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5.0 PERSONNEL
5.1!ISTAFFING PHILOSOPHY AND GOALS!

The Boardrecognizeghat a professionallycompetentdynamicand efficient staff dedicatedto
educationis necessaryo maintaina constantlyimproving educationalprogram.The Board is
interestedn its personnebsindividuals,andrecognizests responsibilityfor promotingthe general
welfare of the staff.!

The Board is committedto providing a highly competentwell-trained staff, able to fit each
disciplineandareaof responsibilityinto a balancedyvell-run schoolprogramequalto or surpassing
comparableAmerican International Schools. The staff should show qualities of stability,

creativeness and self-renewal.!

Adopted: October 28, 2003



5.1.1 Objectives!

1 To establishrules of work and conductthat will maintain good relationshipamong
employees and employer.

2 To make these policies known to all employees.
2 To insure that policies are in compliance with local labor laws.

2 To recruit, select, and hire highly qualified staff.!

N

To developand managea staff compensatiomprogramthat will attractandretainthe best
employees, preferably averaging four to six years of tenure.!

2 To usestaff talentaseffectively and economicallyas possiblefor the benefitof the total
school program.!

2 To conductan evaluationprogramthat will contributeto the improvementof staff
performance.!

N

ITo provide an in-servicetraining programfor all employeeswhich will improve their
performance and their chances for retention and promotion.!

2 !Todevelopthe quality of humanrelationsnecessaryo obtainmaximumstaff performance
and satisfaction.!

Cross-references:!

5.8.0 Professional Educator Staff Positions

5.8.5 Professional Educator Staff Recruitment, Selection and Qualifications
5.8.9 Professional Educator Growth and Evaluation

Adopted: October 28, 2003
5.1.2 !Equal opportunity employment

Employmentandadvancemendpportunitiesshall be on the basisof qualificationwithout regardto
national origin, sex, religion, race or color.!

Adopted: October 28, 2003

5.1.3 Staff Ethics, Behavior, and Conflict of Interest

The primary responsibility of AEA employees is to fulfill their professional obligations towards the
school. Employees shall not at any time engage in any employment that would make demands that
would interfere with their effectiveness in performing their contractual duties, would compromise or
embarrass the school, would adversely affect their employment status or professional standing, or
would in any way conflict with or violate professional ethics.



AEA encourages staff members to develop interests and activities outside work. The school
recognizes its own responsibility to see that the activities of staff are appropriate during work time,
and that outside interests or activities do not interfere with the execution of their duties. Further, the
Board recognizes and asserts that no member of the staff should benefit financially from outside
interests that are dependent upon his/her position.

Actions of all employees shall be based on what is in the best interest of the children in the school
With this in mind, employees will be prohibited from practices that could create or appear to create
a personal conflict with that interest.

Employees will be prohibited from:

» Engaging in any other employment or in any private businesses during the hours required to
fulfill assigned educational duties.

* Accepting private employment as tutors for students in their own classes.

» Accepting personal gifts or benefits from organizations that supply goods or services to the
school or may consider supplying goods or services in the future.

» Accepting discounts on personal purchases from firms with which (s)he or the school is also
involved in business transactions with, unless such discounts are advertised to all
employees.

* Selling any good or service for personal gain on school premises

» Purchasing materials through school personnel or procedures unless approved by the
Business Manager and advertised to all employees.

* Accepting of other than token gifts from students and parents.

There can be no conflict of interest in the supervision and evaluation of employees. No employee
shall therefore be responsible for the supervision and or evaluation of a relative.

Adopted: January 22, 2007

5.2ISTAFF VISAS AND WORK PERMITS!

Employmentshallbe conditionaluponthe issuanceandmaintenancef a valid work andresidence
permit. This shall be the responsibility of the employee, provided that AEA shall lend
administrative assistance.!

Locally hired expatriateteacheranustarrangetheir own visa. AEA will assistforeign recruited
teacherandstaff andauthorizeddependentsf foreign recruitedteacherdo obtainvisasandwill
bear the cost of such.!

In the eventthata visais not obtained,any contractor understandindpetweenthe teacherandthe
school is null and void with no obligation to the school.!

Adopted: October 28, 2003

5.3'PERSONNEL RECORDS



Recordsof qualification,experienceand performancewill be maintainedby the Superintendent's
office for eachmemberof the professionakducatostaff. The Superintendenwill addto therecord
an evaluationof performancesachyear. The recordwill be usedfor assignmentadvancement,
terminationandotherpersonnehctions.Suchrecordsare confidentialwith accesgestrictedto the
Principal(s),Superintendenandthe individual concernedThe SchoolBoard may haveaccesdo
the recordsduring an executivesessionof Board meetingswhen personnelactionsare under
considerationInformation containedin the recordswill be madeavailableto othersonly upon
written consentof the employee Recordsof previousemployeesare kept for a minimum of five
years.!

It shall be the responsibility of the individual employeeto provide and keep up-to-datethe
following information:!

1. Documented Curriculum Vitae.

2.'Proof of degree.!

3.ITeacher certificate.!

4.!College transcripts.!

5.!1Proof of previous teaching experiences.!

6. Physician'sstatement,indicating a satisfactoryphysical examinationas required by the
Superintendent.!

7. Other credentials appropriate to the position.!

8. Copy of identification.

9. Copy of identification for children under 18 years of age.
10. Copy of Visa for Overseas Hired Personnel.

11. Certification of completion for post graduate courses.

It is responsibilityof the Superintendento keepa recordof all evaluationsaswell aswritten
notices and memos in the employees’ files.

Adopted: October 28, 2003

5.41SMOKING BY STAFF MEMBERS ON SCHOOL PREMISES!
AEA is a smoke free campus.

Adopted: October 28, 2003



5.5ISTAFF COMPLAINTS AND CONCERNS

Professionaleducatorstaff should discussany problem with their respectivePrincipal. If an
agreementannotbe reachedtheissuemay be raisedwith the Superintendentf no satisfactions
gained, the matter can then be brought to the School Board, in writing, through the Superintendent.!

Non-professionaktaff shouldfirst discussany problemwith their immediatesupervisor.lf an
agreementannotbe reachedthe employeemay raisethe problemwith their Principal,thenthe
Superintendent and finally the School Board, in writing, through the Superintendent.!

The SchoolBoardis the final arbiterwithin the schoolsystem.Problemsreferredto the School
Boardwill bedealtwith confidentiallyandwill be heardin executivesession.!Th&oard’sdecision
is final.

Adopted: October 28, 2003

5.6!STAFF GIFTS AND SOLICITATIONS'!

Staff membersmay not directly solicit funds, donationsduesor servicesfrom pupils. However,
posters,signs,and a receptacleor contributionsmay be placedin a commonarea,suchasthe
receptionist'office, but notin individual classroomsStaff, or pupils, may not directly be solicited
at school.Otherthantokenremembrancegifts betweenstaff memberspupils, parentsor School
Board members are not encouraged.!

Adopted:! October 28, 2003
I

5.7'STAFF PHYSICAL EXAMINATIONS !

All AEA staff members shall adhere to the requirements of the Ministry of Health.!

Upon commencementf the initial contractand asrequestedy the Superintendentachschool
sponsorecemployeeshall furnish the schoolwith a physician'sstatemenattestingto their good
health,thatthey are medicallyfit for the job andthatresidingin Bolivia posesno healthrisk for
them. This statement shall be kept in the employee's personnel file.!

AEA will reimburseschool sponsoredemployeesand their authorizeddependentdor the
documentedcost of medicalexaminationan connectionwith employment,contractrenewalor
other medical examinationsrequiredby the SuperintendentSee Appendix 5A for maximum
amount of reimbursement allowed.!

Cross-references:!
5.3 Personnel Records
Appendix 5A, Monetary Amounts!

Adopted:!October 28, 2003



I5.8!PROFESSIONAL EDUCATOR STAFF POSITIONS!

The Superintendentvill preparefor SchoolBoardreview andapproval,anoutline of professional
educatorpositionsand the principle dutiesassignedo eachposition. The Superintendenmay

changeandreassignduties;however,the creationof a new positionrequiresthe approvalof the

School Board.!

By Decemberl5th of eachyear,the Superintendenshall define staffing needsand recommend
staffing actionsfor the nextacademigyear.Following review andapprovalby the Board, he shall
initiate action to continue employment of current staff members and/or recruit new employees.!

Cross-reference:!
5.8.5 Professional Educator Staff Recruitment, Selection and Qualifications!

Adopted:!October 28, 2003

5.8.1!'Professional Educator Staff Compensation Guides and Contracts!

The SchoolBoardwill fix salaryscheduledor teachersand Principalsconsistentwvith attracting
highly qualified staff.!

Teachersshall be placedin the column of the salary scaleappropriatefor their degree(s)and
certification.Forinitial stepplacementProfessionaEducatorStaff with eightyearsor lessof prior,
full time, relevantexperiencewill be creditedwith onestepfor eachyearof experienceNo creditis
given for part-time, substitute or Peace Corp teaching.

Following initial placementthe ProfessionaEducatorStaff will advanceonestepon the scaleper
year served at AEA to the maximum allowable.!

All salaryschedulesare availablein the Superintendent'sffice and are attachedto this policy
manual aRppendix 5B and 5C!

Sample contracts are attached to this policy manuappsndix 5D.
The School Board determines the standard contracts.!

Cross-references:!

Appendix 5B, Salary Scale for Teachers
Appendix 5C, Principal’s Compensation Plan
Appendix 5D, Employment Contracts!

Adopted:!October 28, 2003

5.8.2 Professional Educator Staff Extra-Duty Pay Plars



In furtheranceof the school philosophyand objectives,all AEA teachersare expectedto be
involved with schoolprogramsbeyondthe normal classroomsetting,both during the schoolday
and after schoolthroughsponsoringor assistingothersin worthwhile activities having positive
effects on children. These are generally one time events or of short duration.!

Therearenumeroustheractivitiesin the school'sprogramof longerduration,which requiremore
planningand greaterresponsibilitieson the part of the sponsor.In an attemptto recognizethe
efforts of theseindividualsaswell asto encouragadditionalactivities,the AEA SchoolBoardhas
established programof compensatiorior the leadersof suchactivities.(SeeAppendixesA and
F)!

The goal of the AEA extra-curricularactivities programis to offer a diverserangeof activities
beyond normal school hours to children of all grade levels as appropriate to their age.!

Cross-references:!

5.9!Professional Educator Staff Time Schedules and Workload
5.9.1 Professional Educator Staff Vacations and Holidays
Appendix 5E, After School Activities Compensation!

Adopted:!October 28, 2003

5.8.3 Professional Educator Staff Payday Schedule
All professional educator staff will be paid monthly on the last working Friday of the month.!

In casesvherethe lastworking day of the monthfalls during a vacation,paycheckswill beissued
on the final day of school preceding vacation.!

Paychecks for June and July will be issued on the last school day.
Cross-reference:!
3.9 Payroll Procedures!

Adopted:!October 28, 2003

5.8.4!Professional Educator Staff Salary Deductiohs

Basicsalaryis calculatedon an annualbasisandis paid monthly. However,it assumes standard
teachingyearof 185working days.For this reasonshoulddeductionsor additionsto the standard
teaching year be required, they will be compensated at the rate of 1/185 of the annual rate per day.!



Adopted: October 28, 2003
5.8.5 Professional Educator Staff Qualifications, Recruitment, and Selection

The goal of recruitment and selection processes is to ensure a high quality instructional staff for
AEA. The Superintendent is responsible for all personnel recruitment.

The processes employed to select staff should adhere to stated AEA values of honesty,
transparency, accountability, and ethical behavior. AEA also values diversity and believes that a
diverse staff and student body enriches individuals and the educational community. AEA strives to
maintain a balance between foreign and locally hired instructional staff. This balance ensures that
AEA'’s programs are regularly enriched with new ideas consistent with advances in American
education as well as benefit from the longer term commitment and local knowledge of its locally
hired teachers. Employees are hired on the basis of objective criteria unrelated to friendship or
familial relationship.

The procesdor internationalhiresis carriedout by the Superintendentr his/herdelegateat hiring
fairs in the U.S. or through other internationalteacherrecruitmentservicesand professional
networks. For this reasonthe vacancynaotification, interviewing,and selectionprocesseslefined
below do not apply to recruitmentfor internationalpositions,althoughthe spirit of the policy
remains in force. All new hires shall be reported to the School Board at the next Board Meeting.

The recruitment process shall include the following elements:

Description of duties

* Every position requiresa descriptionof dutiesthat specify the subjectmatter,
gualifications,andany otherrequirementshatmustbe metto performsatisfactorily
the duties of the position.

Descriptions of qualifications

* Qualificationsfor positions must specify education,experience,and language
requirementsalong with any others(maximum of two) that will ensurethat the
recruitmentprocesswill yield candidateshatwill fit the School'sparticularneeds
and ensure that candidates know precisely how they will be evaluated.

* The minimum qualificationsfor a foreign hire teachingposition is a bachelor’s
degreeand a valid teachingcertificate from the United Statesof Americaor its
equivalent. (Seeappendix for ACS standardf equivalency.)Their mostrecent
teachingpositionis normally expectedo havebeenin a schoolsystemwithin the
U.S. or at an AmericansponsorednternationalSchoolin orderto strengtherthe
American curriculum at AEA.



The minimum credentialsfor a locally hired teacherare a bachelorsdegreeand a
teachingcertificate from the United Statesof America or their equivalent. The
Superintendent will determine equivalency for non-U.S. trained personnel.

The hiring of relativesof staff membersis not precludedprovidedthereis no

supervisoryrelationshipbetweenthe two individuals. For this reasonno employee
or staff membershall exercisesupervisoryresponsibilityover any individual with

whom s/he has a familial relationship.

Broadly disseminated vacancy notification

All vacanciedor local positionsshallbe postedfor a minimum of two weeksandbe
advertisedwidely throughall Schoolcommunicationhannelsat leastonelocal
newspaperand embassynewsletters. Positionvacancyannouncementshouldbe
preparedin English and must describethe position and the qualifications.
Announcementshouldin no way excludecandidate®n the basisof nationalorigin,
sex, race, age, religion, or ethnicity.

The Superintendentvill determinethe mostappropriatedisseminatiorchannelso
advertise international position vacancies.

Interview process

Selection

The Superintendenis responsibldor ensuringthat a selectionteambe namedfor
eachlocal recruitmentaction to includethe supervisingadministratorand at least
two other representative®f the instructionalstaff with relevantsubjectmatter
knowledgeor with whom the candidatesill work closely. Selectionteamshould
consider including an individual from another discipline or school level.

All membersf theidentified selectionteammustscrupulouslyavoidthe appearance
of biasin employmentdecisionsrelatedto positionsfor which their closepersonal
friends, family, or householdmembershaveapplied. It is incumbentuponeach
memberof the selectionteamto identify any relationshipghat they havewith the
memberof the candidategool andto recuseghemselvedrom the processf thereis a
family member involved or if they determine that they cannot be objective.

The Superintendentvill determineappropriatanterview processe$or international
positions.



» Selectionof finalists will be madebasedon written criteria as evaluatedby the
selection committee.

* Finalistsmustdiscloseany familial relationshipswith currentAEA staff, which the
Superintendent shall report to the Board in the monthly report of new hires.

Cross references: Revised 13 November 2006
5.1 Staffing Philosophy and Goals

5.1.2 Equal opportunity employment

5.3 Personnel Records

5.8 Professional Educator Staff Positions

5.8.8 Professional Educator Staff Probation and Tenure

5.8.9 Professional Educator Growth and Evaluation

Appendix x: AEA Standards of Equivalency for U.S. Teaching

Appendix x: AEA Standards of Equivalency for U.S. Teaching Certificate

The top priority is for the ACS administration to hire faculty with a
bachelor's degree, teacher certification, and at least two years of
teaching experience. However, due to extenuating circumstances (i.e.,
budget, mid-year hire, lack of candidate pool), the superintendent may
elect to hire a candidate that meets the following minimum standard.

For Elementary Teaching Position Candidates:
* B.A. and teaching certificate or BA and two years of teaching experience

For Secondary Teaching Position Candidates:
* B.A. andteachingcertificateor BA with 12 hoursin contentareaandtwo yearsof
experience

Note. A B.A. is the equivalent of a four-year program.

5.8.6!Professional Educator Staff Orientatioh

The Principal(s),togetherwith the Superintendentwill organizea plannedprogramfor the
introduction of new personnel to AEA. The purpose of the orientation program is:
1.'to acquaint new teachers with school policies and procedures.!

2.'to acquaint new teachers with their fellow workers and the community.!
3.!to help teachers adjust to new assignments, and!
4.'to learn local government and U.S. Mission formalities.!

Adopted:!October 28, 2003

5.8.7!Professional Educator Staff Assignments and Transfer



The Principal(s),in consultationwith the Superintendentnakesall assignmentsand transfersof
teaching staff.!

Adopted:!October 28, 2003
5.8.8!Professional Educator Staff Probation and Tenute

Thefirst threemonthsof employmentshall be a probationaryperiod during which the employee
may be dismissed without indemnity of any kind, other than salary earned.!

ForeignHire Teacherswill benotified regardingnew contractsy the 15" of December.Local Hire
Teachers will be notified regarding new contracts by thef April.

Adopted:!October 28, 2003

5.8.9!Professional Educator Growth and Evaluation!

Objectives of staff evaluation are to:

1. Improve instruction

2. Promote professional growth

3. Assure that the goals of AEA are being achieved

4. Provide feedback regarding professional development needs
5. Determine individual employment status!

The evaluation procedure shall consist of the following stages:!

SteplEstablishing Expectationsand Setting Goals Performancewill be measuredbjectively
againststatedexpectationandstandardgor professionapracticein educationSupervisors
will communicateexpectationsand standardso eachteacherBasedon the standardsand
expectationseachteacherjn collaborationwith his/hersupervisorwill identify targetareas
for professionatdevelopment/improvemeniEachteachemill thensetspecificgoalsbased
on her/hisdevelopmenheedsaswell asbroaderAEA professionatlevelopmenefforts(e.g.
broad staff development activities to introduce new technology).!

Step2!ProfessionalGrowth Action Plans Eachteacherwith guidancefrom his/hersupervisor,
will determine the appropriate means of achieving his/her goals, such as:

o Peer coaching / partnership
o Portfolio
o Action research project

o Classroom-based observations

o Optional parent and/or student surveys



Step 38upervisor Observation, Documentation, and Feedback
During the courseof the year as professionalgrowth action plansare implementedthe
supervisorwill observeimplementation,documentperformance,and provide ongoing
feedback.!

Step4 Follow-up Self-AssessmentAt the endof anannualcycle,eachteachemill performaself-
assessmenttilizing atool suchasthe TeacheProfessionabtandard$orm. SeeAppendix
5F.!

Step5 Professional Growth Report: Eachyearthe supervisomwill preparefor eachteachera
written report on progresstowardsthe attainmentof mutually agreedupon goals. The
professionalgrowth report will be a comprehensivepbjective assessmenof actual
performanceelativeto the expectationsand goalslaid outin Stepl. It will be basedon
observationgnadeoverthe courseof the year,theteacher'sself-assessmemput from Step
4, andotherinput asappropriate Areasof performancdhat exceedexpectationselatedto
standardqi.e. exceptionalperformance)as well as areasthat do not meetexpectations
related to standards will be documented.!

Step 6!Performance Review Discussion The supervisorwill conducta performancereview
discussion with each teacher in order to:

o provide feedback on performance over the past year;
o communicate changes in expectations, if any;

o identify areas for professional development/improvement;

o provide input on goals for the next year.

Step7!IRemedial Plan: If at any time performancedoesnot meetthe statedexpectationsand
standardgor professionapracticein educationa structuredemedialplanwill bedeveloped
by the supervisorand agreedwith the teacher.The aim of remedialactionis to assistthe
teacheiin reachingalevel of performanceonsistentvith expectationslf performancealoes
not improve within a time frame specifiedby the supervisorthe teacher'semployment
contract may be terminated.!

Step8!Summative Evaluation: Teacheron remedialplansandteachersn their first yearat AEA
shall receivea summativeevaluationusing (Form K) basedon performancestandardsand
mutually agreed upon goals.!

In the eventof any significantdisagreementn performancédetweerateacheranda supervisorthe
teachemay requesta review by the Superintendent-or performancesvaluationissuesinvolving
employmentstatus,compensationpr developmenbpportunitiesa teachemay presentjn writing,
his/herrequestto the Board of Trusteesif the matteris not resolvedby the decisionof the
Superintendent.!

Evaluation procedures shall meet the following requirements of the Board:



« All evaluation documents will be in writing.

- A professionagrowth reportor summativeevaluationshallbe completedannuallyfor each
teacher

« Theprofessionagrowthreportor summativeevaluationshallbereviewedandsignedby the
teachemlongwith the evaluatorandshallbe treatedasa confidentialdocumentestrictedto
the teacher, Principal, Superintendent, and upon special request, the School Board.

- The Superintendentvill advisethe Boardanytime a teacheris placedon a remedialplan,
and the Board shall be kept advised of the status.

« Principalswill consultwith the Superintenderandthe Superintendenwill advisethe Board
whenever results of evaluation indicate that continued employment of a teacher is in doubt.

« All evaluationdocumentshallbe availableto the BoarduponrequestHowever,the Board
will restrict such requests to situations where the information is needed for Board business.

Cross-reference:!
Appendix 5F, ASCD Teacher Professional Standards!

Adopted: October 28, 2003

5.9!'PROFESSIONAL EDUCATOR STAFF TIME SCHEDULES AND WORKLOAD !

The Principal(s),in consultationwith the Superintendendeterminetime schedulesandworkload
for teachingstaff. Whenevemossible teacherswill be given one unassignegeriod per day for
purpose®f planningandoneperiodduringwhich theywill notbe assigned specificclassbutwill

be expected to be available for special tutoring, study hall or other assignments.!

Teachers are expected to be available to students and parents before and after regular school hours

Cross-references:!

5.8.2!Professional Educator Staff Extra-Duty Pay Plans.
5.9.1'Professional Educator Staff Vacations and Holidays!

Adopted:!October 28, 2003

5.10 PROFESSIONAL EDUCATOR STAFF LEAVES AND ABSENCES

ProfessionaEducatorStaff arehiredwith the expectatiorthattheywill completeafull schoolyear.
It is the intent of the Board that ProfessionaEducatorsshouldbe on duty daily to provide the



continuity that their studentsneed. Therefore, absencefor reasons other than illness,
bereavement or professional obligations is strongly discouraged.

The types of leave and policies regarding them are as follows:

5.10.1 Sick Leave

ProfessionaEducatorStaff aregrantedten (10) dayssick leaveat full payannually,cumulativeto a
maximum of thirty (30) days. Time neededto deal with illness within the immediatefamily
(children or spouse) is counted as sick leave.

Shoulda ProfessionaEducatorStaff usemorethanthe allottedsick days,deductionswill be made
duringthe monthwhenthe absenceccurs. Deductiondor teacherwill be calculatedbasedon the
individual’'s annual salary divided by 185, then multiplied by the number of days missed.

Adopted: October 28, 2003
Revised: April 27, 2004

5.10.2 Personal Leave

The Superintendent may grant personal leave up to three (3) days in any school year. Half days
may be granted. Such leave is only granted to take care of personal business that cannot be
scheduled outside of the normal working day and is to be requested in writing in advance. Personal
leave cannot be used adjacent to a scheduled vacation nor for vacation or travel. The
Superintendent may grant exceptions only when unforeseen circumstances occur. Unused persona
leave is not accruable.

Adpoted: October 28, 2003
Revised: April 27, 2004
Revised: December 11, 2006 (underlined phrases are added)

5.10.3 Recruitment Leave

Upon notice of non-renewabf contractor during last yearof employmentProfessionaEducator
Staff may take up to three (3) recruitmentleave daysto be usedexclusivelyfor recruitment
purposes.Three(3) Recruitmenieavedaysmay be addedto up to three(3) daysunusedoersonal
leavefor a maximumof six (6) daysleavefor recruitmentpurpose®nly. It is understoodhat staff
memberswill makeeveryeffort to usethe minimumnumberof daysnecessaryRecruitmenieave
shall be granted one time only during employment at AEA.

Adopted: October 28, 2003
Revised: April 27, 2004

5.10.4 Maternity Leave

All ProfessionaEducatorStaff will be grantedup to ninety (90) calendardaysmaternityleaveat
100% pay from their last working day with a minimum of forty-five (45) calendardays after
childbirth. Because of the difficulty in securing competent substitutes and owing to the unique
relationship betweenstudent and teacher, pregnant teachersare encouragedto remain in the
classroomaslong as possible(upon the advice of a physician) before childbirth.) Professional
EducatorStaff on maternityleave are expectedto renderas much assistances possibleto the
substitute teacher.



Paternity leave will be granted for up to five (5) working days.

Adopted: October 28, 2003

5.10.5 Emergency/Bereavement Leave

Emergency/Bereavemelaiaveof up to ten(10) working dayswill be grantedin the caseof serious
illnessor injury of, or uponthe deathof, animmediatefamily member. Immediatefamily members
shall include siblings, parents, spouse and children.

Foreignhire employeesandtheir spousewill eachbe eligible for the mostdirecteconomyround
trip airfarefor eachseriousiliness,injury or deathof a child. In the caseof the deceasedictim
beingthe parentof a ProfessionaEducatorStaff, one economyroundtrip airfare by mostdirect
route will be grantedto the employeeonly. In the caseof the victim being the spouseof a
ProfessionaEducatorStaff, economyroundtrip airfare will be providedfor the employeeand
child(ren). This benefit will be limited to one occurrence per school year.

Adopted: October 28, 2003

5.10.6 Extended Leave Without Pay

Leave without pay may be granted to extend a bereavement leave if circumstances justify such
action. Leave without pay may also be granted to extend leaves for reasons of long-term illness or
disability after sick leave benefits are exhausted; however, such leave periods are granted on an
individual and exceptional basis and only when such leave does not interfere with normal school
operations, up to a number of days approved by the Superintendent, after which cancellation of the
employee’s contract may be recommended.

When unpaid leave is granted, deductions for Professional Educator Staff will be made at the rate ol
1/185 of the annual salary for each day taken.

Since the School’s obligation is to the students’ education, Professional Educator Staff absence for
reasons other than illness, bereavement or professional reasons is strongly discouraged and could
result in termination of the contract. The Superintendent is to use his/her discretion in determining
requests for unpaid leave.

Adopted: October 28, 2003
Revised: April 27, 2004
Revised: December 11, 2006

5.11 PROFESSIONAL EDUCATOR STAFF ARRANGEMENTS FOR SUBSTITUTES

The Principalwill maintaina rosterof suitablesubstituteteachers.Substituteteacherwill be paid
at the currentdaily rate approvedby the Board. Substituteteacherswith certificationshouldbe
called first. Sed@ppendix 5A for current rate.



Shouldaregularteachetbe absenfor fifteen (15) working days,the Principalwill recommendhat
thereplacemen(long-termsubstituteteacher)e placedon full salary,accordingto the established
compensation schedule, for the duration.

Cross-reference:
Appendix 5A, Monetary Amounts

Adopted: October 28, 2003

5.12PROFESSIONAL EDUCATOR STAFF BENEFITS

Benefitsfor professionakducatorstaff will be reviewedand approvedannuallyby the Boardto
ensurethe salaryand benefitscompensatiorpackagewill attractand retain the highestquality
personnelWwhile minimizing costs. The Superintendentvill provide relevantinformationon the
competitiveness of the AEA salary and benefits package.

All professionakducatoistaff will beeligible for a“ProfessionaEducatorStaff Benefits” package.
Togetherwith salary, ProfessionalEducatorStaff Benefitswill provide a total compensation
package that is competitive with other local private schools hiring similar professionals.

Employeeswho are recruitedand contractedoverseasand who are sponsoredy AEA will be

eligible for an additional“OverseasHire Benefits Supplement”. The OverseadHire Benefits

Supplementtogetherwith salary and ProfessionalEducator Staff Benefits will provide a

compensatiopackagecompetitivewith otherinternationalschoolsrecruitingsimilar professionals
in the United States or abroad.

Adopted: November 17, 2003

5.12.1 Retirement

Professionaéducatorstaff will be eligible for retirementbenefitsasstatedin their contractsandin
Appendix 5A, Monetary Amounts.

If the employeedoesnot completethe schoolyearundercontractthey will forfeit their retirement
benefit for that year.

Adopted: November 17, 2003

5.12.2 Insurance for Professional Educator Staff



Locally hired professionakducatorstaff employedat 50% of a full time contractor morewill be
eligible for medicalinsurancecoveragan Bolivia within the policiesissuedby the providerof the
insurance program selected by the school.

Overseadhired professionaleducatorstaff will be eligible for internationalmedicalinsurance
coveragewithin the policiesissuedby the provider(s)of the insuranceprogram(s)selectedoy the
school.

Professionakducatorstaff will not be eligible for medicalinsurancethat is alreadycoveredby
another insurance policy.

Adopted: February 2, 2004

5.12.3 Tuition and Fee Waivers

Subjectto the following provisions,eachprofessionakducatorstaff employed50% of a full time
contractor more will be eligible for waiver of tuition and feesfor one child of the employee

enrolled at AEA up to the percent of employment.

» If aspouse’employercoverstuition andfees,thenno waiverwill be given or the waiver will
be limited to amounts not covered up to the percent of employment.

* For KG-I students, the maximum waiver will be 50% of the KG-I tuition and fees.

» If bothahusbandandwife areprofessionakducatoistaff membersf AEA, theyareeligible for
waivers for two of their children.

AEA staffthatareemployedasof April 30,2004will notloseeligibility for tuition andfeewaivers
under previous policy as long as the employee remains in continuous employment with AEA.

See Appendix 5H

Adopted: April 27, 2004



5.13 OVERSEAS HIRE BENEFITS SUPPLEMENT (Please refer to Policy 5.12 for eligibility)
5.13.1 Overseas Allowance

Professionakducatordhired overseaswill be eligible for an allowanceasindicatedin Appendix
5A, monetary amounts.

Adopted: November 17, 2003

5.13.2 Medical Insurance for Authorized Dependents

Overseadired professionakducatorstaff will be providedmedicalcoveragdor their authorized
dependentsvithin the policiesissuedby the provider of the insuranceprogramselectedby the
school.

Adopted: November 17, 2003

5.13.3 Shipment

Overseadired professionaleducatorstaff shall be given a shipping allowanceas indicatedin
Appendix 5A, Monetary Amounts.

Adopted: November 17, 2003

5.13.4 Housing

Overseashired professionaleducatorstaff will be provided semi-furnishedaccommodation
generallythe equivalentof Americanstandardasdeterminedoy the Boardfor the durationof their
contract. Suchaccommodatiorwill be free of chargeto the employeeand shall include those
furnishings listed ilAppendix 5B Furnishings.

Overseasired professionakducatorstaff employedat AEA beforeAugustl, 2003andwho were
alreadyreceivinga housingallowanceunderpreviouspolicy will notloseeligibility aslong asthey
remain in continuous employment with AEA.

Adopted: November 17, 2003

5.13.5 Transportation Benefits
Overseas hired professional educator staff shall be entitled to the following transportation benefits:

At thecommencemeraf anemploymentontractthe schoolshall providedirectair transportfrom
the point of origin to La Paz for the Employee and authorized dependents.



Uponfinal completionof the Employeesservicewith the school,the schoolshall pay
the actualcostsof direct air transportto the point of origin for the employeeandall
authorized dependents.

During thetermof anemploymentontractthe Employeemay, with the approvalof the
Superintendentake onecompassionatkeaveper schoolyear. In suchcaseghe school
will reimbursethe Employeeagainstrelevantsupportingvouchersfor the costof direct
air transportprovidedthe sameshall not exceedhe costof suchtravelto andfrom the
point of origin.

Upon completionof the initial two-yearcontractand eachyearthereafterthe costof
directair transportto the Pointof Origin andbackto La Pazwill be providedfor annual
leave for all returning employees and their authorized dependents.

"Direct Air Transport'is definedasanaverageof the discountedaresofferedby major
airlines operating out of La Paz as determined by the Superintendent.

Overseadired professionakducatorstaff employedat AEA beforeAugustl, 2003and
who were alreadyreceivinga transportatiorallowanceunderpreviouspolicy will not
lose eligibility as long as they remain in continuous employment with AEA.

Adopted: November 17, 2003
Cross-referencédppendix 5A, Monetary Amounts

5.13.6 Emergency Evacuation and/or School Closure

A.

In caseof an emergencysituation of a temporarynature,the overseascontracted
employeeandauthorizeddependentsvill be flown at school'sexpensdo the nearest
safehavenasidentifiedby theschool. A perdiemfor eachfamily, asdeterminedy the
Superintendentn additionto salarywill be paid for the periodof time until they are
eitherreturnedo La Pazor transportedo their Pointof Origin. The maximumpayment
of safe haven per diem shall be twenty-eight (28) calendar days.

In the caseof anemergencsituationrequiringthe closureof the schoolon a permanent
or semi-permanenbasis,overseasired employeeswill be paid up to 6 monthssalary

(from the dateof thelastday of instruction)or to the endof the schoolyear,whichever
is less. In addition, the overseasired employeeand authorizeddependentsvill be

entitledto directair transporto their point of origin, plus shippingallowancesandother

end of contract benefits on a pro-rata basis.

Adopted: November 17, 2003

5.13.7 Duplication of Benefits

These benefits are not intended for duplication by a spouse.

Cross-references:



5.12 Professional Educator Staff Benefits
Adopted: November 17, 2003
5.13.8 Change of Contract Status

Whenan overseasired professionakducatorstaff's contractstatusis altereddueto marriage the
contractshall remainthe sameexceptin the caseof the birth or adoptionof a child in which case
the child will become an authorized dependent.

If anoverseasired professionakducatorstaff marriesa hostcountryresidentotherthananother
foreign hired professionakducatorthe employee’sstatuswill be changedo local hire on the next
contract renewal.

Adopted: November 17, 2003

5.14 REDUCTION IN FORCE

Reductionin Force shall meanthe reductionor terminationby the Schoolof the servicesof a
memberof the professionaleducatorstaff becauseof decreasecnrollment,economizingon
expenditureseliminationor reductionin part(s)of the School’sprogram,insufficientfundsor for
any other sufficient reason as determined by the Board of Trustees.

Reductionin Force doesnot include terminationas a result of disciplinary action, voluntary
retirementof the employee retirementof employeeon reachingthe retirementage,or termination
of service on medical grounds.

Shouldit be necessaryo reducethe numberof professionakducatostaff, the Superintendenghall
submitto the Boardfor their approval,a proposalfor reductionin force. Sucha proposalshall be
basedon the School’'sneedswith dueconsideratiorgivento staff members'overall qualifications,
flexibility (ability to teachmultiple subjectsand/orgradelevels), professionakontributionto the
school, and performance evaluations. The Board’s decision on the proposal shall be final.

Any employeewhois terminatedoecaus®f areductionin force shallbe givennoticein accordance
with his/hercontractand shall be entitled to terminationbenefitsas providedfor within his/her
contract and in accordance with Bolivian law.

Adopted: November 17, 2003

5.15 END OF CONTRACT
5.15.1 Resignation of Professional Educator Staff Members
In casesof resignationprior to the completion of the employmentagreementthe Board's

responsibilityis limited to salarypaymentshroughthe last day of active duty, lessany amounts
required to settle the individual's outstanding local debts.



In the eventof resignationor separatiorfor causesother than grossmisconduct, AEA andthe
employeeeachagreeto give the otherwritten noticeof atleastthirty (30) daysprior to the effecting
suchactionandwhateverpaymentsaredueunderthe termsof the employmentagreemenshall be
made within thirty (30) days of the effective date of separation.

Adopted: November 17, 2003
5.15.2 Suspension and Firing of Professional Educator Staff Members

Suspensionfiring or non-renewalof contractsof all professionalkeducatorstaff throughcauses
otherthanresignationshall be by actionof the Superintendentyho will insofaraspossibleinform
the School Board in advance.

Suchactionwill betaken,exceptin casef grossmisconducior reductionin force,only afterthe
evaluation process (as outlined in 5.8.9) has taken place.

Involuntary separation for cause during a contract will take place under the following conditions:

1.Failureto comply with the termsof the contract. The Superintendendr SchoolBoard
Chairman will supply a thirty (30) day written notice.

2.Gross misconduct. Immediate dismissal with written reasonssupplied by the
Superintendent or the School Board Chairman.

3.Force Majeure.
Employees have recourse to petition the School Board to review their case.

In the caseof ForceMajeure,local hire professionakducatorstaff will be compensatedsspecified
by Bolivian law.

Adopted: November 17, 2003

5.16 POLICIES PERTAINING TO SUPPORT STAFF

The Board recognizesthat the supportstaff of ACS plays an importantrole in the school's
efficiency asa businessandin complimentingandsupportingthe educationprogram. To thatend,
supportstaff positionsshall be createdand maintainedto help accomplishthe educationaland
business objectives of the school.

Support staff is subdivided into two classifications:
1. Full time Calendar Year: Those employees who are retained on an annual 12 monthly basis.

2. Full time TeachingYear: Thoseemployeeswvho are expectedto work for at leastthe
teaching year (minimum 185 working days) for an average eight-hour day.

Conditions governing their employment are set forth in the following policies.



Adopted: February 2, 2004

5.16.1 Support Staff Positions and Qualifications

The Superintendentill review bi-annually an organizationalchart that illustrateslines of
communicatiorandresponsibilityandnumberof sanctionegosts. The SchoolBoardapprovesa
job description for each category or post that details qualifications, duties and compensation.

Adopted: February 2, 2004
5.16.2 Support Staff Compensation Guides and Contracts

1. Full time employeesshall receivea standardcontractconsistentwith Bolivian Labor Law.
Remuneration shall be on a monthly basis as specifiagpendix 5G.

Compensatiomguidein Appendix 5G. Supportstaff compensatiorandbenefitswill be reviewed
annuallyby the Boardto ensurethatthe total compensatiopackagds adequateo attractqualified
staff andconsistentvith compensatioprovidedby otherorganizationsn La Pazfor personneWwith

comparable skills and experience.

Cross-references: Appendix 5D, Employment Contracts
Appendix 5G, Support Staff Salaries

Adopted: February 2, 2004
5.16.2.1 Support Staff Overtime Pay

For hoursworked in excessof a normal contractedworkweek, full-time teachingyear
supportstaff shall receiveone andone-half(1 1/2) timestheir grosshourly wagefor each
hour worked.

In the caseof full time teachingyearemployeeshourly wage"shall equalcontractsalary
divided by 185 working days, divided by 8 hours.

For hoursworkedin excessof a normalforty-eighthourweekor during holidays,full-time
calendaryearsupportstaff shallreceivetwo (2) timestheir grosshourly wagefor eachhour
worked.On Sundaydhey shallreceivethree(3) timestheir grosshourly wagefor eachhour
worked. [Calculatedby dividing monthly salary by 192 hourstimes 2 (holidays)or 3
(Sundays)].

All overtime must be approved in advance by the employee’s immediate supervisor.
No overtime pay will be allowed for Professional support staff.

Adopted: February 2, 2004

5.16.2.2 Support Staff Payday Schedules



All support staff will receive their wages on the last working Friday of the month.

In casesvherethe lastworking Friday of the monthfalls during a vacation,paycheckwill
be issued on the final day of school preceding vacation.

Support staff employees draw their salary over a twelve-month period.
Adopted: February 2, 2004
5.16.3 Support Staff Recruitment and Selection

All supportstaff will be recruitedand hired by the Superintendentn consultationwith the
Principal(s).

Adopted: February 2, 2004
5.16.4 Support Staff Assignments and Transfers

The Superintendenin consultationwith the Principalsshall makeall assignmentsnd transfers
within a pay grade.

The Superintendenin consultationwith the Principal(s)shall makeall promotionsor demotions
from pay grade to pay grade.

Adopted: February 2, 2004

5.16.5 Support Staff Probation

All supportstaff employeesare hired for a probationaryperiod of threemonths. The employee
mustdemonstraténis/herability during this time. An unsuitableemployeeon probationmay be
terminatedby the Superintendenfior any unsatisfactoryperformance.The Employeewill loseany

accrued benefits from the period worked.

Adopted: February 2, 2004

5.16.6 Support Staff Evaluation

Support staff employees shall receive a yearly written evaluation by their immediate supervisor.
Adopted: February 2, 2004

5.16.7 Time Schedule and Workload

The Superintendenghall establishwork scheduleprovisionsfor absencesindotherconditionsof
work.



Adopted: February 2, 2004
5.16.8 Support Staff Holidays
A. Bolivian Holidays

Official religiousandcivil holidaysof Bolivia shall be observed. Employeeswvorking on
such occasions will be paid three (3) times hourly rate.

B. School Holidays
Supportstaff may be requiredto work during school holidays. Thoseemployeeson
teachingyearcontractsjf working in excessof 185 annualworking days,will be paid an
additionall/1850f annualsalary. Overtime,unlessin excesf 40 hoursperweek,will not
be paid.

Adopted: February 2, 2004

5.16.9 Support Staff Transportation

Unless provided specifically in the contract, transportationfor personaluse will not be the
responsibility of the school.

Adopted: February 2, 2004

5.16.10 Support Staff Leaves and Absences

Sick Leave:All full time supportstaff shallbe givenseven(7) working daysof sick leaveperyear
at full pay.

Personal eave:All full time supportstaff shall be entitledto three(3) working daysof personal
leave per year at full pay.

Vacation Leave: Full time calendar year support staff are eligible for vacation leave as follows:
for 1 to 5 years of work 15 work days/yr.
for 5 to 10 years of work 20 work dayslyr.
for 10 and more years of work 30 work days/yr.

During the vacation period employees will receive 100% of their salaries.



Maternity Leave: Maternity leavewill be grantedfor up to forty-five (45) calendardaysleave
beforebirth andforty-five (45) calendadaysleaveafterbirth. The employeewill retaintherightto
her positionandreceivel1l00% salaryduring this time. While breastfeedinghe employeewill be
allowed time during work hours to breastfeed the baby.

Compassionateeave:Compassionateeaveof up to ten (10) working days/yr.at full paywill be
grantedfor seriousillness, injury or deathof an immediatefamily memberof a supportstaff.
(Parent, spouse, brother, sister or child.)

Unpaidleave: Unpaidleavemay be grantedat the discretionof the Superintendenvhensuchleave
does not significantly interfere with normal school operations.

Adopted: February 2, 2004
5.16.1Bupport Staff Fringe Benefits
5.16.11.1 Indemnization

Full time (185 day and 12 month contract)supportstaff shall be entitledto anend-
of-service indemnization in accordance with the provisions of Bolivian Labor Law.

5.16.11.2 Tuition

Support staff are not eligible for tuition waivers.
Adopted: February 2, 2004
5.16.12 Support Staff Termination of Employment

Continuedemploymentat ACS is subjectto maintainingoptimal schoolwork force efficienciesand
the current needs of the school.

Specific situations are covered in the ensuing policies.
Adopted: February 2, 2004
5.16.13 Reduction in Support Staff Work Force

Should conditions necessitatereducing the number of employeesin any category, the
Superintendent, in consultation with the Principal(s), shall make the final decision in all such cases.

Shoulda reductionin force be made,ninety (90) days'advancenritten noticemustbe givento the
employee before the termination takes effect.

Adopted: February 2, 2004

5.16.14 Resignation of Support Staff Members



Employeesarerequiredto give thirty (30) daysadvancewritten noticeto the Superintendernivefore
the effective date of the resignation.

Adopted: February 2, 2004
5.16.15 Suspension and Firing of Support Staff Members

The suspensiomf anemployeemay be exercisedy the Superintendenafter consultatiorwith the
Principal(s),andis subjectto the Superintendent’dliscretion. Suspensioshall be for oneto thirty
days, with loss of pay during of the suspension.

The firing of an employeemay be exercisedby the Superintendenafter consultationwith the
Principal(s), and is subject to the Superintendent’s discretion.

The Superintendentay exercisethe suspensioror firing of an employeeas a result of acts
including, but not limited to, seriousmisconductabsencevithout leave,tardinessinsubordination,
inefficiency,incompetencetheft or otherconductdamagingo the generaloperationandwelfare of

the school.

Adopted: February 2, 2004



