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| have received my copy of the Foundation for Educational Achievement’s Cogswell
Polytechnical College Division personnel manual. | understand and agree that it ismy
responsibility to read and familiarize myself with the policies and procedures contained in the
manual.

| understand that except for employment at-will status, any and al policies or practices can be
changed at any time by the Foundation. The Foundation reserves the right to change my hours,
wages and working conditions at any time. | understand and agree that, other than the College
President, Chancellor, or Chief Executive Officer, no manager or supervisor has authority to
enter into any agreement, express or implied, for employment for any specific period of time, or
to make any agreement for employment other than at-will. Only the College President,
Chancellor, or Chief Executive Officer have the authority to make any such agreement and then
only in writing.

| understand and agree that nothing in the personnel manual creates or isintended to create a
promise or representation of continued employment and that employment with the Foundation is
employment at-will; employment may be terminated at the will of either the Foundation or
myself. My signature below certifies that | understand that the foregoing agreement on at-will
status is the sole and entire agreement between the Foundation and myself concerning the
duration of my employment and the circumstances under which my employment may be
terminated. It supersedes all prior agreements, understandings and representations concerning
my employment with the Foundation.

Dated this day of , 20

Employee Signature

Division/Department

Supervisor/Human Resources Signature



COGSWELL POLYTECHNICAL COLLEGE
STUDENT PERSONNEL MANUAL

INTRODUCTION

Welcome to the Foundation for Educational Achievement! To help present and explain
Foundation policies and procedures, we have developed this Personnel Manual. Thisis your

copy.

The Foundation for Educational Achievement represents many separate programs. These
programs are identified as being under one of the following divisions:

CASAS

Cogswell Polytechnical College
Community Options

Corporate

Henry Cogswell College

This manual sets forth the Terms and conditions of employment of all full- and part-time
employees of Cogswell Polytechnical College Division. Individual written employment
contracts may supersede some of the provisions of this handbook. Administrators and staff will
not have contracts; faculty do have individual contracts.

Please keep this manual as a reference during your employment with the Foundation for
Educational Achievement. When questions arise which are not answered in this manual, please
address the issue(s) with your immediate supervisor or the Foundation Human Resources
Department.

The policies described in this manual are not intended to create any contractual obligations
which, in any way, conflict with the Foundation’s policy that the employment relationship
between the Foundation for Educational Achievement and its employeesis at-will and can be
terminated, with or without cause, at any time, at the option of either the Foundation or the
employee. No agreements contrary to the foregoing may be made unless such agreement is
specific, in writing, and signed by the employee and the College President or Chancellor.

The Foundation for Educational Achievement reserves the right to make, change, rescind or add

to any of its policies, practices or benefits from time to time in its sole and absol ute discretion,
with written notice.

1 Adopted 8/23/2005



COGSWELL POLYTECHNICAL COLLEGE
STUDENT PERSONNEL MANUAL

HISTORY OF THE COLLEGE

Dr. Henry D. Cogswell

Dr. Henry Daniel Cogswell, born in Tolland, Connecticut, March 3, 1820, was a man of both
vision and distinguished heritage. The Cogswell family was descended from Alfred the Great
and Charlemagne and immigrated to Americain 1635 from England. Dr. Cogswell cherished his
family crest and motto, “Nec Sperno Nec Timeo,” which means, “| neither despise nor fear.” As
his ancestors numbered among America’' s pioneers, so was Dr. Cogswell’s own life one of the
pioneering and service.

Henry D. Cogswell had a humble childhood. It was necessary for young Cogswell to go to work
at an early age in the New England cotton mills. After aday’swork in the mills, he spent the
evening hours reading, writing, and learning arithmetic. Eventually he became ateacher, but
after one year, he decided to enter the dental profession. Upon completion of histraining at the
age of 26, Dr. Cogswell began the practice of dentistry in Providence, Rhode Island. One year
later, in 1846, he married Caroline E. Richards, daughter of Ruel Richards, a manufacturer in
Providence.

When gold was discovered in California, Dr. Cogswell followed the pioneering urge he inherited
from his ancestors. Heleft for Californiaby sea and after 152 days aboard the clipper ship
“Susan G. Owens,” landed in San Francisco on October 12, 1849. Rather than enter the rugged
and uncertain business of mining, he practiced dentistry and established a mercantile businessin
the mining region. After several successful years of dental practice and real estate investments
and buoyed by his ever-present strength of purpose, Dr. Cogswell became one of San Francisco’s
first millionaires.

Dr. Cogswell was a pioneer in his profession aswell. In 1847 he designed the vacuum method
of securing dental plates. In 1853 he performed the first dental operation in Californiausing
chloroform.

On March 19, 1887, Dr. and Mrs. Cogswell executed atrust deed setting apart rea property
(valued at approximately one million dollars) to establish and endow Cogswell Polytechnical
College. It was, asfar asisknown, thefirst school of its kind west of the Mississippi River.

The purpose of the College as a nonprofit charitable trust is well expressed in the words of Dr.
Cogswell in his presentation address to the first Board of Trustees, which he and Mrs. Cogswell
had selected. It isremarkable that his reference to the immediate need for technical training is
true now asit was at that time. He spoke, in part, as follows:

“Educated working men and women are necessary to solve the great |abor problems that
will arisein the future. For the purpose of this education, there is room and need for technical
schoolsin all quarters of our country.

For the purpose, then, of providing boys and girls of the state athorough training in
mechanical arts and other industries, we have made the grant, as set forth in these papers,
providing for the founding and maintaining of Cogswell Polytechnical College.”
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FOUNDATION FOR EDUCATIONAL ACHIEVEMENT
MISSION STATEMENT

The mission of the Foundation for Educational Achievement isto assist persons to better
themselves through education.

GOALS

To accomplish this mission, the Foundation for Educational Achievement has identified the
following five goalsto help individuals: (a) identify realistic personal goalsin relationship to
their interest and capabilities; (b) acquire and achieve those vocational/career skills necessary for
self-support and independence to the extent they are capable; (c) develop an appreciation for the
contribution and individual worth of persons with diverse ethnic, socia and cultural backgrounds
and beliefs; (d) contribute to the betterment of their community and nation; and (€) develop a
sense of pride and excellence in whatever efforts they undertake.

To achieve the five goals listed above, the Foundation will develop educational programs
including, but not limited to, technical (career) and humanities (including general studies)
education, coupled with accurate and thorough assessment of interests and abilities.

It is the Foundation’ s intent to provide quality yet economical educational opportunitiesto all
interested persons desiring such services within the Foundation’s resource capability. To this
extent, the Foundation will develop, or acquire and operate educational institutions, educational
services, educationa products, assessment and evaluation systems and educational research
activities.
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COGSWELL POLYTECHNICAL COLLEGE
MISSION STATEMENT

The mission of the College isto provide excellence in technological education; the application of
science and technology for the creation of products and processes that improve the quality of

life; to develop an understanding of the ethical, social, and political impact of the use of
technology; and to contribute to wise socia decisions about technology.

COGSWELL POLYTECHNICAL COLLEGE
VISION STATEMENT

It is envisioned that Cogswell Polytechnical College will develop into a prestigious institution of
higher education offering technol ogy-driven and innovative degree programs in arts, science, and
engineering. Specifically, the College will:

Continue to carry on and expand the heritage and vision of Dr. Henry Cogswell;

Be aprovider of quality degree programs at undergraduate and graduate levels;

Be an institution well recognized for offering creative programs integrating arts and
engineering;

Be aprovider of accessible and affordable education for traditional and nontraditional
students;

Enjoy a high degree of community services and support.

COGSWELL POLYTECHNICAL COLLEGE
PURPOSE & CHARTER

Cogswell College is an innovative Silicon Valley institution of higher education that works
closely with industry to create academic, industry-specific programs. For over acentury,
Cogswell College has served society by educating public service, engineering, and art
professionals. The College educates its studentsin small, focused, participatory classes applying
traditional rigor and new approaches.
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DEPARTMENTAL RESPONSIBILITIES

Students interested in working on campus are responsible for the following:
Completing an application in Student Life
Finding a position on campus through Student Life, listings on the college web page, or
through personal contacts.
Interviewing with the supervisor
Inquiring with Financial Aid about Federal Work Study award amount and eligibility
Punching in and out accurately on time cards, signing and securing supervisor’s
signature, and turning them in to the Business Office by the deadline for each pay period

Departments and Supervisors who hire student employees are responsible for the following:
Completing an Employment Requisition Form for all positions prior to posting or hiring
Creating, maintaining, and updating job descriptions for all student employee positions
Posting open positions with Student Life
Budgeting for the student position
Communicating with Student Life when a student employee has been hired
Train new student employees to work in the department and review the Student
Employee Personnel Manual with the student
Verify and sign time cards
Conduct performance evaluations at the end of each term, review the evaluation with the
student employee, and file the review with Student Life

Student Life isresponsible for the following:
Posting all part time student positions on the College web page
Maintaining current student applications and forwarding them on to departments with
openings
Serving as amediator in student employee/supervisor disputes as requested

The Business Office is responsible for the following:
Completing all new hire paperwork with the new student employee and submitting it to
HR for payroll in San Diego and main personnel files
Collecting and totaling time cards by the deadline for each pay period
Submitting hours to payroll in San Diego
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WORK POLICIES

TYPESOF EMPLOYMENT AND ELIGIBILITY

There are three classifications of Cogswell Polytechnical College Division employees. exempt
salaried, nonexempt salaried and hourly. Salaried employees recelve wage compensation based
on amonthly salary. Hourly employees are paid an hourly wage for hours worked in each pay
period and submit time cards for wage compensation.

Student employees are considered hourly employees and must be registered for at least six (6)
units and be in good academic and disciplinary standing to be eligible for student employment.
In order to help students achieve academic success, Cogswell does not permit student employees
to work more than twenty (20) hours per week.

PROBATIONARY PERIOD

It isthe College’s goa for employees to succeed at their new jobs. However, it is difficult to
predict accurately the suitability of an individual to agiven job. Therefore, the first ninety (90)
days of employment by the College will constitute a probationary period during which an
employee may be terminated at the sole discretion of the employer. Likewise, the employee has
the right to resign.

The probationary period may be extended by sixty (60) additional calendar days by the
supervisor(s) if the employee’ s performance has not been satisfactory or if the employee has
moved to a different position during the original probationary period. In such acase, it isthe
responsibility of the employee's supervisor to send to the Business Office awritten notification
of this extension and to provide a copy of this notification to the employee. THIS
NOTIFICATION MUST BE MADE IN ADVANCE OF THE PROPOSED EXTENSION.

No later than five (5) working days before the end of the ninety (90) day probationary period
and/or extension thereof, the supervisor shall evaluate the employee’ s performance in writing.

OVERTIME AND COMPENSATORY TIME

Cogswell College will pay overtime as required by law. Student workers are not permitted work
more than twenty (20) hoursin aweek, thus we will not approve overtime for students.
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LUNCH PERIOD AND BREAKS

If you work over five hours but less than six hours per day, you must take a minimum of one-half
hour, non-paid, duty-free lunch period at the approximate midpoint of your shift, unless you
voluntarily waive thisright. If you work over six hours per day, you are required to take this
lunch period and may not waive thisright. In certain offices, lunch periods will be scheduled in
advance by your immediate supervisor to ensure adequate phone coverage, etc. If you work four
(4) hours, but less than five (5), you are entitled to aten (10) minute paid break.

DRESS CODE

Cogswell Polytechnical College encourages good judgment in choosing clothing and shoes
which are appropriate for one’ s work responsibilities and which are professional in appearance.

EQUAL EMPLOYMENT OPPORTUNITY

The Foundation for Educational Achievement is an equal opportunity employer.

The Affirmative Action goal of the Board of Directors of the Foundation, is that the ethnic
makeup of the Foundation reflect the mix of population of the respective labor market areato the
extent possible with the turnover of employees and the availability of qualified persons. (Please
refer to the Foundation’s Affirmative Action Plan.)

This goal is not aquotanor arigid proportion. The measurement of the progress toward this
goal will be related to the quantitative and qualitative requirements of the Foundation, the
turnover of employees, and the availability of qualified personsin the labor market area.

The Foundation for Educational Achievement prohibits discrimination based on race, color,
ancestry, religious creed, national origin, sex, sexual orientation, physical handicap, medical
condition, age (over 40), Vietnam veteran status and marital status. This includes discrimination
in every aspect of policy and practice in hiring, employment development, advancement and
treatment of persons employed by the Foundation.

The Foundation for Educational Achievement also encourages its employees to take advantage
of opportunities to grow within and promote to other positions while in the employment of the
Foundation.

A copy of the Foundation’s Affirmative Action Plan is kept at each program site and at the

Human Resources Department, 8912 Clairemont Mesa Boulevard, San Diego, California 92123-
1104, (858) 571-1003, for employee reference.
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SEXUAL HARASSMENT POLICY

It isthe policy of the Foundation for Educationa Achievement to provide an educational,
employment and business environment free of unwelcome sexual advances, requests for sexual
favors and other verbal or physical conduct or communications constituting sexual harassment as
defined and prohibited by state and federal statutes. Such conduct may result in disciplinary
action up to and including dismissal.

Please refer to the Foundation’s Affirmative Action Plan for the complete Sexual Harassment
policy.

The Foundation for Educational Achievement emphasizes that you are not required to complain
first to your supervisor if your supervisor isthe individual who is harassing you. In acase
involving your supervisor, you may contact someone higher in the chain of command or the
Human Resources Department. It isimportant that sexual harassment be reported allowing
opportunity to investigate and implement remedial action.

Every reported complaint of harassment will be investigated thoroughly, promptly, andin a
confidential manner. In addition, the Foundation will not tolerate retaliation against any
employee for cooperating in an investigation or for making a complaint to any manager.

Sexual harassment and retaliation of opposing sexua harassment or participating in
investigations of sexual harassment areillegal. In addition to notifying the Foundation about
harassment or retaliation complaints, affected employees may also direct their complaints to the
California Department of Fair Employment and Housing (DFEH) which has the authority to
conduct investigations of the facts. The deadline for filing complaints with the DFEH is one
year from the date of the alleged unlawful conduct. If the DFEH believes that acomplaint is
valid and settlement effortsfail, they may seek an administrative hearing before the California
Fair Employment and Housing Commission (FEHC) or file alawsuit in court. Both the FEHC
and the courts have the authority to award monetary and nonmonetary relief in meritorious cases.
Y ou can contact the nearest DFEH office of the FEHC at the locations listed in the Foundation’s
DFEH poster or by checking the state government listings in the local telephone directory.

The California Labor Commissioner, rather than the DFEH, processes administrative claims of
sexual orientation discrimination. The deadline for filing complaints with the Labor
Commissioner is 30 days from the date of the alleged unlawful conduct.

NONFRATERNIZATION

In order to promote the efficient operation of the Foundation for Educational Achievement’s
business, preserve its relationships with those whom it provides services and to avoid
misunderstandings, complaints of favoritism, other problems of supervision, security and morale,
and possible claims of sexual harassment, managers and supervisors are forbidden to date or
pursue romantic or sexual relationships with employees whom they directly supervise or who are
in their chain of command. For the same reasons, employees are also forbidden to date or pursue
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romantic or sexual relationships with students. Employees who violate this guideline will be
subject to discipline up to and including termination of employment.

CONFIDENTIAL INFORMATION

Employee recognizes that, in the course of his/her duties with the Foundation, he/she will learn
of information belonging to the Foundation of a confidential and proprietary nature (confidential
information). Employee agrees that both throughout his/her employment and following
termination of his’her employment, employee will preserve the secrecy of the confidential
information and will not use or disclose that confidential information without the prior written
consent of the Foundation. Employee recognizes and agrees that, in the event of any
unauthorized use or disclosure of the confidential information, the Foundation may, in addition
to other remedies, seek an injunction against employee and anyone affiliated with employee, to
prohibit the further use and disclosure of that confidential information.

FAMILY EDUCATIONAL RIGHTSAND PRIVACY ACT (FERPA)

Cogswell College complies with the Federal Family Rights and Privacy Act of 1974 (Buckley
Amendment) which protects student records from public disclosure. Copies of the policies and
procedures regarding the Buckley Amendment may be obtained at the Student Records Office.
The employee isrequired to be familiar with and observe the procedures of this policy. Simply
stated, except for specifically defined reasons, information about a student’s record may not be
shared with an individual outside the employee’ s department.

DRUGSAND ALCOHOL

Cogswell Polytechnical Collegeisadrug- and alcohol-free working environment Cogswell
Polytechnical College is committed to provide a safe, healthy work environment for all
employees which is free from alcohol- or drug-related performance problems, accidents or
injuries. The sale, use or possession of drugs and/or alcohol while working for Cogswell is
strictly forbidden. No a coholic beverages may be brought onto or consumed on Cogswell
premises, except that moderate consumption of alcohol will be permitted at designated Cogswell
gatherings or under circumstances expressly authorized by the College provided that it does not
impair your performance during working time. Otherwise, the use of acoholic beverages on
College premises or property while on College businessis prohibited. Employees, who
experience performance problems which may be related to drug and/or acohol use, including
problems which may be related to excessive consumption of alcohol at designated Cogswell
events, will be subject to discipline up to and including dismissal. Information on private and
community Employee Assistance Programs for drug counseling is available through the
Foundation’s Human Resources Department, located at 8912 Clairemont Mesa Boulevard, San
Diego, California 92123-1104, (858) 571-1003, and at Cogswell College, 1175 Bordeaux Drive,
Sunnyvale, California 94089.
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WORKPLACE ENVIRONMENT

Y ou are entitled to a workplace environment free from acts or threats of intimidation and
physical or verbal discrimination, harassment or aggression. Y ou are encouraged to participate
in the formation of policies affecting you. If you feel that you are subjected to any kind of
harassment, coercion or intimidation by anyone, the Foundation encourages you to bring all
concerns to the attention of the Human Resources Department, 8912 Clairemont Mesa
Boulevard, San Diego, California 92123-1104, (858) 571-1003, immediately. Specific
complaints procedures for sexual harassment and EEO discrimination are explained in detail in
the Foundation’s Affirmative Action Plan binder located at each work site.

WORKERS COMPENSATION

You are eligible for Workers' Compensation if you are injured in awork-related accident. You
are required to report any accident or injury within two hours to your immediate supervisor to
ensure that prompt emergency medical attention is given. The incident must be reported (via
Human Resources) to the Foundation’s insurance carrier.

If you take aleave of absence for awork-related injury, every attempt will be made to hold your
position open for you upon you return to the company provided the nature of the business

permitsthis. If you are receiving employer-paid health benefits, these will continue to be paid
during your absence from work.

EMERGENCY
Minor first aid kits are located in various labs, at the main Receptionist’s desk, and with the
Facilities Manager. A first aid/emergency room islocated in Room 175A. Please contact the
Facilities Manager for the use of this room.

For alife-threatening emergency, dia 9-911.

Fire extinguishers and hoses and fire dlarms call boxes are located throughout the building. For
afire emergency, dia 9-911.
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PAYCHECKS, PAYDAYS, AND WAGE INCREASES

HOURLY RATES
All new student employees are paid an hourly rate of $8.00. Each year returning student
employees are eligible for an increase based on their previous reviews. Student employees rating
Excellent will receive a .50 per hour increase; those rating Good will receive a .25 per hour
increase; and those rating Needs Improvement will receive no increase.

PAYCHECKSAND PAYDAYS

Y ou will be paid on the 6™ and 21™ of each month. Y ou may choose to have your paycheck
mailed to your home address or automatically deposited directly into your bank account.
(Specific information is included in the Employee New Hire Packets).

All paychecks and direct deposit notices will be mailed from the corporate office to your home
address on the actual pay date. For those staff enrolled for direct deposit, your salary payment
will be deposited in your bank account on the regular pay date. However, you will not receive
your direct deposit notice until a couple of days later when the post office delivers the notice
mailed to you on the most recent pay date.

Hourly employees submit time cards to be paid for hours worked during each pay period. If you
are hourly, you should contact your immediate supervisor for current time card schedules. Time
cards must be signed by your supervisor (or approved designee) before the Payroll Department
will processthem. It isthe employee s responsibility to meet deadlines for timecards as posted
by the Payroll Department.

PERFORMANCE EVALUATIONS & WAGE INCREASES

It isthe policy of the College to have regular performance reviews with each employee in order
to discuss organizational and individual goals, to lay afirm basis for further individual
development and to serve as input for career planning and salary action.

Signed evaluations of al student employees are due in the Student Life Office by the last day of
classes each term. The evaluation will cover areas that are especially strong as well as areas that
may need improvement or minor changes. Student employees should have an opportunity for
input.

Besides thisformal evaluation, it isthe supervisor’s responsibility, at various times during the
year, to let employees know how they are doing. It isimportant to recognize that a supervisor is
there to assist and encourage employees to succeed in their jobs. A student’s work on campus
should be an intentional learning experience. If employees have any questions or concerns about
their performance, they may request an evaluation at any time.
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PAYROLL ERRORS & LOST PAYCHECKS

It is your responsibility to notify Payroll if you discover an error in your paycheck or if your
paycheck islost in the mail. We will not issue a replacement check, if you feel your check has
been lost in the mail, until five (5) days following each regularly scheduled pay date.

TRANSFER AND PROMOTION

Students who choose to work on campus are employees of Cogswell Polytechnical College, not
an individual department or office. Supervisors and students should, therefore, be willing to
share student employees with other departments when College needs arise.

Transfer of employees on temporary or permanent basis may be initiated by management at any
time such transfer is deemed necessary to meet the needs of the College. If you are permanently
transferred, you will be given written notice five working days before the transfer ismade. You
may request a meeting with the appropriate manager or supervisor and be given the reason for
such action.

TERMINATION

Upon separation from the Foundation for Educational Achievement, you will be required to
return all keys, copier cards, equipment and similar items belonging to the College.

LEAVE BENEFITS

HOLIDAYS

The Cogswell Polytechnical College Division recognizes fourteen holidays annually when the
campusisclosed. Salaried employees are entitled to receive these holidays with pay, hourly
employees are not. Thefollowingisalist of holidays observed:

New Year's Day

Martin Luther King

Presidents Day

Memoria Day

Independence Day

Labor Day

Thanksgiving plus 2 extra days
December 24 & 25 plus three extra days.
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Should a supervisor and a student employee agree that working on a holiday is necessary, the
student employee will receive 1.5 times his’her regular wage. Holiday hours must be approved
by the VP of Finance and Administration before they are scheduled!

SICK LEAVE AND OTHER ABSENCES

Y ou are required to report any absences to your immediate supervisor, or supervisor’s designee.
You must call your workplace if you are unable to work on any scheduled workday or expect to
be late for your scheduled shift.

Absences from duty which are appropriate are:

illnessor injury of self or child(ren), parent, spouse, or persons living in your household
exposure to contagious disease

medical, dental, counseling, speech/physical therapy, etc., appointments for self,
child(ren), parent, or spouse

disability due to pregnancy or other medical condition

pre-approved vacations

pater nity/adoption

death of aloved one

court appearance or jury duty

parental absence for school visitactivities

unexpected class projects, tests, finals, or mid-term exams

FEDERAL FAMILY LEAVE POLICY
The Foundation observes the Federal Family Leave Policy.

Family leave notices are posted at all work sites. A master booklet detailing the Federal policy is
available for reference in the Human Resources Department. Family Care Leave alows an
employee who meets specific eligibility guidelines to take a specific period of time off from
work (without pay) to care for family members, self, for birth of achild or for placement of a
child for adoption. There are very detailed guidelines to follow with both the State and Federal
policies and each leave request must be considered on an individual basis.

Please direct al family care leave requests to your supervisor who will confer with the Director

of Human Resources to determine what |eave you may qualify for, what your responsibilities
under thisleave will be, etc.
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STUDENT EMPLOYEE CONDUCT GUIDELINES

STANDARDS OF CONDUCT

The Foundation for Educational Achievement’s conduct policy isthat al employees will observe
certain standards of behavior while at work. These standards are not intended to restrict an
employee' s legitimate rights but to ensure a professional, productive and equitable work
environment.

Additionally, students are responsible for knowing and following the Code of Student Conduct
as outlined in the Cogswell Student Handbook.

The following are some, but not all, actions on the part of employees which may result in
disciplinary action including discharge without prior warning:

1. Falsification of employment application documents, timecards or other Foundation
documents.

2. Excessive tardiness or absenteeism, or unreported absence from work for more than two
consecutive days.

3. Sexua harassment or other unlawful harassment of an employee or student.

4. Possession or consumption on Foundation property of alcohol or controlled substances,
reporting to work under the influence of alcohol or controlled substances and/or possession
of a dangerous weapon.

5. Insubordination, failure to comply with reasonable requests from management, failure to
work on jobs assigned or the use of obscene or insulting language against a supervisor or
another employee.

6. Willful damage to Foundation property or unauthorized use or removal of equipment or other
company property.

7. Unauthorized duplication of keys or entry into secured areas.

8. Unauthorized use of any Foundation information, data, systems or programs; sharing of
confidential information, employee records or information, student records, personnel
records, or business or financial records with any unauthorized person.

9. Gambling, horseplay, unnecessary boisterous conduct, provoking or engaging in afight, and
Carelessness resulting in injury to oneself or others.

10. Engaging in competition with the College or converting business opportunities of the College
to personal gain.

11. Violation of any Foundation policies or procedures.

12. Failure to maintain Foundation job performance standards.

COPYRIGHT

Copyright isaform of protection given by the laws of the United States (Title 17, U.S. Code) to
the authors of “original works of authorship” such as literary, dramatic, musical, artistic, and
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certain other intellectual works. Section 106 of the Copyright Act generaly give the owner of
copyright the exclusive right to reproduce the copyrighted work in copies or phonograph records,
to distribute copies of the copyrighted work, or to perform the copyrighted work publicly.

Itisillegal for anyone to violate any of the fights provided to the owner of the copyright by the
Copyright Act. These rights, however, are not unlimited. Sections 107 through 118 of the
Copyright Act provide limitations of these rights. One major limitation is the doctrine of “fair
use.”

Under the copyright laws, certain photocopying of copyrighted works for educational purposes
may take place without permission under the doctrine of “fair use.” If the proposed
photocopying is not permitted, permission from the copyright owner must be sought. For further
information, employees should consult the Copyright Act (a copy of which isin the Library),
write the Copyright Office in Washington, D.C. or request areview of the matter with the
College’'s Lega Counsel.

PHONE, EMAIL, AND COMPUTER USAGE

Cogswell Polytechnical College understands that its employees and students have certain privacy
protections under the law. However, an employee or student cannot expect privacy rights to
extend to work-related conduct or use of school property, equipment or supplies. The resources
of Cogswell (hardware, software and all files) are the property of Cogswell.

Use of Equipment and Facilities by Employees

Cogswell may allow very limited and occasional personal use of these resources (e-mail,
internet, telephone, voicemail, etc.) provided such use does not interfere with the flow of
business. Employees are expected to exercise good judgement and restraint in their personal use
of equipment including phones, the internet, and other equipment.

Employees must be familiar with the Federal Family Rights and Privacy Act of 1974 (Buckley
Amendment) which protects the rights of students.

In addition, employees should be aware of the following:

All system pass codes must be available to the college.

Back-up copies of the e-mail and voicemail may be referenced by the College. (Employees
should have no expectation of privacy with files, email or internet use.)

Employees may not use the College systems in any way that may be disruptive or offensive
to others, including but not limited to the transmission of sexually explicit messages,
cartoons, ethnic or racial slurs, or anything that may be construed as harassment or
disparagement of others.

Employees using e-mail, posting to public forums or participating in on-line chats must take
care to ensure that their personal statements are not misconstrued as official company
positions.

15 Adopted 8/23/2005



COGSWELL POLYTECHNICAL COLLEGE
STUDENT PERSONNEL MANUAL

Employees must take care not to disclose confidential or proprietary information including
business and product development data.

Any form of hacking, including: Attempting to gain access to restricted resources inside or
outside the company’ s network; impersonating another user, and damaging or deleting files
of another user is prohibited.

Downloading, installing or using unlicensed or unauthorized software is prohibited.

Failure to use reasonable measures for protecting company property (by using backups,
virus-checking software, encryption, etc.) may be considered dereliction of duty.

Violation of these guidelines may result in disciplinary action, up to and including
termination of employment.

In cases when “good judgement” isin question, the employee’ s supervisor’s decision will be
fina. Employees who are given warnings about inappropriate use of phone, email, and computer
resources and who persist in these actions will be disciplined.

Intellectual properties

The College’ s equipment may be used to develop curriculum and course materials. When
academic materials are developed for college use and on college time, they become the property
of the college. There may be instances when contractual arrangements are made for employees
to develop materials using college equipment and/or student time and talent. In these instances,
the contract will be written to protect the right of all involved and the ownership of the properties
will be defined by the contract.

Use of Equipment and Facilities by Outside I nterests

The use of college property by outside interests must be pre-approved by an employee of
“exempt” status. (Exempt status refersto a person in a management or equivalent position.)

The guidelines for use include, but are not limited to:

There should be very low risk to the college and its property.

There should be some benefit to the college that is in concert with the vision and mission of
the college.

A college employee will be present during the use of the facilities and will ensure that the
facility isleft clean and in good condition.

The employee is responsible for ensuring college policies and procedures are followed by al
participants.

If the facility is used after normal working hours, the employee takes responsibility for
securing the building.

Equipment is not to be removed from college property by outside groups.

There may be exceptions made to this policy when certain contractual arrangements have been
made.
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TRAVEL AND MILEAGE BENEFITS

Each employee who travels or accrues mileage in a personal vehicle while performing business
for Cogswell Polytechnical Collegeis entitled to areimbursement at the current published rate.
Foundation-related travel expenses are reimbursable providing supervisor approval is obtained
before travel istaken. You must submit proof of personal auto insurance before mileage
payments can be processed.

GIFTSAND GRATUITIES

The Foundation for Educational Achievement does not allow its employees to solicit nor to
accept gratuities, favors or anything of monetary value from actual or potential vendors or
subcontractors.

Any funds received from the federal government will not be used for political purposes.

NON-SMOKING ENVIRONMENT

Smoking is prohibited in the College facility. Smoking is permitted outside the building at least
25 feet from al entrances and windows. Smoking breaks should be taken during a regular break
with the permission of your supervisor.

DISCIPLINE AND DUE PROCESS
The College maintains the right to warn, reprimand, suspend, demote or discharge any employee.

Discipline includes warnings, written reprimands, suspensions, demotions and dismissals. You
will not be disciplined for any single incident beyond 90 calendar days following the occurrence
or knowledge of said incident by the supervisor. In the case where you demonstrate either
continuing or repeated problems or severe infractions which all relate to a serious behavior or
attitude problem, you may be disciplined on all such incidents occurring within a two-year
period.

COMPLAINT RESOLUTION
Y ou are encouraged to openly discuss any problems or concerns you are having in your position
or with other employees. We will do everything we can to help you remedy the situation. Y our
complaint will be handled in an open and fair manner. If confidentiality is appropriate and

feasible, it shall be maintained.

If you have a problem or concern, you should go to your immediate supervisor first. If you
complaint concerns your supervisor or you do not wish to involve your supervisor in the
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situation, you may present your concern to your Department manager. If your supervisor is your
Department manager or if the situation is still not resolved to your satisfaction, you may present
your concern to the College President or the Human Resources Department, 8912 Clairemont
Mesa Boulevard, San Diego, California92123-1104, (858) 571-1003.

All complaints will be discussed, reviewed and investigated in a confidential manner. Y ou will
not be retaliated against in any manner for use of the complaint resolution procedure.

A copy of the Affirmative Action Manual is kept in the College’ s Administration Offices (see
the President for exact location).

OTHER INFORMATION

SEPARABILITY AND SAVINGS

If any provision of this Personnel Manual or any application of this manual to any employee or
group of employeesis held invalid by operation of law or by a court or other tribunal of
competent jurisdiction, such provision shall be inoperative. All other provisions shall not be
affected and, thereby, shall continue in full force and effect.

DURATION
The provisions of this Personnel Manual will remain in effect until modified, superseded or
terminated by the Foundation Board of Directors. Notice of any such action will be given to all
employees.
MANUAL TERMSAND CONDITIONS
The terms and conditions of this manual shall be the basis for employeesin programs conducted

by the Foundation for Educational Achievement. The Foundation may modify the terms and
conditions of contractual agreements or modifications of existing agreements.

PERSONNEL FILES

Personnel filesthat are kept at the Human Resources Department are legal employee files which
are legally required to be centralized in one location. The personnel files kept at program sites
arethe main employeefiles. These filesinclude attendance records, verbal and written warnings
and other personnel-related actions affecting the employee.
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Y ou shall have the right (with reasonable notice) to request to examine and/or obtain copies of
any documents placed in both your legal and your main personnel files. Any person who places
written materials or drafts written materials for placement in your personnel file shall sign the
material and signify the date on which such material was drafted. Any written materials placed
in the personnel file shall indicate the date of such placement.

Materia derogatory to your conduct, service, character or personality shall not be entered in your
personnel file unless and until you and your immediate supervisor are given notice and an
opportunity to review, comment and to have such comments attached to the material in question.

Y our review of and response to such derogatory material shall take place during normal working
hours, and you shall be released from duty for this purpose if necessary without loss of pay.
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