
AIMS K-12 College Prep Charter District 

Employee Code of Conduct 
 

 

STUDENT BEHAVIOR MANAGEMENT  

Acceptable Forms of Behavior Management  

A. Warning  

B. Behavior Contract 

 C. Parent Conference 

 D. Counseling 

 E. Loss of privileges (extracurricular activities, etc.) 

 F. Sending a student to another classroom for a limited period of time.  

G. Additional required hours at school: detention or Saturday School. 

 H. Additional school work: extra homework, writing lines or copying materials, additional study/review. 

I. Community Service: Clean, organize; take out trash, sweep, etc. AIMS will provide gloves and 

necessary cleaning supplies as appropriate.  

J. Communication tools: Students write letters of apology or to their families to discuss poor 

behavior/performance. 

 K. Confiscation of prohibited items  

L. Suspension or Expulsion in extreme cases and with leadership approval pursuant to the Suspension 

and Expulsion Policy (Insert link to policy) 

 M. Any other form of discipline must be approved by the Head of Schools or designee.  

 

CONFISCATED ITEMS  

A. Obtain a Confiscated Items Form from the office and fill it out (signed by the teacher and the 

student). Give the form and item to an administrator.  

B. The administrator will also sign the form and file it in a binder.  

C. The item will be placed in a bag with the student’s name inside the bag. The bag will be placed in a 

locked box or safe.  

D. Items will be returned to students at the end of the week, or in the case of repeated violations or 

dangerous items, the student’s parent will be required to come to school to pick up the item. Illegal 

items may be turned over to law enforcement.  

 

DETENTION 

Detention procedures differ by site. Please refer to your Head of Schools or designee for time and 

location.  

 

SOCIAL MEDIA POLICY  

In light of the explosive growth and popularity of social media technology in today’s society, AIMS has 

developed the following policy (see below) to establish rules and guidelines regarding the appropriate 

use of social media by employees and students. This policy applies to situations when you:  

(1) make a post to a social media platform that is related to the Charter School;  

(2) engage in social media activities during working hours; 



(3) use AIMS equipment or resources while engaging in social media activities;  

(4) use your AIMS e-mail address to make a post to a social media platform;  

(5) post in a manner that reveals your affiliation with AIMS.  

For the purposes of this policy, the phrase “social media” refers to the use of a website or other 

electronic application to connect with other people, including, but not limited to, Facebook, Twitter, 

Instagram, Snapchat, Pinterest, LinkedIn, and YouTube, as well as related web-based media, such as 

blogs, wikis, and any other form of user-generated media or web-based discussion forums. Social media 

may be accessed through a variety of electronic devices, including computers, cell phones, smart 

phones, PDAs, tablets, and other similar devices. 

 

 This policy is intended to supplement, not replace, the Charter’ School’s other policies, rules, and 

standards of conduct. For example, AIMS policies on confidentiality, use of AIMS equipment, 

professionalism, employee references and background checks, workplace violence, unlawful 

harassment, and other rules of conduct are not affected by this policy.  

 

You are required to comply with all AIMS policies whenever your social media activities may involve or 

implicate AIMS in any way, including, but not limited to, the policies contained in this Handbook  

 

STANDARDS OF CONDUCT FOR SOCIAL MEDIA 

You are required to comply with the following rules and guidelines when participating in social media 

activities that are governed by this policy: 

 

Comply with the law at all times. Do not post any information or engage in any social media activity that 

may violate applicable local, state, or federal laws or regulations.  

 

• Do not engage in any discriminatory, harassing, or retaliatory behavior in violation of AIMS policy.  

• Respect copyright, fair use, and financial disclosure rules and regulations. Identify all copyrighted or 

borrowed material with proper citations and/or links.  

• Students may not engage in social media activities during school hours. Do not use your AIMS e-mail 

address to register on social media websites, blogs, or other online tools utilized for personal use.  

• Always be fair and courteous to employees, students, parents, or other people who  

 

This policy is intended to supplement, not replace, the Charter’ School’s other policies, rules, and 

standards of conduct. For example, AIMS policies on confidentiality, use of AIMS equipment, 

professionalism, employee references and background checks, workplace violence, unlawful 

harassment, and other rules of conduct are not affected by this policy.  

 

You are required to comply with all AIMS policies whenever your social media activities may involve or 

implicate AIMS in any way, including, but not limited to, the policies contained in this Handbook.  

 

STANDARDS OF CONDUCT FOR SOCIAL MEDIA 

You are required to comply with the following rules and guidelines when participating in social media 

activities that are governed by this policy: Comply with the law at all times. Do not post any information 



or engage in any social media activity that may violate applicable local, state, or federal laws or 

regulations. 

 • Do not engage in any discriminatory, harassing, or retaliatory behavior in violation of AIMS policy.  

• Respect copyright, fair use, and financial disclosure rules and regulations. Identify all copyrighted or 

borrowed material with proper citations and/or links.  

• Students may not engage in social media activities during school hours. Do not use your AIMS e-mail 

address to register on social media websites, blogs, or other online tools utilized for personal use.  

• Always be fair and courteous to employees, students, parents, or other people who work on behalf of 

AIMS. Avoid posting statements, photographs, video, or audio that could be reasonably viewed as 

malicious, obscene, threatening, or intimidating, that disparage employees, students, parents, or other 

people who work on behalf of AIMS, or that might constitute harassment or bullying. Violation of this 

may lead to discipline including but not limited to expulsion or dismissal. Parents could be held civilly 

liable to the person that was maligned. 

• Make sure you are always honest and accurate when posting information or news, and if you make a 

mistake, correct it quickly. Never post any information or rumors that you know to be false about AIMS, 

employees, students, parents, people working on behalf of AIMS, or other schools. Violation of this may 

lead to discipline including but not limited to expulsion or dismissal. Parents could be held civilly liable to 

the person that was maligned.  

• Express only your personal opinions. Never represent yourself as a spokesperson for AIMS unless 

authorized to do so. If you publish social media content that may be related to your school or subjects 

associated with AIMS, make it clear that you are not speaking on behalf of AIMS and that your views do 

not represent those of AIMS, employees, students, parents, or other people working on behalf of AIMS. 

It is best to use a disclaimer such as, “The postings on this site are my own and do not necessarily reflect 

the views of AIMS.” Violation of this may lead to discipline including but not limited to expulsion or 

dismissal. Parents could be held civilly liable to the person that was maligned.  

 

In the event you have any questions about whether a particular social media activity may involve or 

implicate AIMS, or may violate this policy, please contact your site administrator.  

 

Social media is in a state of constant evolution, and AIMS recognizes that there will likely be events or 

issues that are not addressed in these guidelines. Thus, each AIMS employee is responsible for using 

good judgment and seeking guidance, clarification, or authorization before engaging in social media 

activities that may implicate this policy.  

 

The Superintendent or her designee is the sole spokesperson for AIMS. Any statements made to the 

media regarding AIMS must be made with the written approval of the Superintendent, work on behalf 

of AIMS. Avoid posting statements, photographs, video, or audio that could be devices. 

 

 

 

SECTION III: EMPLOYMENT POLICIES AND PRACTICES  

ANTI-VIOLENCE POLICY 



AIMS is committed to providing a workplace that is free from acts of violence or threats of violence. In 

keeping with this commitment, AIMS has established a strict policy that prohibits any employee from 

threatening or committing any act of violence in the workplace, while on duty, while on school related 

business, or while operating any vehicle or equipment owned or leased by AIMS. This policy applies to 

all employees.  

In order to achieve our goal of providing a workplace that is secure and free from violence, AIMS must 

enlist the support of all employees. Compliance with this policy and our commitment to a zero-tolerance 

policy with respect to workplace violence is every employee’s responsibility.  

Compliance with this anti-violence policy is a condition of employment. Due to the importance of this 

policy, employees who violate any of its terms, who engage in or contribute to violent behavior, or who 

threaten others with violence may be subject to disciplinary action, up to and including immediate 

termination.  

Employees are required to report any incident involving a threat of violence or act of violence 

immediately to their supervisor, Head of Schools, or Superintendent.  

If these individuals are not available, report the incident to any other supervisor and report the incident 

to the Superintendent as soon as he or she is available. All reports will be investigated by AIMS and 

appropriate corrective action will be taken.  

If an employee becomes aware of an imminent act of violence, a threat of imminent violence, or actual 

violence, emergency assistance must be sought immediately. In such situations, the employee should 

contact the law enforcement authorities by dialing 911. Immediately after contacting the law 

enforcement authorities, the employee must report the incident to the Superintendent. 

Employees should immediately inform their supervisor or the Head of School about any workplace 

security hazards. If these individuals are not available, the employee should immediately inform any 

other supervisor so that appropriate action can be taken.  

There will be no retaliation against any employee who brings a complaint in good faith under the 

Workplace Anti-Violence Policy or who honestly assists in investigating such a complaint, even if the 

investigation produces insufficient evidence that there has been a violation, or if the charges cannot be 

proven. However, disciplinary action may be taken against employees who, in bad faith, make false or 

frivolous accusations. 

 

Employee Interactions with Students  

The School recognizes its responsibility to make and enforce all rules and regulations governing student 

and employee behavior to bring about the safest and most learning-conducive environment possible.  

Corporal Punishment Corporal punishment shall not be used as a disciplinary measure against any 

student. Corporal punishment includes the willful infliction of, or willfully causing the infliction of, 

physical pain on a student. 

For purposes of this policy, corporal punishment does not include an employee’s use of force that is 

reasonable and necessary to protect the employee, students, staff or other persons or to prevent 



damage to property. For clarification purposes, the following examples are offered for direction and 

guidance of School personnel: A. Examples of PERMITTED actions (NOT corporal punishment)  

1. Stopping a student from fighting with another student;  

2. Preventing an employee from committing an act of vandalism;  

3. Defending yourself from physical injury or assault by a student;  

4. Forcing an employee to give up a weapon or dangerous object;  

5. Requiring an athletic team to participate in strenuous physical training activities designed to 

strengthen or condition team members or improve their coordination, agility, or physical skills; 

 6. Engaging in group calisthenics, team drills, or other physical education or voluntary recreational 

activities.  

 

B. Examples of PROHIBITED actions (corporal punishment) 

1. Hitting, shoving, pushing, or physically restraining a student as a means of control;  

2. Making unruly students do push-ups, run laps, or perform other physical acts that cause pain or 

discomfort as a form of punishment;  

3. Paddling, swatting, slapping, grabbing, pinching, kicking, or otherwise causing physical pain.  

Acceptable and Unacceptable Staff/Student Behavior  

This policy is intended to guide all School faculty and staff in conducting themselves in a way that 

reflects the high standards of behavior and professionalism required of school employees and to specify 

the boundaries between students and staff.  

Although this policy gives specific, clear direction, it is each staff member’s obligation to avoid situations 

that could prompt suspicion by parents, students, colleagues, or school leaders. One viable standard 

that can be quickly applied, when you are unsure if certain conduct is acceptable, is to ask yourself, 

“Would I be engaged in this conduct if my family or colleagues were standing next to me?  

For the purposes of this policy, the term “boundaries” is defined as acceptable professional behavior by 

staff members while interacting with a student. Trespassing the boundaries of a student/teacher 

relationship is deemed an abuse of power and a betrayal of public trust. Some activities may seem 

innocent from a staff member’s perspective, but can be perceived as flirtation or sexual insinuation from 

a student or parent point of view. The objective of the following lists of acceptable and unacceptable 

behaviors is not to restrain innocent, positive relationships between staff and students, but to prevent 

relationships that could lead to, or may be perceived as, sexual misconduct.  

Staff must understand their own responsibility for ensuring that they do not cross the boundaries as 

written in this policy. Disagreeing with the wording or intent of the established boundaries will be 

considered irrelevant for disciplinary purposes. Thus, it is crucial that all employees learn this policy 

thoroughly and apply the lists of acceptable and unacceptable behaviors to their daily activities. 

Although sincere, competent interaction with students certainly fosters learning, student/staff 

interactions must have boundaries surrounding potential activities, locations and intentions.  

Duty to Report Suspected Misconduct 



When any employee reasonably suspects or believes that another staff member may have crossed the 

boundaries specified in this policy, he or she must immediately report the matter to a school 

administrator. All reports shall be as confidential as possible under the circumstances. It is the duty of 

the administrator to investigate and thoroughly report the situation. Employees must also report to the 

administration any awareness or concern of student behavior that crosses boundaries or where a 

student appears to be at risk for sexual abuse.  

 

Examples of Specific Behaviors  

The following examples are not an exhaustive list:  

 

Unacceptable Staff/Student Behaviors (Violations of this Policy)  

 

• Giving gifts to an individual student that are of a personal and intimate nature.  

• Kissing of any kind. 

 • Any type of unnecessary physical contact with a student in a private situation.  

• Intentionally being alone with a student away from the school.  

• Making or participating in sexually inappropriate comments.  

• Sexual jokes.  

• Seeking emotional involvement with a student for your benefit. 

• Listening to or telling stories that are sexually oriented.  

• Discussing inappropriate personal troubles or intimate issues with a student in an attempt to gain their 

support and understanding.  

• Becoming involved with a student so that a reasonable person may suspect inappropriate behavior. 

 

Unacceptable Staff/Student Behaviors without Parent and Supervisor Permission  

Cautionary Staff/Student Behaviors  

These behaviors should only be exercised when a reasonable and prudent person, acting as an educator, 

is prevented from using better practice or behavior. Staff members should inform their supervisor of the 

circumstance and occurrence prior to or immediately after the occurrence 

a. Remarks about the physical attributes or development of anyone. 

b. Excessive attention toward a particular student.  

c. Sending emails, text messages or letters to students if the content is not about school activities.  

 

Acceptable and Recommended Staff/Student Behaviors  

a. Getting parents’ written consent for any after-school activity. 

b. Obtaining formal approval to take students off school property for activities such as field trips or 

competitions. 

 c. Emails, text, phone and instant messages to students must be very professional and pertaining to 

school activities or classes (Communication should be limited to school technology). 

d. Keeping the door open when alone with a student.  

e. Keeping reasonable space between you and your students. 

 f. Stopping and correcting students if they cross your own personal boundaries. 

 g. Keeping parents informed when a significant issue develops about a student. 



 h. Keeping after-class discussions with a student professional and brief. 

 i. Asking for advice from fellow staff or administrators if you find yourself in a difficult situation related 

to boundaries. 

 j. Involving your supervisor if conflict arises with the student.  

k. Informing the Principal about situations that have the potential to become more severe.  

l. Making detailed notes about an incident that could evolve into a more serious situation later.  

m. Recognizing the responsibility to stop unacceptable behavior of students or coworkers.  

n. Asking another staff member to be present if you will be alone with any type of special needs student. 

o. Asking another staff member to be present when you must be alone with a student after regular 

school hours. 

 p. Giving students praise and recognition without touching them.  

q. Keeping your professional conduct a high priority. r. Asking yourself if your actions are worth your job 

and career 

 

EQUAL EMPLOYMENT OPPORTUNITY  

AIMS K-12 College Prep Charter District is an equal employment opportunity employer and makes 

employment decisions, including, but not limited to, hiring, firing, promotion, demotion, training, and/or 

compensation, on the basis of merit. Employment decisions are based on an individual’s qualifications as 

they relate to the job under consideration.  

 

The AIMS’ policy prohibits unlawful discrimination based on race, religious creed (which includes 

religious dress and grooming practices), color, national origin, ancestry, physical disability, mental 

disability, medical condition, genetic information, marital status, sex (which includes pregnancy, 

childbirth, breastfeeding, and related conditions), gender, gender identity, gender expression, age, 

sexual orientation, military or veteran status, or any other consideration made unlawful by federal, state 

or local laws, ordinances, or regulations. All such discrimination is unlawful.  

 

AIMS is committed to complying with all applicable laws providing equal employment opportunities. 

This commitment applies to all persons involved in the operations of AIMS and prohibits unlawful 

discrimination by any employee of AIMS, including supervisors and coworkers. 

 

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a 

disability, AIMS will make a good faith effort to provide reasonable accommodations for the known 

physical or mental limitations of an otherwise qualified applicant or employee with a disability, unless 

undue hardship would result to AIMS. An applicant or employee who believes he or she requires an 

accommodation in order to perform the essential functions of the job should contact Human Resources 

and request such an accommodation, specifying what accommodation he or she needs to perform the 

job. AIMS will analyze the situation, engage in an interactive process with the individual, and respond to 

the individual’s request.  

 

AT-WILL EMPLOYMENT  

All employment at AIMS is “at will.” This means that both the Employee and AIMS have the right to 

terminate the Employee’s employment at any time, with or without advanced notice, and with or 

without cause. The Employee also may be demoted or disciplined and the terms of his or her 



employment may be altered at any time, with or without cause, and with or without advance notice, at 

the discretion of AIMS.  

 

Subject to this Employment At-Will provision, Employee shall be employed during the school year 

beginning no earlier than July 1, 2021 and concluding no later than June 30, 2022 (“School Year”). 

Pursuant to the Employee At-Will provision of this Handbook, either party has the right to terminate the 

Employee’s employment at any time, with or without advance notice, and with or without cause 

whether effective before or after the expiration of the stated School Year. By signing the Handbook 

Acknowledgement, the Employee acknowledges and understands that he or she has entered into this 

employment relationship with AIMS voluntarily and acknowledges and understands that there is no 

specific length or agreed upon period of employment.  

 

UNLAWFUL HARASSMENT AND DISCRIMINATION  

AIMS is committed to providing a work environment free of unlawful harassment and discrimination. 

AIMS’ policy prohibits harassment and discrimination based on race, religious creed (which includes 

religious dress and grooming practices), color, national origin, ancestry, physical disability, mental 

disability, medical condition, genetic information, marital status, sex (which includes pregnancy, 

childbirth, breastfeeding, and related conditions), gender, gender identity, gender expression, age,  

sexual orientation, military or veteran status, or any other consideration made unlawful by federal, state 

or local laws, ordinances, or regulations.  All such harassment is unlawful.  

 

AIMS’ unlawful harassment and discrimination policy applies to all persons involved in the operation of 

AIMS and prohibits unlawful harassment and discrimination by any employee of AIMS, including 

supervisors and co-workers.  

 

AIMS will take all reasonable steps to prevent or eliminate harassment and discrimination by non-

employees, including customers, clients, and suppliers, who have workplace contact with our 

employees. 

 

Prohibited unlawful discrimination includes, but is not limited to, the following behaviors:   

• Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted comments.  

• Visual conduct such as derogatory posters, photography, cartoons, drawings, or gestures.  

• Physical conduct such as assault, unwanted touching, blocking normal movement, or interfering with 

work because of sex, race, or any other protected basis. 

• Retaliation for having reported or threatened to report harassment or discrimination. California 

Education Code Section 212.5 defines sexual harassment as any unwelcome sexual advances, requests 

for sexual favors, or other verbal, visual, or physical conduct of a sexual nature made by someone from 

or in the work or educational setting, under the following conditions:  

• Submission to the conduct is explicitly or implicitly made a term or a condition of an individual’s 

employment, academic status, or progress.  

• Submission to, or rejection of, the conduct by the individual is used as the basis of employment or 

academic decisions affecting the individual.  



• The conduct has the purpose or effect of having a negative impact upon the individual’s work or 

academic performance, or of creating an intimidating, hostile, or offensive work or educational 

environment.  

• Submission to, or rejection of, the conduct by the individual is used as the basis for any decision 

affecting the individual regarding benefits and services, honors, programs, or activities available at or 

through the educational institution. 

 

Sexual harassment may include, but is not limited to: 

 

• Unwelcome verbal conduct such as suggestive or derogatory comments, sexual innuendos, slurs; 

unwanted sexual advances, invitations, or comments; pestering for dates; making threats; or spreading 

rumors about or rating others as to sexual activity or performance.  

• Unwelcome visual conduct such as displays of sexually suggestive objects, pictures, posters, written 

material, cartoons, or drawings; graffiti of a sexual nature; or use of obscene gestures.  

• Unwelcome physical conduct such as unwanted touching, pinching, kissing, patting, hugging, blocking 

of normal movement, or assault; or interference with work or study directed at an individual because of 

the individual’s sex, sexual orientation, or gender 

• Threats, demands, or pressure to submit to sexual requests in order to keep a job or academic 

standing or to avoid other losses, and offers of benefits in return for sexual favors. 

 

This policy applies to all phases of employment, including, but not limited to, recruiting, testing, hiring, 

upgrading, promotion, demotion, transfer, layoff, termination, rates of pay, benefits, and selection for 

training.  

 

If you believe you have been subjected to unlawful harassment or discrimination, please follow the 

complaint procedure outlined below. Employees must report conduct prohibited by this policy whether 

or not they are personally involved. 

 

UNLAWFUL RETALIATION  

AIMS prohibits retaliation against any employee because of the employee’s opposition to a practice or 

conduct the employee reasonably believes to be unlawful or because of the employee’s lawfully 

protected participation in an investigation or proceeding. Any retaliatory adverse action because of such 

opposition or participation may be unlawful and will not be tolerated. 

 

 All such retaliation is unlawful. If you believe you have been subjected to unlawful retaliation, please 

follow the complaint procedure outlined below.  

 

COMPLAINT PROCEDURE—DISCRIMINATION, HARASSMENT, RETALIATION  

Employees must report all incidents believed to be unlawful discrimination, harassment, or retaliation. If 

you believe you have been subjected to any form of such unlawful conduct, submit a complaint, 

preferably in writing, to your supervisor or Human Resources. If these individuals are not available, or in 

the event that you believe that one of these individuals has engaged in inappropriate behavior in 

violation of these policies, submit a complaint to any other supervisor as soon as possible. Supervisors 

must report any and all conduct of which they are made aware, which violates, or may violate, policies 



regarding unlawful discrimination, harassment, or retaliation to the Superintendent of AIMS or other 

upper-level managers, as appropriate. Your complaint should be specific and should include the names 

of the individuals involved and the names of any witnesses.  

AIMS encourages all employees to immediately report any incidents of unlawful discrimination, 

harassment, and/or retaliation so that complaints can be quickly and fairly resolved. If you receive such 

a complaint from a fellow employee, report it immediately to your supervisor or the Superintendent of 

AIMS. If these individuals are not available, report it to any other supervisor. All complaints will be 

handled as confidentially as possible and information will be disclosed only as it is necessary to complete 

the investigation and resolve the matter. 

 

Upon notice of such a complaint, AIMS will promptly undertake an effective, thorough, and objective 

investigation and attempt to resolve the situation. If AIMS determines that unlawful conduct or a  

violation of applicable policies has occurred, effective remedial action will be taken in accordance with 

the circumstances involved. Any employee determined by AIMS to be responsible for unlawful 

discrimination, harassment, and/or retaliation will be subject to appropriate disciplinary action, up to 

and including termination. Appropriate action will also be taken to deter future conduct.  

 

There will be no retaliation against any employee who brings a complaint in good faith or who honestly 

assists in investigating such a complaint, even if the investigation produces insufficient evidence that 

there has been a violation, or if the charges cannot be proven. 

 

ANTI-VIOLENCE POLICY  

AIMS is committed to providing a workplace that is free from acts of violence or threats of violence. In 

keeping with this commitment, AIMS has established a strict policy that prohibits any employee from 

threatening or committing any act of violence in the workplace, while on duty, while on school related 

business, or while operating any vehicle or equipment owned or leased by AIMS. This policy applies to 

all employees.  

 

In order to achieve our goal of providing a workplace that is secure and free from violence, AIMS must 

enlist the support of all employees. Compliance with this policy and our commitment to a zero tolerance 

policy with respect to workplace violence is every employee’s responsibility.  

 

Compliance with this anti-violence policy is a condition of employment. Due to the importance of this 

policy, employees who violate any of its terms, who engage in or contribute to violent behavior, or who 

threaten others with violence may be subject to disciplinary action, up to and including immediate 

termination.  

 

Employees are required to report any incident involving a threat of violence or act of violence 

immediately to their supervisor, Head of Schools, or Superintendent. If these individuals are not 

available, report the incident to any other supervisor and report the incident to the Superintendent as 

soon as he or she is available. All reports will be investigated by AIMS and appropriate corrective action 

will be taken.  

 



If an employee becomes aware of an imminent act of violence, a threat of imminent violence, or actual 

violence, emergency assistance must be sought immediately. In such situations, the employee should 

contact the law enforcement authorities by dialing 911. Immediately after contacting the law 

enforcement authorities, the employee must report the incident to the Superintendent. Employees 

should immediately inform their supervisor or the Head of School about any workplace security hazards. 

If these individuals are not available, the employee should immediately inform any other supervisor so 

that appropriate action can be taken. 

 

There will be no retaliation against any employee who brings a complaint in good faith under the 

Workplace Anti-Violence Policy or who honestly assists in investigating such a complaint, even if the 

investigation produces insufficient evidence that there has been a violation, or if the charges cannot be 

proven. However, disciplinary action may be taken against employees who, in bad faith, make false or 

frivolous accusations. 

 

DRUG AND ALCOHOL ABUSE POLICY 

Our employees are our most valuable resource, and their own health and safety are therefore serious 

concerns. We will not tolerate any drug or alcohol related conduct that imperils the health and 

wellbeing of our employees. Further, the use of illegal drugs and abuse of controlled substances is 

inconsistent with law abiding behavior expected of all citizens. Employees who use illegal drugs or abuse 

other controlled substances or alcohol tend to be less productive, less reliable, and prone to greater 

absenteeism resulting in the potential for increased cost and risk. 

 

We believe our employees have the right to work in an alcohol and drug-free environment and to work 

with persons free from the effects of alcohol and drugs. Employees who abuse alcohol or drugs are a 

danger to themselves, students, and to other employees. We are therefore committed to maintaining a 

safe and healthy workplace free from the influence of alcohol and drugs. We hope all employees will 

join with us in achieving our goal of a safe and productive drug-free workplace. 

 

For purposes of this policy, “illegal drugs” includes, but is not limited to, substances that are prohibited 

by law (such as cocaine, heroin, etc.), controlled substances, marijuana (including medicinal marijuana), 

and prescription drugs (if they are not prescribed for the person using them and/or not being used as 

prescribed). “Drug paraphernalia” means any accessory for the use, possession, manufacture, 

distribution, dispensation, purchase, or sale of illegal drugs. “Under the influence” means that the 

employee is affected by alcohol and/or illegal drugs in any detectable manner.  

 

Prohibited Use  

 

AIMS prohibits the following:  

 

• Use, possession, manufacture, distribution, dispensation, purchase, or sale of alcohol (if 

unauthorized), illegal drugs, or drug paraphernalia on AIMS premises or AIMS business or during 

working hours.  

• Storing alcohol (if unauthorized), illegal drugs, or drug paraphernalia in a locker, desk, automobile, or 

other repository on AIMS premises.  



• Being under the influence of alcohol (if unauthorized) or illegal drugs on AIMS premises or AIMS 

business or during working hours.  

• Refusing to submit to an inspection when requested by management.  

• Failure to keep all prescribed medicine in its original container, which identifies the drug, date of 

prescription, and the prescribing doctor.  

• Smoking and the use of any tobacco products on AIMS property including AIMS-owned, leased, or 

contracted buildings, and in AIMS vehicles at all times, by all persons, including employees, students, 

and visitors at any school or AIMS site or attending any school-sponsored events.  

 

Employees are required to notify administration of any criminal drug and alcohol statute conviction for a 

violation occurring in the workplace no later than five (5) days after such conviction. Within thirty (30) 

days of receiving the notice, AIMS shall take appropriate administrative or disciplinary action. 

 

In addition, if you are required to take any kind of prescription or nonprescription medication that will 

affect your job performance, you are required to report this to your supervisor. Your supervisor will 

determine if it is necessary to temporarily place you on another assignment or take other action as 

appropriate to protect the safety of you, other employees, and students. 

 

Searches 

AIMS may at times conduct unannounced searches of AIMS property for alcohol, illegal drugs, drug 

paraphernalia, and/or unauthorized controlled substances or to ensure compliance with this or any 

other policy. This includes desks, storage areas, and rooms normally used to store employees’ personal 

property. As a result, employees do not have an expectation of privacy in this regard.  

 

Additionally, whenever AIMS suspects that an employee has sold, purchased, used, or possessed 

alcohol, illegal drugs, drug paraphernalia, and/or unauthorized controlled substances on AIMS premises, 

AIMS may inspect the employee’s personal effects (including parcels, purses, bags, and briefcases) or 

automobile on AIMS property. As a result, employees do not have an expectation of privacy in this 

regard. 

 

Violations  

Compliance with this policy is a condition of employment at AIMS. Failure or refusal of an employee to 

cooperate fully, sign any required document, or submit to any inspection will result in discipline, up to 

and including termination. Furthermore, any violations of this policy may result in disciplinary action, up 

to and including termination, at AIMS’ sole discretion. Employees should be aware that participation in a 

rehabilitation program will not necessarily prevent the imposition of disciplinary action, including 

termination, for violation of this policy. Employees who undergo voluntary counseling or treatment and 

who continue to work, if any, must meet all established standards of conduct and job performance.  

 

Because the use, sale, purchase, possession, or furnishing of an illegally obtained substance is a violation 

of the law, AIMS may report such illegal drug activities to an appropriate law enforcement agency. 

 

 

 



 

 

 


