
 

 

 

 

 

EMPLOYMENT / STAFF 

HANDBOOK 

 

(Revised July, 2019)  

 

 

 

 

https://www.mountmadonnainstitute.org/faculty-and-staff

https://www.mountmadonnainstitute.org/faculty-and-staff


Table of Contents 

 

 
1. MMI Institute Policies 

     Mission Statement 

Equal Employment Policy  

Non-Discrimination and Anti-Harassment Policy 

Grievance and Due Process with Notification Form 

Whistleblower 

Code of Ethics 

Affirmative Action 

Diversity Statement 

Diversity Policy 

Authorization of Use 

 

2. Employment Descriptions 
Affirmative Action Statement 

Full Time Salaried Employees 

Part-Time Salaried Employees 

Hourly Employees and MMI Time Sheet 

Independent Contractors and IC Agreement 

“At-will” Employment  

 
3. Employment Requirements 

Prior to Beginning Work 

Illness 

W-4 / I-9 

 
4. Compensation 

Payment Procedure 

Salaried Staff 

Hourly Staff 

Independent Contractors 

Independent Contractor Agreement 

 
5. Faculty/Staff Benefits 

Long Term Absence 

Health Insurance 

Workers’ Compensation Insurance 

Safety Documents 

Staff Hiring and Evaluation Procedures 

Staff Evaluation Forms 

 

 

 

https://www.mountmadonnainstitute.org/faculty-and-staff 
 

https://www.mountmadonnainstitute.org/faculty-and-staff


MOUNT MADONNA INSTITUTE 

 

 

 
MISSION STATEMENT 

 

The Mount Madonna Institute is committed to  

wellness and positive transformation. 

We offer trainings, certificates, and graduate degrees that integrate the traditional 

systems of Yoga, Ayurveda and Community with contemporary life and prepares 

graduates for a variety of careers in the integrative health professions. 



 

Mount Madonna Institute 

 

EQUAL EMPLOYMENT OPPORTUNITY POLICY 
 

Mount Madonna Institute is an equal opportunity employer committed to fostering a diverse and 

inclusive academic global community. The University is dedicated to enhancing diversity and inclusion 

in all aspects of recruitment and employment. All qualified applicants will receive consideration for 

employment without regard to race, color, religion, age, sex, sexual orientation, gender identity, gender 

expression, national origin, ancestry, citizenship status, physical disability, mental disability, medical 

condition, military and veteran status, marital status, pregnancy, genetic information or any other 

characteristic protected by state or federal law. The University is committed to achieving a diverse 

faculty and staff and encourages members of underrepresented groups to apply. 

 

 

NON-DISCRIMINATION AND ANTI-HARASSMENT POLICY. 
 

Purpose 

 

Mount Madonna Institute (MMI) maintains a commitment to and a policy of nondiscrimination 

and non-harassment in the work place. All relationships in the work place and in the classroom 

are to be professional and respectful, free of bias, prejudice and harassment. MMI 

administration and directors are required to attend training every other year regarding 

maintaining a harassment free work place. MMI intends to model and enforce the State and 

Federal policies. Any person doing business for or with MMI will be subject to these policies 

and all recommended procedures will be followed for employees, volunteers, faculty, students, 

contractors. These policies extend to on and/or off campus business and school sponsored 

events. Reports of all unacceptable conduct will be promptly investigated and corrective action 

taken. Any behavior that is found to be discriminatory, harassing or retaliatory will have 

consequences. 

 

Policy 

 

MMI has zero tolerance for any conduct that violates this Policy. Conduct need not arise to the 

level of a violation of law to violate this Policy. Instead a single act can violate this Policy and 

provide grounds for discipline or other appropriate sanctions. 

 

Harassment or discrimination against an applicant, volunteer, student, independent contractor, 

or employee by a supervisor, management employee, co-worker, student or contractor on the 

basis of race, religion, sex (including gender and pregnancy), national origin, ancestry, 

disability, medical condition, genetic characteristics, marital status, age, sexual orientation 

(including homosexuality, bisexuality, transgender, non-binary, (LGBQT) or heterosexuality), 

or any other protected classification as defined below, will not be tolerated. 

 

This Policy applies to all terms and conditions of volunteerism, employment, including, but 

not limited to, hiring, placement, promotion, disciplinary action, layoff, recall, transfer, leave 

of absence, compensation, and training. 

 

Disciplinary action or other appropriate sanction up to and including termination will be 

instituted for prohibited behavior as defined below. Any retaliation against a person for filing a 

complaint or participating in the complaint resolution process is prohibited. Individuals found 

 



 

to be retaliating in violation of this Policy will be subject to appropriate sanction or 

disciplinary action up to and including termination. 

 

Definitions 

 
Protected Classifications: This Policy prohibits harassment or discrimination because of an 

individual's protected classification. "Protected Classification" includes race, religion, color, 

sex (including gender and pregnancy), sexual orientation (including heterosexuality, 

homosexuality, transsexuality, and bisexuality  national origin, ancestry, citizenship status, 

marital status, pregnancy, age, medical condition, genetic characteristics, and physical or 

mental disability. It also includes status as a veteran or a member of the uniformed services.  

 

Policy Coverage: This Policy prohibits school officials, officers, employees, students, 

volunteers, or contractors from harassing or discriminating against applicants, officers, 

officials, employees, students, volunteers, or contractors because: 

• of an individual's protected classification 

• of the perception that an individual has a protected classification 

• the individual associates with a person who has or is perceived to have a 

protected classification. 

 

Discrimination: This policy prohibits treating individuals differently because of the 

individual's protected classification as defined in this policy. 

 

Harassment may include, but is not limited to, the following types of behavior that is taken 

because of a person's protected classification. Note that harassment is not limited to conduct 

that the School's employees take. Under certain circumstances, harassment can also include 

conduct taken by those who are not employees or students, such as elected officials, 

appointed officials, persons providing services under contracts, or even members of the 

public: 

 Speech, such as epithets, derogatory comments or slurs, and propositioning on the 

basis of a protected classification. This might include inappropriate comments on 

appearance, including dress or physical features, or dress consistent with gender 

identification, or race-oriented stories and jokes. 

 Physical acts, such as assault, impeding or blocking movement, offensive touching, 

or any physical interference with normal work or movement. This includes pinching, 

grabbing, patting, propositioning, leering, or making explicit or implied job threats or 

promises in return for submission to physical acts. 

 Visual acts, such as derogatory posters, cartoons, emails, pictures or drawings related 

to a protected classification. 

 Unwanted sexual advances, requests for sexual favors and other acts of a sexual 

nature, where submission is made a term or condition of employment, where 

submission to or rejection of the conduct is used as the basis for employment 

decisions, or where the conduct is intended to or actually does unreasonably interfere 

with an individual's work performance or create an intimidating, hostile, or offensive 

working environment. 

 

 

 



 

Guidelines for Identifying Harassment  

 To help clarify what constitutes harassment in violation of this Policy, use the      following 

guidelines: 

 Harassment includes any conduct which would be "unwelcome" to an individual of the 

recipient's same protected classification and which is taken because of the recipient's 

protected classification. 

 It is no defense that the recipient appears to have voluntarily "consented" to the conduct at 

issue. A recipient may not protest for many legitimate reasons, including the need to avoid 

being insubordinate or to avoid being ostracized. 

 Simply because no one has complained about a joke, gesture, picture, physical contact, or 

comment does not mean that the conduct is welcome. Harassment can evolve over time. 

Small, isolated incidents might be tolerated up to a point. The fact that no one is 

complaining now does not preclude anyone from complaining if the conduct is repeated in 

the future. 

 Even visual, verbal, or physical conduct between two employees who appear to welcome 

the conduct can constitute harassment of a third applicant, officer, official, employee, or 

contractor who observes the conduct or learns about the conduct later. Conduct can 

constitute harassment even if it is not explicitly or specifically directed at an individual. 

 Conduct can constitute harassment in violation of this Policy even if the individual engaging 

in the conduct has no intention to harass. Even well-intentioned conduct can violate this 

Policy if the conduct is directed at, or implicates a protected classification, and if an 

individual of the recipien t's same protected classification would find it offensive (e.g., gifts, 

over attention, endearing nicknames). 

 

Retaliation: Any adverse conduct taken because an applicant, employee, student or contractor 

has reported harassment or discriminati on, or has participated in the complaint and 

investigation process described herein, is prohibited. "Adverse conduct" includes but is not 

limited to: taking sides because an individual has reported harassment or discrimination, 

spreading rumors about a complaint, shunning and avoiding an individual who reports 

harassment or discrimination, or real or implied threats of intimidation to prevent an individual 

from reporting harassment or discrimination. The following individuals are protected from 

retaliation: those who make good faith reports of harassment or discrimination, and those who 

associate with an individual who is involved in reporting harassment or discrimination or who 

participates in the complaint or investigation process. 

 

Preventing Harassment, Discrimination and Retaliation In the Private and 

Independent School Environment 
 

Sexual Harassment is unlawful under State and Federal Statues. MMS prohibits sexual harassment and 

discrimination. Facts about Sexual Harassment can be found at the following website and an excerpt is below: 

http://www.eeoc.gov /facts/fs-sex .html 

 

Sexual harassment is a form of sex discrimination that violates Title VII of the Civil Rights Act of 1 964. 

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature 

constitutes sexual  harassment  when  submission  to or  rejection  of this conduct explicitly  or  implicitly  affects  

an  individual's  employment,  unreasonably interferes with an individual's  work  performance  or creates an  

intimidating,  hostile  or offensive work environment. Sexual harassment can occur in a variety of circumstances, 

including but not limited to the following: 

 

 The victim as well as the harasser may be a woman or a man . The victim does not have 
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to be of the opposite sex. 

 The harasser can be the victim's supervisor, an agent of the employer, a supervisor in 

another area, a co-worker, or a non-employee. 

 The victim does not have to be the person harassed but could be anyone affected by the 

offensive conduct. 

 Unlawful sexual harassment may occur without economic injury to or discharge of the 

victim. 

 The harasser's conduct must be unwelcome. 

 

It is helpful for the victim to directly inform the harasser that the conduct is unwelcome and 

must stop. The victim should use any employer complaint mechanism or grievance system 

available. 

 

When investigating allegations of sexual harassment, EEOC looks at the whole record: the 

circumstances, such as the nature of the sexual advances, and the context in which the alleged 

incidents occurred. A determination on the allegations is made from the facts on a case-by-case 

basis. 

 

Prevention is the best tool to eliminate sexual harassment in the workplace. Employers are 

encouraged to take steps necessary to prevent sexual harassment from occurring. They should 

clearly communicate to employees that sexual harassment will not be tolerated. They can do so 

by establishing an effective complaint or grievance process and taking immediate and 

appropriate action when an employee complains. 

Complaint Procedure 

If an employee, student, staff member, or a faculty member believes he/she has been 

subjected to or has witnessed such discrimination or harassment he/she should report the 

actions immediately to the Provost or President, as is appropriate. An investigation of facts 

will follow using confidentiality to the extent possible and consistent with a thorough 

investigation. The Provost, and/or President will communicate the findings and any corrective 

action taken to the employee, student, staff member, or faculty member.  

 

No individual will be retaliated against by the School for reporting in good faith instances of 

work-related harassment. Any employee, student, staff member, or a faculty member who 

believes they are being retaliated against should report this behavior to the Provost or 

President. The employee may appeal any complaints regarding discrimination, harassment or 

retaliation to an Officer of The MMI Board of Directors, and also has the option to report to 

Outside Administrative Agencies: An individual has the option to report harassment, 

discrimination, or retaliation to the U.S. Equal Employment Opportunity Commission 

(EEOC), the California Department of Fair Employment and Housing (DFEH), the U.S. 

Office for Civil Rights, or the California Department of Education. 

 

Complaint Procedure Steps: 

 

1. An employee, student, staff member, or a faculty member, job applicant, or contractor who believes he or 

she has been harassed may make a complaint verbally or in writing with any of the following. There is no 

need to follow the chain of command: 

 Immediate supervisor 

 Any supervisor or manager within or outside of the department 

 Department Chair 

 Provost 

 

 



 

 President 

2. Any Manager, Supervisor or Area Lead who receives a harassment complaint should notify the Provost.  
Immediately upon receiving notification of a harassment complaint, the Provost shall: 
 

a) Authorize and supervise the investigation of the complaint and/or investigate the complaint. The 

investigation will include interviews with: 

 the complainant; 

 the accused harasser; 

 other persons who have relevant knowledge concerning the allegations in the complaint.  

 

b) Review the factual information gathered through the investigation to determine whether the alleged 

conduct constitutes harassment, discrimination or retaliation giving consideration to all factual 

information, the totality of the circumstances, including the nature of the conduct, and the context in 

which the alleged incidents occurred. 

 

c) Report a summary of the determination as to whether harassment occurred to appropriate 

persons, including the complainant, the alleged harasser, the supervisor, and the Division head. 

If discipline is imposed, the level of discipline wil1 not be communicated to the complainant. 
 

d) If conduct in violation of the School's Policies occurred, take or recommend to the 

appointing authority prompt and effective remedial action. The remedial action will be 

commensurate with the severity of the offense. 

 

e) Take reasonable steps to protect the complainant from further harassment, 

discrimination or retaliation. 

 

f) Take reasonable steps to protect the complainant from retaliation as a result of 

communicating the complaint. 

 

3. MMI takes a proactive approach to potential Policy violations and will conduct an     

investigation if its officers, supervisors, or managers become aware that harassment, 

discrimination, or retaliation may be occurring, regardless of whether the recipient or 

third party reports a potential violation. 

 

4. Option to Report to Outside Administrative Agencies: 

An individual has the option to report harassment, discrimination, or retaliation to the 

U.S. Equal Employment Opportunity Commission (EEOC), the California Department 

of Fair Employment and Housing (DFEH), the U.S. Office for Civil Rights, or the 

California Department of Education. These administrative agencies offer legal 

remedies and a complaint process.  

 

      Confidentiality 

 

Every possible effort will be made to assure the confidentiality of complaints made under this Policy. 

Complete confidentiality cannot occur, however, due to the need to fully investigate and the duty to take 

effective remedial action. As a result, confidentiality will be maintained to the extent possible. An individual 

who is interviewed during the course of an investigation is prohibited from discussing the substance of the 

interview, except as otherwise directed by a supervisor or the Provost. Any individual who discusses the 

content of an investigatory interview will be subject to discipline or other appropriate sanction. MMI will not 

disclose a completed investigation report except as it deems necessary to support a disciplinary action, to 

take remedial action, to defend itself in adversarial proceedings, or to comply with the law or court order. 

  

 

 

 

 



 

Mount Madonna Institute 

 

STAFF GRIEVANCE AND DUE PROCESS POLICY 

 
Note: Faculty Grievance Policy is also located in MMI Faculty Handbook and Student Grievance Policy in MMI 

Catalog. 

 
“Staff” refers to any paid or volunteer administrative team member serving in an administrative capacity at the 

request of the President, Provost, Chair of a Department, and/or the Chief Financial Officer at Mount Madonna 

Institute, College of Ayurveda, and /or schools of Yoga and Community Studies. 

Note: Grievances and/or complaints of alleged Harassment, in all protected forms including sexual 

harassment, are addressed according to the separate MMI Anti-Harassment Policy in the Staff Handbook. 

 

Please also see the Diversity and Inclusion Policy found in the MMI Catalog/Staff Handbook. 

 

Mount Madonna Institute (MMI) values harmony and collegial fellowship among faculty, students, staff, the 

administration, and with our extended community. Our intention is to resolve grievances and rectify any situation 

that may have led to injustices or misunderstandings quickly and fairly.  

All staff members are encouraged to openly discuss or question any concern through constructive communication 

with all concerned prior to it becoming a formalized complaint. However, once a staff member wishes to pursue a 

complaint, the Institute Faculty Grievance Policy and Procedure provides MMI staff with a method for addressing 

any concerns that may arise regarding MMI’s administrative policies that pertain to staff. The procedure provides 

a thorough review of a complaint and affords due process rights with the intent of arriving at a mutual agreement 

among all parties.  

A grievance is generally defined as an allegation by a staff member, or a group of staff members, that there has 

been a breach, misinterpretation, or misapplication of MMI’s policy or procedure as set forth in the Employees 

Manual. The grievance may be against the process used and/or against the outcome.  

Grievances may include, but are not limited to any of the following:  

 1. Compensation; 

 2. Dismissal, suspension or reassignment; 

 3. Disciplinary action including but not limited to dismissal, reprimand or suspension; 

 4. An egregious breach of confidentiality in the evaluation process or other expectations  of appropriate staff 

behavior; or 

 5. Material terms or conditions of employment. 



 

 6. Denial of promotion 

Procedure 

 Staff grievances shall be submitted to the following in this order  

1. Department Manager 

2. Staff Grievance Committee  

Composed of the Chair of the School (who will serve as chair of the committee), a staff 

representative, and an MMI Administration member appointed by the CEO. 

If not satisfactorily resolved at the level of the Department Manager, a Staff Grievance may be 

taken to the Staff Grievance Committee.  

 

The Staff Grievance Committee will: 

1. Hear the grievance. 

2. Hear the Institute’s response, including any charges against the Staff. 

3. Review any actions taken, either by the Staff, the Institute, or its members. 

4. Prepare a recommendation to the CEO. 

5. If the circumstances include the CEO and the CEO does not accept the 

recommendations of the committee, the Committee Chair will refer the matter to the 

Institute’s Board of Directors for decision. In all other circumstances, the decision of 

the CEO shall be the final decision. 

Appeal Process 

For administrative grievances, if the parties accept the resolution, the grievance is considered to  be settled. If the 

resolution is not acceptable, then the grievant(s) may appeal the resolution in writing within 15 days of the date the 

resolution is mailed to the grievant(s). If the appeal is not submitted within the prescribed time limit, the entire process 

terminates. 

If the grievant(s) elects to appeal administrative appeals, they are submitted to the CEO, along with the written 

record from the previous steps. If the CEO is the object of the grievance, the grievance will be referred to a 

Special Hearing Committee of the MMI Board of Directors.  

Within 30 days of appeal to either party, the Board will convene a Special Hearing Committee to further 

investigate the grievance. The Committee may include any of the following members, depending upon the 

circumstances: Core Faculty members, CEO, Ethics Committee members, or others. The Committee will make 

recommendations as described below within 45 days after being convened. 

The Committee will recommend steps to the parties that will provide an amicable and mutually acceptable 

solution. If the parties cannot agree on a solution, the Committee will declare a resolution in writing. Grievant(s) 



 

who do not accept the decision of the Committee must file a written appeal to the CEO within 15 days of the date 

the Committee’s resolution is mailed to the grievant(s). 

The CEO will accept, reject, or revise the Committee’s decision and communicate it to the grievant(s). This 

decision will be based on the record and the Board will not reopen the matter for additional evidence or argument. 

The action of the CEO will be final. 

Effect of Complaints 

No staff member’s right or remedies will be limited or waived as a result of his or her participation in a complaint 

procedure or as a result of the decision regarding the complaint.  

Any member who serves on the Staff Grievance Committee shall not be terminated in his/her volunteer services 

as a result of involvement in or decisions made regarding any complaint case.  

Collective Bargaining 

MMI has not “Collective Bargaining” process. 

  



 

Mount Madonna Institute 

 

 

STAFF GRIEVANCE AND DUE PROCESS NOTIFICATION 
 

 

Notification Form 

 

STAFF NAME________________________________   TODAY’S DATE__________________ 

 

STAFF SIGNATURE _____________________________________________________________ 

 

STAFF/VOLUNTEER POSITION/AREA ____________________________________________ 

 

DATE(S) OF ALLLEGED GRIEVANCE / MISCONDUCT______________________________ 

 

_________________________________________________________________________________ 

 

 

NATURE OF GRIEVANCE_____________________________________________________________________ 

 

__________________________________________________________________________________ 

 

PARTIES INVOLVED 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

SUBMITTED TO ________________________________________ DATE____________________ 

 

 

RECEIVED BY _______________________________________DATE_______________________ 

 

 

SIGNATURE____________________________________ POSITION_________________ 

 

 

  



 

Mount Madonna Institute  

 

WHISTLE BLOWER POLICY  
 

General 

 

Mount Madonna Institute (“MMI”) requires all officers, directors, employees and volunteers to maintain high 

standards of ethical conduct at all times in the performance of their duties and responsibilities.  As agents and 

representatives of MMI, such persons must exercise honesty and integrity in fulfilling their responsibilities and 

complying with all applicable laws and regulations. MMI is committed to maintaining an environment where 

officers, directors, employees and volunteers feel free to raise questions and concerns, such as a suggestion for 

improving a procedure, a concern about legal compliance, or an issue of ethics.  It is the intent of MMI to 

adhere to all laws and regulations that apply to MMI, and the purpose of this policy is to support MMI’s goal 

of legal compliance.  

 

Reporting Responsibility 

 

It is the responsibility of all officers, directors, employees and volunteers of MMI to report any violation or 

suspected violation of any law, any suspected fraud, misuse or misappropriation of MMI’s assets or properties, 

or any other dishonest or unethical conduct or activity in accordance with this Whistleblower Policy.   

 

No Retaliation 

 

All officers, directors, employees and volunteers shall be protected from retaliation if they should, in good 

faith, bring any unlawful or potentially unlawful policy, practice or activity, suspected fraud, misuse or 

misappropriation of MMI’s property or assets, or other dishonest or unethical conduct or activity to the 

attention of MMI. 

 

MMI will not retaliate against an officer, director, employee, or volunteer who, in good faith, raises a 

complaint, discloses or threatens to disclose any policy, practice or activity of MMI, or of any individual 

officer, director, employee or volunteer of MMI or other individual or entity with whom MMI has a business 

relationship, on the basis of a reasonable belief that such policy, practice or activity is in violation of the law 

or is otherwise fraudulent, dishonest or unethical. A good faith report, concern or compliant is fully protected 

by this Whistleblower Policy, even if the conduct or activity reported, or question of concern or complaint is, 

after investigation, not substantiated. However, any allegation(s) that prove not to be substantiated and are 

made maliciously or with the knowledge that they were false will be treated as a basis for disciplinary action 

up to and including removal from the board of directors and/or officer position, or termination of employment 

or volunteer position. 

 

If you believe you have been subjected to retaliation as a result of raising a question or concern, you should 

immediately report such retaliation to the President, Chief Financial Officer or Secretary of MMI. Reports of 

retaliation will be promptly investigated in a manner intended to protect confidentiality, consistent with a 

thorough and fair investigation.  Any officer, director, employee or volunteer who retaliates against someone 

who has reported a violation in good faith shall be subject to disciplinary action up to and including removal 

from the board of directors and/or other officer position, or termination of employment or volunteer position. 

Reporting Violations or Suspected Violations 

Employees and volunteers are encouraged to make any such report to their immediate supervisor or, if an 

employee or volunteer is uncomfortable making a report to his or her immediate supervisor or not satisfied 

with the response of his or her supervisor, the employee or volunteer is encouraged to make such report to the 

President or Chief Financial Officer of MMI.  Any officer or director desiring to make a report is encouraged 

to make such report to the President, the Chief Financial Officer, or Secretary.  You may also report your 

concerns to a government or law enforcement agency such as the California Attorney General’s Registry of 

Charitable Trusts if you have reasonable cause to believe a violation of law has occurred, although MMI encourages 



 

you to first report any such suspected violation to MMI’s President.  

Reports of violations or suspected violations of the law, suspected fraud or misuse or misappropriation of 

MMI’s property or assets, or other dishonest or unethical conduct or activity should contain enough 

information to enable an investigation of such violation or suspected conduct or activity to substantiate the 

underlying facts as to the matter reported.  Violations or suspected violations may be submitted to MMI on a 

confidential basis or may be submitted anonymously.  Reports of violations or suspected violations will be 

kept confidential to the extent possible, consistent with the need to conduct an adequate investigation.  The 

Board of Directors of MMI has the authority to retain outside legal counsel, accountants, private investigators 

or any other resources deemed necessary to conduct a full and complete investigation of any and all allegations 

or concerns.  Subject to legal constraints, the reporting officer, director, employee or volunteer will be apprised 

as to the outcome of any investigation. 

Questions 

Questions related to the interpretation of this policy or to make reports should be directed to either: 

Savita Brownfield, President: savita@mountmadona.org 408-846-4058 

Pratibha Melissa Queen, Secretary: Pratibha.que@gmail.com 206-619-4152 

Shanti Cruddas, CFO: shanti@mountmadonna.org 408-846-4014 

You may also learn more about your rights by the California Attorney General’s Whistleblower hotline at 1-

800-952-5225.  

The undersigned acknowledges receipt of the above Whistleblower Policy and that the undersigned has read it and 

understands its content. 

 

              

       Signature 

 

              

       Print Name 

 

              

       Date 
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Mount Madonna Institute 

 

CODE OF ETHICS 
 

Adopted initially December 2013 and  

Revised August 2018  

 

Introduction 

 

The Mount Madonna Institute (MMI) is dedicated to the highest principles and professional practices that will contribute 

to wellness and positive transformation in individuals and society through education in yoga, Ayurveda and Community 

Studies.  To further this aspiration MMI has developed a code of ethics for all teachers, health practitioners, students and 

staff associated with MMI. 

 

In the philosophy of Ashtanga Yoga there are 10 major points of ethics. These are the five yamas and the five niyamas, 

which can be found in the second chapter of the Yoga Sutras of Patanjali. Essentially the yamas guide us in actions to be 

restrained in order to order to attain peace and the niyamas guide us in actions to be cultivated in order to attain peace. 

The yamas are non-violence, truthfulness, non-stealing, non-lust, and non-possessiveness. The niyamas are purity, 

contentment, austerity, self-study, and surrender. 

 

Interpreting these ancient, universal precepts for the modern person is vitally necessary to support the ultimate purpose of 

personal wellbeing and positive transformation.  It is essential that every member of the MMI community---regardless of 

how revered, renowned, or technically able they may be---embrace and observe ethical and professional guidelines. 

 

This Code of Ethics states our guiding principles and articulates our commonly held universal ideals of conduct. It draws 

heavily from the Hanuman Fellowship Code of Ethics. Finally, it expresses our commitment to the yama of ahimsa, or 

non-harming, which protects the student-teacher-client-practitioner relationship in which the spirit of yoga and Ayurveda 

are transmitted. 

 

It is hoped that with the acceptance and practice of this set of ethical and professional standards, clarity and compassion 

will be incorporated into all teaching and clinical behavior and this will protect and inspire students and clients. 

 

 

SECTION 1: Statement of Purpose 

 

Those who teach and/or practice as a healthcare practitioner at, are trained to teach and/or practice as a healthcare 

practitioner or are affiliated with Mount Madonna Institute intend to articulate, hold, and share ethical standards that 

support the aspiration of wellness and create a foundation for the practice of yoga, Ayurveda and/or other healthcare 

modalities being provided. 

 

We recognize the sensitive nature of the student-teacher-client-practitioner relationship and the principled responsibility 

of the teacher/practitioner. We believe that it is the responsibility of the teacher/practitioner to ensure a safe and protected 

environment in which a student and/or client can grow physically, mentally, and spiritually. The close cooperation of the 

student and teacher and client and practitioner in the process of learning and healing, and the subtle opening and unfolding 

that may occur, demand the highest levels of integrity, honesty, self-awareness, and compassion by the 

teacher/practitioner. 

 

We honor ahimsa, or non-violence, as our highest ethical aspiration.  Non-harming applies to both the physical, emotional 

and spiritual level.  It begins with acceptance, kindness, and dispassion; it results in serenity and peace. (Yoga Sutra I: 33; 

II: 35) 

 

We “teach/practice to learn” to cultivate the attitude of learner (svadhyaya) and to avoid the egoism of being a 

teacher/practitioner.  As reverential faith (shraddha) is required for spiritual unfoldment the Ultimate Teacher is the Self 

within all. 



 

 

We model “regular sadhana (spiritual practice)” as a method for attaining peace.  The methods may vary, but the goal is 

the same. 

 

We regard yoga as a universal philosophy and spiritual practice rather than a religion. The principles of yoga can be found 

in all religions. By practicing yoga we can see the truth in each religion. 

 

This Code of Ethics is accepted as a support for these purposes. 

  

 

SECTION 2: Principles 

 

To protect the student/client in this potentially vulnerable relationship, and to uphold the highest professional standards 

for all teachers and practitioners, each of us accept the following foundational principles: 

 

1. To cultivate an attitude of humility in our teaching and in our healthcare practice and dedicate our work to 

something greater than ourselves. 

 

2. To avoid discriminating against or refusing professional help to anyone on the basis of race, gender, sexual 

orientation, religion, national origin, or age. 

 

3. To manage our personal lives in a healthful fashion and to seek assistance for our own personal problems or 

conflicts. 

 

4. To seek and engage in collegial and professional relationships, recognizing that isolation can lead to a loss of 

perspective and judgment. 

 

5. To engage in dialogue concerning professional and ethical issues with respected mentors. 

 

6. To establish and maintain appropriate professional relationship boundaries. 

 

7. To provide instruction and health recommendations only in those areas within the reasonable boundaries of our 

competence and within our defined professional scope of practice. 

 

8. To stay abreast of new developments in the field of our professional subjects and clinical practice and expertise 

through educational activities and studies, and by continuing to deepen our study of source texts. 

 

 

 

SECTION 3:  Professional Practices as a Teacher and/or Health Practitioner 

 

In all professional matters, we maintain practices and teaching procedures that protect the public and advance the 

profession: 

1. We use our knowledge and professional associations for the benefit of the people we serve and not to secure unfair 

personal advantage. 

 

2. Fees and financial arrangements, as with all contractual matters, are always discussed without hesitation or 

equivocation at the onset of the professional relationship and are established in a straightforward, professional 

manner. 

 

3. We may at times render service to individuals or groups in need without regard to financial remuneration. 

 

4. We conduct our fiscal affairs with due regard to recognized business and accounting procedures. 

 

5. We are careful to represent facts truthfully to students and clients, referral sources, and third-party payers regarding 

credentials and services rendered. We will correct any misrepresentation of our professional qualifications. 



 

 

6. We do not malign colleagues or other professionals. 

 

7. We do not plagiarize or claim others work for our own. We ask for permission to utilize the work of others. We do 

not publish, reproduce, sell, or otherwise distribute any portion of other's materials or Hanuman Fellowship/Mount 

Madonna Center/Mount Madonna Institute/Sri Ram Foundation/Pacific Cultural Center/AYI materials without 

written permission or allow others to do so.   

 

8. We recognize that the teachings of Yoga and Ayurveda are grounded in ancient classical scriptures. We also 

understand that they constantly evolve and adapt to changing times and audiences and reflect the qualities of the 

teacher in these changing contexts. It is important to make clear what of the teachings presented is of the classical 

tradition and what is a teacher’s personal adaptation or interpretation of such teachings. 

 

9. We consult with designated senior teachers and practitioners if there is any question as to our ability or agreements 

in regard to teaching, offering or providing specific practices or use of particular materials. 

 

 

 

SECTION 4:  Student/Client Relationships 

 

It is our responsibility to maintain relationships with students and clients on a professional basis. 

 

1. We do not abandon or neglect students or clients.  If we are unable, or unwilling for appropriate reasons, to provide 

professional help or continue a professional relationship, every reasonable effort is made to arrange for continuation 

of instruction with another teacher. 

 

2. We make only realistic statements regarding the benefits of yoga, Ayurveda and other healing modalities being 

offered. 

 

3. We show sensitive regard for the moral, social, and religious standards of students, clients and groups. We avoid 

imposing our beliefs on others, although we may express them when appropriate in a class or clinical context. 

 

4. We recognize the trust placed in and unique power of the student- teacher - client relationship. While 

acknowledging the complexity of some relationships, we avoid exploiting the trust and dependency of students 

and/or clients. We avoid those dual relationships with students and clients (e.g., business, close personal, or sexual 

relationships) that could impair our judgment, compromise the integrity of our instruction, and/or use the 

relationship for our own gain. 

 

5. We do not engage in harassment, abusive words or actions, or exploitative coercion of students and clients, or 

former students and clients. 

 

6. All forms of sexual behavior or harassment with students and clients are unethical, even when a student invites or 

consents to such behavior involvement.  Sexual behavior is defined as, but not limited to all forms of overt and 

covert seductive speech, gestures, and behavior as well as physical contact of a sexual nature.  Harassment includes, 

but not limited to, repeated comments, gestures, or physical contacts of a sexual nature. 

 

7. We recognize that the teacher-student-client relationship involves a power imbalance, the residual effects of which 

can remain after the student is no longer studying or consulting with the teacher or practitioner.  Therefore, we 

suggest extreme caution if a teacher or practitioner chooses to enter into a personal relationship with a former 

student. 

 

 

 

SECTION 5: Confidentiality 

  

We respect the integrity and protect the welfare of all persons with whom we are working and have an obligation to 



 

safeguard information about them that has been obtained in the instruction process. 

 

1. All records kept on a student and client are stored or disposed of in a manner that assures security and 

confidentiality. 

 

2. We treat all communications from students and clients with strict professional confidence. 

 

3. When supervising apprentices or consulting with other teachers and/or practitioners, we use only the first names of 

our students/clients, except where the identity of the student/client is necessary to the understanding of the situation. 

It is our responsibility to convey the importance of confidentiality to the apprentice or consultant.  We do not 

disclose student/client confidences to anyone, except as mandated by law; to prevent a clear and immediate danger 

to someone; when required in the course of a civil, criminal, or disciplinary action arising from the instruction 

where the teacher/practitioner is a defendant; or to supervise or consult with another when written permission from 

the student/client (s) has been previously obtained. In situations involving more than one student/client, written 

permission must be obtained from all legally accountable persons who were present during the instruction or in a 

clinical context at issue before any disclosure can be made. 

 

4. We obtain written consent of students and clients before audio and/or video recording or permitting third party 

observation of their sessions. 

 

5. When current or former students are referred to in a publication, while teaching, or in a public presentation, their 

identity is thoroughly disguised. 

 

 

SECTION 6: Assistant, Student, and Employee Relationships 

 

As teachers and practitioners, we have an ethical concern for the integrity and welfare of our assistants, students, clients 

and employees. These relationships are maintained on a professional and confidential basis. We recognize our influential 

position regarding current and former assistants, students, clients and employees, and avoid exploiting their trust and 

dependency. We strive to avoid dual relationships with such persons that could impair our judgment or increase the risk of 

personal and/or financial exploitation. 

 

1. We do not engage in sexual or other harassment of current assistants, students, clients, employees, or colleagues. 

 

2. All forms of sexual behavior, as defined in Section 4.6, with our assistants, students, clients and employees are 

unethical. 

 

3. We advise our assistants, students, clients and employees against offering or engaging in, or holding themselves out 

as competent to engage in any services beyond their training, level of experience, and competence. 

 

4. We do not harass or dismiss an assistant or employee who has acted in a reasonable, responsible, and ethical manner 

to protect, or intervene on behalf of any student, client or other member of the public or another employee. 

 

 

SECTION 7:  Inter-professional Relationships 

 

As teachers and practitioners, we relate to and cooperate with other persons in our immediate community and beyond. We 

are part of a network of teaching and clinical professionals and are expected to develop and maintain interdisciplinary and 

inter-professional relationships. 

 

1. Knowingly soliciting another teacher's students or another practitioner’s clients is unethical. 

 

2. Speaking of other teachers and practitioners with disrespect is unethical. 

 

SECTION 8: Advertising 

 



 

Any advertising, including announcements, public statements, and promotional activities, done by us or for us is 

undertaken to help the public make informed judgments and choices. 

 

1. We do not misrepresent our professional qualifications, affiliations, and functions, or falsely imply sponsorship, or 

certification by any person or organization. 

 

2. Announcements and brochures promoting our services describe them with accuracy and dignity.  These promotional 

materials should be devoid of exaggerated claims about the effects of yoga and/or Ayurveda.  Promotional material 

may be sent to individual members of professional groups, religious institutions, and other agencies, but will be sent 

to prospective individual students and clients only in response to inquiries or as long as that promotional material is 

sent to a reasonable audience in a non-invasive way. 

 

3. We do not make public statements that contain any of the following: 

 

a. A false, fraudulent, misleading, or deceptive statement. 

b. A misrepresentation of fact or a statement likely to mislead or deceive because in context it makes 

only a partial disclosure of relevant facts. 

c. A statement implying unusual, unique, or one-of-a-kind abilities, including misrepresentation through 

sensationalism, exaggeration, or superficiality. 

d. A statement intended or likely to exploit a student's fears, anxieties or emotions. 

e. A statement concerning the comparative desirability of offered services. 

 

4. Advertisements or announcements by us of workshops, clinics, seminars, growth groups, or similar services or 

endeavors, are to give a clear statement of purpose and a clear description of the experiences to be provided. The 

education, training, and experience of the provider involved are to be appropriately specified. 

  



 

Mount Madonna Institute 

 

CODE OF ETHICS RECEIPT  

 

 
I, ______________________________________, have received, read, and understand the Mount Madonna Institute 

adopted December 2013 and revised August 2018. I will make my best effort to act according to this Code. 

 

 

 

Signed___________________________________ 

 

 

Date___________________________ 

 

 

  



 

 

Mount Madonna Institute 

 

AFFIRMATIVE ACTION STATEMENT 

 

Mount Madonna Institute maintains a policy of providing equal opportunity in all aspects 

of the Administration of Mount Madonna of employment. 

 

It is the policy of Mount Madonna Institute to insure equal employment opportunity for all 

persons regardless of race, color, religion, age, handicap, national origin, creed, gender or any 

other non-merit factor. 

 

It is the policy of Mount Madonna Institute to insure equal treatment, including but not 

limited to recruitment, hiring, promotion, discipline, compensation, assignment, benefits, 

training, layoff and rehire. 

 

 

 

Diversity and Inclusion Statement  
 

Mount Madonna Institute intends to ensure that diversity, inclusiveness, and respect are integral parts of our day-to-day 

engagement, throughout our environment and activities.  We aim to set a strong example by acknowledging, appreciating, 

and respecting the differences we recognize in one another.  We understand that diversity helps create a positive work and 

learning environment where all individuals have the opportunity to reach their full potential and maximize their 

contributions towards MMI’s mission.  In addition, we recognize that continued success in meeting the needs of our 

students, faculty, staff, alums, volunteers and employees requires the full and active participation of talented and 

committed individuals.  In essence, diversity includes all the characteristics, experiences, and cultural influences that 

make each of us unique.   

 

MMI is committed to reflecting and fostering an inclusive culture and environment that embraces the diversity in all our 

endeavors. All individuals are welcome at MMI, and all individuals, regardless of race, color, age, national origin, sex 

(including transgender status, gender identity, and pregnancy), religion, disability, genetic information, sexual orientation, 

marital status, political affiliation, status as a parent, or those who have engaged in prior Equal Employment Opportunity 

activities, will be treated with respect and dignity.   

Each member of the MMI community shares the responsibility to ensure diversity and inclusion throughout the 

organization. All at MMI are encouraged to actively embrace these principles of diversity and to support each other in 

doing so.  MMI is initiating the development of a new Diversity and Inclusion Strategic Plan for Mount Madonna 

Institute, to be completed by 2023-2024. 

 

 

 

 



 

MMI DIVERSITY POLICY 

Mount Madonna Institute (MMI) takes great pride in its recognition as an institution of higher learning. 

 

The Institute’s recognition of diversity is evident in the following: 

 

1. Diversity of students, administration, faculty and staff: 

 

The Institute strives to support diversity with recognition of the rights and abilities of all members of the Institute 

community, to include religion or philosophical thought, age, ethnicity, sexual orientation and gender. Our 

institutional mission, values and commitments are best evidenced through the diverse nature of the populations of 

which we are constituted. 

 

2. Diversity in the teaching, promotion of student cultural awareness, and scholarly efforts: 

 

The Institute values the academic, intellectual, and experiential background of our administration and 

instructional faculty, and encourages the ways in which they lend this expertise to the benefit of cultural and 

intellectual awareness to our student population. This is accomplished through expanding the conceptual 

framework as students research and acquire the projected skills and competencies in the program subjects to 

which they have committed. 

 

3. Diversity in styles of leadership, mentoring, and strategic development: 

 

The Institute benefits from the variety of cultural and philosophical differences that constitute the wide range of 

governance, leadership, and management that makes up this higher education environment. 

The strength and direction provided by leadership at all levels is dependent on the organizational contributions of 

each member. 

  



 

Mount Madonna Institute 

 

AUTHORIZATION OF USE 

 
 

 

I, (print full name) ______________________________________________ hereby grant permission 

to Mount Madonna Institute to interview, photograph and/or videotape me, and/or to supervise any 

others who may do the interview, photography and/or videotaping and/or to use and/or permit others to 

use information from the aforementioned interview and/or the aforementioned images in educational 

and promotional activities for the following without compensation: 

 

 MMI Educational Publications/Videos 

 MMI Electronic Publishing (e.g. World Wide Web) 

 MMI Promotion/Advertising 

 Local/regional/national news media (w/permission of MMI) 

 

I also agree to credit and cite MMI in any use, digital or print, of this material. I will not give permission for 

anyone to use this material and will refer others to MMI to obtain consent for use.”   

 

 _______________________________________ 

                        (Print)   

        ______________________________________   Dated: ______________ 

              (Signature) 

 

 

 

 

  



 

Mount Madonna Institute 

 

EMPLOYMENT DESCRIPTIONS  
 

                Affirmative Action Statement 

The Administration of Mount Madonna Institute maintains a policy of providing 

equal opportunity in all aspects of employment. 

i. It is the policy of Mount Madonna Institute to insure equal employment opportunity for 

all persons regardless of race, color, religion, age, handicap, national origin, creed, 

gender or any other non-merit factor. 

ii. It is the policy of Mount Madonna Institute to insure equal treatment, including but not 

limited to recruitment, hiring, promotion, discipline, compensation, assignment, 

benefits, training, layoff and rehire. 

 

Full Time Salaried Employees: 

 

 Full-time salaried staff members are expected to devote their full working energy to the successful 

accomplishment of our educational mission. Education is not an exact science and for faculty no 

precise number of hours per week can be accurately designated as the right number needed to 

perfectly fulfill our professional responsibilities. As a general rule we work a base 40 hour week, as 

other full-time professionals in our country. 

 Part-Time, Hourly Employees 

Staff members working on an hourly basis (generally less than 40 hours per week) are 

considered part time employees. 

 Independent Contractors 

All faculty members, “non-stipended” administrative assistants, and consultants are considered 

Independent Contractors and assume full responsibility for insurance and tax liability. 

 “At-will” employment. 

There is no requirement at MMI for good cause to end anyone’s employment.  

It may be possible for employment to come to an end even though there has been no misconduct.  

A position or job may be eliminated without any requirement for good cause. Although we want 

our employees to be long term, we cannot give anyone a promise of permanency. In California, 

employment of all kinds is “at will”,  unless specified otherwise.  All employees sign that they 

understand this. 

All employees will receive annual written Employment and Performance Reviews.  

The CEO/President will receive annual Performance Reviews from the Board of Directors, Governance 

committee. 

 

Employment Requirements 

 

a. Prior to beginning work: All employees will receive a copy of the “Employment Handbook. 

b. All employees are required to fill out a withholding tax form (W4 and I9) and submit it to the Institute 



 

Finance office. 

c. Illness. 

If you are unable to come to work, please contact your administrator/director. 
 

 

Compensation 
 

Payment Procedure 

Checks are issued on the 15th and 30th of the month and will be mailed or placed in staff mail boxes. 

If the 15
th 

or last day of the month is a weekend or holiday, then the pay day is the Friday before. 

 

a. Hourly Staff 

Paydays are the 15
th 

and the last day of the month. If the 15
th 

or the last day of the month is a 

weekend or holiday, then the pay day is the Friday before. All hours must be submitted to the 

bookkeeper no later than 10:00a.m. on pay day. If your hours are not received on time two pay 

periods in a row, a paycheck will not be issued until the next normal pay period. 

 

See MMI Timesheet Insert 

 

b. Independent Contractors 

A check will be issued within seven days of the completion of the contracted employment. 

Independent Contractors are responsible for making sure MMI has their current address and contact 

information. 

 

 

 

  



 

Mount Madonna Institute 

 

AGREEMENT FOR INDEPENDENT CONTRACT SERVICES  
 

 

Independent Contractor Full Name:____________________________________________________ 

 

Address:__________________________________________________________________________ 

 

Contact Information:________________________________________________________________ 

 

 

Dear____ __________________________,     Date: ____________ 

 

 

This is an Agreement between Mount Madonna Institute, located at 445 Summit Road, Watsonville, CA 95076,  and yourself as IC 

__________________________________________hereafter called “the Independent Contractor” (IC). 

 

It is agreed that the IC is an Independent Contractor and this agreement does not create an employment relationship between the IC 

and Mount Madonna Institute. IC may perform services with as many other entities or on IC’s own behalf as IC sees fit in IC’s 

discretion. IC acknowledges that IC shall not be eligible for any employment benefits arising out of IC’s engagement for the dates 

provided above, including but not limited to Worker’s Compensation, Unemployment Compensation, Health Insurance or Disability 

benefits. IC is responsible for all tax reporting of any and all compensation received from Mount Madonna Institute. No sums are 

withheld from IC’s compensation for tax purposes, except required 7% for “Out of State” IC’s. 

 

This Agreement shall be valid between the following dates:  

 

Start:  _____________________       Termination: __________________. 

 

Compensation: ___________. 

MMI is required to withhold the required 7% Ca tax from any Out of State Resident. IC agrees that IC shall not charge MMI for 

extra or different services beyond this agreement, unless otherwise agreed in writing between Mount Madonna Institute and IC. 

 

If at any time, MMI or IC wishes to terminate this agreement, either party may do so, with a minimum of 14 days written notice. IC 

will be compensated at agreed rate up to termination date. 

 

Description of Services: 

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

______________________________________________________ 

 

Performance of Services:  

__________________________________________________________________________________________________________

________________________________________________________________________________ 

_____________________________________________________________________________________________ 

IC agrees to work cooperatively with MMI representatives and to determine the manner and specific hours in which services will be 

performed. MMI will rely on IC to fulfill obligations of the agreed upon services in a reasonable time frame, to be determined. 

 

Further Agreement: 
 

IC will carry out work for MMI in accordance with good industry practice and at the standard expected of a suitably 

qualified person with relevant skills and experience. 

 

IC is not liable to MMI or any third party for damages arising from an unknown error, lost profit or savings, or other 

incidental, consequential or special damages. 



 

 

MMI liability is limited to the agreed upon fees for services, payable under this agreement. Nor will MMI be liable to IC 

or any third party for damages, loss of profit or savings, or other inconsequential or special damages. 

 

If any provision of this agreement is proved to be unlawful, void, or for any other reason unenforceable, then that 

provision shall be deemed severable from this agreement and shall not affect the validity and enforceability of any 

remaining provision. 

 

Intellectual Property Rights: 

   

“Intellectual property rights” means all patents, rights to inventions, copyright (including rights in software) and related rights, 

trademarks, service marks, get up and trade names, internet domain names, rights to goodwill or to sue for passing off, rights in 

designs, database rights, rights in confidential information (including know- how) and any other intellectual property rights, in each 

case whether registered or unregistered and including all applications (or rights to apply) for, and renewals or extensions of, such 

rights and all similar or equivalent rights or forms of protection which subsist or shall subsist now or in the future in any part of the 

world.   

 

1. MMI guarantees that all elements of text, images or other artwork they provide are either owned by MMI, or that MMI 

has permission to use them. When MMI provide text, images or other artwork to Consultant, MMI agrees to protect 

Consultant from any claim by a third party that IC is using their intellectual property.   

 

2. IC guarantees that all elements of the work IC delivers to MMI are either owned by IC or IC has obtained permission to 

provide them to MMI. When IC provides text, images or other artwork to MMI, IC agrees to protect MMI from any claim 

by a third party that MMI is using their intellectual property. Provided MMI paid for the work and that this contract hasn’t 

been terminated, IC will assign all intellectual property rights to MMI as follows:  

 

a. MMI will own any work IC does for MMI. MMI will own all intellectual property rights of text, images, site 

specification and data MMI provided, unless someone else owns them.  

  

b. IC will own any intellectual property rights IC has developed prior to or developed separately from    this 

agreement and not paid for by MMI.  

 

Payment Schedule:   
 

Mount Madonna Institute will compensate IC for these services at rate of  $________for _________ hours per week____ from the 

time period of ___________________________________.  

 

Consultant will invoice MMI 2x a month for the amount of $__ ______ on the 14th and 29th of the month.  

 

Payment is due within 14 days from the date of invoice. This contract is non-transferrable and both parties agree that they will 

adhere to all relevant laws and regulations in relation to the activities under this contract and not cause the other to breach any 

relevant laws or regulations. Should any dispute arise both parties agree to binding arbitration. 

 

 

 

IC Signature: __________________________________________ Date: ________________________ 

 

  

 MMI Representative: ___________________________________ Date: ________________________ 

 

 Position: __________________________________________ 
 

 

TIN or Social Security #___   
W-9 on File ___    

Non Resident Alien (provide TIN# and form 8233)     ___Also please send forms 

Resident Alien or US Citizen (Provide SSN or TIN# and W-9 form) 



 

 

Mount Madonna Institute 

FACULTY / STAFF BENEFITS 

 
Full time staff/faculty receive 10 paid Personal Days. Missed Personal Days for reasons other than 

sickness need to be approved ahead of time.  Personal Days cannot be carried over year to year. 

a. Long term absences 

A staff member must have been on staff a minimum of 2 years before taking long-term absence 

and must have their supervisor’s and the CEO’s permission. 

 

b. Health Insurance. 

A person may receive health insurance if doing a minimum of 30 hrs/wk total for MMI. 

Hourly employees do not receive Health Insurance. 

c. Workers’ Compensation 

MMI carries Workers’ Compensation Insurance for all staff members while on the job. Any 

staff member suffering an injury while on official Mount Madonna Institute business should 

report the incident within one working day to the school personnel. 

 

d. Safety: 

All employees will be given, and asked to read, sign and adhere to the Mount   Madonna 

Safety Practices And Operation Policy, and the Policy For Reporting Injuries. Attached below. 

  



 

Mount Madonna Institute 

SAFETY PRACTICES AND OPERATION POLICY 
 

It is the policy of Hanuman Fellowship and Mount Madonna Institute that everything possible will be done to protect our 

volunteers and employees from accidents, injuries and occupational disease while serving and working. Safety is a 

cooperative undertaking requiring an ever-present safety consciousness by every community member and employee.  

If someone is injured, positive and prompt action must be taken to see that the volunteer, employee, or program 

participant receives adequate treatment. No one likes to see someone injured through an accident. Therefore, all 

operations must be planned to prevent accidents. To carry out this policy, the following guidelines will apply: 

 

1. All employees, volunteers, and program participants shall follow these safe practice rules, render every possible aid to 

safe operations, and report all unsafe conditions or practices to the proper authorities. 

 

2. Supervisors shall insist on employees and volunteers observing and obeying every rule, regulation, and any other order 

that is necessary to the safe conduct of the duties of the area. Supervisors shall take any and all action as is necessary to 

obtain compliance with these rules.  

 

3. Good housekeeping must be practiced at all times on the shift. 

 

4. Suitable clothing and footwear will be worn at all times. Personal protective equipment shall be worn when needed.  

 

5. All employees, volunteers, and program participants will participate in a safety meeting conducted by their supervisors 

once per quarter. 

 

6. No alcohol is to be consumed on or before a shift, or in Center facilities. For those living here less than a year, no 

alcohol is to be consumed anywhere on the property.   

 

7. Anyone known to be under the influence of intoxicating liquor or drugs shall not be allowed to serve while in that 

condition. 

 

8. Horseplay, scuffling, or other acts, which tend to have an adverse influence on the safety or well-being of any employee 

or volunteer, are prohibited. 

 

9. Shift duties shall be well planned and supervised to prevent injuries in the handling of heavy material and in working 

together with potentially dangerous equipment. 

 

10. No one shall knowingly be permitted or required to work while his or her ability or alertness is so impaired by fatigue, 

illness, or other causes that it might unnecessarily expose that person or others to risk or harm. 

 

11. Employees, volunteers and program participants should be alert to see that all guards and other protective devices are 

in proper places and adjusted properly. Deficiencies shall be reported to the appropriate supervisor.  

 

12. All injuries shall be reported to the supervisor or medical person on duty immediately so arrangements may be made 

for first aid or medical treatment.  

 

As our community members and employees are our most valuable resource, we hope that you will continue to practice 

awareness and safe practices when you are serving on a shift, or are anywhere on the property.  

 

I have received and read a copy of the Safety Practices and Operations Policy and agree to comply with all these 

safe practices and injury prevention rules. 

 

Date: _________________ Signature: ____________________________________________ 

 

Printed name:  _______________________________________________________________ 



 

Mount Madonna Institute 

POLICY FOR REPORTING INJURIES 
1/2018 

 

TO: All program participants, volunteers, community staff members, and employees. 

 

RE: Policy for Reporting All Work Injuries 

You are insured for any injury or work related illness by State Compensation Insurance Fund. Effective immediately, the 

following policy will be in effect. We feel that, by adhering to these procedures, the benefit due you under Workers’ 

Compensation Law will be provided promptly. 
 

1. Report all injuries to your immediate supervisor and the Reception office. This is mandatory, not optional. Be 

sure to follow all injury reporting procedures. 
 

2. Complete the pink Medical Accident Report Form, available in the Reception Office, and return it immediately.  
 

3. For any injury requiring emergency treatment, the program participant, volunteer, staff member, or employee 

should be taken to the nearest emergency room. 
 

4. Should you require the services of a doctor for your injury, you must report to Doctors on Duty, 1505 Main 

Street, Watsonville, CA, 95076; (831) 722-1444. If you go to any other medical facility without prior 

authorization from State Compensation Insurance Fund, the medical charges may not be paid and may become 

your responsibility. The only exception is: if at the time of your initial agreement in YSC, becoming a staff 

member or hiring, and prior to any injury, you declare in writing your personal physician of record and include 

your doctor’s name, address and telephone number (form given to you today). If after 30 days, you wish to 

change physicians, you should address your request to State Compensation Insurance Fund. 
  
5. If you require more than two visits to Doctors on Duty, you will be requested to fill out an Employee Claim Form. 

Please do so immediately, and return it to the Workers' Comp administrator. 
 

6. Should the treating doctor advise you to remain off of your normal schedule due to industrial injury or illness, you 

should immediately notify the Worker’s Comp Administrator. Failure to do so may result in the delay of your 

benefits. 
  
7. Workers' Compensation fraud is now a criminal offense in California. As of January 1, 1992, any person who files 

or contributes to filing of a false Workers’ Compensation claim is committing an act punishable by either a prison 

sentence, or a fine, or both. 
  
8. Any non-work related injuries must also be reported immediately to the Reception Office and to your SALT 

Coordinator (if applicable); if they are unavailable, please get a message to one of your Area Leads. The pink 

Medical Accident Form, found in the Reception Office, must be filled out for any accident, whether on or off a 

shift. If it is a night or weekend, it is your responsibility to notify one of the above, at the earliest time possible. If 

you become ill, please notify a SALT coordinator or one of your supervisors so that someone is aware of your 

needs.  

 

9. All volunteers are deemed an employee for the purposes of receiving Workers' Compensation medical benefits 

and this coverage shall be the exclusive remedy for all injuries and occupational diseases.  

 

In order for this system to be efficient, we must have your cooperation. Please see the Worker’s Comp Administrator if 

you have any questions regarding any of the above. 

 

 

 

 

 

 



 

 

POLICY FOR REPORTING INJURIES  

 

SIGNATURE PAGE 

 

I have read and fully understand the above material and agree to comply with the stated Policy for Reporting Injuries. 

 

Date: _________________ Signature: ____________________________________________ 

Printed name:  _______________________________________________________________ 

 

 

 

  



 

 

Mount Madonna Institute 

 

HIRING AND EVALUATION POLICY AND PROCEDURES 
 

 

Faculty, administrators and staff hiring, and evaluation processes, are based on institutional purposes and mission.  

 

All faculty, staff and administration go through a screening and hiring process that includes requirements for 

specific relevant professional experience. Resumes, interviews and, where relevant, teaching a sample class are all 

included in the process.  

 

The faculty members have relevant experience and appropriate academic preparation for their assigned courses; 

the staff and administration members have appropriate qualifications to fulfill their duties. 

 

Faculty with terminal degrees and relevant professional credentials, in addition to relevant experiences that 

directly relate to course material, teach graduate courses. Most faculty stand as leaders in their fields. MMI 

matches professional and academic experiences of the faculty to the specific content of the courses. Faculty, 

administrators and staff are reviewed on an annual basis. Considering peer review, student review, and 

administrative review, this multi-source feedback is consistent with best practices in performance management. 

This review process allows for improvements in teaching and learning. 

 

 



 



 

 


