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Welcome to Hawthorn Academy 

Welcome to Hawthorn Academy (the “School”). To answer some of the questions you may have 

concerning the School and its policies, we have written this Policy Guide. Please read it thoroughly and 

retain it for future reference. The policies stated in this Policy Guide are guidelines only and are subject to 

change at the sole discretion of the School, as are all other policies, procedures, benefits, and other 

programs of the School. From time to time, you may receive updated information concerning changes in 

policy. If you have any questions regarding any policies, please ask a school Administrator, an HR 

representative from Academica West, or contact Helpside Benefits, Inc. (”Helpside”) for assistance. 

The School has a business relationship with Helpside. Helpside is a Professional Employer 

Organization that has contractually assumed substantial employer rights, responsibilities, and risks. This 

situation creates a shared or co-employment relationship between Helpside, the School and you, the 

employee. 

 

Under this contractual arrangement, employment responsibilities are shared or allocated between Helpside 

and the School. The School retains essential management control over the end-product of the work 

performed by the employees, and Helpside pays and reports wages and employment taxes and assumes 

responsibility for a wide range of employer responsibilities and risks. 

This employee Policy Guide was developed to describe some of the expectations of employees of the 

School and Helpside and to outline some important policies, programs, and also benefits available to 

eligible employees. Employees should familiarize themselves with the contents of the employee Policy 

Guide as soon as possible; it will answer many questions about employment with the School and 

Helpside. 

This Policy Guide is not a contract, express or implied, and does not guarantee employment for any 

specific duration. Although we hope that your employment relationship with us will be long term, either 

you, the School or Helpside may terminate this relationship at any time, for any reason or no 

reason, with or without cause or notice. Nothing in this Policy Guide limits or restricts any rights of the 

school as an at-will employer to terminate any employee for any reason, with or without notice. Nothing 

in this policy is intended to grant any employee any additional rights in connection with their 

employment. No employee should interpret anything in this employee Policy Guide or actions by 

management during employment to imply that there is a contract for employment. This employee Policy 

Guide is not a contract for employment; it is simply a set of guidelines and procedures to assist employees 

in doing their jobs. 

 

We wish you the best of luck and success in your position and hope that your employment relationship 

with the School will be a rewarding experience. 

 

Equal Employment Opportunity 

The School provides equal employment opportunities to all employees and applicants for employment 

without regard to race, color, religion, sex, national origin, age, disability, or status as a Vietnam-era or 

special disabled veteran in accordance with applicable federal laws. In addition, the School complies with 

applicable state and local laws governing nondiscrimination in employment. This policy applies to all 

terms and conditions of employment, including, but not limited to, hiring, placement, promotion, 

termination, layoff, recall, transfers, leave of absence, compensation, and training. 
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Zero-Tolerance for Harassment 

The School has adopted a policy of “zero-tolerance” with respect to unlawful employee harassment. In 

this connection, the School expressly prohibits any form of unlawful employee harassment based on race, 

color, religion, sex, national origin, age, and disability, status as a Vietnam-era or special disabled 

veteran, or status in any group protected by state or local law. Improper interference with the ability of 

the School employees to perform their expected job duties is not tolerated. 

With respect to sexual harassment, the School prohibits the following: 

1. Unwelcome sexual advances, requests for sexual favors, and all other verbal or physical conduct 

of a sexual or otherwise offensive nature, especially where: 

• Submission to such conduct is made either explicitly or implicitly a term or condition of 

employment; 

• Submission to or rejection of such conduct is used as the basis for decisions affecting an 

individual’s employment; or 

• Such conduct has the purpose or effect of creating an intimidating, hostile, or offensive 

working environment. 

2. Offensive comments, jokes, innuendos, and other sexually oriented statements. 

Types of harassment— Sexual harassment constitutes a form of sexual discrimination under Title VII of 

the Civil Rights Act of 1964. As was stated above, the EEOC and the federal courts have recognized two 

distinct types of sexual harassment: “quid pro quo” and “hostile environment” harassment. 

• “Quid pro quo” harassment occurs when an aspect of a person’s job is conditioned on his or her 

accepting the sexual advances or conduct of another worker, the individual refuses, and the threat is 

carried out. 

• “Hostile environment” harassment occurs when an employee is subjected to a severe or pervasive 

pattern of unwelcome, sexually-related conduct in the workplace that creates a hostile, intimidating, or 

offensive work environment. It should be noted, however, that sexually harassing conduct need not be of 

a specifically sexual nature, it need only be gender-based. 

Examples of the types of conduct expressly prohibited by this policy include, but are not limited to, the 

following: 

• Touching, such as rubbing or massaging someone’s neck or shoulders, stroking someone’s hair, or 

brushing against another’s body. 

• Sexually suggestive touching. 

• Grabbing, groping, kissing, fondling. 

• Violating someone’s “personal space.” 

• Whistling at another person. 

• Lewd, off-color, sexually oriented comments or jokes. 

• Foul or obscene language. 

• Leering, staring, stalking. 

• Suggestive or sexually explicit posters, calendars, photographs, graffiti, cartoons. 

• Unwanted or offensive letters or poems. 

• Sitting or gesturing sexually. 

• Offensive E-mail or voice-mail messages. 

• Sexually oriented or explicit remarks, including written or oral references to sexual conduct, 

gossip regarding one’s sex life, body, sexual activities, deficiencies, or prowess. 

• Questions about one’s sex life or experiences. 
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• Repeated requests for dates. 

• Sexual favors in return for employment rewards, or threats if sexual favors are not provided. 

• Sexual assault or rape. 

• Any other conduct or behavior deemed inappropriate by the School. 

 

Complaint Procedure 

Each member of management is responsible for creating an atmosphere free of discrimination and 

harassment, sexual or otherwise. Further, employees are responsible for respecting the rights of their 

coworkers. 

If you experience any job-related harassment based on your sex, race, national origin, disability, religion, 

or another factor, or believe you have been treated in an unlawful, discriminatory manner, promptly report 

the incident to your Administrator, who will investigate the matter and take appropriate action, including 

reporting it to human resources. If for any reason you believe it would be inappropriate to discuss the 

matter with your Administrator, you may bypass your administrator and report it directly to the Board of 

Directors, the HR representative at Academica West, or to the vice president of human resources at 

Helpside, who will undertake an investigation. Your complaint will be kept confidential to the maximum 

extent possible. 

The School and Helpside will determine, in its sole discretion, what appropriate disciplinary action will be 

taken against the offending employee up to, and including, termination of employment. 

The School prohibits any form of retaliation against any employee for filing a complaint under this policy 

or for assisting in a complaint investigation. 

 

Dating between Employees 

The School has adopted this policy in recognition of its responsibility to provide guidelines on romantic 

and sexual relationships with other employees and to caution employees about the potential problems 

posed by such relationships. These problems include conflicts of interest, interference with the 

productivity of co-workers, and potential charges of sexual harassment. They can be particularly serious 

in situations in which one person has a position of authority over the other, such as in a supervisor- 

subordinate relationship. 

The School does not prohibit consensual romantic relationships between employees, but it does impose 

the following restrictions: 

• The School strongly discourages supervisory personnel from engaging in romantic or sexual 

relationships with subordinates and requires the supervisor or manager to disclose the existence 

of such a relationship. Additionally, supervisors and managers are required to take steps to 

resolve any actual or potential conflict of interest or impropriety created by the relationship. 

• All employees must avoid romantic or sexual relationships with other employees that create 

conflicts of interest, potential charges of sexual harassment, or discord or distractions that 

interfere with other employees’ productivity. 

Any romantic relationship between a supervisor and subordinate employee must be disclosed by the 

supervisor to the supervisor’s Administrator, or to the next highest individual in the supervisory chain of 

command (likely the Superintendent or Board President). The Administrator must assess the situation and 

make a recommendation to resolve any actual or potential conflict of interest or impropriety created by 
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the relationship. The recommendation can require the non-supervisory employee to transfer to another 

department or facility, if possible. If a transfer is not possible, the dating couple can be required to 

determine which partner will resign. If a transfer to another facility or department is possible, the 

supervisor-partner is prohibited from having any involvement in professional decision-making affecting 

the partner who transfers. 

Failure to make required disclosures or comply with a recommendation to resolve a conflict with this 

policy can result in discipline up to and including termination of employment. 

 

Employees Engaging in Private Activities Related to Public Education 

Purpose 

Hawthorn Academy (the “School”) recognizes that its employees may have opportunities to engage with 

students in private activities related to public education that are not sponsored by the School.  The School 

supports its employees participating in such activities so long as they are done appropriately.  

These procedures are intended to help ensure that any private, but public education-related activity 

involving School employees is conducted in a manner that complies with state law and rules, including 

R277-107, and maintains the integrity of the public education system.  These procedures outline 

expectations for School employees who sponsor or participate in private activities related to public 

education and delineate boundaries between public employment and private enterprise. 

Definitions 

For purposes of these procedures: 

“Employee” means a person who is employed on a full-time, part-time, or contract basis by the School. 

“Private, but public education-related activity” means any type of private activity for which: 

a. An employee of the School receives compensation; and 

b. The principal clients are students at the School. 

“Private, but public education-related activity” may include: 

a. Tutoring; 

b. Lessons; 

c. Clinics; 

d. Camps; or 

e. Travel opportunities. 

General Rules for School Employee Participation in Private, But Public Education-Related 

Activities 

Employees may participate in a private, but public education-related activity in accordance with R277-
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107 and these procedures. 

1. Separation of Private and Public Roles 

a. Employees who participate in a private, but public education-related activity must ensure 

that such participation is separate and distinguishable from their employment with the 

School.  For example, such employees may not: 

i. Contact students at the School during School hours to promote such private 

activities; or 

ii. Use student education records, School resources, or information gained through 

employment with the School in connection with such private activities, unless that 

information is readily available to the general public. 

2. Prohibited Use of School Time and Resources 

a. Employees who participate in a private activity or a private, but public education-related 

activity may not use School time or resources to: 

i. Discuss, promote, or prepare for such private activities; or 

ii. Organize or advertise such private activities. 

3. Permissible Activities by Employees 

a. Employees who participate in a private, but public education-related activity may: 

i. Offer such private activities to students outside of regular School hours; 

ii. Discuss such private activities with students or parents outside of the classroom 

and regular School hours; 

iii. Use student directories or online resources which are available to the general 

public; or 

iv. Advertise or promote such private activities in accordance with the rules in R277-

107-3 and -4, including in School publications that allow commercial advertising. 

4. Equity and Access 

a. Employees may not condition credit or participation in a School program or activity on a 

student’s participation in such activities as clinics, camps, private programs, or travel 

activities that are not equally and freely available to all students. 

b. Employees may not state or imply to any person that participation in a regular School 

activity or program is conditioned on participation in a private activity. 

5. Student-Initiated Educational Opportunities 

a. Nothing in these procedures prohibit students from requesting or petitioning the School for 

academic credit for educational experiences obtained outside of School consistent with 

School policy and applicable state law. 
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6. Contracts Governing Private, But Public Education-Related Activities 

a. Contracts between an employee and a sponsor of a private, but public education-related 

activity shall be signed by the employee and include the acknowledgments set forth in 

R277-107-6. 

b. An employee shall provide the School with a signed copy of all contracts between the 

employee and a sponsor of a private, but public education-related activity.  The School 

shall maintain a copy of such contracts in the employee’s personnel file. 

 

Introductory Period for Benefit Purposes 

All new hires are required to go through a ninety (90) calendar day benefit waiting period. 

 

During the benefit new hire waiting period, new employees are eligible only for those benefits that are 

required by law, such as workers’ compensation insurance and Social Security. After becoming regular 

employees, they may be eligible for other benefits, subject to the terms and conditions of each benefits 

program. Employees should read the information for each specific benefits program for the details on 

eligibility requirements. 

 

Eligibility for Group Health Insurance Benefits 

Only full-time employees, exempt professional employees, and non-exempt employees working thirty 

(30) hours, or more over the course of the year, are eligible to participate in group health insurance plan(s) 

sponsored by Meritain Health. Part-time employees are not eligible to receive group health insurance 

benefits. 

 

Part-time employees are those employees, whether paid a salary or an hourly wage, that are not regularly 

scheduled to work over 30 hours per week, or whose hours vary throughout the course of the school year 

based on the school’s needs. 

 

Immigration Law Compliance 

 

The School is committed to employing only United States citizens and aliens who are authorized to work 

in the United States and does not unlawfully discriminate on the basis of citizenship or national origin. 

 

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition 

of employment, must complete the Employment Eligibility Verification Form I-9 and present 

documentation establishing identity and employment eligibility. Former employees who are rehired must 

also complete the form if they have not completed an I-9 with the School within the past three years, or if 

their previous I-9 is no longer retained or valid. The School participates in the E-Verify program. 

Employees with questions or seeking more information on immigration law issues are encouraged to 

contact Helpside. Employees may raise questions or complaints about immigration law compliance 

without fear of reprisal. 

 

In the event that an employee does not complete the required paperwork for employment, the employee 

will be required to report to Helpside to complete the necessary paperwork and receive any checks being 

held there.
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Employment of Relatives 

The School permits the employment of qualified relatives of employees as long as such employment does 

not, in the opinion of the School, create actual or perceived conflicts of interest. For purposes of this 

policy, “relative” is a spouse, child, parent, sibling, grandparent, grandchild, aunt, uncle, first cousin, or 

corresponding in-law or “step” relation. The School will exercise sound business judgment in the 

placement of related employees in accordance with the following guidelines: 

• Individuals who are related by blood or marriage are permitted to work in the same location, 

provided no direct reporting or supervisory/management relationship exists. That is, no employee 

is permitted to work within the “chain of command” of a relative such that one relative’s work 

responsibilities, salary, or career progress could be influenced by the other relative. 

• No relatives are permitted to work in the same department or in any other positions in which the 

School believes an inherent conflict of interest may exist. 

• In addition, the School recognizes that at times, employees and their “close friends,” “domestic 

partners,” or “significant others” may be assigned to positions that create a coworker or 

supervisor- subordinate relationship. The School will, in its discretion, exercise sound judgment 

with respect to the placement of employees in these situations in order to avoid the creation of a 

conflict or the appearance of a conflict of interest, avoid favoritism or the appearance of 

favoritism, and decrease the likelihood of sexual harassment in the workplace. 

This policy applies to all categories of employment at the School, including regular, temporary, and part- 

time classifications. 

 

 

Paid Parental and Postpartum Recovery Leave 

 

In accordance with Utah Code § 53G-11-209, the School offers qualified employees paid parental and 

postpartum recovery leave to enable employees to care for and bond with their new child and to recover 

from childbirth.   This policy is effective July 1, 2025. 

 

Definitions 

 

For purposes of this policy: 

 

“Parental leave” means leave hours the School provides to a parental leave eligible employee. 

 

“Parental leave eligible employee” means a School employee who receives regular paid personal time off 

(PTO) benefits from the School and is: 

(a) a birth parent as defined in Utah Code § 78B-6-103; 

(b) legally adopting a minor child, unless the individual is the spouse of the pre-existing parent; 

(c) the intended parent of a child born under a validated gestational agreement in accordance with Title 

81, Chapter 5, Part 8, Gestational Agreement;  

(d) appointed the legal guardian of a minor child or incapacitated adult; or 

(e) a foster parent of a minor child. 

 

“Postpartum recovery leave” means leave hours the School provides to a postpartum recovery leave eligible 

employee to recover from childbirth that occurs at 20 weeks or greater gestation. 
 

“Postpartum recovery leave eligible employee” means an employee: 

(a) who receives regular paid personal time off (PTO) benefits from the School; and 
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(b) who gives birth to a child. 

 

“Qualified employee” means: 

(a) a parental leave eligible employee; or 

(b) a postpartum recovery leave eligible employee.  

 

“Retaliatory action” means to do any of the following regarding an employee: 

(a) dismiss the employee; 

(b) reduce the employee’s compensation; 

(c) fail to increase the employee’s compensation by an amount to which the employee is otherwise 

entitled to or was promised; 

(d) fail to promote the employee if the employee would have otherwise been promoted; or 

(e) threaten to take an action described immediately above. 

 

Paid Parental Leave 

 

The School allows a parental leave eligible employee to use up to three work weeks (15 workdays) of paid 

parental leave for: 

(a) the birth of the parental leave eligible employee’s child; 

(b) the adoption of a child; 

(c) the appointment of legal guardianship of a child or incapacitated adult; or 

(d) the placement of a foster child in the parental leave eligible employee’s care. 

 

Parental leave as described above: 

(a) may not be used before the day on which: 

(1) the parental leave eligible employee’s child is born; 

(2) the parental leave eligible employee adopts a child; 

(3) the parental leave eligible employee is appointed legal guardian of a child or incapacitated 

adult; or 

(4) a foster child is placed in the parental leave eligible employee’s care; 

(b) may not be used more than six months after the date described immediately above; 

(c) may not be used intermittently, unless: 

(1) by mutual written agreement between the School and the parental leave eligible employee; 

or 

(2) a health care provider certifies that intermittent leave is medically necessary due to a serious 

health condition of the child; 

(d) runs concurrently with FMLA leave, if applicable to the parental leave eligible employee; and 

(e) runs consecutively to postpartum recovery leave, if applicable to the parental leave eligible 

employee. 

 

A parental leave eligible employee’s paid parental leave does not increase if the parental leave eligible 

employee: 

(a) has more than one child born from the same pregnancy; 

(b) adopts more than one child; 

(c) has more than one foster child placed in the parental leave eligible employee’s care; or 

(d) is appointed legal guardian of more than one child or incapacitated adult. 

 

A parental leave eligible employee may not use more than three work weeks (15 workdays) of paid parental 
leave within a single 12-month period, regardless of whether during that 12-month period the parental leave 

eligible employee: 

(a) becomes the parent of more than one child; 
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(b) adopts more than one child; 

(c) has more than one foster child placed in the parental leave eligible employee’s care; or 

(d) is appointed legal guardian of more than one child or incapacitated adult.  

 

Paid Postpartum Recovery Leave 

 

The School allows a postpartum recovery leave eligible employee to use up to three work weeks (15 

workdays) of paid postpartum recovery for recovery from childbirth that occurs at 20 weeks or greater 

gestation. 

 

Postpartum recovery leave as described above: 

(a) shall be used starting on the day on which the postpartum recovery leave eligible employee gives 

birth, unless a health care provider certifies that an earlier start date is medically necessary; 

(b) shall be used in a single continuous period, unless otherwise authorized in writing by the Lead 

Director; 

(c) runs concurrently with FMLA leave, if applicable to the postpartum recovery leave eligible 

employee; and 

(d) runs consecutively to parental leave. 

 

A postpartum recovery leave eligible employee’s paid postpartum recovery leave does not increase if the 

postpartum recovery leave eligible employee has more than one child born from the same pregnancy. 

 

Notice of Plan to Take Leave 

 

Qualified employees shall give the Campus Principal or Lead Director notice at least 30 days before the day 

on which the qualified employee plans to: 

(a) begin using parental leave or postpartum recovery leave; and 

(b) stop using postpartum recovery leave. 

 

If circumstances beyond the qualified employee's control prevent the qualified employee from giving notice 

as described above, the qualified employee shall give the School each notice described above as soon as 

reasonably practicable. 

 

All such notices shall be reviewed by the Campus Principal and Lead Director.  If the employee providing 

notice does not meet the definition of a qualified employee under this policy (and is therefore not entitled to 

paid parental or postpartum recovery leave), the Campus Principal or Lead Director shall inform the 

employee.  Employees may be required to provide documentation supporting the need for parental or 

postpartum recovery leave. 

 

Other Leave  

 

Except with respect to FMLA leave, the School may not charge parental leave or postpartum recovery leave 

against a qualified employee’s regular paid personal time off (PTO) or any other leave a qualified employee 

is entitled to under the School’s leave policies. 

 

If a qualified employee is eligible to receive paid parental leave and/or postpartum recovery leave under this 

policy and simultaneously is eligible to receive paid FMLA leave from the School, the total amount of the 

paid leave received by the employee shall not exceed the employee’s regular salary. 
 

Employee Benefits During Leave 
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During the time a qualified employee uses parental leave or postpartum recovery leave, the qualified 

employee shall continue to receive all employment related benefits and payments at the same level that the 

qualified employee received immediately before beginning the parental leave or postpartum recovery leave, 

provided that the qualified employee pays any required employee contributions. 

 

Employee Position after Leave 

 

Following the expiration of a qualified employee’s parental leave or postpartum recovery leave, the School 

shall ensure that the qualified employee may return to: 

(a) the position that the qualified employee held before using parental leave or postpartum recovery 

leave; or 

(b) a position within the School that is equivalent in seniority, status, benefits, and pay to the position 

that the qualified employee held before using parental leave or postpartum recovery leave. 

 

Despite the foregoing, if during the time a qualified employee uses parental leave or postpartum recovery 

leave the School experiences a reduction in force and, as part of the reduction in force, the qualified 

employee’s employment would have been terminated had the qualified employee not been using the parental 

leave or postpartum recovery leave, the School may terminate the qualified employee’s employment in 

accordance with any applicable process or procedure as if the qualified employee were not using the 

parental leave or postpartum recovery leave.  In addition, upon termination of a qualified employee’s 

employment (for any reason), the employee is not entitled to be paid for any unused parental leave or 

postpartum recovery leave. 

 

Retaliatory Action 

 

The School may not interfere with or otherwise restrain a qualified employee from using parental leave or 

postpartum recovery leave in accordance with this policy.  In addition, the School may not take retaliatory 

action against a qualified employee for using parental leave or postpartum recovery leave in accordance 

with Utah Code § 53G-11-209. 

 

Part-Time Qualified Employees 

 

In the event a qualified employee of the School is also a part-time employee, the employee shall be allowed 

to use the amount of parental leave or postpartum recovery leave available to the qualified employee under 

this policy on a pro rata basis. 

  

 

 

 

 

 

 

Personnel Files 

The School maintains personnel files on each employee. These files contain documentation regarding all 

aspects of the employee’s tenure with the School, such as performance appraisals, beneficiary designation 

forms, disciplinary warning-notices, and letters of commendation. You may review your personnel file on 

an annual basis. If you are interested in reviewing your file, contact your Administrator. 

To ensure that your personnel file is up to date at all times, notify your Administrator and Helpside of 

changes in your name, telephone number, home address, marital status, number of dependents, 
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beneficiary designations, scholastic achievements, the individuals to notify in case of an emergency, and 

so forth. 

Individuals with Disabilities 

The School complies with the Americans with Disabilities Act and applicable state and local laws 

providing for nondiscrimination in employment against qualified individuals with disabilities. The School 

also attempts to provide reasonable accommodation for such individuals in accordance with these laws. In 

this connection, the School will evaluate the feasibility of a requested accommodation in light of the 

ADA’s guidelines, and determine whether such accommodation will create an undue hardship. It is the 

School’s policy to, without limitation: 

1. Ensure that qualified individuals with disabilities are treated in a nondiscriminatory manner in 

the pre-employment process and that they are treated in a nondiscriminatory manner in all terms, 

conditions, and privileges of employment. 
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2. Administer medical examinations (a) to applicants only after conditional offers of employment 

have been extended and (b) to employees only when justified by business necessity, such as for a 

second medical opinion or a fitness-for-duty exam. 

3. Keep all medical-related information confidential in accordance with the requirements of the 

ADA and retain such information in separate confidential files. 

4. Provide applicants and employees with disabilities with reasonable accommodation, except 

where such an accommodation would create an undue hardship on the School. 

5. Notify individuals with disabilities that the School provides reasonable accommodation to 

qualified individuals with disabilities, by including this policy in the School’s employee Policy 

Guide and by posting the Equal Employment Opportunity Commission’s poster on not 

discriminating against individuals with disabilities and other protected groups conspicuously at 

the School’s facilities. 

Procedure for Requesting an Accommodation 

Qualified individuals with disabilities may make requests for reasonable accommodation to a School 

Administrator and/or Board of Directors. On receipt of an accommodation request, the Administrator will 

meet with the requesting individual to discuss and identify the precise limitations resulting from the 

disability and the potential accommodation that the School might make to help overcome those 

limitations. 

The Administrator, in conjunction with Helpside and, if necessary, appropriate management 

representatives identified as having a need to know, will determine the feasibility of the requested 

accommodation, considering various factors, including, but not limited to, the nature and cost of the 

accommodation, the availability of tax credits and deductions, outside funding, the school’s overall 

financial resources and organization, and the accommodation’s impact on the operation of the school, 

including its impact on the ability of other employees to perform their duties and on the school’s ability to 

conduct business. 

Classifications of Employment 

For purposes of salary administration and eligibility for overtime payments and employee benefits, the 

School classifies its employees and other workers as follows: 

• Full-time regular employees. Employees hired to work the School’s normal, full-time, thirty- 

hour workweek on a regular basis. Such employees may be “exempt” or “nonexempt” as defined 

below. 

• Part-time regular employees. Employees hired to work fewer than thirty hours per week on a 

regular basis. Such employees may be “exempt” or “nonexempt” as defined below. 

• Temporary or Seasonal employees. Employees engaged to work full time or part time on the 

School’s payroll with the understanding that their employment will be terminated no later than on 

completion of a specific assignment or their employment is seasonal and not year-round. (Note 

that a temporary employee may be offered and may accept a new temporary assignment with the 

School and thus still retain temporary status.) Such employees may be “exempt” or “nonexempt” 

as defined below. (Note that employees hired from temporary employment agencies for specific 

assignments are employees of the respective agency and not of the School.) 

• Nonexempt employees. Employees who are required to be paid overtime at the rate of time and 

one half (i.e., one-and-one-half times) their regular rate of pay for all hours worked beyond forty 

hours in a workweek, in accordance with applicable federal wage and hour laws. 

• Exempt employees. Employees who are not required to be paid overtime, in accordance with 

applicable federal wage and hour laws, for work performed beyond forty hours in a workweek.  

Executives, professional employees, outside sales representatives, and certain employees in 
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administrative positions and some computer professionals are typically exempt. 

You will be informed of your initial employment classification and of your status as an exempt or non-

exempt employee when you receive your new hire paperwork.  If you change positions during your 

employment as a result of a promotion, transfer, or otherwise, you will be informed of any change in your 

exemption status. Please direct any questions regarding your employment classification or exemption 

status to your Administrator or to Helpside. 

Non-Exempt Employee Volunteering at the School 

 

Although the School appreciates the willingness of non-exempt employees to volunteer their time to the 

School, all employees who desire to volunteer time must receive prior approval in writing and signed by 

the School’s Administrator and the employee. This signed approval shall clearly set forth the following 

conditions: All volunteer work: (i) shall be clearly outside the employee’s regular duties and regular 

hours; (ii) shall be donated for civic or charitable reasons; (iii) shall be done without pressure or coercion 

from the employer; and (iv) shall be made without the promise, expectation, or receipt of compensation. 

In compliance with the Fair Labor Standards Act (FLSA), the School will pay for any work performed 

during or in addition to the employee’s scheduled time. However, non-exempt employees that attempt to 

volunteer time without the prior written consent described herein may be subject to appropriate 

disciplinary action. 

 

Work Hours 

Work hours can vary – your Administrator will explain your schedule to you. For full-time employees 

your contract hours are 8.5. Teachers are to be at school from 7:40 to 4:10. You may adjust the time and 

come earlier and leave a little earlier. However, you must be here at 7:50 so that when students enter the 

doors you are there in your room to provide supervision. You must also remain at the school until “pick 

up” procedures have been completed at about 3:40. 

 

For middle school teachers who are part time and teaching four periods, you must complete the prep time 

either before or after school as you are being paid for that period. 

 

For payroll purposes, the School work week begins Saturday morning at 12:01 a.m. and ends the next 

Friday night at 12 Midnight. 

 

Recording Work Hours 

It is the policy of the School to comply with applicable laws that require records to be maintained of the 

hours worked by our nonexempt (non-salaried) employees. To ensure that accurate records are kept of the 

hours you actually work (including overtime hours where applicable), and to ensure that you are paid in a 

timely manner, you will be required to record your time worked and your absences on the School’s 

official time record forms for hourly employees. After reviewing the form and resolving any 

discrepancies, your Administrator will sign the form and forward it to payroll for processing. 

Please ensure that your actual hours worked and leave time taken are recorded accurately. Falsifying a 

time record is a breach of the School policy and is grounds for disciplinary action, including the 

possibility of discharge on the first offense. 
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Regular Pay Procedures 

Your Administrator will explain our payroll schedule to you. If a scheduled payday falls on a Saturday, 

Sunday, school holiday, or a vacation / break, you will usually be paid on the day preceding the weekend 

or holiday. All required deductions, such as for federal, state, and local taxes, and all authorized voluntary 

deductions, such as for health insurance contributions, will be withheld automatically from your 

paychecks. 

Please review your paycheck for errors. If you find a mistake, report it to your Administrator 

immediately. Your Administrator will assist you in taking the steps necessary to correct the error. 

In the event your paycheck is lost or stolen, please notify your Administrator immediately. Your 

Administrator will, in turn, notify Helpside who will attempt to put a stop-payment notice on your check. 

If we are able to do so, you will be issued another check and may be charged a stop-payment and 

replacement fee. Unfortunately, however, the School is unable to take responsibility for lost or stolen 

paychecks, and if we are unable to stop payment on your check, you alone will be responsible for such 

loss. 

 

For hourly employees, you must turn in your signed timesheet on Friday of the end of pay period in order to 

be paid on time. If you turn in the sheet late, or it is not signed, you will not be paid until the next pay 

period. 

Overtime Pay Procedures 

Generally, the School does not offer or require any employee to work overtime. Hourly employees are 

hired on a basis of an agreed amount of hours per week. Employees should receive authorization from 

their Administrator prior to working more than their normally scheduled hours in a work week. Failure 

to obtain prior approval for such additional hours may be cause for discipline. Employees who arrive 

late may not make up the time by just staying longer. 

 

Holiday Pay for Hourly Employees 

Employees who are paid on an hourly basis will not be paid for holidays. 

 

Salary Administration Programs 

To attract and retain above-average employees, the School endeavors to pay wages and salaries 

competitive with those paid by other employers in our industry in our area. In line with this objective, the 

School monitors its wage scales to help ensure they are kept in line with local economic conditions. 

 

Questions regarding our salary administration program or your individual salary should be directed to 

your Administrator, the Academica West HR representative, or to Helpside. 



Hawthorn Academy Employee Policy Guide 

Page 15 of 75 

 

Safe Harbor Statement for FLSA Compliance 

Generally, employees who are in the exempt category cannot have their pay reduced when the employee 

works less than the normal work week. However, the Department of Labor has made some exceptions to 

this rule, for example; absence from work for one or more full days for personal reason, other than 

sickness or disability; absence from work for one or more full days due to sickness or disability if the 

deductions are made under a bona fide plan, policy or practice of providing wage replacement benefits for 

these types of absences; to offset any amounts received as payment for jury fees, witness fees, or military 

pay; penalties imposed in good faith for violating safety rules of “major significance”; unpaid disciplinary 

suspension of one or more full days imposed in good faith for violations of workplace conduct rules; 

proportionate part of an employee’s full salary may be paid for time actually worked in first and last 

weeks of employment; and unpaid leave taken pursuant to the Family and Medical Leave Act. 

The School intends to never take an improper deduction from an exempt employee’s pay. If an exempt 

employee believes that the school has taken an improper deduction from any paycheck, the employee 

should notify the employee’s immediate supervisor in order to have the school notified that the employee 

believes an error has been made and why. After determining why the deduction has been made and 

supplying the employee with the documentation to support the reason behind the deduction, the deduction 

will either be affirmed or reversed. If the school has made an error, the employee will be repaid the 

deduction within 48 hours. 

If the employee continues to believe that an improper deduction has been taken, the employee should 

appeal the initial decision to affirm the deduction, in writing, to their Administrator. The Administrator 

will render the final decision to the employee within 72 hours of the appeals receipt. If the Administrator 

finds in favor of the employee, a repayment of the deduction will be made within 48 hours. 

 

Performance Reviews 

To ensure that you perform your job to the best of your abilities, it is important that you be recognized for 

good performance and that you receive appropriate suggestions for improvement when necessary. 

Consistent with this goal, your performance will be evaluated by your Administrator on an ongoing basis. 

You will also receive periodic written evaluations of your performance. 

If you have not received a performance review, it is your responsibility to notify your Administrator in 

writing about this matter. This will help us ensure the appraisal process is administered in a timely 

manner. 

All written performance reviews will be based on your overall performance in relation to your job 

responsibilities and will also take into account your conduct, demeanor, and record of attendance and 

tardiness. 

An appraisal is not a contract or a commitment to provide a salary or other form of compensation 

adjustment, a promotion, a bonus, continued employment, or retention. An appraisal is only one of 

several factors that the organization uses in making these and other employment decisions. 

 

Any comments made on your appraisal by your Administrator or other School representatives, or 

statements made by such individuals during any discussions regarding the appraisal, or your performance 
or future, including during any coaching or counseling session, should not be construed as a promise or 

guarantee, since circumstances, such as business conditions, and your performance, may change in the 

future.   
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In addition to the regular performance evaluations described above, special written performance 

evaluations may be conducted by your Administrator at any time to advise you of the existence of 

performance or disciplinary problems. 

 

FMLA Eligibility Requirements 

Businesses with more than 50 employees within a 75 mile radius, or organizations that are associated with 

a Professional Employer Organization (like Helpside) are required to comply with the rules associated 

with the Family Medical Leave Act (“FMLA”). 

 

The School will comply with the FMLA implementing Regulations currently in effect. The School posts 

the mandatory FMLA Notice and upon hire provides all new employees with notices required by the U.S. 

Department of Labor (DOL) on Employee Rights and Responsibilities under the Family and Medical Act 
in the employee break room. 

 

The function of this policy is to provide employees with a general description of their FMLA rights. In 

the event of any conflict between this policy and the applicable law, employees will be afforded all rights 

required by law. 

 

If you have any questions, concerns, or disputes with this policy, you must contact your Administrator 

and the Academica West HR department HR@academicawest.com in writing. 

A. General Provisions 

 

Under this policy, the School will grant up to 12 weeks (or up to 26 weeks of military caregiver leave to 

care for a covered servicemember with a serious injury or illness) during a 12-month period to eligible 

employees. The leave may be paid, unpaid or a combination of paid and unpaid leave, depending on the 

circumstances of the leave and as specified in this policy. 

 

B. Eligibility 

 

To qualify to take family or medical leave under this policy, the employee must meet all of the following 

conditions: 

1) The employee must have worked for the School for 12 months or 52 weeks. The 12 

months or 52 weeks need not have been consecutive. Separate periods of employment will be counted, 

provided that the break in service does not exceed seven years. Separate periods of employment will be 

counted if the break in service exceeds seven years due to National Guard or Reserve military service 

obligations or when there is a written agreement, including a collective bargaining agreement, stating the 

employer’s intention to rehire the employee after the service break. For eligibility purposes, an employee 

will be considered to have been employed for an entire week even if the employee was on the payroll for 

only part of a week or if the employee is on leave during the week. 

 

2) The employee must have worked at least 1,250 hours during the 12-month period 

immediately before the date when the leave is requested to commence. The principles established under 

the Fair Labor Standards Act (FLSA) determine the number of hours worked by an employee. The FLSA 

does not include time spent on paid or unpaid leave as hours worked. Consequently, these hours of leave 

should not be counted in determining the 1,250 hours eligibility test for an employee under FMLA. 

  

mailto:HR@academicawest.com
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C. Type of Leave Covered 

 

To qualify as FMLA leave under this policy, the employee must be taking leave for one of the reasons 

listed below: 

 

1) The birth of a child and in order to care for that child. 

 

2) The placement of a child for adoption or foster care and to care for the newly placed 

child. 

 

3) To care for a spouse, child or parent with a serious health condition (described below). 

 

4) The serious health condition (described below) of the employee. 

 

An employee may take leave because of a serious health condition that makes the employee unable to 

perform the functions of the employee's position. 

A serious health condition is defined as a condition that requires inpatient care at a hospital, hospice or 

residential medical care facility, including any period of incapacity or any subsequent treatment in 

connection with such inpatient care or a condition that requires continuing care by a licensed health care 

provider. 

This policy covers illnesses of a serious and long-term nature, resulting in recurring or lengthy absences. 

Generally, a chronic or long-term health condition that would result in a period of three consecutive days 

of incapacity with the first visit to the health care provider within seven days of the onset of the incapacity 

and a second visit within 30 days of the incapacity would be considered a serious health condition. For 

chronic conditions requiring periodic health care visits for treatment, such visits must take place at least 

twice a year. 

 

Employees with questions about what illnesses are covered under this FMLA policy or under the School's 

sick leave policy are encouraged to consult with the Academica West Human Resource representative. 

 

If an employee takes paid sick leave for a condition that progresses into a serious health condition and the 

employee requests unpaid leave as provided under this policy, the School may designate all or some 

portion of related leave taken as leave under this policy, to the extent that the earlier leave meets the 

necessary qualifications. 

5) Qualifying exigency leave for families of members of the National Guard and Reserves 

when the covered military member is on active duty or called to active duty in support of a contingency 

operation. 

 

An employee whose spouse, son, daughter or parent either has been notified of an impending call or order 

to active military duty or who is already on active duty may take up to 12 weeks of leave for reasons 

related to or affected by the family member’s call-up or service. The qualifying exigency must be one of 

the following: 1) short-notice deployment, 2) military events and activities, 3) child care and school 

activities, 4) financial and legal arrangements, 5) counseling, 6) rest and recuperation, 7) post-deployment 

activities and 8) additional activities that arise out of active duty, provided that the employer and 

employee agree, including agreement on timing and duration of the leave. 

The leave may commence as soon as the individual receives the call-up notice. (Son or daughter for this 

type of FMLA leave is defined the same as for child for other types of FMLA leave except that the person 
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does not have to be a minor.) This type of leave would be counted toward the employee’s 12-week 

maximum of FMLA leave in a 12-month period. 

6) Military caregiver leave (also known as covered service member leave) to care for an ill 

or injured service member. 

 

This leave may extend to up to 26 weeks in a single 12-month period for an employee to care for a 

spouse, son, daughter, parent or next of kin covered service member with a serious illness or injury 

incurred in the line of duty on active duty. Next of kin is defined as the closest blood relative of the 

injured or recovering service member. 

 

D. Amount of Leave 

 

An eligible employee can take up to 12 weeks for the FMLA circumstances (1) through (5) above under 

this policy during any 12-month period. The School will measure the 12-month period as a rolling 12- 

month period measured backward from the date an employee uses any leave under this policy. Each time 

an employee takes leave, the School will compute the amount of leave the employee has taken under this 

policy in the last 12 months and subtract it from the 12 weeks of available leave, and the balance 

remaining is the amount the employee is entitled to take at that time. 

 

An eligible employee can take up to 26 weeks for the FMLA circumstance (6) above (military caregiver 

leave) during a single 12-month period. For this military caregiver leave, the School will measure the 12- 

month period as a rolling 12-month period measured forward. FMLA leave already taken for other 

FMLA circumstances will be deducted from the total of 26 weeks available. 

 

If a husband and wife both work for the School and each wishes to take leave for the birth of a child, 

adoption or placement of a child in foster care, or to care for a parent (but not a parent "in-law") with a 

serious health condition, the husband and wife may only take a combined total of 12 weeks of leave. If a 

husband and wife both work for the School and each wishes to take leave to care for a covered injured or 

ill servicemember, the husband and wife may only take a combined total of 26 weeks of leave. 

 

E. Employee Status and Benefits During Leave 

While an employee is on leave, the School will continue the employee's health benefits during the leave 

period at the same level and under the same conditions as if the employee had continued to work. 

 

If the employee chooses not to return to work for reasons other than a continued serious health condition 

of the employee or the employee's family member or a circumstance beyond the employee's control, the 

School will require the employee to reimburse the School the amount it paid for the employee's health 

insurance premium during the leave period. 

 

Under current School policy, the employee may pay a portion of his/her health insurance premium. 

While on paid leave, the employer will continue to make payroll deductions to collect the employee's 

share of the premium. While on unpaid leave, the employee must continue to make this payment, either 

in person or by mail. The payment must be received in the Academica West Accounting Department by 

the tenth day of each month. If the payment is more than 30 days late, the employee's health insurance 

coverage may be dropped for the duration of the leave. The School will provide 15 days' notification 

prior to the employee's loss of coverage. 

If the employee contributes to a life insurance or disability plan, the School will continue making payroll 

deductions while the employee is on paid leave. While the employee is on unpaid leave, the employee 
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may request continuation of such benefits and pay his or her portion of the premiums, or the School may 

elect to maintain such benefits during the leave and pay the employee's share of the premium payments. 

If the employee does not continue these payments, the School may discontinue coverage during the leave. 

If the School maintains coverage, the School may recover the costs incurred for paying the employee's 

share of any premiums, whether or not the employee returns to work. 

F. Employee Status After Leave 

 

An employee who takes leave under this policy may be asked to provide a fitness for duty (FFD) 

clearance from the health care provider. This requirement will be included in the employer’s response to 

the FMLA request. Generally, an employee who takes FMLA leave will be able to return to the same 

position or a position with equivalent status, pay, benefits and other employment terms. The position will 

be the same or one which is virtually identical in terms of pay, benefits and working conditions. The 

School may choose to exempt certain key employees from this requirement and not return them to the 

same or similar position. 

 

G. Use of Paid and Unpaid Leave 

An employee who is approved to take FMLA leave will receive paid FMLA leave for up to 12 weeks (60 

workdays) of the employee’s FMLA leave.  Paid FMLA leave is separate from an employee’s regular 

personal time off (“PTO”).  An employee who is taking FMLA leave must use all of the employee’s 

available PTO prior to being eligible for and receiving paid FMLA leave.  Eligible employees will, after 

their PTO is exhausted, receive paid FMLA leave as follows: 

1) Teachers: 60% of the employee’s regular salary; 

2) Non-Teachers and Non-Administration Employees: 60% of the employee’s regular salary; 

and 

3) Administration Employees: 70% of the employee’s regular salary. 

In addition, an employee who is taking FMLA leave must use all of the employee’s PTO and paid FMLA 

leave prior to being eligible for and receiving any unpaid FMLA leave (e.g., for circumstances where an 

employee’s FMLA leave extends beyond 12 weeks). PTO used during FMLA leave will run concurrently 

with FMLA leave. 

To the extent applicable, disability leave for the birth of the child and for an employee's serious health 

condition, including workers' compensation leave (to the extent that it qualifies), will be designated as 

FMLA leave and will run concurrently with FMLA. For example, if the School elects to provide six 

weeks of pregnancy disability leave, the six weeks will be designated as FMLA leave and counted toward 

the employee's 12-week entitlement.  

 

An employee is not eligible for paid FMLA leave if the employee’s approved FMLA leave is during 

summer break, unless the employee is required by the School to start work for the new school year fewer 

than 12 weeks from the date of the employee’s first day of FMLA leave.  In such circumstances, the 

employee would be eligible for paid FMLA leave from the date the employee is required by the School to 

start work for the new school year up to the date that is 12 weeks from the date of the employee’s first 

day of FMLA leave. 

 

H. Intermittent Leave or a Reduced Work Schedule 
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The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently (take a 

day periodically when needed over the year) or, under certain circumstances, may use the leave to reduce 

the workweek or workday, resulting in a reduced hour schedule. In all cases, the leave may not exceed a 

total of 12 workweeks (or 26 workweeks to care for an injured or ill servicemember over a 12-month 

period). 

 

The School may temporarily transfer an employee to an available alternative position with equivalent pay 

and benefits if the alternative position would better accommodate the intermittent or reduced schedule, in 

instances of when leave for the employee or employee's family member is foreseeable and for planned 

medical treatment, including recovery from a serious health condition or to care for a child after birth, or 

placement for adoption or foster care. 

 

For the birth, adoption or foster care of a child, the School and the employee must mutually agree to the 

schedule before the employee may take the leave intermittently or work a reduced hour schedule. Leave 

for birth, adoption or foster care of a child must be taken within one year of the birth or placement of the 

child. 

 

If the employee is taking leave for a serious health condition or because of the serious health condition of 

a family member, the employee should try to reach agreement with the School before taking intermittent 

leave or working a reduced hour schedule. If this is not possible, then the employee must prove that the 

use of the leave is medically necessary. We ask that teachers prepare lesson plans for their substitutes to 

use while they are away on leave. 

I. Certification for the Employee’s Serious Health Condition 

 

The School will require certification for the employee’s serious health condition. The employee must 

respond to such a request within 15 days of the request or provide a reasonable explanation for the delay. 

Failure to provide certification may result in a denial of continuation of leave. Medical certification will 

be provided using the DOL Certification of Health Care Provider for Employee’s Serious Health 

Condition (http://www.dol.gov/esa/whd/forms/WH-380-E.pdf). 

 

The School may directly contact the employee’s health care provider for verification or clarification 

purposes using a health care professional, an HR professional, leave administrator or management 

official. The School will not use the employee’s direct supervisor for this contact. Before the School 

makes this direct contact with the health care provider, the employee will be a given an opportunity to 

resolve any deficiencies in the medical certification. In compliance with HIPAA Medical Privacy Rules, 

the School will obtain the employee’s permission for clarification of individually identifiable health 

information. 

The School has the right to ask for a second opinion if it has reason to doubt the certification. The School 

will pay for the employee to get a certification from a second doctor, which the School will select. The 

School may deny FMLA leave to an employee who refuses to release relevant medical records to the 

health care provider designated to provide a second or third opinion. If necessary to resolve a conflict 

between the original certification and the second opinion, the School will require the opinion of a third 

doctor. The School and the employee will mutually select the third doctor, and the School will pay for 

the opinion. This third opinion will be considered final. The employee will be provisionally entitled to 

leave and benefits under the FMLA pending the second and/or third opinion. 

 
J. Certification for the Family Member’s Serious Health Condition 

The School will require certification for the family member’s serious health condition. The employee 

http://www.dol.gov/esa/whd/forms/WH-380-E.pdf
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must respond to such a request within 15 days of the request or provide a reasonable explanation for the 

delay. Failure to provide certification may result in a denial of continuation of leave. Medical 

certification will be provided using the DOL Certification of Health Care Provider for Family Member’s 

Serious Health Condition (http://www.dol.gov/esa/whd/forms/WH-380-F.pdf). 

 

The School may directly contact the employee’s family member’s health care provider for verification or 

clarification purposes using a health care professional, an HR professional, leave administrator or 

management official. The School will not use the employee’s direct supervisor for this contact. Before 

the School makes this direct contact with the health care provider, the employee will be a given an 

opportunity to resolve any deficiencies in the medical certification. In compliance with HIPAA Medical 

Privacy Rules, the School will obtain the employee’s family member’s permission for clarification of 

individually identifiable health information. 

 

The School has the right to ask for a second opinion if it has reason to doubt the certification. The 

School will pay for the employee’s family member to get a certification from a second doctor, which the 

School will select. The School may deny FMLA leave to an employee whose family member refuses to 

release relevant medical records to the health care provider designated to provide a second or third 

opinion. If necessary to resolve a conflict between the original certification and the second opinion, the 

School will require the opinion of a third doctor. The School and the employee will mutually select the 

third doctor, and the School will pay for the opinion. This third opinion will be considered final. The 

employee will be provisionally entitled to leave and benefits under the FMLA pending the second 

and/or third opinion. 

 

K. Certification of Qualifying Exigency for Military Family Leave 

 

The School will require certification of the qualifying exigency for military family leave. The employee 

must respond to such a request within 15 days of the request or provide a reasonable explanation for the 

delay. Failure to provide certification may result in a denial of continuation of leave. This certification 

will be provided using the DOL Certification of Qualifying Exigency for Military Family Leave 

(http://www.dol.gov/esa/whd/forms/WH-384.pdf). 

L. Certification for Serious Injury or Illness of Covered Servicemember for Military Family Leave 

 

The School will require certification for the serious injury or illness of the covered servicemember. The 

employee must respond to such a request within 15 days of the request or provide a reasonable 

explanation for the delay. Failure to provide certification may result in a denial of continuation of leave. 

This certification will be provided using the DOL Certification for Serious Injury or Illness of Covered 

Servicemember (http://www.dol.gov/esa/whd/forms/WH-385.pdf). 

 

M. Recertification 

The School may request recertification for the serious health condition of the employee or the employee’s 

family member no more frequently than every 30 days and only when circumstances have changed 

significantly, or if the employee receives information casting doubt on the reason given for the absence, 

or if the employee seeks an extension of his or her leave. Otherwise, the School may request 

recertification for the serious health condition of the employee or the employee’s family member every 

six months in connection with an FMLA absence. The School may provide the employee’s health care 

provider with the employee’s attendance records and ask whether need for leave is consistent with the 

employee’s serious health condition. 

 

N. Procedure for Requesting FMLA Leave 

http://www.dol.gov/esa/whd/forms/WH-380-F.pdf
http://www.dol.gov/esa/whd/forms/WH-384.pdf
http://www.dol.gov/esa/whd/forms/WH-385.pdf
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All employees requesting FMLA leave must provide verbal or written notice of the need for the leave to 

the HR manager. Within five business days after the employee has provided this notice, the HR manager 

will complete and provide the employee with the DOL Notice of Eligibility and Rights 

(http://www.dol.gov/esa/whd/fmla/finalrule/WH381.pdf). 

 

When the need for the leave is foreseeable, the employee must provide the employer with at least 30 days' 

notice. When an employee becomes aware of a need for FMLA leave less than 30 days in advance, the 

employee must provide notice of the need for the leave either the same day or the next business day. 

When the need for FMLA leave is not foreseeable, the employee must comply with the School’s usual 

and customary notice and procedural requirements for requesting leave, absent unusual circumstances. 

O. Designation of FMLA Leave 

 

Within five business days after the employee has submitted the appropriate certification form, the HR 

manager will complete and provide the employee with a written response to the employee’s request for 

FMLA leave using the DOL Designation Notice (http://www.dol.gov/esa/whd/forms/WH-382.pdf). 

 

P. Intent to Return to Work From FMLA Leave 

 

On a basis that does not discriminate against employees on FMLA leave, the School may require an 

employee on FMLA leave to report periodically on the employee’s status and intent to return to work. 

 

Personal Leaves of Absence 

In very special circumstances, the School may grant a leave for a personal reason, but never for taking 

employment elsewhere or going into business for yourself. Employees should request an unpaid personal 

leave of absence from their Administrator. A personal leave of absence must not interfere with the 

operations of the School. The Administrator may make the Board of Directors aware of any approved 

personal leave of absence taken by an employee. If the Administrator feels the leave would interfere 

with the overall performance of the School, personal leave may be denied. 

 

A personal leave of absence may be granted for up to thirty (30) days. If your leave is extended for more 

than thirty (30) days, vacation and other benefits will no longer continue. Failure to return from a leave at 

the time agreed will result in termination of employment. Unless the leave is protected by some other law 

(i.e., FMLA or USERRA), there is no job guarantee upon returning from such leave. 

Taking other employment while on any leave of absence (including FMLA leave) will result in the 

termination of employment. 

 

Military Leaves of Absence 

Leaves of absence without pay for military or Reserve duty are granted to full-time regular and part-time 

regular employees. If you are called to active military duty or to Reserve or National Guard training, or if 

you volunteer for the same, you should notify your Administrator and submit copies of your military 

orders to him or her as soon as is practicable. You will be granted a military leave of absence without pay 

for the period of military service, in accordance with applicable federal and state laws. If you are a 

reservist or a member of the National Guard, you are granted time off without pay for required military 

training. Your eligibility for reinstatement after your military duty or training is completed is determined 

in accordance with applicable federal and state laws. 

http://www.dol.gov/esa/whd/fmla/finalrule/WH381.pdf
http://www.dol.gov/esa/whd/forms/WH-382.pdf
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Bereavement Leave 

If you are a full-time regular employee and a death occurs in your family, you will be compensated for 

time lost from your regular work schedule in accordance with the following guidelines. 

You will be granted up to five days off work with pay in the event of the death of your spouse, child, 

parent, or sibling; up to three days in the event of the death of your father-in-law, mother-in-law, son-in- 

law, daughter-in-law, or grandchild; and one day in the event of the death of a grandparent. Part-time and 

temporary employees will be granted five days off without pay. 

Personal Time Off (PTO) 

Because we recognize the importance of personal time off in providing the opportunity for rest, 

recreation, sick days, and personal activities, the School grants 10 days annual, paid PTO to its full-time 
regular employees (Part-time / Temporary employees do not receive any paid PTO). 

PTO Carryover 

PTO may be taken as time accrues at any point during the year, with approval from your Administrator. 

Each year, you may carry over up to 5 days PTO time beyond your next anniversary date. Any remaining 

time will be paid out at the rate of $50 per day. For example, if you are eligible ten days of PTO, and you 

use 3 days during the school year, 5 days will carry over, and 2 days will be paid out at the rate of $50 per 

day, for a total of $100. Again, if there is unused PTO the subsequent year, only 5 days may be carried 

forward and the remainder will be paid out. 

PTO / Vacation Scheduling 

PTO may be taken as weekly periods or as individual days as long as the periods chosen meet you’re your 

Administrator’s approval. Given the nature of your job, you should submit a PTO request to your 

Administrator at least four (4) weeks before the date you wish your PTO to begin. The Administrator has 

the right to accept or reject PTO requests during the school year. Teachers must prepare lesson plans for 

their substitutes to use during the period that they are out. 

A maximum of four faculty and staff will be approved for PTO on the day directly before and directly 

after a school holiday/break. This will be approved on a first come basis. No PTO will be approved for 

the last week of school. All teachers are to be in attendance at teacher work days. These days are not 

available for PTO. This includes Friday early out days which are designated for school wide professional 

development and/or team meetings. 

 

Faculty must take PTO in half day increments (4 hours). The exception to this is if you have an 

appointment after school and need to take off the last hour of the day. This may be done with 

administrative approval and one hour of PTO used. If you have a teacher cover for you for a period, you 

still will have to take PTO. 

 

Donation of PTO or use of donated PTO is governed by the Donation of Personal Time Off Policy 

adopted by the Board of Directors and must be approved by an Administrator as set forth in that policy. 

 

Compensation Time Criteria Middle School Teachers Substituting on their Prep Period 
 
Comp Time May Be Awarded: 

• For covering classes during prep or unscheduled hours that would usually result in Hawthorn 
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paying a sub. 

• When pre-approved as “comp time” by the Superintendent or campus principal. 

• When arranged by the Superintendent or campus principal (teachers cannot ask another teacher 

to use comp time). 

• When logged by the office and signed off by the Superintendent or the campus principal and 

the teacher. 

• For other activities as approved by the Superintendent or the campus principal. 

• The teacher being “covered” for is using PTO or on a school activity. (Comp time may not be 

used to cover for “Comp time”). 

 

Comp Time May Be Utilized When: 

• Pre approved by the Superintendent or the campus principal and logged by the office 

• Not done during hours that do not take a teacher away from Instruction time, Parent Teacher 

Conferences, Team meetings, and/or Car Pool and other duties. 

Comp Time May NOT Be Utilized Under the following Scenarios: 

• Comp time may not be accumulated and used to end the school year early (shorten the teacher 

work days/check out at the end of the year. However, if you have comp time and want to be the 

first to check out, you can work that out with the administration so that you get preference. 

• Comp time may not carry over from one year to the next 

• Comp time may not be traded for $$$ at a later date 

Examples: 

Can 

•  Mr. Smith needs to leave early on Tuesday Mrs. Black has prep 8th period and agrees to cover 

Mr. Smith’s 8th period class. Mr. Smith’s PTO is approved and Mrs. Black gets “comp time” 

approved by Superintendent. Mr. Smith takes off the 8th period and Mrs. Black covers the class. 

Mrs. Black uses her 90 minutes of comp time by leaving at 3:30 on Monday for the next 3 weeks 

with Superintendent’s or Campus Principal’s approval. 

Can Not 

• Mr. Smith wants to take off early and Mrs. Black agrees to cover his 8th period class. Mr. Smith 

agrees to cover Mrs. Black’s 1st period class the following day so that Mrs. Black can come in 

late. Neither teacher uses PTO as this is a “trade.” Neither teacher talks to Superintendent or 

Campus Principal. 

 

Workers’ Compensation Insurance 

To provide for payment of your medical expenses and for partial salary continuation in the event of a 

work-related accident or illness, you are covered by workers’ compensation insurance. The amount of 

benefits payable and the duration of payment depend on the nature of your injury or illness. In general, 

however, all medical expenses incurred in connection with an injury or illness are paid in full, and partial 

salary payments are provided beginning with the fourth consecutive day of your absence from work. 

If you are injured or become ill on the job, you must immediately report such injury or illness to your 

Administrator. This ensures that the School can assist you in obtaining appropriate medical treatment. 

Your failure to follow this procedure may result in the appropriate workers’ compensation report not 
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being filed in accordance with the law, which may consequently jeopardize your right to benefits in 

connection with the injury or illness. 

Questions regarding workers’ compensation insurance should be directed to your Administrator, the 

Academica West HR department, or Helpside. 

 

Continuing or Converting Your Group Health Insurance Coverage 

In the event you qualify for and have been enrolled in group health insurance coverage, if you resign or 

are terminated from the School’s employ or if your work hours are reduced, and if this event makes you 

or your dependents no longer eligible to participate in one of our group health insurance plans, you and 

your eligible dependents may have the right to continue to participate for up to eighteen months at your 

(or your dependents’) expense. The School may or may not be required to offer you and your 

dependents this coverage based on the size of the school at the time your employment ends. If you 

are determined to be disabled under the Social Security Act at the time your termination or reduction in 

hours occurs or within 60 days of these events, you may be entitled to continuation coverage for up to 

twenty-nine months. 

Your eligible dependents may also extend coverage, at their expense, for up to thirty-six months in our 

group health insurance plans in the event of your death, divorce, legal separation, or enrollment for 

Medicare benefits, or when a child ceases to be eligible for coverage as a dependent under the terms of 

the plan. The eighteen-month continuation coverage period provided in the event of your termination or 

reduction in working hours may be extended to thirty-six months for your spouse and dependent children 

if, within that eighteen-month period, you die or become divorced or legally separated, or if a child ceases 

to have dependent status. In addition, if you enroll for Medicare during the eighteen-month period, your 

spouse and dependent children may be entitled to extend their continuation period to thirty-six months, 

starting on the date that you become eligible for Medicare. 

If you or your eligible dependents elect to continue as members of the School’s plans, you will be charged 

the applicable premium charged the School by our carriers plus an additional two percent (2%). 

Employees with disabilities, however, will be charged an additional fifty (50%) percent of the applicable 

premium during the nineteenth through the twenty-ninth months of continuation coverage. The premium 

is subject to change if the rates being charged the School increase or decrease. If this election for 

continuation coverage is made, you have the right to convert this coverage to an individual policy with 

our insurance carriers at the end of the continuation period. 

Continuation coverage may end, however, if any of the following events occur: (1) failure to make timely 

payments of all premiums; (2) assumption of coverage under another group health plan, which does not 

exclude or limit coverage provided to you on account of a preexisting medical condition unless the 

preexisting condition does not apply due to the Health Insurance Portability and Accountability Act; or 

(3) the School’s termination of its group health plans. If you enroll for Medicare, you will no longer be 

eligible for continued coverage, but, as noted earlier in this statement, your spouse and dependent children 

may be entitled to extend their continuation coverage. 

Our plan administrator will contact you concerning these options at the time termination occurs or your 

work hours are reduced. The plan administrator will contact your qualified beneficiaries in the event of 

your death or enrollment for Medicare benefits. However, in the event that you become divorced or 

legally separated, or one of your dependents ceases to be eligible for coverage under our group health 

insurance plans, you and/or your dependent is responsible for contacting Spherica to discuss 

continuation/conversion rights. You and your qualified beneficiaries are also responsible for notifying the 

plan administrator within sixty days of qualifying for social security disability benefits. 
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For further details regarding continuing or converting your group health insurance benefits, please contact 

Spherica. 

 

EMPLOYEE CONDUCT 

 

Job Duties and Responsibilities 

Employees are required to perform the job duties and responsibilities applicable to them as set forth in 

Exhibit 1 of this Policy Guide. 

Personal Appearance and Demeanor 

Discretion in style of dress and behavior is essential to the efficient operation of the School. Employees 

are, therefore, required to dress in appropriate business attire and to behave in a professional, businesslike 

manner. Please use good judgment in your choice of work clothes and remember to conduct yourself at all 

times in a way that best represents you and the School. 

On Fridays, you may wear jeans and a Hawthorn shirt or a shirt that is a solid Hawthorn color (true red, 

navy blue, white or baby blue). You do not have to take advantage of the casual Friday dress. However, if 

you wear jeans, you must wear the indicated shirt. If you do not chose to wear jeans and the appropriate 

colored shirt, then you must be in business attire.  

Teachers are expected to keep their hair neat and in natural hair colors. 

Employees are also required to keep their work environment clean and orderly. Before departing at the 

end of their workday, employees should secure all files and cabinets and clear all work materials from 

desk surfaces, especially materials of a sensitive or confidential nature. 

Employees failing to adhere to proper the School standards with respect to appearance and demeanor are 

subject to disciplinary action. 

 

Absenteeism and Tardiness 

The School expects all employees to assume diligent responsibility for their attendance and promptness. 

If you are unable to work because of illness, you must notify your Administrator or the school’s Assistant 

Administrator Administrative Assistant by 7:00 am on each day of your absence unless you are granted an 

authorized medical leave, in which case different notification procedures apply. (Having a spouse or other 

family member or friend make notification to your Administrator is not acceptable notification. See the 

family and medical leaves of absence policy earlier in this Policy Guide.) You must also notify 

appropriate office personnel by 6:30 am on each day of your absence so that arrangements for a substitute 

teacher may be made. 

Employees who leave the school campus during the school day must sign out with the office. 

If you are absent for more than three consecutive workdays, a statement from a physician is required 

before you will be permitted to return to work. In such instances, the School also reserves the right to 

require you to submit to an examination by a physician designated by the School at its discretion. In 

addition, the School may require you either to submit a statement from your physician or to be examined 

by a school-designated physician in other instances at its discretion, such as where attendance abuse is 

suspected (e.g., where an employee’s record indicates a pattern of short absences and/or frequent 

absences before or after holidays and weekends). 
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If you are absent for three or more consecutive days and do not call your Administrator to report your 

acceptable reason for being absent, it is assumed you decided to terminate your employment with the 

School (voluntary resignation). 

Absenteeism or tardiness that is unexcused or excessive in the judgment of the School is grounds for 

disciplinary action, up to and including dismissal. 

 

Medical Recommendations for Students 

In compliance with state law, Teachers, Instructors and Administrators are not to give medical 

recommendations for students to their parents or guardians. Specific behaviors demonstrated within the 

classroom by the student may be described and outlined by school personnel. A recommendation for 

specific treatment or recommendation of a psychotropic drug is prohibited and is grounds for immediate 
termination. See your Administrator for acceptable practices in relaying performance and behavior- 

related matters regarding students to their parents or guardians. Teachers should communicate academic 

concerns to the School’s Child Find team. 

 

Guidelines for Appropriate Conduct 

As an integral member of the School team, you are expected to accept certain responsibilities, adhere to 

acceptable business principles in matters of personal conduct, and exhibit a high degree of personal 

integrity at all times. This not only involves sincere respect for the rights and feelings of others but also 

demands that both in your business and in your personal life you refrain from any behavior that might be 

harmful to you, your coworkers, and/or the School, or that might be viewed unfavorably by current or 

potential students or parents or by the public at large. 

Whether you are on or off duty, your conduct reflects on the School. You are, consequently, encouraged 

to observe the highest standards of professionalism at all times. 

Listed below are some of the rules and regulations of the School. This list should not be viewed as being 

all-inclusive. Types of behavior and conduct that the School considers inappropriate and which could lead 

to disciplinary action up to and including termination of employment without prior warning, at the sole 

discretion of the school, include but are not limited to, the following: 

1. Falsifying employment or other the School records; 

2. Violating the School’s nondiscrimination and/or sexual harassment policy; 

3. Soliciting or accepting gratuities (This does not include simple gifts from students). 
4. Establishing a pattern of excessive absenteeism or tardiness; 

5. Engaging in excessive, unnecessary, or unauthorized use of the School’s supplies, particularly for 

personal purposes; 

6. Reporting to work intoxicated or under the influence of non-prescribed drugs; 

7. Illegally manufacturing, possessing, using, selling, distributing, or transporting drugs; 

8. Bringing or using alcoholic beverages on the School property or using alcoholic beverages while 

engaged in the School business off the School’s premises, except where authorized; 

9. Fighting or using obscene, abusive, or threatening language or gestures; 

10. Stealing property from coworkers, student, volunteers or the School; 

11. Having unauthorized firearms on the School premises or while on the School business; 

12. Disregarding safety or security regulations; 

13. Engaging in insubordination; 

14. Failing to maintain the confidentiality of the School or student / client information. 
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15. Using school time and/or computers to access and view pornographic web sites. 

16. Inappropriate communication with students, including via electronic means (see also the Social 

Networking Policy adopted by the School’s Board of Directors). 

If your performance, work habits, overall attitude, conduct, or demeanor becomes unsatisfactory in the 

judgment of the School, based on violations either of the above or of any other the School policies, rules, 

or regulations, you will be subject to disciplinary action, up to and including dismissal. 

This list is not exhaustive, and enumerating these items does not preclude termination for any cause not 

prohibited by law or for no cause. 

 

Complaint Resolution Procedure 

Misunderstandings or conflicts can arise in any organization. To ensure effective working relations, it is 

important that such matters be resolved before serious problems develop. Most incidents resolve 

themselves naturally; however, if a situation persists that you believe is detrimental to you or to the 

School, you should follow the Grievance Policy adopted by the School’s Board of Directors. 

 

The School does not tolerate any form of retaliation against employees availing themselves of this 

procedure. The procedure should not be construed, however, as preventing, limiting, or delaying the 

School from taking disciplinary action against any individual, up to and including termination, in 

circumstances (such as those involving problems of overall performance, conduct, attitude, or demeanor) 

where the School deems disciplinary action appropriate. 

 

Confidentiality of Information 

It is the policy of the School to ensure that the operations, activities, and business affairs of the School 

and our students are kept confidential to the greatest possible extent. If, during their employment, 

employees acquire confidential or proprietary information about the School and its students, such 

information is to be handled in strict confidence and not to be discussed with outsiders. Employees are 

also responsible for the internal security of such information. 

Employees may be asked to sign a statement of confidentiality at the time of hire and periodically 

throughout their term of employment to acknowledge their awareness of, and reaffirm their commitment 

to, this policy.  In addition, employees must abide by the Employee Confidentiality Agreement included 

with this Policy Guide in Exhibit 2. 

Employees found to be violating this policy are subject to disciplinary action, up to and including 

termination, and may also be subject to civil and/or criminal penalties for violations of, among other 

things, applicable laws. 

 

Workplace Searches 

To safeguard the property of our employees, our students, and the School, and to help prevent the 

possession, sale, and use of illegal drugs on the School’s premises, in keeping with the spirit and intent of 

the School’s drug-free campus policy, the School reserves the right to question employees and all other 

persons entering and leaving our premises, and to inspect any packages, parcels, purses, handbags, 

briefcases, lunchboxes, or any other possessions or articles carried to and from the School’s property. In 

addition, the School reserves the right to search any employee’s office, desk, files, locker, or any other 

area or article on our premises. In this connection, it should be noted that all offices, desks, files, lockers, 

and so forth, are the property of the School and are issued for the use of employees only during their 
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employment with the School. Inspections may be conducted at any time at the discretion of the School. 

In conjunction with implementing this policy, the School may post notices in conspicuous places in our 

facilities informing all employees, prospective employees, students, visitors, and all other persons of the 

School’s policy and right to question individuals and conduct inspections. Employees, prospective 

employees, students, visitors, vendors, etc. should have no expectations of privacy. 

Persons entering the premises who refuse to cooperate in an inspection conducted pursuant to this policy 

will not be permitted to enter the premises. Employees working on or entering or leaving the premises 

who refuse to cooperate in an inspection, as well as employees who after the inspection are believed to be 

in possession of stolen property, unauthorized firearms or weapons, or illegal drugs, will be sent 

immediately to the Administrator and may be subject to disciplinary action up to and including discharge 

if on investigation they are found to be in violation of the School’s security procedures or any other the 

School rules and regulations. 

 

Electronic and Telephonic Communications 

All electronic and telephonic communication systems and all communications and information 

transmitted by, received from, or stored in these systems are the property of the School. Please refer to 

the Acceptable Use of Internet and Other Electronic Resources Policy for Employees as well as the Social 

Networking Policy adopted by the School’s Board of Directors. Solicitations and Distribution of 

Literature 

In the interest of maintaining a proper business and educational environment and preventing interference 

with work and inconvenience to others, employees may not distribute literature or printed materials of any 

kind, sell merchandise, solicit financial contributions, or solicit for any other cause during working time. 

Employees who are not on working time (e.g., those on lunch hour or breaks) may not solicit employees 

who are on working time for any cause or distribute literature of any kind to them. This policy also 

prohibits solicitations via the School’s E-mail and other telephonic communication systems. Furthermore, 

employees may not distribute literature or printed material of any kind in working areas at any time. 

Non-employees are likewise prohibited from distributing material or soliciting employees on the School 

premises at any time without the prior approval of the Superintendent or Board of Directors. 

 

Smoking 

In accordance with the Utah Indoor Clean Air Act, smoking and vaping on the School’s grounds is strictly 

prohibited.  

Please contact your Administrator if you have any questions about the School’s smoking policy. 

Complaints about violations of this policy may be filed under the School’s complaint resolution 

procedure, which is described elsewhere in this section of the Policy Guide. 

 

Drug-Free Campus 

It is the policy of the School to create a drug-free campus in keeping with the spirit and intent of the 

Drug-Free Campus Act of 1988. The use of controlled substances is inconsistent with the behavior 

expected of employees, subjects all employees and visitors to our facilities to unacceptable safety risks, 

and undermines the School’s ability to operate effectively and efficiently. In this connection, the unlawful 

manufacture, distribution, dispensation, possession, sale, or use of a controlled substance on the school 

campus or while engaged in the School business off the School’s premises is strictly prohibited. Such 

conduct is also prohibited during nonworking time to the extent that, in the opinion of the School, it 
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impairs an employee’s ability to perform on the job or threatens the reputation or integrity of the School. 

Employees convicted of controlled substance-related violations outside of the workplace, including pleas 

of nolo contendere (i.e., no contest), must inform the School within five days of such conviction or plea. 

Employees who violate any aspect of this policy may be subject to disciplinary action up to and including 

termination. At its discretion, the School may require employees who violate this policy to successfully 

complete a drug abuse assistance or rehabilitation program as a condition of continued employment. 

The School reserves the right to require employees to undergo appropriate tests designed to detect the 

presence of alcohol, illegal drugs, or other controlled substances where it has reason to believe that an 

employee may be under the influence of any of these substances. Refusal to consent to such a test may 

result in disciplinary action up to and including dismissal. 

Every employee, when beginning employment, receives a basic Policy Guide (produced by Helpside) in 

their new employee orientation packet that includes the Alcohol and Drug policy. If you have not 

received a copy of the policy or have any questions about it you may call Helpside. 

 

Safety and Health 

The School is committed to providing a safe and healthful working environment. In this connection, the 

School makes every effort to comply with relevant federal and state occupational health and safety laws 

and to develop the best feasible operations, procedures, technologies, and programs conducive to such an 

environment. 

The School’s policy is aimed at minimizing the exposure of our employees, students, and other visitors to 

our facilities to health or safety risks. To accomplish this objective, all the School employees are expected 

to work diligently to maintain safe and healthful working conditions and to adhere to proper operating 

practices and procedures designed to prevent injuries and illnesses. 

The responsibilities of all employees of the School in this regard include: 

1. Exercising maximum care and good judgment at all times to prevent accidents and injuries; 

2. Reporting to their Administrator and seeking first aid for all injuries, regardless of how minor; 

3. Reporting unsafe conditions, equipment, or practices to their Administrator; 

4. Using safety equipment provided by the School at all times; 

5. Observing conscientiously all safety rules and regulations at all times; and 

6. Notifying their Administrator, before the beginning of the workday, of any medication they are 

taking that may cause drowsiness or other side effects that could lead to injury to them and their 

coworkers. 

 

Workplace Violence 

The School is concerned about the increased violence in society, which has also filtered into many 

workplaces throughout the United States, and has taken steps to help prevent incidents of violence from 

occurring at the School. In this connection, it is the policy of the School to expressly prohibit any acts or 

threats of violence by any the School employee or former employee against any other employee in or 

about the School’s facilities or elsewhere at any time. The School also will not condone any acts or 

threats of violence against the School’s employees, students, or visitors on the School’s premises at any 

time or while they are engaged in business with or on behalf of the School, on or off the School’s 

premises. 

In keeping with the spirit and intent of this policy, and to ensure that the School’s objectives in this regard 
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are attained, it is the commitment of the School: 

1. To provide a safe and healthful work environment, in accordance with the School’s safety and 

health policy. 

2. To take prompt remedial action up to and including immediate termination, against any employee 

who engages in any threatening behavior or acts of violence or who uses any obscene, abusive, or 

threatening language or gestures to other employees, students or parents. 

3. To take appropriate action when dealing with students, former employees, or visitors to the 

School’s facilities who engage in such behavior. Such action may include notifying the police or 

other law enforcement personnel and prosecuting violators of this policy to the maximum extent 

of the law depending on the action. 

4. To prohibit employees, former employees, students, and visitors from bringing unauthorized 

firearms or other weapons onto the School’s premises. 

5. To establish viable security measures to ensure that the School’s facilities are safe and secure to 

the maximum extent possible and to properly handle access to school facilities by the public, off- 

duty employees, and former employees. 

In furtherance of this policy, employees have a “duty to warn” their Administrator or Board members (in 

the listed order) of any suspicious workplace activity or situations or incidents that they observe or that 

they are aware of that involve other employees, former employees, students, parents, or visitors and that 

appear problematic. This includes, for example, threats or acts of violence, aggressive behavior, offensive 

acts, threatening or offensive comments or remarks, and the like. Employee reports made pursuant to this 

policy will be held in confidence to the maximum possible extent. the School will not condone any form 

of retaliation against any employee for making a report under this policy. 

 

Termination of Employment 

Employees desiring to terminate their employment relationship with the School are urged to notify the 

School at least two weeks in advance of their intended termination. Such notice should preferably be 

given in writing to the employee’s Administrator. Proper notice generally allows the School sufficient 

time to calculate all accrued paid time off (if applicable) as well as other monies to which you may be 

entitled and to include such monies in your final paycheck. Without proper notice, however, you may 

have to wait until after the end of the next normal pay period to receive such payments. 

Employees who plan to retire are urged to provide the School with a minimum of two months’ notice. 

This will allow ample time for the processing of appropriate forms to ensure that any retirement benefits 

to which an employee may be entitled commence in a timely manner. 

As mentioned elsewhere in this Policy Guide, all employment relationships with the School are on 

an at-will basis. Thus, although the School hopes that our relationships with employees are long 

term and mutually rewarding, the School reserves the right to terminate the employment 

relationship at any time, for any reason or no reason at all, and with or without cause or notice. 

Exit interviews with an Administrator, Academica West, and/or Helpside may be scheduled for outgoing 

employees after an Administrator receives a notice of resignation or intent to retire and for employees 

whose termination is initiated by the School. The purposes of these interviews are to review eligibility for 

benefit continuation and conversion, to ensure that all necessary forms are completed, to collect all the 

School property that may be in the employee’s possession (e.g., the School credit cards and keys), and to 
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provide employees with an opportunity to discuss their job-related experiences. 

 

Emergency Medical Procedure 

The School endeavors to provide a safe and healthful working environment for all employees. However, 

the School realizes that despite maintaining such an environment, sudden illnesses and injuries may 

occur. If you discover an injured or ill employee, do not move the employee; instead, contact your 

Administrator, security, or another responsible employee immediately. The Administrator or an 

employee certified in cardiopulmonary resuscitation or trained to administer first aid will render 

necessary first aid treatment and determine the need for an ambulance. If you are asked to call 911 for an 

ambulance, inform the 911 operator of the nature of the emergency and of the address and directions to 

the facility. After the ambulance arrives and the injured or ill employee is being treated, the 

Administrator, Academica West, or Helpside will notify the employee’s family and determine if it is 

necessary for a representative of the School to accompany the employee in the ambulance. 

 
Garnishments and Support Orders 

The School’s policy is to comply with all valid claims against the wages of employees. If a wage 

garnishment, child support order, or some other legally valid claim is received by the School against your 

wages, the School will comply with the order. While you may attempt to work out your financial 

difficulties with your creditor in such situations, the School will be required to comply with the provisions 

of the garnishment notice or order, as soon as practicable after it is received, to ensure its compliance with 

applicable law. 

 

Loans 

The School expects all of its employees to be responsible in managing their financial affairs. It is the 

policy of the School generally not to loan money or advance salary to any of its employees. 

 

Media Inquiries 

From time to time, as an employee of the School, you may receive inquiries from the media (e.g., 

newspapers, television stations, radio stations, magazines, or other periodicals). To ensure that the School 

maintains the appropriate public image and that communications to the media are accurate and in line 

with applicable school policy, if you are contacted by the media, you should refer the individual making 

the inquiry to your Administrator. Academica West should be notified immediately in the event any 

incident could receive media attention. Only the Administrator or other individual authorized by the 

Board of Directors is authorized to give statements to any representative of the media. 

 

Moonlighting 

Although the School expects you to devote your primary efforts towards your duties and responsibilities 

with us, you may engage in outside employment with the prior approval of your Administrator. Generally, 

outside employment will be approved if it: 

• Does not conflict with your responsibilities at the School as required in your position; 

• Does not interfere with your performance at the School; 

• Does not prove detrimental to the interests of the School; 

• Does not involve a conflict of interest or the appearance of a conflict of interest (such as working 
for a competitor or vendor); and 

• Does not involve the use of confidential or proprietary information of the School or its students. 
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Before you serve as a paid officer, director, or advisor for another company, the School must determine 

that your accepting such a role is in the best interests of the School. Such determinations will be made by 

your Administrator. 

Any issues regarding any outside employment you may be contemplating should be resolved prior to your 

accepting such employment. 

 

Personal Telephone Calls 

Open lines of communication are critical to the success of the School’s business. As such, our telephones 

should generally be used for authorized school business only. Of course, we recognize that family 

emergencies may occur from time to time; in such instances, use of the telephones for personal matters is 

permitted. 

The School has implemented a telephone tracking system which tracks both outgoing and incoming calls 

by telephone number. This system is designed to prevent abuse. 

We urge you to ask your family members and friends not to call you at work unless it is an emergency. 

Your cooperation in this regard is appreciated. Excessive use of personal cellular phone for personal 

matters while on duty is prohibited – this includes text messaging or any other use which would distract 

from your primary responsibilities while on duty. 

 

Reference Inquiries 

From time to time, the School may receive inquiries from third parties regarding employees, such as a 

bank verifying employment for an employee applying for a mortgage or personal loan. All requests for 

reference information should be directed to an Administrator, Academica West, or Helpside. Normally, 

the School will respond only to written inquiries. If a telephone reference inquiry is received, human 

resources will typically only verify whether an individual is employed or no longer employed and will 

inform the caller that he or she must submit a written request for additional information. Generally, 

information will be released only after a written release has been received from the employee or former 

employee, whichever the case may be. However, the School reserves the right to release any information 

it deems appropriate in its discretion without authorization. Most states now have “immunity for 

reference” laws that give employers and former employers the ability to reveal your work history and 

behavior to third parties. 

 

Use of School Equipment 

School equipment such as telephones, copy machines, faxes, computers, postage meters, etc. are to be 

used for business purposes only and are not available for personal use, except where authorized in 

advance by appropriate managerial personnel. 

 

Visitors to Campus 

For safety and security reasons, personal visits to the School’s campus and offices by relatives, friends, 

and former employees are discouraged. Visitors of any kind, who enter our facilities, including parents 

and prospective students and families, must first report in at the front office. 

Visitors must comply with all school policies, including safety and security regulations. Employees who 

are serving as escorts for any visitors are responsible for assisting visitors with compliance. Any 

noncompliance must be reported to an Administrator. 
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Voting Time 

The School encourages all employees to fulfill their civic responsibilities and to vote in all official public 

elections. Generally, your working hours are such that you will have ample time to cast your vote before 

or after working hours. However, if you find yourself with insufficient time to vote due to overtime work, 

etc., please discuss the matter with your Administrator. The School complies with all applicable voting- 

time laws of the states and municipalities in which its facilities and offices are located. 

 

Return of School Property 

Employees are responsible for all school materials, including, but not limited to, all books, computers, 

software, data, files, or written information issued to them, developed or prepared by them, or in their 

possession or control (school property). All such school property must be returned by employees to their 

Administrator on or before their last day of work, or at any other time as requested by the school. Failure 

to do so will result in the value of such items being withheld from your last paycheck or legal action. 

 

Loyalty to the School; Nondisparagement 

The School management strives to do everything it can to improve working conditions for employees and 

to make our School the ‘employer of choice’ in our community, but we need your cooperation and 

suggestions to accomplish this. In return, we all owe our complete loyalty to the School. We should do all 

we can to maintain quality services to our students, respect the rights of others, and, importantly, we 

should always speak well of the organization that hands us our pay check each pay day. Complete loyalty 

to the school includes complete loyalty to our students and clients. Employees who disparage he School 

or its employees to others, either orally or in writing, are subject to discipline. 

 

Cell Phone Use 

The School wishes to remind employees that they are expected to be alert and about the business of the 

School at all times that employees are on duty.  

Excessive use of personal cellular phone for personal matters while on duty is prohibited – this includes 

text messaging or any other use which would distract from your primary responsibilities while on duty. 

If you are issued (or allowed to use) a cell phone for business purposes, please refrain from using the 

device for personal communications. If you are on duty for the School, and driving any automobile, you 

are reminded that it is unsafe to drive and use a phone at the same time. If you are using your phone or 

pager while driving and an accident occurs, the School will not bear any responsibility for any damage 

that may be deemed to be contributory or to be caused due to the use of communication devices while 

driving a vehicle. Cell phone use while driving an automobile should only be done with the use of a 

hands-free set. 

If employees use a school sponsored cell phone for personal use and the number of minutes allowed on 

the usage plan is exceeded, the employee will be responsible for the additional charge. The additional 

charge will be billed to the employee and the employee may be required to forfeit use of the cell phone 

until the cost has been paid or lose the use of the cell phone altogether. 

 

Copyright 

Employees must comply with federal and state copyright laws. It is illegal for anyone to violate any of 
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the rights provided by the copyright laws. These rights, however, are not unlimited in scope. One major 

limitation is the doctrine of fair use, a legal principle that provides certain limitations on the exclusive 

rights of the copyright holders to allow limited use of a copyrighted work without permission for 

educational purposes. Fair use is important to the educational community because it provides substantial 

- but not unlimited - latitude to educators. If you have any questions about whether a certain activity 

violates copyright law, you should discuss the situation with your Administrator. 

 

Work for Hire 

When an employee has created a work within the scope of their employment, the work is considered a 

"work made for hire," and the employer - not the creator - owns the work. 

 

Paid Leave for Spouses of Deployed Military Service Members 

 

The School offers up to 12 weeks (60 workdays) of paid leave to its full-time regular employees who (1) 

are the spouse of a military service member who has been deployed for active duty and (2) need to stay 

home during normal business hours to provide childcare to their minor child(ren) as a result of their 

spouse’s deployment. 

The terms and conditions of the School’s paid leave under this policy are as follows: 

• To be eligible to receive paid leave from the School under this policy, an employee must: 

o Be a full-time regular employee; 

o Request paid leave through the application, form, agreement, and/or process 
established by the School; 

o Be the spouse of a member of the U.S. Armed Forces who has been deployed for active 
duty; 

o Provide a copy of the employee’s spouse’s deployment orders; 

o Have at least one minor child who needs childcare from the employee during 
normal business hours; 

o Have already used all of the employee’s PTO; and 

o Timely perform all work duties during the approved paid leave period as required by the 
School (e.g., provide substitute lesson plans, enter data from student assessments, 
participate in trainings, and/or perform other duties as requested). 

• An eligible employee will, after the employee’s PTO is exhausted, be paid as follows during 

their paid leave under this policy: 

o Teachers: 60% of the employee’s regular salary. 

o Non-Teachers and Non-Administration Employees: 60% of the employee’s 
regular salary. 

o Administration Employees: 70% of the employee’s regular salary. 

• Any PTO used by an eligible employee after the deployment of the employee’s spouse will count 

toward the employee’s paid leave period under this policy. For example, if an employee used 4 

PTO days in September, had a spouse who was deployed in January and used their remaining 6 

PTO days after the deployment of their spouse, the employee would only be eligible for up to 54 

paid leave days under this policy. 

• Eligible employees may request to take their paid leave under this policy consecutively or 

intermittently, but the final decision on whether the employee’s paid leave will be consecutive or 

intermittent is at the sole discretion of the School’s Superintendent. Any allowable intermittent 

leave must be used within 1 year of the deployment of the 

employee’s spouse. 

• Eligible employees are encouraged to also apply for qualifying exigency leave under the FMLA, 
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but being approved for qualifying exigency leave under the FMLA is not a requirement to 

receive paid leave under this policy. However, if an eligible employee is approved for 

qualifying exigency leave under the FMLA on account of the employee’s spouse being 

deployed, the employee’s FMLA leave will run concurrently with any paid leave granted to the 

employee under this policy.  An eligible employee may not receive paid FMLA leave and paid 

leave under this policy at the same time. 

• The School’s paid leave under this policy is handled outside of FMLA and is strictly voluntary. 

Employees who are eligible for paid leave under this policy may choose to not apply for paid 

leave under this policy. 

• An employee is not eligible for paid leave under this policy if the employee’s spouse is deployed 

during summer break unless the employee is required by the School to start work for the new 

school year fewer than 12 weeks from the date of the deployment of the employee’s spouse. In 

such circumstances, the employee would be eligible for paid leave under this policy from the date 

the employee is required by the School to start work for the new school year until up to the date 

that is 12 weeks from the date of the deployment of the employee’s spouse. 

Board Approved: 1.10.2024 
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ACKNOWLEDGEMENT OF EMPLOYEE POLICY GUIDE 

 

This employee Policy Guide describes important information about the School and its policies. I 

understand that I should consult with my Administrator or Helpside concerning any questions not 

answered in the Policy Guide. I have entered into my employment relationship with the School 

voluntarily and acknowledge that there is no specific length of employment. Accordingly, either I or the 

School, or those designated by the School, can terminate the employment relationship at will, with or 

without cause, at any time, so long as there is no violation of applicable federal or state law. 

 

Since the information, policies, and benefits described in the employee Policy Guide are necessarily 

subject to change, I acknowledge that revisions to the Policy Guide and benefits may occur, however, the 

policy of employment-at-will is not subject to change. Changes may be communicated through official 

policies, and I understand that revised information, policies, benefits, etc., may supersede, modify, or 

eliminate existing policies and benefits. This edition of the Policy Guide supersedes all previous guide 

editions. 

 

Furthermore, I acknowledge that this Policy Guide is not a contract for employment and understand 

my employment is at-will and can be terminated at any time by the School or the employee for any 

reason or no reason and with or without cause or advance notice. 

I have received an electronic version of the Policy Guide, including the drug and alcohol policy and 

Exhibit 1 (Job Duties and Responsibilities) and Exhibit 2 (Employee Confidentiality Agreement) to the 

Policy Guide. I promise to read and abide by the Policy Guide and to abide by other policies of the School 

not included in the Policy Guide. I further understand that failure to comply with policies and 

requirements within the Policy Guide or other School policies may result in termination of my 

employment. 
 

 

 

 

 

Print Name Date 
 

 

 

 Signature 
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EXHIBIT 1 
 

JOB DUTIES AND RESPONSIBILITIES 
 

This exhibit provides a description of various job duties and responsibilities of Hawthorn Academy (the 

“School”) employees.  It provides a list of job duties and responsibilities applicable to all employees as well 

as additional duties and responsibilities that pertain to specific employee positions.  These descriptions are 

not meant to be an exhaustive list of employee job duties and responsibilities.  They are provided for 

employee information purposes only and, importantly, do not alter the at-will nature of the employment 

relationship. 

Table of Contents 
Job Duties and Responsibilities Applicable to: 

All Employees  34 

Middle School Principal  34 
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Assistant Principal  37 
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Counselor (Middle School)  59 

School Psychologist   60 

Office Manager/Head Secretary  61 

Office Assistant  62 

Registrar  63 

Food Service Manager  64 

Clerical Kitchen Assistant  64 

Kitchen Assistant  65 

Custodian  66 

Custodian Sweeper  66 

Social Worker  67 
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Job Duties and Responsibilities Applicable to: 

All Employees  

 

1. The Employee shall perform the duties and responsibilities that are usual and customary to the position 

at the School. 

2. The Employee shall use his/her best efforts in serving the School. 

3. The Employee shall support the policies, curriculum, mission, administration, and governing board of 

the School. 

4. The Employee may not engage in any outside employment that would impact on his/her ability to 

perform these duties and responsibilities or adversely reflect upon the School. 

5. The Employee shall refrain from using the School’s name for any purpose without the express 

permission of the Superintendent or Board of Directors. 

6. The Employee shall act in a professional, respectful manner whenever conducting School business, or 

when it is expected the Employee would be viewed as a representative of the School, whether the 

Employee is on or off School grounds. The Employee shall also maintain a positive attitude and 

demeanor when representing the School, both on School property and off School grounds. 

7. The Employee shall obtain a background check before any duties begin. 

8. The Employee shall dress in professional attire when performing his/her duties and otherwise when 

representing the School.  The Employee shall follow all rules and regulations regarding dress code. 

9. The Employee shall comply with all the policies set forth in the Handbooks/Policy Guides issued by 

both the School and Helpside and any other policies and procedures established by the Board of 

Directors, and the Superintendent upon approval of the Board of Directors. 

10. The Employee shall comply with all applicable state and federal laws in connection with the 

performance of his/her duties. 

11. The Employee shall maintain in the strictest of confidence all personal information regarding any 

students or employees of the School. 

12. The Employee shall practice high ethical behavior standards in accordance with all applicable ethical 

standards, including but not limited ethical standards set forth in applicable law, Utah State Board of 

Education rule, and the School’s Ethics Policy. 

 

Middle School Principal  

 

1. Hours of employment are to be determined by the Superintendent.  Unless instructed otherwise by the 

Superintendent, the Employee is expected to be at School in accordance with the School calendar 

approved by the Board.  The Employee is expected to work daily from the onset of the school day to at 

least one hour after dismissal, except on occasions when meetings, workshops, involvement with parent 

groups, or school activities, may require additional or evening hours.  Summer hours may be limited to 

full-time days. 

2. The Employee shall work under the direction of the Superintendent and in collaboration with the 

Elementary Principal and any other supervisor assigned by the Superintendent. 

3. The Employee shall perform additional duties as assigned by the Superintendent and in collaboration 

with the Elementary Principal. 

4. The Employee shall attend and demonstrate support for School-sponsored events. 

5. The Employee shall assist and collaborate with the Elementary Principal in the creation, development, 

and implementation curriculum for the School as instructed by the Elementary Principal. 

6. The Employee shall assist and collaborate with the Elementary Principal in administering the School’s 

educational program through strong instructional leadership and commitment to the School’s mission. 

7. The Employee shall assist and collaborate with the Elementary Principal in the preparation of 
registration materials. 
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8. The Employee shall assist and collaborate with the Elementary Principal in the preparation of class and 

student schedules and class changes. 

9. The Employee shall assist and collaborate with the Elementary Principal in coordinating fire drills and 

establishing rules and procedures for emergency dismissal. 

10. Working in collaboration with the Elementary Principal, the Employee shall meet and interact with 

other Principals, students, parents, and representatives of community organizations to help promote the 

School’s goals.   

11. Working in collaboration with the Elementary Principal and Superintendent, the Employee will take part 

in interviewing, hiring, evaluating, disciplining, and discharging faculty and staff. 

12. The Employee shall assist the Superintendent and Elementary Principal in working with teachers to 

develop and maintain high curriculum standards, develop mission statements, and set performance goals 

and objectives. 

13. The Employee shall work as an instructional leader working in collaboration with the Elementary 

Principal and Superintendent with CTT's and at Professional development meetings. 

14. The Employee shall continue leadership in the concepts and practices of the A2A initiative. The 

employee is committed to supporting teachers in maintaining a focus on school-wide expectations of 

explicit Tier 1 Instruction, stating of clear objectives/teacher clarity, providing feedback to students and 

a high level of student engagement through guided and independent practice and questioning. 

15. The Employee shall continue leadership in support of teachers maintaining a positive attitude and work 

collaboratively with teachers and district administrators to achieve high levels of personal and academic 

growth for students. 

16. The Employee shall work collaboratively with other administrators and teacher teams through CLTs, 

STTs and STT to implement Standards and proficiency scales, analysis and synthesis of student 

performance data to drive instruction and interventions, and to develop Common Formative 

Assessments. 

17. Working in collaboration with the Elementary Principal, the Employee shall conduct teacher 

observations and evaluations. 

18. The Employee shall be responsible for Professional Development. 

19. The Employee shall assist the Superintendent and Elementary Principal in ensuring that all teachers 

obtain and maintain required certifications and licenses. 

20. The Employee shall assist and collaborate with the Elementary Principal in the development of staff 

morale. 

21. The Employee shall assist and collaborate with the Elementary Principal in taking reasonable steps to 

ensure the safety of students on School grounds and to maintain a safe learning environment for 

students. 

22. The Employee shall assist and collaborate with the Elementary Principal with the school SNAP plan, 

drill, and drop-off and pick-up oversight. 

23. The Employee shall assist and collaborate with the Elementary Principal in monitoring students’ 

educational progress. 

24. The Employee shall assist and collaborate with the Elementary Principal in managing counseling and 

other ancillary student services. 

25. The Employee shall assist and collaborate with the Elementary Principal in ensuring that students meet 

or exceed national and state academic standards. 

26. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, modeling, discussing, and actively engaging in professional development activities. 

27. The Employee shall perform additional duties as assigned by the Superintendent. 
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Principal  

 

1. The Employee is expected to work the necessary hours, including some evenings and weekends, to 

achieve school goals. 

2. The Employee shall carry out the philosophy and curriculum goals of the School, as outlined in the 

Charter Application approved by the State Charter School Board. 

3. The Employee shall assist in the creation, development, and implementation of curriculum that is 

consistent with the mission and philosophy of the School. 

4. The Employee shall ensure that an appropriate student registration process and an appropriate schedule 

of classes is developed and implemented. 

5. The Employee shall ensure that all necessary safety drills and emergency procedures are established, 

coordinated, and conducted in accordance with state law and best practices. 

6. The Employee shall adhere to and responsibly implement the budget adopted by the School’s Board of 

Directors. 

7. The Employee shall ensure that the School complies with applicable audit and financial requirements. 

8. The Employee shall supervise School-sanctioned fundraising. 

9. The Employee shall attend and demonstrate support for School-sponsored events. 

10. The Employee shall provide the Board of Directors with regular reports on the academic performance of 

the School and participate in setting performance goals and objectives for the School. 

11. The Employee shall meet and interact with other administrators, students, parents, and representatives of 

community organizations to help promote the School’s goals and culture. 

12. The Employee shall have ultimate responsibility for interviewing, hiring, disciplining, and discharging 

employees under the direction of the Superintendent. 

13. The Employee shall actively work with faculty to develop and maintain high educational standards, 

morale, and set performance goals and objectives. 

14. The Employee shall continue leadership in the concepts and practices of the A2A initiative. The 

employee is committed to supporting teachers in maintaining a focus on School-wide expectations of 

explicit Tier 1 Instruction, stating of clear objectives/teacher clarity, providing feedback to students and 

a high level of student engagement through guided and independent practice and questioning. 

15. The Employee shall continue leadership in support of teachers maintaining a positive attitude and work 

collaboratively with teachers and district administrators to achieve high levels of personal and academic 

growth for students. 

16. The Employee shall work collaboratively with other administrators and teacher teams through CLTs, 

STTs and STT to implement Standards and proficiency scales, analysis and synthesis of student 

performance data to drive instruction and interventions, and to develop Common Formative 

Assessments. 

17. The Employee shall work in conjunction with the Superintendent to develop an employee evaluation 

system and shall conduct teacher evaluations regularly in accordance with state and EYE requirements. 

18. The Employee shall hold faculty meeting at least monthly in person or through email to keep faculty and 

staff informed. 

19. The Employee shall work with the Superintendent to ensure that all teachers obtain and maintain 

required certifications and licenses and work toward 100% highly qualified staff. 

20. The Employee shall establish an effective professional development system and shall encourage and, 

when possible, provide opportunities for faculty and staff development aimed at professional growth 

and maintenance of licenses and certifications. 

21. The Employee shall be responsible for the development of good staff morale, including being in the 

halls and accessible daily. 

22. The Employee shall maintain a safe learning environment. 
23. The Employee shall monitor data relating to students’ educational progress. 

24. The Employee shall maintain positive communication with faculty, staff and parents and keep the 

Superintendent informed of key events or concerns at his/her campus. 
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25. The Employee shall utilize best efforts to ensure that students meet or exceed national and state 

academic standards. 

26. The Employee shall work under the direction of the Superintendent as an instructional leader with 

CTT’s and at Professional Development meetings. 

27. The Employee shall complete the state Keyboarding Report and submit it to the Superintendent by May 

15th. 

28. The Employee shall perform additional duties as assigned by the Superintendent. 

 

Assistant Principal  

 

1. Hours of employment are to be determined by the School’s Principal.  Unless instructed otherwise by 

the Principal, the Employee is expected to be at School in accordance with the School calendar 

approved by the Board.  The Employee is expected to work daily from the onset of the school day to at 

least one hour after dismissal, except on occasions when meetings, workshops, involvement with parent 

groups, or school activities, may require additional or evening hours.  Summer hours may be limited to 

full-time days. 

2. The Employee shall work under the direction of the Superintendent, Principal, and any other supervisor 

assigned by the Principal. 

3. The Employee shall attend and demonstrate support for School-sponsored events. 

4. The Employee shall assist the Principal in the creation, development, and implementation of curriculum 

for the School as instructed by the Principal. 

5. The Employee shall assist the Principal in administering the School’s educational program through 

strong instructional leadership and commitment to the School’s mission. 

6. The Employee shall assist the Principal in the preparation of registration materials. 

7. The Employee shall assist the Principal in the preparation of class and student schedules and class 

changes. 

8. The Employee shall assist the Principal in coordinating fire drills and establishing rules and procedures 

for emergency dismissal. 

9. As requested by the Principal, the Employee shall meet and interact with other Principals, students, 

parents, and representatives of community organizations to help promote the School’s goals. 

10. As requested by the Superintendent or Principal, the Employee will take part in interviewing, hiring, 

evaluating, disciplining, and discharging faculty and staff. 

11. The Employee shall assist the Superintendent and Principal in working with teachers to develop and 

maintain high curriculum standards, develop mission statements, and set performance goals and 

objectives. 

12. The Employee shall work as an instructional leader under the direction of the Principal and 

Superintendent to embed collaboration between teacher teams and administration with CTTs, CLTs, and 

STT's and at Professional development meetings. 

13. The Employee shall assist the Superintendent and Principal in ensuring that all teachers provide explicit 

Tier 1 instruction including stated objectives (teacher clarity, guided and independent practice, and 

questioning. 

14. The Employee shall assist teachers in the analysis and synthesis of data to drive instruction and the 

development of common assessments and proficiency scales in STT and CTT meetings. 

15. As requested by the Principal, the Employee shall conduct teacher observations and evaluations. 

16. The Employee shall assist the Superintendent and Principal in ensuring that all teachers obtain and 

maintain required certifications and licenses. 

17. The Employee shall assist the Principal in the development of staff morale. 

18. The Employee shall assist the Principal in taking reasonable steps to ensure the safety of students on 
School grounds and to maintain a safe learning environment for students. 

19. The Employee shall assist the Principal with the school SNAP plan, drill, and drop-off and pick-up 

oversight. 
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20. The Employee shall assist the Principal in monitoring students’ educational progress through work in 

STTs and CTTs. 

21. The Employee shall assist the Principal in managing counseling and other ancillary student services. 

22. The Employee shall assist the Principal in ensuring that students meet or exceed national and state 

academic standards. 

23. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, modeling, discussing, and actively engaging in professional development activities. 

24. The Employee shall perform additional duties as assigned by the Superintendent and Principal. 

 

Assistant Principal/ELL Coordinator 

 

1. Hours of employment are to be determined by the School’s Principal.  Unless instructed otherwise by 

the Principal, the Employee is expected to be at School in accordance with the School calendar 

approved by the Board.  The Employee is expected to work daily from the onset of the school day to at 

least one hour after dismissal, except on occasions when meetings, workshops, involvement with parent 

groups, or school activities, may require additional or evening hours.  Summer hours may be limited to 

full-time days.    

2. The Employee shall work under the direction of the Superintendent, Principal and any other supervisor 

assigned by the Principal.    

3. The Employee shall attend and demonstrate support for School-sponsored events.   

4. The Employee shall assist the Principal in the creation, development, and implementation of curriculum 

for the School as instructed by the Principal.   

5. The Employee shall assist the Principal in administering the School’s educational program through 

strong instructional leadership and commitment to the School’s mission.   

6. The Employee shall assist the Principal in the preparation of registration materials.   

7. The Employee shall assist the Principal in the preparation of class and student schedules and class 

changes.   

8. The Employee shall assist the Principal in coordinating fire drills and establishing rules and procedures 

for emergency dismissal.   

9. As requested by the Principal, the Employee shall meet and interact with other Principals, students, 

parents, and representatives of community organizations to help promote the School’s goals.   

10. As requested by the Superintendent or Principal, the Employee will take part in interviewing, hiring, 

evaluating, disciplining, and discharging faculty and staff.  

11. The Employee shall assist the Superintendent and Principal in working with teachers to develop and 

maintain high curriculum standards, develop mission statements, and set performance goals and 

objectives.  

12. The Employee shall work as an instructional leader under the direction of the Principal and 

Superintendent to embed collaboration between teacher teams and administration with CTTs, CLTs, and 

STT's and at Professional development meetings.    

13. The Employee shall assist the Superintendent and Principal in ensuring that all teachers provide explicit 

Tier 1 instruction including stated objectives (teacher clarity, guided and independent practice, and 

questioning).    

14. The Employee shall assist teachers in the analysis and synthesis of data to drive instruction and the 

development of common assessments and proficiency scales in STT and CTT meetings.    

15. The Employee shall work as an instructional leader under the direction of the Principal and 

Superintendent with CTT's and at Professional development meetings.   

16. As requested by the Principal, the Employee shall conduct teacher observations and evaluations.   

17. The Employee shall assist the Superintendent and Principal in ensuring that all teachers obtain and 
maintain required certifications and licenses.  

18. The Employee shall assist the Principal in the development of staff morale.   
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19. The Employee shall assist the Principal in taking reasonable steps to ensure the safety of students on 

School grounds and to maintain a safe learning environment for students.    

20. The Employee shall assist the Principal with the school SNAP plan, drill, and drop-off and pick-up 

oversight.   

21. The Employee shall assist the Principal in monitoring students’ educational progress through work in 

STTs and CTTs.  

22. The Employee shall assist the Principal in managing counseling and other ancillary student services.   

23. The Employee shall assist the Principal in ensuring that students meet or exceed national and state 

academic standards.   

24. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, modeling, discussing, and actively engaging in professional development activities.    

25. The Employee shall be the ELL Coordinator at both campuses. Duties to be determined with the 

Superintendent and shall include coordinating testing for ELL students, accommodations in the 

classroom, and maintaining necessary documentation for the School. 

26. The Employee shall perform additional duties as assigned by the Superintendent and Principal. 

 

Curriculum Director 

 

1. Hours of employment are to be determined by the Principal of the School.  School hours are subject to 

change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required for events 

such as parent-teacher conferences and other school activities and events.       

2. Employment is based on a 195-workday calendar beginning ten (10) workdays before the first day of 

school and ending five (5) days after the last day of school.    

3. The Employee shall work under the direction of the Superintendent and any other supervisor assigned 

by the Superintendent.      

4. The Employee shall create, develop, and implement curriculum for the School that is consistent with the 

School’s philosophy and goals.     

5. The Employee shall assist the Superintendent with coordination of the accreditation process developing 

and maintaining high curriculum standards; developing mission/vision and Belief statements, 

establishing and facilitating focus groups and setting performance goals and objectives.      

6. The Employee shall assist the Superintendent with implementation of curriculum for the School.      

7. The Employee shall assist the Superintendent with preparing yearly academic reports on the School's 

accomplishments and make recommendations for the next year according to standards set forth by the 

School Charter.      

8. The Employee shall attend and demonstrate support for School-sponsored events. The Employee shall 

organize and oversee Literacy Night and Math Night at both campuses.     

9. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engage in professional development activities.      

10. The Employee shall support the Principal in the development of positive staff morale.      

11. The Employee shall assist the Superintendent with ensuring students, faculty, and staff are safe on 

School grounds including assisting with supervision as needed during drop-off and pick-up, lunch, 

etc.      

12. The Employee shall work as a mentor as assigned by the Superintendent.      

13. The Employee shall assist the Principal with ensuring that students meet or exceed national and state 

academic standards.       

14. The Employee shall actively work with teachers to develop and maintain high curriculum standards, 

develop mission statements, and set performance goals and objectives.      

15.  
16. The Employee shall assist with administrative supervision when needed.      

17. The Employee shall participate in all professional development.      

18. The Employee shall conduct classroom drop-ins and provide feedback to teachers. 
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19. The Employee shall perform additional duties as assigned by the Principal. 

 

Special Education Director 

 

1. Hours of employment are to be determined by the Principal of the School. School hours are subject to 

change but will not exceed 8.5 hours per day. On occasion, additional hours may be required for events 

such as parent-Special Education Director conferences and other school activities and events. 

2. Employment is based on a 195-workday calendar beginning ten (10) workdays before the first day of 

school and ending five (5) days after the last day of school. 

3. The Employee shall work under the direction of the Superintendent and any other supervisor assigned 

by the Superintendent. 

4. The Employee shall perform instructional duties as established by the Principal or Superintendent; as set 

forth in the School’s Special Education Director Handbook, as it may be amended or updated from time 

to time; and in accordance with the requirements of the Utah State Board of Education. 

5. The Employee shall complete all student IEP evaluation testing and attend IEP meetings to present 

results. 

6. The Employee shall attend a one-week workshop prior to the commencement of the school year and 

other professional development activities throughout the school year without additional compensation. 

7. The Employee shall prepare and provide monthly professional development for paraprofessionals 

working with students both in special ed and in reading during the year. 

8. The Employee shall be duly certified and qualified to perform as an educator within the State of Utah. 

The Employee must also meet the requirements for Highly Qualified status as defined by federal law. 

9. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engaging in professional development activities. 

10. The Employee shall facilitate student services schedules, evaluation of contractors for SLP and OT. 

11. The Employee shall conduct Special Ed CTT meetings, monitor special ed teachers’ completion of 

caseload services. 

12. The Employee shall work with the Superintendent to complete all state reports and to address any 

finding for Special Ed at either campus. 

13. The Employee shall provide training for Special Education Teachers and Paraprofessionals on 

curriculum, Special Education procedures and protocols and establishing service time and records. 

14. The Employee shall train a back-up member of the Special Education faculty in the duties and reports of 

the director. 

15. The Employee shall support the methodology of International Baccalaureate in the instruction and work 

with students in Special Education. 

16. The Employee shall serve on the administrative team and contribute to the building of a positive culture 

at the School. 

17. The Employee shall perform additional duties as assigned by the Superintendent. 

 

Food Service Director 

 

1. Hours of employment are to be determined by the Superintendent of the School. School hours are 

subject to change but will not exceed 8.5 hours per day. On occasion, additional hours may be required 

for events such as parent-teacher conferences and other school activities and events. 

2. Employment is based on a 205-workday calendar.  The Employee is expected to work 180 days as 

outlined on the School’s academic calendar and will submit a summer work calendar to outline the 

additional 25 non-academic workdays. 

3. The Employee shall work with staff at both campuses to establish a positive culture and effective 
communication. 

4. The Employee shall work under the direction of the Superintendent, and any other supervisor assigned 

by the Superintendent. 
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5. The Employee shall interview and conduct background check for potential employees for the kitchen. 

The Employee shall then work with the Superintendent to determine pay and hours. 

6. The Employee shall ensure compliance with State and Federal regulations on meal accountability, 

adequate service of meals, and quality of production; shall organize distribution of meals and inventory 

control; and shall act as the School’s liaison with USBE on nutrition services. 

7. The Employee shall participate in interviewing kitchen help, orient new employees to cafeteria rules, 

and prepare lunchroom assignments and work schedules. 

8. The Employee shall plan menus and conduct required state and School annual training for all personnel 

working the lunch program; kitchen staff meetings on implementation of menus and new recipes; 

requisition emergency repairs and maintenance of equipment; maintain records; and submit required 

reports. 

9. The Employee shall order for the School Kitchens and track purchases. 

10. The Employee shall complete all reports for the NSLP. 

11. The Employee shall oversee all food service personnel at both campuses in coordination with the 

Campus Principal. 

12. The Employee shall maintain ongoing communication with the Campus Principals. 

13. The Employee shall train a backup person in each key role at each campus. 

14. The Employee shall perform additional duties as assigned by the Superintendent. 

 

STEM Coordinator 

 

1. Hours of employment are to be determined by the Principal of the School. School hours are subject to 

change but will not exceed 8.5 hours per day. On occasion, additional hours may be required for events 

such as parent-teacher conferences and other school activities and events. 

2. Employment is based on a 195-workday calendar beginning ten (10) workdays before the first day of 

school and ending five (5) days after the last day of school. 

3. The Employee shall work under the direction of the Superintendent and any other supervisor assigned 

by the Superintendent.  

4. The Employee shall create, develop, oversee procurement, and implement curriculum for the School 

that is consistent with the School’s STEM philosophy and goals. 

5. The Employee shall help the Superintendent coordinate the accreditation process. 

6. The Employee shall Oversee Planner Implementation, Guide & Collaborate with teams on Planner 

adjustments, alignment to standards incorporation with all content areas  reflections to planners. 

7. The Employee shall provide professional development on inquiry-based instruction - creating a change 

in basic assumptions of Instructional strategies for Higher Order Thinking. 

8. The Employee shall Visit classrooms frequently, identify areas of improvement, provide implementation 

support and teaching/instructional strategies for Inquiry Based instruction and Action Cycle. 

9. The Employee shall assist the Superintendent with preparing yearly academic reports on the school's 

accomplishments and make recommendations for the next year according to standards set forth by the 

school Charter. This shall include LETRS training and the development of the Early Literacy Grant 

District Plan. 

10. The Employee shall attend and demonstrate support for school-sponsored events. 

11. The Employee shall organize and oversee Literacy Night and Math Night at both campuses. 

12. The Employee shall work with colleagues at the administrative and teacher level by sharing best 

practices, mentoring, discussing, modeling, and actively engaging in professional development 

activities. Professional development will be provided on STEM instructional methodology Teacher 

Visits (K-9). 

13. The Employee shall participate in CLT, STT and CTTS and shall continue leadership in the concepts 
and practices of maintaining a focus on school-wide expectations of explicit Tier 1 Instruction, stating of 

clear objectives/teacher clarity, providing feedback to students and an elevated level of student 

engagement through guided and independent practice and questioning. 
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14. The Employee shall continue leadership in support of teachers maintaining a positive attitude and work 

collaboratively with teachers and School administrators to achieve important levels of personal and 

academic growth for students and development of curriculum maps across the School. 

15. The Employee Work collaboratively with other administrators and teacher teams through CLTs, STTs 

and STT to implement Standards and to drive instruction and interventions, and to develop Common 

Formative Assessments. 

16.  

17. The Employee shall support the Principal in the development of positive staff morale. 

18. The Employee shall assist the Superintendent with ensuring students, faculty, and staff are safe on 

School grounds including assisting with supervision as needed during drop-off and pick-up, lunch, etc. 

19. The Employee shall work as a mentor as assigned by the Superintendent. 

20. The Employee shall assist the Principal with ensuring that students meet or exceed national and state 

academic standards.  

21. The Employee shall actively work with teachers to develop and maintain high curriculum standards, 

develop mission statements, and set performance goals and objectives. 

22. The Employee shall attend collaboration meetings and facilitate discussions when needed. 

23. The Employee shall oversee and lead preparations and documentation for STEM authorizations. 

24. The Employee shall coordinate STEM training for staff and administration. 

25. The Employee shall provide training for Specialists on STEM and other groups as assigned by the 

Superintendent. 

26. The Employee shall assist with administrative supervision when needed. 

27. The Employee shall participate in all professional development. 

28. The Employee shall conduct classroom drop-ins and provide feedback to teachers. 

29. The Employee shall perform additional duties as assigned by the Superintendent and/or Campus 

Principal. 

IT Coordinator 

 

1. Hours of employment are to be determined by the Superintendent and/or School Principal. School hours 

are subject to change but will not exceed 8.5 hours per day.  On occasion, additional hours may be 

required for events such as parent-teacher conferences and other School activities and events. 

2. Employment is based on a 195-workday calendar beginning ten (10) workdays before the first day of 

school and ending five (5) days after the last day of school.  A summer work calendar will be used to 

schedule the Employees additional workdays as required by the Superintendent and/or School Principal. 

3. The Employee shall work under the direction of the Superintendent and/or Campus Principal and any 

other supervisor assigned by the Superintendent. 

4. The Employee shall perform instructional duties as set forth in the School’s Employee Handbook and in 

accordance with the Utah State Board of Education’s requirements. 

5. The Employee will assist the Superintendent in the development, revision, and implementation of the 

School technology plan. 

6. The Employee shall coordinate all electronic devices across both campuses for use by students and 

teachers. 

7. The Employee will develop the testing schedules for the End of Year summative tests and be available 

to teachers and administration during the testing schedule. 

8. The Employee will coordinate the updating of all program software and devices with the School’s 

contracted vendor. 

9. The Employee will serve on the technology committee and all digital grants. 

10. The Employee will coordinate with Superintendent on the set up and scheduling of required online state 

assessments. 
11. The Employee will coordinate with the School’s contracted technology company on Internet, 

equipment, and server issues. 
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12. The Employee will maintain a record of all equipment at the School and will work with the 

Superintendent on orders for new equipment. 

13. The Employee will complete minor repairs on equipment. 

14. The Employee will oversee maintenance of equipment, including re-imaging. 

15. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine if they can meet the needs of the position. 

16. The Employee shall perform additional duties as assigned by the Superintendent. 

 

Library Coordinator 

 

1. Hours of employment are to be determined by the Superintendent of the School.  School hours are 

subject to change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required 

for events such as parent-teacher conferences and other school activities and events. 

2. The Employee shall work under the direction of the Principal at each campus and the Superintendent. 

3. The Employee shall attend a one-week workshop prior to the commencement of the school year and 

other training and professional development throughout the school year without additional 

compensation. 

4. The Employee shall attend the UELMA conference and make connections with book vendors and 

county librarians. 

5. The employee shall catalog books as they come in, including the week before school. 

6. The Employee will perform a variety of technical library functions including the selection, circulation, 

maintenance and distribution of books, instructional materials, media resources, audio-visual materials 

and equipment. 

7. The Employee shall order library books for both campuses; order a variety of media materials for 

computers; process new materials; clean, repair, label and cover existing materials; and discard books 

according to the decision of the quarterly library committee. 

8. The Employee will assist students and teachers in the use of library resources. 

9. The Employee shall assist teachers with the supervision and instruction of students in the library. 

10. The Employee shall train and coordinate employees and volunteers in using bar-code systems for 

circulation of library materials. The Employee shall maintain all access codes for the library. 

11. The Employee shall keep track of books checked out too long and send notifications to the parents. 

12. The Employee shall check books in and out at the circulation desk, process returned books, and place 

books in the appropriate shelf locations. 

13. The Employee shall conduct grade appropriate lessons that are consistent with USBE’s library 

curriculum. The employee shall help by developing 20 new lessons each year and coordinate with the 

assigned teacher/administrator for IB coordinated lessons. 

14. The Employee shall maintain discipline and order within the library according to established guidelines. 

15. The Employee shall manage and operate the library in accordance with IB standards. 

16. The Employee shall complete necessary tasks for accreditation and IB authorization as it applies to the 

library. 

17. The Employee shall organize and run the Book fair in the fall and in the spring at both campuses. The 

Employee is to coordinate with the campus Principals on theme and set up and also the Campus PTO 

Presidents for volunteers and decorations for the event. The Employee shall coordinate with the Media 

Assistant at the WJ campus on the Book fairs. 

18. The Employee shall coordinate the repair of damaged books and make sure supplies for book repairs are 

ordered for both campuses. 

19. The Employee shall coordinate the quarterly library committee meeting and bring the list of proposed 

books for weeding and proposed orders of books for purchase for approval by the committee. The 
Employee shall work with an Administrator for the quarterly meeting to review library requests and/or 

weeding of materials. 
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20. The Employee shall oversee the library at both buildings and provide lessons or identify lessons to be 

taught by Media Assistant(s). 

21. The Employee shall complete inventory at the end of the year and turn it into the Campus Principal. 

22. The Employee shall set up the library for book check out and train Assistant at the other campus (if 

necessary) at the beginning of the year. 

23. The Employee shall catalog all new books into the system. 

24. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine if they can meet the needs of the position. 

25. The Employee shall perform additional duties as assigned by the Principal. 

 

Network Communications Specialist 

 

1. Hours of employment are to be determined by the Superintendent of the School. School hours are 

subject to change but will not exceed 8.5 hours per day. On occasion, additional hours may be required 

for events such as parent-teacher conferences and other school activities and events. 

2. Employment is based on a 195-workday calendar beginning ten (10) workdays before the first day of 

school and ending five (5) days after the last day of school.  A summer work calendar will be used to 

schedule the Employees additional workdays as required by the Superintendent and/or School Principal. 

3. The Employee shall work under the direction of the Superintendent and any other supervisor assigned 

by the Superintendent.  

4. The Employee shall facilitate and oversee the lottery processes and student enrollments at each school. 

5. The Employee shall perform instructional duties as established by the Superintendent and in accordance 

with the Utah State Board of Education’s requirements. 

6. The Employee shall establish and implement a marketing plan for the School. 

7. The Employee shall help maintain and promote branding and presence of the School in social media, 

newspapers, mailers, flyers: 

a. Digitally. 

b. Physically. 

c. Explore new avenues. 

d. Internal branding: 

i. Teacher recognition. 

8. The Employee shall maintain the School Website: 

a. Update critical information. 

b. Employment opportunities. 

9. The Employee shall track and enlist positive reviews. 

10. The Employee shall help facilitate the development of SWAG to be used at Teacher Fairs, used with 

new teachers/employees and giving out for Teacher Recognition. 

11. The Employee shall meet on scheduled program reflection and evaluation meetings. 

a. Pre- School (August). 

b. Quarterly (August - May). 

c. End of Year wrap up (May). 

d. Other meetings may occur based on School needs. 

12. The Employee shall attend Professional Development training days identified by the Superintendent the 

week before school starts. 

13. The Employee shall be duly certified and qualified to perform as a Communications Specialist within 

the State of Utah. 

14. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine if they can meet the needs of the position. 
15. The Employee shall perform additional duties as assigned by the Superintendent. 
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Network Administrative Assistant 

 

1. The Employee shall use his/her best efforts in serving the Network. 

2. Hours of employment are to be determined by the Principal or Superintendent of the School.  School 

hours are subject to change but will not exceed 8.5 hours per day.  On occasion, additional hours may be 

required for events such as parent-teacher conferences and other school activities and events. 

3. Employment is based on a 243-workday calendar beginning July 1 and ending June 30th. A summer 

work calendar will be used to schedule the Employees additional workdays as required by the 

Superintendent and/or School Principal. 

4. The Employee shall work under the direction of the Superintendent and the School Principal, or any 

other supervisor assigned by the Superintendent or School Principal. 

5. The Employee shall assist in the formulation of office policies and operations; ensure personnel 

practices are incompliance with School regulations; assist and provide input to determine strategic 

objectives for the School; interpret office and school policies and advise staff and students on their 

provisions. 

6. As assigned by the Superintendent or School Principal, the Employee shall assist in and provide input in 

determining strategic objectives for the School, including research, trend analysis, and compilation and 

preparation of reports; assist with program/project development. 

7. As assigned by the Superintendent or School Principal, the Employee shall assist with professional 

development planning and following procedures: 

a. School Campus Financial Transactions: purchase orders, record purchase orders and forward for 

approval, purchasing, Budget tracking/reconciliation, oversee receipt of money, post, and 

balance accounts (school dues and activities fees, fines), send notification of fine to parents. 

b. Have signatory authority for various personnel transactions. 

c. Oversee and/or process employee documents (PTO, Employee documentation of absences), new 

employee forms paperwork and requirements are completed and submitted appropriately and 

efficiently. 

d. Accounting of substitutes and coordination of classroom coverage when extra activities are 

scheduled, coordinate with contracted substitute companies to provide adequate substitution 

coverage. 

8. As assigned by the Superintendent or School Principal, the Employee shall research, report, analyze, 

compile, and/or complete information for surveys and accreditation; direct the information gathering for 

the School; assist in the management of the use of computerized information systems within the School; 

and State/Federal reporting as directed by the Superintendent. 

9. The Employee shall process and oversee student transcripts and records management including: 

a. Student records transfers to new outgoing districts/schools and process and maintain incoming and 

current student permanent records. 

b. Coordinating with the school contracted nurse for the arrangement of vision screenings, 

distributions of medications as directed and performing first aid functions, as necessary. Process 

student and faculty accident report forms and any other required forms. 

10. The Employee shall oversee the Campus Operations of the following: 

a. Coordinate field trip details and student transportation to and from venue. 

b. Maintain and coordinate the everyday functions of the front office (e.g., answering phones, copy 

machines running, respond to parents' questions, screen vendors for Principal and 

Superintendent, and create a positive office and school environment. 

c. Calendaring. 

d. Type and file correspondence, set up appointments and take minutes at school meetings (as assigned 

by the principal/superintendent). 
e. Track fiscal expenditures of the School.   

11. The Employee shall assist the School Principal with the school SNAP plan, coordinating fire 

drills, procedures for emergency dismissal, and drop-off and pick-up oversight. 
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12. As assigned by the Superintendent or School Principal, the Employee shall administer building security 

and safety procedures as appropriate to the operating environment; develop procedures to control and 

assign building and/or office space and equipment. 

13. The Employee shall answer phones, create, and maintain school schedule, and may include additional 

events such as Student-Led conference schedules, etc. 

14. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engaging in professional development activities. 

15. The Employee will maintain communication between campus offices to ensure consistency in the 

completion of reports, communication, etc. 

16. The Employee will ensure that the office presents a welcoming culture for parents and students and will 

facilitate the answering of questions or concerns. 

17. The Employee will maintain all necessary records, both current and archived. 

18. The Employee shall perform additional duties as assigned by the Superintendent or School Principal. 

 

Teacher 

 

1. Hours of employment are to be determined by the Superintendent of the School.  School hours are 

subject to change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required 

for events such as parent-teacher conferences and other school activities and events. 

2. The Employee shall work under the direction of the Principal and any other supervisor assigned by the 

Principal. 

3. The Employee shall participate in Town Hall meetings as assigned including Math Night and Literacy 

Night and for the middle school graduation. 

4. The Employee shall perform instructional duties as established by the Principal; as set forth in the 

School’s Teacher Handbook, as it may be amended or updated from time to time; and in accordance 

with the requirements of the Utah State Board of Education. 

5. The Employee shall attend a one-week workshop prior to the commencement of the school year and 

other professional development activities throughout the school year without additional compensation. 

These activities include weekly CTT meetings with grade level or content teams and whole district 

professional development. 

6. Middle school teachers will participate in SOAR and provide Tier 2 interventions for the students in 

their classes. 

7. The Employee shall assist in drop-off and pick-up duties at the School as assigned by the Campus 

Principal. 

8. The Employee shall be duly certified and qualified to perform as an educator within the State of Utah. 

The Employee must also meet the requirements for Highly Qualified status as defined by federal law. 

9. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engaging in professional development activities. The 

Employee shall actively participate in grade level/content CTTS by attending meetings, providing data, 

participate in analysis and synthesis of data to drive instruction and form intervention and extension 

groups and participate in discussions to find effective instructional strategies. 

10. The Employee shall participate weekly in CTTS and will take a rotation as a participant on the School 

Transformational Team (STT). Participation will involve a 'growth mindset' where the employee is a 

part of the solution to any concerns. 

11. The Employee will commit to school-wide expectations of explicit Tier 1 instruction and 

implementation of best practices including stating objectives, checks for understanding, high levels of 

student engagement, guided and independent practice, and questioning. 

12. The Employee will maintain a positive attitude and collaborate with grade level/content area teacher to 
work together to achieve high levels of personal and academic growth for our students and their 

families. 
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13. The Employee will work collaboratively in teams to implement Standards and proficiency scales, and to 

develop Common Formative Assessments. 

14. The Employee will provide a well-managed, structured, and positive classroom environment for all 

students. 

15. The Employee will follow School policies and procedures and is responsible to know them. In addition, 

employees will be on time, check emails, respond to parents in a timely manner (24 hours) and take 

daily attendance. 

16. The Employee shall perform additional duties as assigned by the Superintendent or Campus Principal. 

 

Teacher Assistant 

 

1. Hours of employment are to be determined by the Principal of the School. School hours are subject to 

change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required for events 

such as parent-teacher conferences and other School activities and events. 

2. Employment is based on a 185-workday calendar beginning five (5) workdays before the first day of 

school and ending on the last day of school. 

3. The Employee shall work under the direction of the Principal and any other supervisor assigned by the 

Principal. 

4. The Employee shall contribute positively to communication within the School and the overall school 

culture. 

5. The Employee shall perform instructional duties as established by the Principal and in accordance with 

the Utah State Board of Education’s requirements. 

6. The Employee shall assist the head teacher by: 

a. reinforcing concepts introduced during the lesson plan; 

b. emphasizing relevance of course content; 

c. directing students to additional resources; 

d. answering questions; 

e. stimulating interest and enthusiasm; 

f. interpreting and enforcing course policies; 

g. counseling students; 

h. evaluating students; 

i. maintaining clear and complete records; and 

j. encouraging student initiative. 

7. The Employee will assist in pick-up and drop-off and/or in recess duty as assigned by the Principal. 

8. The Employee shall be duly certified and qualified to perform as a Teacher’s Assistant within the State 

of Utah. 

9. The Employee shall pull students for small group instruction in reading. 

10. The Employee shall perform morning drop-off duties. 

11. The Employee shall oversee lunch and lunch recess and morning recess. 

a. The Employee shall supervise and provide a safe environment for students during the recess hours, 

whether indoors or on the playground. 

b. The Employee shall enforce school playground rules and policies. 

c. The Employee shall supervise children indoors or on the playground during lunch hour. 

d. The Employee shall maintain a safe playground environment for children. 

e. The Employee shall report all safety concerns to the Principal. 

f. The Employee shall maintain a prominent level of ethical behavior and confidentiality. 

g. The Employee shall participate in any in-service training as required by the School. 

12. The Employee shall accurately record time in and out on a time sheet in the office to truly represent 
hours worked. 

13. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine if they can meet the needs of the position. 
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14. The Employee shall, if working in Special Education or Title 1 program, meet federal standards 

previously used under ESEA (NCLB). Paraprofessionals must have a high school diploma plus one of 

the following requirements: An associate degree, 48 semester hours or 60 quarter hours of credit, or 

passing score on the Praxis Paraprofessional exam or similar assessment as approved by the State Board 

of Education. 

15. The Employee shall collect Acadience/Reading Data and compile the information for the 

Superintendent and the Board of Directors. 

16. The Employee shall oversee testing schedule for reading assessments in Grades K-6. 

17. The Employee shall participate on the committee for Early Learning Grant Writing. 

18. The Employee shall train new Teacher Assistants on testing protocols and duties. 

19. The Employee shall perform additional duties as assigned by the Principal. 

 

Title I Teacher Assistant 

 

1. Hours of employment are to be determined by the Principal of the School.  School hours are subject to 

change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required for events 

such as parent-teacher conferences and other school activities and events. 

2. The Employee shall work under the direction of the Principal and any other supervisor assigned by the 

Principal. 

3. The Employee shall contribute positively to the communication within the School and the overall school 

culture. 

4. The Employee shall perform instructional duties as established by the Principal and in accordance with 

the Utah State Board of Education’s requirements. 

5. The Employee shall assist the head teacher by: 

a. reinforcing concepts introduced during the lesson plan; 

b. emphasizing relevance of course content; 

c. directing students to additional resources; 

d. answering questions; 

e. stimulating interest and enthusiasm; 

f. interpreting and enforcing course policies; 

g. counseling students; 

h. evaluating students; 

i. maintaining clear and complete records; and 

j. encouraging student initiative. 

6. The Employee will assist in pick-up and drop-off and/or in recess duty as assigned by the Principal. 

7. The Employee shall be duly certified and qualified to perform as a Teacher’s Assistant within the State 

of Utah. 

8. The Employee shall pull students for small group instruction in reading. 

9. The Employee shall assess students in grades 1-6 in the school Fountas and Pinnell and Grades 1-3 on 

the state DIBELS unless they are assigned to work in a kindergarten class. 

10. The Employee shall perform morning drop off duties. 

11. The Employee shall oversee lunch and lunch recess and morning recess. 

a. The Employee shall supervise and provide a safe environment for students during the recess hours, 

whether indoors or on the playground. 

b. The Employee shall enforce school playground rules and policies. 

c. The Employee shall supervise children indoors or on the playground during noon hour. 

d. The Employee shall maintain a safe playground environment for children. 

e. The Employee shall report all safety concerns to the Principal. 
f. The Employee shall maintain a high level of ethical behavior and confidentiality. 

g. The Employee shall participate in any in-service training as required by the School. 
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12. The Employee shall accurately record time in and out on time sheet located in the office to truly 

represent hours worked. 

13. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine if they can meet the needs of the position. 

14. The Employee shall, if working in Special Education or Title 1 programs, must meet federal standards 

previously used under ESEA (NCLB). Paraprofessionals must have a high school diploma plus one of 

the following requirements: An associate degree, 48 semester hours or 60 quarter hours of credit, or 

passing score on the Praxis Parapro exam or similar exam. 

15. The Employee shall collect Acadience/Reading Data and compile the information for the 

Superintendent and the Board of Directors. 

16. The Employee shall oversee testing schedule for reading assessments in Grades K-6. 

17. The Employee shall participate on the committee for Early Learning Grant Writing. 

18. The Employee shall train new Teacher Assistants on testing protocols and duties. 

19. The Employee shall perform additional duties as assigned by the Principal. 

 

Substitutes 

 

1. Hours of employment are to be determined by the Superintendent of the School.  School hours are 

subject to change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required 

for events such as parent-teacher conferences and other school activities and events. 

2. The Employee shall work under the direction of the Principal and any other supervisor assigned by the 

Principal. 

3. The Employee shall perform instructional duties as established by the Principal; as set forth in the 

School’s Teacher Handbook, as it may be amended or updated from time to time; and in accordance 

with the requirements of the Utah State Board of Education. 

4. The Employee shall assist in drop-off and pick-up duties at the School as assigned by the Campus 

Principal. 

5. The Employee shall manage a well-managed, structured, and positive classroom environment for all 

students. 

6. The Employee shall perform additional duties as assigned by the Superintendent or Campus Principal. 

 

Instructional Coach 

 

1. Hours of employment are to be determined by the needs of the school. School hours are subject to 

change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required for events 

such as parent-teacher conferences and other school activities and events. 

2. Employment is based on a 195-workday calendar beginning ten (10) workdays before the first day of 

school and ending five (5) days after the last day of school. 

3. The Employee shall work under the direction of the Superintendent and any other supervisor assigned 

by the Superintendent. 

4. The Employee shall coach on implementation of curriculum for the School that is consistent with the 

School’s philosophy and goals. 

5. The Employee shall assist the Superintendent with coordination of the accreditation process developing 

and maintaining high curriculum standards; developing mission/vision and Belief statements, 

establishing, and facilitating focus groups and setting performance goals and objectives and help 

monitor programs through data tracking (e.g., coaching/mentoring). 

6. The Employee shall assist the Superintendent with implementation of curriculum for the School. 

7. The Employee shall assist the Superintendent with preparing yearly academic reports on the School's 
accomplishments and make recommendations for the next year according to standards set forth by the 

school Charter. 

8. The Employee shall attend and demonstrate support for School-sponsored events.  
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9. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engage in professional development activities. 

10. The Employee shall support the School Principal, at each campus, in the development of positive staff 

morale. 

11. The Employee shall assist the Superintendent with ensuring students, faculty, and staff are safe on 

School grounds including assisting with supervision as needed during drop-off and pick-up, lunch, etc. 

12. The Employee shall work as a mentor as assigned by the Superintendent. 

13. The Employee shall assist the School Principal with ensuring that students meet or exceed national and 

state academic standards. 

14. The Employee shall actively work with teachers to develop and maintain high curriculum standards, 

develop mission statements, and set performance goals and objectives. 

15. The Employee shall assist with school accreditation. 

16. The Employee shall serve on the Mentor Leadership Team for the School (both campuses).  

17. The Employee shall provide training for Associate Level Teachers through videotaping them for their 

mentor meetings. 

18. The Employee shall assist with administrative supervision when needed. 

19. The Employee shall participate in all professional development.  

20. The Employee shall conduct classroom drop-ins and provide feedback to teachers in the context of 

“grows and glows.” Drop-ins will be to teachers in their first three years of teaching, in the APPEL 

program, or who have been identified by the Administration as struggling in a key instructional strategy. 

21. The Employee shall collaborate with administration and other coaches in the support of teachers in 

establishing explicit Tier 1 Instruction that implements Best Practices including stating objectives, 

checks for understanding, important levels of student engagement, guided and independent practice, and 

questioning. 

22. The Employee shall coach teachers with whom they are assigned to work, on the analysis and synthesis 

of data to drive instruction and form intervention and extension groups. 

23. The Employee shall coach teachers, with whom they are assigned to work, on how to provide a well-

managed, structured, and positive classroom environment for all students. 

24. The Employee shall perform additional duties as assigned by the Principal. 

 

Reading Specialist 

 

1. Hours of employment are to be determined by the Superintendent of the School.  School hours are 

subject to change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required 

for events such as parent-teacher conferences and other school activities and events. 

2. The Employee shall work under the direction of the Principal at each campus and the Superintendent. 

3. The Employee shall attend a one-week workshop prior to the commencement of the school year and 

other training and professional development throughout the school year without additional 

compensation. 

4. The Employee shall assist in drop-off and pick-up duties at the School as assigned by the 

Superintendent. 

5. The Employee shall be duly certified and qualified to perform as a Reading Specialist within the State of 

Utah. Reading Specialist must also meet the requirements for Highly Qualified status as defined by 

federal law. 

6. The Employee shall attend Professional Development the week before school begins. 

7. The Employee will perform a variety of technical library functions including the selection, circulation, 

maintenance and distribution of books, instructional materials, media resources, audio-visual materials 

and equipment. 
8. The Employee shall order library books; order a variety of media materials for computers; process new 

materials; clean, repair, label and cover existing materials; and discard books according to established 

guidelines and procedures. 
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9. The Employee will assist students and teachers in the use of library resources. 

10. The Employee shall assist teachers with the supervision and instruction of students in the library. 

11. The Employee shall train and coordinate employees and volunteers in using bar-code systems for 

circulation of library materials. 

12. The Employee shall check books in and out at the circulation desk, process returned books, and place 

books in the appropriate shelf locations. 

13. The Employee shall conduct grade appropriate lessons that are consistent with USBE’s library 

curriculum. 

14. The Employee shall maintain discipline and order within the library according to established guidelines. 

15. The Employee shall manage and operate library in accordance with IB standards. 

16. The Employee shall complete necessary tasks for accreditation and IB authorization as it applies to the 

library. 

17. The Employee shall organize and run the Book fair in the fall and in the spring at both campuses. The 

Employee is to coordinate with the campus Principals on theme and set up and also the Campus PTO 

Presidents for volunteers and decorations for the event. 

18. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engage in professional development activities. 

19. The Employee shall oversee the library at both buildings and provide lessons to be taught by Media 

Assistant(s) or taught by the Specialist. 

20. The Employee shall oversee the work of the Media Assistant(s) at each campus and cover the class 

rotations to the library at a campus if the Assistant(s) is absent. 

21. The Employee shall complete inventory at the end of the year and turn it into the Campus Principal. 

22. The Employee shall set up the library for book check out and train Assistant(s) at the beginning of the 

year. 

23. The Employee shall catalogue all new books into the system. 

24. The Employee shall attend all school Professional Development. 

25. The Employee shall coordinate with grade level IB teams and IB Coordinator in order to support IB 

planners. 

26. The Employee shall work with an Administrator for the quarterly meeting to review library requests 

and/or weeding of materials. 

27. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine if they can meet the needs of the position. 

28. The Employee shall perform additional duties as assigned by the Principal. 

 

Music Specialist 

 

1. Hours of employment are to be determined by the Principal of the School.  School hours are subject to 

change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required for events 

such as parent-teacher conferences and other school activities and events. 

2. The Employee shall work under the direction of the Campus Principal and/or Superintendent and any 

other supervisor assigned by the Campus Principal and/or Superintendent. 

3. The Employee will be responsible to lead any school elementary choir/band/orchestra. 

4. The Employee will teach and expose students to the elements of music. 

5. The Employee will attend training on the designated day before school starts and also during the school 

as assigned by the Campus Principal and/or Superintendent. 

6. The Employee will be responsible to provide music instruction and coordinate with grade level teachers 

to incorporate music concepts with academic units of study. 

7. The Employee shall perform instructional duties as set forth in the School’s Teacher Handbook, as it 
may be amended or updated from time to time, and in accordance with the requirements of the Utah 

State Board of Education. 
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8. The Employee shall be duly certified and qualified to perform these duties within the State of Utah. The 

Employee must also meet the requirements for Highly Qualified status as defined by federal law. 

9. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engage in professional development activities. 

10. The Employee shall accurately record time in and out on time sheet located in the office to truly 

represent hours worked. 

11. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine the needs of the position. 

12. The Employee shall, if working in Special Education or Title 1 programs, must meet federal standards 

previously used under ESEA (NCLB). Paraprofessionals must have a high school diploma plus one of 

the following requirements: An associate degree, 48 semester hours or 60 quarter hours of credit, or 

passing score on the Praxis Parapro exam or similar exam. 

13. The Employee shall perform additional duties as assigned by the Campus Principal and/or 

Superintendent. 

 

Media Teacher Librarian 

 

1. Hours of employment are to be determined by the Superintendent of the School.  School hours are 

subject to change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required 

for events such as parent-teacher conferences and other school activities and events. 

2. The Employee shall work under the direction of the Principal at each campus and the Superintendent. 

3. The Employee shall attend a one-week workshop prior to the commencement of the school year and 

other training and professional development throughout the school year without additional 

compensation. 

4. The Employee shall assist in drop-off and pick-up duties at the School as assigned by the 

Superintendent. 

5. The Employee shall be duly certified and qualified to perform as a Media teacher/librarian within the 

State of Utah. Media Specialist must also meet the requirements for Highly Qualified status as defined 

by federal law. 

6. The Employee shall attend Professional Development the week before school begins. 

7. The Employee will perform a variety of technical library functions including the selection, circulation, 

maintenance and distribution of books, instructional materials, media resources, audio-visual materials 

and equipment. 

8. The Employee shall order library books; order a variety of media materials for computers; process new 

materials; clean, repair, label and cover existing materials; and discard books according to established 

guidelines and procedures. 

9. The Employee will assist students and teachers in the use of library resources. 

10. The Employee shall assist teachers with the supervision and instruction of students in the library. 

11. The Employee shall train and coordinate employees and volunteers in using bar-code systems for 

circulation of library materials. 

12. The Employee shall check books in and out at the circulation desk, process returned books, and place 

books in the appropriate shelf locations.  

13. The Employee shall conduct grade appropriate lessons that are consistent with USBE’s library 

curriculum. 

14. The Employee shall maintain discipline and order within the library according to established guidelines. 

15. The Employee shall manage and operate library in accordance with AdvancEd and IB standards. 

16. The Employee shall complete necessary tasks for accreditation and IB authorization as it applies to the 

library. 
17. The Employee shall organize and run the Book fair in the fall and in the spring at both campuses. The 

Employee is to coordinate with the campus Principals on theme and set up and also the Campus PTO 

Presidents for volunteers and decorations for the event. 
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18. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engage in professional development activities. 

19. The Employee shall oversee the library at both buildings and provide lessons to be taught by Media 

Assistant(s) or taught by the Specialist. 

20. The Employee shall oversee the work of the Media Assistant(s) at each campus and cover the class 

rotations to the library at a campus if the Assistant(s) is absent. 

21. The Employee shall complete inventory at the end of the year and turn it into the Campus Principal. 

22. The Employee shall set up the library for book check out and train Assistant(s) at the beginning of the 

year. 

23. The Employee shall catalogue all new books into the system. 

24. The Employee shall attend all school Professional Development. 

25. The Employee shall coordinate with grade level IB teams and IB Coordinator in order to support IB 

planners.  

26. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine if they can meet the needs of the position. 

27. The Employee shall perform additional duties as assigned by the Principal. 

 

Media Specialist 

 

1. Hours of employment are to be determined by the Principal of the School. School hours are subject to 

change but will not exceed 8.5 hours per day. On occasion, additional hours may be required for events 

such as parent-teacher conferences and other school activities and events. 

2. Employment is based on a 185-workday calendar beginning five (5) workdays before the first day of 

school and ending on the last day of school. 

3. The Employee shall work under the direction of the Principal and any other supervisor assigned by the 

Principal. 

4. The Employee shall perform instructional duties as established by the Principal and in accordance with 

the Utah State Board of Education’s requirements. 

5. The Employee shall assist in: 

a. Reinforcing concepts introduced during the lesson plan;   

b. Emphasizing relevance of course content;   

c. Directing students to additional resources;   

d. Answering questions;   

e. Stimulating interest and enthusiasm;   

f. Encouraging student initiative;   

g. Interpreting and enforcing course policies;   

h. Counseling students;   

i. Evaluating students;   

j. Maintain clear and complete records; and   

k. Help to prepare highlights of authors. 

6. The Employee shall prepare lessons and teach weekly classes. 

7. The Employee shall help with inventory at the end of the year and set up at the beginning of the year. 

8. The Employee will perform technical library functions including the selection, circulation, maintenance 

and distribution of books, instructional materials, media resources, audio-visual materials, and 

equipment. 

9. The Employee shall process new materials; clean, repair, label and cover existing materials; and discard 

books according to the decision of the quarterly library committee. The Employee shall prepare a list of 

materials to be considered for weeding by the committee. 
10. The Employee shall keep track of books checked out too long and send notifications to the parents. 

11. The Employee shall oversee the book fair at the WJ campus.  
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12. The Employee shall check books in and out at the circulation desk, process returned books, and place 

books in the appropriate shelf locations. 

13. The Employee shall attend Professional Development training on the specified days for specialists the 

week before school starts. 

14. The Employee may be required to assist in covering classes when a teacher is ill.  

15. The Employee shall be duly certified and qualified to perform as a Paraprofessional within the State of 

Utah. 

16. The Employee shall accurately record time in and out on a time sheet in the office to truly represent 

hours worked. 

17. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine if they can meet the needs of the position. 

18. The Employee shall, if working in Special Education or Title 1 program, meet federal standards 

previously used under ESEA (NCLB). Paraprofessionals must have a high school diploma plus one of 

the following requirements: An associate degree, 48 semester hours or 60 quarter hours of credit, or 

passing score on the Praxis Paraprofessional exam or similar assessment as approved by the State Board 

of Education. 

19. The Employee shall perform additional duties as assigned by the Principal. 

 

Keyboarding Specialist 

 

1. Hours of employment are to be determined by the Superintendent of the School.  School hours are 

subject to change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required 

for events such as parent-teacher conferences and other school activities and events. 

2. Employment is based on a 185-workday calendar beginning five (5) workdays before the first day of 

school and ending on the last day of school. 

3. The Employee shall assist with device inventory as assigned by the Principal or Superintendent. 

4. The Employee shall perform instructional duties as set forth in the School’s Employee Handbook/Policy 

Guide and in accordance with the Utah State Board of Education’s requirements. 

5. The Employee shall be duly certified and qualified to perform as a Keyboarding Specialist within the 

State of Utah. 

6. The Employee shall follow lesson plans on state computer science objectives to identified grades. 

7. The Employee shall follow the curriculum and track student progress. The Employee shall teach Digital 

Literacy and monitor student work in class. 

8. The Employee shall accurately record time in and out on a time sheet in the office to truly represent 

hours worked. 

9. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine if they can meet the needs of the position. 

10. The Employee shall, if working in Special Education or Title 1 program, meet federal standards 

previously used under ESEA (NCLB). Paraprofessionals must have a high school diploma plus one of 

the following requirements: An associate degree, 48 semester hours or 60 quarter hours of credit, or 

passing score on the Praxis Paraprofessional exam or similar assessment as approved by the State Board 

of Education. 

11. The Employee shall perform additional duties as assigned by the Principal. 

 

Technology Coach 

 

1. Hours of employment are to be determined by the needs of the School. School hours are subject to 

change but will not exceed 8.5 hours per day. On occasion, additional hours may be required for events 
such as parent-teacher conferences and other school activities and events. 
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2. Employment is based on a 195-workday calendar beginning ten (10) workdays before the first day of 

school and ending five (5) days after the last day of school.  A summer work calendar will be used to 

schedule the Employees additional workdays as required by the Superintendent and/or School Principal. 

3. The Employee shall work under the direction of the Superintendent and any other supervisor assigned 

by the Superintendent and will work with teachers, staff, and administration across both campuses. 

4. The Employee shall create, develop, and implement curriculum into digital delivery for the School that 

is consistent with the School’s philosophy and goals. 

5. The Employee shall assist the Superintendent with coordination of the accreditation process as it 

connected to the use of technology in the classroom - developing and maintaining high curriculum 

standards; developing mission/vision and Belief statements; establishing and facilitating focus groups; 

and setting performance goals and objectives. 

6. The Employee shall assist the Superintendent with implementation of curriculum delivered successfully 

through digital devices for the School. 

7. The Employee shall assist the Superintendent with preparation of yearly academic reports on the 

accomplishments of the School in its effective integration of digital delivery and use of technology by 

students to access their education and make recommendations for the next year according to standards 

set forth by the School Charter. 

8. The Employee shall attend and demonstrate support for school-sponsored events. The Employee shall 

incorporate training for and delivery to parents during Literacy Night and Math Night at both campuses. 

9. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engage in professional development activities. 

10. The Employee shall support the Superintendent and/or Principal in the development of positive staff 

morale. 

11. The Employee shall assist the Superintendent with ensuring students, faculty, and staff are safe on 

School grounds including assisting with supervision as needed during drop-off and pick-up, lunch, etc.  

12. The Employee shall work as a mentor as assigned by the Superintendent. 

13. The Employee shall assist the Superintendent and/or Principal with ensuring that students meet or 

exceed national and state academic standards. The Employee shall provide training and support in using 

devices and/or programs for increased student learning. 

14. The Employee shall actively work with teachers to develop and maintain high curriculum standards, 

develop mission statements, and set performance goals and objectives. 

15. The Employee shall attend collaboration meetings to help support teachers in the use of software 

programs to increase student learning. 

16. The Employee shall assist with school accreditation. 

17. The Employee shall coordinate work on grants that deal with areas of technology. 

18. The Employee shall oversee data security agreements with vendors of software that teachers wish to 

utilize in teaching. 

19. The Employee shall help facilitate training on electronic devices, programs, and student data tracking on 

programs. 

20. The Employee shall provide training for Specialists on devices and programs as identified or assigned 

by a school principal.  

21. The Employee shall participate in all professional development. 

22. The Employee shall serve as a member of the Digital Teaching and Learning Hawthorn Academy 

Committee and the STEM Professional Development Committee. 

23. The Employee shall perform additional duties as assigned by the Superintendent and/or School 

Principal. 

Special Education Behavior Specialist 

 
1. Hours of employment are to be determined by the Principal of the School.  School hours are subject to 

change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required for events 

such as parent-teacher conferences and other School activities and events. 
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2. Employment is based on a 195-workday calendar beginning ten (10) workdays before the first day of 

school and ending five (5) days after the last day of school. 

3. The Employee shall work under the direction of the Principal and any other supervisor assigned by the 

Principal. 

4. The Employee shall perform instructional duties as established by the Principal; as set forth in the 

School’s Teacher Handbook/Policy Guide, as it may be amended or updated from time to time; and in 

accordance with the requirements of the Utah State Board of Education. 

5. The Employee shall attend a one-week workshop prior to the commencement of the school year and 

other professional development activities throughout the school year without additional compensation. 

6. The Employee shall assist in drop-off and pick-up duties at the School as assigned by the Principal. 

7. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engaging in professional development activities. 

8. The Employee shall provide professional development training using best practices to special and 

general education teachers, paraeducators, and administration that target research based behavioral 

strategies that align with the Least Restrictive Behavioral Interventions (LRBI), and complies with all 

safety policies, practices, and procedures as outlined. 

9. The Employee shall work cooperatively with buildings administrators and teams to promote positive 

student behavior. 

10. The Employee shall attend and actively participate in network, school team, and Individual Education 

Program (IEP) and/or Eligibility Determination meetings as required. 

11. The Employee shall collaborate with staff, students, and parents/guardians on behavior interventions. 

12. The Employee shall write individual student Functional Behavior Assessments (FBA) and/or Behavior 

Intervention Plans (BIP), as needed or requested; and monitor the fidelity and validity of 

implementation. 

13. The Employee shall provide social-emotional instruction and behavior support using a multi-tiered 

system of support. 

14. The Employee shall work with individual teachers, groups of teachers and/or the entire staff on issues 

such as: crisis intervention, learning and collaboration issues, and factors that can affect development 

and implementation of interventions. 

15. The Employee shall use ongoing assessments to maintain a record of student progress. 

16. The Employee shall consult with general education staff on special education referrals involving 

behavior concerns and work with the Child Study Team to review data reports. 

17. The Employee shall participate in building level teams and/or grade level meetings as appropriate, and 

attend professional development opportunities as approved, to maintain high level of skill and 

knowledge of current research and practices. 

18. The Employee shall respond appropriately to feedback and maintain or improve performance 

accordingly. 

19. The Employee shall maintain professional boundaries (i.e. avoid dual relationships, conflicts of interest, 

social media contacts). 

20. The Employee shall comply with all safety policies, practices, and procedures. 

21. The Employee shall perform additional duties as assigned by the Principal. 

 

Paraprofessional Assistant 

 

1. Hours of employment are to be determined by the Campus Principal. School hours are subject to change 

but will not exceed 8.5 hours per day. On occasion, additional hours may be required for events such as 

parent-teacher conferences and other school activities and events. 

2. Employment is based on a 185-workday calendar beginning five (5) workdays before the first day of 
school and ending on the last day of school. 

3. The Employee shall work under the direction of the Principal and any other supervisor assigned by the 

Principal. 
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4. The Employee shall contribute positively to communication within the school and the overall school 

culture. 

5. The Employee shall perform instructional duties as established by the Principal and in accordance with 

the Utah State Board of Education’s requirements. 

6. The Employee shall assist the head teacher by: 

a. reinforcing concepts introduced during the lesson plan; 

b. emphasizing relevance of course content;   

c. directing students to additional resources;   

d. answering questions;   

e. stimulating interest and enthusiasm;   

f. interpreting and enforcing course policies; 

g. counseling students; 

h. evaluating students; 

i. maintaining clear and complete records; and 

j. encouraging student initiative. 

7. The Employee will assist in carpool pick-up and drop-off and/or in recess duty as assigned by the 

Principal. 

8. The Employee shall be duly certified and qualified to perform as a Paraprofessional Assistant within the 

State of Utah. 

9. The Employee shall assist general education and special education teachers in providing small group 

instruction in reading and/or math. 

10. The Employee shall oversee lunch and lunch recess and morning recess. 

a. The Employee shall supervise and provide a safe environment for students during the recess hours, 

whether indoors or on the playground. 

b. The Employee shall enforce school playground rules and policies. 

c. The Employee shall supervise children indoors or on the playground during the lunch hour. 

d. The Employee shall maintain a safe playground environment for children. 

e. The Employee shall report all safety concerns to the Principal. 

f. The Employee shall maintain an elevated level of ethical behavior and confidentiality. 

g. The Employee shall participate in any in-service training as required by the Principal. 

11. The Employee shall accurately record time in and out on a time sheet in the office to truly represent 

hours worked. 

12. The Employee shall notify campus administration and office of any absences and if absent over 10 

workdays will have a meeting with administration to determine if they can meet the needs of the 

position. 

13. The Employee shall, if working in Special Education or Title 1 program, meet federal standards 

previously used under ESEA (NCLB). Paraprofessionals must have a high school diploma plus one of 

the following requirements: An associate degree, 48 semester hours or 60 quarter hours of credit, or 

passing score on the Praxis Paraprofessional exam or similar assessment as approved by the State Board 

of Education. 

14. The Employee shall perform additional duties as assigned by the Principal. 

 

Counselor (Elementary) 

 

1. Hours of employment are to be determined by the Principal of the School.  School hours are subject to 

change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required for events 

such as parent-teacher conferences and other school activities and events.   

2. Employment is based on a 195-workday calendar beginning ten (10) workdays before the first day of 
school and ending five (5) days after the last day of school.      

3. The Employee shall work under the direction of the Superintendent and/or Campus Principals and any 

other supervisor assigned by the Principal.    
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4. Under the direction of the Principal, the Employee will utilize leadership, advocacy, and collaboration, 

to promote student success, provide preventive services, and respond to identified student needs by 

implementing a comprehensive school counseling program that addresses academic, career, and 

personal/social development for all students.     

5. The Employee shall attend a one-week workshop prior to the commencement of the school year and 

other workshops, including a professional development workshop at the end of the year, and 

professional development activities throughout the school year without additional compensation.     

6. The Employee shall assist in drop-off and pick-up duties at the School, if the Campus Principal 

determines it is necessary.     

7. The Employee shall be duly certified and qualified to perform as a Counselor within the State of Utah. 

The Employee must also meet the requirements for Highly Qualified status as defined by federal law. 

The Employee shall obtain a background check prior to commencement of any duties.       

8. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engage in professional development activities.      

9. The employee will work collaboratively with the other administrators and provide positive support.      

10. The Employee shall assist with discipline as needed and directed by the Principal or Superintendent.      

11. The Employee shall assist in the development, implementation and tracking of data of the 

School/district’s Positive Behavior Plan.     

12. The Employee shall participate in the development and management of the Comprehensive School 

Management Program, which may include the following responsibilities: 

a. Discusses the comprehensive school counseling program with the school administrator.     

b. Develops and maintains a written plan for effective delivery of the school counseling program based 

on USBE’s Counseling Standard and current individual data.   

c. Communicates the goals of the comprehensive school counseling program to education 

stakeholders.   

d. Maintains current and appropriate resources for education stakeholders.   

e. Uses the majority of time providing direct services through the Guidance Curriculum, Individual 

Student Planning and Preventive and Responsive Services and most remaining time in program 

management, system support and accountability.  (National standards recommend 80% of time in 

Guidance Curriculum, Individual Student Planning and Preventive and Responsive Services and 

20% of time in program management, system support and accountability. {American School 

Counselor Association (2003).  The ASCA National Model:  A Framework for School Counseling 

Programs.  Alexandria, VA})     

13. The Employee shall follow the Guidance Curriculum, which may include the following 

responsibilities:   

a. Provides leadership and collaborates with other educators in the school-wide integration of USBE 

Core Standards.   

b. Implements developmentally appropriate and prevention-oriented group activities to meet student 

needs and school goals.   

14. The Employee shall conduct individual student planning, which include the following responsibilities:   

a. Assists all students, individually or in groups, with developing academic, career and personal/social 

skills, goals and plans.  

b. Accurately and appropriately interprets and utilizes student data.   

c. Collaborates with parents/guardians and educators to assist students with educational and career 

planning.   

15. The Employee shall maintain preventive and responsive services, which may include the following 

responsibilities:   

a. Provides individual and group counseling to students with identified concerns and needs. 
b. Consults and collaborates effectively with parents/guardians, teachers, administrators and other 

educational/community resources regarding students with identified concerns and needs.   

c. Implements an effective referral and follow-up process.   
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d. Accurately and appropriately uses assessment procedures for determining and structuring individual 

and group counseling services.   

16. The Employee shall maintain a support system, which may include the following responsibilities:   

a. Provides appropriate information to staff related to the comprehensive school counseling program.   

b. Assists teachers, parents/guardians and other stakeholders in interpreting and understanding student 

data.   

c. Participates in professional development activities to improve knowledge and skills.    

d. Uses available technology resources to enhance the school counseling program.   

e. Adheres to laws, policies, procedures, and ethical standards of the school counseling profession.   

17. The Employee shall establish accountability, which may include the following responsibilities:   

a. Conducts a yearly program audit to review extent of program implementation.   

b. Collects and analyzes data to guide program direction and emphasis.   

c. Measures results of the school counseling program activities and shares results as appropriate.   

d. Presents yearly to the Board of Directors concerning the Counseling program.   

18. The Employee will log time in Aspire of meeting times with students including time and date. 

19. The Employee shall perform additional duties as assigned by the Principal. 

 

Counselor (Middle School) 

 

1. Hours of employment are to be determined by the Principal of the School.  School hours are subject to 

change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required for events 

such as parent-teacher conferences and other school activities and events.   

2. The Employee shall work under the direction of the Superintendent and/or Campus Principals and any 

other supervisor assigned by the Principal.    

3. Under the direction of the Principal, the Employee will utilize leadership, advocacy, and collaboration, 

to promote student success, provide preventive services, and respond to identified student needs by 

implementing a comprehensive school counseling program that addresses academic, career, and 

personal/social development for all students.     

4. The Employee shall attend a one-week workshop prior to the commencement of the school year and 

other workshops, including a professional development workshop at the end of the year, and 

professional development activities throughout the school year without additional compensation.     

5. The Employee shall assist in drop-off and pick-up duties at the School, if the Campus Principal 

determines it is necessary.     

6. The Employee shall be duly certified and qualified to perform as a Counselor within the State of Utah. 

The Employee must also meet the requirements for Highly Qualified status as defined by federal law. 

The Employee shall obtain a background check prior to commencement of any duties.       

7. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engage in professional development activities.      

8. The employee will work collaboratively with the other administrators and provide positive support.      

9. The Employee shall assist with discipline as needed and directed by the Principal or Superintendent.      

10. The Employee shall participate in the development and management of the Comprehensive School 

Management Program, which may include the following responsibilities: 

a. Discusses the comprehensive school counseling program with the school administrator.     

b. Develops and maintains a written plan for effective delivery of the school counseling program based 

on USBE’s Counseling Standard and current individual data.   

c. Communicates the goals of the comprehensive school counseling program to education 

stakeholders.   

d. Maintains current and appropriate resources for education stakeholders.   
e. Uses most of the time providing direct services through the Guidance Curriculum, Individual 

Student Planning and Preventive and Responsive Services and most remaining time in program 

management, system support and accountability.  (National standards recommend 80% of time in 
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Guidance Curriculum, Individual Student Planning and Preventive and Responsive Services and 

20% of time in program management, system support and accountability. {American School 

Counselor Association (2003).  The ASCA National Model: A Framework for School Counseling 

Programs.  Alexandria, VA})     

11. The Employee shall follow the Guidance Curriculum, which may include the following 

responsibilities:   

a. Provides leadership and collaborates with other educators in the school-wide integration of USBE 

Core Standards.   

b. Implements developmentally appropriate and prevention-oriented group activities to meet student 

needs and school goals.   

c. Instructs in the 7th grade CCA class on the elements of the core that are designated to be done by the 

school counselor. 

d. The Employee shall assist in the development, implementation and tracking of data of the 

school/district’s Positive Behavior Plan.    

12. The Employee shall conduct individual student planning, which include the following responsibilities:   

a. Assists all students, individually or in groups, with developing academic, career and personal/social 

skills, goals and plans   

b. Accurately and appropriately interprets and utilizes student data.   

c. Collaborates with parents/guardians and educators to assist students with educational and career 

planning.   

13. The Employee shall maintain preventive and responsive services, which may include the following 

responsibilities:   

a. Provides individual and group counseling to students with identified concerns and needs.   

b. Consults and collaborates effectively with parents/guardians, teachers, administrators and other 

educational/community resources regarding students with identified concerns and needs.   

c. Implements an effective referral and follow-up process.   

d. Accurately and appropriately uses assessment procedures for determining and structuring individual 

and group counseling services.   

14. The Employee shall maintain a support system, which may include the following responsibilities:   

a. Provides appropriate information to staff related to the comprehensive school counseling program.   

b. Assists teachers, parents/guardians and other stakeholders in interpreting and understanding student 

data.   

c. Participates in professional development activities to improve knowledge and skills.    

d. Uses available technology resources to enhance the school counseling program.   

e. Adheres to laws, policies, procedures, and ethical standards of the school counseling profession.   

15. The Employee shall establish accountability, which may include the following responsibilities:   

a. Conducts a yearly program audit to review extent of program implementation.   

b. Collects and analyzes data to guide program direction and emphasis.   

c. Measures results of the school counseling program activities and shares results as appropriate.   

d. Presents yearly to the Board of Directors concerning the Counseling program.   

16. The Employee will log time in Aspire of meeting times with students including time and date. 

17. The Employee shall document dates of meeting times for students’ educational plans for Grades 7-9 and 

504 meetings. 

18. The Employee shall perform additional duties as assigned by the Principal. 

 

School Psychologist 

 

1. Hours of employment are to be determined by the Principal of the School.  School hours are subject to 
change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required for events 

such as parent-teacher conferences and other school activities and events. 
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2. The Employee shall work within an assigned Elementary and Middle School building and provide a 

variety of services, including special education evaluations, consultation services, and data analysis.  

3. The Employee shall work under the direction of the Superintendent and any other supervisor assigned 

by the Superintendent.  

4. Employment is based on a 185-workday calendar beginning five (5) workdays before the first day of 

school and ending on the last day of school. 

5. The Employee shall work collaboratively with teachers, administrators, directors, and parents. 

6. The Employee shall conduct IDEA evaluations (includes cognitive, social/emotional, behavioral, and 

adaptive). 

7. The Employee shall complete written assessment reports, including recommendations. 

8. The Employee shall provide interpretation and analysis of student evaluation data (includes cognitive, 

social/emotional, behavioral, and adaptive). 

9. The Employee shall attend meetings where IDEA evaluations are discussed (includes eligibility 

meetings and manifestation determinations). 

10. The Employee shall act as a liaison with outside agencies (mental health professionals). 

11. The Employee shall inform the School of necessary evaluation materials needed in a timely manner. 

12. The Employee shall provide consultation on: Functional Behavior Assessments (FBA), Behavior 

Intervention Plans (BIP), 504 Plans, and (RTI) Response To Intervention data analysis. 

13. The Employee shall participate on a School Violence Risk Assessment Team and conduct necessary 

assessments. 

14. The Employee shall attend professional development necessary to stay current on protocols in relation 

to school psychologist responsibilities. 

15. The Employee shall perform additional duties as assigned by the Superintendent and Principal. 

 

Office Manager/Head Secretary 

 

1. Hours of employment are to be determined by the Campus Principal. School hours are subject to change 

but will not exceed 8.5 hours per day. On occasion, additional hours may be required for events such as 

parent-teacher conferences and other school activities and events. 

2. Employment is based on a 243-workday calendar beginning July 1 and ending June 30th. The Employee 

is expected to work 180 days as outlined on the district’s academic calendar and will submit a summer 

work calendar to outline the additional 63 non-academic workdays. 

3. The Employee shall work under the direction of the Campus Principal and any other supervisor assigned 

by the Principal. 

4. As assigned by the Campus Principal, the Employee shall assist with professional development planning 

and following procedures: 

a. Have signatory authority for various personnel transactions. 

b. Oversee and/or process employee documents (PTO, Employee documentation of absences), new 

employee forms paperwork and requirements are completed and submitted appropriately and 

efficiently. 

c. Accounting of substitutes and coordination of classroom coverage when extra activities are 

scheduled, coordinate with contracted substitute companies to provide adequate substitution 

coverage. 

5. As assigned by the Campus Principal, the Employee shall research, report, analyze, compile, and/or 

complete information for surveys and accreditation; direct the information gathering for the school, 

assist in the management of the use of computerized information systems within the School; and 

State/Federal reporting as directed by the Campus principal. 

6. The Employee shall process and oversee student transcripts and records management including: 
a. Student record transfers to new outgoing districts/schools and process and maintain incoming and 

current student permanent records. 
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b. Coordinating with the Network contracted nurse for the arrangement of vision screenings, 

distributions of medications as directed and performing first aid functions as necessary. Process 

student and faculty accident report forms and any other required forms. 

7. The Employee shall oversee the Campus Operations of the following: 

a. Maintain and coordinate the everyday functions of the front office (e.g., answering phones, copy 

machines running, respond to parents' questions, screen vendors for principal and 

superintendent, and create a positive office and school environment. 

b. Calendaring. 

c. Type and file correspondence, set up appointments and take minutes at school meetings (as assigned 

by the Campus Principal). 

d. Track fiscal expenditures of the school. 

8. The Employee shall perform additional duties as assigned by the Campus Principal. 

9. The Employee shall assist in the formulation of office policies and operations; ensure personnel 

practices are incompliance with School regulations; assist and provide input to determine strategic 

objectives for the School; interpret office and School policies and advises staff and students on their 

provisions. 

10. As assigned by the Principal or Superintendent, the Employee shall assist in and provide input in 

determining strategic objectives for the School, including research, trend analysis, and compilation and 

preparation of reports; assist with program/project development. 

11. As assigned by the Campus Principal, the Employee shall assist with professional development 

planning, have signatory authority for various personnel transactions, oversee and/or process 

employment documents, and provide information on administrative procedures and requirements to 

staff. 

12. As assigned by the Campus Principal, the Employee shall research, report, analyze, compile, and/or 

complete information for surveys and accreditation; direct the information gathering for the school; and 

assist in the management of the use of computerized information systems within the school. 

13. As assigned by the Campus Principal, the Employee shall administer building security and safety 

procedures as appropriate to the operating environment; develop procedures to control and assign 

building and/or office space and equipment. 

14. The Employee shall answer phones, create, and maintain the school schedule, and may include 

additional events such as Student-Led conference schedules, etc. 

15. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engaging in professional development activities. 

16. The Employee will maintain communication between campus offices to ensure consistency in the 

completion of reports, communication, etc.  

17. The Employee will ensure that the office presents a welcoming culture for parents and students and will 

facilitate the answering of questions or concerns. 

18. The Employee will maintain all necessary records, both current and archived. 

19. The Employee shall perform additional duties as assigned by the Principal. 

 

Office Assistant 

 

1. The Employee’s part-time hours of employment are to be determined by the Campus Principal. School 

hours are subject to change but will not exceed 8.5 hours per day. On occasion, additional hours may be 

required for events such as parent-teacher conferences and other school activities and events. 

2. Employment is based on a 195-workday calendar.  The Employee is expected to work 180 days as 

outlined on the district’s academic calendar and will submit a summer work calendar to outline the 

additional 15 non-academic workdays. 
3. The Employee shall work under the direction of the Campus Principal and any other supervisor assigned 

by the Campus Principal. 
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4. The Employee shall track and organize school campus Financial Transactions: purchase orders, 

record purchase orders and forward for approval, purchasing, Budget tracking/reconciliation, oversee 

receipt of money, post and balance accounts (school dues and activities fees, fines), send notification of 

fine to parents. 

5. The Employee shall coordinate field trip details and student transportation to and from venue. 

6. The Employee shall assist in the formulation of office policies and operations; ensure personnel 

practices are incompliance with School regulations; assist and provide input to determine strategic 

objectives for the School; interpret office and School policies and advises staff and students on their 

provisions. 

7. As assigned by the campus, the Employee shall administer building security and safety procedures as 

appropriate to the operating environment; develop procedures to control and assign building and/or 

office space and equipment. 

8. The Employee shall answer phones, and help maintain the school schedule, and may include additional 

events such as Student-Led conference schedules, etc. 

9. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engaging in professional development activities. 

10. The Employee shall maintain communication between campus offices to ensure consistency in the 

completion of reports, communication, etc. 

11. The Employee shall ensure that the office presents a welcoming culture for parents and students and will 

facilitate the answering of questions or concerns. 

12. The Employee shall complete assignments given by the Administration with attendance as needed. 

13. The Employee shall perform clerical work in the Counseling Center, including the completion of the 

CCGP and assisting the Counselor. 

14. The Employee shall accurately record time in and out on a time sheet in the office to truly represent 

hours worked. 

15. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine if they can meet the needs of the position. 

16. The Employee shall perform additional duties as assigned by the Campus Principal. 

 

Registrar 

 

1. Hours of employment are to be determined by the Campus Principal. School hours are subject to change 

but will not exceed 8.5 hours per day. On occasion, additional hours may be required for events such as 

parent-teacher conferences and other School activities and events. 

2. Employment is based on a 243-workday calendar beginning July 1 and ending June 30th.  The 

Employee is expected to work 180 days as outlined on the district’s academic calendar and will submit a 

summer work calendar to outline the additional 63 non-academic workdays. 

3. The Employee shall process and oversee student transcripts and records management including: 

a. Student record transfers to new outgoing districts/Schools and process and maintain incoming and 

current student permanent records.   

b. Maintain all necessary student records, both current and archived for the School.    

c. Coordinating with the district contracted nurse for the distribution of medications as directed and 

performing first aid functions as necessary.   

d. Process student and faculty accident report forms and any other required forms.  

e. Help coordinate the everyday functions of the front office (e.g., answering phones, copy machines 

running, respond to parents' questions, screen vendors for Campus Principal, and create a positive 

office and School environment). 

4. The Employee shall work under the direction of the Campus Principal and any other supervisor assigned 
by the Principal to facilitate and finalize student enrollment and registration. 

5. The Employee shall oversee student attendance reports and issue attendance letters in compliance with 

the district’s attendance polices. 
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6. The Employee shall answer phones, and assist parents and students as needed throughout the school 

day. 

7. The Employee shall endeavor to work collaboratively with colleagues by sharing best practices, 

mentoring, discussing, modeling, and actively engaging in professional development activities. 

 

Food Service Manager 

 

1. Hours of employment are to be determined by the Superintendent of the School. School hours are 

subject to change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required 

for events such as parent-teacher conferences and other school activities and events. 

2. Employment is based on a 195-workday calendar beginning five (5) workdays before the first day of 

school and ending five (5) workdays after the last day of school. 

3. The Employee shall ensure compliance with State and Federal regulations on meal accountability, 

adequate service of meals, and quality of production; shall organize distribution of meals and inventory 

control; and shall act as the School’s liaison with USBE on nutrition services. 

4. The Employee shall participate in interviewing kitchen help, orient new employees to cafeteria rules, 

and prepare lunchroom assignments and work schedules. 

5. The Employee shall plan menus and conduct required state training for all personnel working the lunch 

program; kitchen staff meetings on implementation of menus and new recipes; requisition emergency 

repairs and maintenance of equipment; maintain records; and submit required reports. 

6. The Employee shall be responsible for the inventory of items and can be held accountable for missing 

inventory. 

7. The Employee shall oversee money intake and cashier input into the student, faculty, and staff accounts. 

The Employee is ultimately responsible for missing money or mistakes made by staff entering money 

into lunch accounts and must do everything possible with appropriate staff to account for money and/or 

fix mistakes in Aspire. 

8. The Employee shall perform additional duties as assigned by the Superintendent. 

 

Clerical Kitchen Assistant 

 

1. Hours of employment are to be determined by the Principal/Superintendent/Kitchen Manager of the 

School.  School hours are subject to change but will not exceed 8.5 hours per day.  On occasion, 

additional hours may be required for events such as parent-teacher conferences and other school 

activities and events.   

2. The Employee shall work under the direction of the Superintendent and Kitchen Manager any other 

supervisor assigned by the Principal. 

3. The Employee shall report concerns regarding students, parents, and employees to the Kitchen Manager 

or Superintendent or designated person.  

4. The Employee shall contribute to a positive culture in the kitchen between employees and with the 

students.    

5. The Employee shall assist in ensuring compliance with State and Federal regulations on meal 

accountability, adequate service of meals, and quality of production; and shall organize distribution of 

meals and inventory control.   

6. The Employee shall maintain a high level of ethical behavior.   

7. The Employee shall participate in any training required by the School.   

8. The Employee shall execute all administrative duties pertaining to the lunch program including but not 

limited to the following:   

a. Collect lunch money from students, parents, or online transactions.  
b. Process money collected and write receipts.  

c. Inform students and parents/guardians of negative account balances.  

d. Reconcile lunch deposits daily.   
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9. The Employee shall show up to work on time and fit for duty.   

10. The Employee shall provide excellent and comprehensive customer service to students, parents, and 

school staff members.   

11. The Employee shall check emails, and check for any notes left by the Kitchen Manager or Principal 

regarding accounts and respond promptly.   

12. The Employee shall check with office secretaries for any money collected the previous day.    

13. The Employee shall set up work station (computer, receipt book, money bag, blank negative account 

slips, and negative account log sheet).   

14. The Employee shall perform tasks during lunch service including:    

a. Enter SSID numbers.  

b. Complete negative account slips and give to students as needed.  

c. Log SSID number of negative accounts on log sheet.  

d. Receipt any cash or check payments.   

15. The Employee shall process all payments and negative accounts:  

a. Enter payments into student accounts and transfer to siblings per parents request.  

b. Log all cash and checks on “Daily Lunch Deposit Record.”  

c. Process “Daily Payment Detail Report” by name of student.  

d. Reconcile “Daily Lunch Deposit Record” with “Daily Payment Detail Report.”  

e. Staple the reconciled documents together with the yellow receipt copies and file.  

f. Take all money collected to the office and place in safe.  

g. Email all parents/guardians of negative account balance.   

16. The Employee shall complete any other tasks that are assigned to you by the Kitchen Manager that may 

not be listed above.    

17. The Employee shall attend and participate in all staff meetings and trainings.    

18. The Employee shall accurately record time in and out on time sheet located in the office to truly 

represent hours worked.   

19. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine if they can meet the needs of the position. 

20.  The Employee shall perform additional duties as assigned by the Kitchen Manager and Superintendent. 

 

Kitchen Assistant 

 

1. Hours of employment are to be determined by the Principal/Superintendent/Kitchen Manager of the 

School.  School hours are subject to change but will not exceed 8.5 hours per day.  On occasion, 

additional hours may be required for events such as parent-teacher conferences and other school 

activities and events. 
2. Employment is based on a 185-workday calendar beginning five (5) workdays before the first day of 

school and ending on the last day of school. 

3. The Employee shall contribute to a positive culture within the kitchen between employees and with 

students. 

4. The Employee shall work under the direction of the Superintendent and Kitchen Manager any other 

supervisor assigned by the Principal. 

5. The Employee shall report concerns regarding students, parents, employees and curriculum to the 

Kitchen Manager or Superintendent or designated person. 

6. The Employee shall assist in ensuring compliance with State and Federal regulations on meal 

accountability, adequate service of meals, and quality of production; and shall organize distribution of 

meals and inventory control. 

7. The Employee shall participate in any training required by the School. 
8. The Employee shall accurately record time in and out on time sheet located in the office to truly 

represent hours worked. 
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9. The Employee shall notify campus administration and office of any absences and if absent over 10 days 

will have a meeting with administration to determine if they can meet the needs of the position. 

10. The Employee shall perform additional duties as assigned by the Kitchen Manager and Superintendent. 

 

Custodian 

 

1. Hours of employment are to be determined by the Principal of the School.  School hours are subject to 

change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required for events 

such as parent-teacher conferences and other school activities and events.    

2. The Employee shall carry out assigned cleaning duties for all areas of the school to include cleaning 

windows inside and outside as necessary, sweeping walks and steps keeping them clear of snow and ice, 

scrubbing and disinfecting toilets and floors daily and cleaning all sanitary fixtures and drinking 

fountains daily.   

3. The Employee shall move furniture or equipment within the building as required for various activities 

and as directed.    

4. The Employee shall maintain the school grounds in a safe and attractive condition, remove trash, sweep 

sidewalks, and complete sidewalk snow removal.     

5. The Employee shall assist in maintaining a system of building and ground security to include ensuring 

that the building is secure on non-school days and at other times as assigned and reporting to the 

Principal any damage to school property.    

6. The Employee shall reflect an understanding, courteous, and positive attitude toward the students and 

employees of the school.    

7. The Employee shall participate in necessary general repairs as directed by the Principal.    

8. The Employee shall keep current on and comply with safety and OSHA requirements in connection with 

performing his/her duties.   

9. The Employee shall participate in the general cleaning of the school building, including cleaning and 

dusting classrooms, corridors, and other spaces as assigned.    

10. The Employee shall lift cartons, boxes, and buckets weighing in excess of sixty pounds as well as 

perform other physical activities requiring a prerequisite amount of strength.    

11. The Employee shall perform emergency repair or cleaning services when necessary.    

12. The Employee shall perform additional duties as assigned by the Principal. 

 

Custodian Sweeper 

 

1. Hours of employment are to be determined by the Principal of the School.  School hours are subject to 

change but will not exceed 3 hours per day.  On occasion, additional hours may be required for events 

such as parent-teacher conferences and other school activities and events.    

2. The Employee shall work under the direction of the Head Custodian and any other supervisor assigned 

by the Principal. 

3. The Employee shall carry out assigned cleaning duties for all areas of the school to include cleaning 

windows inside and outside as necessary, scrubbing and disinfecting toilets and floors daily, and 

cleaning all sanitary fixtures and drinking fountains daily.   

4. The Employee shall reflect an understanding, courteous, and positive attitude toward the students and 

employees of the school. 

5. The Employee shall participate in the general cleaning of the school building, including cleaning and 

dusting classrooms, corridors, and other spaces as assigned. 

6. The Employee shall lift cartons, boxes, and buckets weighing in excess of 30 pounds as well as perform 

other physical activities requiring a prerequisite amount of strength. 
7. The Employee shall perform additional duties as assigned by the School Principal and/or 

Superintendent. 
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Social Worker 

 

1. Social Worker (the “Employee”) shall perform the duties and responsibilities that are usual and 

customary the position.   

2. The Employee shall use his/her best efforts in serving the School.   

3. The Employee shall support the policies, curriculum, mission, administration, and governing board 

of the School.   

4. The Employee may not engage in any outside employment that would impact his/her ability to 

perform these duties and responsibilities or adversely reflect upon the School.  

5. Hours of employment are to be determined by the Principal of the School. School hours are subject 

to change but will not exceed 8.5 hours per day.  On occasion, additional hours may be required for 

events such as parent-teacher conferences and other school activities and events.   

6. The Employee’s Agreement is based on a 195-workday calendar beginning ten (10) workdays 

before the first day of school and ending five (5) days after the last day of school.    

7. The Employee shall refrain from using the School’s name for any purpose without the express 

permission of the Board of Directors.  

8. The Employee shall act in a professional, respectful manner whenever conducting school business, 

or when it is reasonably expected the Employee would be viewed as a representative of the school, 

whether the Employee is on or off school grounds. The Employee shall also maintain a positive 

attitude and demeanor at all times when representing the school, both on school property and off 

school grounds.  

9. The Employee shall obtain and clear a background check prior to commencement of any duties.   

10. The Employee shall dress in professional attire.  

11. The Employee shall comply with all of the policies set forth in the Handbooks issued by both the 

School and Helpside and any other policies and procedures established by the Board of Directors, 

and the Superintendent upon approval of the Board of Directors.  

12. The Employee shall comply with all applicable state and federal laws in connection with the 

performance of his/her duties.  

13. The Employee shall maintain in the strictest of confidence all personal information regarding any 

students or employees of the School.  

14. The Employee shall work under the direction of the Superintendent and/or Campus Principals and 

any other supervisor assigned by the Principal.   

15. The Employee shall perform additional duties as assigned by the Superintendent and/or Campus 

Principals.  

16. The Employee shall assist in drop-off and pick-up duties at the School, if the campus principal 

determines it is necessary.  

17. The Employee shall endeavor to work collaboratively with school psychologists, school counselors, 

nurses, teachers, administrators, and educational support staff by sharing best practices, mentoring, 

discussing, modeling, and actively engage in professional development activities.   

18. The employee will work collaboratively with the other administrators and provide positive support.   

19. The Employee shall assist with discipline as needed and directed by the Principal/Superintendent.   

20. The Employee shall provide social emotional wellness services within an MTSS framework. 

21. The Employee shall assess student needs, develop goals, targets, and use data  

22. The Employee shall provide specialized services including crisis intervention, post intervention, and 

responsive services. 

23. The Employee shall Identify and collaborate with community resources to meet student’s diverse 

needs.  

24. Research and utilize best-practice social emotional wellness curriculum that is aligned with student 
needs.  

25. The Employee shall provide wellness leadership to student support teams and the school’s MTSS 

structure. 
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26. The Employee shall Support school faculty related to developmentally appropriate practices. 

27. The Employee shall work collaboratively with teachers and parents. 

28. The Employee shall promote and contribute to a positive school climate. 

29. The Employee shall support leadership implementing school wide positive initiatives, actions, and 

outcome data. 

30. The Employee shall research, support, and implement prevention practices. 

31. The Employee shall develop behavior support plans, consult with educators and use data to assess 

and implement student supports. 

32. The Employee shall identify conditions and systems that negatively impact student learning and 

advocate for positive changes. 

33. The Employee shall provide timely and accurate records. 

34. The Employee shall adhere to relevant laws, ethics, and network policy. 

35. The Employee shall seeks out appropriate collaboration, supervision, and consultation. 

36. The Employee shall assist as assigned with the school’s 504 accommodation team. 

37. The Employee shall have an LCSW or obtain LCSW within three years of hire date. 

38. The Employee is regularly required to speak and/or hear. The employee is frequently required to 

stand, walk, reach with hands and arms, and stoop, kneel, or crouch. The School Social Worker is 

occasionally required to use hands to handle or feel and must occasionally climb or balance. 

39. The Employee must be able to respond to the unique educational needs of students with disabilities 

in a stressful setting. 

40. The employee acknowledges that this job may emphasize intervention with and management of 

aggressive and self-abusive students, angry students, emotional students, students with infectious 

diseases, and personal physical abuse. 

41. The Employee acknowledges that the Administration reserves the right to require specific training 

for this position. However, depending upon the type and quality of prior work experience and 

availability of formal training programs, some exchanges can be made between training and 

experience. 

42. The Employee shall practice high standards of ethical behavior in accordance with all applicable 

ethical standards, including but not limited to the School’s Ethics Policy.  
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EXHIBIT 2 
 

EMPLOYEE CONFIDENTIALITY AGREEMENT  
  

1.  As an employee of Hawthorn Academy (the “School”), I understand that I will routinely handle 

documents that contain sensitive and confidential information. I understand that the student, staff, and 

faculty records of the School are kept to enhance student care and that the trust of all the School’s 

students, parents, staff, and faculty is vested in me to hold this information in confidence and not to 

disclose any information from these records.  

  

2.  I hereby agree to conform to these policies and procedures. I understand that various federal and state 

laws apply to the unauthorized release of confidential information, and that violation of the School’s 

policies and procedures may also be a violation of these laws. I accept complete responsibility for my 

own actions, and I understand that if at any time I violate this agreement, I am subject to immediate 

termination as an employee of the School. I further understand that I am liable for any claim or legal 

action brought as a result of a breach of this agreement.  

  

3.  I hereby agree to not disclose student data and/or student educational records unless authorized by the 

School.   

  

4. I fully understand and agree to be bound by these requirements in perpetuity and recognize that any 

unauthorized disclosure of this information is unlawful.



 

 


	Welcome to Hawthorn Academy
	Equal Employment Opportunity
	Zero-Tolerance for Harassment
	Complaint Procedure
	Dating between Employees
	Introductory Period for Benefit Purposes
	Eligibility for Group Health Insurance Benefits
	Immigration Law Compliance
	Employment of Relatives
	Personnel Files
	Individuals with Disabilities
	Classifications of Employment
	Work Hours
	Recording Work Hours
	Regular Pay Procedures
	Overtime Pay Procedures
	Holiday Pay for Hourly Employees
	Salary Administration Programs
	Safe Harbor Statement for FLSA Compliance
	Performance Reviews
	FMLA Eligibility Requirements
	Personal Leaves of Absence
	Military Leaves of Absence
	Bereavement Leave
	Personal Time Off (PTO)
	Workers’ Compensation Insurance
	Continuing or Converting Your Group Health Insurance Coverage
	EMPLOYEE CONDUCT
	Absenteeism and Tardiness
	Medical Recommendations for Students
	Guidelines for Appropriate Conduct
	Complaint Resolution Procedure
	Confidentiality of Information
	Workplace Searches
	Electronic and Telephonic Communications
	Smoking
	Drug-Free Campus
	Safety and Health
	Workplace Violence
	Termination of Employment
	Emergency Medical Procedure
	Garnishments and Support Orders
	Loans
	Media Inquiries
	Moonlighting
	Personal Telephone Calls
	Reference Inquiries
	Use of School Equipment
	Visitors to Campus
	Voting Time
	Return of School Property
	Loyalty to the School; Nondisparagement
	Cell Phone Use
	Copyright
	Work for Hire
	Paid Leave for Spouses of Deployed Military Service Members
	All Employees
	Middle School Principal
	Principal
	Assistant Principal
	Assistant Principal/ELL Coordinator
	Curriculum Director
	Special Education Director
	Food Service Director
	STEM Coordinator
	IT Coordinator
	Library Coordinator
	Network Communications Specialist
	Network Administrative Assistant
	Teacher
	Teacher Assistant
	Title I Teacher Assistant
	Substitutes
	Instructional Coach
	Reading Specialist
	Music Specialist
	Media Teacher Librarian
	Media Specialist
	Keyboarding Specialist
	Technology Coach
	Special Education Behavior Specialist
	Paraprofessional Assistant
	Counselor (Elementary)
	Counselor (Middle School)
	School Psychologist
	Office Manager/Head Secretary
	Office Assistant
	Registrar
	Food Service Manager
	Clerical Kitchen Assistant
	Kitchen Assistant
	Custodian
	Custodian Sweeper
	Social Worker

