
East Range Academy

of Technology and Science

Employee Handbook

Academic Year 2020-2021
Welcome New and Returning Staff!

The Board and Director welcome you to East Range Academy of

Technology and Science (ERATS) and wish you every success here.

Updated August 2021

1



Table of Contents
Introduction 3

● Introductory Statement

● Organization Description

Employment 5

● At-Will Employment

● Equal Employment Opportunity

● School/Staff Ethics and Conduct

● Grievances

● Immigration Law Compliance

● Non-Disclosure/Confidentiality/Mandatory Reporting

● Sexual and Other Unlawful Harassment

● Duty to Cooperate

Employment Status and Records 10

● Access to Personnel Files

● Employment Reference Checks/MVR/Background Checks

● Personnel Data Changes

● Performance Evaluations

Employee Benefits 12

● Benefits Package

● 20% Benefit/Cash in Lieu

● Summer Pay

● Holiday Pay

● Professional Development

● Paid Time Off

● Bereavement Leave

● Family Medical Leave (FMLA)

● Military Leave

● Voting

● Worker’s Compensation

Employment Categories/Work Schedule & Payroll 14

● Employment Categories

● Work Schedule

● Payroll

2



Safety and Work Conditions 18

● Safety

● Dress Policy

● Smoking

● Use of Company Properties

● Email/Personal Cell Phones/Internet

Employee Conduct and Disciplinary Action 21

● Staff/Student Conduct

● Substance Use and Abuse

● Disciplinary Action

Employment Acknowledgement Form 26

*Sign and Return to the Director’s Office*

3



Introductory Statement

This employee handbook cannot cover every situation or answer every question about policies

and benefits. ERATS has the right to add new, change, or cancel policies at any time. If changes

are made to the handbook, we will tell you, however it is the employees’ responsibility to check

for current versions. A current copy of the handbook will be given at orientation, and it is also

posted on our website at all times.

This handbook is not an employment contract and is not intended to create contractual

obligations of any kind. Neither the employee nor ERATS is bound to continue the employment

relationship if either chooses, at their will, to end the relationship at any time and for any

reason.

This handbook is to be considered part of the employment agreement which outlines details for

each school year such as: positions, annual compensation and benefit amounts, school calendar

and schedule, benefit elections and other information unique to every school year. The

employment agreement (including this handbook) supersedes any prior policies, procedures, or

practices.

School Organization Description

ERATS is a 9-12 Public Charter School serving students from many surrounding communities.

The founders, Amy Hendrickson and Cindy Thiel, began the school in 2007 to address challenges

many students faced in the more traditional school models and classrooms.

School Vision Statement:

East Range Academy of Technology and Science provides an educational climate where

individuality is respected and where teachers accept and meet the challenge of enhancing the

learning of all students.

School Mission Statement:

East Range Academy of Technology and Science provides a personalized curriculum to

high-school students of all achievement levels to prepare them to be productive adults in

today’s ever-changing world. We provide a stable environment by developing close

student-teacher relations with small class sizes, offering unique courses that expose students to

new ideas, and applying current technology advances to everyday life. Students and staff work

together to better prepare students to transition into the future.

School Structure:

MDE (Minnesota Department of Education) has a number of agencies that monitor our staff,

student growth, and the way we spend our revenue. We are funded by taxpayers on a state and

federal level. As such it is critical for the longevity of this school, its staff, and our students to

follow all guidelines and laws set forth by MDE and other governing agencies.
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Osprey Wilds Environmental Learning Center, the school authorizer, acts as an agent of the

state charged with: approving new charter schools, conducting oversight and evaluations of

charter schools, reviewing school expansions and site additions, and determining whether

schools are meeting expected outcomes and warrant contract renewals. Authorizers use tools

to create conditions that improve student outcomes while protecting student public interests.

Authorizers do not manage schools, rather they exist to ensure (on behalf of taxpayers) that all

students learn and that nothing illegal, unethical or imprudent exists. Authorizers may take

corrective action up to and including closure of schools. Authorizers who fail to do their

oversight will lose their ability to serve as an agent for the State of Minnesota.

Our Board of Directors is a non-majority structure consisting of at least one teacher, one parent,

and one community member, not exceeding nine and not less than five total members.

Ex-officio (non-voting) members include the Director and Chief Financial Officer. A charter

school is responsible for two of the most important things in our community; children and

money. Compliance with many federal and state laws is required as well as transparency. The

board oversees the director, policies, and financial health and transparency.

ERATS administration staff includes the Director, Business Manager, Dean of Students, and

Special Education Coordinator.

ERATS teaching staff are licensed in the areas they teach by PELSB (Professional Educator

Licensing and Standards Board), develop curriculum, and daily classroom management.

ERATS support staff includes paraprofessionals who pass rigorous tests, office staff who perform

day to day functions including attendance, correspondence with parents, and paperwork

needed to function, and our driving team, that includes both licensed bus drivers and van

drivers, who comply with DOT (Department of Transportation) and FMCSA (Federal Motor

Carriers Safety Administration) laws and regulations.

Employment

At-Will Employment

Being a Charter School, ERATS has not established a union. As such all employment is

considered at-will. That means the employer can terminate an employee at any time for any

reason, except an illegal one, or for no reason without incurring legal liability. Likewise, an

employee is free to leave a job at any time for any reason or no reason with no adverse legal

consequences. This employee handbook is not a contract. It is not to be interpreted as a

promise of continued or return of work after the school year. Returning employment for the

next school year is in no way guaranteed, promised, or implied. ERATS will
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begin evaluating its needs for the following school year before the current year is over. Staff

may or may not be invited to return depending on the school’s needs. If any staff return for a

new year, a new at-will employment agreement will be signed.

Equal Employment Opportunity

ERATS does not discriminate in employment opportunities or practices on the basis of race,

color, creed, religion, national origin, sex, age, marital status, status with regard to public

assistance, sexual orientation, disability, or any other characteristic protected by law.

ERATS will make reasonable accommodations for known physical or mental limitations of

qualified individuals unless doing so would result in significant difficulty or expense for ERATS.

This includes but is not limited to:

● Making facilities readily accessible to and usable by people with disabilities

● Job restructuring

● Modified work schedules

● Reassignment to a vacant position

● Acquisition or modification of equipment or devices

● Granting a leave of absence and the provision of aides on a temporary or

periodic basis

Accommodations are considered effective if:

● It gives an applicant with a disability equal opportunity in the job application and

hiring process;

● It removes barriers to performance of essential job functions; or if

● It allows an employee with a disability equal access to the privileges and

benefits of employment

Any employees with questions or concerns about any type of discrimination in the workplace

are encouraged to talk to Human Resources or the Director. Anyone found to be engaging in any

type of unlawful discrimination will be subject to disciplinary action up to and including

termination of employment.

School/Staff Ethics and Conduct

ERATS’s reputation for integrity and excellence requires careful compliance with all applicable

laws and regulations, as well as the highest standards of conduct and personal integrity. The

continued success of ERATS is dependent on our students and their families’ trust and we are

dedicated to preserving that trust. ERATS will comply with all applicable laws and regulations

and will expect its board, administration, and employees to refrain from any illegal, dishonest,

or unethical conduct.
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In general, the use of good judgment, based on high ethical principles, will guide you in

determining acceptable conduct. If a situation arises where it is difficult to determine the

proper course of action, the matter should be discussed with Human Resources or the Director.

Disregarding or failing to comply with this standard of conduct will lead to disciplinary action up

to and including termination.

Grievances: ERATS complies fully with MN Statute 181.932 regarding the disclosure of

information by employees. ERATS will not discharge, discipline, threaten, otherwise discriminate

against, or penalize an employee regarding their compensation, terms, conditions, location or

privileges of employment because:

1. An employee, in good faith, reports a violation, suspected violation, or planned

violation of any federal or state law or common law or rule

2. An employee is requested to participate in an investigation, hearing or inquiry

3. An employee refuses an employer’s order to perform an action the employee has

an objective basis in fact to believe violates any state or federal law or rule or

regulation, and the employee informs the employer that the order is being

refused for that reason

4. An employee, in good faith, reports a situation in which the quality of health care

services provided by a health care provider violates a standard established by

federal or state law or a professionally recognized national clinical or ethical

standard and potentially places the public at risk of harm

5. A public employee communicates findings of a scientific or technical study that

the employee, in good faith, believes to be truthful and accurate

Reporting: ERATS has an open-door policy and encourages employees to share their questions,

concerns, suggestions and complaints with someone who can address them properly.

● All complaints should be made with either the Human Resources Officer or the

Director.  If they are unable to resolve the issue, complaints will be moved to the

Board’s Personnel Committee for deliberation and reporting to the Board.

Written reports are encouraged, but oral reports are accepted. The person

receiving an oral report will document it accordingly.

● Depending on the nature and seriousness of the complaint, the HR Officer,

Director, or Personnel Committee will determine the nature and scope of the

investigation or follow up procedures.

● The appropriate school administrator or board designatee shall investigate and

respond in writing to the complaining party concerning the outcome of the

investigation. A written record will be filed with HR and the School Board Chair

shall be copied when appropriate.

● If the person filing the complaint is not satisfied with the outcome, they are

encouraged to appeal the decision directly with the ERATS School Board.
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Immigration Law Compliance

ERATS is committed to employing only US Citizens and immigrants who are legally authorized to

work in the United States. In accordance with Federal Law, ERATS completes an I-9 form for

every employee as part of the hiring process. ERATS does not discriminate against individuals

based on their citizenship or immigration status, or their national origin at any time. Returning

employees who have not completed an I-9 in the past three years, or if their previous I-9 form is

no longer retained or valid will also be required to complete the form as a condition of

employment.

Non-Disclosure/Confidentiality/Mandatory Reporting

Because ERATS is publicly funded we are required to comply with transparency laws and

regulations, however all student data and personal information pertaining to a student’s family

is confidential, even within the school. The protection of personal information is vital to the

interests and success of ERATS. Confidential information includes, but is not limited to student,

enrollment data, family, medical, juvenile justice records, and staff information. In certain

circumstances staff members may become aware of personal information about a student and

may need to share that information with other staff or administration for the best interest of

the student. Such information should be shared minimally with respect and caution. At no time

should any staff member use anyone’s personal information with malice, for personal gain, or

gossip. Doing so will result in disciplinary action up to and including termination.

Mandatory Reporting- All staff are required to participate in Mandatory Reporting training as a

condition of employment. Any person employed by a school or within the field of education is a

mandatory reporter and is required by law to verbally report suspected maltreatment within 24

hours and file a written report within 72 hours. No other person shall report on your behalf, it is

your responsibility. Failure to report known child maltreatment can result in a misdemeanor.

Maltreatment includes physical abuse, neglect, mental injury and sexual abuse and includes

today plus three years prior.

● Allegations of child maltreatment within a school should be reported to the

Minnesota Department of Education, Student Maltreatment Program by

completing the Confidential Maltreatment Reporting Form within 24 hours. If

you believe a crime has been committed you must also report to local law

enforcement.

● Alleged child maltreatment that has occurred in family, family childcare and

foster care settings should be reported to your local child welfare system.

● Allegations of abuse by someone not related to the child contact local law

enforcement.

● Allegations of child maltreatment occurring in licensed facilities including group

homes and residential programs should be referred to the Minnesota

Department of Human Services, Licensing Division at 651-431-6600
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● If you are not sure where to report, contact the Minnesota Department of

Education for assistance.

● If a child is in immediate danger contact local law enforcement or 911.

Sexual and Other Harassment

ERATS is committed to providing a work environment that is free from all forms of

discrimination and conduct that can be considered harassing, coercive, or disruptive, including

sexual harassment, bullying, and hostility. Actions, words and/or gossip, jokes or comments

based on an individual’s legally protected characteristics will not be tolerated.

● Sexual Harassment is defined as unwanted sexual advances, coercion, threats,

demands, or visual, verbal or physical conduct of a sexual nature. This definition

includes but is not limited to the harassment of same sex, opposite sex,

transgender and non-binary individuals.

● Bullying is defined as unwelcome behavior that occurs over a period of time and

is meant to harm someone who feels powerless to respond. Verbal bullying

includes teasing, malicious gossip, attacks of character, and threats of harm.

Social bullying includes leaving someone out on purpose or publicly

reprimanding someone.

● Hostile work environment is generally legally defined as an environment where

workers fear going to work. The atmosphere is offensive, intimidating, or

oppressive. Passive aggression, withholding information, and refusing to

cooperate in a way that inhibits another from doing his or her job constitutes a

hostile environment.

If you experience or witness unlawful harassment in the workplace, report it immediately to

Human Resources or the Director. You can raise concerns and make reports without fear of

punishment or retaliation. All allegations of harassment will be quickly and discreetly

investigated. To the extent possible your confidentiality and that of any witnesses and the

alleged harasser will be protected. When the investigation is complete you will be notified.

Problem Resolution: It is natural and normal to encounter differences of opinion or even

conflict in the workplace. As professionals who work directly with students, it is every

employee’s responsibility to model problem solving and respect when conflicts arise. As

professionals we do not have to like everyone we work with, however we do have to work

together. ERATS encourages the use of assertive communication to resolve issues between

workers, however ERATS human resources, administration, and the director have an open-door

policy and a commitment to resolving issues. Any issues that cannot be resolved peacefully

should be taken to human resources or administration. Our suggested problem-solving

guidelines are:

9



● Try to see the issue from both perspectives. Take time to let emotions settle if

high, come up with at least two equitable solutions.

● Resolve the problem directly with the coworker using assertive, not aggressive,

communication.

● Discuss the issue with human resources, administration or the director.

Remember it is our intent to communicate sincerely and honestly with each other at all times.

Open and honest communication can resolve most problems.

Duty to Cooperate

It may become necessary to investigate and inquire about situations that include staff or

students regarding breach of the school’s rules or policies, discrimination, abuse, or other

incidents. Every employee has a duty to fully cooperate with investigations which may include

personal inquiry or requests for written statements.

Employment Status and Records

Access to Personnel Files

The Human Resource Manager maintains personnel files for every ERATS employee which

includes: job application, resume and references, records of training, documentation of

performance and salary increases, and other employment records. Personnel files are the

property of ERATS, and access to the information they contain is restricted.

Employees who wish to review their own file should contact Human Resources. Employees may

review their own personnel file in the HR office in the presence of the HR Manager with

advanced notice. Employees may also request a copy of their file from the HR Manager.

Employment Reference Checks/MVR Records/Background Checks

All staff at ERATS  must pass a background check to be offered initial and continued

employment. In compliance with MN Statute 123B.03, a background check is pulled for every

applicant who is offered a position at ERATS  Background checks are pulled every three years

that an employee returns after the initial employment agreement. Additionally, an MVR is

pulled with every employment agreement. Non-Driving staff with violations on their MVR may

not drive school vehicles and are not covered by school insurance. Staff who fit this category

will be made aware of this policy.

ERATS checks the references and previous employment of all applicants. HR will respond to

external requests for reference checks for current or former employees by confirming the dates

of employment, wage rates, and positions held. No employment data will be released without a

written authorization and release signed by the individual who is the subject of the inquiry.

10



Pursuant to MN Statute 13.43 Subd. 16 A school district or charter school must release to a

requesting school district or charter school private personnel data on a current or former

employee related to acts of violence toward or sexual conduct with a student, if:

1. An investigation conducted by or on behalf of the school district or law

enforcement affirmed the allegations in writing prior to release and the

investigation resulted in the resignation of the subject of the data; or

2. The employee resigned while a complaint or charge involving the allegations was

pending, the allegations involved acts of sexual contact with a student, and the

employer informed the employee in writing, before the employee resigned, that

if the employee resigns while the complaint or charge is still pending, the

employer must release private personal data about the alleged sexual conduct to

a school requesting the data after the employee applies for employment with

that school.

Personnel Data Changes

It is the responsibility of each employee to promptly notify human resources of any changes in

personnel data to ensure its accuracy and current at all times. Please use the Employee Change

Form and submit to human resources to update payroll and personnel files including: address,

phone numbers, emergency contacts, educational or professional development or other

pertinent information.

Performance Evaluations

All employees are subject to performance evaluations at least annually including the director

who is evaluated by the Board of Directors. Evaluation reports are part of the personnel file.

In accordance with MN Statute 122A.40, teachers are additionally evaluated by a peer. ERATS

uses the Q-Comp program. Teachers are responsible for creating student learning goals and will

be evaluated several times during the year on those goals. Teaching staff will also be formally

observed by an administrator at least once during the year. The evaluator or director will work

with the teacher to develop an improvement plan if needed. New hires and staff placed on

improvement plans will be observed by administration 3 times a year in compliance with the

school’s current remediation plan.

Additionally, a charter school must adopt a policy, plan, budget, and process, consistent with

MN Statute 120B.11, to review curriculum, instruction and student achievement and strive for

the World’s Best Workforce.

ERATS as a school, will be evaluated on an ongoing basis by the Board and their authorizer.
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Employee Benefits

Regular full-time employees are eligible for all benefits. PERA (Minnesota Public Employees

Retirement Plan) or TRA (Minnesota Teachers Retirement Plan) is available to all adult

employees. The following benefits are available to eligible employees:

● Benefits Package: ERATS partners with Education Benefit Consultants (EBC) to

offer: Dependent FSA, Full Use FSA, Limited FSA, Outside Health Premiums,

Health Savings Account (H.S.A.), Roth 403B (through Ameriprise)

● 20% Benefit Pay: 20% of salary ($8,000 Max) for EBC benefits or Cash In Lieu of

benefits

● Summer Pay: The actual working year (defined as the period students attend

school) is nine months. Our staff benefits from paychecks all year with our

“summer pay” program, meaning the annual salary is spread evenly over 12

months rather than the nine that are actually worked. This benefit does not

apply to hourly or part time employees. If an employee joins or leaves ERATS

after the school year has begun, their salary shall be prorated to reflect actual

hours worked during the time school is in session.

● Holiday Pay: Labor Day, MEA Break, Thanksgiving, Winter Break, Martin Luther

King Day, President’s Day, Spring Break. Refer to the school calendar for holiday

dates.

● Professional Development: Approved school or education related training will

not count toward PTO. School funds may be available for some professional

development. Check with human resources for guidance. All individual

professional development requires approval by the Director and may require

discussion by the board.

● Paid Time Off: 72 PTO Hours for full time staff (or prorated for part time) accrued

on a per pay period basis. Unused PTO may be bought at a rate of $50 per 7

hours on the last working pay date. 72 hours can be rolled into a new

employment agreement period if returning, PTO balance shall not exceed 144

hours. Use of more PTO than acquired will result in a salary hold. Other teachers

are allowed to donate PTO time to staff in need and transfer must be done

through HR. Negative PTO balances will be calculated and deducted from

remaining paychecks starting with the first summer paycheck.

● Bereavement Leave: Three days of paid leave may be granted for the loss of an

immediate family member (by discretion of Director).

● Family & Medical Leave: Pursuant to the Family and Medical Leave Act,

employees are eligible to receive unpaid, job protected leave as follows:

o 12 Weeks of Leave: during a twelve month period for: birth of a child and

care of a newborn within one year of birth, adoption or foster care of a

child within one year of placement with employee, to care for employee’s

12



spouse, child, or parent with a serious health condition, a serious health

condition of the employee which renders them unable to perform

essential functions of their job, “covered active duty” of a spouse, child or

parent

o 26 Weeks of Leave: during a single year to care for a covered service

member with a serious injury or illness when the service member is a

spouse, child, parent, or next of kin of the employee.

● Military Leave: In accordance with MN Statute 192.26, employees who are

members of: The National Guard, the officer’s reserve corps, the enlisted reserve

corps, the Naval Reserve, the Marine Corps reserve, or any other United States

military force shall be provided 15 paid days of military leave per calendar year to

satisfactorily meet obligations required of said organizations.

● Voting: Employees are strongly encouraged to perform their civic duty and vote

in elections. Per MN Statute 204C.04, ERATS will work with all staff to allow paid

time for voting while making sure all classrooms and school duties are covered.

Staff may only take the time they need to vote and must return promptly to the

school. Arrangements must be made in advance of voting day.

● Worker’s Compensation: Workers Compensation insurance is provided at no cost

to employees. This insurance covers an injury or illness sustained in the course of

employment that requires medical, surgical, or hospital treatment. All staff are

required to complete an orientation that will include training on the process of

reporting an injury.

o Employees who sustain work-related injuries or illness must inform

Human Resources immediately without exception. No matter how

minor an on the job injury may appear, it is important that it be

reported immediately. This will enable an eligible employee to qualify

for coverage as quickly as possible. Failure to report a work-related

injury could result in disciplinary action. Neither ERATS or the insurance

provider are liable to pay worker’s compensation benefits for injuries

that occur during an employee’s voluntary participation in any off-duty

recreational, social, or athletic activity sponsored by ERATS.

Employment Categories/Work Schedule/Payroll

ERATS employs all staff in a seasonal (school year) period in an at-will capacity. As such although

employment agreements are for a specified school year, ERATS or the employee may terminate

the employment relationship at any time for any reason or no reason.

Employment Categories
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Exempt Staff: In accordance with the Fair Labor Standards Act, certain positions are considered

exempt. Exempt means the position does not qualify for overtime pay. Exempt positions at East

Range Academy generally include: administrative and licensed teaching positions.

Teachers: Per Minnesota Statute 124E.12, Subd. 1, A charter school may employ

teachers who hold valid licenses for the services for which they are employed. Subd. 2

requires the Board of directors to establish qualifications for all persons who hold

administrative, supervisory, or instructional leadership roles. Teachers are responsible

for their licenses, but HR can offer guidance and support.

Non-Exempt Salary Staff: Support Staff and Drivers are considered non-exempt based on the

FLSA (Fair Labor Standards Act). These employees must report all hours over 40 in a work week.

Because the school day is shorter than the typical work day, all hours over 40 require approval

and must be captured on a timecard.

Paraprofessionals must meet state requirements of either: An Associate degree, 60

credits of higher education, or pass the Parapro exam with a score of at least 460. ERATS

encourages our paraprofessionals to seek the Voluntary Paraprofessional Credential.

Human Resources can offer guidance.

Bus Drivers (Type A, B, C or D) must also meet specific state and federal requirements.

Drivers operating a school bus must have a commercial license with a passenger and

school bus endorsement, have a clean MVR, participate in (and pass) random drug

testing, pass a background check and a physical exam every two years

Van Drivers (Type III Vehicles) hold a valid driver’s license, must pass a background

check and a physical exam every two years, and have a clear MVR.

Non-Exempt Time Card Staff: Some positions may be paid on a time card basis. This would

generally include any non-exempt staff working part time or on call where the hours vary from

day to day. Overtime is highly unlikely for these positions.

Additional Responsibilities: Some staff may hold additional “mini” jobs that allow ERATS to

function without additional personnel to fill these smaller roles. These positions have separate,

specific job descriptions and are compensated as a separate salary, but will be paid on the same

pay schedule as regular compensation. Employees are expected to meet the needs of these

positions during their normal work schedule. Staff will not receive full compensation if they do

not complete their responsibilities for the “mini” jobs. Overtime is prohibited for these

positions.

Stipend Projects: Extra "stipend" jobs are compensated separately as a project since they

require minimal hours to complete and must be completed during the normal school day. All

stipend projects are compensated on a project basis and are paid out in two payments, one at

the end of each semester when applicable. Staff will not receive full compensation if they do

not complete the project. It is the employee’s responsibility to manage hours spent on "stipend"
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projects as overtime will not be paid. All employees are encouraged to participate in

extracurricular school activities to support our students and enhance relationships. Our staff’s

wide variety of interests create opportunities for students to experience new things. As such all

employees are invited to participate in field trips, clubs, and committees working directly with

students. Some examples include student council, prom, graduation, E-sports and other similar

programs. Some stipend projects do not work directly with students and are considered more

behind the scenes such as Facebook or Website. Weekend or after-hours field trips are paid as a

stipend each semester.

Student Staff: One of our focuses at ERATS is work preparation for students. Our students are

able to fill a variety of employment positions in office work, the cafeteria and in janitorial

services. These positions are paid hourly on a timecard. There are specific legal guidelines for

youth employment. Overtime is strictly prohibited and student hours are closely monitored by

HR to ensure compliance of the law. Additionally, work shall not interfere with the student’s

academic success. Academic staff should notify HR if the student is struggling in their classes.

Work Schedule

East Range Academy’s work schedule is based on the school calendar and times when school is

in session. Generally, the academic school day is from 6 hours for paraprofessionals and 7.5

hours for teachers with some exceptions, however all staff are expected to report to work on

time and stay through the time period outlined in the employment agreement which will

include mandatory staff meetings. These meetings are critical for student achievement and the

general functioning of the school. Failure to regularly attend staff meetings will result in

disciplinary action. Staff work days and required professional development will depend on job

descriptions and categories. Generally, administration, licensed staff and paraprofessionals are

required to report for staff days. Office support and drivers typically report to school when

students are here. Drivers report to work as assigned by their route and other duties. All staff

are required to attend orientation. Work schedules, job duties, and compensation are

addressed in the employment agreement. If any staff return for a new year, a new at-will

employment agreement will be signed.

Prep Time: Full time teachers will receive 1 class period for preparation time each day. The

remaining day will be used for student instruction and assistance, staff meetings, child study

team meetings, special education meetings, etc.

Advisement: Teachers assigned to a student advisement period will meet with assigned

students and communicate with the parents of those students as needed. Advisement periods

are a time to work with students on grades, homework, building relationships, etc. While

subject matter is not taught during this period, teachers will interact with students in a manner

that supports their success at school which could include games, guided discussions, or other

activities. This is not a time where students are on phones and teachers are behind their desks,

it is a time of advisement.
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School Provided Professional Development: ERATS provides professional development

opportunities to meet the goals and requirements of the authorizer. Professional Development

will focus on student achievement, classroom management, and academic outcomes. Teachers

and Paraprofessionals are required to complete all professional development. Failure to comply

with this standard will be considered substandard performance and will result in disciplinary

action.

Payroll

ERATS employees are paid every other week on Fridays. A pay schedule detailing all 26 pay

dates will be posted in designated staff posting locations. Staff have the option of direct deposit

or a paper check. Every effort is made to ensure accuracy on payroll. In the event of an error,

employees should immediately report it to human resources. HR will work directly with the

employee to determine a solution.

Travel Pay: Employees who travel for approved ERATS work or training will be compensated for

meals at a rate of $9 for breakfast, $11 for lunch and $16 for dinner, or a combination of meals

not to exceed $36 per day. Receipts must be turned in to the business office for reimbursement.

Employees who use their own vehicle for company use will be reimbursed at 56 cents per mile.

Mileage must be recorded on a mileage log and turned in to the business office at least on a

monthly basis.

Final Paycheck: Employees who voluntarily resign or are terminated will be issued their final

paycheck on the next pay period. The final paycheck will be calculated to include all hours

worked, PTO balance at the buyout rate if positive or deducted from final pay if negative,

regular deductions, prorated stipends, and any reimbursements due to the employee.

Employees who do not complete the nine-month work period are not eligible for summer pay.

The final paycheck will be a paper check and will be mailed to the employee pending the return

of their keys, badge, computer, and any other equipment owned by the school.

Overtime: Because the school day is less than the typical 8-hour work day, all overtime requires

authorization prior to working the hours and must be reported on a timecard. It is the

employee’s responsibility to know where they are hourly and notify their supervisor or HR if

they are approaching overtime. Overtime is defined as hours worked over 40 in a work week

(Thursday through Wednesday). Overtime is paid to all non-exempt employees at a rate of 1.5

times their daily rate and is paid on actual hours worked over 40. PTO, holiday, and vacation

hours are not considered hours worked for the purpose of calculating overtime.

Time Cards: Staff that are required to complete timesheets must have an immediate supervisor

or the HR manager sign and date the time sheet. Time sheets are turned in to Human Resources
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no later than end of day the Wednesday the pay period ends. If a timesheet is turned in past the

deadline, it will be paid on the next pay date.

Lunch and Break Periods: Staff who work directly with students have the same lunch period as

the students. This time is paid in the work schedule because it is likely that staff will be

interacting with students during their lunch. Employees are welcome to eat hot lunch and will

be billed by the Food Coordinator on a monthly basis. Payments must be made directly to the

Food Coordinator in the form of a check or money order (no cash) and may not be deducted

from payroll.

Absence Management System: Frontline (formerly AESOP) is a substitute finding system. All

employees are set up in the system and must sign up for any time away from their duties so a

substitute can be found to cover them. It is the staff’s responsibility to enroll in the system. All

staff are required to sign up as an “in-house” substitute. With proper notice of absences, ERATS

will try to find an outside substitute, but if none are available regular employees will be

required to fill in during the times they are not working directly with students. In-house

substitutes are not paid additionally as substitutes. When less than 24-hour notice can be given,

staff must inform the school secretary or director by phone or email before school starts for the

day. All teachers should have plans for substitutes well in advance of an absence. ERATS should

never be put in a position to scramble to find something for a substitute to assign to students.

All teachers must have a binder or folder of multiple subject related-activities readily available

for emergency situations. It is discouraged to consider substitute days “free” days for students

to do whatever they want as it makes it hard for substitutes to manage the classroom and

unlikely they will want to return which puts a burden on the school.

Driver Absences: Students depend on our transportation department to get to school, as such

drivers who cannot report for duty must give as much notice as possible to the transportation

manager. The transportation manager will train driving staff on the proper way to report an

unexpected absence due to emergency or illness.

Safety and Work Conditions

Safety

ERATS has established a workplace safety program in compliance with OSHA (Occupational

Safety and Health Act) regulations to ensure a safe and healthful environment for employees,

students, and visitors. This plan will be covered in orientation and all staff are required to

participate, regardless of start date, prior to the first day of work. Training records will be kept

on all safety training. The program’s success depends on the alertness and personal

commitment of all. Every employee has and is encouraged to utilize their stop work authority in

the event of a safety issue. Failure to fully support and adhere to the safety program will result

in disciplinary action up to and including termination. The office of Human Resources is the

primary contact for safety related matters.
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Incident Investigation: ERATS investigates every incident with a focus on identifying and

correcting root causes, rather than finding fault or blame. Investigations will be conducted by

HR and will include administration and employees working together. While the investigation will

seek to uncover the immediate cause (the how) of an incident, it will not be concluded until the

question of why can be identified and resolved.

Bloodborne Pathogens: Every ERATS employee will receive training on Bloodborne Pathogens

during orientation.

First Aid and Medical Treatment: ERATS strongly encourages certification in First Aid and CPR,

as such ERATS provides this training at no cost to employees. Basic first aid information is

included in orientation; however, this training does not result in certification. Regardless, every

employee needs to know what to do in an emergency situation and who can treat injuries.

Hazardous Communications: ERATS uses very few hazardous materials at the school, however

the chemistry lab, industrial shop, art studio and janitorial department may work with or have

on-site hazardous materials. Hazardous Communications and SDS (Safety Data Sheets) training

is included in orientation.

Emergency Action/Crisis Management Plan: ERATS works in conjunction with the school’s

insurance provider and local emergency response agencies to develop a crisis management

plan. The plan includes information and instruction including but not limited to:

Lockdown/Evacuation/Sheltering procedures, facility maps, warning notification in the event of

fire or other emergency, and violent intruders. All employees will receive comprehensive

training prior to their first day of work. Everyone must commit to learning and following the

plan. Failure to do so will most likely put someone’s life in danger and will result in disciplinary

action up to and including termination.

Ergonomics: ERATS is committed to providing the equipment needed to perform all jobs in a

safe manner. As such, employees should speak with HR if special ergonomic equipment is

needed or requested. Some requests may require board approval.

Fire Protection: ERATS requires every employee to participate in portable fire extinguisher

training, which will be included in the orientation. Additionally, all staff should know fire drill

procedures including but not limited to emergency alert system, evacuation of students and

muster point.

Drivers Safety: On some occasions, non-driving staff may need to transport students in a school

van. Only drivers with a clean MVR are covered by school insurance, as such only approved

employees are permitted to drive school owned vehicles. All employees will be trained on

vehicle inspection reports, mileage logs, student management during transport, how to re-fuel

the vehicle and basic drivers safety training during orientation. Employees who do not meet the
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requirements for driving will be notified and are prohibited from transporting students or using

school vehicles.

It is the policy of ERATS that no employee shall transport a student in his or her personal vehicle

during school or for any school related activity, as they are not covered by school insurance. At

no time and under no circumstances is East Range Academy responsible if a staff member

transports a student outside of school or school related activities.

Dress Policy

Employees of ERATS  enjoy a very relaxed dress code. Clothing with political, religious, offensive,

or questionable messages or images should be avoided. ERATS trusts its professional staff to

exercise good judgement in clothing choices; however, if it becomes an issue it will be

addressed on an as-needed basis.

Smoking

Consistent with ERATS’s healthful work environment and substance use policies, smoking is not

allowed in the office, bathroom, vehicles, classrooms, or parking lots since others may be

impacted by second hand smoke. Additionally, as educators, it is critical that each of us model

good choices for our students. When students see adults manage their tobacco use

appropriately at school, they are more likely to do the same.

Use of Company Property

ERATS may provide staff with company owned property essential in accomplishing job duties.

This equipment is expensive and may be difficult to replace. Employees are expected to exercise

care, perform required maintenance, and follow all operating procedures and safety standards.

School equipment is not for personal use. All school property is checked out to staff and must

be returned before the final paycheck will be released.

Credit Cards: Some staff, including administration, teachers, and bus drivers may be issued a

school credit card. Van drivers may be issued a fleet gas card. School cards are not to be used

for cash advances, personal or non-business-related purchases, or for the purchase of alcohol

under any circumstances. ERATS is tax exempt as such sales tax should never be charged. It is

the responsibility of the card holder to provide a tax-exempt certificate to the vendor prior to

purchase. Charges must be within budget and properly approved by obtaining a credit

requisition number from the Board Treasurer or other designee. Charges over $300 require

prior Board approval and thus must be submitted no less than 4 days before the next regularly

scheduled board meeting.  This would commonly be the preceding Thursday by noon.  Receipts

are required to be turned in to the Board Treasurer, Business office, or other designee within

two school days of the purchase. In the event of a missing receipt, employees must report their
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charge using the Missing Receipt Report available from the Business Office. Upon the third

violation of this policy, an employee’s card will be cancelled.

Email/Personal Cell Phones/Internet

Email: ERATS  employees are required to use their company provided email for school use.

Communication via personal email is strictly prohibited for the protection and confidentiality of

our students. All email is the property of the school and may be used in the event of an

investigation. All staff will receive an email address during the new hire process. Employees may

set the email up on their personal phones to facilitate easy communication.

Personal Cell Phones: Staff are encouraged to carry personal cell phones for emergency use

especially when away from the school building with students. No reimbursements will be made

for personal cell phones; however, the school may provide corporate cell phones or cell phone

numbers in some cases. Employees who need to communicate with parents are encouraged to

use school landline phones, but ERATS understands that this is not always possible. While

interacting with students or in the classroom environment, all staff are expected to model

responsible cell phone use. Employees shall not engage in texting, surfing, games, or

conversations on their personal devices during work hours unless they are on a break. Teachers

should develop strict policies regarding student use of cell phones in the classroom and enforce

their rules equitably. At times during instruction, teachers may allow students to use their

phones during an assignment, but at no time should teachers allow students to disengage from

instruction to play on their phones.

Internet: As Charter Schools are required to comply with transparency rules and regulations,

staff are expected to use school internet responsibly and immediately address student misuse.

The internet is critical for instruction, as such, anyone using school internet should be cautious

of a virus or malware that could disrupt or stop student learning. Under no circumstances shall

inappropriate content of any sexual or violent nature be accessed including but not limited to:

blogs, websites, music videos, movies and images.

Employee Conduct and Disciplinary Action

Staff/Student Conduct

As an education and services provider to children, ERATS expects employees to follow rules of

conduct, regulations and laws to provide the safest environment for our students and staff.

ERATS will administer equitable and consistent discipline for unsatisfactory, dangerous, or illegal

conduct in the workplace or while interacting with students. It is impossible to list all forms of

behavior that are considered inappropriate in the workplace or interacting with youth. As

licensed professionals, staff have been tested, trained, educated, and must use a strong moral

compass to guide behavior. Any questions about staff and student conduct should be directed

to the Director or Human Resources. This policy applies to all school district employees at all

times, whether on or off duty and on or off school grounds.
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● At all times students will be treated by staff with respect, courtesy and consideration in a

professional manner. Employees are expected to exercise good judgement and

professionalism in all interpersonal relationships with students. Such relationships must

be and remain on a teacher-student or employee-student basis.

● Staff must be mindful of their inherent positions of authority and influence over

students.

● Staff are, at all times, ambassadors for the school and must conduct themselves in a

professional manner no matter the form of contact being utilized.

● Sexual relationships between employees and students, regardless of age, are strictly

forbidden and may result in criminal liability.

● Other actions that violate this policy include but are not limited to: dating students, any

interaction/activity of a sexual nature with a student, committing or attempting to

induce students to commit an illegal or immoral act, supplying illegal substances

allowing student access to illegal substances or failing to take reasonable steps to

prevent access to illegal substances from occurring.

Safeguards against improper relationships may include: avoiding altogether or minimizing

physical contact, keeping doors open when talking or meeting with students one on one, and/or

making sure meetings with a student take place in rooms with windows and/or others nearby.

Additional safeguards include: avoiding or limiting interactions outside of school functions,

limiting or avoiding giving students access to an employee’s personal cell phone, personal email,

or personal social media (Facebook, Twitter, etc.).

School action taken for violation of this policy will be consistent with Minnesota and federal

law.

MN Statute 122A.20 PELSB may on the written complaint of the school board, teacher

organization, or any other interested person, refuse to issue, refuse to re-issue, suspend, or

revoke a teacher’s license to teach for the following causes:

1. Immoral character, or conduct

2. Failure, without justifiable cause, to teach for the term of the teacher’s contract

3. Gross inefficiency, or willful neglect of duty

4. Failure to meet licensure requirements, or

5. Fraud or misrepresentation in obtaining a license

MN Statute 122A.20 Subd. 2 A charter school board, director, or authorizer must report to the

state agency that has jurisdiction over a teacher’s or administrator’s license when its teacher or

administrator is discharged or resigns from employment after a charge is filed that are grounds

for dismissal, or if a teacher or administrator is suspended or resigns while an investigation is

pending, or when a teacher or administrator is suspended without an investigation. Reports

must be made within 10 days after the discharge, suspension, or resignation has occurred.
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Additional Scope of Liability:

MN Stat. 13.43 Subd. 16 (Charter School Disclosure of Violence or Inappropriate Sexual Contact)

MN Stat. 122A.40 Subds 5(b) and 13 (b) (Mandatory Immediate Discharge of Teachers with

License Revocations Due to Child or Sex Abuse Convictions)

MN Stat 609.341-609-.352 (Defining “intimate parts” and “position of authority” as well as

detailing various sex offences)

MN Stat 626.556 (Reporting Maltreatment of Minors)

MN Rules Part 3512.5200 (Code of Ethics for School Administrators)

MN Rules Part 8700.7500 (Code of Ethics for Minnesota Teachers)

Substance Use and Abuse

ERATS maintains a safe workplace and learning environment by eliminating the hazards to

health and safety created by tobacco, alcohol, and drug abuse. All employees, contractors and

visitors are prohibited from the use, manufacture, distribution, sale and/or possession of any

illegal drug, controlled substance, or alcoholic beverage during work hours (including breaks),

while engaging with students or in any school sponsored, affiliated, or related activity.

Employees who violate this policy are subject to disciplinary action up to and including

termination.

Drug and Alcohol Testing: As a state and federally funded entity, ERATS complies with all rules

and regulations regarding a drug free workplace. All ERATS driving staff are required to comply

with DOT mandatory testing. Anyone who may drive a school vehicle could be called for a

mandatory test. The school may require any employee to undergo drug and alcohol testing

based upon a reasonable suspicion that the employee:

● Is under the influence of drugs or alcohol

● has violated the school’s policy prohibiting the use, possession, sale, or transfer

of drugs, paraphernalia. or alcohol while the employee is working or while the

employee is on school premises or operating the school’s vehicles, machinery, or

equipment

● has sustained a personal injury or has caused another employee or student to

sustain a personal injury; or

● has caused a work-related accident or was operating or helping to operate

machinery, equipment, or vehicles involved in a work-related accident

Employees have the right to refuse to undergo drug or alcohol testing. The consequences for

refusal to comply with testing may include withdrawal of a job offer, or discipline up to and

including termination.
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Within three (3) working days after receipt of a positive test report, the school shall give

notification to the employee. The employee may indicate any over the counter or prescription

medication the individual is currently taking, or has recently taken and any other relevant

information that could explain a positive result. Within three (3) days after notice of a positive

test, an employee may submit information from a licensed healthcare provider to explain the

positive result. Employees have the right to request a retest at his or her expense. Retests must

be requested and scheduled the same day the employee is notified of a positive result.

Employees who voluntarily seek help for substance abuse (self-referral) by contacting the school

may be provided an opportunity to pursue counseling and rehabilitation. Such a request is only

considered voluntary if it is made before the employee is asked to submit to a drug or alcohol

test or is discovered to have otherwise violated this policy. Employees who receive counseling

or treatment may use available PTO, or if eligible, family and medical leave. All costs related to

treatment and counseling are paid by the employee. The employee may not return to work until

released by a treatment provider and he or she receives a negative result on a return to work

test. Additionally, the employee may be asked to submit to follow up testing during the

remaining employment period. A decision to seek treatment will not be used as a basis for

disciplinary action, although the individual may be transferred, given work restrictions, or

placed on unpaid leave as appropriate.

Prohibited Items

At no time while on school property or while engaging in a school related activity including

regular work hours, shall an ERATS employee possess, sell, conceal, receive, or transport a

weapon of any kind including but not limited to: knives, guns, bombs or bomb making

materials. ERATS Physical Education may include archery and students may participate in

self-defense courses or weapons safety training, some classes utilize dangerous equipment such

as carpentry knives, multi tools, or blades. These activities and any dangerous equipment shall

be approved by administration and only school owned or approved property may be used.

Disciplinary Action

ERATS expects all staff to ensure orderly operations and provide a safe environment for

everyone, especially students. The goal of ERATS is to provide leadership and guidance with

employees who are committed to performing their best work. ERATS strives to ensure fair

treatment of all employees and makes disciplinary decisions that are prompt, consistent, and

impartial.  Reasons for disciplinary action include but are not limited to: violations of charter

school policies, substandard performance, misconduct, falsifying records, theft, and violence.

ERATS utilizes a progressive disciplinary plan for less serious infractions such as: cell phone

violations or excessive tardiness or absences.

1. Verbal Warning

2. Written Warning

3. 2nd Written Warning with Plan to Improve
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4. 3rd Written Warning and Board Evaluation

5. Suspension Without Pay

6. Termination of Employment

Because we are charged with the safety and education of children, there may be circumstances

where any or all of the steps are bypassed depending on the severity of the problem and

number of previous occurrences. Certain types of employee behaviors or situations are serious

enough to justify immediate termination of employment, without regard to progressive

discipline steps. By using progressive discipline, we hope that most employee problems can be

corrected at an early stage, benefitting the employee, the school, and our students.
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Employee Acknowledgment Form

The employee handbook describes important information about East Range Academy of

Technology and Science. I understand that I should consult human resources if I have any

questions that are not answered in this handbook.

I have entered into my employment relationship with East Range Academy of Technology and

Science voluntarily. I understand and acknowledge that while my employment agreement states

the beginning and end dates for the current school year, my relationship with East Range

Academy of Technology and Science is on an at-will basis. That means either East Range

Academy of Technology and Science or I can terminate the relationship at any time, for any

reason, with or without notice, as long as they don’t violate applicable federal or state laws.

Since the information and policies described here are subject to change, I acknowledge that

there may be changes to the handbook. All changes to the handbook will be communicated,

and the most updated handbook will be posted on the East Range Academy of Technology and

Science website at all times. The Board of Directors will approve all changes to the handbook.

Furthermore, I acknowledge that this handbook is not a contract of employment. I have

received the handbook, and I understand that it is my responsibility to read, ask questions, and

comply with the policies and procedures contained in this handbook and any revisions made to

it.

______________________________________________________________________________

Employee Name (Printed)

______________________________________________________________________________

Employee Signature Date
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