Board of Directors Workshop Topics
July 12, 2016 6:00 p.m.
Conference Room
11111 Bren Road West, Minnetonka, MN 55343
Recitations
A. The Pledge of Allegiance
B. The Mission and Vision of Eagle Ridge Academy
Workshop Topics
A. BoardDocs Training – Ms. Martha Crook, Implementation Specialist
B. Executive Director Report
i.
Board Annual To-Do Calendar
ii.
ED - Board Relations Handbook
C. Supporting Board Updates
i.
Friends of Eagle Ridge Academy (FERA)
ii.
Affiliated Building Corporation (ABC)
D. Working Group/Task Force Updates
i.
Curriculum, Instruction, and Student Achievement (CISA)
ii.
Governance
a. Board member signatures:
i. Friends of Education Statement of Assurance (if not already signed in 2016)
ii. Eagle Ridge Academy Board Handbook Acknowledgement
iii. Eagle Ridge Academy Conflict of Interest Acknowledgement
iii. Human Resources
iv.
Executive Director 2016-2017 Goal Setting Team
v.
Policy
E. 2016-2017 Draft Board Workshop and Meeting Calendar
F. Background Checks for Board Members – Policy 404 Discussion
G. 2016-17 Working Group Board Liaison, Member, and Mandate Discussion
H. 2016-17 Board Officer Roles
I. Annual Board Retreat Discussion
J. Future Workshop Guest Presentations
K. Upcoming Events: Wednesday, July 27 – PTO Used Uniform Sale (5-8:30 pm); Saturday,
August 6 – Super Volunteer Saturday (8:30 – 3:30, with two shifts available)

Mission Statement:

The mission of Eagle Ridge Academy is to provide our students with a traditional, classical
education that demands their best in academic achievement, behavior, and attitude, and
challenges them to attain their highest potential.

Vision Statement:

Eagle Ridge Academy will offer an academically rigorous, time‐tested classical, liberal arts
curriculum that:
 prepares students to be exemplary and knowledgeable citizens;
 instills a life‐long passion for learning;
 values self‐discipline, respect, perseverance, and achievement;
 teaches truth, beauty and goodness; and
 fosters an appreciation for the United States of America and her unique role in the world.

BOARD ANNUAL TO DO CALENDAR
JAN

Review financial statements and Enrollment Numbers
School board adopts prior year fiscal audit
Approve a revised budget for current year, if needed
Adopt School Calendar

FEB

Review financial statements and Enrollment Numbers
Review possible correction plan for prior year audit
Benefits and Compensation, designated employee group
Executive Director Employee Agreement

MARCH Review financial statements and Enrollment Numbers
Review staffing needs
Discuss preliminary budget numbers for upcoming school year
Approve RFP for school auditor
Extra-Curricular Agreements
APRIL

MAY

JUNE

Review financial statements and Enrollment Numbers
Approve employee agreements for upcoming school year
Executive Director Evaluation
Confirm transportation agreement
Confirm auditor agreement
Board election planning
RFP for vendor bids
Review financial statements and Enrollment Numbers
Approve upcoming school year budget
Lease aid approval
Board elections
Approve vendor agreements
Review financial statements and Enrollment Numbers
Qcomp Review
Adopt annual budget
Affirm future board meeting dates and times
Call for bids for all food service
Review handbooks (student, parent, faculty and athletic)
New Board Training

JULY

Affirm future board meeting dates and times
Review financial statements and Enrollment Numbers
Induct new board members and elect school officers
Designate depository and account signers

AUGUST

MNSHL Signature
Review financial statements and Enrollment Numbers
Review enrollment number
Review opening week activities and staff development
Principal Reports

SEPTEMBER Executive Director Goals
Review financial statements and Enrollment Numbers
Review enrollment number
Submit Annual Report
Review preliminary audit results when available
Health Insurance
CISA Presentation
OCTOBER

Qcomp Goals
Review financial statements and Enrollment Numbers
Review enrollment number
Revise annual budget if needed
Post the budget on the website
Annual School Audit
Annual Board Retreat

NOVEMBER Review financial statements and Enrollment Numbers
Review enrollment number
Executive Director Review
DSS and DCCPD Reports
DECEMBER

Dev. Dir. Report
Review financial statements and Enrollment Numbers
Review enrollment number
Draft Calendar

BOARD ANNUAL TO DO CALENDAR

BOARD ANNUAL TO-DO CALENDAR - Revised
JUL

Review financial statements and enrollment numbers
Affirm future board workshop/meeting dates and times
Induct new board members and elect school officers
Designate depository and account signers
Sign Stmnt of Assurances; Board Hndbk; Conflict of Interest

AUG

Review financial statements and enrollment numbers
Approve MN State High School League membership
Review opening week activities and staff development
Principal reports
Approve Executive Director goals

SEP

Review financial statements and enrollment numbers
Submit Annual Report
Review preliminary audit results when available
Review health insurance
CISA presentation

OCT

Review financial statements and enrollment numbers
Q-Comp goals
Revise annual budget if needed
Post budget on the website
Approve annual school audit
Annual board retreat

NOV

Review financial statements and enrollment numbers
Executive Director mid-year review
DSS and DCCPD Reports

DEC

Review financial statements and enrollment numbers
Development report
Draft upcoming school year calendar

JAN

Review financial statements and enrollment numbers
School board adopts prior year fiscal audit
Approve a revised budget for current year, if needed
Adopt school calendar for following year

FEB

Review financial statements and enrollment numbers
Review possible correction plan for prior year audit
Benefits and Compensation, designated employee group
Executive Director Employee Agreement
Board election planning (for Annual Mtg)

MAR

Review financial statements and enrollment numbers
Review staffing needs
Discuss preliminary budget numbers for upcoming school year
Approve RFP for school auditor
Extra-Curricular Agreements

APR

Review financial statements and enrollment numbers
Approve employee agreements for upcoming school year
Confirm transportation agreement
Confirm auditor agreement
RFP for vendor bids
Board elections

MAY

Review financial statements and enrollment numbers
Approve upcoming school year budget
Lease aid approval
Approve vendor agreements

JUN

Review financial statements and enrollment numbers
Q-Comp review
Adopt annual budget
Review future board meeting dates and times
Call for bids for all food service
Approve handbooks (student/parent, employee, and athletic)
New board member training

Exhibit K
FRIENDS

Statement of Assurances

OF

EDUCATION

I understand that the primary purpose of a charter school is
to improve all pupil learning and all student achievement. I
further understand that the charter school board decides
and is responsible for all policy matters related to the
operation of the charter school, including budgeting,
curriculum programming, personnel, and operating
procedures. In furtherance of the school’s purpose and the
board’s responsibility, I make the following assurances:
I.

•

ACHIEVEMENT DATA

I assure that this school will establish baseline data for all students
and routinely evaluate student achievement with state and national
standardized tests on at least an annual basis, and that the board will
evaluate student achievement and post-secondary and workforce
readiness on at least an annual basis.

II. ADMISSION
•

•

•
•

I assure that the school’s admission process will not discriminate
against anyone regarding race, gender, national origin, color, ability
level, age (except that minimum age requirements may be established
as allowed by law), or religion, and that the school will not admit
students based on race, gender, national origin, color, ability level,
age (except that minimum age requirements may be established as
allowed by law), or religion.
I assure that the school will admit students on the basis of an annual
lottery if more students apply than can be accommodated in the
class, program, grade-level, or building.
I assure that the school will not admit students based on religious
preference.
I assure that the school’s admission process will comply with Minn.
Stat. Chapter 124E.

III. ANNUAL REPORT
•

IV.

•

I assure that the school will publish an annual report as required by
Minn. Stat. 124E.16.

BOARD GOVERNANCE

I assure that all board members will receive training annually.

•

•
•

I assure that the board will at all times be comprised of at least five voting members of which
at least one is a Minnesota-licensed teacher employed at the school, at least one is a parent or
guardian of a student currently enrolled at the school, and at least one is a community member
who neither is employed by the school nor is a parent or guardian of a student enrolled at the
school.
I assure that the board will decide and be responsible for all policy matters related to the
operation of the school, including budgeting, curriculum programming, personnel, and
operating procedures.
I assure that each new board member will execute these Statement of Assurances.

V. CHARTER CONTRACT
•

I assure that I have reviewed the school’s charter contract.

VI. COMPLIANCE WITH ALL APPLICABLE LAWS
•

I assure the school will comply with all federal and state laws governing organizational,
programmatic, and financial requirements applicable to the school.

VII. CONFLICTS OF INTEREST
•
•

I assure that the school will avoid apparent and actual conflicts of interest when administering
grants and entering into contracts for equipment and services.
I assure that the school will comply with conflict of interest provisions identified in Minn. Stat.
124E.07 and 124E.14.

VIII. CRIMINAL BACKGROUND CHECKS
•

IX.

•

•

I assure that this school will conduct criminal background checks of all employees and board
members and will maintain records of those checks.

DATA PRACTICES

I assure that the school board will comply with data privacy requirements regarding all students
including those with disabilities, that the school will securely store student records that
separates special education files from cumulative files and that is under the supervision of the
school’s administrator or a designee, and that mandatory staff training will be provided for Data
Privacy.
I assure that the school will follow state data practices law and will maintain a board-adopted
data practices policy that includes the staff’s ability to report unethical or fraudulent actions, and
that the school board will regularly attend training that includes state data practices
requirements.

X. DISCIPLINE POLICY AND PUPIL FAIR DISMISSAL ACT
•

I assure that the school will implement a discipline policy that is in compliance with the Pupil
Fair Dismissal Act and that provides protection of the rights of students with disabilities.

XI. DISSEMINATION
•

I assure that the school will regularly disseminate information about how to use its offerings.
Targeted groups include low-income families and communities, students of color, and students
who are at risk of academic failure.
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XII. ELECTRONIC COMMUNICATIONS
•

I assure that the school will subscribe to and maintain current contact information to
electronically share with and receive information from the Minnesota Department of
Education.

XIII. ELECTRONIC DATA REPORTING SYSTEM (EDRS)
•

I assure that this school will designate a person to be assigned and trained to submit data
electronically in the Electronic Data Reporting System (EDRS) via the internet, as required by
the Minnesota Department of Education.

XIV. EQUAL OPPORTUNITY IN SCHOOL PROGRAMS
•

I assure that this school will provide equal opportunities and equal access to school programs,
including extra-curricular activities such as athletics and clubs.

XV. FACILITY REQUIREMENTS
•

I assure that this school will comply with all building inspection, fire marshal requirements,
certificate of occupancy requirements, will meet all health and safety codes, and that the school
will continually be handicap-accessible as required by Section 504 of the Americans with
Disabilities Act.

XVI. FILING WITH THE STATE
•

I assure that this school will maintain current/active filings with the Secretary of State’s Office
as a nonprofit under Chapter 317A.

XVII. FOOD SERVICE

I assure that food served at the school will satisfy applicable health and safety requirements,
provide equal accommodations to all religions, and otherwise comply with Minn. Stat. Ch.
124E.

XVIII. FINANCIAL REPORTING (UFARS AND GAAP) REQUIREMENTS
•

•

I assure that this school will comply with both the Uniform Financial Accounting and
Reporting Standards for Minnesota School Districts (UFARS) and Generally Accepted
Accounting Practices (GAAP); and that this school will comply with all financial reporting
requirements.
I assure that the school will use only state-approved accounting and reporting software.

XIX.HIRING AND EMPLOYMENT PRACTICES
•
•
•

I assure that the school, in compliance with Minn, Stat. §363A.08, will use and maintain open
and fair employment practices, advertise for all employment openings, and maintain a record of
these advertisements.
I assure that all teaching staff will be licensed as required by law unless a waiver or variance is
obtained in advance of actual employment.
I assure that the board will establish qualifications for administrative, supervisory, and
instructional leadership positions, including at least qualifications in instruction and assessment;
human resources and personnel management; financial management; legal and compliance
3

•

management; effective communication; board, authorizer, and community relationships; and
will use those qualifications as a basis for job descriptions and performance evaluations.
I assure that the board will develop professional development plans for unlicensed staff in
administrative, supervisory, or instructional leadership positions.

XX. MINNESOTA’S ACADEMIC STANDARDS
•

I assure that this school will implements Minnesota’s Academic Standards, as they may change
from time to time, as minimum academic requirements.

XXI. MINNESOTA’S ACCOUNTABILITY SYSTEM REQUIREMENTS
•

I assure that this school will comply with all elements of Minnesota’s State Accountability
System Requirements under the federal No Child Left Behind Act (NCLB) (or waiver if
granted). I understand that the school is expected to improve all pupil learning and all student
achievement, meet or exceed the expectations adopted by the Commissioner of Education for
public schools, and that the school will be held accountable for these outcomes as well as
performance outcomes in the charter contract.

XXII. POLICIES AND PROCEDURES
•
•
•
•
•

I assure that this school will implement written procurement procedures in accordance with
federal and state law and conduct all procurement transactions in a manner that provides open
and free competition.
I assure that the school will maintain property inventory records of all equipment, assets, and
non-consumable items.
I assure that the school will adopt and implement a religious accommodation policy that
accords equal treatment of access to all religions.
I assure that if the school allows religious or other activities on school property during noninstructional hours that there will be a board-adopted policy in place allowing equal access to all
groups and that such access otherwise complies with Minn. Stat. Ch. 124E.
I assure that the board will adopt all policies and practices which are required by law.

XXIII. PROGRAM EVALUATION
•
•

•

I assure that the board will evaluate the school’s program on at least an annual basis.
I assure that the school will provide annually to its authorizer and the Minnesota Department
Education such information as may be required to determine if the charter school is making
satisfactory progress toward achieving its goals and academic outcomes, including data,
evaluations or studies, and that the school will comply with all such requests for information.
I assure that the school will cooperate with the authorizer and the Minnesota Department of
Education in evaluating the school’s program.

XXIV.PUBLIC SCHOOL
•

I assure that this school will operate as a public school that:
- operates in accordance with Minn. Stat. Ch. 124E and other applicable law
- is created as a public school, and is operated under public supervision and direction;
- operates in pursuit of a specific set of educational objectives agreed to between the
school and its authorizer with the purpose of improving pupil learning and student
achievement;
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-

-

provides a program of elementary or secondary education, or both;
is nonsectarian in its programs, admissions policies, employment practices, dress code
requirements and all other operations, and is not affiliated with a sectarian school or
religious institution; and
• if leasing from a sectarian organization, the school will maintain procedures to
screen its students from any involvement with or exposure to any of the
sectarian organization’s religious activities occurring on school property during
the school day or during school-sponsored events;
• will maintain a board-adopted religious accommodation policy that accords
equal treatment of and access to all religions;
• will not impose any sectarian-based restrictions on food consumed on school
premises and will maintain equal accommodations for all religions;
• does not involve itself in religious activities, including recruiting employees,
parents or volunteers for such activities;
• has a neutral dress code or uniform policy that does not promote a particular
religion or religious custom and that the school will not, through its dress code
or uniform policy, restrict opportunity to participate in school activities;
maintains a board-adopted policy allowing equal access to the use of the school’s
facilities and such access otherwise complies with Minn. Stat. Ch. 124E.
complies with the Age Discrimination Act of 1975, title VI of the Civil Rights Act of
1964, title IX of the Education Amendments of 1972, section 504 of the Rehabilitation
Act of 1973, and part B of the Individuals with Disabilities Education Act;
agrees to comply with the same federal and state audit requirements as do other
elementary schools and secondary schools in the state;
meets all applicable federal, state and local health and safety requirements;
operates in accordance with federal and state law; and
has a written performance contract with the authorizer that includes a description of
how student performance will be measured in charter schools pursuant to state
assessments that are required of other public schools and pursuant to any other
assessments mutually agreeable to the authorizer and the charter school.

XXV.PUBLIC SCHOOL FEE LAW
•

I assure that this school will comply with the Minnesota Public School Fee Law, Minn. Stat.
123B.34 to 123B.39.

XXVI.REQUIRED STATE REPORTING FOR STUDENTS AND STAFF
(MARSS AND STARS)
•

I assure that this school will have a person assigned and trained to submit data on the
Minnesota Automated Reporting Student System (MARSS) and Staff Automated Reporting
System (STARS), as required by the Minnesota Department of Education.

XXVII.SPECIAL EDUCATION
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•
•
•
•
•
•

•

I assure that this school will contract or employ an appropriately licensed special education
director, will adhere to all applicable requirements in serving special education students in
Minnesota and will comply with all federal and state special education laws.
I assure that this school will involve parents of students with disabilities on an advisory council.
I assure that this school will develop a service delivery model that provides a full continuum of
special education services.
I assure that this school will determine who will provide transportation for students who have
504 plans or IEPs in which transportation is determined necessary by the 504 plan or IEP team.
I assure that this school will order necessary supplies, equipment and instructional materials
appropriate to meet the needs of individual students with disabilities as they appear.
I assure that this school will meet its Child Find obligation, in part, by including information
about special education service in its marketing materials, handbooks, etc. The school will
establish and implement procedures for identification of students currently qualifying for special
education services and/or those who may have a disability; and for reviewing student data and
determining the need to assess/reassess student needs.
I assure that this school will have procedures for obtaining information from parents and/or
previous school on student’s special education or 504 Accommodation Plan.

XXVIII.TORT AND LIABILITY INSURANCE
•

I assure that this school will assume appropriate tort liability and will have at all times the
minimum insurance required by Minn. Stat. Ch. 124E.

XXIX.TRANSPORTATION OF STUDENTS
•

I assure that annual written notice of this school’s intentions for transportation of students will
be provided as required to the resident district and the Minnesota Department of Education.

XXX.TUITION FREE

• I assure that this school will not charge tuition for its instructional or co-curricular programs.

By signing, I acknowledge:
• that I have reviewed the preceding assurances,
• that I am a board member of _______________________________ (name of School), and
• that the board is responsible for ensuring compliance with all federal and state laws applicable
to charter schools, including the expectations contained in the preceding assurances.

_________________________________________
Signature
Print Name: ________________________________
Phone Number: _____________________________
Email Address __________________________
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___________________
Date

2015-2016
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Welcome from the Executive Director
Welcome to Eagle Ridge Academy
Thank you for joining Eagle Ridge Academy. You have chosen to join a team of professionals that work
hard every day in order to continually improve on the Classical Education that we provide to our students.
We partner with our parents to support the growth of their children.
The Eagle Ridge Academy Employee Handbook has been researched and developed by our Human
Resource Work Group, which is a team of board members, administrators, teachers, education assistants,
and parents. The Handbook was developed for you, the Eagle Ridge Academy family. The Handbook
provides basic information about your employment with Eagle Ridge Academy. It outlines procedures,
policies, and general requirements.
I ask that you assist us in our collaborative efforts as we work to build a school built on trust, respect, and
continual growth. It will be through your good efforts that we continue our journey towards educational
excellence.
Sincerely,

Jason Ulbrich
Executive Director

Purpose of Handbook
The following pages contain information regarding many of the policies and procedures of Eagle Ridge
Academy. This is not an employment contract and is not intended to create contractual obligations of any
kind. The purpose of this handbook is to familiarize Employees with the philosophy, policies, procedures,
and benefits of Eagle Ridge Academy. All Employees should carefully review this booklet in its entirety
upon receipt.
Eagle Ridge Academy values the many talents and abilities of its Employees and seeks to foster an open,
cooperative, and dynamic environment where both Employees and the school can thrive. Further
information or questions about any of the policies and procedures outlined in this handbook may be
brought to the attention of the Executive Director.
The policies and procedures outlined in this handbook will be applied at the discretion of Eagle Ridge
Academy, and Eagle Ridge Academy reserves the right to deviate from the procedures of this handbook
or to withdraw or change them at any time. Eagle Ridge Academy will notify Employees when a change
has been made.
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PART ONE – MISSION, VISION and CULTURE
Mission, Vision and Pillars
Mission
The mission of Eagle Ridge Academy is to provide our students with a traditional, Classical Education that
demands their best in academic achievement, behavior, and attitude and challenges them to attain their
highest potential.

Vision
Eagle Ridge Academy will offer an academically rigorous, time-tested Classical, liberal arts curriculum
that:
 prepares students to be exemplary and knowledgeable citizens,
 instills a life-long passion for learning,
 values self-discipline, respect, perseverance, and achievement,
 teaches truth, beauty and goodness,
 and fosters an appreciation for the United States of America and her unique role in the world.

Pillars


Citizenship
Defined: being a good citizen, contributing to the school, being a good student, being responsible
In action: picking up after yourself, paying attention, not vandalizing the school or property,
being helpful, reciting the Pledge



Integrity
Defined: having a conscience, dignity, morals, academic honesty, being trustworthy, honorable,
having common sense
In action: admitting wrong-doing, standing up for what is right, completing homework on time



Perseverance
Defined: enduring through hardships, focusing, not giving up, and accomplishing goals
In action: doing your best, not getting discouraged, getting extra help if you need it, asking
questions



Honor
Defined: honesty, taking pride in yourself, recognizing value, fairness
In action: honoring those even if you do not like them, showing respect, standing up for others,
saying hello to other students and teachers (even if you don’t know them)



Excellence
Defined: always doing your best, taking pride in your work, behaving and working above the
average
In action: caring for what you are working on, excelling at what you do, pushing yourself



Respect
Defined: kindness, appropriate speech, politeness, self-control, listening to authority figures
In action: listening to and following directions, accepting responsibility for actions, standing up
for yourself, taking care of yourself/others/the environment
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School History
Eagle Ridge Academy opened its doors in 2004 serving students in grades 6, 7 and 9. The school has
continually expanded and now serves students in grades K – 12. Eagle Ridge Academy was formed by
local parents, experienced educators, and professionals with expertise in finance, law, business,
marketing, and non-profit management for the purpose of expanding parental choice by offering a
rigorous, Classical, college-preparatory program within a public school.

Eagle Ridge Academy and the Classical Tradition
The Classical tradition is manifold. The Greco-Roman period was one of intense and multifaceted
exploration, of knowledge and learning as well as the human virtues, most particularly good citizenship
and the triad of truth, beauty, and goodness. Classicism in the Christian west developed in phases.
Medieval scholasticism emphasized dialectic and logic. Renaissance humanism focused on literature and
rhetoric.
Classical Education today also includes a spectrum of traditions. Moral classicism focuses on the virtues
and tends to have a medieval flavor. Democratic classicism encourages good citizenship and embodies a
more humanist approach. Liberating classicism seeks to address the achievement gap, using Classical
resources to achieve academic excellence.
Many schools choose to work out of some particular aspect(s) of the Classical tradition. We deliberately
take the best from all traditions. This does not mean that we don’t know who we are! On the contrary, as
educators deeply immersed in and dedicated to the Classical tradition, we have crafted a detailed and
comprehensive Classical approach, designed to enrich, ennoble, and educate our students.

Overview
Eagle Ridge Academy is a K-12 Classical, College-Prep Charter School. There are numerous strands and
foci of Classical Education. Eagle Ridge Academy is focused on providing a rigorous, academic foundation
that works in conjunction with the school’s pillars and Latin motto. The following virtues constitute the
school’s pillars: Citizenship, Integrity, Perseverance, Honor, Excellence, and Respect. The school’s motto
“Probitas, Veritas, Pulchritudo” identifies in Latin the central tenants of the school: Goodness, Truth, and
Beauty. Using these virtues and tenants as foundations, Eagle Ridge Academy is able to fulfill its mission
of providing our students with a traditional, Classical Education that demands their best in academic
achievement, behavior, and attitude and challenges them to attain their highest potential.
Eagle Ridge Academy is delineated into three schools representative of the three stages of the Trivium:
the School of Grammar (K-5), the School of Logic (6-8), and the School of Rhetoric (9-12). Grades five and
eight serve a special role as the transitional years: grade five is the transitional year between the School
of Grammar and the School of Logic, and grade eight is the transitional year between the School of Logic
and the School of Rhetoric.
Eagle Ridge Academy strives to incorporate aspects of all three stages of the Trivium in each of the three
schools, to varying degrees as appropriate in each School, in order to help students learn the grammar
level information of a particular discipline, understand the logical reasoning behind particular disciplines,
and work on the art of speaking and writing articulately with adequate reasoning and support. Upon
completion of their education at Eagle Ridge Academy, students will be exemplary and knowledgeable
citizens who have been instilled with a life-long passion for learning; value self-discipline, respect,
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perseverance, and achievement; search for truth, beauty, and goodness; and foster an appreciation for
the United States of America and her unique role in the world.

School Management
Eagle Ridge Academy is managed by an eleven member Board of Directors. The Board consists of
parents, teachers, and community members, and is responsible for the strategic operation of the school
including financial management, curricular and policy development, compliance with state and federal
guidelines, student enrollment, and compliance with the requirements of the authorizer.
Eagle Ridge Academy is authorized by Friends of Education, a non-profit organization that has received
state approval to authorize charter schools. As Eagle Ridge Academy’s authorizer, Friends of Education is
responsible for monitoring student academic performance, providing financial oversight, ensuring
compliance with state requirements, and supporting the school’s overall development.

Educational Philosophy
Eagle Ridge Academy represents a partnership among the students, parents, faculty, administration, and
staff. These partners are united in their commitment to the common objectives outlined in the Mission
Statement. Students and parents respect the Academy’s teachers as role models and instructors for their
commitment to truth and their genuine concern for children. Intelligence, creativity, responsibility, and
belief in the value of a Classical Education are characteristics of the faculty. Parents expect and appreciate
direct and regular communication from faculty regarding their children. Reciprocally, parents are
responsive to suggestions from teachers and administrators for helping students. The Executive Director,
under the authority of the Board, oversees the implementation of the Mission Statement in the school
and advances the Academy’s role as an institution dedicated to providing the best education for children.
Eagle Ridge Academy recognizes each child as a person who, by virtue of his/her humanity, is in
community with all the other children in the Academy, regardless of age. By providing moral and ethical
standards, the Academy prepares its students to accept the privileges and responsibilities of citizenship in
a democratic society. Every child is capable of achieving his potential to the fullest extent when afforded
respect, fairness, kindness, discipline, and appropriate content-rich instruction.

Eagle Ridge Academy School of Grammar
Truth, Beauty and Goodness:
Virtue and wisdom are inextricably linked components of Classical Education. Citizenship, integrity,
perseverance, honor, excellence, and respect are all both moral and intellectual virtues. Like the
principles used by the Founding Fathers of the United States of America, Eagle Ridge Academy was built
on certain principles and truths that are timeless and inherent.
The School of Grammar at Eagle Ridge Academy is characterized by a well-structured learning day that
sets and maintains an appropriate educational tone from beginning to end. When students come to
school they are coming to work. Their conduct at school must demonstrate a seriousness of purpose and
a sense of appropriate play that stress the importance of learning both individual and group skills.
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Eagle Ridge Academy School of Logic
Truth, Beauty, Goodness:
The School of Logic builds upon the skills introduced in the School of Grammar and requires students to
use the facts and information they have learned in the School of Grammar to form logical and organized
thoughts and reasoning. This stage requires students to begin answering the “why” behind concepts.
In addition to rigorous academics and high expectations in the classroom, the School of Logic also expects
students to continue to reflect upon the pillars of Eagle Ridge Academy and to demonstrate citizenship,
integrity, perseverance, honor, excellence, and respect. This will develop self-motivated and selfdisciplined students who strive to seek out truth, beauty, and goodness as they begin to grapple with the
increasing cognitive demands that the School of Logic requires.

Eagle Ridge Academy School of Rhetoric
Truth, Beauty, Goodness:
As the final stage in the Trivium, the School of Rhetoric builds upon what students have accomplished in
the School of Grammar and the School of Logic. Students continue to learn additional grammatical-level
facts and concepts and to utilize logical reasoning; however, students build on these skills by talking and
writing intelligently and articulately about concepts and in defense of arguments and positions. Teachers
use open-ended questions to facilitate the depth of thought and insight expected of students as they
continue to grapple with challenging material and texts in order to develop analytical reasoning skills,
prepare students for college, and foster a life-long love of learning.
Students in the School of Rhetoric value academic achievement, self-discipline, and always strive to reach
their full potential. As students become aware of the interconnectedness among disciplines and observe
the truth, beauty, and goodness of our Classical curriculum and virtues, students will be exemplary and
knowledgeable citizens who are appreciative of the United States and her unique role in the world.

PART TWO – EMPLOYMENT
Employment Practices
At Will Employment
Eagle Ridge Academy does not offer tenured or guaranteed employment. Except as Eagle Ridge Academy
has otherwise expressly agreed in writing, employment is at will and may be terminated by Eagle Ridge
Academy at any time, subject to the individual employment agreement.

Equal Employment Opportunity
Eagle Ridge Academy is committed to providing equal employment opportunities to all individuals
without regard to race, color, religion, sex, national origin, age, disability, marital status, sexual
orientation, or any other characteristic protected by law.
Eagle Ridge Academy will make reasonable accommodations for qualified individuals with known
disabilities unless doing so would result in an undue hardship. An employee with a disability for which
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reasonable accommodation is needed should contact the Executive Director or immediate supervisor to
discuss possible accommodations.
Employees with questions or concerns about any type of discrimination in the work place are encouraged
to bring these issues to the attention of the Executive Director. Employees can raise legitimate concerns
and make good faith reports without fear of reprisal. Anyone found to be engaging in any type of
unlawful discrimination will be subject to disciplinary action, up to and including discharge.

Immigration Law Compliance
Eagle Ridge Academy does not hire anyone that is not a citizen of the United States or is not authorized to
work in the U.S. under the Immigration Reform and Control Act of 1986. As a condition of employment,
all new and past Employees must show valid proof that they are eligible to work in the United States.

General Policies and Procedures
Standards of Conduct
Eagle Ridge Academy Employees are expected to maintain standards of professional, personal, and
business ethics consistent not only with the school’s Mission and Vision Statements, pillars, and teacher
code of ethics but, also, with the responsibility we accept and embrace as life-long learners and educators
of the youth of our community. The Code of Ethics for Minnesota Teachers is as follows:
Standards of Professional Conduct*
1. A teacher shall provide professional educational services in a nondiscriminatory manner.
2. A teacher shall make reasonable effort to protect the student from conditions harmful to health
and safety.
3. In accordance with state and federal laws, a teacher shall disclose confidential information about
individuals only when a compelling professional purpose is served or when required by law.
4. A teacher shall take reasonable disciplinary action in exercising the authority to provide an
atmosphere conducive to learning.
5. A teacher shall not use professional relationships with students, parents, and colleagues to
private advantage.
6. A teacher shall delegate authority for teaching responsibilities only to licensed personnel.
7. A teacher shall not deliberately suppress or distort subject matter.
8. A teacher shall not knowingly falsify or misrepresent records or facts relating to that teacher's
own qualifications or to other teachers' qualifications.
9. A teacher shall not knowingly make false or malicious statements about students or colleagues.
10. A teacher shall accept a contract for a teaching position that requires licensing only if properly or
provisionally licensed for that position.
* Excerpted from chapter 9, sec. 3.130, of the Minnesota Code.
Eagle Ridge Academy’s 10 Rules to Respect
1. If you have a problem with me, come to me (privately).
2. If I have a problem with you, I’ll come to you (privately).
3. If someone has a problem with me and comes to you, send them to me. (I’ll do the same for
you.)
4. If someone consistently will not come to me, say, “Let’s go see him/her together.” (I’ll do the
same for you.)
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5. Be careful how you interpret me. On matters that are unclear, do not feel pressured to interpret
my feelings or thoughts. It is easy to misinterpret intentions.
6. I will be careful how to interpret you.
7. If it’s confidential, don’t tell. If anyone comes to me in confidence, I won’t tell unless (a) person is
going to harm him/herself; (b) the person is going to physically harm someone else; (c) a child has
been physically or sexually abused. I expect you will do the same.
8. I do not read unsigned letters of notes.
9. I do not manipulate; I will not be manipulated. Do not let others manipulate you; do not let
others try to manipulate me through you.
10. When in doubt, just say it. If I can answer without misrepresenting something or breaking a
confidence, I will.

Confidential Information
Eagle Ridge Academy is committed to protecting the privacy of individuals (employees and students) and
the confidentiality of records. Employees have the responsibility to adhere to standards of confidentiality
with regard to students, staff, parents and volunteers and for ensuring that this commitment to
protecting individual privacy is upheld. Respecting the rights to confidentiality and privacy of information
of the members of our community is critical. Eagle Ridge Academy requires that Employees not disclose
private, confidential, nonpublic, or protected nonpublic data as defined by Minnesota Government Data
Practices Act. Failure to maintain this confidentiality may result in disciplinary action up to and including
termination of employment.
During daily work, Employees may be exposed to information that is considered strictly confidential. This
information should not be discussed with anyone, including other students, co-workers, and other
families (unless under your supervisor’s direction). Employees must be alert to others overhearing
professional discussions regarding student information or an employee’s behavior or performance.
In addition, Eagle Ridge Academy will maintain the confidentiality of “protected health information” the
federal Health Insurance Portability and Accountability Act (HIPPA) and other information that is deemed
to be confidential by other laws. This information may include, but is not limited to, information regarding
employees. Confidential information may be information in any form: written, electronic, verbal,
overheard or observed. Access to all information is granted on a “need to know” basis, which is defined as
information that is required in order for an employee to perform his or her job.
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Dress Code
Men

Women













Physical
Education
Staff
Spirit Wear
Days
Free Dress
Days
Staff
Development
Days

Acceptable

Not
Acceptable

Dress slacks, khakis, or corduroys. No cargo pants.
Leather belt
Long or short-sleeved button down shirt (tucked in). No tie required.
Collared polo-type shirts, sweaters without hoods, or vests are appropriate.
Socks: Should be mid-calf length, so no skin is visible when you sit down.
Shoes: Comfortable dress shoes or boots. No sandals or athletic shoes.
Facial Hair: If worn, should be trimmed and well groomed.
Dresses, skirts (no shorter than three inches above the knee), or dress pants. No
capris or cargo pants. Blouses, sweaters without hoods, blazers, vests or dress
shirts are appropriate.
All dresses and shirts must have sleeves unless a blazer or sweater is worn.
Leggings can be worn if dress, shirt, or skirt is an appropriate length (no shorter
than 3 inches above the knee).
Shoes: Comfortable dress shoes or boots and conservative sandals. No flip flops,
UGG type boots, or athletic shoes.




An exception to the dress code will be made for physical education staff.
No logos of other schools should be worn.






Staff is able to wear jeans and spirit wear apparel on spirit wear days.
No sweat pants.
Staff is able to participate in free dress days.
Staff is able to wear jeans on free dress days.




An exception to the dress code will be made on staff development days.
Casual dress on these days is appropriate.

















General Tips for a Conservative Look in the Workplace
Laundered and ironed clothing.
Clean clothes that do not show wear.
Tucked in shirt.
Pants breaking just above the shoe.
Shoes in good repair.
Neatly groomed hair that is clean and out of your eyes.
Clean and neat nails of an appropriate length.
Haircut and combed/ Clean shaven/ Trimmed facial hair
Jeans, casual pants, or shorts.
Tight and revealing clothes.
Athletic wear, t-shirts, or wind suits.
Athletic shoes, hiking boots, or bare feet.
Caps and hats.
Sleeveless, strapless, or spaghetti strap clothing.
Cropped tops, or any other top that shows your stomach.
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Employee Assignment
Background Checks
The Academy recognizes the importance of maintaining a safe place for our students and employees. This
requires Employees who are honest, trustworthy, qualified, reliable, nonviolent, and do not present a risk
of serious harm to their coworkers or others. For purposes of furthering these concerns and interests,
Eagle Ridge Academy reserves the right to investigate an individual’s prior employment history, personal
references, and educational background, as well as other relevant information that is reasonably available
to the Academy. In addition, Eagle Ridge Academy requires criminal background checks for all Employees
and a consumer report as noted in specific job descriptions at the time a conditional employment offer is
made and every three years after their hire dates. If an employee is aware of any criminal charges that
may impact their employment, they should report the details to Human Resources within 72 hours of any
pending charge or conviction. Failure to provide the school with an authorization to conduct a
background check or consumer report under FCRA will be considered insubordination and subject an
employee to discipline up to and including termination.
(Reference District Policy 404 – Background Checks)

Reporting Changes
Employees must promptly notify the Human Resources of any change in name, address, telephone
number, marital status, citizenship, tax withholding allowances, emergency contact information,
insurance beneficiary, dependent insurance records, or other information deemed relevant to the
ongoing employment with Eagle Ridge Academy. Various forms may need to be completed and are
available from the Human Resources office.

Personnel Files
Eagle Ridge Academy keeps personnel files on each of its Employees. These files are confidential in
nature, and are managed by Eagle Ridge Academy. They will not be copied or removed from the premises
unless there is a legitimate business or legal reason to do so.
Only authorized personnel, who have a legitimate reason, will have access to Employees’ personnel file.
Any employee may view his or her personnel file by contacting the Human Resources during normal
business hours. No employee may alter or remove any document in his or her personnel file. All
personnel who view a personnel file must sign the front cover when viewing or adding to the files.
Confidential health/medical records are not included in personnel files. Eagle Ridge Academy will
safeguard health/medical records from disclosure and will divulge that information only upon written
request of the employee, as allowed by law, or as required for workers’ compensation or disability claims.

Performance Reviews
All staff members will be evaluated in accordance with the school’s Professional Development plan. As a
result of the scope and sequence outlined in the school’s Professional Development plan, staff will be
encouraged and supported in their professional practice such that the implementation of effective
differentiated instruction throughout the curriculum will positively impact student achievement.
Additionally, through the coaching, modeling and ongoing observations/evaluations, staff will be
supported in implementing remediation strategies in their performance.
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Job Classifications
The following terms will be used to describe employment classifications and status. Further information
regarding Classification definition may be found at http://www.dol.gov/whd/flsa/::
 Exempt Employees: An exempt employee is a salaried employee who holds an administrative,
professional, or management position. Exempt employees are not subject to the overtime pay
provisions of the Federal Fair Labor Standards Act (FLSA). These positions include, but are not
limited to, leadership and teachers of Eagle Ridge Academy.
 Non-exempt Employees: Non-exempt employees hold positions that do not fall into one of the
exempt categories and are eligible for overtime pay. Non-exempt employees are paid on an
hourly basis and are expected to record their time on a timesheet. These positions include, but
are not limited to, Educational Assistants, Paraprofessionals, Administrative Assistants and
Operations Specialists.
Full-Time Equivalents (FTE) are calculated based on 1.0 FTE being 8 hours per day for the number of duty
days specified on the Employee Assignment document. FTE will be adjusted proportionately according to
the length of the duty day, or a reflection of the actual instructional periods and/or advisory taught.
 Full-time Employees: A regular full-time employee is one who is budgeted and scheduled to work
.75 FTE or more. All regular full-time employees are eligible to receive benefits.
 Part-time Employees: A regular part-time employee is one who is budgeted and scheduled to
work under .75 FTE’s. Employees who work .50 FTE up to .75 FTE are eligible to receive part-time
benefits. Employees who work less than .50 FTE are not benefit eligible.
 Temporary Employee (Long Term Substitutes): Temporary employees are hired to work for a
defined period of time of a limited duration, usually to fill in for leaves of absence that last more
than 14 consecutive days and less than nine months.
 Casual Employee (Substitutes): Casual employees are hired to work on an occasional or asneeded basis for an undetermined time period. There is no guarantee of scheduled hours for
persons employed in this category. These employees are not eligible for benefits.

Job Descriptions
Eagle Ridge Academy generally maintains job descriptions for all positions in the school, which are
available from Human Resources. Each job description outlines the essential job duties and
responsibilities of the assigned position. When the duties and/or responsibilities of the assigned position
have been modified, the job description may be revised.

Licenses and Certifications
Each employee who is required to be licensed or certified by law must maintain a current license or
certificate with the Human Resources department. Individuals are expected to know the date of
expiration of their licenses/certifications and meet the requirements for re-licensure or certification in a
timely manner in order to remain employed in that capacity.

Orientation, Training, and Professional Development
Eagle Ridge Academy will provide an orientation and training session prior to the first day of school. Some
of the content of the session will depend on the nature of the responsibilities of the position, while other
parts will be applicable to all Employees. In addition, certain policies and procedures are of such
importance that Eagle Ridge Academy requires all staff to view relevant training presentations every year.
Annual mandatory trainings include, but not limited to, information concerning the following topics:
Infectious Agents; Blood Borne Pathogens; Harassment and Non-Discriminations; and Data Privacy.
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Eagle Ridge Academy strongly encourages the intellectual development of all faculty. Therefore, it is
expected that faculty develop in the areas of pedagogy techniques and classroom management. Eagle
Ridge Academy may periodically offer training or educational programs. Some programs may be
voluntary, while others will be required.
Classical Teacher Certificate Program will engage and professionally develop teachers in the art of
Classical Education. The program will consist of eleven courses. Each core course credit will be
approximately ten hours of meeting time and include outside class work. Staff will earn credits upon
satisfactory completion and may be eligible for a salary increase upon satisfactory completion.

Promotions
Generally, an employee may receive an appointment to a higher-level job position by applying for an
open position during the District’s formal recruitment and selection process.

Recruitment and Hiring
Eagle Ridge Academy’s primary goal when recruiting new employees is to fill vacancies with persons who
have the best available skills, abilities, or experience needed to perform the work. Decisions regarding the
recruitment, selection, and placement of Employees are made on the basis of job-related criteria. When
positions become available, qualified, current Employees are encouraged and are welcome to apply for
the position. As openings occur, notices relating general information about the position are posted. The
manager of the department with the opening will arrange interviews with Employees who apply.
Current Employees are encouraged to recruit new talent for Eagle Ridge Academy.

Attendance
School Year
Student contact days and staff contract days are determined by the Board of Directors and defined on the
Eagle Ridge Academy School Calendar. The exact number of duty days that staff are required to perform
services are specified on the Employee Assignment Document and may include student days, workshop
days and in-service training days, meetings, and school-sponsored events, such as curriculum nights,
informational meetings, student conferences, parent conferences, meetings called by the Director, and
other similar events. Duty days for new staff may include additional days of orientation prior to the
commencement of the school year.

Hours of Work
Unless the Principal gives permission in advance, teachers are to be on campus no later than 7:30 a.m.
and are not to leave campus before 3:30 p.m. unless flex time is approved by building Principal on
scheduled work days. Employees are expected to work the number of hours necessary to perform
his/her job duties and to meet the professional expectations of the job.
All staff members are expected to be on campus during their agreed upon workdays unless special
permission is given to work offsite by the Executive Director.

Substitute Teacher Procedures
Each teacher is responsible for maintaining a “Substitute Teacher” binder that includes:
1. A copy of the teacher’s daily teaching schedule and all other supervision assignments.
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2.
3.
4.
5.
6.
7.
8.
9.

The bell schedule for Upper School.
Student rosters and seating charts.
Attendance forms along with an explanation for completing the forms.
Detention forms (Upper School), a copy of the school’s discipline policy or classroom policy
(Lower School).
A list of phone extensions that includes the phone number for the Principal.
Emergency lesson plans.
Instructional materials.
Copy or location of The Classroom Emergency and Safety Procedures Guide.

Unscheduled Absence
1. Notify your supervisor of absence and provide reason.
2. Contact the Substitute Scheduler before 6 a.m. A text message is preferred (a phone call after
5:30 a.m. or evening before). Inform the Substitute Scheduler of the exact hours a substitute is
needed.
3. Upon return to work, complete Employee Absence Request Form (found in employee folder) and
submit to supervisor for approval to receive authorization for leave pay.
Scheduled Absence
Complete an Employee Absence Request Form at least 3 days prior to request and submit to your
supervisor. Your supervisor will bring the approved form to the Human Resources. Once a
substitute has been scheduled, you will receive notice of leave approval.

School Closing
Delayed openings, school-day cancellations and early dismissal will be announced to parents and students
on WCCO (830 AM) and Channel 4 television, the Eagle Ridge Academy website, and Facebook page. In
the event of an early dismissal, staff members are to remain at school until dismissed by the Executive
Director.

Paid and Unpaid Leave
Paid Time Off (PTO) – Pilot Program
Personal Leave days are subject to prior approval by the Employee’s Supervisor and can be used for
personal business or illness of the Employee or Employee’s dependents. It is required that the Employee
complete an Absence Request Form and give at least three days’ notice in order to receive authorization
for leave pay.
For academic year (9 month) staff, the Academy will generally grant a request for PTO at the time desired
by the Employee using the following guidelines:
 No more than ten percent (10%) of Employees per School will be granted leave on any given work
day. In unusual circumstances, the Executive Director or designee may elect to exceed the
limitations on the number of Employees on leave on any given day.
 Employees may not use PTO on the following blackout days: first week of the school year, last
week of the school year, and parent-teacher conference days.
 No more than three (3) consecutive PTO days may be granted for reasons of personal business or
discretionary use.
In cases of unexpected illness or emergency, the Employee’s Supervisor should be notified as soon as
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possible and reasonable cause needs to be provided. Upon return to work, the Employee is expected to
complete the Absence Request Form in order to receive authorization for leave pay.
If an employee exhausts their annual PTO, no further pre-approved absences will be allowed. If there are
absences beyond the Employees PTO time, they will be unpaid. The unpaid day will be reflected on their
next pay period. Any employee who leaves Eagle Ridge Academy’s employment during the school year,
for any reason, immediately surrenders any unused PTO. Excessive absences may warrant discipline
against the employee.
Carryover of PTO days & Compensation for Unused PTO Days
Refer to Employment Agreement for specific information regarding carryover of PTO days and/or
Compensation for Unused PTO Days, if applicable.

Sick Leave Bank
The accrued sick leave bank shall be available to Employees who have exhausted their current year PTO
and can only be used for serious health conditions or physical disability of themselves or dependent
others. Before accrued sick leave can be utilized, preapproval must be given by the Human Resources
Department.
"Serious health condition" means an illness, injury, impairment, or physical or mental condition that
involves:
 any period of incapacity or treatment connected with inpatient care (i.e., an overnight stay) in a
hospital, hospice, or residential medical care facility; or
 a period of incapacity requiring absence of more than three calendar days from work, school, or
other regular daily activities that also involves continuing treatment (prescription medication) by
(or under the supervision of) a health care provider; or
 any period of incapacity due to pregnancy, or for prenatal care; or
 any period of incapacity (or treatment therefore) due to a chronic serious health condition (e.g.,
asthma, diabetes, epilepsy, etc.); or
 a period of incapacity that is permanent or long-term due to a condition for which treatment may
not be effective (e.g., Alzheimer's, stroke, terminal diseases, etc.); or,
 any absences to receive multiple treatments (including any period of recovery therefrom) by, or
on referral by, a health care provider for a condition that likely would result in incapacity of more
than three consecutive days if left untreated (e.g., chemotherapy, physical therapy, dialysis, etc.).
The Academy may require any Employee using the accrued sick leave bank to present a statement from a
qualified physician verifying the health condition and certifying that the employee has recovered
sufficiently to return to normal duties. The Academy reserves the right to make the final determination as
to whether the Employee is entitled to receive accrued sick leave for any given absence. If the employee
is approved for a leave of absence for a serious health condition, the Employee’s accrued sick leave will
be applied at the beginning of the time of leave.

Leaves of Absences
When an employee plans to take leave under any leave policy, the employee must give Eagle Ridge
Academy 30 days’ notice and fill out a Leave of Absence Request form. If it is not possible to give 30 days’
notice, the employee should give as much notice as possible. While on leave, the employee may be
required to periodically report to Administration regarding the status of their intent to return to work.
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Family and Medical Leave
Employees who qualify for disability under Eagle Ridge Academy’s insurance program or are eligible for
leave under the Family and Medical Leave Act (FMLA) will be granted a Family or Medical Leave of
Absence. Employees approved for this type of Leave will be expected to use all their PTO and sick bank
time. All other time off will be unpaid and the employee should expect certain salary and benefit
adjustments to account for the unpaid time.
In general, FMLA provides for up to 12 weeks of unpaid leave during a 12 month period for the following
reasons:
 Birth or adoption of a child or placement of a child with the employee for foster care
 Care for an immediate family member such as a child, spouse, parent, or grandparent, with a
serious health condition
 For the employee’s own serious health condition
 Care for a qualifying family member injured during active military service (special rules apply)
If qualified and approved for a Family or Medical Leave of Absence, Employees should contact Human
Resources for more information and the calculation affecting salary and benefits during that period.
(Reference District Policy 410 – Family and Medical Leave Act)

Jury Duty
If an employee is summoned for jury duty, notice thereof must be promptly given to the Office of Human
Resources and paid leave shall be granted for the period of jury duty required. The employee shall
reimburse the District any per diem paid to a juror by the court for jury duty service, except that the
employee shall retain any mileage and meal allowance paid by the court as well as a sum equal to parking
fees paid during the term of jury duty.

Emergency/Bereavement Leave
The employee may take up to the amount of paid leave stated on the Employee Assignment Document
for any emergencies or deaths in the Employee’s immediate family. “Immediate Family” is defined as a
spouse, child, parent, grandparent, brother, sister, or grandchild of the employee or the employee’s
spouse.

Workers’ Compensation
Eagle Ridge Academy requires that all Employees report job-related accidents or injuries to a supervisor
immediately. A full report must be submitted to the Operations Director within 24 hours of injury using
the Incident Report available on the Z drive. Failure to report an injury, regardless of how minor, could
result in difficulty with the employee’s claim. All workers’ compensation claims will be paid directly to
Employees, and Employees are expected to return to work immediately upon release by their doctor.

Leave without Pay
Any requests from academic year (9 month) staff for three or more consecutive scheduled work days off
for personal reasons will be considered a leave of absence without pay. Leave of absence without pay
may be granted taking into account the following considerations: reason for request; operating needs of
Eagle Ridge Academy; and impact on student learning. Depending on the length of the leave, leave of
absence without pay may affect an employee’s benefits and Q-Comp performance pay.
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Holidays
Employees are not expected to work on the following days: New Year’s Eve Day; New Year’s Day; Good
Friday; Memorial Day; Labor Day; Thanksgiving Day; the day after Thanksgiving; Christmas Eve Day; and
Christmas Day. Benefit eligible non-exempt staff will be paid on these holidays.

Pay and Benefits
All salaries and wages are reviewed and approved annually by the Board of Directors upon
recommendation by the Administration, the Finance, and Human Resources Work Groups. If salary
increases are awarded, they become effective the first pay period of the date stated on the Employee
Agreement document.

Pay Periods
Employees are paid on the 15th and the last day of the month. When the 15th or the last day of the
month falls on a holiday or weekend, every effort will be made to pay Employees on the day before the
holiday or weekend. Salaried Employees are paid to date. Hourly staff salaries will reflect a two-week
period prior to the pay date (l5th or last day of the month).

Direct Deposit
Direct Deposit is a condition of hire. With direct deposit, the net pay is deposited into a financial
institution of the employee’s choice. Deposits may be split between up to two difference checking and/or
savings accounts. New Employees may receive a check, not direct deposit for up to their first two pay
checks. Direct deposit account changes may take up to two pay periods to establish; this will allow time
for the financial institution to verify the accuracy of the direct deposit information.

Payroll Deductions
Paychecks generally have the following required deductions:
 Federal and State taxes
 Medicare
 Social Security
 Teacher Retirement (TRA) or Public Employee’s Retirement (PERA)
 Wage Garnishments: Eagle Ridge Academy will adhere to legally imposed wage assignments and
garnishments, and will not modify the terms of those legal arrangements unless ordered to by a
court. The employee will be notified of the fact that a garnishment has been received and the
effective start date.
If desired, some staff (if eligible) may have additional deductions. These may include:
 Health Insurance
 Dental Insurance
 Optional Life and AD&D Insurance
 Health Savings Account (HSA)
 Flexible Spending Account (FSA)
 403b Retirement Plan

Online Payroll Information
Eagle Ridge Academy does not provide the option of printed payroll slips. Employees are able to securely
view all their payroll data via web access including pay summaries, year to date pay, tax withholdings,
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payroll deductions and leave balances. The link to the Employee Payroll Information is available on the
ERA Staff Log In page on the website.

Timecards
Nonexempt Employees are required to be at work on time and sign in on the Employee Attendance
Roster. Employees should record the time worked in quarter hour intervals. Altering or falsifying the
employee attendance roster or recording time on another employee’s record is prohibited and subject to
disciplinary action. At the end of each pay period, Employees are to submit for approval an accurate
timecard. It is the responsibility of the employee to take all breaks according to their preset schedule.
Eagle Ridge Academy will make an effort to pay the employee in a timely manner if the timecard is
submitted late.

Overtime
Nonexempt support staff may be requested or scheduled to work overtime when operating requirements
cannot be met during regular working hours. The Administration must authorize all overtime work for
Employees in advance. Working overtime without prior authorization may result in disciplinary action.
Nonexempt Employees will be paid time and one-half for all hours worked in excess of 40 hours in one
work week and as otherwise required by state and federal law. The work week is defined as 12:00 a.m.
Sunday through 11:50 p.m. Saturday night. The overtime rate is only paid on the actual hours worked
beyond 40. Hours worked do not include holiday, personal time or sick time for which the employee is
paid, but did not work.
Exempt Employees are expected to work as much of each workday as is necessary to complete their job
responsibilities. No overtime or additional compensation is provided to Exempt Employees.

Benefits
Eagle Ridge Academy’s Board of Directors determines both benefit eligibility for its Employees and the
contribution rate towards the premium for each available benefit plan. The Employee’s monthly premium
cost for each benefit plan they are eligible for is outlined in the Employee Benefit Summary document,
which is available in Human Resources. Eligible Employees who waive health insurance coverage receive a
certain amount in lieu of benefits.
During the annual Fall Open Enrollment period, Eagle Ridge Academy will communicate the available
benefits and premiums for the following year to the Employees. The Open Enrollment period allows
Employees to add or change their benefits coverages. Benefit plans elected during open enrollment are
effective January 1st and continue uninterrupted through the summer. No other changes are allowed to
benefits elected during Open Enrollment unless the Employee has a “qualifying event” such as certain life
status changes, i.e., marriage, birth or adoption of a child, or involuntary loss of medical coverage.
Coverage for Employees not renewing their contracts and who provide notice of their departure will
continue to receive insurance benefits through the end of August of that year. Employees who terminate
employment mid-contract and during the school year will no longer be eligible to receive benefits. New
Employees eligible to participate in benefits plans will receive benefits, if elected, on the first day of the
month after 30 days has passed, i.e., if a contract starts August 20th, coverage starts October 1st.
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Problem Resolution
Eagle Ridge Academy seeks to deal openly and directly with its Employees, and believes that
communication between Employees and the administration is critical to solving problems. Eagle Ridge
Academy Employees that may have a problem with one another should attempt to resolve the problem
themselves. If a resolution cannot be agreed upon, both Employees should approach the first-line
supervisor, who will work with the Employees to determine a resolution. If a resolution cannot be agreed
upon, the Employee should present his or her problem to the Executive Director. If a resolution cannot be
agreed upon, the Employee shall bring his or her concerns to the School Board Chair.
(Reference District Policy 403 – Discipline, Suspension and Dismissal of School Employee)

Discipline
Eagle Ridge Academy’s policy is to attempt to deal constructively with Employee performance problems
and Employee errors. The disciplinary process will be determined by Eagle Ridge Academy in light of the
facts and circumstances of each case and within the parameters approved via policies adopted by the
school’s Board of Directors. Depending upon the facts and circumstances, the discipline applied may
include, among other things, oral or written warnings, probation, suspension without pay, or immediate
discharge. Each situation will be considered in light of a variety of factors including, but not limited to, the
seriousness of the situation, the Employee’s past conduct and length of service, and the nature of the
Employee’s previous performance or incidents involving the Employee. Details of this process are
outlined further in the Corrective Action section.

Corrective Action
Corrective Action will be taken against an Employee in response to a rule infraction or a violation of Eagle
Ridge Academy policies. Corrective Action will continue until the violation or infraction is corrected or the
Employee is terminated.
Corrective Action usually begins with a verbal warning, followed by a written warning that is placed in the
Employee’s personnel folder. Directives will be given to the Employee to correct the conduct or
performance and copies of all writings will be filed in the Employee’s personnel file. If more serious
corrective action is required, the Employee may be put on probation, receive suspension with pay, or
have his or her employment terminated.
Eagle Ridge Academy considers some violations as grounds for immediate dismissal, including, but not
limited to: verbal or physical abuse of students, insubordinate behavior, theft, destruction of Eagle Ridge
Academy property, dishonesty, drug or alcohol abuse, or threats of violence.
Employees charged with some infraction and subject to corrective action may appeal that corrective
action. An appeal must be submitted in writing to the Executive Director. For employees whose direct
supervisor is the Executive Director, the written appeal would be submitted to the Board of Directors.

Separation
Job Abandonment
Employees of Eagle Ridge Academy that are absent for more than one (1) day without notifying a direct
supervisor are considered to have voluntarily abandoned their employment with Eagle Ridge Academy.
The effective date of termination will be the last day that the Employee reported for work.
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Termination
Termination may result from any of the following: (1) layoffs, which include the elimination of an
Employee’s job function or headcount reduction due to cost reduction or funding shortfall and (2)
involuntary dismissal, which may include poor performance reviews or failure to adhere to the
teaching/learning philosophy of Eagle Ridge Academy or the demonstration of an unacceptable attitude
in the workplace.

Notice of Resignation
Although Eagle Ridge Academy expects an individual to honor the dates of the Employee Agreement, it
understands that many circumstances arise which may necessitate resigning from employment. If an
Employee decides to resign, notification should be provided to their first line supervisor and Human
Resources in writing. The notice of resignation should be dated with the date the resignation letter was
completed. It should list the last day of work, the reason for resignation, and should be signed by the
Employee.

Termination Process
Eagle Ridge Academy requires that Employees return all documents, files, computer equipment, tools,
keys, and other Eagle Ridge Academy owned property on or before the last day of work.

Exit Interviews
Eagle Ridge Academy encourages Employees to complete an exit interview when employment is ended.
This interview provides Employees with an opportunity to offer suggestions as to how the Academy can
improve Employee working conditions, policies and procedures, and other areas that impact
employment. The first line supervisor or Executive Director will offer an exit interview as part of the
separation process.

COBRA
The Consolidated Omnibus Budget Reconciliation Act (COBRA) gives Employees and their qualified
beneficiaries the opportunity to continue health coverage under Eagle Ridge Academy health plan should
the Employee lose his or her eligibility (e.g. upon termination). Under COBRA, the Employee pays the full
cost of the coverage at Eagle Ridge Academy’s group rate. Details of COBRA coverage and how to apply
for it will be provided by Eagle Ridge Academy at the time eligibility is lost.

Employment Regulations
Unlawful Harassment
Eagle Ridge Academy is committed to providing a work and learning environment in which all individuals
are treated with respect and dignity. Each Employee has the right to work in an environment that is free
of any type of discrimination, including sexual harassment. No person should be required to endure
harassment of any nature by supervisors, faculty members, educational support staff, independent
contractors, or vendors. Furthermore, this unlawful harassment applies to all phases of employment, and
academic status, including but not limited to recruitment, testing, hiring, upgrading, promotions or
demotions, transfers, layoffs, terminations, suspensions, expulsions, rates of pay, benefits, and selection
for training.
It is Eagle Ridge Academy’s responsibility to prohibit sexual harassment in the workplace and in
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connection with all extracurricular, athletic, and other programs sponsored by the school whether
occurring at the school or at another location. Sexual harassment is a violation of the law and will not be
tolerated. Employees who engage in sexual harassment will be subject to discipline, up to and including
discharge.
Any Employee, supervisor or administrator who is aware of or should be aware of harassing conduct of
any nature by another Employee, whether or not anyone complains about such harassment, but fails to
report that conduct may be subject to discipline. Any Employee who believes that he or she has been
subjected to or has knowledge of a harassing or offensive work or learning environment or other
harassment shall report the incident orally or in writing to building principal, the principal’s designee, the
building supervisor, or the Operations Director. The Operations Director will investigate the charge. If the
person against whom the claim is made is the Operations Director, then the complaint shall be filed with
the Executive Director. If the complaint involves the Executive Director, the report may be filed directly
with the Board of Directors.
Retaliation against any person for having made a good faith complaint or report of harassment, or
participating or aiding in an investigation of harassment, is strictly prohibited. Any person who believes
that he or she has been subjected to retaliation should bring the retaliatory conduct to the attention of
the Executive Director. If the Executive Director is the source of the alleged harassment, the charge shall
be reported directly to the Board Chair. Retaliation will be considered a serious act of misconduct subject
to appropriate discipline up to and including discharge.
Any Employee whose allegations are found to be both false and brought with malicious intent will be
subject to disciplinary action.
(Reference District Policy 413 – Harassment and Violence)

Safe and Drug Free Environment
Weapons, illegal drugs, alcohol, and tobacco are banned from school premises. Faculty members who
are made aware of or suspect students possessing, using or intending to use a weapon, illegal drugs,
alcohol, or tobacco or are under the influence or illegal drugs are to immediately escort the student to
the school office and inform the Executive Director of the existing circumstances. Faculty members are
also prohibited from possessing or using a weapon, using illegal drugs, consuming alcohol, or using
tobacco while on school premises or reporting to work or school activity under the influence. Violations
will result in suspension of duties and could be used as grounds for termination.
(Reference District Policy 417 – Chemical Use and Abuse)

Tobacco Free Environment
Smoking and the use of tobacco products or tobacco related devices is prohibited in and around District
property, which extends to the area of one city block beyond all District owned or leased buildings. This
prohibition includes all off-campus events sponsored by the school district.
(Reference District Policy 419 – Tobacco Fee Environment)
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PART THREE – TEACHER EXPECTATIONS
Activities and Events
Teachers are expected to attend events sponsored by the Academy; specifically, one Information
Meeting, ERA Graduation, Curriculum Night, and Meet the Teacher Night. Reference the official school
calendar for specific dates.
In addition, teachers may be expected by their building Principal to attend additional events. Teachers
are encouraged to attend school-sponsored events.

Communication
Teachers are expected to communicate school business with parents and students via phone calls, email,
notations on student planners, websites or blogs, and through parent-teacher conferences. In so doing,
parents are kept consistently apprised of their student’s work. Teachers are prohibited from instant
messaging and text messaging students, scheduling individual meetings with students outside of the
school, and providing students with personal contact information.

Parent Teacher Conferences
Parent-teacher conferences are scheduled twice annually; see calendar for exact dates. Teachers are
expected to be in conference or available for conference during the entire conference period. If
approved PTO or other leave is used on conference days, a make-up schedule needs to be presented to
the building Principal. Meal and other breaks are pre-scheduled.
Parents sign up for conference times via an online system: Paragon Virtual Conferencing System.
Teachers will be provided with log in information to check individual conference schedules. Parents are
allowed to sign up for one time slot per child. Please monitor your schedule, and contact parents who
have signed up for more than one time slot per child. Parents/Teachers may choose to have students
attend conferences; however, their attendance is not required.

Webpages
Each teacher is to create and maintain a webpage accessible via www.eagleridgeacademy.org. Homework
assignments are to be posted and kept current. Lower School teachers are required to post their grading
expectations for each class, and the Upper School teachers are required to post syllabi.

Grading
 Eagle Ridge Academy operates on a semester calendar.
 Grades are posted at the quarter mark and the end of the semester.
 Parents will be notified via email when quarter Progress Reports and Semester Report Cards are
available on the Infinite Campus Parent Portal.
 Report cards are not mailed home.
 Grades must reflect the student’s academic performance; points are not added for effort of
improvement or behavior.
 Teachers may issue points for class participation. Students must be notified of the process used
to evaluate participation and the assigned point value.
 Infinite Campus gradebooks must be updated on a weekly basis by Monday at 4:00 p.m. for the
previous week.
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 Infinite Campus has the functionality to email grade reports to parents; these should be sent out
to students who currently are earning D’s or F’s in your class every two weeks. Documentation is
attached. (Upper School only)
Upper-School Semester Exams: All Upper School teachers are expected to administer semester exams.
The semester exam will count for 20% of the semester grade.
Eagle Ridge Academy has adopted a traditional four point grading scale. The scale is used to determine
letter grades for courses, assignments and exams. It is also used to calculate each student’s cumulative
grade – point average. The cumulative grade – point average is calculated and published only on
semester grade reports.
Students will receive grades according to the following scale in grades Kindergarten, 1, 2, and 3.

Grade
Exceeding basic requirements (E)
Meeting basic requirements (M)
Progressing toward basic requirements (P)
Not meeting basic requirements (N)

Mastery Level (percent)
90+
70-89
60-69
<60

Students receive letter grades according to the following scale in grades 4-12.
Traditional Grading Scale

Grade Mastery Level (percent)
A
93+
A<93-90
B+
<90-87
B
<87-83
B<83-80
C+
<80-77
C
<77-73
C<73-70
D+
<70-67
D
<67-63
D<63-60
F
<60
Homework
Meaningful homework assignments are an important part of the Academy’s curriculum. Generally,
teachers are to assign quality homework for each school night within the following guidelines:
1. To the greatest extent possible, homework should consist of one hour of reading for humanities
courses each night.
2. Kindergarten students will generally receive ten minutes of homework, first grade students will
generally receive twenty minutes of homework, second grade students will generally receive
thirty minutes of homework, third grade students will generally receive forty minutes of
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homework, fourth grade students will generally receive fifty minutes of homework, fifth grade
students will generally receive sixty minutes of homework (Daily reading time is additional in all
grades).
3. Homework, if necessary, may be assigned during long weekends but not during a vacation period.
4. Daily homework assignment is at the discretion of the teacher; homework may be assigned any
night of the week.
Teachers are encouraged to promote the homework requirement, as outlined in the Student Handbook.

Additional Student Regulations (i.e. Cheating/Uniforms)
Please reference Student Handbooks for additional student regulations and requirements.

Student Planner Use
All Eagle Ridge Academy students are issued student planners. Upper school students are to use the
planners as a hallway pass to request permission to leave the room; teachers are to sign the planner
when a student leaves the classroom.

Supervision of Students
The supervision of students is the responsibility of all faculty members. The faculty is expected to take an
active part in supervising all Academy students, not just the students under a particular teacher’s charge.
All students are to be supervised whenever they are on campus during the academic day, whenever they
are on campus participating in extracurricular activities, and whenever they are off campus on Academy
sponsored trips. Faculty members are responsible for knowing and upholding policies pertaining to the
supervision of students.
General supervisory duties include:
 Upper school, scheduled hallway monitors are expected to be outside the classroom during passing
time.
 Teachers are to remain in their classroom with students during instructional time unless alternate
supervision has been arranged.
 Regularly assigned parking lot, recess, lunch, and other supervision duties; a schedule will be posted.
 The school day ends at 3:00 for Lower School and 3:10 for Upper School, students not riding the bus
are to be picked up by 3:30.
 Students may remain after school with a teacher only by prior arrangement with the parent.
 If a teacher has granted permission to a student to remain after school, the teacher is responsible for
that student until that student leaves the building and must remain in the classroom with the
student.
 As teachers leave the building for the day, they are to close and lock their classroom door.
 Teachers who are running after school clubs are responsible for all students until they are picked up
by the parents.

Field Trips
There is a Field Trip Planning form on the Z drive outlining the steps involved in planning a field trip. Field
forms must be approved by your school principal at least three weeks in advance.

Discipline and Detention
Eagle Ridge Academy believes that discipline starts at home and is supported by the Pillars and classroom
management. Teachers are encouraged to offer students the opportunity to correct behaviors to align
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with the Pillars of Eagle Ridge Academy. If there are continued disruptions or misbehaviors, parents
should be contacted for support in correcting the student behavior. If the misbehavior continues after
parent contact from the teacher, a detention may be assigned. Detention is viewed as a time for
students to reflect on behavioral choices and to make better decisions in the future.

PART FOUR – BUILDING POLICIES AND PROCEDURES
Room Maintenance
Maintenance needs (shelves to be put up, equipment mounted, etc.) should not be presented to
maintenance staff. Instead, submit a Maintenance Request Form found under the Forms section of the
ERA Staff Log In link of the school website.

Parking
Staff members are to park in front of the school on the east side of the building. Student drivers will park
in back of the building on the west side. Do not park in the students section without permission from the
Operations Director. All staff and selected students will be issued a parking permit that must be displayed
in the registered vehicle. Staff and students will be required to complete a Parking Permit Form. For
staff, the forms are located under the Forms section of the ERA Staff Log In link of the school website.

Purchasing Procedures
Purchasing process:
 Requisition form filled out by teacher; approved by Principal
 Requisition forms are located under the ERA Staff Log In link of the school website. Forms on the
Z Drive
 Note: Requisition form needs to include all details including vendor information, item number,
and cost
 Approved requisition form turned into Jeanne Sirota (coded to budget line item, i.e., texts,
supplies, professional development)
 Purchase order created; signed by Executive Director
 Vendor contacted by Jeanne Sirota
 PO/packing slip/invoice – matched prior to payment by the person who made the order and
returned to Jeanne Sirota
Credit card purchase:
 Credit card request form filled out by teacher; approved by Principal
 Approved form turned into Jeanne Sirota (coded to budget line item)
 Vendor contacted and item ordered
 Packing slips matched by the person who made the order and returned to Jeanne Sirota
 Packing slip matched to VISA card statement
Reimbursement process:
 Prior approval form filled out by teacher; approved by Principal
 Teacher purchases items
 Reimbursement form with receipts approved by Principal
 Reimbursement form with receipts turned into Jeanne Sirota
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Cash Collection
Cash collected during the school day must be submitted to the District Business Office by close of the
same business day to be secured in the school safe. Staff will accept full responsibility of any cash
collected and not submitted.

Cell Phone and Electronic Devices:
Use of cell phone and other electronic devices during instructional or supervisory time is prohibited.

Voice Mail and Electronic Mail
All electronic and telephone communication systems and all communications and information
transmitted by, received from, or stored in these systems are the property of Eagle Ridge Academy and as
such are intended for teaching or other job-related purposes. Personal use should be kept to a minimum.
Voice mail should be set up on the first day of school and checked at least once every school day. Email is
Eagle Ridge Academy’s primary source of communication to all staff members during the summer. All
staff members are expected to check their email during each work day and at least weekly during the
summer and breaks to stay current.

Use of Eagle Ridge Academy Property
Eagle Ridge Academy photocopiers, laminators, binding machines, printers, or other like items may not
be used for personal business without first receiving authorization from the Executive Director. Individual
staff members assigned business supplies and equipment are responsible for their proper use, loss, or
damage.

Personal Property
Eagle Ridge Academy cannot assume responsibility for any personal property located on its premises.
Employees are to use their own discretion when choosing to bring personal property into the school and
do so at their own risk. Additionally, Employees may not bring or display in the school any property that
may be viewed as inappropriate or offensive to others. No microwave ovens, refrigerators, toasters, or
other electrical appliances are allowed in classrooms without annual approval from the Executive
Director.

Personal Safety
The safety of each Employee’s health and security is very important to Eagle Ridge Academy. Eagle Ridge
Academy will make reasonable efforts to address an Employee’s safety concerns. Employees should
remember to use caution and good judgment in all activities and should notify the Operations Director if
they believe there is a safety issue that should be addressed.

Postage, Shipping and Office Supplies
Postage, shipping, and office supplies paid for by Eagle Ridge Academy are for business purposes and are
not to be used for an Employee’s personal purposes.

Laptops
Two laptop carts are available for check out via the Outlook Calendar. Laptops are not available for
individual use by students. When you return the cart, please make sure all laptops are plugged in, and
that the cart is plugged in. This will ensure that the laptops are all charged for the next class. Do not hand
a laptop to a student for individual use. A teacher may have reserved the laptop cart, and if a few
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students have some of the laptops, that teacher may not have the full set of functional laptops needed to
complete the planned lesson. The laptop carts are kept in the server room and will need to be unlocked
by a member of the operations staff.

iPads
The iPad cart is available for check out via the Outlook Calendar. When you return the cart, please make
sure all iPads are plugged in, and that the cart is plugged in. This will ensure that the iPads are all charged
for the next class. The iPad cart is kept in the lower school office.
Repeated instances of the above carts being retuned without all devices plugged in or with any missing
devices may result in the staff member’s privilege of using the carts be revoked.

Computer Drives
Each staff member is assigned their own drive on which to store documents. It is a private drive, only
accessible by the staff person. Public documents and forms are stored on the Z drive. Network drives are
backed up on a regular basis; however, the C drive on individual computers is not. Do not store important
files on the C drive, as they will not be recovered in the event of a computer failure.

Technology maintenance needs
For technology maintenance needs, do not contact the tech support people directly. Instead, submit a
CaDan Service Request Form found under the Forms section of the ERA Staff Log In link of the school
website. CaDan Assist will contact the proper technology support personnel.

Reserving TV, laptops, iPads, projectors, cameras and viewing the school wide calendar
These are located in the Public Folders in Outlook:

PART FIVE – TECHNOLOGY
Technology Acceptable Use Policy
Purpose of Use
Through technology, Eagle Ridge Academy provides access for students and staff to resources from
around the world. Expanding technologies take students and staff beyond the confines of the classroom
and provides tremendous opportunities for enhancing, extending and rethinking the learning process.
This new capability, however, requires guidance for students and staff use.

The Opportunities and Risks of Technology Use
Eagle Ridge Academy believes that the value of information and the opportunity for interaction that
technology offers outweighs the hazards of its misuse. Making network access available, however, carries
with it the potential that some network users will encounter sources that could be considered
controversial or inappropriate. Because information on networks is ever-changing and diverse, Eagle
Ridge Academy cannot completely predict or control what users may or may not locate when on-line.
Technology provides a conduit to information: the users must be wary of the sources and content and be
responsible in choosing information to be accessed.
No technology is guaranteed to be error free or totally dependable, nor is it safe when used irresponsibly.
Among other matters, Eagle Ridge Academy is not liable or responsible for:
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1.
2.
3.
4.
5.

any information that may be lost, damaged, or unavailable due to technical or other difficulties;
the accuracy or suitability of any information that is retrieved through technology;
breaches of confidentiality;
defamatory material; or
the consequences that may come from failure to follow Eagle Ridge Academy policy and procedures
governing the use of technology.

Privileges of User
Users may access technology only for educational purposes. Exercising this privilege requires that users
accept the responsibility for all material viewed, downloaded, and/or produced. Users will need to
evaluate the validity of materials accessed through technology and cite their resources when appropriate.
The actions of users accessing networks through Eagle Ridge Academy reflect on the school. Users must
conduct themselves accordingly by exercising good judgment and complying with this policy any
accompanying administrative regulations and guidelines.

Definition of Acceptable Use
Users will:
 adhere to the rules of copyright and assume that any software that they did not create is
copyrighted (unless it is labeled ‘freeware’ or ‘public domain’);
 adhere to the licensing agreements governing the use of shareware: note that e-mail is not
guaranteed to be private;
 be responsible at all times for the proper use of their access privileges and for complying with all
required system security identification codes, including not sharing such codes;
 maintain the integrity of technological resources from potentially damaging messages, physical
abuse, or computer viruses;
 respect the right of others to use equipment and, therefore, use it only for school-related
activities;
 treat all computers, printers, cameras, and other electronic hardware and software with great
care; and
 abide by the policies and procedures of networks and systems linked by technology; and protect
the privacy of other users and the integrity of the system by avoiding misuse of others’ files,
equipment and programs.
Users will not:
 use offensive, obscene, inflammatory or defamatory language;
 harass other users;
 misrepresent themselves or others;
 violate the rights of others, including their privacy;
 access, download and/or create obscene or inappropriate material;
 use the network for personal business or financial gain;
 vandalize data, programs and/or networks;
 degrade or disrupt systems and/or equipment;
 damage technology hardware and/or software;

29








spread computer viruses;
gain unauthorized access to resources or entities;
violate copyright laws;
damage computers, printers, cameras, or other hardware;
use technology for illegal activities; and,
reveal their name, personal address or phone number, or those of other users without parental
permission.
(Reference District Policy 524 – Internet Acceptable Use and Safety Policy)

Right to Monitor
Eagle Ridge Academy, as the provider of the technology, email, and Internet access, has the right to
monitor any and all use of its system. Any individual right of privacy is superseded by the school’s need to
maintain its system.

Penalties for Improper Use
If users of the technology do not follow the rules of Acceptable Use, their privileges may be taken away or
be subject to disciplinary action up to and including termination.

Social Media
Eagle Ridge Academy recognizes the value of teacher inquiry, investigation, and innovation using new
technology tools to enhance the learning experience. The Academy also recognizes its obligation to teach
and ensure responsible and safe use of these technologies.
This section addresses Employees' use of publicly available social media networks including: personal
websites, web logs (bios), wikis, social networks, online forums, virtual worlds and any other social media.
The Academy takes no position on Employees' decision to participate in the use of social media networks
for personal use on personal time. Employees must avoid posting any information or engaging in
communications that violate state or federal laws or school policies.
Eagle Ridge Academy recognizes the importance of online social media networks as a communication
tool. The Academy provides password-protected social media tools. However, public social media
networks, outside of those sponsored by the Academy, may not be used for classroom instruction or
school-sponsored activities without the prior authorization of the school administration and parental
consent for student participation on social networks. The Academy may use these tools and other
communication technologies in fulfilling its responsibility for effectively communicating with the general
public.
The line between professional and personal relationships is blurred within a social media context. When
Employees choose to join or engage with students, families or fellow Employees in a social media context
that exists outside those approved by the school, they are advised to maintain their professionalism as
Eagle Ridge Academy Employees and have responsibility for addressing inappropriate behavior or activity
on these networks, including requirements for mandated reporting.
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All Other Policies and Regulations
Additional policies may be approved or amended by the Board of Directors and are applicable to all
Employees of the Academy.

31

Acknowledgement
I, ______________________________ (print name), an employee of Eagle Ridge Academy,
acknowledge that I have read the Employee Handbook, understand its contents and agree to
abide by the policies and procedures set forth therein.

Signature: ____________________________________________

Date: ___________________

Note: Any procedures outlined in this handbook shall not supersede any state and federal laws.
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Board Member Agreement
A member of the Eagle Ridge Academy Board of Directors shall have a firm belief in the fundamental,
traditional, classical education mission of the Academy and shall be fully committed to the charter school
model.
The purpose of the Board is to set the general direction and policy of the Academy, not to manage it on a
daily basis. Directors shall govern in a manner that ensures adherence to the Eagle Ridge Academy Mission
and Vision statements. Furthermore, Directors shall foster positive relationships with the Academy’s
personnel and community, and with the community at large; oversee the financial stability of the Academy;
and deal with school-related issues as prescribed in the Academy’s Bylaws.
By signature below, each Director agrees to uphold the terms of this Board Handbook and to abide by the
principles outlined herein.
As a Director, I agree to do everything in my power to work as a productive member of the Board of
Directors. If, for any reason, I find myself unable to fulfill the above commitment to the best of my abilities,
I agree to resign my position as a member of the Eagle Ridge Academy Board of Directors.

_____________________________________

___________________________

Board Member

Date

Eagle Ridge Academy Board of Directors
Conflict of Interest Policy
January 14, 2014

I.

Serving as a Board Member – Minn. Stat. § 124D.10, subd. 4a(a)
A. An individual is prohibited from serving as a member of the Board of Directors
if the individual, an immediate family member, or the individual’s partner
1. is a full or part owner or principal
2. with a for-profit or nonprofit entity or independent contractor
3. with whom Eagle Ridge Academy contracts, directly or indirectly,
4. for professional services, goods, or facilities.
B. An individual is also prohibited from serving as a member of the Board of
Directors if an immediate family member is an employee of the school.
C. A violation of this prohibition renders a contract voidable at the option of the
commissioner of education or the Board of Directors.
D. A member of the Board of Directors who violates this prohibition is
individually liable to Eagle Ridge Academy for any damage caused by the
violation.

II.

Participating in a Contract – Minn. Stat. §124D.10, subd. 4a(b)
A. No member of the Board of Directors, employee, officer, or agent of Eagle
Ridge Academy, including members of any Board Working Group, Committee,
or Task Force, or any other person authorized to act on behalf of Eagle Ridge
Academy, shall participate in selecting, awarding, or administering a contract if
a conflict of interest exists.
B. A conflict of interest exists when:
1. the Board member, employee, officer, or agent;
2. the immediate family member of the Board member, employee, officer, or
agent;
3. the partner of the Board member, employee, officer, or agent; or
4. an organization that employs, or is about to employ any individual in
clauses (1.) to (3.) (section II. B.),
has a financial or other interest in the entity with which Eagle Ridge Academy
is contracting.
C. A violation of this prohibition renders the contract void.

III.

Contract or Transaction – Minn. Stat. § 317A.255
A. Unless the conditions in paragraph B (section III.) are met, the following
individuals and organizations may not enter into a contract or transaction with
Eagle Ridge Academy:
1. a member of the Board of Directors or a member of the Board of
Director’s family;
2. a director of a related organization, or a member of the family of a director
of a related organization; or
3. any organization in which (or of which) a member of Eagle Ridge
Academy’s Board of Directors, or a member of the Board of Director’s
family, is a director, officer, or legal representative, or has a material
financial interest.
B. If no other conflict of interest exists (see paragraphs I, II, IV, and V) and if the
following conditions in paragraphs 1, 2, or 3 (section III. B.) are met, the
contract or transaction described in paragraph A (section III.) may still occur:
1. the contract or transaction was fair and reasonable as to Eagle Ridge
Academy when it was authorized, approved, or ratified.
2. the material facts as to the contract or transaction and as to the director’s
interest are fully disclosed or known to the Board of Directors;
a. the Board approves, authorizes, or ratifies the contract or transaction
in good faith;
b. the approval, authorization, or ratification is by a majority of
directors (not including any interested director); and
c. the action takes place at a meeting where a quorum is present (not
including any interested director). If, as a result, the number of
remaining directors is not sufficient to reach a quorum, a quorum for
purposes of considering the contract or transaction is the number of
remaining directors.
3. the contract or transaction is a merger or consolidation.
C. Involvement in Action: An interested director may be present for discussion to
answer questions, but may not advocate for the action to be taken. The minutes
of all actions taken on such matters shall clearly reflect that these requirements
have been met.

IV.

Direct Interest – Common Law
A. A member of the Board of Directors may not participate in proceedings in a
decision-making capacity when he or she has a direct personal interest in the
outcome of those proceedings.
B. The following factors will be analyzed to determine whether the director’s
direct interest in the outcome of the proceedings disqualifies him or her from
participating:

1.
2.
3.
4.
5.

the nature of the decision being made;
the nature of the pecuniary interest;
the number of officials making the decision who are interested;
the need, if any, to have interested persons make the decision; and
the other means available, if any, such as the opportunity for review, that
serve to insure that officials will not act arbitrarily to further their selfish
interests.

V.

Non-Financial Conflicts of Interest:
No member of the Board of Directors shall vote in any matter pertaining directly and
specifically to him- or herself or to members of his or her immediate family.
However, it shall not be considered a conflict of interest (a) for any director of the
Board to vote for him- or herself to become a member of any Working Group,
Committee, or Task Force or (b) for any member of the Board of Directors or of any
Board Working Group, Committee, or Task Force to vote for him- or herself to
become an officer of such group.

VI.

Exceptions – Minn. Stat. §§ 124D.10, subd. 4a(e); 317A.255, subd. 2(1)
A. Teachers of Eagle Ridge Academy who are serving as Board members are not
deemed to have a conflict of interest because they are paid compensation as a
teacher. Thus, teachers of Eagle Ridge Academy may serve as members of the
Board of Directors.
B. Teachers of Eagle Ridge Academy who are serving as Board members are not
deemed to have a conflict of interest when addressing any contract or
transaction regarding compensation for any Eagle Ridge Academy employees,
including themselves. (State law exempts the situation of directors establishing
compensation for themselves or other directors, and allows teachers to comprise
a majority of the school board. Therefore teachers, as board members, are
permitted to vote on budgets and other financial matters that affect them.
However, teachers of Eagle Ridge Academy shall not vote on their own,
individual salaries.)

VII.

Consequences:
Should a conflict of interest occur the Board may choose to apply consequences as
deemed appropriate, in addition to those provided by law.

VIII.

Copy of Policy:
All members of the Board of Directors of Eagle Ridge Academy shall be provided
with a copy of this policy and be required to complete and sign an acknowledgment
and disclosure form pertaining to any potential or actual conflicts of interest, at least
on an annual basis, as well as at any time a potential or actual conflict of interest may
arise.

EAGLE RIDGE ACADEMY BOARD OF DIRECTORS
CONFLICT OF INTEREST POLICY
ACKNOWLEDGMENT AND DISCLOSURE FORM
I have read the Eagle Ridge Academy Board of Directors Conflict of Interest Policy set forth
above and agree to comply fully with its terms and conditions at all times during my service as a
Board member. If at any time following the submission of this form I become aware of any
actual or potential conflict(s) of interest, or if the information provided below becomes
inaccurate or incomplete, I will promptly notify the Board Chair or Vice Chair and the Executive
Director in writing.
Disclosure of Actual or Potential Conflict(s) of Interest:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Board Member Signature: ________________________________________________________
Board Member Printed Name: _____________________________________________________
Date: _________________________________________________________________________

EAGLE RIDGE ACADEMY BOARD OF DIRECTORS
CONFLICT OF INTEREST POLICY
ACKNOWLEDGMENT AND DISCLOSURE FORM
I have read the Eagle Ridge Academy Board of Directors Conflict of Interest Policy set forth
above and agree to comply fully with its terms and conditions at all times during my service as a
Board member. If at any time following the submission of this form I become aware of any
actual or potential conflict(s) of interest, or if the information provided below becomes
inaccurate or incomplete, I will promptly notify the Board Chair or Vice Chair and the Executive
Director in writing.
Disclosure of Actual or Potential Conflict(s) of Interest:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Board Member Signature: ________________________________________________________
Board Member Printed Name: _____________________________________________________
Date: _________________________________________________________________________

Eagle Ridge Academy
Executive DirectorBoard Relations Handbook

The mission of Eagle Ridge Academy is to provide students with a traditional,
classical education that demands their best in academic achievement,
behavior, and attitude and challenges them to attain their highest potential.
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Eagle Ridge Academy Governance Model
THE BOARD GOVERNS
Sets expectations and parameters

Adopt Goals

Evaluate
Results

Board Authority
Ensure Accountability

Adopt
Policies

STUDENTS HIGHEST POTENTIAL

Monitor
Progress

Executive Director
Authority
Recommendations to
Board

Implement
Plans
THE EXECUTIVE DIRECTOR MANAGES
Provides leadership and supervision
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Develop
Plans
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Background
The Board and Executive Director are committed to the most effective and efficient working relationship
possible for the governance team. The protocols guide the Board and Executive Director’s work, so everyone
can devote their full energy to focusing on carrying out the mission and vision of ERA for the benefit of our
students.

Purpose
The Eagle Ridge Academy School Board is the policy-making body, doing its work in meetings of the
Board in public. To effectively meet Eagle Ridge Academy’s challenges, the Board and Executive
Director must collaborate together as a leadership team. To ensure the collective effectiveness of the team,
operating procedures and protocols must be in place. Below are general protocols that will take a joined
effort and those that are specific for the Board and for the Executive Director. These guidelines are
intended as a supplement to the Board of Director Bylaws and Board Handbook.
The Board and Executive Director will:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.

Ensure the mission, vision, and strategic plan are foundational to the decision making process.
Keep learning and achievement for each and every student as the primary focus.
Value, support, and advocate for charter schools.
Operate openly with the Pillars of Eagle Ridge Academy in mind: Citizenship, Integrity, Perseverance,
Honor, Excellence, and Respect.
Govern in a dignified and professional manner, treating everyone with civility, dignity, and respect,
while honoring the right to disagree with each other.
Recognize and respect difference of perspective and communication style on the Board and among
staff, students, parents, and the community.
Discuss public matters in publicly announced Board meetings.
Focus on policymaking and strategic planning
Ensure opportunities for the diverse range of views in the community to inform Board deliberations
and evaluate Eagle Ridge Academy’s performance.
Set and monitor measurable outcomes for annual goals that are aligned with the Academy’s
Authorizer, Friends of Education.
Communicate the common vision and annual, measurable goals.
Honor the value that Board decisions are best developed with people closest to an issue or situation
wherever possible.
Understand the distinction between Board and staff roles.
Identify and focus on Board meeting agenda items.
Participate in board training and commit the time and resources necessary to be informed and effective
leaders.
Govern within Board-adopted policies and administrative regulations.

Board Members will:
1. Establish a clear strategic plan for Eagle Ridge Academy.
2. Understand authority rests with the Board as a whole and not with individuals. Recognize decisions are
made only at properly scheduled meetings.
3. Support decisions of the majority after honoring the right of individual members to express opposing
viewpoints and to vote their convictions.
4. Attend regularly scheduled Board meetings unless a situation occurs that makes attendance impossible;
participate in scheduling special meetings and/or work sessions for planning and training purposes.
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5. Acknowledge individual requests for reports and projects shall be directed usually to the Executive
Director.
6. Participate in establishing annual expectations and goals for the Executive Director.
7. Objectively evaluate the Executive Director’s performance and provide appropriate feedback which
focuses on recognition and growth.
8. Evaluate its protocols annually, taking collective responsibility for the Board’s effectiveness.
9. Communicate directly with the Executive Director as appropriate whenever a staff member, student,
parent, or community member raises a question or concern; and direct people to communicate to the
appropriate person closest to the situation.
10. Contact the Executive Director whenever contacted by the media regarding an incident, event, or
agenda item.
11. Communicate directly with the Executive Director and/or the Board Chair prior to Board meetings to
address questions and/or concerns about agenda items.
12. Communicate one-on-one with the Executive Director when an individual concern arises so issues do
not fester.
13. Recognize the individual role of constituents and special interest groups, while understanding the
importance of using one’s best judgment to represent all members of the community.
14. As time permits, visit school sites and attend school functions, ensuring instruction is not interrupted.
15. Periodically participate in Eagle Ridge Academy community functions.
The Executive Director will:
1. Help -foster a collaborative and highly qualified board.
2. Treat all Board members professionally.
3. Respect and acknowledge the Board’s role in setting policy and overseeing the performance of the
Executive Director.
4. Recognize that the Board/Executive Director governance relationship requires collaboration of the
Eagle Ridge Academy Administrative Team.
5. Accept leadership responsibility and be the spokesperson regarding implementation of the vision,
goals, and policies of Eagle Ridge Academy.
6. Prepare preliminary goals annually for the Board’s consideration.
7. Provide data and analysis of success indicators, milestones, and student performance to Board
members to inform decisions and assess progress on annual goals.
8. Make personnel recommendations and changes in consultation with the Board.
9. Communicate with all Board members promptly, effectively, and, to the extent possible, equally.
10. Inform the Board prior to critical information becoming public; apprise all Board members in a timely
manner of any major incident of which they may be called on to answer or explain.
11. Collaborate with the Board Planning Team to compose the Board agenda in a timely fashion to ensure
Board review; clarify information prior to scheduled meetings or workshops.
12. Avoid bringing a matter to a public meeting that is a surprise to a Board member.
13. Respond to requests for additional information through a Board update or special report and include
information as Board agenda items or at a Board workshop.
14. Present major decisions initially as a Workshop discussion item, then place it on the next Board
meeting agenda for action.
15. Communicate with individual Board members to determine if concerns exist prior to a problem
developing.
16. Provide a written self-assessment prior to the Board’s evaluation of the Executive Director’s job
performance.
17. Keep the Board informed regarding issues and/or situations that concern parents, students, staff, or
community as appropriate.
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Task

School Board’s Role

Executive Director’s Role

Policy

Adopts

Implements and suggests

Board Meetings and Workshops

Leads

Serves as resource person

Budgets/Finance/Audits

Adopts and monitors

Prepares, administers, monitors
details

Instruction

Establishes criteria monitors

Recommends, oversees staff's
efforts

Personnel

Establishes criteria, approves or
rejects

Interviews, recommends, hires,
evaluates

Facilities/Transportation/Food
Service

Develops policy

Implements policy, writes rules and
regulations, makes
recommendations

Community Relations

Creates a positive image

Creates a positive environment,
directs communication

The Board and Executive Director

Hires ED, establishes expectations,
evaluates, serves at the pleasure of
the members of the corporation of
the Academy

Works at the pleasure of the Board
and serves the Academy

Board and Executive Director Communication Protocols
Treatment of Board Members
The Executive Director will treat all Board members equally, realizing there is a unique relationship with the
Board Chair and Board Planning Team members. The Executive Director should meet individually with each
Board member within two months of the initial term and then annually. Conversation topics should include,
but not limited to:
1.
2.
3.
4.
5.

How is ERA excelling in meeting the mission, vision, and goals of the strategic plan?
What do you love about ERA?
What is an opportunity for growth for ERA?
What are your goals as a Board member in your first year and during your term?
How may I support the ERA School Board?

The relationship between the Executive Director and Board Chair requires special attention. A face-to-face
meeting will take place by August 1st of each school year. Conversation topics should include, but not limited
to:
1. Due to the unique nature of your position of Board Chair, what kinds of key information do you want
to stay informed about in relation to the operation of Eagle Ridge Academy?
2. How do you want to work together to develop the Board agenda?
3. What is your preferred method for receiving information?
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4. What kinds of information would you require me to contact you immediately? How do you want to
handle the notification of other Board members related to crucial information?
5. What thoughts or ideas do you have for achieving healthy and collaborative two-way communication?
6. How can I support you in your role as Board Chair?
Keys to Avoiding Pitfalls









Maintain full communication and trust with the Board Chair
Board Chair should and will be your main supporter when others may have problems
Contact the Board Chair when serious issues arise - never cover mistakes
Do not take the Board Chair’s authority in decision making
Acknowledge Board Chair and individual Board members for their success and contribution
Always refer Board conflict to the Board Chair, or Vice Chair if involving the Chair
Avoid hearsay with the Board Chair or other Board members
Do not take action on items with the Board Chair when other Board members have not been given the
opportunity to provide feedback

Normal Communication
Agenda and Board Decisions
Any matters that will be decided by the Board should be discussed at a public meeting. Items that require
significant decisions will be introduced during the Board workshops for discussion. Prior to the Board
workshop, the Executive Director will send all recommended discussion items and supporting material to the
Board Chair and collaborate with the Board Planning Team to set the workshop discussion topics. Setting this
is ultimately the responsibility of the Board Chair.
Executive Director Report
The Executive Director Report is given at all Board workshops and then approved at the following Board
meeting. The Executive Director Report will include: enrollment summary and comparison to previous year,
staffing changes, governance checklist monthly update, Principals’ Reports, professional development, Friends
of Education happenings, and any other important matters. The Executive Director Report is sent to the Board
Chair the Thursday prior to the Board workshop.
On the Same Page (OSP)
OSP is an email communication that details recent happenings at Eagle Ridge Academy that are important and
need to be communicated prior to the next Board workshop or regular meeting. OSPs generally are sent out
during breaks, summer, or when there are three weeks between the meetings. These are meant to be
informational only. Any questions or comments must be directed back to the Executive Director only; Board
members must NOT reply all.
General Information
The Executive Director will notify the Board via email whenever there is a situation that Board members will
likely receive parent, staff, student, or media communications. These situations are outside the norm, may be
disruptive to standard operating procedures, and are NOT an emergency:
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School closing due to inclement weather







Staffing concerns
Changes in finance or legislation
Complaint that will go to the Board
False fire alarms
Bus accident with no injuries

Emergency Communication Standards
An emergency situation requires immediate contact with the Board Chair and then contact with the Board.
Emergency situations require timely communication and fast decisions. A specific communication plan
will be decided case by case with the collaboration between the Board Chair and Leadership Team. The
situation will be placed in one of three priority categories:




High = immediate contact
Medium = within three hours
Low = same day

A preferred method of contact will be used for all situations as determined by Leadership Team:




Email
Face-to-face
Phone

Example: Bus accident involving injuries: High priority, immediate via phone, and follow up with details
via email.
Situations that may require Emergency Communications:










Bus accident involving injury
Death or severe illness to an employee, parent, student, or Board member
Major vandalism on school property
Employee injured or killed while on duty
Major crime by employee
Water main broken
Heating system failure in the winter
Lock down situation
Severe weather lockdown during arrival or dismissal

Working Groups, Task Forces, and Committees
Working Groups of the Eagle Ridge Academy Board of Directors are advisory groups created to support the
mission of the school by focusing on certain key school functions. Working Groups are strategic in nature;
have recurring matters to evaluate and recommend upon; and are Board of Directors charged. Task forces are
advisory in nature. The Board of Directors may also establish Committees, with specified and limited
decision-making authority. Such Committees shall be subject to Minnesota Open Meeting Law.
When warranted, for specific short-term or special circumstances, the Board may create various Task Forces to
perform specific duties. These groups may be comprised of Board members, faculty, staff, and/or parents and
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will exist only until their specific tasks have been accomplished.
Committees and/or Task Forces are generally operational and/or advisory in nature. In addition, each
Committee or Task Force shall operate under a Board-approved Mandate, updated at least annually,
establishing the goals it will pursue and, in the case of a Committee, clearly delineating the scope of any
decision-making authority that has been delegated to it by the Board of Directors.
While Working Groups do not fall under the open meeting law; however, transparency and collaboration
amongst stakeholder groups is highly recommended. Working Groups are ongoing and generally meet at least
monthly. Each Working Group has an assigned Board member and that Board member acts as the liaison
between the Working Group and the Board. Working Groups have a mandate by the Board and can be found
on the School Board website. Current Working Groups include:





Finance, Audit, and Development
Governance
a. Governance
b. Policy
Human Resources

Required Readings
In order to fully embrace and assure the execution of the mission and vision of Eagle Ridge Academy, as well
as the Strategic Plan as set by the Board of Directors, the Executive Director shall be encouraged to read,
understand, and participate in the following:
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Classical Documents, ERA Classical Co-op
Eagle Ridge Academy Strategic Plan
The Well Trained Mind, Wise and Bauer
Classical Education: The Movement Sweeping the Nation, Kern and Veith
Driven by Data, Bambrck-Santoyo
Norms and Nobility, Hicks
Classical Education Courses 101, 201, and 301
Rethinking Teacher Supervision and Evaluation, Marshal
Enhancing Professional Practice, Danielson

ERA Organization Chart
Friends of
Education

ERA School Board

Executive Director

Classical
Coordinator(s)

Education
Coordinator*

Coaches

SPED Coordinator

Director of
Operations

LS Principal

US Principal

Paraprofessionals

Health Office
Spec.

Teachers

Teachers

SPED Teachers*

HR Spec.

EAs

EAs

Administrative
Assistant*

Academic
Counselor

Admissions Spec.

Operations Spec.

Food Program
Spec.

* = The Educational Coordinator reports to the Executive Director and directly collaborates with the Principals
* = SPED Teachers directly report to the SPED Coordinator and collaborate with the Principals
*=Administrative Assistants report to the Director of Operations and collaborate with the Leadership Team.
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Updated DRAFT
Board of Directors 2016-2017 Workshop and Meeting Schedule
All meetings and workshops begin at 6:00pm unless otherwise noted.
Please note: All meetings are subject to change.

DRAFT Board Workshop and Meeting Calendar
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First Days of School:
9/6/16 & 9/7/16

Board Retreat: 10/29; 11/5; 11/12 TBD

Winter Break:

Teacher Conferences & Fall Break:

Election Day: 11/8/15

12/22/16 - 1/2/17

10/6 & 10/18 (pm) & 10/19 - 10/21/16

Thanksgiving Break: 11/23 - 11/25/16
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Memorial Day:
5/29/2017

Last Days of School:
6/7/17 & 6/8/17

