
Rockwell Charter High School
Employee Policies and Procedures 2021-22

(Updated and Revised June 16, 2020.)
*This will be updated during the summer and reviewed during inservice*

Compliance with these policies and procedures is mandatory to maintain employment at the
school. This document constitutes, along with any addendum materials, an employees at-will
work agreement with the school.

1.0 Beginning in the 2020-21 school year, the following standards and operational ethics will
be required of all Rockwell community members, especially employees and students. All
of the employee policies and procedures as well as school rules as they apply to students,
can be directly related back to these standards and operational ethics. All employees are
expected to assist Administration and one another in holding students and themselves
accountable for what appears here and in the Student Handbook.

The Rockwell Standards will facilitate success only as they are appropriately and
consistently applied. There are no different standards depending on the group in question.
These items are designed to keep all involved working toward reaching and developing
each student entrusted to the school as well as developing the adults employed or
otherwise involved at the school. These standards are to be a point of reference for every
person involved with or at the school from the Board, to Administration, to teachers,
support staff, and the families of employees and students.

The Rockwell Standards are as follows and will be posted throughout the school especially
in classrooms:
1.1.a Bring your best self. Feel proud of who you are and how you are at school and
school-related events. Every day is a new chance to be the best version of yourself
possible. Be in the right place at the right time, doing your job.
1.1.b Use your voice. We are empowered to learn and lead. Be confident. You have
something unique and valuable to contribute. Listen to others. Our school is stronger
when we hear all voices.
1.1.c Embrace challenges. We get better and smarter through hard work. Set challenging
goals for yourself. Make a plan and stick with it. Don’t give up. Try another strategy of you
get stuck and ask for help when you need it.
1.1.d Leave no Marshal behind. We care about one another. Look for opportunities to
help others and ways to cheer others up. Seek to understand another’s perspective before
responding or judging.
1.1.e This is our school! Contribute positively to it. Keep our building looking good
inside and out. Attitude affects behavior. Behavior affects how others see us as individuals
and as Marshals. Good habits create better attitudes and behaviors.

1.2 In addition to the previously stated standards, employees and students will
conduct business in classrooms and elsewhere in the school in accordance with these
operational ethics:

As a class, the teacher’s or substitute’s or guest’s voice directs activities. Students
and others will raise their hand to be heard. No food or devices without
teacher/substitute approval.



In pairs or small groups, focused talking is expected within the group (inside
voices). No devices unless otherwise directed. No food unless in a Foods class.

Individually, put in a focused effort. Music is allowed but audible to the listener
only. Teacher has made expectations known. Limited food unless otherwise
directed.

Assessments of any kind require all devices put away except the computer being
used. No food except as provided by the teacher or the school. The expectation is
that students will do their honest best.

Hallways are not for free roaming. A teacher’s note is required, which establishes a
path from one accountable person to another. Restroom visits should be limited to
between classes at lunch. Watch mouths – follow Thumper’s mom’s rule: “can’t say
something nice, don’t say nothing.”

2.0 Rockwell is a duly incorporated, Utah non-profit that is organized and existing under all
applicable state and federal laws.
2.1 As a teacher, individuals must be certified by the State of Utah to teach within the
state. Failure to achieve and maintain said certification will be grounds for termination.
2.1a All employees of the school will be required to submit to and pass a criminal
background check and fingerprinting by August 31st upon hire.
2.2 Rockwell is committed to providing a variety of professional development
opportunities to reach every level of teacher, FT or PT, as well as instructional aides that
may be employed during the school year. The following are what make up the PD effort for
the school:

- Inservice
- Off-site possibilities (conferences, workshops, etc.)
- Professional Development, especially those mandated by the state
- Various Collaborative Teams
- School Improvement Committees (2 per year)
- Formal and Informal Observations (in-person and using swivel cameras)
- Formal Annual Evaluations

Effective July 1, 2013, teachers must be licensed and/or endorsed specific to the
subject(s) they are hired to teach. Utah’s alternative teaching programs (ARL and APT),
site-based licensure, and letter of authorization are accounted for in that effort.

Teachers invited to work at the school will have the academic year to:
(1) Initiate a plan to become licensed or endorsed in the subject(s) to which they

are assigned and
(2) Show significant progress toward fulfilling that plan. Significant progress will

be demonstrated by enrollment in an accredited program or taking and passing
appropriate tests. Significant progress references the amount of course work or
assessments done in a given year toward completion of the license or
endorsement. A 3-year program, for example, requires 1/3 of the work to be



completed each year as a minimum, but would also satisfy “significant
progress” wording.

3.0 Salaried employees, whether full- or part-time, do not work by the hour, but are expected
to get the job done as defined by the at-will agreement. FT teachers and other salaried
support staff are expected to be on site and engaged in their various efforts between 8 am
and 4 pm unless otherwise directed by administration.
3.1 Part-time, hourly employees must obtain, in writing via a letter or email,
permission to work over their allotted hours in a given week. Failure to obtain permission
may result in loss of employment.

4.0 Part-time employees are also governed by at-will agreement. PT employees will have
worked out details of timing with a direct supervisor to reduce the possibility of
misunderstanding about their schedule. No PT employee receives benefits, though they
may decide to buy coverage through the school’s plan. Also, see 3.1 of these policies and
procedures.

5.0 A teacher’s expected start date of school is July 1st, the start of the current fiscal year. FT
and other contracted services run through June 30th of that fiscal year regardless of when
initiated. FT salaried professionals should extend some level of effort to attend off-site and
out-of-school calendar trainings, seminars, activities, and conferences with proper notice.
5.1 The school will follow the school calendar as set by Administration and the
Rockwell board annually in March or April.
5.2 Lunch periods for teachers and aides will be duty-free where possible.
5.3 Irrespective of position, all employees should report concerns, needs, etc. to their
immediate supervisor or team leader or, in the absence of an immediate supervisor or
team leader, to a member of the administrative team. If there is a conflict with an
immediate supervisor/team leader, employees should contact a member of the
Administration team.
5.3.a Failure to communicate concerns, needs, etc. or allowing ongoing conflict to go
unattended will not remedy the circumstances. Failure to report such items may lead to
discipline including dismissal.

6.0 If an employee is unable to work because of sickness on any scheduled day, it is the
employee’s responsibility to notify the secretary and/or administration no later than
10:30 pm the night prior to and no earlier than 6:00 am (and no later than 7:30 am) the
day of an illness or when dealing with an emergency in order to facilitate obtaining a
substitute teacher.
6.1 FT employees are allowed 8 days of sick/personal days per year.  If an employee is
taking a planned personal day, the employee will notify the administrative team at least 1
week in advance whenever possible.
6.1.a Effective with the 2014-15 school year, the 8 sick/personal days carry no cash-out
value and will not be rolled over from year to year.
6.1.b Teachers engaging in “covering for one another” to gain more time off and teachers
soliciting such may have their pay reduced and/or lose their position. Administration
understands situations arise in our lives and are willing to work with any employee to
cover or find help to cover sudden needs that may arise. Be willing to notify Admin of such
needs.



6.1.c School business of any kind does not accrue against this pool of days so any teacher
or other employee on such errands as conferences, trainings, field trips, etc. will not lose
sick/personal days. However, for budget monitoring purposes, those days must still be
reported and recorded.
6.1.d Any employee arriving late will be tracked and expected to make up for that time
much as expected of students. Chronic tardiness will be grounds for dismissal. Employees
are considered late when they have arrived after the agreement time (8:00 am).
6.1.e FT employees who exceed 8 sick/personal days in a calendar fiscal year (July 1st

through June 30th) will pay for their substitutes on the 9th absence unless considered a
special circumstance in working with Administration.
6.2 When an employee is compensated by State Industrial Insurance for an absence
from work due to on-the-job injury, the school will comply with current law.
6.3 In accordance with federal and state law, sick/personal leave may be used for
pregnancy.
6.4 Additional leave without pay up to 15 days may be requested and granted with
approval from the Executive Director with a daily rate deduction in force.
6.5 All provisions of the Family and Medical Leave Act of 1993 will be honored.
6.6 Time-off requests for blackout dates should be avoided. However, understanding
human nature and demands in individual lives, such time off on blackout dates must be
APPROVED (not merely requested) in advance (at least a month prior to the dates in
question) by the Administrative team. Blackout dates are dates critical to the operation of
the school or to student growth and achievement. These days include inservice week, the
first two weeks of school, the last day of a term, state testing times (ACT day and other
dates as scheduled), days just before extended breaks of more than 3-day weekends, and
the last two weeks of school. Blackout dates are far more difficult days to ensure
appropriate coverage by a substitute for a teacher’s schedule. Especially where a
school-year calendar is generally available by April of the previous year, such conflicts can
be planned around.
6.7 Bereavement Leave may be approved up to 5 days per year with full pay. For the
bereavement leave to qualify the deceased person must be related to the employee as
follows: parent, guardian, sibling, grandparent, child, spouse, or as approved by
Administration. The clause, “or as approved by Administration” refers to close, personal
and family friends and long-time pets that create an emotional hole in the life of an
employee.
6.8 If an employee is called to active military duty, employee shall be placed on “leave
without pay” status and retain their employee status according to federal statute.
6.9 Jury Duty Leave requires employee to be released from their professional duties
without loss of pay or position and will be entitled to keep any pay received from the court
according to federal statute.

7.0 Full-time employees will have the option to accept and enroll in a health benefit plan.
Full-time status is determined and defined as working 30 hours or more per week.
Part-time, hourly employee must seek permission from administration to work more than
29 hours per week.
7.1 Part-time, salaried or hourly licensed teachers and support staff are eligible for
health benefits, but pay for those at a higher premium rate cost directly.



8.0 Employees who work full time will qualify for retirement credit should a 401K or other
retirement benefit exist.

9.0 Rockwell employees will be paid on the 15th and last day of each month while the effort
will be made to pay the day prior to those dates if falling on a weekend or holiday.

10.0 Observations will take place as determined necessary in consultation between the teacher
and administration. There is usually one evaluation observation per year for veteran
teachers and there are two per year for newer teachers. A formal overall evaluation will be
given to the teacher by June 15th for those not returning for the next year and upon
request by teachers staying at the school. Teachers are invited to discuss observations and
evaluations with administration as part of their professional development. Teachers will
be given the observation tool that administration will be using during inservice in August
of 2020.

11.0 Rockwell reserves the right to modify a teacher’s schedule, class enrollment, or duties at
any time, though with sufficient notice and discussion as influenced by enrollment or any
other needs that arise. All instructional staff will submit to after agreement duties, which
include ticket table for sports and other activities, before and after school detentions,
dance and other activity or trip chaperoning duty, etc. Schedules for these events will be
made, as often as possible, at the start of the year.
11.1 All employees are impacted in various ways by enrollment. Job assignments, hours,
duties, among other things, are greatly influenced by enrollment numbers. Therefore, all
employees are expected to engage in positive marketing and PR efforts to draw and
maintain students. No school is perfect, but employees unable and unwilling to speak
fairly and accurately about things being done legally and ethically to help each student
grow and achieve by the school and their colleagues ought to seek employment elsewhere.
Enrollment rules how the budget is devised, how positions are determined, and how
salaries and if raises are available year after year.

12.0 Professional Expectation
12.1 Employees are expected to read this Employment Document as well as the Student
Handbook and support those policies as devised and approved by the Board and
Administration. Classroom teachers are given wide autonomy to govern/manage their
rooms as they see fit, but are not allowed to change Board or Administrative policies,
procedures, or school rules and should always reference The Rockwell Standards and our
operational ethics when determining how to manage their classroom.
12.1.a All paid positions at the school, full-time and part-time, salaried or hourly, are on
annual at-will agreements with assurances that reasonable due process will be available
for one and all regardless of position and regardless of situations or allegations that may
arise. Employees are not guaranteed employment beyond the annual at-will agreement.
12.1.b All employees are guaranteed their rights as identified through the Equal
Employment Opportunity and Civil Rights coverage as stipulated in Federal law.
12.2 Employees are expected to speak and act in a professional manner and to be an
example of a positive role model. Attire will be consistent with the demands of a given
effort or position. School employees are as responsible for their own attire as they are in
supporting students in what they should wear. However, as part of the Utah Public System
of Instruction, Rockwell’s primary concerns are not fashion or style, but instruction so



while the school’s administration will help students be accountable for such, the same will
be true for employees.
12.2.a Licensed or not, any FT or PT employee who engages in activities that undermine
the integrity and trust of the school as a whole will be dismissed for such activities or
expressions including, though not limited to public or private acts or expressions that lead
one to question whether the person should continue working in education, belittling or
bullying or otherwise harassing a student in any form, extensive vulgar commentary
directed at a student or other adult; sexual conversations or discussions of any type which
have nothing to do with learning; physical contact with students of any gender beyond fist
bumping, high fives, or handshakes or side hugs. Illegal or unlawful or unethical behavior
or attitude will result in dismissal. As adult professionals, irrespective of positions or
titles, our accountability with regards to these items should not be mysterious. Students
engaged in what boils down to unlawful activities would also face more intense
consequences.
12.3 Teachers are expected to perform all duties necessary for the teaching of students.
Support Staff are specifically hired to help students and teachers function efficiently and
effectively daily.
12.4 Teachers are expected to contact parents by phone or email monthly. These calls
and emails must indicate something positive as well as the tougher subjects that may
require a call. This is a key part of classroom management, while not tracked, that will
help a teacher accomplish much more in a given year than otherwise might happen.
12.5 Teachers are expected to cooperate with school administrative personnel and
colleagues in fostering harmonious relations, and acting as an enthusiastic member of the
schools’ educational team. Gossip, slander, spreading rumors, or any conversations that
are deemed unprofessional, will be grounds for a warning and due process review as well
as possible dismissal. Regardless of the public nature of budgets, salaries, etc. time wasted
on discussion of such or the merits of an individual employee over another by colleagues
may be grounds for dismissal.
12.5.a With regards to fostering harmonious relations among all sectors of the school or
constituencies, FT and PT teachers and instructional aides are to develop appropriate,
professional relationships with students. In the event a student has broken a classroom
rule, teachers or aides are expected to treat the student with the same dignity they would
expect from administration by having the class continue to work and taking the student
into the hall to ascertain the reason the student acted out. Education is very much a “take
a step back” profession in which automatically going to yelling and threats, physical
intimidation, etc. regardless of how infuriating some actions or expressions may be is
unacceptable and does nothing to build harmony, to create an environment where young
people are schooled in social and emotional learning as well as academic subjects. As with
students, employees will be supported in changing mindsets and seeking better behaviors
and expressions through appropriate levels of verbal and written warnings and other
consequences as needed or deemed appropriate.
12.6 Employees will be required to be on time (8 am) and not leave early (4 pm)
without administrative approval. Vacation days (termed personal days throughout this
document) must be preapproved where possible.
12.6a Contract hours will change if the school is in Yellow risk phase due to COVID.
12.7 Employees are expected to assist with extracurricular activities and teams, etc. and
shall be compensated by way of stipend (essentially an honorarium) according to the



budget for a given year for that activity or sport (stipends are set and not up for
negotiation and do not constitute pay).
12.7.a Additionally, helping with ticket taking at games or events, chaperoning dances,
assisting with attendance make up, providing before or after school supports, as well as
being available between 8 am and 4 pm (unless PT) or as scheduled to meet with parents
and students are expected and are not efforts to be relegated to or otherwise dumped on
colleagues.
12.8 Employees shall devote best effort and substantial time, attention, and energies to
the performance of duties under this agreement. Employee shall perform duties faithfully,
industriously, and to the best of his/her abilities and experience. This is in a manner
consistent with Rockwell Standards.
12.8.a Employees must always represent the school in a positive light to parents,
students, colleagues, and the community at large. Failure to do so or an unwillingness to
do so will be grounds for dismissal.
12.8.b Effective for the 2019-20 school year, Rockwell employees who choose to enroll
their students (natural or adoptive) at the school will be given a 20% reduction in
standard fees and 10% reduction for extracurricular or other fees. This will be reviewed
and revised annually.
12.9 Compensation is based on the student count on October 1st annually and all
employees will devote a best effort toward promoting the school to potential students and
families. Effective July 1, 2018, annual agreements will not include raises until the October
1st count is certified (usually not until November 1st of each year) and raises will be
adjusted at that time. If possible to do them earlier in the agreement period, raises may
come sooner.
12.10 Teachers will assist during their Mentoring time and as requested by Admin with
CCR plans, IEPs, 504s, and other student support efforts. As previously stated, teachers
and other employees will serve on committees as needed.
12.11 All teachers and staff are invited to attend and assist with graduation and other
year-end efforts for the students, though attendance at the overnight graduation lock-in
does not excuse the responsibility to be in attendance at the last day of student attendance
when such may be required.

13.0 Subject to approval from the state, full-time employees shall be entitled to receive benefits
as specified by the school. Employees will receive 85% of the benefits, paying 15% of the
benefit out-of-pocket.

14.0 Sick/Personal (Vacation) days will total 8 for full-time personnel.  Use of the days requires
proper paperwork to be submitted. These days carry no cash-out value and are not rolled
over. They are a benefit for the agreement year. PT salaried and hourly employees do not
accrue these days.

15.0 Upon termination of this agreement, regardless of how termination occurs, employee shall
immediately return all school property to the school.
15.1 If employee is moving on for any variety of reasons, Administration will provide
support as needed for a smooth transition.
15.2 If terminated for cause, a member of administration will supervise the exit of the
employee within an appropriate time frame, usually immediately.



15.3 Regardless of reason for termination, employee should plan to be out as soon as
possible, regardless of what time of year.

16.0 Equal Employment Opportunity
16.1 It is the policy of the school to provide equal employment opportunities to all
applicants and employees. Therefore, Rockwell prohibits any and all discrimination as
defined in federal and state statute.
16.1.a All paid positions at the school, full-time and part-time, salaried or hourly, are on
annual at-will agreements with assurances that reasonable due process will be available
for one and all regardless of position and regardless of situation or allegation that may
arise.
16.2 All employees not terminated for cause, but for reasons, choices, or determinations
apart from legal or ethical cause, may count on favorable expressions concerning the
performance of their duties in spite of differences of opinion about any variety of things
regarding academics or operations.

17.0 Civil Rights grievances as well as any and all other complaints of discrimination or issues
of any kind should be filed with administration as immediate to the time of the alleged or
actual event as possible. A thorough investigation will be conducted and reported on as
necessary to the reporting parties as well as law enforcement, if required. Certifiable acts
of harassment will be grounds for termination as can other legal or ethical issues. In all
such matters as with any such issues of personnel, a fair and impartial due process will be
engaged.

18.0 No employee may, upon termination (whether by choice of the employee or the school),
make known to any future employer the names and addresses of students at the school.
This would be a direct Federal personal privacy issue especially as it relates to students.
All books, records, reports, accounts, and documents of any kind relating in any manner to
the school’s business or student/family relationships shall remain the exclusive property
of the school.

19.0 To the best of their ability, the Administrative team will annually provide the coming
year’s calendar, updated policies and procedures, work agreements, and a tentative
schedule by no later than June 30th. Enrollment rules everything, so when possible, the
previous items will be extended prior to June 30th of a given year.
19.1 Positions for the coming year may initially be offered starting March 1st but without
set enrollment, it must also be clear that these offers are dependent upon enrollment.
With annual at-will agreements, such a clause allows an employee to seek a position
elsewhere as well as the school determining an FT position to be PT or not required all
due to the at-will nature of the agreement as well as enrollment.
19.1.a Annual agreements will be formally awarded by no later than June 30th and no
sooner than June 1st of any given year, though, with rare exceptions, the initial offer may
come on or soon after March 15th.

20.0 Administration will promote and encourage reenrollment and new enrollments all year
long to smooth out the potential for volatility where employment is concerned. Rockwell’s
Administration reserves the right to enroll students throughout the year, attempting



always to limit such activities to term changes after the October 1st enrollment audit.
However, in keeping with this effort, forced staff reductions may be required due to
enrollment fluctuations. It is in every employee’s best interest to promote the school to
others as well as be flexible for new students arriving throughout the year.

21.0 By policy, these policies and procedures will be updated annually by Administration with
review by the Governing Board every few years.
21.1 Employees will also follow the Student Handbook as part of the policies and
procedures that govern the school. No employee has authority to supplant or replace
items within this document nor in the Student Handbook. Such actions may be cause for
termination.
21.2 Employees will exercise due diligence by engaging students in a fair and accurate
due process regarding scoring and grading of any work or assignments as is suggested
throughout the entirety of this document as well as the Student Handbook and the
Rockwell Standards and operational ethics.

22.0 This policy and procedure document as well being paid on the monthly pay dates of the
15th (or close to it) and the last day of the month, depending on the month, constitutes an
employees at-will employment agreement and the school and employee are accountable
to it. No other agreements or contracts, written or verbal, may replace this document.  The
school recognizes that an employee may end their work with the school at any time, with
or without notice, and the school may do the same based on Utah being an at-will state.


