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INTRODUCTION
The following pages contain information regarding many of the policies and procedures
of Seven Hills Preparatory Academy (“SHPA”). The purpose of this handbook is to
familiarize our employees with the philosophy, policies, procedures, and benefits of
SHPA. New employees should carefully review this handbook in its entirety when they
receive it.
Any adaptations in the application of this Handbook due to the COVID-19 pandemic will
be consistent with state and federal guidelines and communicated with staff.
In addition to this Employee Handbook, SHPA also publishes both a Middle School
and Elementary School handbook for students and parents. There are policies and
procedures contained in those materials that also apply to faculty and staff. Those
materials are incorporated by reference into this handbook and we strongly
recommend that you review those documents, as well.
SHPA values the many talents and abilities of its employees and seeks to foster an open,
cooperative, and dynamic environment where employees and the school can thrive. For
further information or if you have questions about any of the policies and procedures
outlined in this handbook, please bring them to the attention of the Administration or
your immediate supervisor.
These policies and procedures are applied at the discretion of SHPA, and SHPA reserves
the right to deviate, withdraw, or change them at any time. SHPA will notify you when
an official change in policy or procedure has been made.
Seven Hills Preparatory Academy Statement on Classical Education
Mission Statement
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Seven Hills Preparatory Academy engages students in a rigorous Classical Education,
designed to prepare each one for strong citizenship and life-long learning.
Vision Statement
Recognizing that all students have the right to pursue academic and personal
excellence, Seven Hills Preparatory Academy challenges students by:
● Providing a caring and structured small-school environment;
● Maintaining high expectations of students, staff, and the community;
● Inspiring critical thinking, creativity, and an appreciation for beauty through
active implementation of the Core Knowledge curriculum;
● Promoting a strong value system that embraces cooperation, assertion,
responsibility, empathy, and self-control.
The founding Board of Directors of SHPA desired to articulate the principles of Classical
Education present at SHPA as a guide for members of the academy’s community for the
years ahead. Using the renowned Core Knowledge curriculum as a foundation, SHPA
follows these guiding principles in implementing a Classical Education.
● We focus on the origin of Western Civilization and culture, while fostering an
appreciation of other cultures and the emerging global culture;
● We use the Seven Liberal Arts methodology, as described by Dorothy L.
Sayers in her essay “The Lost Tools of Learning,” including the foundational
learning stages of grammar, logic, rhetoric (commonly called the Trivium), as
well as the subjects of mathematics, music, astronomy (natural sciences), and
geometry (including architecture and visual arts). These last four subjects are
commonly referred to as the Quadrivium;
● We promote a strong value system by embracing CARES (Cooperation.
Assertion. Responsibility. Empathy. Self-Control.) in the Elementary School and
TORCH in the Middle School (Trustworthy. Open-Minded. Respectful.
Compassionate. Honorable.);
● Intellectual rigor and mental discipline with the goal of wisdom and
eloquence are instilled;
● Character development is emphasized through a focus on truth, goodness,
virtue, and beauty with the purpose of cultivating strong citizenship;
4
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High standards of academic excellence are maintained;
● Hard work is highly valued within the community;
● We maintain a warm community of learners where everyone in the
community is in the process of life-long learning;
● A spirit of inquiry and intellectual curiosity is valued.
Classical Education is implemented in the classroom at SHPA in the following ways.
● The Core Knowledge curriculum provides a factual foundation for each
subject in a content-rich, sequential, systematic, and cumulative curriculum;
● Study of classic literature and original texts leads into Socratic discussion;
● Teacher-directed learning supports the foundational stages of Classical
Education;
● Language-intensive curriculum is used rather than an image-intensive
curriculum;
● An integrated curriculum across subject areas uses history as a backbone;
● Writing is featured prominently across all subject areas;
● Memorization of quality prose, literature, facts, dates, people, and geographic
locations;
● Art, music theory, music appreciation, and performance as included;
● Physical Education is central to the curriculum;
● Latin language is incorporated into the curriculum to develop skills identifying
root words, to increase literacy skills and lay an important foundation for
learning foreign languages;
● Students prepare and deliver oral presentations to develop skills in rhetoric.
●

Seven Hills Preparatory Academy’s Four Pillars of Classical Education
The foundation of classroom instruction at Seven Hills Preparatory Academy is based on
four main pillars that are a thoughtful collaboration of Classical Education
methodologies and research based best practices. The following is an overview of each
pillar and examples of classroom implementation.
Didactic Method
5
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When exposed to didactic teaching methods, a student receives explicit instruction
engaging his or her mind and allowing him or her to become an active learner. When a
teacher uses a didactic teaching method, they are “telling” the student what to read, say,
or write. Dictation, modeling, reading aloud, flashcards, and sound-offs can be examples
of didactic teaching methods. Most students in the elementary grades learn through this
method.
Coaching Method
Coaching teaching methods engage the student in constructive learning in which the
teacher closely guides, leads, monitors, or facilitates the activity. The student is
“coached” through the task, ensuring that understanding and mastery are
achieved. Guided writing, experiments, problem solving, and critique can be examples
of coaching teaching methods.
Socratic Method
Socratic teaching methods encourage the student to use critical thinking and evaluation
skills as they share knowledge, thoughts, and ideas in response to teacher-generated
questions or topics, through discussion, or writing. Debate, seminars, peer critiques, and
self-assessments can be examples of Socratic teaching methods.
Character Development
Character development holds students to high moral and ethical standards based on the
Classical virtues of Truth, Beauty, and Goodness. It also involves the implementation of
the core values of CARES and TORCH, a uniform dress code, behavioral expectations,
counseling supports, and positive reward systems, providing students an environment
that allows for academic and social success.
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EMPLOYMENT PRACTICES
Equal Employment Opportunity
Seven Hills Preparatory Academy is an Equal Employment Opportunity Employer. In order
to provide equal employment and advancement opportunities to all individuals,
employment decisions at SHPA will be based on merit, qualifications and abilities. SHPA
does not discriminate against any person because of race, color, creed, religion, sex,
national origin, disability, age, genetic information, marital status, membership or activity
in a local human rights commission, status with regard to public assistance, sexual
orientation, familial status, or any other characteristic protected by law (referred to as
“protected status”). This nondiscrimination policy extends to all terms, conditions and
privileges of employment as well as the use of all SHPA facilities, participation in all SHPAsponsored activities, and all employment actions such as hiring, transfers, recruitment,
promotions, compensation, demotions, layoff, discipline, benefits and termination of
employment. SHPA will provide reasonable accommodation to applicants and Employees
with disabilities.
SHPA will evaluate the performance of administrative personnel on the basis of their
involvement in achieving equal employment opportunity for all. In addition, all other
employees are expected to perform their job responsibilities in a manner that supports
equal employment opportunity for all.
Employees with questions or concerns about any type of discrimination in the workplace
are encouraged to bring these issues to the attention of their immediate
supervisor. Employees can raise concerns and make reports without fear of reprisal.
Responsible parties will investigate allegations of discrimination or harassment as
confidentially and promptly as possible and SHPA will take appropriate action in response
to these investigations. Failure to follow this policy or obey Federal and State regulations
may result in disciplinary action, up to and including termination of employment.
Reasonable Accommodation
7
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SHPA provides reasonable accommodation to known physical or mental limitations of a
qualified Employee with a disability unless the accommodation would impose an undue
hardship on SHPA. Reasonable accommodation may be, depending on all the
circumstances, modification or adjustment to a job, the work environment, or the way
things usually are done that enables an Employee with a disability to perform the essential
functions of a job and to enjoy equal benefits and privileges of employment.
SHPA will provide reasonable accommodation to an Employee for health conditions
related to pregnancy or childbirth if the accommodation does not impose an undue
hardship on the operations of SHPA..
If an Employee requests a reasonable accommodation, he/she should do so in writing.
SHPA will engage in an interactive process with respect to the Employee’s request for a
reasonable accommodation. SHPAA may request a physician’s or certified doula’s
statement regarding the requested accommodation. All requests for reasonable
accommodation should be submitted to the Employee’s direct Supervisor.
At Will Employment
SHPA does not offer tenured or guaranteed employment. This handbook is not an
employment agreement and is not intended to create contractual employment
obligations of any kind. Except as SHPA has otherwise expressly agreed in writing and
subject to the individual employment agreement, employment is at will and may be
terminated by the employee or SHPA at any time for any lawful reason or reason not
otherwise protected by law.
Access to Personnel Files Minnesota
Personnel files are the property of SHPA, and access to the information they contain is
restricted to those who need to know such information in order to perform their
jobs. Employees should notify the Office Manager or Office Coordinator whenever there
is a change of address, phone number, marital status, emergency contact, number of
dependents, or beneficiary.
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If an Employee wishes to view their Employee/Personnel File, they must request this in
writing. A meeting will be set with the Employee and the Supervisory Administrator will
be in attendance when the Employee reviews their file.
After the review takes place, an Employee has the right to make a written request for a
copy of those records. SHPA will comply with this request within 5 business days.
Employees have the right to dispute information contained in their personnel file. If an
Employee has a dispute, they are to contact the Supervisory Administrator in writing as to
the nature of their dispute. Within 10 business days, a meeting will be held with the
Employee, the Employee’s Supervisory Administrator, and the Executive Director to
discuss the information disputed by the Employee. An attempt to resolve the dispute will
be made at that meeting. If no resolve is made, the information will be sent to the Board
of Directors and within 10 business days, the Board of Directors will make a decision on
the dispute. This decision will be final.
GENERAL POLICIES AND PROCEDURES
Standards of Conduct
SHPA employees are expected to maintain standards of professional, personal and
business ethics consistent not only with SHPA’s Mission and Vision Statement, but, with
the responsibility we accept and embrace as lifelong learners and educators of the
youth of our community. We require professional educators, including special education
paraprofessionals, to follow the Minnesota Teacher’s Code of Conduct which is provided
in Appendix B.
Background Checks
SHPA employees must pass a criminal background check as prescribed by Minnesota
law. Any costs associated with the background check are assumed by SHPA.
Confidential Information
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SHPA employees are prohibited from disclosing student and other confidential
information by SHPA under State and Federal law.
Reporting Changes
Employees are responsible for notifying the main office of any change in name, address,
telephone number, marital status, citizenship, tax withholding allowances, emergency
contact information, insurance beneficiary, dependent insurance records, or other
information which could impact benefits, payroll, or other administrative records with
SHPA.
Pay Periods
Both exempt (salaried) and non-exempt (hourly) employees will have Federal and State
taxes withheld from their wages. Salaried employees are paid to date. Employees are
paid on the 15 and the last day of the month. When the 15 or the last day of the
month falls on a holiday or weekend, every effort is made by the school to pay
employees on the day before the holiday or weekend.
th

th

Hours of Work
Classes for students attending SHPA begin at 8:40 a.m. and end at 3:40 p.m. Staff are
expected to welcome students to classrooms at 8:30 a.m. and to start class promptly at
8:40 a.m.
●
●

●
●
●

The standard duty day for teachers and staff is 7:45 a.m. to 4:00 p.m.
Full-time equivalency for teachers at the Elementary School includes at
minimum 45 minutes of preparation time and at the Middle School one
preparation period per course.
The standard duty day for Special Education Paraprofessionals is 7:45 a.m. to
3:45 p.m.
Some staff may have varying work times as directed by their supervisor.
Staff members who leave the school building during the hours of work, for
any reason, MUST check in with the office.
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Supervision of students while at school, including strategic supervision as necessary in
learning spaces, hallways, and common areas, is necessary to ensure the safety and
wellbeing of all students. At no time shall students be left unattended in the school
building, regardless of time of day or night. Any teacher who gives a student
permission to arrive at school early or stay late must provide a note for the student to
present to Main Office personnel. The teacher is also responsible for supervising that
child at all times before or after school hours.
Performance Reviews
All certified staff members are evaluated in accordance with the school’s Q Comp Plan.
The scope and sequence outlined in the school’s Quality Compensation Program (“Q
Comp”) assures that teachers are encouraged and supported in their professional
practice so that the implementation of effective differentiated instruction throughout
the curriculum will positively impact student achievement. Supervised classroom visits
consist of both formal and informal evaluations with annual evaluations and conferences
depending upon the level of performance and experience. Additionally, through
coaching, modeling, and ongoing observations/evaluations, teachers are supported in
implementing both advanced and remedial strategies in the classroom.
All non-certified staff will also be evaluated by members of the Administrative Team
periodically throughout the course of the school year.
Performance Compensation
The following performance compensations are available for staff:
Participation and Achievement in Q Comp Program
● $5000 salary increase after completing a Master’s degree (see Appendix K)
●

Performance-based bonuses are considered based upon the full and complete
implementation of the school’s Q Comp Plan. The awarding of pay-for-performance
raises is dependent on the availability of Q Comp funds and is solely at the discretion of
the Administration, except as otherwise determined under the approved Q Comp Plan.
11

Modesta Philologia. Fida
Humanitas.
Disciplined Learning. Responsible
Citizenship.

Expense Reimbursement
Reimbursements for pre-approved purchases are paid on a regular basis. There are two
types of expenses, for curriculum and for other purchases. Employees should complete a
reimbursement request.
Submit curriculum related requests to the Assistant Principal. Curriculum
expenditures are reimbursed throughout the year provided they are preapproved by the Academic Program Director, Assistant Principal, or
immediate supervisor.
● Submit other items to an immediate supervisor for approval and submission
to the Administration for payment authorization.
● Original receipts must be attached to the request form in order for the
reimbursement to be approved.
●

Mileage reimbursement is not considered an approved expense for voluntary travel to
attend local (i.e., metro-wide) conferences or trainings or for travel between campuses
to fulfill a voluntary additional work-related responsibility. However, certain limited
exceptions may be made for mandated travel or frequent travel between campuses (i.e.,
daily or every other day) pending pre-approval by the employee’s Supervisory
Administrator.
Attendance and Punctuality
Punctuality and regular attendance are important to the smooth operation of SHPA. If
employees are consistently late or excessively absent, school operations and student
progress are affected and an unfair burden is placed upon your co-workers. Therefore,
unless an employee’s absence is permitted or excused, the employee is responsible for
being at work and arriving on time. If the employee is late or leaving early, the employee
must notify the Campus Principal, Special Education Director, or Executive Director and
may notify the team leader if necessary. Employees are expected to remain on campus
during their lunch breaks unless otherwise approved by administration.
If you are going to be absent, it is your responsibility to contact the campus
Principal and substitute staffing service as soon as possible in advance of the
12
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absence and no later than 6:30 a.m. An employee who is absent for reasons other
than those permitted or excused by SHPA’s holiday, vacation, leave policies, or
repeatedly fails to provide notice as required, is subject to appropriate disciplinary
action, up to and including termination. Internal substitution rates for teachers will be
$25 per class period and $170 per day for teacher
Communication
All employees are required to maintain current internal and external communication by
following these guidelines.
●
●
●
●
●
●

●

●

Check email at least twice per day and respond same or next day to all parent
emails
Check voicemail at least once per day and return calls within 24 hours
Check your school mailbox twice per day
Create a phone greeting that says, “This is Mr./Ms./Mrs. ____
____grade/discipline. Please leave me a message and I will return your call.”
Use the online calendar to schedule and verify meeting and other activities
Teachers at the Elementary School are to keep their website current and
update it at least once per quarter. Teachers who need assistance with their
website should complete a technology help ticket.
Teachers at the Middle School are expected to keep their websites and grade
books current and update their websites at least once per trimester or more
frequently as required by the curriculum or as circumstances necessitate.
Teachers will update their grade books weekly or as necessary following the
completion of assignments and assessments.

Drugs and Alcohol
SHPA will not tolerate the use or possession of alcohol or illegal drugs on school
grounds. Employees using or possessing alcohol or illegal drugs on school property or
while at work or who report to work under the influence of alcohol, illegal drugs, or who
misuse legal drugs are subject to disciplinary action, up to and including termination.
Violence and Weapons
13
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SHPA takes threats of violence very seriously. Any act or threat of violence including
verbal and physical violence by or against any employee or student is strictly prohibited.
This policy applies to all SHPA employees, whether on or off school property. Any use or
possession of weapons, whether legal or not, is prohibited on school property, or while
on SHPA business. This includes knives, guns, martial arts weapons, or other objects that
may be used as a weapon. Any employee caught possessing a weapon will be
disciplined, up to and including termination. The full policy is provided in Appendix H.
Smoking
Smoking is not permitted on the schools’ campuses or grounds. The full policy is
provided in Appendix G.
Workplace Attire
A neat and professional appearance is expected of all employees of SHPA. The following
are guidelines provided to aid in the establishment of an appropriate dress code by
faculty and staff.
●
●
●
●
●
●
●

Physical Education instructor(s) may wear gym shoes or recreation clothing,
but is not considered appropriate for other teachers.
Acceptable clothing includes dress shirts, polo shirts, dress pants, and skirts
no shorter than two inches above the knee.
Excessive makeup or jewelry should not be worn.
No exposed body piercing or midriffs (please make sure the bottom of your
shirts extend well below the waistline of your slacks or skirts).
Tattoos must be covered to the maximum extent possible
Hats are not allowed in the school building during the day.
Shoes must cover at least 2/3 of the foot and toe area. Casual sandals and
flip flops are not allowed.

The best rule of thumb regarding dress is "if in doubt, choose to wear something else.”
The Principals shall determine appropriateness of dress beyond the above descriptions.
Telephone Use
14
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Telephones are provided to enable teachers and other employees to carry out their
work assignments in an efficient manner. Personal telephone calls should be kept to a
minimum and never occur when students are in the classroom. Texting is prohibited
during classroom time. Personal cell phones should be on vibrate during classroom
time. Staff must use extreme discretion when transmitting student
data/information on their personal cell phones or computers. The expectation is
that all staff members respect student data privacy laws in the use of their
personal cell phone. Staff should not share personal cell phone numbers with
parents, guardians or students
School Voice Mail and Electronic Mail
All electronic and telephone communication systems and all communications and
information transmitted by, received from, or stored in systems that are the property of
SHPA are intended for teaching or other job-related purposes. Personal use should be
kept to a minimum. The full policy covering the proper use of school technology is
provided in Appendix D.
Field Trips
It is the duty of the teacher and any chaperone to supervise students during a school
sponsored field trip. No student should be unattended, out of sight, or left alone. Any
teacher who does not adequately supervise students may face disciplinary action, up to
and including termination.
Use of SHPA Property
No SHPA equipment, including computers, photocopiers or printers may be used for
personal business without first receiving authorization from the supervisory
Administrator. Individual teachers assigned business supplies and equipment are
responsible for their proper use, loss, and/or damage.
Personal Property
SHPA cannot assume responsibility for any personal property located on its premises.
Employees are to use their own discretion when choosing to bring personal property
into the school and do so at their own risk. Additionally, employees may not bring or
15
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display in the school any property that may be viewed as inappropriate or offensive to
others. No microwave ovens, refrigerators, toasters, or other electrical appliances are
allowed in classrooms without having first obtained the supervisory Administrator’s
approval.
Postage, Shipping and Office Supplies
Postage, shipping, and office supplies paid for by SHPA are for business purposes and
are not to be used for an employee’s personal purposes.
Personal Safety
The safety of each employee’s health and security is very important to SHPA. SHPA will
make reasonable efforts to address an employee’s safety concerns. Employees should
remember to use caution and good judgment in all activities, and should notify the
Administration if they believe there is a safety issue that should be addressed.
Leave Policies
Sick Leave
Eligible employees will receive eight (8) full days of sick leave per year with carryover of
up to fourteen (14) sick days. The following guidelines are designed for the proper use
of sick leave:
a. If you are going to be absent, please contact the staffing services system
to report your absence. If you have a pre-planned absence, please contact
the Principal instead as we may make other substitution
arrangements. Information about the system is presented to staff at the Fall
Workshop.
b. If you foresee the need to take sick leave (e.g., for non-emergency surgery
or for a doctor's appointment), tell your supervisor as soon as possible so that
plans can be made for coverage in your absence.
c. In case of an extended absence, you should consult the Office Manager or
Coordinator and your insurance plan booklet to see whether you are eligible
for long-term disability.
16
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d. Sick leave that has been unused by the end of the year may be carried
over into the next year, to a maximum accrual of 14 days.
e. Employees will not be paid for unused sick leave when their employment
ends.
Paid sick leave may be eligible to use for an employee’s own illness, injury, or that of a
qualified family member. A qualified family member includes: a child, adult child,
stepchild, foster child, spouse, sibling, parent, step parent, mother-in–law, father-in-law,
grand child, step-grandchild, adopted grandchild, foster grandchild or grandparent. If
you are eligible for sick leave, you may use the leave for qualified family members on
the same terms that apply to use for your own illnesses or injuries.
Personal Leave
Eligible employees earn up to at least three (3) personal days for the full academic year.
These three (3) days are subject to prior approval by the Principal and do not carryover
from year to year.
Personal leave days are approved on a first come – first serve basis and no more than
three personal days for teachers and two personal days for special education
paraprofessionals are approved per campus on any given day. Requests for personal
leave must be made one week in advance of the leave when possible. Employees are not
permitted to use personal days in the first or final two weeks of the school year.
Employees cannot choose to take additional personal days without pay, and when an
employee has no more paid time off, any additional absences may result in disciplinary
action up to and including termination.
Bereavement Leave
When a death occurs in an employee’s immediate family, an employee may take up to
four (4) days with pay in order to attend the funeral or make funeral arrangements. In
unusual circumstances, additional time may be granted, with or without pay, at the
discretion of SHPA. For purposes of the funeral leave policy, a qualifying immediate
family member includes: a child, adult child, stepchild, foster child, spouse, sibling,
17
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parent, step parent, mother-in–law, father-in-law, grand child, step-grandchild, adopted
grandchild, foster grandchild or grandparent.
Family and Medical Leave Policy
Employers with 50 or more Employees must comply with the Federal Family and Medical
Leave Policy. This policy explains your leave rights under the Family and Medical Leave
Act ("FMLA") of 1993, as amended. Under this policy, SHPA will grant eligible Employees
an unpaid leave of absence (called "FMLA leave") each calendar year, (or) on a rolling
calendar year measured backward, (or) on a 12 month period measured forward for
qualifying family and/or medical reasons.
The Department of Labor’s “Employee Rights and Responsibilities under the FMLA” is set
forth below. If you have any questions about FMLA leave, please contact the Office
Manager or Office Coordinator.
1. Eligibility Requirements: Employees are eligible if they have worked for a covered
employer for at least one year, for 1,250 hours over the previous 12 months, and if at
least 50 Employees are employed by the employer within 75 miles.
1.
Basic Leave Entitlement: FMLA requires covered employers to provide up to 12
weeks of unpaid, job-protected leave to eligible Employees for the following reasons:
• For incapacity due to pregnancy, prenatal medical care, or childbirth;
• To care for the Employee’s child after birth, or placement for adoption or foster care;
• To care for the Employee’s spouse, (step) son, (step) daughter, or (step) parent, who
has a serious health condition; or
• For a serious health condition that makes the Employee unable to perform the
Employee’s job.
Definition of Serious Health Condition: A serious health condition is an illness, injury,
impairment, or physical or mental condition that involves either an overnight stay in a
medical care facility, or continuing treatment by a health care provider for a condition
that either prevents the Employee from performing the functions of the Employee’s job,
18
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or prevents the qualified family member from participating in school or other daily
activities.
Subject to certain conditions, the continuing treatment requirement may be met by a
period of incapacity of more than 3 consecutive calendar days combined with at least two
visits to a health care provider or one visit and a regimen of continuing treatment, or
incapacity due to pregnancy, or incapacity due to a chronic condition. Other conditions
may meet the definition of continuing treatment.
1.
Military Family Leave Entitlements: Eligible Employees with a spouse, son,
daughter, or parent on active duty or call to covered active duty status may use their 12
week leave entitlement to address certain qualifying exigencies. Qualifying exigencies
may include attending certain military events, arranging for alternative childcare,
addressing certain financial and legal arrangements, attending certain counseling
sessions, and attending post-deployment reintegration briefings.
FMLA also includes a special leave entitlement that permits eligible Employees to take up
to 26 weeks of leave to care for a covered service member during a single 12 month
period. A covered service member is: 1) a current member of the Armed Forces, including
a member of the National Guard or Reserves, who is undergoing medical treatment,
recuperation or therapy, is otherwise on the temporary disability retired list for a serious
injury or illness*; or 2) a veteran who was discharged or released under conditions other
than dishonorable at any time during the five year period prior to the first date the eligible
Employee takes FMLA leave to care for the covered veteran, and who is undergoing
medical treatment, recuperation, or therapy for a serious injury or illness. However, the
Employee will only be entitled to a total of 26 weeks for all leave taken during that twelvemonth period (including FMLA leave taken for other reasons).
*The FMLA definition of “serious injury or illness” for current service members and veterans
are distinct from the FMLA definition of “serious health condition.”
1.
Use of Leave: An Employee does not need to use this leave entitlement in one
block. Leave can be taken intermittently or on a reduced leave schedule when medically
necessary. Employees must make reasonable efforts to schedule leave for planned
19
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medical treatment so as not to unduly disrupt the employer’s operations. Leave due to
qualifying exigencies may also be taken on an intermittent basis.
1.
Employee Responsibilities: Employees must provide 30 days advance notice of
the need to take FMLA leave when the need is foreseeable. When a 30 day notice is not
possible, the Employee must provide notice as soon as practicable and generally must
comply with an employer’s normal call-in procedures.
Employees must provide sufficient information for the employer to determine if the leave
may qualify for FMLA protection and the anticipated timing and duration of the leave.
Sufficient information may include that the Employee is unable to perform job functions;
the family member is unable to perform daily activities, the need for hospitalization or
continuing treatment by a health care provider, or circumstances supporting the need for
military family leave. Employees also must inform the employer if the requested leave is
for a reason for which FMLA leave was previously taken or certified. Employees also may
be required to provide a certification and periodic recertification supporting the need for
leave.
1.
Employer Responsibilities: Covered employers must inform Employees
requesting leave whether they are eligible under FMLA. If they are, the notice must specify
any additional information required as well as the Employees’ rights and responsibilities.
If they are not eligible, the employer must provide a reason for the ineligibility.
Covered employers must inform Employees if leave will be designated as FMLA-protected
and the amount of leave counted against the Employee’s leave entitlement. If the
employer determines that the leave is not FMLA-protected, the employer must notify the
Employee.
Unlawful Acts by Employers: FMLA makes it unlawful for any employer to:
• Interfere with, restrain, or deny the exercise of any right provided under FMLA;
• Discharge or discriminate against any person for opposing any practice made unlawful
by FMLA or for involvement in any proceeding under or relating to FMLA.
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1.
Pay and Benefits: FMLA leave is not a paid leave by SHPA. If the Employee has
vacation or other PTO time available, the Employee must use the vacation or PTO time for
the FMLA leave and such time will count both as FMLA leave and as vacation or
PTO. Certain Employees may be eligible for short-term disability pay in the event of a
serious illness of the Employee, but the utilization of paid leave or benefits during FMLA
leave shall not extend the FMLA leave beyond the 12 or 26 week limits.
Employees do not accrue vacation, PTO, or other leave grants during the FMLA leave, nor
will the Employee receive holiday pay for any holidays which occur during the FMLA leave.
SHPA will continue to provide group health insurance benefits to Employees on FMLA
leave, provided they were eligible for such benefits prior to the leave. The Employee
continues to be responsible for his/hers or her portion of the premium, which will be
deducted from any pay received by the Employee during the FMLA leave. If the Employee
does not receive compensation from SHPA during the FMLA leave, the Employee must
pay their portion of the premium to SHPA on or before the time it would be made if by
Payroll deduction. If the Employee does not return to work at the end of the FMLA leave,
the Employee may be eligible for COBRA insurance continuation at his/hers or her own
cost. In that case, the Employee will be required to reimburse SHPA for premium
payments made during the FMLA leave.
1. Return to Work: Employees returning to work will normally be restored to the
same position held prior to the leave, or to an equivalent position with equivalent
employment benefits, pay, and other terms and conditions of employment. Returning
Employees retain eligibility for any group benefits for which they were eligible prior to
the leave, including group health insurance, even if the Employee did not pay the
Employee’s portion during the FMLA leave, but SHPA retains the right to recover any
unpaid Employee portion of group health insurance for the period of FMLA leave,
upon the Employee’s return to work.
If the FMLA leave was for the Employee’s own serious illness, the Employee must submit
a medical certification to SHPA which states that the Employee is able to resume work,
and perform all the essential duties of his/hers or her position before the Employee may
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be restored to his/hers/her same position. SHPA will provide a list of essential job
functions to the Employee at the time the leave was designated, so that the treating
physician will be able to give an informed opinion about the return to work.
The legal requirements concerning medical and other leaves are complicated. If you have
any questions about your entitlement to leave, please feel free to contact the Office
Manager or Office Coordinator for more information.
1.
Special Rules Applicable to Employees of Schools
Definitions.
a.
Certain special rules apply to employees of local educational agencies, including
public Board of Directors and elementary and secondary schools under their jurisdiction,
and private elementary and secondary schools. The special rules do not apply to other
kinds of educational institutions, such as colleges and universities, trade schools, and
preschools.
b.
Educational institutions are covered by FMLA (and these special rules) and the
Act's 50-employee coverage test does not apply. The usual requirements for
employees to be eligible do apply, however, including employment at a worksite
where at least 50 employees are employed within 75 miles. For example, employees
of a rural school would not be eligible for FMLA leave if the school has fewer than 50
employees and there are no other schools under the jurisdiction of the same employer
(usually, a Board of Directors) within 75 miles.
c.
The special rules affect the taking of intermittent leave or leave on a reduced leave
schedule, or leave near the end of an academic term (semester), by instructional
employees. Instructional employees are those whose principal function is to teach and
instruct students in a class, a small group, or an individual setting. This term includes not
only teachers, but also athletic coaches, driving instructors, and special education
paraprofessionals such as signers for the hearing impaired. It does not include, and the
special rules do not apply to, teacher assistants or aides who do not have as their principal
job actual teaching or instructing, nor does it include auxiliary personnel such as
counselors, psychologists, or curriculum specialists. It also does not include cafeteria
workers, maintenance workers, or bus drivers.
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d.
Special rules which apply to restoration to an equivalent position apply to all
employees of local educational agencies.
Limitations on intermittent leave.
a. Leave taken for a period that ends with the school year and begins the next semester
is leave taken consecutively rather than intermittently. The period during the summer
vacation when the employee would not have been required to report for duty is not
counted against the employee's FMLA leave entitlement. An instructional employee who
is on FMLA leave at the end of the school year must be provided with any benefits over
the summer vacation that employees would normally receive if they had been working at
the end of the school year.
1. If an eligible instructional employee needs intermittent leave or leave on a reduced
leave schedule to care for a family member with a serious health condition, to care for a
covered service member, or for the employee's own serious health condition, which is
foreseeable based on planned medical treatment, and the employee would be on leave
for more than 20 percent of the total number of working days over the period the leave
would extend, the employer may require the employee to choose either to:
(i) Take leave for a period or periods of a particular duration, not greater than the duration
of the planned treatment; or
(ii) Transfer temporarily to an available alternative position for which the employee is
qualified, which has equivalent pay and benefits and which better accommodates
recurring periods of leave than does the employee's regular position.
2. These rules apply only to a leave involving more than 20 percent of the working days
during the period over which the leave extends. For example, if an instructional employee
who normally works five days each week needs to take two days of FMLA leave per week
over a period of several weeks, the special rules would apply. Employees taking leave
which constitutes 20 percent or less of the working days during the leave period would
not be subject to transfer to an alternative position. Periods of a particular duration means
a block, or blocks, of time beginning no earlier than the first day for which leave is needed
and ending no later than the last day on which the leave is needed, and may include one
uninterrupted period of leave.
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b. If an instructional employee does not give required notice of foreseeable FMLA leave
(see §825.302) to be taken intermittently or on a reduced leave schedule, the employer
may require the employee to take leave of a particular duration, or to transfer temporarily
to an alternative position. Alternatively, the employer may require the employee to delay
the taking of leave until the notice provision is met.
Limitations on leave near the end of an academic term.
a. There are also different rules for instructional employees who begin leave more than
five weeks before the end of a term, less than five weeks before the end of a term, and
less than three weeks before the end of a term. Regular rules apply except in
circumstances when:
1.
An instructional employee begins leave more than five weeks before the end of a
term. The employer may require the employee to continue taking leave until the end of
the term if —
(i) The leave will last at least three weeks, and
(ii) The employee would return to work during the three-week period before the end of
the term.
(2) The employee begins leave during the five-week period before the end of a term
because of the birth of a son or daughter; the placement of a son or daughter for adoption
or foster care; to care for a spouse, son, daughter, or parent with a serious health
condition; or to care for a covered service member. The employer may require the
employee to continue taking leave until the end of the term if—
(i) The leave will last more than two weeks, and
(ii) The employee would return to work during the two-week period before the end of the
term.
(3) The employee begins leave during the three-week period before the end of a term
because of the birth of a son or daughter; the placement of a son or daughter for adoption
or foster care; to care for a spouse, son, daughter, or parent with a serious health
condition; or to care for a covered service member. The employer may require the
employee to continue taking leave until the end of the term if the leave will last more than
five working days.
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b. For purposes of these provisions, academic term means the school semester, which
typically ends near the end of the calendar year and the end of spring each school year.
In no case may a school have more than two academic terms or semesters each year for
purposes of FMLA. An example of a leave falling within these provisions would be where
an employee plans two weeks of leave to care for a family member which will begin three
weeks before the end of the term. In that situation, the employer could require the
employee to stay out on leave until the end of the term.
Duration of FMLA leave.
(a) If an employee chooses to take leave for periods of a particular duration in the case of
intermittent or reduced schedule leave, the entire period of leave taken will count as FMLA
leave.
(b) In the case of an employee who is required to take leave until the end of an academic
term, only the period of leave until the employee is ready and able to return to work shall
be charged against the employee's FMLA leave entitlement. The employer has the option
not to require the employee to stay on leave until the end of the school term. Therefore,
any additional leave required by the employer to the end of the school term is not counted
as FMLA leave; however, the employer shall be required to maintain the employee's group
health insurance and restore the employee to the same or equivalent job including other
benefits at the conclusion of the leave.
Restoration to an equivalent position.
The determination of how an employee is to be restored to an equivalent position upon
return from FMLA leave will be made on the basis of “established Board of Directors
policies and practices, private school policies and practices, and collective bargaining
agreements.” The “established policies” and collective bargaining agreements used as a
basis for restoration must be in writing, must be made known to the employee prior to
the taking of FMLA leave, and must clearly explain the employee's restoration rights upon
return from leave. Any established policy which is used as the basis for restoration of an
employee to an equivalent position must provide substantially the same protections as
provided in the Act for reinstated employees. See §825.215. In other words, the policy or
collective bargaining agreement must provide for restoration to an equivalent position
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with equivalent employment benefits, pay, and other terms and conditions of
employment. For example, an employee may not be restored to a position requiring
additional licensure or certification.
1.
Enforcement: An Employee may file a complaint with the U.S. Department of Labor
or may bring a private lawsuit against an employer.
FMLA does not affect any Federal or State law prohibiting discrimination, or supersede
any State or Local law or collective bargaining agreement which provides greater family
or medical leave rights.
Parental Leave
If employees are not eligible for leave under SHPA’s FMLA policy, employees may still be
eligible for parenting leave under this policy for the birth or adoption of a
child. Employees are eligible for parenting leave of up to 12 weeks under this policy if: (1)
Employees have been employed by SHPA for at least 12 months preceding their request
and (2) during those 12 months employees worked an average of 20 hours per week. If
employees are also eligible for parenting leave under SHPA’s FMLA policy, then their
rights are governed solely by that policy.
Under this policy, employees will be entitled to an unpaid leave of absence for 12
weeks. Employees are required to use any available paid time off, such as vacation, sick
or PTO during the 12 week period.
Employee parenting leave may run concurrently with another type of leave of
absence. During any unpaid portion of parenting leave, employees will not accrue any
benefits such as vacation or PTO.
While on parenting leave employees are eligible to continue their insurance benefits, but
must pay their portion of the premium. The Title will provide information about the cost
and procedure for continuing insurance during unpaid leave.
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At the end of parenting leave, employees will be reinstated to the same position or if that
position is unavailable, to a comparable position. Employees must notify your Supervisor
of their intent to return to work at least two weeks prior to returning.
Failure to return to work will be considered a voluntary resignation.
School Related Activities Leave
Employees who work an average of 20 hours per week may use up to 16 hours each 12
month period to attend a child’s school related activities, or early childhood programs, if
those activities cannot be scheduled outside the Employee’s work schedule. Employees
may take this time unpaid or may use earned vacation or PTO. The Employee must give
the Supervisor reasonable notice of the upcoming absence and make a reasonable effort
to schedule the time off so as not to disrupt work.
Military Leave
Leaves of absence for military service are granted in accordance with all requirements of
Federal and State law.
Child Care Leave
A child care leave is defined as a) the period of time once a teacher (mother) has been
released from the disability period of childbirth or b) the period of time a teacher
(mother or father) wishes to take to provide for the care of a newborn or newly adopted
child/ren.
a.
A teacher may be granted a leave of absence without pay for a period of up to
twelve (12) months for the purpose of providing full-time care for a newborn or newly
adopted child or children. Please submit a written application leave to the Principal at
least three (3) months prior to the effective date of the leave, and indicate the proposed
starting and ending dates for the leave.
b.
A child care leave begins on the date approved by the Principal and ends on the
last day preceding the school trimester unless otherwise mutually agreed between the
Principal and the teacher. In the case of a premature delivery or availability of an
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adopted child on short notice, the Principal may adjust the starting date for the leave,
provided a substitute teacher is available.
c.
A teacher may utilize accumulated sick leave up to a maximum of sixteen (14))
days for child care leave.
d.
SHPA may send a teacher a written request that the teacher confirm his or her
intention to return to work, and we ask the teacher to respond in writing within ten (10)
days of receiving that request. Failure of the teacher to respond to this request within
ten (10) days will result in termination of employment. Failure to return to work upon
the expiration of a child care leave (except for illness or injury) will also result in
termination of employment.
e.
A teacher is allowed to return to work earlier than the scheduled end date of a
child care leave only upon written approval from the Principal.
The provisions of this policy shall not be construed to alter the terms of a teacher’s
individual employment contract in any way. Specifically, this policy shall not be
construed to extend the employment term of any teacher beyond the term identified in
the teacher’s contract.
Special Leaves Without Pay
Special short or long term leaves without pay may be granted at the discretion of SHPA.
The Executive Director will recommend to the Human Resource Committee the approval
or denial of a teacher’s special leave without pay. The teacher on special leave must
submit a letter requesting the start and end dates of their special leave. Any TRA
member who is granted a special leave of absence without salary may receive TRA
allowable service credit toward a retirement annuity by paying both the employee and
employer contributions to the retirement fund. SHPA will not contribute to this fund
during a special leave.
Applications for special leaves of absence must be submitted 90 days in advance of the
requested leave date and must include the start and end dates. The teacher must notify
the Executive Director of their intention to return 60 days prior to the end of the leave. A
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teacher returning from leave shall return to employment, based on the availability of
their previous position.
Special Leave shall be without pay and without benefits, except that available accrued
vacation or PTO pay must be taken to replace regular pay during a personal leave of
absence. SHPA will continue its contribution toward the individual’s insurance premium
payments during the paid portion of a leave. To continue your insurance benefits
during any unpaid portion of the personal leave of absence, you will need to regularly
submit a check for the entire premium payment to SHPA. COBRA may apply to unpaid
portions of personal leaves; see your Supervisor with questions. SHPA is not required to
grant a leave of absence or to reinstate Employees to former positions unless otherwise
required by State or Federal law.
Federal and State Leaves
SHPA complies with all Federal and State Leave laws. See Administration if you have
questions to a specific situation.
Bone Marrow Donation Leave
Individuals who work 20 or more hours per week are entitled to paid leaves of absence
to donate bone marrow. The length of the leave is determined by the Employee, but
may not exceed 40 work hours, except with the employer’s agreement. SHPA may
require physician verification of the purpose and length of each leave. If there is a
medical determination that the Employee does not qualify as a bone marrow donor, the
paid leave of absence granted to the Employee prior to that medical determination is
not forfeited. SHPA shall not retaliate against an Employee for requesting or obtaining a
leave of absence.
Minnesota Voting Leave
Employees generally will have sufficient time to vote before or after their regular
workday. However, if necessary, you may be absent from work to vote during Election
Day without reduction in pay.
Jury Duty
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Employees summoned for jury duty or officially summoned by a State or Federal court
for legal proceedings are allowed the necessary time off from work to perform this civic
responsibility. Upon return to work, employees must provide documentation for each
day absent. Employees are paid the difference between jury duty pay and their
employment pay rate if the jury duty time is during their contracted duty days.
Inclement Weather
It may become necessary to close school or to dismiss early due to inclement weather or
other unforeseen emergencies. School closings are posted to the homepage of the
school’s website and included in a staff email as well as communicated the following
media outlets: KSTP 5, WCCO 4, KARE 11, and Fox 9. Staff members are not required to
report to school on the days that school is closed.
Emergency Closings
In the case of other unforeseen emergencies, the Executive Director or Campus Principal
will issue oral or written procedures appropriate to the situation.
If the school experiences an emergency, with or without an evacuation, that requires the
reunification of students with their families through an alternate means and/or at an
alternate location than established traditional end-of-day transportation patterns, SHPA
administrative staff and the School Emergency Response Team (SERT) will follow the
reunification procedures established by SHPA. Details of this procedure are provided in
Appendix I.
Biennial Compensation Analysis Goals and Objectives
The goal of the biennial compensation analysis is to provide compensation and benefits
that will recruit , motivate, and retain quality Employees. Employees will be informed
individually of the placement of their position within the salary bands so that they
understand the manner in which their salary is established and form realistic
expectations of any future adjustments to their compensation. Future adjustments are
not guaranteed unless stated in an employment agreement separate from this
handbook and will be made solely at the discretion of SHPA’s Administration. Consistent
with MN Statute 181.172, employees are free to discuss their own wage or salary with
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anyone they choose, and SHPA is prohibited from barring or retaliating against any
employee for doing so, with employees afforded remedies in such instances under the
law.
Employee Classifications
Various methods are used to classify Employees. Some methods define Employee status
in terms set by law. Other methods classify Employees according to title and job
description.
All Employees are considered either exempt or non-exempt. These broad categories are
defined and governed by State and Federal wage and hour laws.
Exempt Employee: These classified workers are exempt from the standards that ensure
hourly workers overtime pay and the minimum wage. Exempt Employees are generally
paid a salary for their work.
Non-Exempt Employee: Non-Exempt Employees are required to record their working
hours and are eligible for overtime pay and minimum wage. These employees are
generally paid an hourly wage for their work.
Our Employees are further defined as below:
Temporary Employees: Employees who is employed for a defined period of time or for
a defined project regardless of the number of hours worked.
Instructional Employees: Employee whose principal function is to teach and instruct
students in a class, a small group, or an individual setting according to the Department
of Labor.
Professional and Administrative Employee: Staff may be either exempt or non-exempt as
determined by the Department of Wage and Hour law.
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Full-time: Full-time Staff are generally entitled to the full range of Employee
benefits. Full-time Employees include those Employees whose regular schedule includes
working 30 hours per week.
Part-time: Part-time Employees may receive some benefits on a scale adjusted to their
schedules, as set forth in this Employee Handbook and in applicable plan documents.
All Employees are Employees at-will.
SHPA is required to keep an accurate record of the hours worked by those Employees
covered by Federal wage and hour laws.
Overtime
Overtime may be requested during heavy work periods. Non-exempt Employees will be
paid one and one-half times their regular rate for all actual time worked in excess of 40
hours each week. For example, time attributable to vacations, sick leave, and holiday pay
will not be counted as “hours worked” for purposes of computing overtime. Non-exempt
Employees must obtain their Supervisor’s approval prior to working any overtime. Nonexempt Employees should not access job-related emails or conduct other work outside
of approved working hours. Exempt Employees are not eligible for overtime pay.
Student and Family Handbook and Board Approved Policies
All employees must read and understand the Student and Family Handbook and other
Board of Directors approved policies and trainings. These documents will direct the
employee on student, family and facility expectations to ensure compliance with our
mission and the safety of our school.
Failure to follow these documents may result in disciplinary action, up to and including
termination of employment.
Notification of Criminal Conviction
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Employees must notify the Supervisory Administrator of any criminal conviction, guilty
pleas, plea of no contest, or deferred adjudication. SHPA will determine whether any
employment action is warranted as a result.
Communications
Media Relations
Employees should not speak to the media on SHPA’s behalf without contacting the
Executive Director or Supervisory Administrator. All media inquiries should be directed
to the Executive Director or Supervisory Administrator.
Official Memoranda
All memoranda regarding the SHPA’s procedures and administration or which affect
SHPA personnel as a whole must either originate from the Executive Director or
Supervisory Administrator or be approved by the Executive Director or Supervisory
Administrator prior to circulation.
Confidentiality/Proprietary Information
Employees must: (i) treat as confidential all Proprietary Information (as hereinafter
defined) that may be made, or become available, to Employee; (ii) not disclose any
Proprietary Information to any competitor, student, parent/guardian or supplier of the
SHPA or to any other person for any purpose without the proper written consent of the
SHPA; (iii) use all Proprietary Information only in connection with the duties of the
Employee pursuant to Employee’s relationship with SHPA and not for the purpose of
competing with SHPA or soliciting SHPA’s students, parent/guardian or potential
students/families or for any other purpose; and, (iv) will prevent disclosure of any
Proprietary Information by, or to, any future student/family, employer, co-worker,
employee, partner, agent, or representative of the employee to others and assume
liability for any breach of this agreement and for any disclosure, or use, of Proprietary
Information by the employee or any of the employee’s future students/families,
employers, employees, co-workers, partners, agents, or representatives. The employee’s
obligation to maintain the confidentiality of, and not wrongfully use, the Proprietary
Information is unconditional, shall survive the termination of the employee’s relationship
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with SHPA for two years, and shall not be excused whether or not the employee
continues the employee’s relationship with SHPA.
• “Proprietary Information” means any information or compilation of information
related to SHPA which is not generally known to, and readily ascertainable by proper
means by, other individuals or entities. Examples of Proprietary Information, not to be
disclosed or used except as permitted by SHPA, include, but are not limited to:
• Information concerning SHPA’s and SHPA’s students’ operations, products,
technology, designs, drawings, patents, ideas, procedures, practices, finances,
accounting, and legal matters;
• Information concerning SHPA’s sales, marketing, service, bidding, leasing, pricing
and cost activities and strategies, and strategic business planning activities;
• Information concerning SHPA’s past, present or potential students/families and their
dependents (hereafter referred to in this paragraph as “Clients”), including the names,
addresses and phone numbers of Clients; the Clients’ financial, medical and personal
information; the identity of the individuals responsible for purchasing services on behalf
of Clients; the contents of contracts and agreements between SHPA and Clients;
• Vendor and supplier information including the names, addresses, email addresses
and phone numbers of SHPA’s vendors and suppliers; information regarding SHPA’s
relationship with its vendors and suppliers; the contents of contracts and agreements
between SHPA and its vendors and suppliers; financial information concerning its
vendors and suppliers; and identity, quantity and prices of products purchased by SHPA
from its vendors and suppliers;
• Anything marked or stamped “confidential” and/or similar marking; and,
• Any information that the SHPA is required by law or contract is to be kept
confidential.
• Any curriculum or programming materials produced for use at SHPA
Employee agrees that all documents and other tangible property of any nature
pertaining to activities of SHPA or to any Proprietary Information, in the Employee’s
possession now or at any time during the period of Employee’s relationship with SHPA,
including, without limitation, memoranda, notebooks, notes, data sheets, records,
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blueprints, and electronic or mechanical data storage devices and records, are and shall
be the property of the and that they and all copies of them shall be surrendered to
SHPA whenever requested by SHPA from time to time and immediately following
termination of Employee’s employment for any reason. Violation of this policy could
lead to discipline, up to and including termination.
Copyright/Trademarks
Respect all copyright and other intellectual property laws. For SHPA’s protection as well
as your own, it is critical that you show proper respect for the laws governing copyright,
fair use of copyrighted material owned by others, trademarks, and other intellectual
property, including SHPA’s own copyrights, trademarks and brands.
Data Privacy - Students
All employees of SHPA are expected to follow laws regarding data privacy for students.
Request for information regarding students should be directed to the Administration.
Department of Education - Licenses
All teachers are responsible for making sure that their licenses are up to date. A copy of
each teacher’s current license should be on file in the office. SHPA will provide clock
hour certificates for all professional development activities offered by SHPAl. Teachers
will receive support from SHPA in the process of renewing professional licenses.
However, it is the teachers’ responsibility to establish a timely plan and fulfilling
requirements for completing the renewal process.
Firearms Prohibition in the Workplace
SHPA prohibits employees from carrying, possessing, or using firearms while on school
property or off-site while acting in the course and scope of employment. This policy
applies to all staff, students and visitors, even those who may have a valid permit to
carry a handgun. The school has the right to search lockers, handbags, etc. Staff
concerned about, or aware of, a weapon being brought into the school should contact
the Supervisory Administrator immediately.
Social Media Policy
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At SHPA, we understand that social media can be a fun and rewarding way for
employees to share their life and opinions with family, friends, and co-workers around
the world. However, use of social media also presents certain risks and carries with it
certain responsibilities.
Social media includes all means of communicating, posting information, or content of
any sort on the Internet, including to an employee’s own or someone else’s web log or
blog, journal or diary, personal websites, social networking or affinity website, web
bulletin board or chat room, whether or not associated or affiliated with SHPA, as well as
any other form of electronic communication.
To assist employees in making responsible decisions about their use of social media, we
have established these guidelines for appropriate use of social media. This policy
applies to all Employees who work for SHPA.
• All employees should refrain from engaging with students, parents/guardians or
family members of current students on personal social media platforms.
• Employees may not use personal social media platforms (such as Facebook) to
communicate with any student until the child is over the age of 18 and no longer
enrolled in an SHPA program.
• Inappropriate postings that may include discriminatory remarks, harassment, and
threats of violence or similar inappropriate or unlawful conduct (even if it is done after
hours, from home and on home computers) will not be tolerated. Failure to follow this
policy or obey Federal and State regulations may result in disciplinary action, up to and
including termination of employment.
• Refrain from using social media while on work time or on equipment we provide,
unless it is work-related as authorized by Administration or consistent with SHPA’s
Equipment Policy.
• Do not use SHPA email addresses to register on social networks, blogs, or other
online tools utilized for personal use.
Employees are solely responsible for what you post online. Before creating online
content, consider some of the risks and rewards that are involved. Keep in mind that any
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of an employee’s conduct that adversely affects their job performance, SHPA policies,
the performance of fellow Employees or otherwise adversely affects members, student,
student families, suppliers, people who work on behalf of SHPA, or SHPA’s legitimate
work interests may result in disciplinary action, up to and including termination of
employment.
Mobile Device Policy
SHPA must maintain a productive and professional workplace, free from distractions.
SHPA also understands Employees use their mobile devices to communicate their
personal information to others. Use of a mobile device, including the technology that
the mobile device contains (to include, but not limited to cell phone, internet access,
email, text messaging, cameras, recording devices, etc.), during SHPA time, must use the
following guidelines:
• Phone ringtones should be appropriate sounds that are kept silent during the work
day.
• Usage of a camera is not allowed in private areas such as; bathrooms, break rooms,
locker rooms, or other areas where others change. Smartphone cameras should not be
used during work times.
• Mobile devices are not allowed to be used while driving for work unless vehicles are
equipped with hands free technology. Employees must abide by all Local laws
regarding using mobile devices when driving during SHPA time.
• Any work use of a mobile device must have prior approval of Administration.
• Personal use of a mobile device during working time should be kept to a
minimum. Employees may use mobile devices during their regularly scheduled breaks
or lunch times.
• Mobile devices should not be used during scheduled meetings or
appointments. Employees should put their mobile device on “silent” or “vibrate” during
meetings so the device is not an interruption. Only extremely important calls should
prompt you to excuse yourself from the meeting to take the call outside of that location
to avoid any disruption.
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• During an emergency situation, Employees may use their mobile device to get
assistance. Notify Administration immediately of such use and reasons.
• Personal use of mobile devices during working time must comply with all other
SHPA policies to include Sexual Harassment, Offensive Behavior, Workplace Harassment,
Workplace Violence and Social Media.
• You are responsible for your mobile device during work. SHPA holds no
responsibility if the device is stolen or damaged during the work day.
Failure to follow this policy or obey Federal and State regulations may result in
disciplinary action, up to and including termination of employment.
Accidents/Reporting Injuries
Federal and State OSHA regulations require all Employees to immediately report illness
or injury incurred while on the job regardless of severity. Please see your Supervisor
immediately to assist with any illness or injury and to obtain a Notice of Injury form to
complete.
Admission of Visitors - School Safety
At no time shall persons other than employees of the SHPA be allowed to roam
unescorted through the school facility. It is a matter of safety and courtesy to escort
visitors to and from the exit or other classroom or play areas for which they may be
destined. If strangers are encountered in the school building who do not satisfactorily
identify themselves, they are to be escorted to the office immediately. Employees are
expected to inform the administration ahead of time if they plan on scheduling a visitor
during school hours. Pets and animals are strictly prohibited from visiting the school
during student contact days. No pets or animals should visit the school without prior
approval from the Administration.
Driver Safety Policy
Vehicle accidents can be costly from the standpoint of human injury, lost working time,
vehicle repair, and higher insurance premiums. The purpose of this policy is to set
qualifications and rules for drivers of all vehicles, whether owned by SHPA or employees,
during working hours.
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Qualifications:
An Employee can operate a vehicle for work purposes only if he or she is:
1. Acting at the direction and with the explicit permission of SHPA;
2. Is 21 years of age or older;
3. Holds no more than one driver’s license;
4. Holds a valid license for the class of vehicle being driven;
5. Is otherwise qualified under Federal and State regulations to drive the vehicle in
question; and
6. Maintains state required combined single limit personal auto insurance coverage.
Driving Records:
All Employees required to operate a motor vehicle as part of their employment duties
must maintain a valid driver's license, acceptable driving record and appropriate
insurance coverage. SHPA may run a motor vehicle department check to determine an
Employee's driving record. It is your responsibility to provide a copy of your current
driver's license and insurance coverage for your Personnel File. Any changes in your
driving record, including, but not limited to, driving infractions or changes to your
insurance policy, must be reported to SHPA.
The following driving violations are unacceptable:
1. Driving a motor vehicle under the influence of alcohol, a controlled substance, or
any drug that impairs driving ability;
2. Refusing to submit to a test to determine alcohol concentration while driving a
motor vehicle;
3. Using a motor vehicle in the commission of any felony;
4. Leaving the scene of an accident unlawfully;
5. Committing more than one major traffic offense over the past 24 months, including
reckless driving, careless driving, or a major moving traffic infraction;
6. Receiving a felony revocation of driving privileges or felony/misdemeanor driver
license suspension within the last 24 months; or
7. Transporting a controlled substance unlawfully.
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Failure to follow this policy or obey Federal and State regulations may result in
disciplinary action, up to and including termination of employment.
Driving Requirements:
While operating a personal or SHPA-owned vehicle for work use, Employees must:
1. Observe applicable speed limits at all times;
2. Obey all traffic rules and regulations;
3. Drive defensively and anticipate driving hazards, such as bad weather and bad
drivers;
4. Report any and all accidents in which they are involved to the Police and their
Supervisor; and
5. Employees are required to follow current State and Federal law regarding the use of
cell phones while driving a vehicle. SHPA discourages any use of cell phones while
driving.
Safety Belts:
Drivers and passengers in all vehicles used for SHPA work must always wear safety
belts. Lap belts must be properly secured in vehicles equipped with automatic safety
systems that require the lap portion of the belt to be manually secured. Any vehicle in
which a safety belt is inoperable cannot be used until the seat belt is repaired.
Employees who discover an inoperable restraint system must report it to their
Supervisor. Prompt action must be taken to replace or repair safety belts.
Accidents:
In general, the following requirements apply:
1. Employees must report any and all traffic accidents to the local Police and their
immediate Supervisor.
2. Employees are prohibited from signing or making any statements regarding their
responsibility or fault for a traffic accident that occurs while they are driving an SHPAowned vehicle or any vehicle on SHPA time. Avoid explaining or describing the accident
to anyone except public safety personnel, your immediate Supervisor, the claims
adjuster, or attorney for SHPA.
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3. Employees must obtain names, addresses, phone numbers, and license numbers of
the other drivers involved. Employees also must collect insurance organization contact
information and the address and phone number of the Police department where the
accident report will be prepared.
Discipline:
Failure to follow this policy or obey Federal and State regulations may result in
disciplinary action, up to and including termination of employment.
Violence in the Workplace
SHPA is committed to providing its Employees with a safe, non-violent workplace and
atmosphere. Employees should not be subject to any safety threats at work from fellow
Employees or from relatives, friends, or acquaintances.
The possession, sale, or use of a firearm or other weapon while on SHPA premises, while
operating SHPA machinery, equipment or vehicles, while acting in the course and scope
of employment at SHPA, or while engaged in SHPA work off premises are strictly
prohibited.
Employees have a responsibility to help keep SHPA safe and free of
violence. Employees who are aware of co-workers who are engaged in the possession,
sale, or use of a firearm or other weapon while on SHPA premises, while acting in the
course and scope of employment for SHPA, while operating SHPA machinery,
equipment or vehicles, or while engaged in SHPA work off premises should immediately
report the conduct at issue to their Supervisor.
Employees who receive threats of violence or physical or other harm from co-workers,
students, vendors, relatives, friends or acquaintances, or who are aware of such threats,
should also immediately report those threats to their Supervisor, even if they think the
threats are only a “joke.” If you feel that reporting such threats to your Supervisor is not
effective or possible, or if your Supervisor is participating in the threats, then you should
report it immediately to:
41

Modesta Philologia. Fida
Humanitas.
Disciplined Learning. Responsible
Citizenship.

Molly Lee
HR Committee Chair
Board of Directors
mlee@shpamn.org
Sometimes, Employees may receive threats of violence from persons who are not
employed by SHPA, or may become aware of co-workers who receive similar threats of
violence from persons who are not employed by SHPA. If Employees believe that these
threats may result in harm to SHPA Employees or to SHPA property, they should report
such threats to their Supervisor immediately.
Failure to follow this policy or obey Federal and State regulations may result in
disciplinary action, up to and including termination of employment.
Pay at Termination
Employees will receive their final paycheck as soon after termination as required by
law. The final paycheck will include all hours worked through the last day of actual
employment. Vacation or PTO is not paid out at the time of termination.
EMPLOYEE BENEFITS
Benefits offered to SHPA employees are contingent on available funding and may be
discontinued or modified should funding be eliminated or diminished. At the beginning
of each academic year, SHPA will communicate the available benefits for that year to the
employees. Employees must work a minimum of 30 hours to qualify for benefits.
The following is a list of benefits that SHPA makes available to eligible employees. The
descriptions in this handbook are summary only. The separate plan documents explain
each benefit in more detail and the language of the plans’ documents controls the
various plans. Benefits may be modified, added, or terminated at any time by the
insurance company or benefit provider, per the terms of the plan, or by SHPA, at its
discretion.
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Medical Benefits
All new full-time employees are eligible to participate in the medical, dental and other
insurance plans on the 1 day of employment. All plans, coverages, benefits, etc. are
discussed during the first two weeks of professional development.
st

Worker’s Compensation
SHPA requires that all employees report job-related accidents or injuries to a supervisor
immediately. A full report must be submitted to the Principal within 24 hours of injury.
Failure to report an injury, regardless of how minor, could result in difficulty with the
employee’s claim. All workers’ compensation claims are paid directly to employees, and
employees are expected to return to work immediately upon release by their doctor.
COBRA
The Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and
their qualified beneficiaries the opportunity to continue health coverage under SHPA
health plan, should the employee lose his or her eligibility (e.g. upon termination).
Under COBRA, the employee pays the full cost of the coverage at SHPA’s group rate.
Details of COBRA coverage and how to apply for it are provided by SHPA at the time
eligibility is lost.
HUMAN RESOURCES
Issue Resolution
SHPA seeks to deal openly and directly with its employees, and believes that
communication between employees and the administration is critical to solving
problems. SHPA employees that may have an issue with another employee or their
respective supervisor should follow the following steps:
Attempt to resolve the issue themselves.
● Approach their supervisor, who will work with the employees or employee to
determine a resolution.
●
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●

If the issue requires further escalation, it should then be brought to the
attention of SHPA’s Human Resources Committee Chair. The Human
Resources Committee will determine a solution or a course of action which
may include seeking assistance from the SHPA’s Board of Directors.

Corrective Action
SHPA’s policy is to attempt to deal constructively with employee performance problems
and employee errors. The corrective action process is determined by SHPA in light of
the facts and circumstances of each case and within policy parameters approved and
adopted by the school’s Board of Directors. Depending upon the facts and
circumstances, the corrective action applied may include, among other things, verbal or
written warning, probation, suspension without pay, or immediate termination. Each
situation is considered in light of a variety of factors including, but not limited to, the
seriousness of the situation, the employee’s past conduct and length of service, and the
nature of the employee’s previous performance or incidents involving the employee.
Process
Corrective action will be taken against an employee in response to a rule infraction or a
violation of SHPA policies. Corrective action will continue until the violation or infraction
is corrected or the employee is terminated. Corrective action usually begins with a
verbal warning, followed by a written warning that is placed in the employee’s personnel
folder. If more serious corrective action is required, the employee may be put on
probation or have their employment terminated.
SHPA considers some violations as grounds for immediate dismissal, including, but not
limited to verbal or physical abuse of students, insubordinate behavior, and theft,
destruction of SHPA property, dishonesty, drug or alcohol abuse, or threats of violence.
Employees charged with infractions and subject to corrective action may appeal that
corrective action. An appeal must be submitted in writing to the Board of Directors. The
decision of the Board of Directors is final.
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Whistleblower Hotline
If an SHPA employee is not comfortable with the issue resolution process, SHPA
provides an opportunity for its employees to raise issues to the School Board with an
option to remain anonymous on the Whistleblower Hotline. The number for the hotline
is 800-341-4752 and a script of the process appears as Appendix A at the end of this
handbook.
SEPARATION POLICIES
Job Abandonment
Employees of SHPA that are absent for more than two (2) consecutive days without
notifying a direct supervisor are considered to have voluntarily abandoned their
employment with SHPA. The effective date of termination is the last day that the
employee reported for work.
Termination
Termination may result from any of the following:
1. layoffs, which include the elimination of an employee’s job function or
headcount reduction due to cost reduction or funding shortfall
2. involuntary dismissal, which may include poor performance or failure to
adhere to the teaching/learning philosophy of SHPA or the demonstration of
an unacceptable attitude in the workplace.
Process
SHPA requires that employees return all documents, files, computer equipment, tools,
keys, and other SHPA owned property on or before the last day of work.
Exit Interviews
Employees leaving the employment of SHPA are contacted by the Office Manager or
Coordinator to schedule a voluntary exit interview with the Office Manager or
Coordinator in consultation with the Human Resources Committee Chair, to provide
feedback on their employment with SHPA.
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Appendix A
WHISTLEBLOWER HOTLINE SCRIPT
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Appendix B
CODE OF CONDUCT FOR LICENSED TEACHERS ESTABLISHED BY THE MINNESOTA
BOARD OF TEACHING
A. teacher shall provide professional education services in a nondiscriminatory manner.
B. A teacher shall make reasonable effort to protect the student from conditions
harmful to health and safety.
C. In accordance with state and federal laws, a teacher shall disclose confidential
information about individuals only when a compelling professional purpose is served
or when required by law.
D. A teacher shall take reasonable disciplinary action in exercising the authority to
provide an atmosphere conducive to learning.
E. A teacher shall not use professional relationships with students, parents, and
colleagues to private advantage.
F. A teacher shall delegate authority for teaching responsibilities only to licensed
personnel.
G. A teacher shall not deliberately suppress or distort subject matter.
H. A teacher shall not knowingly falsify or misrepresent records or facts relating to that
teacher’s own qualifications or to other teachers’ qualifications.
I.

A teacher shall not knowingly make false or malicious statements about students or
colleagues.

J. A teacher shall accept a contract for a teaching position that requires licensing only if
properly or provisionally licensed for that position.
Excerpted from Chapter 9, Sec. 3.130, of the Minnesota Code.
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Appendix C
POLICY 414: MANDATED REPORTING OF CHILD NEGLECT OR ABUSE
I.

PURPOSE
The purpose of this policy is to make clear the statutory requirements of school personnel
to report suspected child neglect or physical or sexual abuse.

II.

III.

GENERAL STATEMENT OF POLICY
A.

It is the policy of the school to fully comply with Minn. Stat. § 626.556 requiring
school personnel to report suspected child neglect or physical or sexual abuse.

B.

It shall be a violation of this policy for any school personnel to fail to immediately
report instances of child neglect, or physical or sexual abuse when the school
personnel knows or has reason to believe a child is being neglected or physically
or sexually abused or has been neglected or physically or sexually abused within
the preceding three years.

DEFINITIONS
A.

“Accidental” means a sudden, not reasonably foreseeable, and unexpected
occurrence or event which:
1.
2.

Is not likely to occur and could not have been prevented by exercise of
due care; and
If occurring while a child is receiving services from the school, happens
when the school and the employee or person providing services in the
school are in compliance with the laws and rules relevant to the
occurrence of event.

B.

“Child” means person under age 18.

C.

“Immediately” means as soon as possible but in no event longer than 24 hours.

D.

“Mandated Reporter” means any school personnel who knows or has reason to
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believe a child is being neglected or physically or sexually abused, or has been
neglected or physically or sexually abused within the preceding three years.
E.

“Neglect” means any of the acts specified below, other than by accidental means:
1.

2.

3.

4.
5.

6.
7.
8.

failure by a person responsible for a child’s care to supply a child with
necessary food, clothing, shelter, health care, medical care, or other care
required for the child’s physical or mental health when reasonably able to
do so;
failure to protect a child from conditions or actions that seriously endanger
the child’s physical or mental health when reasonably able to do so,
including a growth delay, which may be referred to as a failure to thrive,
that has been diagnosed by a physician and is due to parental neglect;
failure to provide for necessary supervision or child care arrangements
appropriate for a child after considering factors such as the child’s age,
mental ability, physical condition, length of absence, or environment, when
the child is unable to care for his or her own basic needs or safety or the
basic needs or safety of another child in his or her care;
failure to ensure that a child is educated in accordance with state law,
which does not include a parent’s refusal to provide his or her child with
sympathomimetic medications;
prenatal exposure to a controlled substance used by the mother for a
nonmedical purpose, as evidenced by withdrawal symptoms in the child at
birth, results of a toxicology test performed on the mother at delivery or
the child’s birth, or medical effects or developmental delays during the
child’s first year of life that medically indicate prenatal exposure to a
controlled substance;
medical neglect as defined by Minn. Stat. § 260C.007, Subd. 6, Clause (5);
chronic and severe use of alcohol or a controlled substance by a parent or
person responsible for the care of the child that adversely affects the child’s
basic needs and safety; or
emotional harm from a pattern of behavior which contributes to impaired
emotional functioning of the child which may be demonstrated by a
substantial and observable effect in the child’s behavior, emotional
response, or cognition that is not within the normal range for the child’s
age and stage of development, with due regard to the child’s culture.
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Neglect does not include spiritual means or prayer for treatment or care of
disease where the person responsible for the child’s care in good faith has selected
and depended on those means for treatment or care of disease, except where the
lack of medical care may cause serious danger to the child’s health.
F.

“Physical Abuse” means any physical injury, mental injury, or threatened injury,
inflicted by a person responsible for the child’s care other than by accidental
means; or any physical or mental injury that cannot reasonably be explained by the
child’s history of injuries or any aversive or deprivation procedures, or regulated
interventions, that have not been authorized as restrictive procedures under Minn.
Stat. § 125A.0942.
Abuse does not include reasonable and moderate physical discipline of a child
administered by a parent or legal guardian which does not result in an injury.
Abuse does not include the use of reasonable force by a teacher, principal,
executive director or school employee as allowed by Minn. Stat. § 121A.582 when
it is necessary under the circumstances to correct or restrain a student or prevent
bodily harm or death to another.
Actions which are not reasonable and moderate include, but are not limited to,
any of the following: (1) throwing, kicking, burning, biting, or cutting a child; (2)
striking a child with a closed fist; (3) shaking a child under age three; (4) striking
or other actions which result in any nonaccidental injury to a child under 18
months of age; (5) unreasonable interference with a child’s breathing; (6)
threatening a child with a dangerous weapon, including any firearm and any devices
calculated or likely to produce death or great bodily harm; (7) striking a child
under age one on the face or head; (8) striking a child who is at least age one but
under age four on the face or head, which results in an injury; (9) purposely giving
a child poison, alcohol, or dangerous, harmful, or controlled substances which
were not prescribed for the child by a practitioner, in order to control or punish
the child, or giving the child other substances that substantially affect the child’s
behavior, motor coordination, or judgment or that result in sickness or internal
injury, or subject the child to medical procedures that would be unnecessary if the
child were not exposed to the substances; (10) unreasonable physical confinement
or restraint including, but not limited to, tying, caging, or chaining; or (11) corporal
punishment.
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G.

“Report” means any communication received by the local welfare agency, police
department, county sheriff, or agency responsible for child protection pursuant to
this section that describes neglect or physical or sexual abuse of a child and
contains sufficient content to identify the child and any person believed to be
responsible for the neglect or abuse, if known.

H. “School Personnel” means professional employee or professional’s delegate of the school who
provides health, educational, social, psychological, law enforcement or child care services.
I. “Sexual Abuse” means the subjection of a child by a person responsible for the child’s care, by
a person who has a significant relationship to the child (including a parent, stepparent, guardian,
an individual related by blood, or an adult who resides intermittently or regularly in the same
dwelling as the child) or by a person in a current or recent position of authority (including but
not limited to a parent or a person charged with any parent’s rights or duty or responsibility for
the health, welfare, or supervision of a child, either independently or through another, no matter
how brief, at the time of the act) to any act which constitutes a violation of Minnesota statutes
prohibiting criminal sexual conduct. Such acts include sexual penetration, sexual contact,
solicitation of children to engage in sexual conduct, and communication of sexually explicit
materials to children. Sexual abuse includes any act involving a minor which constitutes
prostitution, use of a minor in a sexual performance, child sex trafficking, or threatened sexual
abuse.
J. “Mental Injury” means an injury to the psychological capacity or emotional stability of a child as
evidenced by an observable or substantial impairment in the child’s ability to function within a
normal range of performance and behavior with due regard to the child’s culture.
K. “Person responsible for the child’s care” means (1) an individual functioning within the family
unit and having responsibilities for the care of the child such as a parent, guardian, or other person
having similar care responsibilities, or (2) an individual functioning outside the family unit and
having responsibilities for the care of the child such as a teacher, school administrator, other
school employees or agents, or other lawful custodian of a child having either full-time or shortterm care responsibilities including, but not limited to, day care, babysitting whether paid or
unpaid, counseling, teaching, and coaching.
L. “Threatened injury” means a statement, overt act, condition, or status that represents a
substantial risk of physical or sexual abuse or mental injury. Threatened injury includes, but is
not limited to, exposing a child to a person responsible for the child’s care who has subjected the
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child to, or failed to protect a child from, egregious harm, or a person whose parental rights were
involuntarily terminated, been found palpably unfit, or one from whom legal and physical custody
of a child has been involuntarily transferred to another.
IV.

REPORTING PROCEDURES
A.

The Minnesota Department of Education (MDE) is responsible for assessing or
investigating allegations of child maltreatment in schools and the school shall make
its initial report of any allegations of child maltreatment in schools directly to the
appropriate department at MDE. Reports of allegations of child maltreatment
occurring outside of schools shall be made to the appropriate local welfare agency,
agency responsible for assessing or investigating the report, police department,
county sheriff, tribal social services agency, or tribal police department.

B.

A mandated reporter as defined herein shall immediately report the neglect or
physical or sexual abuse, which he or she knows or has reason to believe is
happening or has happened within the preceding three years to the local welfare
agency, police department, county sheriff, or agency responsible for assisting or
investigating maltreatment.

C.

If the immediate report has been made orally, by telephone or otherwise, the oral
report shall be followed by a written report within 72 hours (exclusive of
weekends and holidays) to the appropriate police department, the county sheriff,
local welfare agency, or agency responsible for assisting or investigating
maltreatment. The written report shall identify the child, any person believed to
be responsible for the abuse or neglect of the child if the person is known, the
nature and extent of the abuse or neglect and the name and address of the
reporter.

D.

Regardless of whether a report is made, as soon as practicable after a school
receives information regarding an incident that may constitute maltreatment of a
child in a school facility, the school shall inform the parent, legal guardian, or
custodian of the child that an incident has occurred that may constitute
maltreatment of the child, when the incident occurred, and the nature of the
conduct that may constitute maltreatment.

E.

A mandated reporter who knows or has reason to know of the deprivation of
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parental rights or the kidnapping of a child shall report the information to the local
police department or the county sheriff.

V.

F.

With the exception of a healthcare professional or a social service professional
who is providing the woman with prenatal care or other health care services, a
mandated reporter shall immediately report to the local welfare agency if the
person knows or has reason to believe that a woman is pregnant and has used a
controlled substance for a nonmedical purpose during the pregnancy, including,
but not limited to, tetrahydrocannabinol, or has consumed alcoholic beverages
during the pregnancy in any way that is habitual or excessive.

G.

A person mandated by Minnesota law and this policy to report who fails to report
may be subject to criminal penalties and/or discipline, up to and including
termination of employment.

H.

Submission of a good faith report under Minnesota law and this policy will not
adversely affect the reporter’s employment, or the child’s access to school.

I.

Any person who knowingly or recklessly makes a false report under this policy
may be subject to discipline, up to and including discharge. Minnesota law also
provides that anyone who knowingly or recklessly makes a false report shall be
liable in a civil suit for any actual damages suffered by the person or persons so
reported and for any punitive damages set by the court or jury, plus costs and
reasonable attorney fees.

INVESTIGATION
A.

The responsibility for investigating reports of suspected neglect or physical or
sexual abuse rests with the appropriate county, state, or local agency or agencies.
The agency responsible for assessing or investigating reports of child maltreatment
has the authority to interview the child, the person or persons responsible for the
child’s care, the alleged perpetrator, and any other person with knowledge of the
abuse or neglect for the purpose of gathering the facts, assessing safety and risk to
the child, and formulating a plan. The investigating agency may interview the child
at school. The interview may take place outside the presence of a school official.
The investigating agency, not the school, is responsible for either notifying or
withholding notification of the interview to the parent, guardian or person
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responsible for the child’s care. School officials may not disclose to the parent,
legal custodian, or guardian the contents of the notification or any other related
information regarding the interview until notified in writing by the local welfare or
law enforcement agency that the investigation or assessment has been concluded.

VI.

B.

When the investigating agency determines that an interview should take place on
school property, written notification of intent to interview the child on school
property will be received by school officials prior to the interview. The
notification shall include the name of the child to be interviewed, the purpose of
the interview, and a reference to the statutory authority to conduct an interview
on school property.

C.

Except where the alleged perpetrator is believed to be a school official or
employee, the time and place, and manner of the interview on school premises
shall be within the discretion of school officials, but the local welfare or law
enforcement agency shall have the exclusive authority to determine who may
attend the interview. The conditions as to time, place, and manner of the
interview set by the school officials shall be reasonable and the interview shall be
conducted not more than 24 hours after the receipt of the notification unless
another time is considered necessary by agreement between the school officials
and the local welfare or law enforcement agency. Every effort must be made to
reduce the disruption of the educational program of the child, other students, or
school employees when an interview is conducted on school premises.

D.

Where the alleged perpetrator is believed to be a school official or employee, the
school shall conduct its own investigation independent of MDE and, if involved,
the local welfare or law enforcement agency.

E.

Upon request by MDE, the school shall provide all requested data that are relevant
to a report of maltreatment and are in the possession of a school facility, pursuant
to an assessment or investigation of a maltreatment report of a student in school.
The local educational agency shall provide the requested data in accordance with
the requirements of the Minnesota Government Data Practices Act, Minn. Stat.
Ch. 13, and the Family Educational Rights and Privacy Act, 20 U.S.C. § 1232g.

DATA PRACTICES AND MAINTENANCE OF SCHOOL RECORDS
CONCERNING ABUSE OR POTENTIAL ABUSE
54

Modesta Philologia. Fida
Humanitas.
Disciplined Learning. Responsible
Citizenship.

VII.

A.

A written notification provided to the school to interview a child on school
property shall be private data. School officials may not disclose to the parent, legal
custodian, or guardian the contents of the notice or any other related information
regarding the interview until notified in writing by the local welfare or law
enforcement agency that the investigation has been concluded, unless a school
employee or agent is alleged to have maltreated the child.

B.

The name of the reporter of maltreatment shall be confidential data while the
report is under assessment or investigation and after the assessment or
investigation is completed.

C.

A local social services or child protection agency, or the agency responsible for
assessing or investigating the report of maltreatment, shall provide relevant private
data on individuals to a mandated reporter who made the report and who has an
ongoing responsibility for the health, education, or welfare of a child affected by
the data, unless the agency determines that providing the data would not be in the
best interests of the child. A reporter who receives private data on individuals
under this subdivision must treat the data as private data.

D.

All records regarding a report of maltreatment, including any notification of intent
to interview which was received by the school as described above in Paragraph A.,
shall be destroyed by the school only when ordered by the agency conducting the
assessment or investigation or by a court of competent jurisdiction.

PHYSICAL OR SEXUAL ABUSE AS SEXUAL HARASSMENT OR
VIOLENCE
Under certain circumstances, alleged physical or sexual abuse may also be sexual
harassment or violence under Minnesota law. If so, the duties relating to the reporting
and investigation of such harassment or violence may be applicable.

VIII.

DISSEMINATION OF POLICY AND TRAINING
A.

This policy shall appear in school personnel handbooks.

B.

The Executive Director will develop a method of discussing this policy with school
personnel.

C.

This policy shall be reviewed at least annually for compliance with state law.
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APPENDIX D
POLICY 524:
SAFETY

ELECTRONIC TECHNOLOGY ACCEPTABLE USE AND

I. PURPOSE
The purpose of this policy is to set forth policies and guidelines for access to and use of
Electronic Technology.
II.

DEFINITION
For purposes of this policy, the term “Electronic Technology” means all electronic
systems, equipment, and devices that are owned, leased, or supplied by the school, or
are otherwise under the control of the school, including, but not limited to, computers,
computer systems, networks, hardware, software, electronic devices, electronic
programs, electronic storage media, databases, systems used to supply or facilitate
Internet access, and Internet access provided by or gained though any school service,
system, device, or equipment.

III. GENERAL STATEMENT OF POLICY
In making decisions regarding student and employee access to and use of Electronic
Technology, the school considers its own stated educational mission, goals, and objectives.
Electronic information research skills are now fundamental to the preparation of citizens
and future employees. Access to Electronic Technology enables students and employees
to explore thousands of libraries, databases, bulletin boards, and other resources while
communicating with people around the world. The school expects that faculty will blend
thoughtful use of Electronic Technology throughout the curriculum and will provide
guidance and instruction to students in their use.
IV. LIMITED EDUCATIONAL PURPOSE
The school is providing students and employees with access to Electronic Technology for
educational purposes, which includes use of the system for classroom activities,
educational research, and professional or career development activities. Users are
expected to use Electronic Technology to further educational and personal goals
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consistent with the mission of the school and school policies. Uses which might be
acceptable on a user’s private personal account on another system may not be acceptable
on Electronic Technology, which is owned, operated, or provided by the school for a
limited purpose.
V. USE OF SYSTEM IS A PRIVILEGE
Access to and use of Electronic Technology is a privilege, not a right. Depending on the
nature and degree of the violation and the number of previous violations, unacceptable
use of Electronic Technology may result in one or more of the following consequences:
suspension or cancellation of use or access privileges; payments for damages and repairs;
discipline under other appropriate school policies, including suspension, expulsion,
exclusion or termination of employment; or civil or criminal liability under other
applicable laws.
VI. UNACCEPTABLE USES
A.

The following uses of Electronic Technology are considered unacceptable:
1.

Users will not use Electronic Technology to access, review, upload,
download, store, print, post, receive, transmit or distribute:
a.

pornographic, obscene or sexually explicit material or other visual
depictions that are harmful to minors;

b.

obscene, abusive, profane, lewd, vulgar, rude, inflammatory,
threatening, disrespectful, or sexually explicit language;

c.

materials that use language or images that are inappropriate in the
education setting or disruptive to the educational process;

d.

information or materials that could cause damage or danger of
disruption to the educational process;

e.

materials that use language or images that advocate violence or
discrimination toward other people (hate literature) or that may
constitute harassment or discrimination;
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f.

materials that present a risk of harm to students, staff, Electronic
Technology, or any school property.

2.

Users will not use Electronic Technology to knowingly or recklessly post,
transmit or distribute false or defamatory information about a person or
organization, or to harass another person, or to engage in personal attacks,
including prejudicial or discriminatory attacks.

3.

Users will not use Electronic Technology to engage in any illegal act or
violate any local, state or federal statute or law.

4.

Users will not use Electronic Technology to vandalize, damage or disable
the property of another person or organization, will not make deliberate
attempts to degrade or disrupt equipment, software or system
performance by spreading computer viruses or by any other means, will
not tamper with, modify or change the school system software, hardware
or wiring or take any action to violate the school’s security system, and
will not use Electronic Technology in such a way as to disrupt the use of
the system by other users.

5.

Users will not use Electronic Technology to gain unauthorized access to
information resources or to access another person’s materials, information
or files without the implied or direct permission of that person.

6.

Users will not use Electronic Technology to post or provide private
information about another person, personal contact information about
themselves or other persons, or other personally identifiable information,
including, but not limited to, addresses, telephone numbers, school
addresses, work addresses, identification numbers, account numbers,
access codes or passwords, labeled photographs or other information that
would make the individual’s identity easily traceable, and will not repost a
message that was sent to the user privately without permission of the
person who sent the message.
a.
This paragraph does not prohibit the posting of employee contact
information on school webpages or communications between employees
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and other individuals when such communications are made for educationrelated purposes (i.e., communications with parents or other staff members
related to students).
b.
Employees creating or posting school-related webpages may include
personal contact information about themselves on a webpage. However,
employees may not post personal contact information or other personally
identifiable information about students unless:
(1)
such information is classified by the school as directory
information and verification is made that the school has not received
notice from a parent/guardian or eligible student that such
information is not to be designated as directory information; or
(2)
such information is not classified by the school as directory
information but written consent for release of the information to be
posted has been obtained from a parent/guardian or eligible student.
In addition, prior to posting any personal contact or personally identifiable
information on a school-related webpage, employees shall obtain written
approval of the content of the postings from the building administrator.
c.
These prohibitions specifically prohibit a user from utilizing
Electronic Technology to post personal information about a user or
another individual on social networks, including, but not limited to,
Facebook, Twitter, Instagram, Snapchat, Reddit, and similar websites or
applications.
7.

Users are responsible for complying with school password security
procedures. Users will not attempt to gain unauthorized access to the
school system or any other system through the school system, attempt to
log in through another person’s account, or use computer accounts, access
codes or network identification other than those assigned to the user.
Messages and records on the school system may not be encrypted without
the permission of appropriate school authorities.

8.

Users will not use Electronic Technology to violate copyright laws or usage
licensing agreements, or otherwise to use another person’s property
without the person’s prior approval or proper citation, including the
downloading or exchanging of pirated software or copying software to or
from any school computer, and will not plagiarize works they find on the
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Internet.
9.

Users will not use Electronic Technology for conducting business, for
unauthorized commercial purposes or for financial gain unrelated to the
mission of the school. Users will not use Electronic Technology to offer or
provide goods or services or for product advertisement. Users will not
use Electronic Technology to purchase goods or services for personal use
without authorization from the appropriate school official.

10.

Users will not use Electronic Technology to engage in bullying or
cyberbullying in violation of the school’s Bullying Prohibition Policy (Policy
514). This prohibition includes using any technology or other electronic
communication off school premises to the extent that student learning or
the school environment is substantially and materially disrupted.

B.

This policy applies to the use of Electronic Technology regardless of whether or
not the user is physically present on school property and regardless of whether
or not the user is attending a school sponsored event or activity.

C.

If a user inadvertently accesses unacceptable materials or an unacceptable Internet
site, the user shall immediately disclose the inadvertent access to an appropriate
school official. In the case of a school employee, the immediate disclosure shall
be to the employee’s immediate supervisor and/or the building administrator. This
disclosure may serve as a defense against an allegation that the user has
intentionally violated this policy. In certain rare instances, a user also may access
otherwise unacceptable materials if necessary to complete an assignment and if
done with the prior approval of and with appropriate guidance from the
appropriate teacher or, in the case of a school employee, the building
administrator.

D.

Any student who witnesses unacceptable use of Electronic Technology is
encouraged to report this unauthorized use to the appropriate school official. Any
school employee who witnesses unacceptable use of Electronic Technology shall
report this unauthorized use to the appropriate school official.

VII.

FILTER
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A.

B.

The School will monitor the online activities of minors and adults when those
activities occur using Electronic Technology, and employ technology protection
measures during any use of such Electronic Technology by minors and adults. The
technology protection measures utilized will block or filter Internet access to any
visual depictions that are:
1.

Obscene;

2.

Child pornography; or

3.

Harmful to minors.

The term “harmful to minors” means any picture, image, graphic image file, or
other visual depiction that:
1.

Taken as a whole and with respect to minors, appeals to a prurient interest
in nudity, sex, or excretion; or

2.

Depicts, describes, or represents, in a patently offensive way with respect
to what is suitable for minors, an actual or simulated sexual act or sexual
contact, actual or simulated normal or perverted sexual acts, or a lewd
exhibition of the genitals; and

3.

Taken as a whole, lacks serious literary, artistic, political, or scientific value
as to minors.

C.

An administrator, supervisor or other person authorized by the executive director
may disable the technology protection measure, during use by an adult, to enable
access for bona fide research or other lawful purposes.

D.

Software filtering technology shall be narrowly tailored and shall not discriminate
based on viewpoint.

E.

The school will educate students about appropriate online behavior, including
interacting with other individuals on social networking websites and in chat rooms
and cyberbullying awareness and response.
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F.

VIII.

The use of a “Proxy” server or service to bypass the filtering technology is not
allowed and is a violation of this policy. Defeating or bypassing the filtering
technology is also a violation of CIPA (Children's Internet Protection Act, [Federal
Act, 2000]).
CONSISTENCY WITH OTHER SCHOOL POLICIES

Use of Electronic Technology shall be consistent with school policies and the mission of
the school.
IX.

NO EXPECTATION OF PRIVACY
A.

By authorizing use of Electronic Technology, the school does not relinquish
control over materials on the system or contained in files on the system. Users
have no reasonable expectation of privacy in the contents of any data, including
personal files, that are accessed, reviewed, uploaded, downloaded, stored,
maintained, printed, posted, transmitted, or distributed using Electronic
Technology.

B.

Routine maintenance and monitoring of the Electronic Technology may lead to a
discovery that a user has violated this policy, another school policy, or the law.

C.

An investigation or search related to employee use will be conducted when
authorized by an administrator, supervisor or other person authorized by the
executive director. An investigation or search related to student use will be
conducted when authorized by the building principal or assistant principal, an
administrator, supervisor or other person authorized by the executive director.

D.

Parents have the right at any time to investigate or review the contents of their
child’s files and email files. Parents have the right to request the termination of
their child’s access to or use of Electronic Technology at any time.

E.

School employees should be aware that data and other materials in files maintained
on or through the use of Electronic Technology may be subject to review,
disclosure or discovery under Minn. Stat. Ch. 13 (the Minnesota Government Data
Practices Act).
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F.

The school will cooperate fully with local, state and federal authorities in any
investigation concerning or related to any illegal activities or activities not in
compliance with school policies conducted through the school system.

G.

The school retains full ownership, authority, and control over its Electronic
Technology. To the full extent permitted by law, the school may monitor and
inspect the use of Electronic Technology, including, but not limited to, any data
that are accessed, reviewed, uploaded, downloaded, stored, maintained, printed,
posted, transmitted, or distributed using Electronic Technology. Such monitoring
and inspection may occur as authorized by an administrator, supervisor or other
person authorized by the executive director, without any notice to the user.

X. ELECTRONIC TECHNOLOGY USE AGREEMENT
A.

The proper use of Electronic Technology, and the educational value to be gained
from proper Electronic Technology use, is the joint responsibility of students,
parents and employees of the school.

B.

This policy requires the permission of and supervision by the school’s designated
professional staff before a student may use a school account or resource to access
Electronic Technology.

C.

The Electronic Technology Use Agreement form for students must be read and
signed by the student user. The Electronic Technology Use Agreement form for
employees must be signed by the employee. The form must then be filed at the
school office.

XI. LIMITATION ON SCHOOL LIABILITY
Use of Electronic Technology is at the user’s own risk. Electronic Technology is provided
on an “as is, as available” basis. The school will not be responsible for any damage users
may suffer, including, but not limited to, loss, damage or unavailability of data stored on
school diskettes, tapes, hard drives or servers, or for delays or changes in or interruptions
of service or misdeliveries or nondeliveries of information or materials, regardless of the
cause. The school is not responsible for the accuracy or quality of any advice or
information obtained through or stored on Electronic Technology. The school will not
be responsible for financial obligations arising through unauthorized use of Electronic
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Technology.
XII.

USER NOTIFICATION

A.

All users shall be notified of the school policies relating to Electronic Technology
use.

B.

This notification shall include the following:
1.

Notification that use of Electronic Technology is subject to compliance
with school policies.

2.

Disclaimers limiting the school’s liability relative to:
a.

Information stored on school diskettes, hard drives or servers.

b.

Information retrieved through school computers, networks or
online resources.

c.

Personal property used to access school computers, networks or
online resources.

d.

Unauthorized financial obligations resulting from use of school
resources/accounts to access the Internet.

3.

A description of the privacy rights and limitations of school
sponsored/managed Internet accounts.

4.

Notification that, even though the school may use technical means to limit
student Electronic Technology access, these limits do not provide a
foolproof means for enforcing the provisions of this acceptable use policy.

5.

Notification that goods and services can be purchased over the Internet
that could potentially result in unwanted financial obligations and that any
financial obligation incurred by a student through the Internet is the sole
responsibility of the student and/or the student’s parents.
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6.

Notification that the collection, creation, reception, maintenance and
dissemination of data via Electronic Technology, including electronic
communications, is governed by Policy 406, Public and Private Personnel
Data, and Policy 515, Protection and Privacy of Pupil Records.

7.

Notification that, should the user violate the school’s acceptable use policy,
the user’s access privileges may be revoked, school disciplinary action may
be taken and/or appropriate legal action may be taken.

8.

Notification that all provisions of the acceptable use policy are subordinate
to local, state and federal laws.

XIII. PARENTS’ RESPONSIBILITY; NOTIFICATION
ELECTRONIC TECHNOLOGY USE

OF

STUDENT

A.

Outside of school, parents bear responsibility for the same guidance of Electronic
Technology use as they exercise with information sources such as television,
phones, radio, movies and other possibly offensive media. Parents are responsible
for monitoring their student’s use of Electronic Technology if the student is
accessing Electronic Technology from home or a remote location.

B.

Parents will be notified that their students will be using school resources/accounts
to access Electronic Technology and that the school will provide parents the
option to request alternative activities not requiring Internet access. This
notification should include:
1.

A copy of the user notification form provided to the student user.

2.

A description of parent/guardian responsibilities.

3.

A notification that the parents have the option to request alternative
educational activities not requiring Internet access and the material to
exercise this option.

4.

A statement that the Electronic Technology Use Agreement must be
signed by the student user prior to use..
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5.

A statement that the school’s acceptable use policy is available for parental
review.

XIV. IMPLEMENTATION; POLICY REVIEW
A.

The school administration may develop appropriate user notification forms,
guidelines and procedures necessary to implement this policy for submission to
the school board for approval. Upon approval by the school board, such
guidelines, forms and procedures shall be an addendum to this policy.

B.

The administration shall revise the user notifications, including student and parent
notifications, if necessary, to reflect the adoption of these guidelines and
procedures.

C.

The school Electronic Technology policies and procedures are available for review
by all parents, guardians, staff and members of the community.

D.

Because of the rapid changes in the development of Electronic Technology, the
school board shall conduct an annual review of this policy.
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Appendix E
POLICY 514: BULLYING PROHIBITION
I. PURPOSE
A safe and civil environment is needed for students to learn and attain high academic standards
and to promote healthy human relationships. Bullying, like other violent or disruptive
behavior, is conduct that interferes with students’ ability to learn and teachers’ ability to
educate students in a safe environment. The school cannot monitor the activities of
students at all times and eliminate all incidents of bullying between students, particularly
when students are not under the direct supervision of school personnel. However, to the
extent such conduct affects the educational environment of the school and the rights and
welfare of its students and is within the control of the school in its normal operations, it
is the school’s intent to prevent bullying and to take action to investigate, respond,
remediate, and discipline those acts of bullying which have not been successfully
prevented. The purpose of this policy is to assist the school in its goal of preventing and
responding to acts of bullying, intimidation, violence, and other similar disruptive
behavior.
II.

GENERAL STATEMENT OF POLICY
A. An act of bullying, by either an individual student or a group of students, is expressly
prohibited on school property or at school-related functions. This policy also
applies to any student whose conduct at any time or in any place constitutes
bullying that interferes with or obstructs the mission or operations of the local
educational agency or the safety or welfare of the student, other students, or
employees. Cyber bullying also may constitute an act of bullying regardless of
whether such acts are committed on or off local educational agency property
and/or with or without the use of school resources.
B.

No teacher, administrator, volunteer, contractor, or other employee of the school shall
permit, condone, or tolerate bullying.
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C.

Apparent permission or consent by a student being bullied does not lessen the
prohibitions contained in this policy.

D.

Retaliation against a victim, good faith reporter, or a witness of bullying is prohibited.

E.

False accusations or reports of bullying against another student are prohibited.

F.

A student who engages in an act of bullying, reprisal, retaliation, or knowingly making
a false report of bullying shall be subject to discipline or other remedial responses
for that act in accordance with the school’s policies and procedures, including the
school’s discipline policy. A teacher, administrator, volunteer, contractor, or other
employee of the school district who permits, condones, or tolerates bullying or
engages in an act of reprisal, retaliation, or knowingly making a false report of
bullying shall be subject to disciplinary action. The school may take into account
the following factors:
1.

The developmental and maturity levels of the parties involved;

2.

The levels of harm, surrounding circumstances, and nature of the behavior;

3.

Past incidences or past or continuing patterns of behavior;

4.

The relationship between the parties involved; and

5.

The context in which the alleged incidents occurred.

Consequences for students who commit acts of bullying or other prohibited conduct may
range from remedial responses or positive behavioral interventions up to and including
suspension and/or expulsion. The school district shall employ research-based
developmentally appropriate best practices that include preventative and remedial
measures and effective discipline for deterring violations of this policy, apply throughout
the school district, and foster student, parent, and community participation.
Consequences for employees who permit, condone, or tolerate bullying or engage in an
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act of reprisal or intentional false reporting of bullying may result in disciplinary action up
to and including termination or discharge.
G.

III.

The school will act to investigate all complaints of bullying and will discipline or take
appropriate action against any student, teacher, administrator, volunteer or other
employee of the school who is found to have violated this policy.
DEFINITIONS
For purposes of this policy, the definitions included in this section apply.

A.
“Bullying” means intimidating, threatening, abusive, or harming conduct that is
objectively offensive and:
1. An actual or perceived imbalance of power exists between the student
engaging in the prohibited conduct and the target of the prohibited
conduct, and the conduct is repeated or forms a pattern; or
1.
Materially and substantially interferes with a student’s educational opportunities
or performance or ability to participate in school functions or activities or receive school
benefits, services, or privileges.
The term “bullying” specifically includes “cyberbullying” as defined in this policy.
B. “Cyberbullying” means bullying using technology or other electronic
communication, including, but not limited to, a transfer of a sign, signal, writing,
image, sound, or data, including a post on a social network Internet website or
forum, transmitted through a computer, cell phone, or other electronic device.
The term applies to prohibited conduct which occurs on school premises, on
school district property, at school functions or activities, on school
transportation, or on school computers, networks, forums, and mailing lists, or
off school premises to the extent that it substantially and materially disrupts
student learning or the school environment.
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C. “Immediately” means as soon as possible but in no event longer than one
school day.
D. “On school premises, on school property, or at school-related functions, or on
school transportation” means all school buildings, school grounds, and school
property, school bus stops, school buses, school vehicles, school contracted
vehicles, or any other vehicles approved for local educational agency purposes,
the area of entrance or departure from school grounds, premises, or events,
and all school-related functions, school-sponsored activities, events, or trips.
While prohibiting bullying at these locations and events, the school does not
represent that it will provide supervision or assume liability at these locations
and events.
E. “Intimidating, threatening, abusive, or harming conduct” means, but is not
limited to, conduct that does the following:
1. Causes physical harm to a student or a student’s property or causes a
student to be in reasonable fear of harm to person or property;
1.
Violates a student’s reasonable expectation of privacy, defames a student, or
constitutes intentional infliction of emotional distress against a student; or
1.
Is directed at any student or students, including those based on a person’s actual
or perceived race, ethnicity, color, creed, religion, national origin, immigration status, sex,
marital status, familial status, socioeconomic status, physical appearance, sexual
orientation including gender identity and expression, academic status related to student
performance, disability, or status with regard to public assistance, age, or any additional
characteristic defined in the Minnesota Human Rights Act (MHRA). However, prohibited
conduct need not be based on any particular characteristic defined in this paragraph or
the MHRA.
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F. “Prohibited conduct” means bullying or cyberbullying as defined in this policy
or retaliation or reprisal for asserting, alleging, reporting, or providing
information about such conduct or knowingly making a false report about
bullying.
G. “Remedial response” means a measure to stop and correct prohibited conduct,
prevent prohibited conduct from recurring, and protect, support, and intervene
on behalf of a student who is the target or victim of prohibited conduct.
H. “Student” means a student enrolled in the school.
IV.

REPORTING PROCEDURE
A. Any student who believes he or she has been the victim of bullying should report the
alleged acts immediately to an appropriate school official designated by this
policy. A student may report bullying anonymously. However, the school’s ability
to take action against an alleged perpetrator based solely on an anonymous report
may be limited. Any teacher, administrator, volunteer, contractor, or other
employee of the school with knowledge or belief of conduct that may constitute
bullying or prohibited conduct under this policy shall report the alleged acts
immediately to an appropriate school official.
B.

The school encourages the reporting party or complainant to submit a complaint in
writing but oral reports shall be considered complaints as well.

C.

The executive director or designee (hereinafter the “building report taker”) is the
person responsible for receiving reports of bullying. At the Bloomington Campus,
the Bloomington Campus Principal shall be the building report taker, and at the
Richfield Campus, the Richfield Campus Principal shall be the building report taker.
The building report taker shall ensure that this policy and its procedures, practices,
consequences, and sanctions are fairly and fully implemented and shall serve as
the primary contact on policy and procedural matters. The building report taker or
a third party designated by the school district shall be responsible for the
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investigation. The building report taker shall provide information about available
community resources to the target or victim of the bullying or other prohibited
conduct, the perpetrator, and other affected individuals as appropriate.
D.

A teacher, school administrator, volunteer, or other school employee shall be
particularly alert to possible situations, circumstances, or events that might include
bullying. Any such person who receives a report of, observes, or has other
knowledge or belief of conduct that may constitute bullying shall make reasonable
efforts to address and resolve the bullying or prohibited conduct and shall inform
the executive director immediately.

E.

Reports of bullying are classified as private educational and/or personnel data
and/or confidential investigative data and will not be disclosed except as permitted
by law.

F.

Submission of a good faith complaint or report of bullying will not affect the
complainant’s or reporter’s future employment, grades, or work assignments, or
educational or work environment.
G. The school will respect the privacy of the complainant(s), the individual(s) against
whom the complaint is filed, and the witnesses as much as possible, consistent with
the school’s obligation to investigate, take appropriate action, and comply with any
legal disclosure obligations.

V.

SCHOOL ACTION
A. Within three school days of the receipt of a complaint or report of bullying or
other prohibited conduct, the school shall undertake or authorize an
investigation by school officials or a third party designated by the school.
B. The school may take immediate steps, at its discretion, to protect the target or
victim of bullying or other prohibited conduct, the complainant, reporter,
students, or others pending completion of an investigation of bullying,
consistent with applicable law.
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C. The alleged perpetrator of bullying or other prohibited conduct shall be
allowed the opportunity to present a defense during the investigation or prior
to the imposition of discipline or other remedial responses.
D. Upon completion of an investigation that determined that bullying or other
prohibited conduct has occurred, the school will take appropriate action. Such
action may include, but is not limited to, warning, suspension, exclusion,
expulsion, transfer, remediation, termination, or discharge. Disciplinary
consequences will be sufficiently severe to try to deter violations and to
appropriately discipline prohibited behavior. Remedial responses to bullying
or other prohibited conduct shall be tailored to the particular incident and
nature of the conduct and shall take into account the factors specified in
Section II.F. of this policy. School action taken for violation of this policy will be
consistent with the requirements of applicable statutory authority, including the
Minnesota Pupil Fair Dismissal Act; school policies; and regulations.
E. The school is not authorized to disclose to a victim private educational or
personnel data regarding an alleged perpetrator who is a student or employee
of the school. School officials will notify the parent(s) or guardian(s) of students
involved in a bullying incident and the remedial action taken, to the extent
permitted by law, based on a confirmed report.
F. In order to prevent or respond to bullying or other prohibited conduct
committed by or directed against a child with a disability, the school district
shall, when determined appropriate by the child’s individualized education
program (IEP) team or Section 504 team, allow the child’s IEP or Section 504
plan to be drafted to address the skills and proficiencies the child needs as a
result of the child’s disability to allow the child to respond to or not to engage
in bullying or other prohibited conduct.
VI.

REPRISAL
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The school will discipline or take appropriate action against any student, teacher,
administrator, volunteer or other employee of the school who retaliates against any
person who makes a good faith report of alleged bullying or against any person who
testifies, assists, or participates in an investigation, or against any person who testifies,
assists, or participates in a proceeding or hearing relating to such bullying. Retaliation
includes, but is not limited to, any form of intimidation, harassment, or intentional
disparate treatment.
VII.

TRAINING AND EDUCATION
A. The school annually will provide information and any applicable training to local
educational agency staff regarding this policy.
B. The school annually will provide education and information to students
regarding bullying, including information regarding this school policy
prohibiting bullying, the harmful effects of bullying, and other applicable
initiatives to prevent bullying. Newly employed school personnel must receive
the training within the first year of their employment with the district or school.
A district or school administrator may accelerate the training cycle or provide
additional training based on a particular need or circumstance.
C. The administration of the school is directed to implement programs and other
initiatives to prevent bullying, to respond to bullying in a manner that does not
stigmatize the victim, and to make resources or referrals to resources available
to victims of bullying.
D. The school may implement violence prevention and character development
education programs to prevent and reduce policy violations. Such programs
may offer instruction on character education including, but not limited to,
character qualities such as attentiveness, truthfulness, respect for authority,
diligence, gratefulness, self-discipline, patience, forgiveness, respect for others,
peacemaking, and resourcefulness.
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E. The school district shall require ongoing professional development, consistent
with Minn. Stat. § 122A.60, to build the skills of all school personnel who
regularly interact with students to identify, prevent, and appropriately address
bullying and other prohibited conduct. Such professional development
includes, but is not limited to, the following:
1. Developmentally appropriate strategies both to prevent and to
immediately and effectively intervene to stop prohibited conduct;
1.
The complex dynamics affecting a perpetrator, target, and witnesses to prohibited
conduct;
1.
Research on prohibited conduct, including specific categories of students at risk
for perpetrating or being the target or victim of bullying or other prohibited conduct in
school;
1.

The incidence and nature of cyberbullying; and

1.

Internet safety and cyberbullying.
F. Affected students and their parents may have rights under state and federal
data practices laws to obtain access to data related to an incident and to contest
the accuracy or completeness of the data.

VIII.

NOTICE
A. The school will give annual notice of this policy to students, parents or
guardians, and staff, and reference to this policy shall appear in the parentstudent handbook.
B. This policy or a summary thereof must be conspicuously posted in the
administrative offices of the school district and the office of each school.
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C. This policy must be given to each school employee and independent contractor
who regularly interacts with students, at the time of initial employment with the
school.
D. This policy must be available to all parents and other school community
members in an electronic format in the languages appearing on the district or
school website, consistent with the district policies and practices.
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Appendix F
POLICY 413: HARASSMENT AND VIOLENCE
I.

PURPOSE

The purpose of this policy is to maintain an environment for learning and working that is free from
harassment and violence on the basis of race, color, creed, religion, national origin, sex, gender,
age, marital status, familial status, status with regard to public assistance, sexual orientation, or
disability. The school board prohibits any form of harassment and violence on the basis of race,
color, creed, religion, national origin, sex, gender, age, marital status, familial status, status with
regard to public assistance, sexual orientation, or disability.
II.

GENERAL STATEMENT OF POLICY
A.

It is the policy of the school to maintain a learning and working environment that is free
from harassment and violence on the basis of race, color, creed, religion, national origin,
sex, gender, age, marital status, familial status, status with regard to public assistance,
sexual orientation, or disability. The school prohibits any form of harassment and violence
on the basis of race, color, creed, religion, national origin, sex, gender, age, marital status,
familial status, status with regard to public assistance, sexual orientation, or disability.

B.

It shall be a violation of this policy for any pupil, teacher, administrator or other school
personnel to harass a pupil, teacher, administrator or other school personnel or group of
students, teachers, administrators, or other school district personnel through conduct or
communication based on a person’s race, color, creed, religion, national origin, sex,
gender, age, marital status, familial status, status with regard to public assistance, sexual
orientation, or disability, as defined by this policy. For purposes of this policy, school
personnel includes school board members, school employees, agents, volunteers,
contractors or persons subject to the supervision and control of the school.

C.

It shall be a violation of this policy for any pupil, teacher, administrator or other school
personnel of the school to inflict, threaten to inflict, or attempt to inflict violence upon
any student, teacher, administrator, or other school district personnel or group of
students, teachers, administrators, or other school district personnel based on a person’s
race, color, creed, religion, national origin, sex, gender, age, marital status, familial status,
status with regard to public assistance, sexual orientation, or disability.
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D.

III.

The school will act to investigate all complaints, either formal or informal, verbal or written,
of harassment or violence based on a person’s race, color, creed, religion, national origin,
sex, gender, age, marital status, familial status, status with regard to public assistance,
sexual orientation, or disability, and to discipline or take appropriate action against any
student, teacher, administrator, or other school district personnel who is found to have
violated this policy.

DEFINITIONS
A.

Harassment; Definition
1. “Harassment” prohibited by this policy consists of physical or verbal conduct,
including, but not limited to, electronic communications, relating to an
individual’s or group of individuals’ race, color, creed, religion, national origin,
sex, gender, age, marital status, familial status, status with regard to public
assistance, sexual orientation, or disability when the conduct:

a.
has the purpose or effect of creating an intimidating, hostile, or offensive working or
academic environment;
b.
has the purpose or effect of substantially or unreasonably interfering with an individual’s
work or academic performance; or
c.
otherwise adversely affects an individual’s employment or academic opportunities.
B. “Immediately” means as soon as possible but in no event longer than one school day.
C. Protected Classifications; Definitions
1. “Disability” means any condition or characteristic that renders a person a
disabled person. A disabled person is any person who:
a.
Has a physical, sensory, or mental impairment which substantially limits one or more
major life activities;
b.
Has a record of such an impairment; or
c.
Is regarded as having such an impairment.
1.

“Familial status” means the condition of one or more minors being domiciled with:
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a.
Their parent or parents or the minor’s legal guardian; or
b.
The designee of the parent or parents or guardian with the written permission of the
parent or parents or guardian. The protections afforded against harassment on the basis of family
status apply to any person who is pregnant or is in the process of securing legal custody of an
individual who has not attained the age of majority.
1.
“Marital status” means whether a person is single, married, remarried, divorced,
separated, or a surviving spouse and, in employment cases, includes protection against harassment
on the basis of the identity, situation, actions, or beliefs of a spouse or former spouse.
1.
“National origin” means the place of birth of an individual or of any of the individual’s
lineal ancestors.
1.
“Sex” includes, but is not limited to, pregnancy, childbirth, and disabilities related to
pregnancy or childbirth.
1.
“Sexual orientation” means having or being perceived as having an emotional, physical, or
sexual attachment to another person without regard to the sex of that person or having or being
perceived as having an orientation for such attachment, or having or being perceived as having a
self-image or identity not traditionally associated with one’s biological maleness or femaleness.
“Sexual orientation” does not include a physical or sexual attachment to children by an adult.
1.
“Status with regard to public assistance” means the condition of being a recipient of
federal, state, or local assistance, including medical assistance, or of being a tenant receiving
federal, state, or local subsidies, including rental assistance or rent supplements.
D. Sexual Harassment; Definition
1.

a.

Sexual harassment consists of unwelcome sexual advances, requests for sexual favors,
sexually motivated physical conduct or other verbal or physical conduct or
communication of a sexual nature when:

submission to that conduct or communication is made a term or condition, either explicitly
or implicitly, of obtaining or retaining employment, or of obtaining an education;
or
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b.
c.

2.

submission to or rejection of that conduct or communication by an individual
is used as a factor in decisions affecting that individual’s employment or
education; or
that conduct or communication has the purpose or effect of substantially or
unreasonably interfering with an individual’s employment or education, or
creating an intimidating, hostile or offensive employment or educational
environment.

Sexual harassment may include but is not limited to:
a.
b.
c.

unwelcome verbal harassment or abuse;
unwelcome pressure for sexual activity;
unwelcome, sexually motivated or inappropriate patting, pinching or physical
contact, other than necessary restraint of pupil(s) by teachers,
administrators or other school personnel to avoid physical harm to
persons or property;
d. unwelcome sexual behavior or words, including demands for sexual favors,
accompanied by implied or overt threats concerning an individual’s
employment or educational status;
e. unwelcome sexual behavior or words, including demands for sexual favors,
accompanied by implied or overt promises of preferential treatment with
regard to an individual’s employment or educational status; or
f. unwelcome behavior or words directed at an individual because of gender.
E. Sexual Violence; Definition
1.

Sexual violence is a physical act of aggression or force or the threat thereof which
involves the touching of another’s intimate parts, or forcing a person to touch any
person’s intimate parts. Intimate parts, as defined in Minn. Stat. § 609.341, includes
the primary genital area, groin, inner thigh, buttocks or breast, as well as the
clothing covering these areas.

2.

Sexual violence may include, but is not limited to:
a.

touching, patting, grabbing, or pinching another person’s intimate parts,
whether that person is of the same sex or the opposite sex;
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b.
c.
d.

coercing, forcing or attempting to coerce or force the touching of anyone’s
intimate parts;
coercing, forcing or attempting to coerce or force sexual intercourse or a
sexual act on another; or
threatening to force or coerce sexual acts, including the touching of intimate
parts or intercourse, on another.

F. Remedial response; Definition
“Remedial response” means a measure to stop and correct acts of harassment or violence,
prevent acts of harassment or violence from recurring, and protect, support, and intervene on
behalf of a student who is the target or victim of acts of harassment or violence.
G. Violence; Definition
Violence prohibited by this policy is a physical act of aggression or assault upon
another or group of individuals because of, or in a manner reasonably related to,
race, color, creed, religion, national origin, sex, gender, age, marital status, familial
status, status with regard to public assistance, sexual orientation, or disability.
H. Assault; Definition
Assault is:
1.
2.
3.
IV.

an act done with intent to cause fear in another of immediate bodily harm or death;
the intentional infliction of or attempt to inflict bodily harm upon another; or
the threat to do bodily harm to another with present ability to carry out the threat.

REPORTING PROCEDURES
A.

Any person who believes he or she has been the target or victim of harassment or violence
on the basis of race, color, creed, religion, national origin, sex, gender, age, marital status,
familial status, status with regard to public assistance, sexual orientation, or disability by a
pupil, teacher, administrator or other school personnel of the school, or any person with
knowledge or belief of conduct which may constitute harassment or violence prohibited
by this policy toward a pupil, teacher, administrator or other school personnel should
report the alleged acts immediately to an appropriate school district official designated by
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this policy. A person may report conduct which may constitute harassment or violence
anonymously. However, the school district may not rely solely on an anonymous report
to determine discipline or other remedial responses. The school encourages the
reporting party or complainant to use the report form available from the school office,
but oral reports shall be considered complaints as well. Nothing in this policy shall
prevent any person from reporting harassment or violence directly to the Executive
Director of Seven Hills Preparatory Academy.
B.

The “building report taker” is the person responsible for receiving oral or written reports
of religious, racial or sexual harassment or violence. At the Bloomington Campus, the
Bloomington Campus Principal shall be the building report taker, and at the Richfield
Campus, the Richfield Campus Principal shall be the building report taker. Any adult
school district personnel who receives a report of harassment or violence prohibited by
this policy shall inform the building report taker immediately. If the complaint involves the
building report taker, the complaint shall be made or filed directly with the Executive
Director or the school board chair, as appropriate, by the reporting party or complainant.
The Executive Director shall ensure that this policy and its procedures, practices,
consequences, and sanctions are fairly and fully implemented and shall serve as a primary
contact on policy and procedural matters.

C.

Upon receipt of a report, the Campus Principal must notify the Executive Director
without screening or investigating the report. The building report taker may request, but
may not insist upon a written complaint. If the report was given verbally, the Campus
Principal, as appropriate, shall personally reduce it to written form within 24
hours. Failure to record any harassment or violence report or complaint as provided
herein will result in disciplinary action against the building report taker.

D.

The school board hereby designates the Executive Director as the school’s human rights
officer(s) to receive reports or complaints of harassment or violence prohibited by this
policy. If the complaint involves the Executive Director, the complaint shall be filed
directly with the chair of the school board.

E.

The school shall conspicuously post the name of the Executive Director as the human
rights officer; the official’s school phone number and email address shall also be posted.
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F.

Submission of a good faith complaint or report of harassment or violence prohibited by
this policy will not affect the complainant or reporter’s future employment, grades, work
assignments, or educational or work environment.

G.

Use of formal reporting forms is not mandatory.

H.

The school will respect the privacy of the complainant(s), the individual(s) against whom
the complaint is filed, and the witnesses as much as possible, consistent with the school’s
legal obligations to investigate, to take appropriate action, and to conform with any
discovery or disclosure obligations.

I.

A teacher, school administrator, volunteer, contractor, or other school employee shall
be particularly alert to possible situations, circumstances, or events that might include acts
of harassment or violence. Any such person who witnesses, observes, receives a report
of, or has other knowledge or belief of conduct that may constitute harassment or
violence shall make reasonable efforts to address and resolve the harassment or violence
and shall inform the building report taker immediately. School district personnel who fail
to inform the building report taker of conduct that may constitute harassment or violence
or who fail to make reasonable efforts to address and resolve the harassment or violence
in a timely manner may be subject to disciplinary action.

J.

Reports of harassment or violence prohibited by this policy are classified as private
educational and/or personnel data and/or confidential investigative data and will not be
disclosed except as permitted by law.
I.

Retaliation against a victim, good faith reporter, or a witness of violence or harassment
is prohibited.

J.

False accusations or reports of violence or harassment against another person are
prohibited.

K. A person who engages in an act of violence or harassment, reprisal, retaliation, or
false reporting of violence or harassment, or an employee who permits, condones, or
tolerates violence or harassment shall be subject to discipline or other remedial
responses for that act in accordance with the school’s policies and procedures.
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Consequences for students who commit, or are a party to, prohibited acts of violence or
harassment or who engage in reprisal or intentional false reporting may range from remedial
responses or positive behavioral interventions up to and including suspension and/or expulsion.
Consequences for employees who engage in an act of violence or harassment, reprisal, retaliation,
or false reporting of violence or harassment, or permit, condone, or tolerate violence or
harassment, may result in disciplinary action up to and including termination or discharge.
Consequences for other individuals engaging in prohibited acts of violence or harassment may
include, but not be limited to, exclusion from school district property and events and/or
termination of services and/or contracts.
V.

INVESTIGATION
A.

By authority of the school, the Executive Director, within three (3) business days of the
receipt of a report or complaint alleging harassment or violence prohibited by this policy,
shall undertake or authorize an investigation. The investigation may be conducted by
school officials or by a third party designated by the Executive Director.

B.

The investigation may consist of personal interviews with the complainant, the
individual(s) against whom the complaint is filed, and others who may have knowledge of
the alleged incident(s) or circumstances giving rise to the complaint. The investigation
may also consist of any other methods and documents deemed pertinent by the
investigator.

C.

In determining whether alleged conduct constitutes a violation of this policy, the school
should consider the surrounding circumstances, the nature of the behavior, past incidents
or past or continuing patterns of behavior, the relationships between the parties involved
and the context in which the alleged incidents occurred. Whether a particular action or
incident constitutes a violation of this policy requires a determination based on all the
facts and surrounding circumstances.

D.

In addition, the school may take immediate steps, at its discretion, to protect the target
or victim, complainant, pupils, teachers, administrators or other school personnel pending
completion of an investigation of alleged harassment or violence prohibited by this policy.

E.

The alleged perpetrator of the act(s) of harassment or violence shall be allowed the
84

Modesta Philologia. Fida
Humanitas.
Disciplined Learning. Responsible
Citizenship.

opportunity to present a defense during the investigation or prior to the imposition of
discipline or other remedial responses.
F.

VI.

VII.

The investigation will be completed as soon as practicable. The Executive Director shall
make a written report upon completion of the investigation. If the complaint involves the
Executive Director, the report may be filed directly with the school board. The report
shall include a determination of whether the allegations have been substantiated as factual
and whether they appear to be violations of this policy.

SEVEN HILLS PREPARATORY ACADEMY ACTION
A.

Upon receipt of a report, the school will take appropriate action. Such action may include,
but is not limited to, warning, suspension, exclusion, expulsion, transfer, remediation,
termination or discharge. Disciplinary consequences will be sufficiently severe to try to
deter violations and to appropriately discipline prohibited behavior. School action taken
for violation of this policy will be consistent with requirements of Minnesota and federal
law and school policies.

B.

The school is not authorized to disclose to a victim private educational or personnel data
regarding an alleged perpetrator who is a student or employee of the school district. In
cases of bullying, as defined in Minnesota Statute section 121A.031, subd. 2, school officials
will notify the parent(s) or guardian(s) of targets or victims of harassment or violence and
the parent(s) or guardian(s) of alleged perpetrators of harassment or violence who have
been involved in a reported and confirmed harassment or violence incident of the
remedial or disciplinary action taken, to the extent permitted by law.

C.

In order to prevent or respond to acts of harassment or violence committed by or directed
against a child with a disability, the school shall, where determined appropriate by the
child’s individualized education program (IEP) or Section 504 team, allow the child’s IEP
or Section 504 plan to be drafted to address the skills and proficiencies the child needs as
a result of the child’s disability to allow the child to respond to or not to engage in acts
of harassment or violence.

RETALIATION OR REPRISAL
The school will discipline or take appropriate action against any pupil, teacher, administrator or
other school personnel who retaliates against any person who asserts, alleges, or makes a good
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faith report of alleged harassment or violence prohibited by this policy, who testifies, assists, or
participates in an investigation, or who testifies, assists or participates in a proceeding or hearing
relating to such harassment or violence. Retaliation includes, but is not limited to, any form of
intimidation, reprisal, intentional disparate treatment, or harassment. Disciplinary consequences
will be sufficiently severe to deter violations and to appropriately discipline the individual(s) who
engaged in the harassment or violence. Remedial responses to the harassment or violence shall
be tailored to the particular incident and nature of the conduct.
VIII.

RIGHT TO ALTERNATIVE COMPLAINT PROCEDURES
These procedures do not deny the right of any individual to pursue other avenues of recourse
which may include filing charges with the Minnesota Department of Human Rights, initiating civil
action, or seeking redress under state criminal statutes and/or federal law.

IX.

X.

HARASSMENT OR VIOLENCE AS ABUSE
A.

Under certain circumstances, alleged harassment or violence may also be possible abuse
under Minnesota law. If so, the duties of mandatory reporting under Minn. Stat. § 626.556
may be applicable.

B.

Nothing in this policy will prohibit the school local educational agency from taking
immediate action to protect victims of alleged harassment, violence or abuse.

DISSEMINATION OF POLICY AND TRAINING
A.

This policy shall be conspicuously posted throughout the school in areas accessible to
pupils and staff members.

B.

This policy shall be given to each school employee and independent contractor who
regularly interacts with students at the time of initial employment with the school.

C.

This policy shall appear in the student handbook.

D.

The school will develop a method of discussing this policy with students and employees.

E.

The school may implement violence prevention and character development education
programs to prevent and reduce policy violations. Such programs may offer instruction
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on character education including, but not limited to, character qualities such as
attentiveness, truthfulness, respect for authority, diligence, gratefulness, self-discipline,
patience, forgiveness, respect for others, peacemaking, and resourcefulness.
F.

This policy shall be reviewed at least annually for compliance with state and federal law.
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Appendix G
POLICY 419: TOBACCO-FREE ENVIRONMENT
I.

PURPOSE

The purpose of this policy is to maintain a learning and working environment that is tobacco free.
II.

III.

GENERAL STATEMENT OF POLICY
A.

It shall be a violation of this policy for any student, teacher, administrator, and other school
personnel of the school to use tobacco or tobacco-related devices in a public school. This
prohibition extends to all facilities, whether owned, rented, or leased, and all vehicles that
a school owns, leases, rents, contracts for, or controls. This prohibition includes all school
property and all off-campus events sponsored by the school.

B.

It shall be a violation of this policy for any school students to possess any type of tobacco or
tobacco-related device in a public school. This prohibition extends to all facilities, whether
owned, rented, or leased, and all vehicles that a school owns, leases, rents, contracts for, or
controls. This prohibition includes all school property and all off-campus events sponsored
by the school.

C.

The school will act to enforce this policy and to discipline or take appropriate action against
any student, teacher, administrator, school personnel, or person who is found to have
violated this policy.

TOBACCO AND TOBACCO RELATED DEVICES DEFINED
A.

“Tobacco” means cigarettes; electronic cigarettes; cigars; cheroots; stogies; perique;
granulated, plug cut, crimp cut, ready rubbed, and other smoking tobacco; snuff; snuff
flour; cavendish; plug and twist tobacco; fine cut and other chewing tobacco; shorts; refuse
scraps, clippings, cuttings and sweepings of tobacco; and other kinds and forms of tobacco,
prepared in such manner as to be suitable for chewing or smoking in a pipe or other
tobacco-related devices.

B. “Tobacco-related devices” means cigarette papers or pipes for smoking.
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C. “Smoking” includes carrying a lighted cigar, cigarette, electronic cigarette, pipe, or any
other lighted smoking equipment.
IV.

EXCEPTION
It shall not be a violation of this policy for an American Indian adult to light tobacco on school
district property as a part of a traditional American Indian spiritual or cultural ceremony. An
American Indian is a person who is a member of an American Indian tribe as defined under
Minnesota law.

V. ENFORCEMENT
A.

All individuals on school premises shall adhere to this policy.

B. Students who violate this tobacco-free policy shall be subject to school discipline procedures.

VI.

C.

School administrators and other school personnel who violate this tobacco-free policy shall
be subject to school discipline procedures.

D.

School action taken for violation of this policy will be consistent with the requirements of
applicable collective bargaining agreements, Minnesota or federal law, and school policies.

E.

Persons who violate this tobacco-free policy may be referred to the building administration
or other school supervisory personnel responsible for the area or program at which the
violation occurred.

F.

School administrators may call the local law enforcement agency to assist with enforcement
of this policy. Smoking or use of any tobacco product in a public school is a violation of
the Minnesota Clean Indoor Air Act and is a petty misdemeanor. A court injunction may
be instituted against a repeated violator.

DISSEMINATION OF POLICY
A.

This policy shall appear in the parent-student handbook.

B. The school will develop a method of discussing this policy with students and employees.
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APPENDIX H
POLICY 418: DRUG-FREE WORKPLACE/DRUG-FREE SCHOOL
I.

PURPOSE
The purpose of this policy is to maintain a safe and healthful environment for employees
and students by prohibiting the use of alcohol, toxic substances, medical cannabis, and
controlled substances without a physician’s prescription.

II.

III.

GENERAL STATEMENT OF POLICY
A.

Use or possession of controlled substances, toxic substances, medical cannabis, and
alcohol before, during, or after school hours, at school or in any other school
location, is prohibited as general policy. Paraphernalia associated with controlled
substances is prohibited.

B.

It shall be a violation of this policy for any student, teacher, administrator, other
school personnel, or member of the public to use or possesses alcohol, toxic
substances, medical cannabis, or controlled substances in any school location.

C.

The school will act to enforce this policy and to discipline or take appropriate action
against any student, teacher, administrator, school personnel, or member of the
public who violates this policy.

DEFINITIONS
A.

“Alcohol” includes any alcoholic beverage, malt beverage, fortified wine, or other
intoxicating liquor.

B.

“Controlled substances” include narcotic drugs, hallucinogenic drugs,
amphetamines, barbiturates, marijuana, anabolic steroids, or any other controlled
substance as defined in Schedules I through V of the Controlled Substances Act, 21
U.S.C. § 812, including analogues and look-alike drugs.

C.

“Medical cannabis” means any species of the genus cannabis plant, or any mixture
or preparation of them, including whole plant extracts and resins, and is delivered
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in the form of: (1) liquid, including, but not limited to, oil; (2) pill; (3) vaporized
delivery method with use of liquid or oil but which does not require the use of dried
leaves or plant form; or (4) any other method, excluding smoking, approved by the
commissioner.

IV.

D.

“Toxic substances” includes glue, cement, aerosol paint, or other substances used
or possessed with the intent of inducing intoxication or excitement of the central
nervous system.

E.

“Use” includes to sell, buy, manufacture, distribute, dispense, possess, use, or be
under the influence of alcohol and/or controlled substances, whether or not for the
purpose of receiving remuneration or consideration.

F.

“Possess” means to have on one’s person, in one’s effects, or in an area subject to
one’s control.

G.

“School location” includes any school building or on any school premises; in any
school-owned vehicle or in any other school-approved vehicle used to transport
students to and from school or school activities; off school property at any schoolsponsored or school-approved activity, event, or function, such as a field trip or
athletic event, where students are under the jurisdiction of the school; or during any
period of time such employee is supervising students on behalf of the school or
otherwise engaged in school business.

EXCEPTIONS
A.

It shall not be a violation of this policy for a person to bring onto a school location,
for such person’s own use, a controlled substance except medical cannabis which
has a currently accepted medical use in treatment in the United States and the
person has a physician’s prescription for the substance. The person shall comply
with the relevant procedures of this policy.

B.

It shall not be a violation of this policy for a person to possess an alcoholic beverage
in a school location when the possession is within the exceptions of Minn. Stat. §
624.701, Subd. 1a (experiments in laboratories; pursuant to a temporary license to
sell liquor issued under Minnesota laws; or possession after the purchase from such
a temporary license holder).
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V.

VI.

PROCEDURES
A.

Students who have a prescription from a physician for medical treatment with a
controlled substance must comply with the school’s student medication policy.

B.

Employees who have a prescription from a physician for medical treatment with a
controlled substance except medical cannabis are permitted to possess such
controlled substance and associated necessary paraphernalia, such as an inhaler or
syringe. Employees shall ensure that all medications are secured and do not
interfere with their ability to perform the duties of their position.

C.

Each employee shall be provided with written notice of this Drug-Free
Workplace/Drug-Free School policy and shall be required to acknowledge that he
or she has received the policy.

D.

Employees are subject to the school’s drug and alcohol testing policies and
procedures.

E.

Members of the public are not permitted to possess controlled substances in a
school location except with the express permission of the Executive Director.

F.

No person is permitted to possess or use medical cannabis on a school bus or van;
or on the grounds of any preschool or primary or secondary school; or on the
grounds of any child care facility.

G.

Possession of alcohol on school grounds pursuant to the exceptions of Minn. Stat.
§ 624.701, Subd. 1a, shall be by permission of the school board only. The applicant
shall apply for permission in writing and shall follow the school board procedures
for placing an item on the agenda.

ENFORCEMENT
A.

Students
1.

A student who violates the terms of this policy shall be subject to discipline
in accordance with the school’s discipline policy. Such discipline may
include suspension or expulsion from school.
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2.

B.

C.

The student may be referred to a drug or alcohol assistance or rehabilitation
program and/or to law enforcement officials when appropriate.

Employees
1.

As a condition of employment in connection with any federal grant, each
employee who is engaged either directly or indirectly in performance of a
federal grant shall abide by the terms of this policy and shall notify his or
her supervisor in writing of his or her conviction of any criminal drug statute
for a violation occurring in any of the places listed above on which work on
a school federal grant is performed, no later than five (5) calendar days after
such conviction. Conviction means a finding of guilt (including a plea of
nolo contendere) or imposition of sentence, or both, by any judicial body
charged with the responsibility to determine violations of the federal or state
criminal drug statutes.

2.

An employee who violates the terms of this policy is subject to disciplinary
action, including nonrenewal, suspension, termination, or discharge as
deemed appropriate by the school board.

3.

In addition, any employee who violates the terms of this policy may be
required to satisfactorily participate in a drug and/or alcohol abuse
assistance or rehabilitation program approved by the school. Any employee
who fails to satisfactorily participate in and complete such a program is
subject to nonrenewal, suspension, or termination as deemed appropriate by
the school board.

4.

Sanctions against employees, including nonrenewal, suspension,
termination, or discharge shall be pursuant to and in accordance with
applicable statutory authority, collective bargaining agreements, and school
policies.

The Public
A member of the public who violates this policy shall be informed of the policy and
asked to leave. If necessary, law enforcement officials will be notified and asked
to provide an escort.
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Appendix I
POLICY 501: SCHOOL WEAPONS POLICY
I.

PURPOSE

The purpose of this policy is to assure a safe school environment for students, staff and the public.
II.

GENERAL STATEMENT OF POLICY

No student or non-student, including adults and visitors, shall possess, use or distribute a weapon when in
a school location except as provided in this policy. The school will act to enforce this policy and
to discipline or take appropriate action against any student, teacher, administrator, school
employee, volunteer, or member of the public who violates this policy.
III.

DEFINITIONS
A.

“Weapon”
1.

2.

3.

A “weapon” means any object, device or instrument designed as a weapon or
through its use is capable of threatening or producing bodily harm or which may be
used to inflict injury including, but not limited to, any firearm, whether loaded or
unloaded; airguns; pellet guns; BB guns; airsoft guns; paintball guns; items capable
of launching projectiles; all knives; blades; clubs; metal knuckles; nunchucks;
throwing stars; explosives; fireworks; matches; lighters; incendiary devices; any
types of fuels or oils; chemical irritants and other propellants; stun guns;
ammunition; poisons; chains; arrows; needles; syringes; and objects that have been
modified to serve as a weapon.
No person shall possess, use or distribute any object, device or instrument having
the appearance of a weapon and such objects, devices or instruments shall be treated
as weapons including, but not limited to, weapons listed above which are broken or
non-functional, look-alike guns; toy guns; and any object that is a facsimile of a
real weapon.
No person shall use articles designed for other purposes (i.e., lasers or laser
pointers, belts, combs, pencils, files, scissors, etc.), to inflict bodily harm and/or
intimidate and such use will be treated as the possession and use of a weapon.
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IV.

B.

“School Location” includes any school building or grounds, whether leased, rented, owned
or controlled by the school, locations of school activities or trips, bus stops, school buses
or school vehicles, school-contracted vehicles, the area of entrance or departure from
school premises or events, all locations where school-related functions are conducted, and
anywhere students are under the jurisdiction of the school.

C.

“Possession” means having a weapon on one’s person or in an area subject to one’s control
in a school location.

EXCEPTIONS
A.

A student who finds a weapon on the way to school or in a school location, or a student
who discovers that he or she accidentally has a weapon in his or her possession, and takes
the weapon immediately to the principal's office shall not be considered to possess a
weapon. If it would be impractical or dangerous to take the weapon to the principal’s
office, a student shall not be considered to possess a weapon if he or she immediately turns
the weapon over to an administrator, teacher or other adult employed by the school or
immediately notifies an administrator, teacher or such other adult of the weapon’s location.

B.

It shall not be a violation of this policy if a non-student (or student where specified) falls
within one of the following categories:
1.
2.
3.
4.

active licensed peace officers;
other statutorily authorized law enforcement officers;
military personnel;
persons authorized to carry a pistol under Minn. Stat. § 624.714 while in a motor
vehicle or outside of a motor vehicle for the purpose of directly placing a firearm
in, or retrieving it from, the trunk or rear area of the vehicle; or
5. persons who keep or store in a motor vehicle pistols in accordance with Minn. Stat. §§
624.714 or 624.715 or other firearms in accordance with § 97B.045.
C. Policy Application to Instructional Equipment/Tools
While the school takes a firm “Zero Tolerance” position on the possession, use or distribution of
weapons by students, and a similar position with regard to non-students, such a position is not
meant to interfere with instruction or the use of appropriate equipment and tools by students or
non-students. Such equipment and tools, when properly possessed, used and stored, shall not be
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considered in violation of the rule against the possession, use or distribution of weapons. However,
when authorized instructional and work equipment and tools are used in a potentially dangerous
or threatening manner, such possession and use will be treated as the possession and use of a
weapon.
D.

Firearms in School Parking Lots and Parking Facilities

A school may not prohibit the lawful carry or possession of firearms in a school parking lot or
parking facility. For purposes of this policy, the “lawful” carry or possession of a firearm in a
school parking lot or parking facility is specifically limited to non-student permit-holders
authorized under Minn. Stat. § 624.714 to carry a pistol in the interior of a vehicle or outside the
motor vehicle for the purpose of directly placing a firearm in, or retrieving it from, the trunk or
rear area of the vehicle. Any possession or carry of a firearm beyond the immediate vicinity of a
permit-holder’s vehicle shall constitute a violation of this policy.
V. CONSEQUENCES FOR STUDENT WEAPON POSSESSION/USE/DISTRIBUTION
A. The school takes a position of “Zero Tolerance” in regard to the possession, use or distribution
of weapons by students. Consequently, the minimum consequence for students possessing,
using or distributing weapons shall include:
1.
2.
3.
4.
5.
B.

confiscation of the weapon if possible;
immediate notification of police;
immediate out-of-school suspension;
immediate notification of parent or guardian;
recommendation of expulsion.

Pursuant to Minnesota law, a student who brings a firearm, as defined by federal law, to
school will be expelled for at least one year. The school board may modify this
requirement on a case-by-case basis.

C. Administrative Discretion
While the school takes a “Zero Tolerance” position on the possession, use or distribution of
weapons by students, the executive director may use discretion in determining whether, under the
circumstances, a course of action other than the minimum consequences specified above is
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warranted. If so, other appropriate action may be taken, including consideration of a
recommendation for lesser discipline.
VI.

CONSEQUENCES FOR WEAPON POSSESSION/USE/DISTRIBUTION BY NONSTUDENTS
A.

Employees
1.

2.

3.

An employee who violates the terms of this policy is subject to disciplinary action,
including but not limited to, non-renewal, suspension, or discharge as deemed
appropriate by the school board.
Sanctions against employees, including non-renewal, suspension, or discharge shall
be pursuant to and in accordance with applicable statutory authority and school
policies.
When an employee violates the weapons policy, law enforcement may be notified, as
appropriate.

B. Other Non-students
1. Any member of the public who violates this policy shall be informed of the policy and
asked to leave the school location. Depending on the circumstances, the person
may be barred from future entry to school locations. In addition, if the person is a
student in another school district, that school district may be contacted concerning
the policy violation.
2. If appropriate, law enforcement will be notified of the policy violation by the member
of the public and may be asked to provide an escort to remove the member of the
public from the school location.
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Appendix J
SEVEN HILLS PREPARATORY ACADEMY SCHOOL EMERGENCY RESPONSE
PROCEDURE
Seven Hills Preparatory Academy shall have in place a school emergency operations
plan created in consultation with federal, state, and local community response agencies
likely to be involved in emergency preparedness and assistance with a school
emergency. Tailored school emergency response plans shall be developed internally.
This policy and corresponding plans shall be reviewed and updated as appropriate by
the Administration and School Emergency Response Team. The Executive Directors shall
oversee the creation, training and implementation of this School Emergency Response
Plan.
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Appendix K
Seven Hills Preparatory Academy
2020 - 2021 Employee Absence Request Form
Name:

Grade Level: ____________________

Date(s) Absent:

Team: _________________________

Reason for Absence:
☐
☐
☐
☐
☐

Illness – must follow communication protocols
Medical Appointment – must be approved in advance by the Administrator
Personal Day(s) – must be approved in advance by the Administrator
Professional Development – must be approved in advance by the Administrator
Other (Explain)

Length of Absence:

☐ Full Day ☐ Half Day ☐ Quarter Day
From ____________ to ____________ (time absent)
Please submit to the Administrator at least one week prior to the requested day off.

☐
Approved
☐
Not Approved
☐
Paid
☐
Unpaid
Employee Signature:

Date: __________

Administrator Signature:

Date: __________

Sick Days: Up to eight (8) days per year with carryover up to fourteen (14) days
Personal Days: Three (3) days per year with no more than three (3) teachers, two (2) special
education paraprofessionals, and one (1) office staff member absent from either campus on any
given day. All teachers are expected to be present for conferences and all staff are expected to
be in attendance for back to school workshops.
In an effort to limit the impact of staff absences on student learning, classroom instruction, school
operations, and overall staff culture, personal days during the first and final ten (10) student
contact days of the school year will not be approved unless a major life event warrants
consideration of an exception
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Appendix L
SEVEN HILLS PREPARATORY ACADEMY
2020-22 TEACHER SALARY BANDS AND STAFF RETENTION BONUSES
0-3 Completed
Years of Experience
BA +
37,00040,500

4-8 Completed
Years of
Experience

MA +

BA +

40,50049,000

40,50047,000

MA +
49,00055,000

9-12 Completed
Years of Experience
BA +
47,00055,000

MA +
55,00065,000

13-16 Completed
Years of
Experience

BA+

MA +

17+ Completed
Years of
Experience
BA +

MA +

55,000- 65,000- 65,000- 70,50065,000 70,500 70,000 77,500

Base Salary Bands and Increases
Base Salary bands and increases are the result of a comprehensive biennial review and analysis
of total full-time teacher compensation. The salary structure is intended to reflect the school’s
commitment to offering competitive staff salaries, in addition to medical benefits and other
professional supports, for the purpose of recruiting and retaining exceptional instructional staff.
Base salary bands and increases take into account both total years of teaching experience and
education levels. As both a recruitment and retention tool, salary consideration will be given to
staff hiring needs and teaching shortage areas as well as professional competencies and
proficiencies based upon observations and evaluations related to individual, grade-level, and
team goals. Returning teachers are eligible for a base salary increase of up to 2% based upon
overall performance, budget projections, and School Board approval. Salary adjustments and
inversions may then be made and reviewed annually to ensure salaries remain commensurate.
Teachers who earn a Master’s Degree related to education or their licensure area while
employed at SHPA will receive a one-time $5000 increase to their base salary.

100

Modesta Philologia. Fida
Humanitas.
Disciplined Learning. Responsible
Citizenship.

Retention Bonuses
Retention bonuses recognize and reward staff commitment by providing bonuses as well as
unrestricted personal days based upon years of service to the school. Bonus time is awarded
during the service year; bonus pay is received at the end of the service year: commemorating
the years of service will be determined annually by the administration.
5 Years of service at SHPA: 1 Unrestricted* Personal Day or $250 (Choice)
10 Years of service at SHPA: $1000 + 1 Unrestricted Personal Day
15 - 19 Years of service at SHPA: $1500 (one-time) + 1 Unrestricted Personal Day
20 - 24 Years of service at SHPA: $2000 (one-time) + 2 Unrestricted Personal Days
25 - 29 Years of service at SHPA: $2500 (one-time) + 3 Unrestricted Personal Days
*Unrestricted allows for this bonus personal day to be used on any day per advance notice and
pending review and approval by administration.
Stipends and Hourly Pay
SHPA offers stipends to employees who consistently and regularly perform ongoing seasonal or
year-long work for the school that either falls outside the scope of the responsibilities of their
position or takes place outside of the regular duty day. Stipend amounts are based upon the
frequency and duration of the work and paid in addition to an employee's base salary either
seasonally or midyear and end-of-year depending upon the type and length of the assignment.
Stipends must be approved by the school's administration and include, but are not limited to,
such activities as club advisors, athletic coaches, and program coordinators or facilitators.
In addition to stipends, SHPA pays an hourly rate to employees who perform specific,
temporary, project-based work that falls outside of the scope of the responsibilities of their
position or takes place outside the regular the duty day. Hourly rates are reviewed and set
annually by school administration, which approves payment and processes corresponding time
sheets on a per-project or triennial basis depending on the length and type of the duties
performed. Timesheet payments may include, but are not limited to, such activities as internal
teacher substitution, summer preparation, curriculum planning, and language interpretation.
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Ongoing Commitments and Efforts
1. Mission-driven school with proven record of growth and academic success
2. A focus on creating and sustaining a positive and supportive staff culture
3. Strong teams that participate in the discussion and decision-making process
4. Robust professional development with coaching and mentoring supports
5. Small-school environment emphasizing character values and development
6. Competitive insurance benefits and flexibility with respect to paid time off
7. Sufficient preparation time to plan lessons and schedule team meetings
8. Q Comp for achieving performance goals in addition to stipends and hourly pay
9. Early-release days to allow for professional development and other obligations
10. Compensation competitive to similar schools and within 90% of resident districts
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Appendix M
Employee Stipend Agreement
SHPA offers stipends to employees who consistently and regularly perform ongoing
seasonal or year long work for the school that either falls outside the scope of the
responsibilities of their position or takes place outside of the regular duty
day. Stipend amounts are based upon the frequency and duration of the work and paid
in addition to an employee's base salary either seasonally or midyear and end-of-year
depending upon the type and length of the assignment. Stipends must be approved by
the school's administration and include, but are not limited to, such activities as club
advisors, athletic coaches, and program coordinators or facilitators.
The following employee is eligible to receive a stipend in the amount indicated for the
positions listed below. The Employee is expected to work the number of hours
necessary to perform the specific duties and to meet the professional expectations as
these are set forth separately for each stipend position. The appropriate
Administrator/Supervisor has the authority to modify the duties and expectations of
each stipend position as it sees fit, and to oversee, direct, and review the employee’s
performance in the stipend position as it deems necessary.
Name of Employee: _________________________
Stipend Position: ___________________________
Stipend Amount: __________
Payment Date(s): __________
____________________________
Employee Signature
_____________________________________
Administrator/Supervisor Signature

_____________
Date
_____________
Date
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EMPLOYEE ATTACHMENTS
DRUG AND ALCOHOL TESTING PROCEDURES
I. When Testing is Permitted
Seven Hills Preparatory Academy’s (“The School”) Drug and alcohol testing of employees
and is permitted only as explicitly authorized by statute. Testing can only be done under
a written drug and alcohol testing policy that meets statutory requirements and must be
conducted by an accredited or licensed testing laboratory. Drug and alcohol testing is
permitted only in the following circumstances:
A. Reasonable suspicion testing. An employer may require an employee to take a test
if there is a reasonable suspicion that the employee is under the influence of drugs
or alcohol; has violated the employer’s written rules on drug or alcohol use,
possession, sale, or transfer while on the job, at the job site, or while operating the
employer’s vehicle, machinery or equipment; has sustained a personal injury or
caused another employee to sustain a personal injury; has caused a work-related
accident; or was operating a vehicle or other equipment involved in a work-related
accident.
B. Treatment program testing. If an employer has referred an employee to a chemical
dependency treatment or evaluation program or if the employee is participating in
chemical dependency treatment under the employee’s benefit plan, the employer
may request or require the employee to submit to testing without notice during
the evaluation or treatment period and for two years after the end of any
prescribed treatment.

104

Modesta Philologia. Fida
Humanitas.
Disciplined Learning. Responsible
Citizenship.

II. Testing Protocol
A.
Testing Laboratory. The School has contracted with a laboratory statutorily
authorized to perform the Drug and/or alcohol testing in accordance with Minnesota law.
B.
Consent. The individual to be tested will be issued a form on which he or
she will acknowledge that he/she has seen the School's Drug and alcohol testing policy
and consents to the testing.
C.
Refusal to Participate. Any individual may refuse to undergo the required
Drug and/or alcohol test. Employees who refuse to be tested will be immediately
terminated and the termination will be considered a voluntary quit. Refusals to submit to
Drug and/or alcohol testing include the following situations:
(1)
(2)
complete.
(3)

Failing to appear for any test as directed by the School;
Failing to remain at the testing site until the testing process is
Failing to provide a urine specimen for any drug test required.

(4) In the case of a directly observed or monitored collection in a drug test,
failing to permit the observation or monitoring of the employee’s provision of a
specimen.
(5) Failing to provide a sufficient amount of urine when directed and after
being determined, through a required medical evaluation, that there was no
adequate medical explanation for the failure.
(6) Failing or declining to take a second test the employer or collector has
directed the employee to take.
(7) Failing to cooperate with any part of the testing process (e.g., refusing
to empty pockets if so directed by the collector, behave in a confrontational way
that disrupts the collection process, fail to complete all documents or fail to comply
with reasonable directives); or
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(8) Submitting an adulterated sample or substituted test result, as verified
by the medical review officer.
D.

Testing Procedures.

Employees must submit to testing immediately. If the request is for reasonable
suspicion testing, the employee is not allowed to drive a vehicle to the clinic. Alternative
arrangements must be made. An employee who refuses to cooperate with alternate
arrangements for transportation to the clinic will be disciplined up to and including
termination.
All test samples will be subject to an initial screening test ("initial test"). Samples
that test positive for drugs and/or alcohol on the initial test will be subject to a
"confirmatory test." Positive initial test results will not be reported to the employer until
they have been verified by a confirmatory test.
Employees may be reassigned to another position or suspended pending the
outcome of the confirmatory test and, if requested, the confirmatory retest (see Section
E(2)(iii) below) in the event the School believes that it is reasonably necessary to protect
the health or safety of the students, staff, employee, or the public.
For purposes of this policy, anyone who provides a diluted test sample will be
considered to have provided a “positive” sample.
E.

Notice of Test Result and Right to Request Copy.

Within three (3) working days after it receives the test result report, the School will
notify the tested individual in writing of the result. The tested individual has a right to
request a copy of the test result from the School. Test results will be sent by mail only, or
will be made available for pick-up by the tested individual, but will not be released over
the phone.
1.

Negative Test Result. Individuals who test negative (pass) will be
notified in writing.
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2.

Positive Test Result. Individuals who test positive (fail) will be notified
in writing and:
i.
Will be issued a form on which the individual (a) will be
notified of the right to explain the positive test, (b) may voluntarily
disclose any over-the-counter or prescription medication that the
employee is currently taking or has recently taken, and (c) may
provide any other information relevant to the reliability of, or
explanation for, a positive confirmatory test result; and
ii.
May submit information to administration in addition to any
information already submitted under the paragraph above, to
explain the positive confirmatory test result, provided that any and
all information must be received by administration within three (3)
working days of the day the employee received notice of the positive
confirmatory test result; and
iii.
In addition, within five (5) working days after notice of a
positive result on a confirmatory test, the employee may request a
confirmatory retest of the original sample at the employee's own
expense at a laboratory of the employee's own choosing so long as
the laboratory is statutorily authorized to conduct employee drug
and/or alcohol tests, as applicable, pursuant to Minnesota law. If the
employee is not provided with a test result by the testing vendor, the
employee may request a copy in writing from the designated School
administrator. If the confirmatory retest is negative, no adverse
employment action will be taken.

F.

Consequences of Positive Test Results (Failed Tests).
For Employees:
a.
First Failed Test. The first time an employee has produced a
confirmed positive alcohol or drug test that has been verified by a
confirmatory retest, or has not been challenged:
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(i)
The employee will be given the opportunity to
participate in an alcohol or drug counseling or rehabilitation
program at the employee's own expense or through the
School's benefit plan. The type of counseling or rehabilitation
program in which the employee participates will be
determined by the School after consultation with a certified
chemical use counselor or physician trained in the diagnosis
and treatment of chemical dependency; and
(ii)
If the employee refuses to participate in the counseling
or rehabilitation program or does not successfully complete
the program, as evidenced by his/her withdrawal from the
program before its completion or by a positive test result on
a confirmatory test after completion of the program, his or her
employment will be terminated immediately; and
(iii)
If the School believes that it is reasonably necessary to
protect the health or safety of students, staff, the employee,
or the public, the employee will be suspended without pay,
beginning on the date of the positive test. A suspended
employee with School-provided benefits may continue
coverage through COBRA (if the employee is eligible for
COBRA). An employee who has been suspended without pay
will be reinstated with back pay if the outcome of the
confirmatory test, or confirmatory retest, if requested, is
negative.
b.
Second Failed Test. The second time an employee has
produced a confirmed positive alcohol or drug test that has been
verified by a confirmatory retest, or has not been challenged, he or
she will be discharged immediately.
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III.

Testing Costs

The School will pay all costs of drug and/or alcohol testing with the exception of
the cost of any confirmatory retest requested by an employee, the cost of which must be
paid by the individual requesting the test.
IV.

Confidentiality

Test results and other information acquired in the drug and/or alcohol testing
process will be treated as confidential information, except that, with the written consent
of the tested individual, the information may be disclosed to another employer or to a
third-party individual, government agency, or private organization.
CONSENT TO ALCOHOL AND DRUG SCREENING
I understand and acknowledge that Seven Hills Preparatory Academy may require
employees to submit to drug and alcohol tests. I further acknowledge that I have seen
Policy 418 Drug Free Workplace/Drug Free School. I understand that my submission to
such tests is a term and condition of continued employment. I acknowledge and agree
to that term and condition. I hereby expressly give my consent to Seven Hills
Preparatory Academy to require such screening at such times as Seven Hills Preparatory
Academy deems appropriate in accordance with its Policy 418 Drug Free
Workplace/Drug Free School and Minnesota Drug and Alcohol Testing in the Workplace
Act.
I understand that Seven Hills Preparatory Academy may conduct alcohol and/or
drug tests of its employees in compliance with applicable statutes and may
discipline, up to and including termination, any employee who fails to pass such
tests and/or refuses drug or alcohol counseling or rehabilitation under Seven Hills
Preparatory Academy’s Policy 418 Drug Free Workplace/Drug Free School.
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I understand that if my test results are positive for the use of a controlled substance
(including illegal drugs or alcohol) and I cannot provide an explanation for the positive
test results, I may be subject to discharge as an employee of Seven Hills Preparatory
Academy if I refuse drug or alcohol counseling or rehabilitation.
I further understand that Seven Hills Preparatory Academy reserves the right to deny
continued employment to me if my drug test reports a diluted result.
I hereby authorize the testing laboratory to release the test results to Seven Hills
Preparatory Academy for its use in accordance with its policies and contractual
obligations and in compliance with the confidentiality requirements of all applicable
statutes.
This document may not be changed, altered, or amended without the written consent
of an executive officer of Seven Hills Preparatory Academy.

By signing below, I certify that I have read and understand this document in its entirety.
EMPLOYEE NAME:
(Please Print)

EMPLOYEE SIGNATURE:

_____________________________

DATE:
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EMPLOYEE ACKNOWLEDGEMENT OF POLICIES AND PROCEDURES
I, ______________________________ (print name), an employee of Seven Hills Preparatory
Academy, acknowledge that I have read the Employee Handbook, that I understand its
contents and I agree to abide by the policies and procedures set forth in it.
I understand that both the SHPA Middle School and Elementary School handbooks for
students and parents contain policies and procedures that also apply to me in my role
as an employee of the school. I acknowledge that those materials are incorporated by
reference into this handbook and the employee responsibilities listed or inferred in
those handbooks are binding on me.
I also understand and agree that I will not disclose student and other information
defined as protected and confidential by SHPA or by State or Federal law.
Signature: ____________________________________________

Date: __________________
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