 15 or more days of unused PTO are eligible to donate up to five days of​
​unused PTO to the leave sharing program. All donations are made to a central pool to be​
​distributed to eligible recipients; employees may not designate or restrict any specific​
​employee to be the recipient of their donation. If you wish to donate to the PTO, notify the​
​Human  Resources Department.​

​You are eligible to request donations of leave if you are experiencing catastrophic illnesses or​
​injuries or are caring for family members experiencing catastrophic illnesses or injuries. An​
​illness or injury is considered catastrophic if it poses a threat to life and requires inpatient,​
​hospice, or resident health care. Examples of catastrophic illnesses include heart attacks,​
​cancer, and injuries suffered in serious auto accidents. Family members include the​
​employee's spouse, parent, child, brother, or sister, including adoptive relatives, but not​
​relatives by marriage (other than the employee's spouse).​

​To be eligible to request donations of leave, you must have worked for Excell Academy for a​
​minimum of one year and exhausted all other paid leave available to you. Requests to use​
​donated leave should be submitted in writing to the Human Resources Department explaining​
​the reason for requesting donated leave and the amount of leave time being requested. We​
​reserve the right to request documentation, e.g. a medical certification, to verify eligibility to​
​request donated leave. Requests will be reviewed on a case-by-case basis based on the​
​amount  of donated time available in the pool, other existing or past requests for use of donated​
​leave,  business needs and staffing levels, and any other relevant factors.​

​Under no circumstances should you personally request or otherwise solicit other employees to​
​donate PTO on behalf of you or any other employee. If there is insufficient donated PTO time​
​available to honor a particular request, we may make suitable arrangements to request​
​voluntary donations of PTO from other employees. Such requests will only identify the​
​requesting employee and the circumstances prompting the request with the requesting​
​employee’s consent. All donations are strictly voluntary, and employees should never be​
​pressured nor feel obligated to donate PTO.​

​7.8​ ​Personal Leave of Absence​

​Excell Academy recognizes that you may need time off from work in special circumstances that​
​other leave policies may not address. In such cases, you may request a personal leave of​
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​absence by submitting to your manager and Human Resources Director, Mary Gryz at​
​mgryz@excellacademy.org​​.  Please understand personal​​leave of absence may not be granted​
​due to business needs, staffing needs and any unforeseen circumstances.​

​Eligibility​

​All employees employed for at least upon date of hire are eligible to apply for an unpaid​
​personal leave of absence.  Excell Academy does not guarantee your return to your current​
​position or hold a position at the end of an employee’s personal leave.​

​Requesting Leave​

​Requests for unpaid personal leave must be submitted to your Manager and the Human​
​Resources Director, Mary Gryz at​​mgryz@excellacademy.org​​at least 30 days or as soon as you​
​are aware that your need to request a personal leave in advance where practical. In emergency​
​situations, written notice must be provided as soon as possible. The request should include the​
​reason for the leave as well as the dates you expect to begin and end the leave.​

​Job performance, absenteeism, and departmental requirements will be taken into consideration​
​before a request is approved. Requests for unpaid personal leave may be denied or granted for​
​any reason and are within the sole discretion of the School.​

​You will be required to use all available PTO balances prior to requesting an unpaid personal​
​leave of absence.  You may substitute any applicable and available paid leave for all or a portion​
​of your unpaid personal leave.​

​[[Sick leave, PTO will not accrue during an unpaid personal leave of absence. Holidays that​
​occur during an unpaid personal leave of absence will not be paid.​

​If you are granted a personal leave of absence, reinstatement to your position or any position is​
​not guaranteed.​

​Benefits While on Leave​

​School-provided Health benefits will be continued at the same level and under the same​
​conditions as prior to the leave.  However,  you are responsible for payment of your portion of​
​the insurance premium while on personal leave.  Please contact​​cholbrook@excellacademy.org​
​for your insurance premiums amount that will be due.​
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​If you are on a personal leave of absence and you fail to pay your premium payment in a timely​
​manner, the School will provide you with information about your rights under COBRA and/or​
​applicable state continuation coverage policies.​

​Extension of Leave​

​If Excell Academy grants an employee a leave, the employee is required to return from unpaid​
​personal leave on the originally scheduled return date. If you are unable to return, you must​
​request an extension of the leave in writing at least 14 days in advance of the return date. Leave​
​extensions will be considered on a case-by-case basis. If the School denies the extension​
​request, you must return to work on the originally scheduled return date or be considered to​
​have voluntarily resigned from your employment.​

​Return to Work​

​In advance of your scheduled return date, [[your Manager and the Human Resources Director,​
​Mary Gryz at​​mgryz@excellacademy.org​​will arrange​​for you to resume your previous position, if​
​available. However, the School's need to fill a position may override the ability to hold a position​
​open until your return. Therefore, we cannot assure our ability to reinstate you to any position​
​after your leave. The School retains the discretion to determine the similarity of any available​
​positions and your qualifications. If we are unable to reinstate you or you refuse the offer of​
​reinstatement to a different position, your leave status will be changed to a voluntary​
​termination.​

​Failure to Return from Leave​

​If you fail to return to work after an unpaid leave of absence, you will be considered to have​
​resigned your employment.​

​Alternative Employment​

​While on an unpaid leave of absence, you may not work or be gainfully employed either for​
​yourself or others unless express, written permission to perform such outside work has been​
​granted by the School. If you are on a leave of absence and are found to be working elsewhere​
​without permission, you will be subject to disciplinary action up to and including termination.​

​7.9​ ​Workers' Compensation Insurance​

​Workers' compensation is a no-fault system designed to provide benefits to all employees for​
​work-related injuries. Workers' compensation insurance coverage is paid for by employers and​
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​governed by state law. The workers' compensation system provides for coverage of medical​
​treatment and expenses, occupational disability leave, and rehabilitation services, as well as​
​payment for lost wages due to work related injuries. If you are injured on the job while working​
​at Excell Academy, no matter how slight, you are to report the incident immediately to your​
​Manager. Consistent with applicable state law, failure to report an injury within a reasonable​
​period of time could jeopardize your claim for benefits.​

​To receive workers' compensation benefits, notify your Manager immediately of your claim. If​
​your injury is the result of an on-the-job accident, you must fill out a First Report of Injury which​
​must be submitted to your Manager and Human Resources Director, Mary Gryz within 24 hours​
​of the incident.  Employees who fail to report an incident/injury to your Manager and/or Human​
​Resources within 24 hours are subject to disciplinary action up to and including termination.​

​You will be required to submit a medical release before you can return to work.​

​8.0​ ​Safety and Loss Prevention​

​8.1​ ​Drug and Alcohol Policy​

​Excell Academy is committed to providing a safe, healthy, and productive work environment.​
​Consistent with this commitment, it is the intent of the School to maintain a drug and​
​alcohol-free workplace. Being under the influence of alcohol, illegal drugs (as classified under​
​federal, state, or local laws), or other impairing substances while on the job may pose a serious​
​health and safety risk to others, and will not be tolerated.​

​Prohibited Conduct​

​The School expressly prohibits employees from engaging in the following activities when they​
​are on duty or conducting School business or on School premises (whether or not they are​
​working):​

​●​ ​The use, abuse, or being under the influence of alcohol, illegal drugs, or other impairing​
​substances.​

​●​ ​The possession, sale, purchase, transfer, or transit of any illegal or unauthorized drug,​
​including prescription medication that is not prescribed to the individual, or drug-related​
​paraphernalia.​

​●​ ​The illegal use or abuse of prescription drugs.​

​While the use of marijuana has been legalized under some state laws for medicinal and/or​
​recreational uses, it remains an illegal drug under federal law. The School does not discriminate​
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​against employees solely on the basis of their lawful off-duty use of marijuana. You may not​
​consume or be under the influence of marijuana while on duty or at work. If you have a valid​
​prescription for medical marijuana, refer to the School Disability Accommodation policy for​
​additional information.​

​Nothing in this policy is meant to prohibit your appropriate use of over-the-counter medication or​
​other medication that can legally be prescribed under both federal and state law, if it does not​
​impair your job performance or safety or the safety of others. If you take over-the-counter​
​medication or other medication that can legally be prescribed under both federal and state law​
​to treat a disability, inform your Manager if you believe the medication may impair your job​
​performance, safety, or the safety of others or if you believe you need a reasonable​
​accommodation before reporting to work while under the influence of that medication.​

​Employee Assistance Program​
​Our Employee Assistance Program (EAP) provides confidential counseling and referral​
​services if you need assistance with such problems as drug and/or alcohol abuse or​
​addiction. We encourage you to address any questions or concerns you may have about​
​substance dependence or abuse with the EAP, and to review the treatment programs that​
​may be covered under our health insurance program or any other health insurance​
​program that provides coverage to you. You can discuss these matters with your​
​supervisor or the Human Resources Department to receive assistance or referrals to​
​appropriate resources in the community.​

​Alcohol in Company-Approved Situations​

​From time to time, the consumption of moderate amounts of alcohol may be permitted at​
​company-sponsored events or with the express approval of management. If you consume​
​alcohol under such circumstances, you must drink responsibly, must not become​
​intoxicated, and must not return to work after drinking. Similarly, if you bring guests to​
​functions where the consumption of alcohol has been approved, you are responsible for​
​the conduct of any such guests and must prevent your guests from becoming intoxicated​
​or getting out of control.​

​If you have any questions on this policy or issues related to drug or alcohol use in​
​the workplace, please raise your concerns with your supervisor or the Human​
​Resources Director.​

​Violations​

​Violation of this policy may result in disciplinary action, up to and including termination of​
​employment.​
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​8.2​ ​General Safety​

​It is the responsibility of all Excell Academy employees to maintain a healthy and safe work​
​environment, report any health or safety hazards, and follow the School health and safety rules.​
​Failure to do so may result in disciplinary action, up to and including termination of employment.​
​The School also requires that all occupational illnesses or injuries be reported to your Manager​
​as soon as reasonably possible and that an occupational illness or injury form be completed on​
​each reported incident.​

​8.3​ ​Workplace Tobacco Usage​

​Excell Academy is concerned about the detrimental effects of smoking and secondhand smoke​
​inhalation. Smoking (including the use of electronic vaping products such as e-cigarettes),​
​smokeless tobacco (e.g., chewing tobacco dip and snuff)  is strictly prohibited on premises​
​including, but not limited to building, parking lots, restrooms, playground and any areas of the​
​building.  If you smoke or use electronic vaping products, please do so off premises.​

​The School will not discriminate against employees based on their off-premises, off-duty​
​tobacco usage.​

​8.4​ ​Workplace Violence​

​As the safety and security of our employees, vendors, contractors, and the general public is in​
​the best interests of Excell Academy, we are committed to working with our employees to​
​provide a work environment free from violence, intimidation, and other disruptive behavior.​

​Zero Tolerance Policy​

​The School has a zero tolerance policy regarding workplace violence and will not tolerate acts​
​or threats of violence, harassment, intimidation, and other disruptive behavior, either physical or​
​verbal, that occurs in the workplace or other areas. This applies to management, co-workers,​
​employees, and non-employees such as contractors, customers, and visitors.​

​Workplace violence can include oral or written statements, gestures, or expressions that​
​communicate a direct or indirect threat of physical harm, damage to property, or any intentional​
​behavior that may cause a person to feel threatened.​

​Prohibited Conduct​

​Prohibited conduct includes, but is not limited to:​
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​●​ ​Physically injuring another person.​
​●​ ​Threatening to injure a person or damage property by any means, including verbal,​

​written, direct, indirect, or electronic means.​
​●​ ​Taking any action to place a person in reasonable fear of imminent harm or offensive​

​contact.​
​●​ ​Possessing, brandishing, or using a firearm on School property or while performing​

​School business except as permitted by state law.​
​●​ ​Violating a restraining order, order of protection, injunction against harassment, or other​

​court order.​

​Reporting Incidents of Violence​

​Report to your Manager, in accordance with this policy, any behavior that compromises our​
​ability to maintain a safe work environment. All reports will be investigated immediately and kept​
​confidential, except where there is a legitimate need to know. You are expected to cooperate in​
​any investigation of workplace violence.​

​Violations​

​Violating this policy may subject you to criminal charges as well as discipline up to and including​
​immediate termination of employment.​

​Retaliation​

​Victims and witnesses of workplace violence will not be retaliated against in any manner. In​
​addition, you will not be subject to discipline for, based on a reasonable belief, reporting a threat​
​or for cooperating in an investigation.​

​If you initiate, participate, are involved in retaliation, or obstruct an investigation into conduct​
​prohibited by this policy, you will be subject to discipline up to and including termination.​

​If you believe you have been wrongfully retaliated against, immediately report the matter to​
​Human Resources.​

​9.0​ ​Trade Secrets and Inventions​

​9.1​ ​Confidentiality and Nondisclosure of Trade Secrets​

​As a condition of employment, Excell Academy employees are required to protect the​
​confidentiality of School trade secrets, proprietary information, and confidential commercially​
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​sensitive information (i.e. financial or sales records/reports, marketing or business​
​strategies/plans, product development, customer lists, patents, trademarks, etc.) related to the​
​School. Access to this information should be limited to a "need to know" basis and should not be​
​used for personal benefit, disclosed, or released without prior authorization from management.​

​If you have information that leads you to suspect that employees are sharing such information in​
​violation of this policy and/or competitors are obtaining such information, you are required to​
​inform your Manager or Human Resources Director, Mary Gryz at​​mgryz@excellacademy.org​​.​

​Violation of this policy may result in disciplinary action up to and including termination, and may​
​subject the violator to civil liability.​

​9.2​ ​Inventions​

​Any invention created, in whole or in part, during your work hours, or from the use of equipment​
​or facilities belonging to Excell Academy, is a "work for hire" and is the property of the School.​

​If you intend to develop and maintain property rights to any invention that relates in any way to​
​products or services of the School, you are required to obtain a written waiver of this policy,​
​signed by both you and CEO/Founder of Excell Academy for Higher Learning.​

​Minnesota Policies​

​Hiring and Orientation Policies​

​Communications Regarding Religious or Political Matters​

​Excell Academy is committed to respecting the rights of all employees regarding participation in​
​discussions about religious or political matters. In accordance with Minnesota law, the School​
​will not discharge, discipline, penalize, or take adverse employment action against you:​

​1.​ ​For declining to attend or participate in any School-sponsored meeting or declining to​
​receive or listen to communications from the School if the meeting or communication is​
​to communicate the School’s opinion about religious or political matters.​

​2.​ ​As a means of inducing you to attend or participate in meetings, or receive or listen to​
​communications described in (1).​

​3.​ ​If you or a person acting on your behalf reports, in good faith, a violation or suspected​
​violation of (1) or (2).​
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​Political matters​​means matters relating to elections for political office, political parties,​
​proposals to change legislation, proposals to change regulations, or proposals to change public​
​policy, and the decision to join or support any political party or political, civic, community,​
​fraternal, or labor organization.​

​Religious matters​​means matters relating to religious​​belief, affiliation, and practice, and the​
​decision to join or support any religious organization or association.​

​This policy does not prohibit the School from:​

​●​ ​Communicating information that the School is required by law to provide you.​
​●​ ​Conducting meetings involving religious or political matters, as long as the attendance is​

​voluntary.​
​●​ ​Engaging in communications involving religious or political matters, as long as receiving​

​or listening to the communication is voluntary.​
​●​ ​Communicating information, or requiring you to attend meetings and other events, that is​

​necessary for you to perform your required job duties.​

​EEO Statement and Non Harassment Policy​

​Equal Opportunity Statement​

​Excell Academy is committed to the principles of equal employment. We are committed to​
​complying with all federal, state, and local laws providing equal employment opportunities, and​
​all other employment laws and regulations. It is our intent to maintain a work environment that is​
​free of harassment, discrimination, or retaliation based on the following protected classes: age,​
​race (including traits associated with race, which include, but are not limited to, hair texture and​
​hair styles such as braids, locs, and twists), color, creed, religion, national origin, sex, sexual​
​orientation (including transgender status, gender identity or expression), pregnancy (including​
​childbirth, lactation, or related conditions), marital status, disability, public assistance, familial​
​status, genetic information, local commissions activity, veteran status, uniformed servicemember​
​status, or any other status protected by federal, state, or local laws. The School is dedicated to​
​the fulfillment of this policy in regard to all aspects of employment, including, but not limited to,​
​recruiting, hiring, placement, transfer, training, promotion, rates of pay, and other compensation,​
​termination, and all other terms, conditions, and privileges of employment.​

​The School will conduct a prompt and thorough investigation of all allegations of discrimination,​
​harassment, or retaliation, or any violation of the Equal Employment Opportunity Policy in a​
​confidential manner. The School will take appropriate corrective action, if and where warranted.​
​The School prohibits retaliation against employees who provide information about, complain​
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​about, or assist in the investigation of any complaint of discrimination or violation of the Equal​
​Employment Opportunity Policy.​

​We are all responsible for upholding this policy. You may discuss questions regarding equal​
​employment opportunity with your Manager or any other designated member of management.​

​Policy Against Workplace Harassment​

​Excell Academy has a strict policy against all types of workplace harassment, including sexual​
​harassment and other forms of workplace harassment, based upon an individual’s membership​
​in a protected class. All forms of harassment of, or by, employees, vendors, visitors, customers,​
​and clients are strictly prohibited and will not be tolerated.​

​Sexual Harassment​

​Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and​
​other verbal or physical conduct of a sexual nature when (1) submission to such conduct is​
​made either explicitly or implicitly as a term or condition of an individual’s employment; (2)​
​submission to, or rejection of, such conduct by an individual is used as the basis for​
​employment decisions affecting such individual; or (3) such conduct has the purpose or effect of​
​unreasonably interfering with an individual’s work performance or creating an intimidating,​
​hostile, or offensive work environment.​

​While it is not possible to identify every act that constitutes or may constitute sexual​
​harassment, the following are some examples of sexual harassment:​

​●​ ​Unwelcome requests for sexual favors;​
​●​ ​Lewd or derogatory comments or jokes;​
​●​ ​Comments regarding sexual behavior or another person’s body;​
​●​ ​Sexual innuendo and other vocal activity such as catcalls or whistles;​
​●​ ​Obscene letters, notes, emails, invitations, photographs, cartoons, articles, or other​

​written or pictorial materials of a sexual nature;​
​●​ ​Repeated requests for dates after being informed that interest is unwelcome;​
​●​ ​Retaliating against another for refusing a sexual advance or reporting an incident of​

​possible sexual harassment to the School or any government agency;​
​●​ ​Offering or providing favors or employment benefits such as promotions, favorable​

​evaluations, favorable assigned duties or shifts, etc., in exchange for sexual favors; and​
​●​ ​Any unwanted physical touching or assaults, or blocking or impeding movements.​

​Other Harassment​
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​Other workplace harassment is verbal or physical conduct that insults or shows hostility or​
​aversion towards an individual based upon their membership in a protected class.​

​Again, while it is not possible to list all the circumstances that may constitute other forms of​
​workplace harassment, the following are some examples of conduct that may constitute​
​workplace harassment:​

​●​ ​The use of disparaging or abusive words or phrases, slurs, negative stereotyping, or​
​threatening, intimidating, or hostile acts that relate to the above protected categories;​

​●​ ​Written or graphic material that insults, stereotypes, or shows aversion or hostility​
​towards an individual or group because of one of the above protected categories and​
​that is placed on walls, bulletin boards, or elsewhere on our premises, in emails or​
​voicemails, or otherwise circulated in the workplace; and​

​●​ ​A display of symbols, slogans, or items that are associated with hate or intolerance​
​towards any select group.​

​Reporting Discrimination and Harassment​

​If you feel that you have witnessed or have been subjected to any form of discrimination or​
​harassment, immediately notify Human Resources Director, Mary Gryz at​
​mgryz@excellacademy.org​​or call (763)533-0500 Ext.​​110 or any member of management.​

​The School prohibits retaliation against employees who, based on a reasonable belief, provide​
​information about, complain, or assist in the investigation of any complaint of harassment or​
​discrimination.​

​We will promptly and thoroughly investigate any claim and take appropriate action where we find​
​a claim has merit. To the extent possible, we will retain the confidentiality of those who report​
​suspected or alleged violations of the harassment policy.​

​Discipline for violation of this policy may include, but is not limited to, reprimand, suspension,​
​demotion, transfer, and discharge. If the School determines that harassment or discrimination​
​occurred, corrective action will be taken to effectively end the harassment. As necessary, the​
​School may monitor any incident of harassment or discrimination to assure the inappropriate​
​behavior has stopped. In all cases, the School will follow up as necessary to ensure that no​
​individual is retaliated against for making a complaint or cooperating with an investigation.​

​Minnesota Nursing Mothers, Lactating Employees, and Pregnancy​
​Accommodations - Employee Notice​
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​Minnesota's Nursing Mothers, Lactating Employees, and Pregnancy Accommodations law​
​(Minnesota Statutes § 181.939) gives pregnant and lactating employees certain legal rights.​

​Pregnant employees have the right to request and receive reasonable accommodations, which​
​may include, but are not limited to, more frequent or longer breaks, seating, limits to heavy​
​lifting, temporary transfer to another position, temporary leave of absence, or modification in​
​work schedule or tasks. An employer cannot require an employee to take a leave or accept an​
​accommodation.​

​Lactating employees have the right to reasonable paid break times to express milk at work​
​unless they are expressing milk during a break that is not usually paid, such as a meal break.​
​Employers should provide a clean, private, and secure room that is not a bathroom near the​
​work area that includes access to an electrical outlet for employees to express milk.​

​It is against the law for an employer to retaliate, or to take negative action, against a pregnant or​
​lactating employee for exercising their rights under this law.​

​Employees who believe their rights have been violated under this law can contact the Minnesota​
​Department of Labor and Industry's Labor Standards Division at dli.laborstandards@state.mn.us​
​or 651-284-5075 for help. Employees also have the right to file a civil lawsuit for relief. For more​
​information about this law, visit dli.mn.gov/newparents.​

​Wage and Hour Policies​

​Accommodations for Nursing Mothers​

​Excell Academy will provide reasonable paid break time to employees who need to express​
​milk.​

​If you need to express milk, you will be provided with a space, other than a restroom, that is​
​shielded from view and free from intrusion from coworkers and the public. The School will make​
​reasonable efforts to ensure that the space is clean, private, secure, in close proximity to the​
​work area, and has access to an electrical outlet.​

​Expressed milk can be stored in company refrigerators, refrigerators provided in the Employee​
​Staff Lounge. Sufficiently mark or label your milk to avoid confusion for other employees who​
​may share the refrigerator.​

​The break times may run concurrently with any break times already provided. The School will​
​not reduce your compensation for time used to express milk.​
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​You are encouraged to discuss the length and frequency of these breaks with your Manager.​

​The School will not discriminate or retaliate against employees who express breast milk in the​
​workplace in accordance with this policy.​

​Meal and Rest Periods​

​Excell Academy strives to provide a safe and healthy work environment and complies with all​
​federal and state regulations regarding meal and rest periods. Check with your Manager​
​regarding procedures and schedules for rest and meal breaks. The School requests that​
​employees accurately observe and record meal and rest periods. If you know in advance that​
​you may not be able to take your scheduled break or meal period, let your Manager know; in​
​addition, notify your Manager as soon as possible if you were unable to or prohibited from taking​
​a meal or rest period.​

​Hourly and non-teaching staff employees working 7-8 hours per day will receive a 30-minute​
​paid meal break if taken on-site, plus they will receive an additional five minutes paid break​
​for every additional hour worked over eight hours per day. Employees working between four​
​and seven hours per day may receive up to a 20-minute paid break. Employees working less​
​than four hours per day will not receive a paid or unpaid break.​

​Teachers will receive a 30-minute paid lunch period and 45 minutes of paid class preparation​
​time (without students) to prepare lessons, conduct team meetings, contact parents, etc.​
​However, from time to time, a teacher may be required to spend lunch periods or preparatory​
​time with students.​

​All breaks will be determined by your supervisor, and you should discuss any break related​
​questions with your supervisors and/or the Human Resource Department.​
​If you take your break off campus, you must clock out and your break must be at least 20​
​Minutes.​

​Overtime​

​If you are nonexempt, you may qualify for overtime pay. All overtime must be approved in​
​advance, in writing, by your Manager.​

​At certain times Excell Academy may require you to work overtime. We will attempt to give as​
​much notice as possible in this instance. However, advance notice may not always be possible.​
​Failure to work overtime when requested or working unauthorized overtime may result in​
​discipline, up to and including discharge.​
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​Unless otherwise required or exempted by law, overtime pay of one and one-half times your​
​regular rate of pay is paid for any hours worked in excess of 40 hours in a workweek. Holidays,​
​vacation days, and sick leave days do not count as time worked for computing overtime.​

​Pay Period​

​At Excell Academy, the standard pay period is semi-monthly (15th of each month and the last​
​day of the month.  If a pay date falls on a holiday, you will be paid on the preceding workday.   If​
​a pay date falls on a Saturday or Sunday, you will be paid on [the preceding Friday. Special​
​provisions may be required from time to time if holidays fall on pay dates.​

​If you are paid by stipend, please contact your manager.​

​Review your paycheck for accuracy. If you find an issue, report it to​​payroll@excellacademy.org​
​or​​cholbrook@excellacademy.org​​.​

​Travel Time Pay​

​Some nonexempt positions within Excell Academy require travel. The School pays nonexempt​
​employees for travel time in accordance with federal and state law. For purposes of this policy,​
​the regular workday is 8:30 a.m. to 4:15 p.m.​

​Home to Work Travel​

​If you travel from home before the regular workday and return to your home at the end of the​
​workday, you are engaged in ordinary home to work travel, which is not work time.​

​Home to Work on a Special One Day Assignment in Another City​

​If you regularly work at a fixed location in one city and you are given a special one day​
​assignment in another city, but return home the same day, the time spent in traveling to and​
​returning from the other city is work time, except that the School may deduct/not count that time​
​you would normally spend commuting to the regular work site.​

​Travel That Is All in a Day's Work​
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​Your time spent in travel as part of your principal activity, such as travel from job site to job site​
​during the workday, is work time and must be counted as hours worked.​

​Travel Away from Home Community​

​Travel that keeps you away from home overnight is travel away from home. Travel away from​
​home is clearly work time when it cuts across your workday. The time is not only hours worked​
​on regular working days during normal working hours but also during corresponding hours on​
​non working days. The School will not consider as work time that time spent in travel away from​
​home outside of your regular working hours as a passenger on an airplane, train, boat, bus, or​
​automobile.​

​Work Performed While Traveling​

​Any work you perform while traveling must be counted as hours worked.​

​Calculating and Reporting Travel Time​

​You are responsible for accurately tracking, calculating, and reporting your travel time. Travel​
​time should be calculated by rounding up to the nearest quarter hour.​

​Wage Disclosure Protection​

​Notice to employees — Under the Minnesota Wage Disclosure Protection law, you have the​
​right to tell any person the amount of your own wages. Your employer cannot retaliate against​
​you for disclosing your own wages or discussing another employee's wages which have been​
​disclosed voluntarily. Your remedies under the Wage Disclosure Protection law are to bring a​
​civil action against your employer and/or file a complaint with the Minnesota Department of​
​Labor and Industry at (651) 284-5075 or (800) 342-5354.​

​General Policies​

​Access to Personnel and Medical Records Files​

​Excell Academy maintains separate medical records files and personnel files for all employees.​
​Files containing medical records are stored separate and apart from any business-related​
​records in a safe, locked, inaccessible location. The medical file is the repository for sensitive​
​and confidential information related to an individual's health, health benefits, health-related​
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​leave and/or accommodations, and benefits selections and coverage. Medical records are kept​
​confidential in compliance with applicable laws and access is on a "need-to-know" basis only.​

​Supervisors and others in management may have access to your personnel file for possible​
​employment-related decisions. If you wish to review your personnel or medical records file, you​
​must give the School reasonable notice. Inspection must occur in the presence of a School​
​representative.​

​All requests by an outside party for information contained in your personnel file will be directed​
​to the Human Resources Director, Mary Gryz at​​mgryz@excellacademy.org​​,​​which is the only​
​department authorized to give out such information.​

​Benefits​

​Bone Marrow Donation Leave​

​Excell Academy will provide eligible employees with up to 40 hours of paid leave to undergo​
​medical procedures to donate bone marrow.​

​Eligibility​

​To be eligible for bone marrow donation leave, you must work at least 20 hours per week.​

​Notice and Documentation​

​To obtain leave under this policy you must provide reasonable notice of the need for leave and​
​submit verification from a physician detailing the purpose and length of the leave requested. If​
​there is a medical determination that you do not qualify as a donor, the paid leave of absence​
​provided to you prior to that medical determination will not be forfeited.​

​Retaliation​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Civil Air Patrol Leave​

​If you are a member of the Civil Air Patrol, Excell Academy will provide you with unpaid leave for​
​work missed while rendering services as a member of the Civil Air Patrol at the request of the​
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​state or any of its political subdivisions, provided the leave would not unduly disrupt the​
​operations of the School.​

​Provide as much notice as possible of the dates you will be absent from work due to your​
​service as a Civil Air Patrol member. The School may ask you to provide documentation​
​verifying the need for your service.​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Earned Sick and Safe Leave (Accrual Method)​

​Excell Academy provides paid sick and safe leave to eligible employees in accordance with​
​Minnesota’s Earned Sick and Safe Time law.​

​Eligibility​

​To be eligible for sick and safe leave, it must be anticipated that you will perform at least 80​
​hours of work in a year for the School in Minnesota.​

​Reasons for Leave​

​Sick and safe leave may be taken for the following reasons:​

​●​ ​Your own mental or physical illness, injury, or health condition; need for medical​
​diagnosis, care, or treatment of a mental or physical illness, injury, or health condition; or​
​need for preventive medical or health care.​

​●​ ​To care for a family member with a mental or physical illness, injury, or health condition;​
​need for medical diagnosis, care, or treatment of a physical illness, injury, or health​
​condition; or need for preventive medical or health care.​

​●​ ​To make arrangements for or attend funeral services or a memorial, or address financial​
​or legal matters that arise after the death of a family member.​

​●​ ​Due to you or your family member being the victim of domestic abuse, sexual assault, or​
​stalking, provided the absence is to:​

​○​ ​Seek medical attention related to physical or psychological injury or disability​
​caused by the domestic abuse, sexual assault, or stalking;​

​○​ ​Obtain services from a victim services organization;​
​○​ ​Obtain psychological or other counseling;​
​○​ ​Seek relocation or take steps to secure an existing home due to domestic abuse,​

​sexual assault, or stalking; or​
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​○​ ​Seek legal advice or take legal action, including preparing for or participating in​
​any civil or criminal legal proceeding related to or resulting from domestic abuse,​
​sexual assault, or stalking.​

​●​ ​The closure of your place of business due to weather or other public emergency or your​
​need to care for a family member whose school or place of care has been closed due to​
​weather or other public emergency.​

​●​ ​Your inability to work or telework because you are:​
​○​ ​Prohibited from working by the School due to health concerns related to the​

​potential transmission of a communicable illness related to a public emergency;​
​or​

​○​ ​Seeking or awaiting the results of a diagnostic test for, or a medical diagnosis of,​
​a communicable disease related to a public emergency and you have been​
​exposed to a communicable disease or the School has requested a test or​
​diagnosis.​

​●​ ​When it has been determined by the health authorities having jurisdiction or by a​
​healthcare professional that you or your family member’s presence in the community​
​would jeopardize the health of others because of you or your family member’s exposure​
​to a communicable disease, whether or not you or your family member has actually​
​contracted the communicable disease.​

​Family member​​means:​

​●​ ​Your child, including foster child, adult child, legal ward, child for whom you are legal​
​guardian, or child to whom you stand or stood in loco parentis;​

​●​ ​Your spouse or registered domestic partner;​
​●​ ​Your sibling, stepsibling, or foster sibling;​
​●​ ​Your biological, adoptive, foster, or step parent, or a person who stood in loco parentis to​

​you when you were a minor child;​
​●​ ​Your grandchild, foster grandchild, or step-grandchild;​
​●​ ​Your grandparent or step-grandparent;​
​●​ ​A child of your sibling;​
​●​ ​A sibling of your parents;​
​●​ ​A child-in-law or sibling-in-law;​
​●​ ​Any of the family members listed above of your spouse or registered domestic partner;​
​●​ ​Any other individual related to you by blood or whose close association with you is the​

​equivalent of a family relationship; and​
​●​ ​Up to one individual annually designated by you.​

​Accrual and Usage​
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​Eligible part time employees accrue one hour of sick and safe leave for every 30 hours worked,​
​up to a maximum of 48 hours per leave year. New employees begin accruing sick and safe​
​leave on their first day of employment. For purposes of this policy, the leave year is a 12 month​
​calendar year. If you are classified as exempt, you are presumed to work 40 hours per week,​
​unless you are normally scheduled to work fewer than 40 hours, in which case leave accrues​
​based on your normal schedule.​

​You may use sick and safe leave as it is accrued. If you have questions regarding the minimum​
​increment of leave you may use and how leave will be tracked, please contact Human​
​Resources Director, Mary Gryz at​​mgryz@excellacademy.org​​.​

​Unused, accrued leave carries over into the next leave year.​

​Compensation​

​You will be compensated for sick and safe leave at your base rate.​

​Notice​

​If the need for leave is foreseeable, you must provide at least seven days’ notice. If​
​unforeseeable, provide notice as soon as practical. Notice should include the expected length of​
​the absence, if known. Notice should be provided to your Manager and Human Resources​
​Director, Mary Gryz at​​mgryz@excellacademy.org​​.​

​Documentation​

​If you use sick and safe leave for more than three consecutive scheduled workdays, you may be​
​required to provide reasonable documentation that the leave is being used for a covered​
​purpose. Information obtained related to your request for leave will be treated as confidential​
​and will not be disclosed unless you consent or it is required under applicable law. For additional​
​information regarding required documentation, please contact Manager and Human Resources​
​Director, Mary Gryz at​​mgryz@excellacademy.org​​.​

​Restoration​

​Upon return from leave, you will be returned to employment at the same rate of pay you were​
​receiving when leave commenced, plus any automatic adjustments in your pay scale that​
​occurred while you were on leave. You will also retain all accrued pre-leave benefits of​
​employment and seniority as if there had been no interruption in service.​

​Interaction with Other Leave​
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​Sick and safe leave will run concurrently with other types of leave when permitted under​
​applicable law.​

​Payment upon Termination​

​You will not be paid for any unused sick and safe leave when your employment ends.​

​Reinstatement of Leave upon Rehire/Transfer​

​The School will reinstate previously accrued, unused sick and safe leave if you separate and​
​are rehired within 180 days.​

​If you transfer to another division, entity, or location within Minnesota, but remain employed by​
​the School, you are entitled to use all available sick and safe leave from the prior division, entity,​
​or location.​

​Healthcare Benefits​

​Your health insurance will be maintained while you are on leave. If you contribute to the cost of​
​your health insurance, you must continue to pay your portion of the premium cost during your​
​leave.​

​Retaliation​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy. If you believe you have been retaliated against or improperly denied sick and safe​
​leave, you may file a complaint with the Minnesota Department of Labor and Industry or file a​
​civil action.​

​Earned Sick and Safe Leave​

​Excell Academy provides paid sick and safe leave to eligible employees in accordance with​
​Minnesota’s Earned Sick and Safe Time law.​

​Full Time employees - PTO - Earned Sick and Safe leave are included in PTO hours accrued​
​benefits which exceed 48 hours per year.   12 month employees received 96 PTO hours per​
​year.  10 month employees received 75 PTO hours per year.​
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​Eligibility​

​To be eligible for sick and safe leave, it must be anticipated that you will perform at least 80​
​hours of work in a year for the School in Minnesota.​

​Reasons for Leave​

​Sick and safe leave may be taken for the following reasons:​

​●​ ​Your own mental or physical illness, injury, or health condition; need for medical​
​diagnosis, care, or treatment of a mental or physical illness, injury, or health condition; or​
​need for preventive medical or health care.​

​●​ ​To care for a family member with a mental or physical illness, injury, or health condition;​
​need for medical diagnosis, care, or treatment of a physical illness, injury, or health​
​condition; or need for preventive medical or health care.​

​●​ ​To make arrangements for or attend funeral services or a memorial, or address financial​
​or legal matters that arise after the death of a family member.​

​●​ ​Due to you or your family member being the victim of domestic abuse, sexual assault, or​
​stalking, provided the absence is to:​

​○​ ​Seek medical attention related to physical or psychological injury or disability​
​caused by the domestic abuse, sexual assault, or stalking;​

​○​ ​Obtain services from a victim services organization;​
​○​ ​Obtain psychological or other counseling;​
​○​ ​Seek relocation or take steps to secure an existing home due to domestic abuse,​

​sexual assault, or stalking; or​
​○​ ​Seek legal advice or take legal action, including preparing for or participating in​

​any civil or criminal legal proceeding related to or resulting from domestic abuse,​
​sexual assault, or stalking.​

​●​ ​The closure of your place of business due to weather or other public emergency or your​
​need to care for a family member whose school or place of care has been closed due to​
​weather or other public emergency.​

​●​ ​Your inability to work or telework because you are:​
​○​ ​Prohibited from working by the School due to health concerns related to the​

​potential transmission of a communicable illness related to a public emergency;​
​or​

​○​ ​Seeking or awaiting the results of a diagnostic test for, or a medical diagnosis of,​
​a communicable disease related to a public emergency and you have been​
​exposed to a communicable disease or the School has requested a test or​
​diagnosis.​
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​●​ ​When it has been determined by the health authorities having jurisdiction or by a​
​healthcare professional that you or your family member’s presence in the community​
​would jeopardize the health of others because of you or your family member’s exposure​
​to a communicable disease, whether or not you or your family member has actually​
​contracted the communicable disease.​

​Family member means:​

​●​ ​Your child, including foster child, adult child, legal ward, child for whom you are legal​
​guardian, or child to whom you stand or stood in loco parentis;​

​●​ ​Your spouse or registered domestic partner;​
​●​ ​Your sibling, stepsibling, or foster sibling;​
​●​ ​Your biological, adoptive, foster, or step parent, or a person who stood in loco parentis to​

​you when you were a minor child;​
​●​ ​Your grandchild, foster grandchild, or step-grandchild;​
​●​ ​Your grandparent or step-grandparent;​
​●​ ​A child of your sibling;​
​●​ ​A sibling of your parents;​
​●​ ​A child-in-law or sibling-in-law;​
​●​ ​Any of the family members listed above of your spouse or registered domestic partner;​
​●​ ​Any other individual related to you by blood or whose close association with you is the​

​equivalent of a family relationship; and​
​●​ ​Up to one individual annually designated by you.​

​Amount of Leave and Usage​

​Eligible employees will be provided 7.5 hours (10-month)/8 hours (12-month) employees of PTO​
​each month which includes the sick and safe leave. Purpose of this policy, the leave year is any​
​consecutive 12-month period. You may use sick and safe leave immediately. If you have​
​questions regarding the minimum increment of leave you may use and how leave will be​
​tracked, see​​cholbrook@excellacademy.org​​.​

​Compensation​

​You will be compensated for sick and safe (PTO) leave at your base rate of pay.​

​Notice​

​If the need for leave is foreseeable, you must provide at least seven days’ notice. If​
​unforeseeable, provide notice as soon as practical. Notice should include the expected length of​
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​the absence, if known. Notice should be provided to Human Resources Director, Mary Gryz at​
​mgryz@excellacademy.org​​.​

​Documentation​

​If you use sick and safe leave for more than three consecutive scheduled workdays, you may be​
​required to provide reasonable documentation that the leave is being used for a covered​
​purpose. Information obtained related to your request for leave will be treated as confidential​
​and will not be disclosed unless you consent or it is required under applicable law. For additional​
​information regarding required documentation, see Human Resources Director, Mary Gryz at​
​mgryz@excellacademy.org​​.​

​Restoration​

​Upon return from leave, you will be returned to employment at the same rate of pay you were​
​receiving when leave commenced, plus any automatic adjustments in your pay scale that​
​occurred while you were on leave. You will also retain all accrued pre-leave benefits of​
​employment and seniority as if there had been no interruption in service.​

​Interaction with Other Leave​

​Sick and safe leave will run concurrently with other types of leave when permitted under​
​applicable law.​

​Payment upon Termination​

​You will not be paid for any unused sick and safe leave when your employment ends.​

​Reinstatement of Leave upon Rehire/Transfer​

​The School will reinstate previously granted, unused sick and safe leave if you separate and are​
​rehired within 180 days, unless you were paid for such leave at separation.​

​If you transfer to another division, entity, or location within Minnesota, but remain employed by​
​the School, you are entitled to use all available sick and safe leave from the prior division, entity,​
​or location.​

​Healthcare Benefits​
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​Your health insurance will be maintained while you are on leave. If you contribute to the cost of​
​your health insurance, you must continue to pay your portion of the premium cost during your​
​leave.​

​Retaliation​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy. If you believe you have been retaliated against or improperly denied sick and safe​
​leave, you may file a complaint with the Minnesota Department of Labor and Industry or file a​
​civil action.​

​Election Judge Leave​

​Excell Academy will not provide employees who are selected to serve as election judges with​
​paid leave if they have PTO available, employees must use PTO hours to fulfill the duties of​
​their role.​

​If an employee has no PTO Hours available the School may reduce your salary or wages by​
​the amount you were paid by the appointing authority when missing work to serve as an election​
​judge.​

​You must provide at least 20 days’ written notice of your need to take leave. Notice must be​
​accompanied by certification from the appointing authority stating the hours you will be absent​
​from work.​

​The School may restrict the number of employees to be absent from work for the purpose of​
​serving as election judges to no more than 20% of the total workforce at any single worksite.​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Isolation and Quarantine Leave​

​Excell Academy provides up to 21 days of unpaid leave to eligible employees who need to​
​isolate or quarantine in accordance with Minnesota law.​

​You are eligible for leave if you are subject to isolation or quarantine, or if you are caring for a​
​minor or disabled vulnerable adult family member who is subject to isolation or quarantine,​
​because of:​
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​●​ ​A directive from the commissioner of health;​
​●​ ​An order of a federal quarantine officer;​
​●​ ​A state or federal court order; or​
​●​ ​A written recommendation of the commissioner (or their designee).​

​Provide notice of your need for leave as soon as practical.​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Jury Duty Leave​

​Excell Academy encourages employees to fulfill their civic duties related to jury duty. If you are​
​summoned for jury duty, notify your Manager as soon as possible to make scheduling​
​arrangements.​

​If you are classified as exempt, you will not incur any deduction in pay for a partial week's​
​absence due to jury duty. If you are classified as nonexempt, you will not be compensated for​
​time spent on jury duty. You must use PTO in place of unpaid leave.​

​The School reserves the right to require employees to provide proof of jury duty service to the​
​extent authorized by law.​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Leave for Victims of Harassment or Domestic Violence​

​Excell Academy will provide employees who are victims of harassment or domestic abuse, or​
​whose family or household member is the victim of domestic abuse, with reasonable time off for​
​certain qualifying reasons.​

​Eligibility​

​All employees are eligible for this leave.​
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​Leave Usage​

​Leave may be taken for the following reasons:​

​●​ ​In the case of harassment, to obtain a restraining order against the harasser; or​
​●​ ​In the case of domestic abuse, to obtain an order of protection for yourself or your family​

​or household member.​

​Family or household member​​means your spouse or former​​spouse, your parents and​
​children, a person related to you by blood, a person who currently resides with you or has​
​resided with you in the past, a person with whom you have a child in common, regardless of​
​whether you were married or lived together, or any person with whom you are involved in a​
​significant romantic or sexual relationship. In addition, this term refers to a man and woman if​
​the woman is pregnant and the man is alleged to be the father, regardless of whether they have​
​been married or have lived together at any time.​

​Notice​

​Except in the case of imminent danger to your health and safety or that of your family or​
​household member, you must provide at least 48 hours' advance notice of your need for leave.​
​You may be required to provide documentation showing evidence of your need for leave.​

​Compensation​

​Leave under this policy is unpaid; however, you may substitute any applicable paid leave for all​
​or a portion of your unpaid leave.​

​Confidentiality​

​Information about your request for leave will be kept confidential, except as required by federal​
​or state law or as necessary to protect your safety in the workplace.​

​Retaliation​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Military Ceremony Leave​
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​Excell Academy will provide up to one day of unpaid leave for employees to attend a send-off or​
​homecoming ceremony for an immediate family member ordered into or returning from active​
​service unless it would unduly disrupt School operations.​​Immediate family member​​means​
​your grandparent, parent, legal guardian, sibling, child, grandchild, spouse, fiancé, or fiancée.​

​You must provide reasonable notice of your need to take leave.​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Military Family Leave​

​Excell Academy will provide reasonable unpaid leave (up to two consecutive days or six days in​
​a calendar year) for eligible employees to attend the following kinds of events related to the​
​military service of their spouse, parent, or child:​

​●​ ​Departure or return ceremonies for deploying or returning military personnel or units;​
​●​ ​Family training or readiness events sponsored or conducted by the military; and​
​●​ ​Events held as part of official military reintegration programs.​

​To be eligible for this leave, you must be invited or called on by proper military authorities to​
​attend one of the above-listed types of events.​

​You must provide reasonable notice of your need to take leave.​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Military Injury or Casualty Leave​

​Excell Academy will provide up to 10 days of unpaid leave to employees whose immediate​
​family member was injured or killed while on active duty with the U.S. Armed Forces.​
​Immediate family member​​means your parent, child,​​grandparent, sibling, or spouse.​

​Provide notice of your need for leave as soon as practical.​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Political Leave​
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​Excell Academy will provide eligible employees with unpaid leave to:​

​●​ ​Attend any meeting of the state central committee or executive committee of a major​
​political party (provided they are a member of the committee); or​

​●​ ​Attend any convention of major political party delegates, including meetings of official​
​convention committees (provided they are a delegate or alternate delegate to that​
​convention).​

​You must provide at least 10 days' written notice of your intent to take leave.​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Pregnancy and Parenting Leave​

​Excell Academy provides eligible employees with up to 12 weeks total of unpaid pregnancy or​
​parenting leave in accordance with the Minnesota Pregnancy and Parenting Leave Act​
​(MPPLA).​

​Eligibility​

​All employees are eligible for pregnancy and parenting leave.​

​Use of Leave​

​MPPLA leave is available to biological or adoptive parents in conjunction with the birth or​
​adoption of a child. A​​child​​is a person under the​​age of 18 or under the age of 20 but still​
​attending a secondary school. Leave must start within 12 months of the birth or adoption;​
​however, if the child remains in the hospital longer than the mother, leave must begin within 12​
​months after the child leaves the hospital (parenting leave).​

​MPPLA leave is also available to eligible female employees for prenatal care or for incapacity​
​due to pregnancy, childbirth, or related health conditions and will begin at the time of request​
​(pregnancy leave).​

​Interaction with FMLA​

​MPPLA leave and federal Family and Medical Leave Act (FMLA) leave run concurrently, which​
​means the leave provided by each individual law will count against your entitlement under both​
​laws. However, if you take FMLA leave for unrelated reasons (such as a back injury not caused​
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​by pregnancy), you will still be entitled to 12 weeks of leave for pregnancy-related illness and​
​parental leave.​

​Return to Work​

​After leave, you will be returned to your former position or to a position of comparable duties,​
​number of hours, and pay. However, if during such leave the School experiences a layoff and​
​you would have lost your job had you not been on leave, you will not be reinstated. In this​
​situation, you will retain all rights under the School layoff and recall system.​

​Upon agreement with the School, you may return to work part time during the leave period​
​without forfeiting the right to return to employment at the end of the leave period.​

​Notice​

​You must provide reasonable advance notice of the dates leave will begin and the estimated​
​amount of leave that will be taken. If the leave is for more than one month, you must notify your​
​Manager at least two weeks prior to returning from such leave.​

​Substitution of Paid Leave​

​The amount of MPPLA leave will be reduced by any paid leave provided by the School,​
​including disability, personal, medical, or sick leave, or accrued vacation time, so the total leave​
​(MPPLA leave plus paid leave) is not more than 12 weeks.​

​MPPLA will not be reduced for any period of paid or unpaid leave taken for prenatal care​
​medical appointments.​

​Benefits​

​The School will continue to provide insurance coverage under any group insurance policy, group​
​subscriber contract, or healthcare plan to you and your dependents as if you were not on leave.​
​If the company shares the cost of benefits with the employee, include the following: However,​
​during the leave period, you must continue to pay your share of the cost of benefits. In some​
​instances, the School may recover premiums it paid to maintain health coverage or other​
​benefits for you and your family if you do not return to work at the end of your approved leave​
​period, unless the continuation, recurrence, or onset of a serious health condition or other​
​circumstances beyond your control prevent your return.​

​Abuse of Leave​
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​If you are found to have provided a false reason for a leave, you will be subject to disciplinary​
​action, up to and including termination.​

​Retaliation​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Public Official Leave​

​Excell Academy will provide employees who have been elected to public office with unpaid​
​leave to attend meetings required by the public office.​

​Provide as much notice as possible of when you will need to be absent from work to attend​
​meetings. The School will make an effort to allow you to make up the missed work time.​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​School Conference and Activities Leave​

​Excell Academy will provide you with up to 16 hours of unpaid leave in a 12-month period to​
​attend school conferences or activities related to your child, if those conferences or activities​
​cannot be scheduled outside your regular work hours. If your child receives childcare services​
​or attends a prekindergarten regular or special education program, you may use this leave time​
​to attend a conference or activity related to your child, or to observe and monitor the services or​
​program, provided the conference, activity, or observation cannot be scheduled outside your​
​regular work hours.​

​If leave cannot be scheduled outside your regular work hours and the need for the leave is​
​foreseeable, you must provide reasonable prior notice and make a reasonable effort to schedule​
​the leave so as not to unduly disrupt the operations of the School.​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Victim and Witness Leave​
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​Excell Academy realizes that, on occasion, you may have an obligation to participate in criminal​
​legal proceedings either as a witness or because you or a close family member was victimized​
​by a criminal act. The School provides unpaid leave to attend those proceedings under​
​circumstances described below.​

​If you are required to attend a criminal proceeding either as a witness or as a crime victim (or a​
​close family member of a crime victim), you must provide at least 48 hours' advance notice to​
​your Manager to make arrangements for a leave of absence. If it is impractical or an emergency​
​prevents you from providing advance notice, provide notification as soon as possible.​

​The School reserves the right to require employees to provide proof of the need for leave to the​
​extent authorized by law.​

​Leave under this policy is unpaid. You must use available PTO  in place of unpaid leave.​

​Any information related to your leave will be kept confidential by the School.​

​This policy does not apply to employees seeking leave because they have committed or are​
​alleged to have committed a criminal act.​

​The School will not retaliate against employees who request or take leave in accordance with​
​this policy.​

​Voting Leave​

​Excell Academy will allow you a reasonable, paid time off to vote. The time when you can go to​
​vote will be at the discretion of your Manager, consistent with applicable legal requirements.​

​Closing Statement​

​Thank you for reading our handbook. We hope it has provided you with an understanding of our​
​mission, history, and structure as well as our current policies and guidelines. We look forward to​
​working with you to create a successful School and a safe, productive, and pleasant workplace.​

​Sabrina Williams, CEO/Founder​

​Excell Academy​

​Acknowledgment of Receipt and Review​
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​By signing below, I acknowledge that I have received a copy of the Excell Academy Employee​
​Handbook (handbook) and that I have read it, understand it, and agree to comply with it. I​
​understand that the School has the maximum discretion permitted by law to interpret,​
​administer, change, modify, or delete the rules, regulations, procedures, and benefits contained​
​in the handbook at any time with or without notice. No statement or representation by a​
​supervisor, manager, or any other employee, whether oral or written, can supplement or modify​
​this handbook. Changes can only be made if approved in writing by the Human Resources​
​Director/CEO/Founder and Board of Directors approval of the School. I also understand that any​
​delay or failure by the School to enforce any rule, regulation, or procedure contained in the​
​handbook does not constitute a waiver on behalf of the School or affect the right of the School​
​to enforce such rule, regulation, or procedure in the future.​

​I understand that neither this handbook nor any other communication by a management​
​representative or other, whether oral or written, is intended in any way to create a contract of​
​employment. I further understand that, unless I have a written employment agreement signed by​
​an authorized School representative, I am employed "at-will" (to the extent permitted by law)​
​and this handbook does not modify my "at-will" employment status.​

​If I am covered by a written employment agreement (signed by an authorized School​
​representative) or a collective bargaining agreement that conflicts with the terms of this​
​handbook, I understand that the terms of the employment agreement or collective bargaining​
​agreement will control.​

​This handbook is not intended to preclude or dissuade employees from engaging in legally​
​protected activities under the National Labor Relations Act (NLRA). This handbook is not​
​intended to violate any local, state, or federal law. No provision or policy applies or will be​
​enforced if it conflicts with or is superseded by any requirement or prohibition contained in​
​federal, state, or local law, or regulation. Furthermore, nothing in this handbook prohibits an​
​employee from reporting concerns to, filing a charge or complaint with, making lawful​
​disclosures to, providing documents or other information to, or participating in an investigation or​
​hearing conducted by the Equal Employment Opportunity Commission (EEOC), National Labor​
​Relations Board (NLRB), Securities and Exchange Commission (SEC), or any other federal,​
​state, or local agency charged with the enforcement of any laws.​

​This handbook supersedes any previous handbook or policy statements, whether written or oral,​
​issued by Excell Academy.​

​If I have any questions about the content or interpretation of this handbook, I will contact Mary​
​Gryz at​​mgryz@excellacademy.org​​.​
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​Please refer to the links below and read  highlighted policies/procedures/information for Excell​
​Academy Employees.​

​[​

​g|req|signer1]​ ​[date|req|signer1]​
​_________________________                           _________________________​

​Signature                                                                     Date​

​[text|req|signer1]​
​_________________________​

​Print Name​

​APPENDIX​
​2025-2026 School Calendar​ ​Excell Academy 2025-2026 BA School Calendar.pdf​

​Employee Pay Schedule FY26​ ​Employee Pay Schedule FY26.pdf​

​EA Organizational Chart​

​Policies​
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​EA Attendance Policy​​Attendance Hourly Employee Policy - Revised 09092024.pdf​

​EA Children of Employees at the Workplace Policy​

​EA Children of Employees at the Workplace Policy - Google Docs.pdf​

​EA Employee Badge Scan-In Policy​ ​Employee Badge Scan-In Policy - Google Docs.pdf​

​EA Employee ID Badge Policy​ ​EA Employee ID Badge Policy.pdf​

​EA Employee Conduct and Work Rules​ ​Employee Conduct and Work Rules - Google Docs.pdf​

​EA Electronic Recording Policy​ ​EA Electronic Recording​​Policy.pdf​

​EA Gossip Free Policy​ ​Gossip Free Workplace 2025.pdf​

​EA Key Replacement Policy​ ​Employee Key Replacement​​Policy - Google Docs.pdf​

​EA Non-Fratenization Policy​ ​EA Non-Fraternization​​Policy - Professional Conduct with​
​Students.pdf​

​EA Phones and Electronic Devices Usage Policy​ ​EA​​Phones and Electronic Devices Usage​
​Policy.pdf​

​EA Professional Appearance/Dress Code Policy​​EA Professional​​Appearance-Dress Code​
​Policy.pdf​

​First Report of Injury Procedures/Policy​ ​First Report​​of Injury Procedure.pdf​

​First Report of Injury Form​ ​First Report of Injury​​Form.pdf​

​Trinet Webclock Policy/Procedures Policy​ ​Trinet Webclock​​Policies-Procedures.pdf​
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https://excellacademyorg-my.sharepoint.com/:b:/g/personal/mgryz_excellacademy_org/ETflCgsuWbtElHxw4EVbxNABsVbiX0h6RYiuMATFr27CMQ?e=7KzvUg
https://excellacademyorg-my.sharepoint.com/:b:/g/personal/mgryz_excellacademy_org/ETflCgsuWbtElHxw4EVbxNABsVbiX0h6RYiuMATFr27CMQ?e=7KzvUg
https://excellacademyorg-my.sharepoint.com/:b:/g/personal/mgryz_excellacademy_org/EeB6sRoZi0lLvXnfBspBhooB0RlC4SU2XmHeNi4ZcpDPZQ?e=sPvCcQ
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https://excellacademyorg-my.sharepoint.com/:b:/g/personal/mgryz_excellacademy_org/EabEAEh_xAVAr3E99XN_goABQ5wlXnJVHrX3nCAHSQjjKA?e=T1FXd5
https://excellacademyorg-my.sharepoint.com/:b:/g/personal/mgryz_excellacademy_org/EVeN4-gYvapBjMA8GiWdXn0BqAQ-vBT8ydyeAtuxcpSS7A?e=OUIqMr
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