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5.0 PERSONNEL

5.1!STAFFING PHILOSOPHY AND GOALS !

The Board recognizes that a professionally competent, dynamic and efficient staff dedicated to
education is necessary to maintain a constantly improving educational program. The Board is
interested in its personnel as individuals, and recognizes its responsibility for promoting the general
welfare of the staff.!

The Board is committed to providing a highly competent, well-trained staff, able to fit each
discipline and area of responsibility into a balanced, well-run school program equal to or surpassing
comparable American International Schools. The staff should show qualities of stability,
creativeness and self-renewal.!

Adopted: October 28, 2003



5.1.1 Objectives!

1 To establish rules of work and conduct that will maintain good relationship among
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.!

2 To develop and manage a staff compensation program that will attract and retain the best
employees, preferably averaging four to six years of tenure.!

2 To use staff talent as effectively and economically as possible for the benefit of the total
school program.!

2  To conduct an evaluation program that will contribute to the improvement of staff
performance.!

2  !To provide an in-service training program for all employees which will improve their
performance and their chances for retention and promotion.!

2 !To develop the quality of human relations necessary to obtain maximum staff 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!

Employment and advancement opportunities shall be on the basis of qualification without regard to
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

5.2!STAFF VISAS AND WORK PERMITS!

Employment shall be conditional upon the issuance and maintenance of a valid work and residence
permit. This shall be the responsibility of the employee, provided that AEA shall lend
administrative assistance.!

Locally hired expatriate teachers must arrange their own visa. AEA will assist foreign recruited
teachers and staff and authorized dependents of foreign recruited teachers to obtain visas and will
bear the cost of such.!

In the event that a visa is not obtained, any contract or understanding between the teacher and the
school is null and void with no obligation to the school.!

Adopted: October 28, 2003

5.3!PERSONNEL RECORDS!



Records of qualification, experience and performance will be maintained by the Superintendent's
office for each member of the professional educator staff. The Superintendent will add to the record
an evaluation of performance each year. The record will be used for assignment, advancement,
termination and other personnel actions. Such records are confidential with access restricted to the
Principal(s), Superintendent and the individual concerned. The School Board may have access to
the records during an executive session of Board meetings when personnel actions are under
consideration. Information contained in the records will be made available to others only upon
written consent of the employee. Records of previous employees are kept for a minimum of five
years.!

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

1.  Documented Curriculum Vitae.

2.!Proof of degree.!

3.!Teacher certificate.!

4.!College transcripts.!

5.!Proof of previous teaching experiences.!

6. Physician's statement, indicating a satisfactory physical examination as 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 responsibility of the Superintendent to keep a record of all evaluations, as well as written
notices and memos in the employees´ files.

Adopted: October 28, 2003

5.4!SMOKING BY STAFF MEMBERS ON SCHOOL PREMISES!

AEA is a smoke free campus.

Adopted: October 28, 2003



5.5!STAFF COMPLAINTS AND CONCERNS

Professional educator staff should discuss any problem with their respective Principal. If an
agreement cannot be reached, the issue may be raised with the Superintendent. If no satisfaction is
gained, the matter can then be brought to the School Board, in writing, through the Superintendent.!

Non-professional staff should first discuss any problem with their immediate supervisor. If an
agreement cannot be reached, the employee may raise the problem with their Principal, then the
Superintendent and finally the School Board, in writing, through the Superintendent.!

The School Board is the final arbiter within the school system. Problems referred to the School
Board will be dealt with confidentially and will be heard in executive session.!The Board’s decision
is final.

Adopted: October 28, 2003

5.6!STAFF GIFTS AND SOLICITATIONS !

Staff members may not directly solicit funds, donations, dues or services from pupils. However,
posters, signs, and a receptacle for contributions may be placed in a common area, such as the
receptionist's office, but not in individual classrooms. Staff, or pupils, may not directly be solicited
at school. Other than token remembrances, gifts between staff members, pupils, parents or School
Board members are not encouraged.!

Adopted:! October 28, 2003
!

5.7!STAFF PHYSICAL EXAMINATIONS !

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

Upon commencement of the initial contract and as requested by the Superintendent, each school
sponsored employee shall furnish the school with a physician's statement attesting to their good
health, that they are medically fit for the job and that residing in Bolivia poses no health risk for
them. This statement shall be kept in the employee's personnel file.!

AEA will reimburse school sponsored employees and their authorized dependents for the
documented cost of medical examinations in connection with employment, contract renewal or
other medical examinations required by the Superintendent. See Appendix 5A for maximum
amount of reimbursement allowed.!

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

Adopted:!October 28, 2003



!5.8!PROFESSIONAL EDUCATOR STAFF POSITIONS !

The Superintendent will prepare, for School Board review and approval, an outline of professional
educator positions and the principle duties assigned to each position. The Superintendent may
change and reassign duties; however, the creation of a new position requires the approval of the
School Board.!

By December 15th of each year, the Superintendent shall define staffing needs and recommend
staffing actions for the next academic year. Following review and approval by 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 School Board will fix salary schedules for teachers and Principals consistent with attracting
highly qualified staff.!

Teachers shall be placed in the column of the salary scale appropriate for their degree(s) and
certification. For initial step placement, Professional Educator Staff with eight years or less of prior,
full time, relevant experience will be credited with one step for each year of experience. No credit is
given for part-time, substitute or Peace Corp teaching.

Following initial placement, the Professional Educator Staff will advance one step on the scale per
year served at AEA to the maximum allowable.!

All salary schedules are available in the Superintendent's office and are attached to this policy
manual as Appendix 5B and 5C.!

Sample contracts are attached to this policy manual as Appendix 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 Plans!



In furtherance of the school philosophy and objectives, all AEA teachers are expected to be
involved with school programs beyond the normal classroom setting, both during the school day
and after school through sponsoring or assisting others in worthwhile activities having positive
effects on children. These are generally one time events or of short duration.!

There are numerous other activities in the school's program of longer duration, which require more
planning and greater responsibilities on the part of the sponsor. In an attempt to recognize the
efforts of these individuals as well as to encourage additional activities, the AEA School Board has
established a program of compensation for the leaders of such activities. (See Appendixes A and
F)!

The goal of the AEA extra-curricular activities program is to offer a diverse range of 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 cases where the last working day of the month falls during a vacation, paychecks will be issued
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 Deductions!

Basic salary is calculated on an annual basis and is paid monthly. However, it assumes a standard
teaching year of 185 working days. For this reason, should deductions or additions to 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 process for international hires is carried out by the Superintendent or his/her delegate at hiring
fairs in the U.S. or through other international teacher recruitment services and professional
networks.  For this reason the vacancy notification, interviewing, and selection processes defined
below do not apply to recruitment for international positions, although the 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 requires a description of duties that specify the subject matter,
qualifications, and any other requirements that must be met to perform satisfactorily
the duties of the position.

Descriptions of qualifications

•  Qualifications for positions must specify education, experience, and language
requirements along with any others (maximum of two) that will ensure that the
recruitment process will yield candidates that will fit the School’s particular needs
and ensure that candidates know precisely how they will be evaluated.

•  The minimum qualifications for a foreign hire teaching position  is a bachelor’s
degree and a valid teaching certificate from the United States of America or its
equivalent.  (See appendix  for ACS standards of equivalency.) Their most recent
teaching position is normally expected to have been in a school system within the
U.S. or at an American sponsored International School in order to strengthen the
American curriculum at AEA.



•  The minimum credentials for a locally hired teacher are a bachelors degree and a
teaching certificate from the United States of America or their equivalent.  The
Superintendent will determine equivalency for non-U.S. trained personnel.

•  The hiring of relatives of staff members is not precluded provided there is no
supervisory relationship between the two individuals.  For this reason, no employee
or staff member shall exercise supervisory responsibility over any individual with
whom s/he has a familial relationship.

Broadly disseminated vacancy notification

•  All vacancies for local positions shall be posted for a minimum of two weeks and be
advertised widely through all School communications channels, at least one local
newspaper, and embassy newsletters.  Position vacancy announcements should be
prepared in English and must describe the position and the qualifications.
Announcements should in no way exclude candidates on the basis of national origin,
sex, race, age, religion, or ethnicity.

•  The Superintendent will determine the most appropriate dissemination channels to
advertise international position vacancies.

Interview process

•  The Superintendent is responsible for ensuring that a selection team be named for
each local recruitment action  to include the supervising administrator and at least
two other representatives of the instructional staff with relevant subject matter
knowledge or with whom the candidates will work closely.  Selection team should
consider including an individual from another discipline or school level.

•  All members of the identified selection team must scrupulously avoid the appearance
of bias in employment decisions related to positions for which their close personal
friends, family, or household members have applied.  It is incumbent upon each
member of the selection team to identify any relationships that they have with the
members of the candidate pool and to recuse themselves from the process if there is a
family member involved or if they determine that they cannot  be objective.

•  The Superintendent will determine appropriate interview processes for international
positions.

Selection



•  Selection of finalists will be made based on written criteria as evaluated by the
selection committee.

•  Finalists must disclose any familial relationships with current AEA 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. and teaching certificate or BA with 12 hours in content area and two years of

experience

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

5.8.6!Professional Educator Staff Orientation!

The Principal(s), together with the Superintendent, will organize a planned program for 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 consultation with the Superintendent, makes all assignments and transfers of
teaching staff.!

Adopted:!October 28, 2003

5.8.8!Professional Educator Staff Probation and Tenure!

The first three months of employment shall be a probationary period during which the employee
may be dismissed without indemnity of any kind, other than salary earned.!

Foreign Hire Teachers will be notified regarding new contracts by the 15th of December.! Local Hire
Teachers will be notified regarding new contracts by the 1st of 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:!

Step1!Establishing Expectations and Setting Goals: Performance will be measured objectively
against stated expectations and standards for professional practice in education. Supervisors
will communicate expectations and standards to each teacher. Based on the standards and
expectations, each teacher, in collaboration with his/her supervisor, will identify target areas
for professional development/improvement. Each teacher will then set specific goals based
on her/his development needs as well as broader AEA professional development efforts (e.g.
broad staff development activities to introduce new technology).!

Step 2!Professional Growth Action Plans: Each teacher, with guidance from his/her supervisor,
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 3!Supervisor Observation, Documentation, and Feedback:
During the course of the year as professional growth action plans are implemented, the
supervisor will observe implementation, document performance, and provide ongoing
feedback.!

Step 4 Follow-up Self-Assessment: At the end of an annual cycle, each teacher will perform a self-
assessment utilizing a tool such as the Teacher Professional Standards form. See Appendix
5F.!

Step 5 Professional Growth Report: Each year the supervisor will prepare for each teacher a
written report on progress towards the attainment of mutually agreed upon goals. The
professional growth report will be a comprehensive, objective assessment of actual
performance relative to the expectations and goals laid out in Step 1. It will be based on
observations made over the course of the year, the teacher’s self-assessment input from Step
4, and other input as appropriate. Areas of performance that exceed expectations related to
standards (i.e. exceptional performance) as well as areas that do not meet expectations
related to standards will be documented.!

Step 6!Performance Review Discussion: The supervisor will conduct a performance review
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.
!

Step 7!Remedial Plan: If at any time performance does not meet the stated expectations and
standards for professional practice in education, a structured remedial plan will be developed
by the supervisor and agreed with the teacher. The aim of remedial action is to assist the
teacher in reaching a level of performance consistent with expectations. If performance does
not improve within a time frame specified by the supervisor, the teacher’s employment
contract may be terminated.!

Step 8!Summative Evaluation: Teachers on remedial plans and teachers in their first year at AEA
shall receive a summative evaluation using (Form K) based on performance standards and
mutually agreed upon goals.!

In the event of any significant disagreement on performance between a teacher and a supervisor, the
teacher may request a review by the Superintendent. For performance evaluation issues involving
employment status, compensation, or development opportunities, a teacher may present, in writing,
his/her request to the Board of Trustees if the matter is not resolved by the decision of the
Superintendent.!

Evaluation procedures shall meet the following requirements of the Board:



•  All evaluation documents will be in writing.

•  A professional growth report or summative evaluation shall be completed annually for each
teacher

•  The professional growth report or summative evaluation shall be reviewed and signed by the
teacher along with the evaluator and shall be treated as a confidential document restricted to
the teacher, Principal, Superintendent, and upon special request, the School Board.

•  The Superintendent will advise the Board any time a teacher is placed on a remedial plan,
and the Board shall be kept advised of the status.

•  Principals will consult with the Superintendent and the Superintendent will advise the Board
whenever results of evaluation indicate that continued employment of a teacher is in doubt.

•  All evaluation documents shall be available to the Board upon request. However, 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 consultation with the Superintendent determine time schedules and workload
for teaching staff. Whenever possible, teachers will be given one unassigned period per day for
purposes of planning and one period during which they will not be assigned a specific class, but will
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

Professional Educator Staff are hired with the expectation that they will complete a full school year.
It is the intent of the Board that Professional Educators should be on duty daily to provide the



continuity that their students need.  Therefore, absence for 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
Professional Educator Staff are granted ten (10) days sick leave at full pay annually, cumulative to a
maximum of thirty (30) days. Time needed to deal with illness within the immediate family
(children or spouse) is counted as sick leave.

Should a Professional Educator Staff use more than the allotted sick days, deductions will be made
during the month when the absence occurs.  Deductions for teachers will be calculated based on 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 personal
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-renewal of contract or during last year of employment, Professional Educator
Staff may take up to three (3) recruitment leave days to be used exclusively for recruitment
purposes.  Three (3) Recruitment leave days may be added to up to three (3) days unused personal
leave for a maximum of six (6) days leave for recruitment purposes only.  It is understood that staff
members will make every effort to use the minimum number of days necessary.  Recruitment leave
shall be granted one time only during employment at AEA.

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

5.10.4 Maternity Leave
All Professional Educator Staff will be granted up to ninety (90) calendar days maternity leave at
100% pay from their last working day with a minimum of forty-five (45) calendar days after
childbirth.  (Because of the difficulty in securing competent substitutes and owing to the unique
relationship between student and teacher, pregnant teachers are encouraged to remain in the
classroom as long as possible (upon the advice of a physician) before childbirth.)  Professional
Educator Staff on maternity leave are expected to render as much assistance as possible to 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/Bereavement leave of up to ten (10) working days will be granted in the case of serious
illness or injury of, or upon the death of, an immediate family member.  Immediate family members
shall include siblings, parents, spouse and children.

Foreign hire employees and their spouses will each be eligible for the most direct economy round
trip airfare for each serious illness, injury or death of a child.  In the case of the deceased victim
being the parent of a Professional Educator Staff, one economy round trip airfare by most direct
route will be granted to the employee only.  In the case of the victim being the spouse of a
Professional Educator Staff, economy round trip airfare will be provided for the employee and
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 of
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 Principal will maintain a roster of suitable substitute teachers.  Substitute teachers will be paid
at the current daily rate approved by the Board.  Substitute teachers with certification should be
called first.  See Appendix 5A for current rate.



Should a regular teacher be absent for fifteen (15) working days, the Principal will recommend that
the replacement (long-term substitute teacher) be placed on full salary, according to the established
compensation schedule, for the duration.

Cross-reference:
Appendix 5A, Monetary Amounts

Adopted: October 28, 2003

5.12  PROFESSIONAL EDUCATOR STAFF BENEFITS

Benefits for professional educator staff will be reviewed and approved annually by the Board to
ensure the salary and benefits compensation package will attract and retain the highest quality
personnel while minimizing costs.  The Superintendent will provide relevant information on the
competitiveness of the AEA salary and benefits package.

All professional educator staff will be eligible for a “Professional Educator Staff Benefits” package.
Together with salary, Professional Educator Staff Benefits will provide a total compensation
package that is competitive with other local private schools hiring similar professionals.

Employees who are recruited and contracted overseas and who are sponsored by AEA will be
eligible for an additional “Overseas Hire Benefits Supplement”.  The Overseas Hire Benefits
Supplement together with salary and Professional Educator Staff Benefits will provide a
compensation package competitive with other international schools recruiting similar professionals
in the United States or abroad.

Adopted: November 17, 2003

5.12.1 Retirement

Professional educator staff will be eligible for retirement benefits as stated in their contracts and in
Appendix 5A, Monetary Amounts.

If the employee does not complete the school year under contract they will forfeit their retirement
benefit for that year.

Adopted: November 17, 2003

5.12.2 Insurance for Professional Educator Staff



Locally hired professional educator staff employed at 50% of a full time contract or more will be
eligible for medical insurance coverage in Bolivia within the policies issued by the provider of the
insurance program selected by the school.

Overseas hired professional educator staff will be eligible for international medical insurance
coverage within the policies issued by the provider(s) of the insurance program(s) selected by the
school.

Professional educator staff will not be eligible for medical insurance that is already covered by
another insurance policy.

Adopted: February 2, 2004

5.12.3 Tuition and Fee Waivers

Subject to the following provisions, each professional educator staff employed 50% of a full time
contract or more will be eligible for waiver of tuition and fees for one child of the employee
enrolled at AEA up to the percent of employment.

•  If a spouse’s employer covers tuition and fees, then no waiver will 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 both a husband and wife are professional educator staff members of AEA, they are eligible for
waivers for two of their children.

AEA staff that are employed as of April 30, 2004 will not lose eligibility for tuition and fee waivers
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

Professional educators hired overseas will be eligible for an allowance as indicated in Appendix
5A, monetary amounts.

Adopted: November 17, 2003

5.13.2 Medical Insurance for Authorized Dependents

Overseas hired professional educator staff will be provided medical coverage for their authorized
dependents within the policies issued by the provider of the insurance program selected by the
school.

Adopted: November 17, 2003

5.13.3 Shipment

Overseas hired professional educator staff shall be given a shipping allowance as indicated in
Appendix 5A, Monetary Amounts.

Adopted: November 17, 2003

5.13.4 Housing

Overseas hired professional educator staff will be provided semi-furnished accommodation
generally the equivalent of American standard as determined by the Board for the duration of their
contract.  Such accommodation will be free of charge to the employee and shall include those
furnishings listed in Appendix 5B Furnishings.

Overseas hired professional educator staff employed at AEA before August 1, 2003 and who were
already receiving a housing allowance under previous policy will not lose eligibility as long as they
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 the commencement of an employment contract, the school shall provide direct air transport from
the point of origin to La Paz for the Employee and authorized dependents.



A. Upon final completion of the Employees' service with the school, the school shall pay
the actual costs of direct air transport to the point of origin for the employee, and all
authorized dependents.

B. During the term of an employment contract, the Employee may, with the approval of the
Superintendent, take one compassionate leave per school year.  In such cases the school
will reimburse the Employee against relevant supporting vouchers for the cost of direct
air transport, provided the same shall not exceed the cost of such travel to and from the
point of origin.

C. Upon completion of the initial two-year contract and each year thereafter, the cost of
direct air transport to the Point of Origin and back to La Paz will be provided for annual
leave for all returning employees and their authorized dependents.

D. "Direct Air Transport" is defined as an average of the discounted fares offered by major
airlines operating out of La Paz as determined by the Superintendent.

E. Overseas hired professional educator staff employed at AEA before August 1, 2003 and
who were already receiving a transportation allowance under previous policy will not
lose eligibility as long as they remain in continuous employment with AEA.

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

5.13.6 Emergency Evacuation and/or School Closure

A. In case of an emergency situation of a temporary nature, the overseas contracted
employee and authorized dependents will be flown at school’s expense to the nearest
safe haven as identified by the school.  A per diem for each family, as determined by the
Superintendent, in addition to salary will be paid for the period of time until they are
either returned to La Paz or transported to their Point of Origin.  The maximum payment
of safe haven per diem shall be twenty-eight (28) calendar days.

B. In the case of an emergency situation requiring the closure of the school on a permanent
or semi-permanent basis, overseas hired employees will be paid up to 6 months salary
(from the date of the last day of instruction) or to the end of the school year, whichever
is less.  In addition, the overseas hired employee and authorized dependents will be
entitled to direct air transport to their point of origin, plus shipping allowances and other
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

When an overseas hired professional educator staff’s contract status is altered due to marriage, the
contract shall remain the same except in the case of the birth or adoption of a child in which case
the child will become an authorized dependent.

If an overseas hired professional educator staff marries a host country resident other than another
foreign hired professional educator, the employee’s status will be changed to local hire on the next
contract renewal.
Adopted: November 17, 2003

5.14 REDUCTION IN FORCE

Reduction in Force shall mean the reduction or termination by the School of the services of a
member of the professional educator staff because of decreased enrollment, economizing on
expenditures, elimination or reduction in part(s) of the School’s program, insufficient funds or for
any other sufficient reason as determined by the Board of Trustees.

Reduction in Force does not include termination as a result of disciplinary action, voluntary
retirement of the employee, retirement of employee on reaching the retirement age, or termination
of service on medical grounds.

Should it be necessary to reduce the number of professional educator staff, the Superintendent shall
submit to the Board for their approval, a proposal for reduction in force. Such a proposal shall be
based on the School’s needs, with due consideration given to staff members’ overall qualifications,
flexibility (ability to teach multiple subjects and/or grade levels), professional contribution to the
school, and performance evaluations. The Board’s decision on the proposal shall be final.

Any employee who is terminated because of a reduction in force shall be given notice in accordance
with his/her contract and shall be entitled to termination benefits as provided for 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 cases of resignation prior to the completion of the employment agreement, the Board's
responsibility is limited to salary payments through the last day of active duty, less any amounts
required to settle the individual's outstanding local debts.



In the event of resignation or separation for causes other than gross misconduct, AEA and the
employee each agree to give the other written notice of at least thirty (30) days prior to the effecting
such action and whatever payments are due under the terms of the employment agreement shall 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

Suspension, firing or non-renewal of contracts of all professional educator staff through causes
other than resignation shall be by action of the Superintendent, who will insofar as possible inform
the School Board in advance.

Such action will be taken, except in cases of gross misconduct or reduction in force, only after the
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.Failure to comply with the terms of the contract.  The Superintendent or School Board
Chairman will supply a thirty (30) day written notice.

2.Gross misconduct. Immediate dismissal with written reasons supplied 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 case of Force Majeure, local hire professional educator staff will be compensated as specified
by Bolivian law.

Adopted: November 17, 2003

5.16 POLICIES PERTAINING TO SUPPORT STAFF

The Board recognizes that the support staff of ACS plays an important role in the school's
efficiency as a business and in complimenting and supporting the education program.  To that end,
support staff positions shall be created and maintained to help accomplish the educational and
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 Teaching Year: Those employees who are expected to work for at least the
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 Superintendent will review bi-annually an organizational chart that illustrates lines of
communication and responsibility and number of sanctioned posts.  The School Board approves a
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 employees shall receive a standard contract consistent with Bolivian Labor Law.
Remuneration shall be on a monthly basis as specified in Appendix 5G.

Compensation guide in Appendix 5G.  Support staff compensation and benefits will be reviewed
annually by the Board to ensure that the total compensation package is adequate to attract qualified
staff and consistent with compensation provided by other organizations in La Paz for personnel with
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 hours worked in excess of a normal contracted workweek, full-time teaching year
support staff shall receive one and one-half (1 1/2) times their gross hourly wage for each
hour worked.

In the case of full time teaching year employees, "hourly wage" shall equal contract salary
divided by 185 working days, divided by 8 hours.

For hours worked in excess of a normal forty-eight hour week or during holidays, full-time
calendar year support staff shall receive two (2) times their gross hourly wage for each hour
worked. On Sundays they shall receive three (3) times their gross hourly wage for each hour
worked. [Calculated by dividing monthly salary by 192 hours times 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 cases where the last working Friday of the month falls during a vacation, paychecks will
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 support staff will be recruited and hired by the Superintendent in consultation with the
Principal(s).

Adopted: February 2, 2004

5.16.4 Support Staff Assignments and Transfers

The Superintendent in consultation with the Principals shall make all assignments and transfers
within a pay grade.

The Superintendent in consultation with the Principal(s) shall make all promotions or demotions
from pay grade to pay grade.

Adopted: February 2, 2004

5.16.5 Support Staff Probation

All support staff employees are hired for a probationary period of three months.  The employee
must demonstrate his/her ability during this time.  An unsuitable employee on probation may be
terminated by the Superintendent for any unsatisfactory performance.  The Employee will lose any
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 Superintendent shall establish work schedule, provisions for absences and other conditions of
work.



Adopted: February 2, 2004

5.16.8 Support Staff Holidays

A. Bolivian Holidays

Official religious and civil holidays of Bolivia shall be observed.  Employees working on
such occasions will be paid three (3) times hourly rate.

B. School Holidays

Support staff may be required to work during school holidays.  Those employees on
teaching year contracts, if working in excess of 185 annual working days, will be paid an
additional 1/185 of annual salary.  Overtime, unless in excess of 40 hours per week, will not
be paid.

Adopted: February 2, 2004

5.16.9 Support Staff Transportation

Unless provided specifically in the contract, transportation for personal use 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 support staff shall be given seven (7) working days of sick leave per year
at full pay.

Personal Leave: All full time support staff shall be entitled to three (3) working days of 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 days/yr.

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 leave will be granted for up to forty-five (45) calendar days leave
before birth and forty-five (45) calendar days leave after birth. The employee will retain the right to
her position and receive 100% salary during this time. While breastfeeding the employee will be
allowed time during work hours to breastfeed the baby.

Compassionate Leave: Compassionate leave of up to ten (10) working days/yr. at full pay will be
granted for serious illness, injury or death of an immediate family member of a support staff.
(Parent, spouse, brother, sister or child.)

Unpaid leave:Unpaid leave may be granted at the discretion of the Superintendent when such leave
does not significantly interfere with normal school operations.

Adopted: February 2, 2004

5.16.11 Support Staff Fringe Benefits

5.16.11.1 Indemnization
Full time (185 day and 12 month contract) support staff shall be entitled to an end-
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

Continued employment at ACS is subject to maintaining optimal school work force efficiencies and
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 necessitate reducing the number of employees in any category, the
Superintendent, in consultation with the Principal(s), shall make the final decision in all such cases.

Should a reduction in force be made, ninety (90) days' advance written notice must be given to the
employee before the termination takes effect.

Adopted: February 2, 2004

5.16.14 Resignation of Support Staff Members



Employees are required to give thirty (30) days advance written notice to the Superintendent before
the effective date of the resignation.

Adopted: February 2, 2004

5.16.15 Suspension and Firing of Support Staff Members

The suspension of an employee may be exercised by the Superintendent after consultation with the
Principal(s), and is subject to the Superintendent’s discretion.  Suspension shall be for one to thirty
days, with loss of pay during of the suspension.

The firing of an employee may be exercised by the Superintendent after consultation with the
Principal(s), and is subject to the Superintendent’s discretion.

The Superintendent may exercise the suspension or firing of an employee as a result of acts
including, but not limited to, serious misconduct, absence without leave, tardiness, insubordination,
inefficiency, incompetence, theft or other conduct damaging to the general operation and welfare of
the school.

Adopted: February 2, 2004


