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Dear Employee:

On behalf of myself and our colleagues, I welcome you to the Arkansas Arts Academy
(AAA). This employee handbook has been developed to provide a clear understanding
of expectations and obligations. While this Handbook provides important information
relative to all aspects of your employment at AAA, it cannot be used as the basis for all
decisions. I encourage you to consult your supervisors and our Human Resources (HR)
office if you have any questions not addressed within this resource.

AAA is a great place to work because of people like you. Each employee contributes
directly to the growth and success of our K-12 open enrollment charter school. We hope
you will take pride in being a member of our team. This handbook is designed to assist
you with questions, concerns, policies and procedures needed to have a successful
employment experience. We invite your comments on the contents of this handbook, as
well as any other observations which may be helpful in the delivery of services to the
AAA community. It is the responsibility of each supervisor to administer these policies in
an impartial and consistent manner and it is the responsibility of our administration and
HR Office to monitor the administration of these policies throughout AAA.

Sincerely,

Dr. Allison Roberts
Chief Executive Officer
Arkansas Arts Academy
aroberts@artsk12.org
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2022-2023
EMPLOYEE HANDBOOK PERSONNEL POLICIES AND PROCEDURES

I, _______________________________, acknowledge I have been
provided Arkansas Arts Academy (AAA) employee handbook and
have received directions on how to access it online and other district
documents at https://www.artsk12.org/.

I am responsible for knowing the contents of this handbook, which is
provided as an informational guide to employment benefits, policies,
guidelines and regulations.  I further understand that the handbook is
an operational guide, not a contract, and may be modified at any time.

Employees are encouraged to ask the Director of Human Resources
regarding any questions you might have.

Signed: _________________________________________________

Print Signature: ___________________________________________

Date: __________________
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School Mission

Arkansas Arts Academy (AAA)  is the ultimate K–12 choice for excellence in arts and
education. We believe that an arts-based approach to learning promotes creative
expression and an enhanced academic experience. Our mission is to provide a rigorous
academic program with a purposeful integration of the arts. We challenge our students
academically while providing them with an arts-enhanced curriculum.

Located in Rogers, Arkansas, we are an open-enrollment public charter school offering
fine arts education to K–12 students. Our goal is to make AAA a nationally recognized
institution that will draw students from all over Northwest Arkansas, the state, and the
region.

From the student handbook: Arkansas Arts Academy is the ultimate choice for
excellence in arts and academics. Aspire! Achieve! Advance! Arkansas Arts Academy
provides an academically rigorous and innovative curriculum with personalized student
learning environments that result in college and career-ready students.

AAA has high standards and expectations for all students.

● Students are challenged to learn in a collaborative environment.
● Students must demonstrate critical thinking and problem-solving skills and

strategies.
● Student use of 1:1 technology is integrated for all learning.
● Teachers use data from formative and summative assessments to better

determine how to help students learn.
● Students are expected to demonstrate academic proficiency or excellence

through school, state, and national assessments.
● Students will become lifelong advocates and patrons of the arts through their

intensive arts engagement.
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Arts Integration

Arkansas Arts Academy embraces a revolutionary education approach that manifests a
unique philosophy centered on arts integration. By offering a rigorous academic
curriculum alongside a purposeful integration of the arts, AAA challenges our students
to excel academically as well as experience a multitude of creative, artistic fields that
will afford students the opportunity to find their passion and drink deeply of innate
pursuits. Academics and arts complement each other to improve learning for students.
AAA teachers are encouraged to collaborate with one another which gives depth and
greater meaning to daily teaching objectives – all of which serves to create an enriching,
challenging, and pleasurable academic experience for each of our students.

School Organization Chart/Job Descriptions
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School Board Members
School Board Meeting
Agenda

Jeff Hunnicutt
President
jeff@artsk12.org
Term ends 6/30/2023

Dr. Cara Riley
Vice President
cara@artsk12.org
Term Ends 6/30/2025

Adrianne McGinnis
Finance
adriannemcginnis@artsk12.org
Term Ends 6/30/2024

Tawfeek Abohammdan
tawfeek@artsk12.org
Term Ends 6/30/2025

Cynthia Cochran
ccochran@artsk12.org
Term Ends 6/20/2025

Emily Kaiser
emily@artsk12.org
Term Ends 6/30/2025

Maurissa Roberts
maurissa@artsk12.org
Term Ends 6/30/2024

Administrative Office
Superintendent/Chief Executive Officer:
Dr. Allison Roberts
aroberts@artsk12.org Ext. 1795

Administrative Office Assistant: Susan
Perrine-McDaniel
sperrinemcdaniel@artsk12.org
Ext. 1798
Scheduling for Dr. Roberts
Board Agenda
Purchase Orders
Deposits
Admin. Assistance

Director Human Resources: Terri Harral
tharral@artsk12.org
Ext. 1792
Accounts Receivable
Payroll
Benefits
New Employee Onboarding
Employee PD Hours

District Student Services Director
Beth Scott
bscott@artsk12.org, Ext. 1794
ESOL
Dyslexia
SPED
504
OT, PT, Speech

Student Services Coordinator
Sheila Riffe
sriffe@artsk12.org, Ext. 1716
Medicaid
Armac
504 documentation
Student Records

ESOL & Migrant Coordinator
Thomas Stephenson
tstephenson@artsk12.org

ESOL TOSA
Caroline Martinez
cmartinez@artsk12.org
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District Registrar
Pam Lewis
plewis@artsk12.org, Ext. 1764
Registration
Enrollment
Lottery
Transcripts

Director of Arts Integration and Museum
Partnerships
Aaron Jones
ajones@artsk12.org

Arts Integration TOSA
Rachel Carpenter
rcarpenter@artsk12.org

District Visual and Performing Arts
Coordinator
Amy Kessler-Weber, K-12
akessler@artsk12.org

Director or Transportation
Courtney Johnston
cjohnston@artsk12.org
Bus Drivers
Student Bus Routes
Field Trip Transportation

District Technology
WIRED!
Help Desk:
support@wired.com

District Maintenance & Facilities
Coordinator
Ricky Robinson
rrobinson@artsk12.org

Elementary/Middle School -  EMS   K-6
Principal
David Skelton
dskelton@artsk12.org

● Safety
● Crises Go
● Drills
● Safety Audits
● Leadership Team Meetings
● School Culture
● Teacher PGP Goals
● Teacher Observations

Assistant Principal
Rachel Carethers
rcarethers@artsk12.org

● Smart Data Dashboard
● Student Success Teams

● SPED Modifications
● iReady

Secretary
Haylee Zebley
Hzebley@artsk12.org

School Nurse
Katie Milligan
Kmilligan@artsk12.org

Counselor
Amanda Shover
ashover@artsk12.org

● McKinney-Vento
● Parent & Family Engagement
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EMS Grade Level Leads
Kindergarten: Kristina Cassady
1st grade: Karen Armstrong
2nd grade: Barb Lamp
3rd grade: Monica Harding

4th grade: Lainie Adams
5th grade: Tricia Burns
6th grade: Lily Welch
Electives: Joy Price

High School -   7-12
Principal

● Athletic Director
● Bullying Task Force
● Threat Assessment Coordinator
● Staff Grievances
● Discipline
● School Culture
● Department Chair Meetings
● Teacher PGP Goals
● PLC/Teacher Observations

Assistant Principal
Jamie Dale
jdale@artsk12.org

● New Teacher/Educator Effectiveness
● Mentor Meetings
● Educator Effectiveness Training
● PLC Agenda’s Evidence
● Employee Handbook
● Peer Observations
● PBIS

Administrative Assistant
Carrie Lee
CLee@artsk12.org

Child Nutrition Director
Charity Tuttle
ctuttle@artsk12.org

School Nurse
Katelyn Cooper-Woods
kwoods@artsk12.org

Counseling Department
Kimberly Miller
kmiller@artsk12.org

Amber Foster
afoster@artsk12.org

High School Department Chairs:
7th-8th Grade: Patricia Moreira
English: Rebecca Brittain
Math:
Science: Susan Kedrowski
Social Studies: Paula Thomas
Special Education: TBD
Visual and Performing Arts: Dr. Sallings

The grade-level and department teams meet bi-monthly to address the four critical
questions of a professional learning community (DuFour, DuFour, Eaker, & Many, 2006):
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1. What should students know and be able to do? (curriculum)
2. How will we know if they are learning? (assessment)
3. What will we do if they aren’t? (instruction and intervention)
4. What will we do if they are? (instruction and enrichment)

For additional details AAA Department Chair/Grade Level Leaders Responsibilities

Department Chairs/Grade Level Leads meets once monthly or as needed to address
four purposes:

1. Understand expectations and needs of school stakeholders.
2. Respond to learned expectations and needs.
3. Set school direction through goals, measures, and action plans.
4. Monitor school results and act on data to ensure improvement.

Team members must be skilled at using collaborative tools, strategies, and skills for
efficient work. A member of the team serves as a representative to the district
leadership team to ensure two-way communication. Membership is rotational, with
members usually serving a 2-year term.

Section I - Employment Policies and Statements

1.1 Equal Employment Opportunity Policy Statement
AAA shall follow the spirit and intent of all federal, state and local employment law and
is committed to equal employment opportunity. AAA is committed to providing equal
opportunity for all employees and applicants without regard to race, creed, color,
religion, national origin, civil union status, gender identity or expression, age, marital or
political status, disability or handicap, sex or sexual orientation or any other category
protected by federal, state or local law or regulation. AAA’s decisions regarding
recruitment, hiring, promotions, demotions, job assignments, transfers, working
conditions, scheduling, benefits, wage and salary administration, disciplinary action,
terminations and social, educational and recreational programs, or any other term or
condition of employment are based solely on the qualifications and performance of the
employee or prospective employee. If any employee or prospective employee believes
they have been treated unfairly, they have the right to address their concern with their
immediate Supervisor or the Human Resources Manager or file a grievance through the
AAA grievance protocol.
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1.2 Defining the Employee Agreement
AAA offers all staff yearly “employee agreements” which define the employment
guidelines for the stated school year. Failure to uphold the employee agreement may
result in disciplinary action up to and including termination.

1.3 At-Will Employer
AAA is an “at-will” employer. Nothing in this document or policies and procedures
establishes, constitutes, or implies an employment contract, the guarantee of
employment or benefits, or employment for any specific duration. ADE does not
guarantee continued employment for any specific period of time other than what is
within the yearly employee agreement and employment can be terminated with or
without cause and with or without notice, at any time, at the option of either AAA or the
employee. Individuals hired will be required to provide proof of eligibility to work in the
United States pursuant to the Immigration Reform and Control Act of 1986. AAA will
adopt and operate in compliance with its approved written personnel policies and
procedures. AAA will ensure that each instructional employee of the charter school has
the experience, training and skills appropriate to the instructional duties of the
employee. AAA will comply with Arkansas law and the Arkansas Department of
Education (ADE) regulations governing the employment of teachers. AAA  will not
employ, in any capacity, any individual whose education license has been revoked or is
currently suspended by the State Board regardless of whether a license is required for
the position.

1.4 Non-Discrimination Policy
AAA  prohibits discrimination on the basis of race, color, religion, creed, sex, age,
marital status, national origin, mental or physical disability, political belief or affiliation,
veteran status, sexual orientation, genetic information and any other class of individuals
protected from discrimination under state or federal law in any aspect of the access to
employment and application for employment. Furthermore, AAA policy includes
prohibitions of harassment of employees, i.e., racial harassment, sexual harassment
and retaliation for filing complaints of discrimination.

1.5 Harassment
AAA will  provide an employment environment free from any form of sexual or
discriminatory harassment including harassment by speech or other expression, by
action, or by combination thereof. This applies to all employees. Harassment is defined
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as unwelcome verbal, physical or visual conduct, relating to a protected classification,
which has the unreasonable purpose or effect of severely and pervasively interfering
with an individual's or a group of individuals' ability to participate in all and any aspect of
professional life. AAA expressly prohibits any form of harassment that is based on any
protected classification including sex, race, color, age, religion, national or ethnic origin,
sexual orientation, gender identity or expression, pregnancy, marital status, medical
condition, veteran status, or disability in any decision regarding employment and
subsequent treatment of employees in accordance with the letter and spirit of federal,
state and local non-discrimination and equal opportunity laws. Any harassment may be
grounds for termination.

1.6 American with Disabilities Act (ADA)
The ADA Act (42 U.S.C. § 12.101 et.seq.) of 1990 is a civil rights act prohibiting
discrimination against individuals with disabilities in the offer or conditions of
employment and in the participation or furnishing of services. It does not guarantee
equal results, establish quotas, or require preferences favoring individuals with
disabilities over those without disabilities. The ADA Amendments Act (ADAAA), effective
January 1, 2009, was adopted to restore the original intent of the ADA by providing a
clear and comprehensive national mandate for the elimination of discrimination and help
tap an under-utilized employee population.The ADA and the ADA Amendment Act
provides protection for the employer from making accommodations that are
unreasonable or detrimental, operationally or fiscally. AAA is not required to create a
position as an accommodation or to shift duties from the person with a disability to
another staff member resulting in an increased workload for that employee. For
additional information about the program, please contact the Human Resources Office.

1.7 Disclosure of Health Information
Employee health records maintained by AAA will only be disclosed outside AAA as
required by law.

1.8 Hiring Relatives Reference
Arkansas Law prohibits the hiring of relatives by public officials and prohibits AAA
employee’s from supervising a relative. Relative is defined as: husband, wife, mother,
father, stepmother, stepfather, mother-in-law, father-in law, brother, sister, stepbrother,
stepsister, half-brother, half-sister, brother-in-law, sister-in-law, daughter, son,
stepdaughter, stepson, daughter-in-law, son-in-law, uncle, aunt, first cousin, nephew, or
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niece. No relatives of employees shall be placed within the same line of supervision
whereby one relative is in a supervisory position over the other.

Section II - Definitions of Employee Status

2.1 Employee
A Classified or certified employee in an authorized position either on a full or part-time
basis, including regular full-time, regular part-time, adjunct and temporary persons who
are subjected to the rules, regulations and direction of AAA in the roles, responsibilities
and standards of performance for their assigned duties. Job duties and descriptions
might change throughout the contract year, but not without notice to the employee and
the necessary training/resources provided.

2.2 Regular Full-time
Classified and certified employees who are regularly scheduled to work forty (40) hours
per week. Generally, they are eligible for AAA benefit packages, subject to the terms,
conditions and limitations of each benefit program.

2.3 Regular Part-time
All certified and classified employees who are designated to work less than full-time (40
hours per week). Regular part-time employees may not be eligible for benefits
sponsored by AAA, subject to the terms, conditions and limitations of each benefit
program.

2.4 Certified
Certified employees are those employees who fill school or educational assignments
requiring the issuance of a valid certification; are assigned to a position that requires
certification as a qualification. An individual in a position that requires a license is
responsible for maintaining a valid license. A valid license means an active license.
Failure to obtain or maintain a current license, certificate or other qualification required
by law or rule as a condition of continued employment may warrant disciplinary action.
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2.5 Classified
Classified staff means; (1)  school personnel who are assigned to positions that do not
require a certificate, license, permit or other credentialing document issued by the
department of education, (2) Support employees including all non-teaching staff such
as secretarial, clerical, paraprofessionals, custodial, bus drivers, food service
employees, maintenance workers, nurses and a variety of other non-teaching positions.

2.6 Adjunct
Adjunct employees are defined as educators who are hired on a contractual basis,
usually in part-time positions.

Section III- Definitions of Employee Status

3.1 Position Classification
Classification specifications include: job title, characteristics of the job classification and
examples of duties and minimum qualifications of required training and/or experience.
The job spec is not intended to be a comprehensive list of each responsibility
associated with a position. Rather, it should reflect the primary functions of a job.

3.2 Employment
As an employee, you have been hired to perform specific duties that are associated with
a specific job classification. All job classifications, qualifications and the pay range
associated with a position are established by the AAA Superintendent and School
Board. Employees work five 8-hour days each week. Full-time employees normally work
forty (40) hours per week; each biweekly pay period consists of ten (10) workdays
and/or eighty (80) hours.

3.3 Pay Procedures
Pay is issued by AAA twenty-four (24) times each school year on a semi-monthly basis.
Payday is on the 15th and last day of the month.  New hires can decide if they want to
receive their pay through Direct Deposit or via United States Postal Service (mail).
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Changes to the payment delivery can be done anytime by contacting the Human
Resources Office.

3.3 Hiring Policies and Procedures
Initial employment, employee compensation, training/development and subsequent
promotion opportunities are extended to all persons regardless of race, color, national
and ethnic origin, sex, age, or disability. AAA seeks qualified persons to fill job openings
and thus expand the multicultural presence of our district. AAA engages in an open
recruitment process for filling new positions and locating replacement personnel.

3.4 Pre-Employment Reference Checks
AAA conducts pre-employment references on applicants who are offered a position with
AAA. This search will verify through the current and former employer’s Human
Resources Offices dates of employment, position, duties, eligibility for rehire salary,
attendance and performance. If a portion of the hiring decision is based on possession
of a degree, license or certification and a requirement for the position, the Human
Resources Office will obtain a copy of the degree, license, or certification from the
applicant.

3.5 Identification Badges
AAA employees are issued an Employer Identification Badge (ID) with a photo when
hired. To ensure a safe and secure workplace and promote a positive public image, an
ID badge serves the dual purpose of readily identifying AAA employees while providing
measured protection against unauthorized personnel and intruders. Employees are
required to wear an ID badge at all times when on campus. Badges will be used to
document entrance and exit of buildings as additional security measures.
When an employee terminates, AAA must retrieve the ID badge as well as other AAA
property. In the event an employee terminates without notice, the Human Resources
Office shall have all access codes associated with the ID badge canceled. Any
employee losing his/her ID badge should notify the Human Resources Office,
immediately. A fee of $15.00 will be charged to replace a lost badge.

3.6 Orientation of New Employees
All staff must complete payroll information forms and other essential paperwork in the
Human Resources and Finance Offices. The necessary documents will include:
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1. Acknowledgement forms regarding AAA Employee Handbook
2. State tax withholding form
3. Federal tax withholding form
4. I-9 form (Employment Eligibility Verification) for both part-time and full-time

employees
5. Direct deposit form
6. Arkansas Teacher Retirement System forms
7. Policy Confirmation
8. Confidentiality Statement
9. Consent form to fingerprint
10.Maltreatment Consent

All full-time employees must also complete:
1. Health insurance application (with option form)
2. Life insurance enrollment form
3. Dental insurance enrollment form, if desired
4. Vision insurance enrollment form, if desired

Other necessary forms may be required by changes in federal laws, state laws or
policies as determined by the Arkansas Department of Education.

3.7 Employee Benefits
● Health Insurance
● Life Insurance
● Short-Term Disability
● Long-Term Disability (Paid by Employer)
● Retirement Benefits (Arkansas Teacher Retirement)
● 403(b) Retirement
● Hospital Insurance
● Accident Insurance
● Cancer Insurance
● Flexible Spending Account
● LegalShield/IDShield Protection
● Annual Wellness Benefits

For more information regarding benefits please contact Terri Harral at (479) 877-1792 or
tharral@artsk12.org
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3.8 Guidelines for Personnel File
The official employee personnel file is the property of AAA and any access to the
information they contain is restricted and confidential as allowed by law. Under no
circumstances can personnel files be removed from the Human Resources Office.
Employees may review their personnel records and have them copied, but may not
remove documents from the file. The Human Resources Office shall maintain a
personnel file for each employee containing pertinent information regarding their
employment relationship with AAA. The information contained within the file shall be
consistent with state and federal laws and regulations. Access is limited to supervisors
or others with administrative responsibility, persons responsible for maintenance of the
files, or others granted access by AAA contractual requirements. Personnel files contain
forms related to the staff member's employment; i.e., resumes and/or application
materials and letters of offer, change of status forms, performance appraisals, letters of
recognition and/or commendation and any disciplinary record. Grievance materials,
including documents related to discrimination or sexual harassment complaints, will be
maintained in a separate file. A separate medical file is maintained for information
related to Worker's Compensation, the Family and Medical Leave Act, designation of
the employee as protected under the ADA and documentation relating to
accommodations, as well as Leave of Absence forms regarding the same. Employees
are free to forward copies of certificates, special awards, letters of commendation, or
other similar items to the Human Resources Office for inclusion in their personnel file.

3.9 Employment Separation/Termination
AAA is free to terminate employment at any time and for any legal reasons, which may
include but are not limited to identified significant performance concerns (e.g., poor job
performance or other issues related to the employee failing to meet performance
standards in his/her job) or unacceptable behaviors (e.g., misconduct, negligence,
insubordination, poor attendance and other issues related to an employee’s general
conduct and behavior). Employees being terminated may have the option of resigning in
lieu of being involuntarily terminated, at the discretion of the Superintendent. If the
resignation is accepted, it should be submitted in writing. However, an employee who
resigns in lieu of termination will not be considered eligible for future rehire. Employees
who are absent for three (3) consecutive workdays without being excused or does not
notify the supervisor of the extent and cause of the absence and provide supporting
documentation as required by this policy, will be considered to have abandoned his/her
employment, absent extraordinary circumstances.
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Resignation:  It is desired and recommended that employees end the employment
relationship at the end of the school year, should they choose to seek employment
elsewhere. Although advance notice is not required, AAA requests a minimum of two
weeks written (preferably thirty {30} days) notice prior to resignation. Resignations must
be submitted in writing with a written explanation for the resignation to the employee’s
immediate supervisor with the original copy and other documentation supporting the
separation sent to the Human Resources Office. At the discretion of the superintendent,
employees who resign with less than one month’s notice to administration may have a
note placed in their personnel file noting the shortness of their notice to the school.

Section IV- Performance Evaluation

4.1 Teacher Evaluations
Teacher Excellence and Support System (TESS).
AAA manages all certified (teachers, counselors and administrative) evaluations, growth
and development through the Arkansas Teacher Excellence and Support System
(TESS). The Arkansas TESS rubric is based on Charlotte Danielson’s Framework for
Teaching and provides a shared vocabulary and understanding of high-impact
instructional practices. For questions regarding TESS, jdale@artsk12.org

Teacher evaluations are based on four (4) domains:
1. Planning and Preparation
2. The Classroom Environment
3. Professional Responsibilities
4. Instruction

School Counselor evaluations are based on four (4) domains:
1. Planning and Preparation
2. Environment
3. Professional Responsibilities
4. Delivery of Service

For more information on TESS

4.2 Administrator Evaluations
Arkansas Leader Excellence and Development System [LEADS] 2.0
AAA manages all certificated Administrators evaluations, growth plans and development
through the Arkansas Leader Excellence and Development System. LEADS provides
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professional support, communication and documentation and applies to the work of
Building-level Principals, Building-level Assistant Principals and Curriculum Program
Administrators.

Administrator evaluations  are based on four (4) domains:
1. School Organization
2. School Culture
3. Human Capacity Management
4. Teaching and Learning

For more information on LEADS

4.3 Classified Evaluations
AAA manages all classified employees through a yearly goal setting and bi-yearly
evaluations based on six (6) domains:

1. Quality of work
2. Initiative
3. Judgment/Decision making
4. Dependability/loyalty
5. Interpersonal Relations/Communication
6. Office Management Skills

The Superintendent is responsible for the evaluation of all administrative office
personnel. Evaluation Form

Section V- Employee Benefits Program

5.1 Employee Benefits
AAA offers a benefit package for its eligible employees, including immediate accrual of
annual and sick leave, eleven paid holidays and a contributory retirement plan. AAA
pays the major portion of medical health insurance for full-time employees and offers
several medical plans from which to choose. These plans range from an indemnity plan
with a PPO option to HMO's.

● Health Insurance
● Life Insurance
● Short-Term Disability
● Long-Term Disability (Paid by Employer)
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● Retirement Benefits (Arkansas Teacher Retirement)
● 403(b) Retirement
● Hospital Insurance
● Accident Insurance
● Cancer Insurance
● Flexible Spending Account
● LegalShield/IDShield Protection
● Annual Wellness Benefits

5.2 Workers’ Compensation Insurance
All AAA employees are covered by Workers’ Compensation Insurance which is
administered by Arkansas State Board Association (ASBA).  The responsibility for
interpretation of this policy rests with ASBA. As a AAA employee, you may be eligible to
receive workers’ compensation benefits if you incur a job-related injury or illness.  A
workers’ compensation claim must be filed whenever an employee suffers an on the job
injury, whether or not the employee plans to seek medical treatment. You should
immediately report any on the job injury or incident to your supervisor, regardless of its
severity and complete the appropriate form within two (2) days of the incident. All
workplace injuries must be reported by calling (855) 769-7900 and a Form N must be
completed. http://www.awcc.state.ar.us/revisedforms/formn.pdf

5.3 Employee Assistance Program (EAP)
EAP is available to all AAA employees and their families. EAP provides immediate
professional assistance with personal, work related or emotional issues. A trained
professional will assist with making an appointment with a licensed therapist or provide
names and telephone numbers for network therapists. The EAP website features free
articles, audio features and financial calculators to help with budgeting and investing,
legal forms and newsletters. More information may be obtained by contacting Employee
Benefits Division (EBD) ARBenefits, 501 Woodlane St., Suite 500, Little Rock, AR
72201, or Guidance Resources at (877) 247.4621 [Toll Free] TDD:800.697.0353, or
www.arbenefits.org
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5.4 Benefits Payable Upon Termination, Resignation
or Retirement
Upon termination of employment with AAA, all accrued vested benefits that are legally
due and payable will be paid. Some benefits may be continued at the employee’s option
and expense. The employee will be notified in writing of the benefits that may be
continued and of the terms, conditions and limitations of such continuance.

5.5 Health Insurance and Other Benefits
Full-time and some extra help employees are eligible to enroll in Arkansas state group
insurance plans. AAA also offers additional insurance options for term life, dependent
life, vision, dental, accident, cancer, heart/stroke, ICU, disability, and long-term care and
offers flexible medical spending accounts. These policies are offered through
independent local insurance representatives. Local representatives are also available
for 403(b) and 457(b) plans. Most are available for enrollment year around with no open
enrollment. Please contact Terri Harral, Director of Human Resources
tharral@artsk12.org for more information.

5.5 Arkansas Teacher Retirement System (ATRS)
ADE employees participate in the Arkansas Teacher Retirement System. ATRS is a
defined benefit plan under 401(a) of the IRS Code. ATRS is one of the state retirement
systems and is governed by the retirement law of the State of Arkansas. ATRS provides
retirement, disability and survivor’s benefits to employees of Arkansas public schools
and other education related agencies. Upon beginning employment with ADE, 7 percent
(7%) of the employee’s salary is deducted each pay period on a pretax basis and
matched with a contribution of 15 percent (15%) from the state to be deposited in the
employee’s retirement account.

Section VI- Leave

6.1 Year round employees vs 10 month
AAA has several different calendars for employees based on their roles and
responsibilities with various paid time off (sick, vacation) leaves.

1. 230 employees: Admin Office, Administrators
2. 220 employees: Assistant Principals
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3. 210 employees: Counselors
4. 190 (184) employees: Teachers
5. 180 employees: Instructional assistants, Special Education Aides, Aides and Bus

Drivers

6.2 Sick Leave
The AAA  provides paid sick leave benefits to eligible employees for periods of
temporary absence due to illness or injuries. Eligible employees will accrue sick leave
benefits at the rate of one day per contract month or portion thereof.  A contract month
is considered to be twenty working days.  Eligible employees may use sick leave
benefits for an absence due to their own illness, injury or other medical treatment or that
of an immediate family member. For the purposes of this Employee Handbook,
“immediate family” shall mean the father, mother, sister, brother, spouse, child,
grandparent, grandchild, in-laws or any individual acting as parent or guardian of an
employee. Employees are responsible for submitting accurate Employee Request for
Leave forms for all leave, including sick leave. Application for unexpected sick leave is
to be filed within two (2) days after the employee’s return to work. Expected sick leave
applications (Doctor’s appointments, medical tests, etc.) are to be filed prior to leave.
The minimum sick leave amount an employee can use is 4 hours (½ day). No lesser
amount of time shall be authorized or used.Leave Request Form

Sick leave administration is within the purview of the Principal. All sick leave decisions
are within the discretion of the Principal, and the Superintendent may review sick leave
decisions at his or her discretion

Employees who are unable to report to work due to illness or injury must notify their
immediate supervisor or designee before the scheduled start of their workday, if
possible, or as soon as possible after the start of their workday. If the absence extends
beyond the period initially reported, additional notification is required to comply with this
section. If an employee fails to make proper notification for use of sick leave as provided
herein, such absence can be charged to annual leave or leave without pay. The
employee may also be subject to disciplinary action. Such determination shall be made
at the Administrator and Superintendent's discretion.

Accumulated sick days will cap at ninety days per school year.
For more information regarding benefits please contact Terri Harral at (479) 877-1792 or
tharral@artsk12.org
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6.3 Vacation Days
230 employees receive 10 vacation days per year.  Vacation days are front loaded at
the beginning of each school year.  If an employee leaves the district prior to the end of
their contract, vacation days will be prorated.  Vacation days will not roll from year to
year.  Vacation days must be used within the school year at the approval of the CEO.
Vacation days are not paid out when an employee leaves the district.

6.4 Personal Leave
Personal Leave-Full time employees are granted 2 personal days per school year. After
5 full years of service, an employee is granted 3 personal days. Personal leave is used
for absences that are not due to school functions, professional development, or jury
duty. Personal leave is to be used when other types of leave do not apply. Personal
leave should be taken in increments of one-half or full day. Employees must give notice
to the principal or superintendent before using personal leave time.  Employees who fail
to report to work when their request for a personal day has been denied or who have
exhausted their allotted personal days, shall lose their daily rate of pay for the day(s)
missed (leave without pay). The days for personal leave will be deducted from the
number of accumulated sick leave days. Personal leave may be denied during the first
two weeks of school, last two weeks of school or prior to a holiday or intersession
weeks. Personal days allowed per year do not accumulate from year to year but will
revert to sick leave days at the end of each school year, if not used.

6.5 Family and Medical Leave Act  Policy (FMLA)
AAA Employees are eligible for FMLA leave if they have worked for the AAA for at least
one year or for at least 1,250 hours over the previous 12 months. When an employee
needs FMLA leave, the employee shall first notify their principal. FMLA leave is without
pay. However, if an eligible employee has accumulated unused sick or annual leave, the
employee is required to substitute such paid leave for any FMLA leave taken during the
12–week period. For questions regarding FMLA reach out to Terri Harral at (479)
877-1792 or tharral@artsk12.org

6.6 Leave of Absence Without Pay (LWOP)
AAA encourages the accumulation of annual, sick or holiday leave for all employees.
Consistent with that philosophy, AAA discourages the use of LWOP. Repeated use of
LWOP will not be approved and may subject the employee to disciplinary action up to
and including termination
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6.7 Inclement Weather Reference
AAA will make decisions on school closure based on the inclement weather conditions
by 5:00 a.m. on the day in question, if not before. AAA will notify all staff prior to the
notification of parents and students via email. On days the Inclement Weather Policy is
in effect and AAA is closed, only employees designated essential by their supervisors
are required to report to work. AAA will be required to make up any inclement weather
days, so all employees will be treated as if they had not been at work. The
Superintendent may adjust work schedules allowing time-off for those employees who
did report to work. Any employee reporting to their workstation during inclement
weather, if the school is open, after 10:00 a.m. must submit annual leave for the time
involved in their tardiness. For example, if an employee’s work schedule is from 8:00
a.m. – 4:30 p.m. and the employee reported to work at 10:15 a.m., the employee must
file a leave form for 2.25 hours of annual leave. Also, any employee not coming to work
will be charged a full day’s, eight (8) hours, of leave. Each school site may develop a
phone tree to use in emergency situations. See building administration.

Recess and Inclement Weather
When temperatures are extreme, below 28 degrees F or above 90 degrees F, and
during rain or thunderstorms, students will have indoor recess during the regularly
scheduled time. Both heat indexes and chill factors will also be evaluated, as the goal is
to not expose our students to uncomfortable or dangerous weather. There will be 2 staff
members on duty per grade for each recess. At least one staff member must be on duty
for all outdoor recess. Following is the recess schedule for 2022-2023 school year: 4th
grade at 11:00-11:30, 3rd grade at 11:30-12:00, 1st grade at 12:30-1:00, 2nd grade at
1:30-2:00, and Kindergarten at 2:00-2:30.

Section VII- Compensation

7.1 Pay Periods
Employees of AAA are paid semi-monthly on the 15th and last day of the month. The
annual compensation to be paid to employees shall be payable in equal semi-monthly
installments over the calendar year. An employee should review his or her remuneration
statements (check stubs) for errors. Upon discovery of an error in the amount of pay, the
employee should promptly bring the discrepancy to the attention of the Human
Resources Department, Terri Harral at (479) 877-1792 or tharrall@artsk12.org. When
underpayments are identified, they will be corrected in the next regular paycheck or as
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soon as possible. Overpayments will also be corrected in the next regular paycheck
unless this presents a burden to the employee, in which case AAA and the employee
will execute a repayment schedule.

7.2 Payroll Deductions
Deductions will be made from every employee’s compensation as required by law. AAA
also offers benefits beyond those required by law and eligible employees may
voluntarily authorize deductions from their paychecks to cover the costs of participation
in these programs

Section VIII- Working Conditions and Hours

8.1 Smoking Policy
Smoking or use of tobacco or products containing tobacco in any form, including vapes
and chewing tobacco, in or on any property owned or leased by Arkansas Arts
Academy, including school buses and vehicles owned by AAA, is prohibited pursuant to
Arkansas Law: § 6-21-609 This policy applies equally to all employees and visitors.

8.2 Maintenance of Facilities
Reports and requests regarding the condition of the building or employee’s office area
should first be directed to the supervisor or manager who will guide the staff on either
filling out a work order or next steps to address the situation independently.

8.3 Work Schedules
The Administrative office at AAA (1110 W. Poplar Street, Rogers) shall be open for the
public from 7:30 a.m. until 5:00 p.m. M-F.  AAA EMS will be open from 7:30 a.m.- 4:00
p.m. and the AAA HS will be open from 8:00 a.m.- 4:30 p.m. for the public. Employees
will have specific employee schedules based on their roles and responsibilities.

The Superintendent is required to approve any deviations from the five-day, 40-hour
workweek. An AAA Work Schedule must be filed with the Human Resources Office and
written justification provided in the area designated on the form for work schedules
outside standard office hours. AAA strives to operate with very limited overtime requests
from employees.
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8.4 Fair Labor Standards Act
The main consideration of the Fair Labor Standards Act (FLSA) is that non-exempt staff
should work no more than forty (40) hours per week; this means hours actually worked.
Personnel employed in executive, administrative, professional, or certain
computer-related capacities generally are exempt from the provisions of the FLSA.
These employees are not required to fill out hourly time records, but must account for
daily attendance. In addition, exempt employees will not receive overtime
compensation. Any questions concerning work periods should be directed to the AAA
Human Resources Office.

8.5 Telephone Calls
AAA telephones are to be used for serving the public in conducting AAA business. As
an employee, you are reminded that you were hired to perform an important job
function, therefore, while personal calls are permitted, they should be kept to a minimum
and should in no way interfere with the normal work duties or responsibilities of the
employee. Personal long distance calls shall not be charged to AAA.

8.6 Personal Use of Electronic Communication
Personal use of cell phones, smart phones, tablets, and other electronic communication
devices should be kept to a minimum during an employee’s work day and shall in no
way interfere with normal work duties or responsibilities of the employee.

1. Personal use includes, but is not limited to, using cell phones, smart phones,
tablets, or other electronic communication devices for phone calls, text
messaging, emails, web browsing, games, and applications.

2. It is within the supervisor’s discretion to further limit the employee’s personal use
of electronic communication devices to ensure the productivity of the employee
and the advancement of AAA goals.

3. Frequent or lengthy personal use of cell phones, smart phones, tablets, or other
electronic communication devices can affect productivity, disturb others, and may
result in disciplinary action, up to and including termination.

Violation of the school’s internet and technology use policy include, but are not limited
to:

1. Using the internet for personal purposes not related to instruction.
2. Accessing inappropriate or pornographic images.
3. Using the login or password information of any other person without prior

approval.
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4. Employing any program or device to thwart school detection or security.
5. Using school internet or devices to access information that may be used to

create, obtain, or inform about the creation of prohibited materials or devices,
including information on the creation of illegal substances, weapons, or
explosives.

6. Seeking or gaining unauthorized access to programs or files.
7. Conveying messages or information otherwise prohibited by this policy manual

or the law, including messages that are threatening, lewd, inappropriate, or
otherwise in violation of law or policy.

8. Violations of school network security, including the distribution of confidential
information, logins, or passwords; hacking and other intrusions; and the
intentional introduction of viruses or malware.

9. Using the school’s resources for personal profit or gain.
10.Unauthorized uses of the school’s logo, name, or other school-owned

information.
11. Violations of student and personnel privacy, including violations of FERPA.
12.Violations of copyright law.
13.Refusal to comply with additional school technology directives or procedures, as

may be added by the superintendent or technology staff.

Section IX- Employee Conduct and Work Rules

9.1  Attendance and Punctuality
All AAA employees are required to be at work on their contracted time, for the agreed
upon hours, upholding their agreed upon job responsibilities. Because AAA is a public
charter school, all schedules revolve around the care and well being of AAA students. It
is significant that all employees are punctual and demonstrate exemplary attendance
records unless otherwise arranged with their direct supervisor.

Certified:  Each certified employee will check in through Raptor when they arrive
on campus each day. This record will also provide increased safety in case of an
emergency and staff need to be accounted for.  Staff need to notify the office if
they are leaving during their prep period.  Employees are responsible for
checking their pay stub each pay period for accuracy.  When staff enters the
building outside of school hours, be mindful of your surroundings for safety and
ensure all exits are locked and secure before leaving.
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Classified: Each classified employee is responsible for using the Boggart Time
Clock System to accurately record their hours of work.  Employees must be paid
for all time worked, including time which results from shortening a lunch period or
staying later than the end of work hours.  Any time over the agreed upon contract
time (20 hours for part time, 40 hours for full time) must be approved prior by the
site supervisor or superintendent. Employees are responsible for checking their
pay stub each pay period for accuracy.

Notes for Clocking in and out on Boggart:

Set a reminder for yourself to clock in out each day.  If you forget,
Director of Human Resources, Terri Harral,  has the ability to make
corrections for you. Please notify her ASAP.
If there is anything out of the normal with your hours (field trips,
approved overtime, request adjusted time), there is a note section in
the Boggart system for each day, you can make comments there
with the specific reason for that the time worked.
If you have not worked your contracted hours, your pay will be
docked accordingly.  AAA will provide a one hour grace period for
each employee, but If you go over that amount of time, you will be
docked the actual amount of time missed.
If you are short of your weekly time, you can use accrued personal
time, or other leave time (if applicable) to make up for lost time.
If you are not sure of what your contracted hours are, please contact
tharral@artsk12.org for clarification.

9.2 Breaks and Lunch Periods
Classified: Each classified (non-teaching staff) working more than 20 hours per
week shall be provided:

1. Breaks: Two, paid, 15- minute duty-free breaks per workday.
2. Meal period: A 30 minute duty free email period. Meal periods which are

less than 30 minutes in length based on a work responsibility or in which
the employee is not relieved of duty are compensable. Employees shall be
completely relieved of their duty to allow them to eat their meal which they
may do away from their work site, in the school cafeteria, or in a break
area. The employee shall not engage in work for the district during meal
breaks except in rare and infrequent emergencies.
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Certified: Each licensed employee working more than 20 hours per week, shall
be provided with:

1. Lunch: a 30 minute uninterrupted, duty-free lunch period during every
student instructional day.  Any teacher not receiving a duty-free lunch
period as provided in this policy must alert the principal and will be
compensated at his or her hourly rate of pay for each missed lunch period.
Lunchroom supervisors may be volunteers, aides or other school
personnel if they have a clear fingerprint/background check registered with
AAA.

2. Planning Period: Per AR Code § 6-17-114 (2019) each school district in
this state of Arkansas shall provide a minimum of two hundred (200)
minutes each week for each teacher to schedule time for conferences,
instructional planning, and preparation for all classroom teachers
employed by the school district.

(A) The planning time shall be in increments of no less than forty
(40) minutes during the student instructional day unless a teacher
submits a written request to be allowed to have his or her planning
time scheduled at some time other than during the student
instructional day.

(B) A teacher who does not receive the planning time required
during the student instructional day shall be compensated at his or
her hourly rate of pay for each missed planning period except for
planning periods missed because of occasional,
not-regularly-scheduled field trips, fire drills, or bomb scares.

9.3 Employee Conduct and Work Rules
All ADE personnel are expected to comply fully with the letter and spirit of the Employee
Conduct and Work Rules set forth in this Handbook to assure orderly conduct, provide
the best possible work environment and accomplish the goals and mission of ADE. ADE
expects employees to follow rules of conduct that will protect the interests and safety of
all employees and the employer. Conduct that interferes with operations discredits ADE
or is offensive to the public or fellow employees will not be tolerated and may result in
employee disciplinary action, up to and including a suspension without pay or
termination. It is not possible to list all forms of behavior that are considered
unacceptable in the workplace. The following are examples of infractions of rules of
conduct that may result in disciplinary action up to and including a suspension without
pay or termination of employment. This listing is not all-inclusive and only serves to
provide a general guide to employee conduct and work rules:
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1. Theft or inappropriate removal, possession or use of state property;
2. Working under the influence of alcohol or illegal drugs;
3. Possession, distribution, sale, transfer or untimely use of alcohol or

controlled substance in the workplace or that affect the workplace. This
includes operating employer-owned vehicles or equipment or reporting to
work under the influence;

4. Fighting or threatening violence in the workplace;
5. Boisterous or disruptive activity in the workplace;
6. Negligence or improper conduct causing damage to ADE-owned or

customer- owned property;
7. Insubordination or other disrespectful conduct;
8. Sexual or other unlawful or unwelcome harassment;
9. Excessive absenteeism or any absence without notice, abuse of leave

policies or job abandonment;
10.Unauthorized use of telephone or other ADE-owned equipment;
11. Using ADE equipment for purposes other than business (i.e. playing

games on computer or personal Internet usage);
12.Unauthorized absenteeism from work during the workday;
13.Unauthorized disclosure of confidential information;
14.Unsatisfactory performance or conduct;
15.Falsification of timesheets or reports;
16.Violation of safety or health rules;
17.Smoking in the workplace.

9.4 Code of Ethics
Arkansas Arts Academy counts on staff to adhere at all times to recognized standards
of professional conduct. Teachers, administrators, and support employees are role
models and must exemplify ethical behavior in their relationships with students, patrons,
and other staff members. We expect staff to be mindful that they are professionals and
their conduct, particularly in relation to students, patrons, and other staff, must be
consistent with professional standards. Staff members must never engage in conduct
which detracts from a safe, positive or appropriate learning environment. Arkansas Arts
Academy believes that all staff members have a responsibility and professional
obligation to be familiar with, and abide by, the laws of Arkansas, the policies of the
board, and the administrative regulations designed to implement them – as they affect
the employee’s job and commitments to students and others.
Arkansas Educator Code of Ethics

The Rules Governing the Code of Ethics for Arkansas Educators further define these
standards and provide a process for investigating alleged violations.
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Standard 1: An educator maintains a professional relationship with each student, both in and
outside the classroom.

Standard 2: An educator maintains competence regarding his or her professional practice,
inclusive of professional and ethical behavior, skills, knowledge, dispositions, and
responsibilities relating to his or her organizational position.

Standard 3: An educator honestly fulfills reporting obligations associated with professional
practices.

Standard 4: An educator entrusted with public funds and property, including school sponsored
activity funds, honors that trust with honest, responsible stewardship.

Standard 5: An educator maintains integrity regarding the acceptance of any gratuity, gift,
compensation or favor that might impair or appear to influence professional decisions or actions
and shall refrain from using the educator’s position for personal gain.

Standard 6: An educator keeps in confidence secure standardized test materials and results,
and maintains integrity regarding test administration procedures.

Standard 7: An educator maintains the confidentiality of information about students and
colleagues obtained in the course of the educator's professional services that is protected under
state law or regulations, federal law or regulations, or the written policies of the educator's
school district, unless disclosure serves a professional purpose as allowed or required by law or
regulations.

Standard 8: An educator, while on school premises or at school-sponsored activities involving
students, refrains from:

1. using, possessing and/or being under the influence of alcohol or unauthorized
drugs/substances, and/or possessing items prohibited by law,

2. possessing or using tobacco or tobacco-related products, e-cigarettes, e-liquid,
or vapor products,

3. abusing/misusing prescription medications or other authorized substances as
evidenced by impairment.

9.5 Personal Appearance
Since the appearance of a state employee is a public and personal matter, it shall be
the policy of AAA to encourage all employees to use good judgment and discretion in
their dress and appearance. It shall be the responsibility of all employees to represent
AAA to the public in a manner, which shall be courteous, efficient and helpful.
AAA employees should always be well groomed and dressed in a manner suitable for
the public service environment, students and to reflect favorably AAA’s image. Business
casual is a standard description of appropriate attire, which will allow employees to
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stand out among students. Dance, Visual Art and PE teachers, because of their job
responsibilities may be allowed increased leniency on attire, but must remain
professional. Consult your immediate supervisor if there are additional questions on
appropriate business attire. The employee’s supervisor will discuss the subject of
personal appearance with the employee if it is determined that the employee’s dress
does not positively reflect the image of AAA. For safety reasons, no flip flops or
backless sandals are allowed during a school day. No employee should wear any item
that is prohibited within the student handbook for dress code.

9.6 Mandated Reporting
All AAA employees are mandatory reporters and have a duty to immediately report
suspected child abuse. Employees shall call the Child Abuse Hotline at
1(800)-482-5964 if there is reasonable cause to suspect that a child has been subjected
to child maltreatment or reasonable cause to suspect that a child has died as a result of
child maltreatment. Employees must contact the Hotline upon learning of or observing a
child being subjected to conditions or circumstances that would reasonably result in
child maltreatment. The school shall not contact the parent or guardian of any student
who is the subject of a report to the Hotline of the student’s contact with law
enforcement if the parent or guardian is suspected of committing child maltreatment.
Any mandated reporter who knowingly fails to notify the Child Abuse Hotline of the child
maltreatment or suspected child maltreatment is subject to job action up to and
including termination. Licensed employees who knowingly fail to report may also be
subject to an ethics complaint before the Professional Licensure Standards Board.
Mandated reporters who fail to make a timely and accurate report may be subject to
criminal penalties, as provided by law. Reporters are requested to inform the principal
after a call to the Hotline regarding a student within the school. Reporters are not
required to inform anyone prior to making a report. The school shall cooperate with
reporters and law enforcement. Reporters shall not be subject to any type of discipline
for making a report in good faith. Reports shall be held in the strictest confidence, in the
best interest of the student. Any employee who is found to have violated the
confidentiality of the reporting process shall be subject to disciplinary measures, up to
and including termination.

9.7 Drug and Alcohol Free Workplace
Drug abuse and use at the workplace are subjects of immediate concern in our society.
These problems are extremely complex and ones for which there are no easy solutions.
It is the policy of the State of Arkansas and AAA that the unlawful manufacture,
distribution, dispensation, possession, or use of a controlled substance in the workplace
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is prohibited. Any employee violating this policy will be subject to discipline up to and
including termination. The specifics of this policy are as follows:

1. AAA will not differentiate between drug users and intent to deliver or
sellers. Any employee who gives or in any way transfers a controlled
substance to another person or sells or manufactures a controlled
substance while on the job will be subject to discipline up to and including
termination.

2. The term “controlled substance” means any drug listed in 21 U.S.C.
Section 812 and other federal regulations. Generally, these are drugs that
have a high potential for abuse. Such drugs include but are not limited to,
heroin, marijuana, cocaine, PCP and “crack.” They also include “legal
drugs'' which are not prescribed by a licensed physician.

3. Each employee is required by law to inform AAA within five (5) days after
he or she is convicted for violation of any federal or state criminal drug
statute where such violation occurred on AAA’s  premises. A conviction
means a finding of guilt (including a plea of nolo contendere) or the
imposition of a sentence by a judge or jury in any federal court, state
court, or other court of competent jurisdiction.

4. AAA must notify the U.S. government agency with which the contract was
made within ten (10) days after receiving such notice from the employee
or otherwise receives actual notice of such a conviction.

5. If any employee is convicted of violating any criminal drug statute while
employed in the workplace, he or she will be subject to discipline up to
and including termination. Alternatively, AAA may require the employee to
successfully finish a drug abuse program sponsored by an approved
private or governmental institution.

9.8 Personnel Complaints/Grievances
The purpose of this policy is to provide an orderly process for employees to resolve, at
the lowest possible level, their concerns related to the personnel, administration or
district policies.

AAA is a district of talented staff and leaders. We believe most conflicts can be solved
through productive professional conversation.  If an employee finds that he or she is
faced with a problem involving another employee a good faith effort should be made by
the individuals involved to reconcile the problem. If that is unsuccessful, all employees
should address concerns first through the proper chain of command – beginning with
one’s immediate supervisor.  Only after these informal measures have been taken
should an issue be submitted through District Grievance Procedure. (In no way does
this imply that concerns regarding harassment of any kind must be taken to a supervisor
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if that supervisor is the subject of the harassment concern; nor is this intended to
discourage the reporting of harassment concerns). 

Grievance: a claim or concern related to the interpretation, application, or claimed
violation of the personnel policies, including salary schedules, federal or state laws and
regulations, or terms or conditions of employment, raised by an individual employee of
this District. Other matters for which the means of resolution are provided or foreclosed
by statute or administrative procedures shall not be considered grievances. Specifically,
no grievance may be entertained against a supervisor for directing, instructing,
reprimanding, or “writing up” an employee under his/her supervision. A group of
employees who have the same grievance may file a group grievance. Legal
References: A.C.A. § 6-17-208, 210

Group Grievance: A grievance may be filed as a group grievance if it meets the
following criteria:(meeting the criteria does not ensure that the subject of the grievance
is, in fact, grievable)

● More than one individual has interest in the matter; and
● The group has a well-defined common interest in the facts and/or circumstances

of the grievance; and
● The group has designated an employee spokesperson to meet with

administration and/or the Board; and
● All individuals within the group are requesting the same relief.
● Employee: any person employed under a written contract by this District.
● Immediate Supervisor: the person immediately superior to an employee who

directs and supervises the work of that employee.
● Working day: Any weekday other than a holiday whether or not the employee

under the provisions of their contract is scheduled to work or whether they are
currently under contract.

Process
1. Level One:

● An employee who believes that he/she has a grievance shall fill out the
Level 1 Grievance Form and submit to the employee’s immediate
supervisor that the employee has a potential grievance and discuss the
matter with the supervisor within five working days of the occurrence of
the grievance.

● The supervisor shall offer the employee an opportunity to have a witness
or representative who is not a member of the employee’s immediate family
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present at their conference. (The five-day requirement does not apply to
grievances concerning back pay.)

● If the grievance is not advanced to Level Two within five working days
following the conference, the matter will be considered resolved and the
employee shall have no further right with respect to said grievance.

● If the grievance cannot be resolved by the immediate supervisor, the
employee can advance the grievance to Level Two.

● To do this, the employee must complete the top half of the Level Two
Grievance Form within five working days of the discussion with the
immediate supervisor, citing the manner in which the specific personnel
policy was violated that gave rise to the grievance, and submit the
Grievance Form to his/her immediate supervisor.

● The supervisor will have ten working days to respond to the grievance
using the bottom half of the Level Two Grievance Form which he/she will
submit to the building Principal or, in the event that the employee’s
immediate supervisor is the building Principal, the CEO. 

 
2. Level Two (when an appeal is to the building Principal):

● Upon receipt of a Level 2 Grievance Form, the building Principal will have
ten working days to schedule a conference with the employee filing the
grievance.

● The Principal shall offer the employee an opportunity to have a witness or
representative who is not a member of the employee’s immediate family
present at their conference.

● After the conference, the Principal will have ten working days in which to
deliver a written response to the grievance to the employee.

● If the grievance is not advanced to Level Three within five working days
the matter will be considered resolved and the employee shall have no
further right with respect to said grievance.

Level Two (when an appeal is to the CEO):
● Upon receipt of a Level 2 Grievance Form, the CEO will have ten working

days to schedule a conference with the employee filing the grievance.
● The CEO shall offer the employee an opportunity to have a witness or

representative who is not a member of the employee’s immediate family
present at their conference

● After the conference, the CEO will have ten working days in which to
deliver a written response to the grievance to the employee.

 
3. Level Three:
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● If the proper recipient of the Level Two Grievance was the building
Principal, and the employee remains unsatisfied with the written response
to the grievance, the employee may advance the grievance to the CEO by
submitting a copy of the Level Two Grievance Form and the Principal’s
reply to the CEO within five working days of his/her receipt of the
Principal’s reply.

● The CEO will have ten working days to schedule a conference with the
employee filing the grievance. The Employee can proceed to a Level 3
Grievance Form

● The CEO shall offer the employee an opportunity to have a witness or
representative who is not a member of the employee’s immediate family
present at their conference.

● After the conference, the CEO will have ten working days in which to
deliver a written response to the grievance to the employee.

4. Appeal to the Board:
● An employee who remains unsatisfied by the written response of the CEO

may appeal the CEO’s decision to the Board of Education within five
working days of his/her receipt of the CEO’s written response by
submitting a written request for a Board hearing to the CEO.

● If the grievance is not appealed to the Board within five working days of
his/her receipt of the CEO’s response, the matter will be considered
resolved and the employee shall have no further right with respect to said
grievance under District policy.

● If the grievance is presented as a “group grievance,” the Board shall first
determine if the composition of the group meets the definition of a “group
grievance.

● The Board will address the grievance at the next regular meeting of the
Board unless the employee agrees in writing to an alternate date for the
hearing.

● After reviewing the Level Two Grievance Form and the CEO’s reply, the
Board will decide if the grievance is grievable.

● If the Board rules that the composition of the group does not meet the
definition of a group grievance or the grievance, whether group or
individual, is not grievable, the matter shall be considered closed.
(Individuals within the disallowed group may choose to subsequently refile
their grievance as an individual grievance beginning with Level One of the
process.) 

● If the Board rules the grievance to be grievable, they shall immediately
commence a hearing on the grievance. All parties have the right to
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representation by a person of their own choosing who is not a member of
the employee’s immediate family at the appeal hearing before the Board. 

● The employee shall have no less than 90 minutes to present his/her
grievance unless a shorter period is agreed to by the employee, and both
parties shall have the opportunity to present and question witnesses. 

● The hearing shall be open to the public unless the employee requests a
private hearing.

● If the hearing is open, the parent or guardian of any student under the age
of eighteen years who gives testimony may elect to have the student’s
testimony given in closed session. 

● At the conclusion of the hearing, if the hearing was closed, the Board may
excuse all parties except board members and deliberate, by themselves,
on the hearing.

● At the conclusion of an open hearing, board deliberations shall also be in
open session unless the board is deliberating the employment,
appointment, promotion, demotion, disciplining, or resignation of the
employee. 

● A decision on the grievance shall be announced no later than the next
regular board meeting.

 
Records
Records related to grievances will be filed separately and will not be kept in, or made
part of, the personnel file of any employee.
 
Reprisals
No reprisals of any kind will be taken or tolerated against any employee because he/she
has filed or advanced a grievance under this policy.
 
 A Grievance may be formally filed through Dr. Bryan Appleton, who will manage all
formal employee grievances. bappleton@artsk12.org or you can contact AAA Human
Resources Director Terri Harrall tharrall@artsk12.org.

9.9 Policy on Social Media
For the purposes of this policy, “social media” is defined as websites or applications that
enable users to communicate with each other by posting information, comments,
messages, images, or videos. (Some examples of social media include, but are not
limited to, Facebook, Twitter, LinkedIn, Google+, Pinterest, Instagram, blogs, forums,
chatrooms, and photo-sharing websites). AAA Employees are allowed to have and use
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personal social media sites. These sites must remain personal in nature and be used to
share personal opinions or non-work related information.
During normal business hours, employees may use personal social media for limited
family or personal communications so long as those communications do not interfere
with their work. Supervisors may further restrict employee’s use of social media during
the workday. Professional use related to communication through social media should
remain professional in nature and should always be conducted in accordance with AAA
communications policy, practices, and expectations. Employees must not use AAA
social media for political purposes, to conduct private commercial transactions or to
engage in private business activities.All AAA communications via social media for
professional use should be void of inappropriate language, images, confidential
information or information that would jeopardize the security and safety of AAA staff,
students and facilities.

9.10 Exit Interviews
In an effort to gather information regarding the workplace experiences of regular
employees who are leaving AAA, the employee is encouraged to complete an exit
interview prior to departure. Exit interviews are not mandatory but are considered an
important way to identify how AAA can maintain a positive and productive environment
for its employees. The immediate supervisor will attempt to schedule an exit interview
with employees who are departing voluntarily. The employee will turn in their keys, ID
badge, laptop computer, peripherals (if applicable) and any other AAA related property
including intellectual property and equipment they may have been assigned. Employees
who are transferring or are discharged may request an exit interview with Terri Harrall,
Director of Human Resources. tharrall@artsk12.org

Section X- Outside Employment

10.1 Other Employment
ADE employees may engage in extra employment outside of AAA if they desire. It is not
permissible for an employee to engage in private employment during the time he or she
is scheduled to be working for AAA. Further, it is unlawful for a state public school
employee to engage in any occupation outside working hours in a manner or to an
extent which constitutes a conflict of interest as defined in the law. Employees may not
receive any income or material gain from outside sources for materials produced or
services rendered while performing their jobs at AAA. It should be noted, however, that
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employees are subject to dismissal for inadequate performance of their jobs. Anyone
considering employment in addition to his or her job with AAA should consider whether
such employment would make demands on his or her time and energies which would
adversely affect job performance. This, of course, is a personal matter and requires the
use of good judgment on the part of anyone considering such an arrangement

Section XI- Miscellaneous/Office Procedures

11.1 Maintenance of Equipment and Vehicles
When using AAA property, employees are expected to perform required maintenance
and to follow all operating instructions, safety standards and guidelines.

11.2 Money/Deposits
For increased safety AAA makes all attempts to get any funds collected to the bank as
soon as possible. This also ensures that the individuals responsible for collecting and
reporting the funds are removed from the responsibility as quickly as possible. No
money should build up in site safes or held for an extended period of time. All money
should be counted, bagged and deposited at Arvest by the designated person/s as soon
as it is collected and during the day during bank hours. The deposit bags, receipt books
and check stamps have been delivered to your site. The person counting the money
and depositing it is responsible for ensuring the deposit slip and bank slip gets to the
admin office promptly. Please work this into daily routines when necessary. Site
administrators will determine who the responsible parties are- as well as ensuring this
process is run smoothly and with extreme accuracy.

11.3 Use of Credit Cards
1. All credit cards will be kept at the administration office and monitored by the

office manager
2. You may check out a credit card at the administrative office between 8:00 a.m. -

4:30 p.m.
3. When checking out the credit card, you will need to provide the purchase order

number, showing the purchase was approved under the vendor you will be
purchasing from

40



4. You can sign out a credit card to purchase at local stores for up to 24 hours, you
must present your receipt with the PO# written on it to the office manager when
you sign the card back in

5. If you are ordering on-line, you can do so at the administration office, have your
order saved in a cart when you arrive, place your order using the credit card,
print your receipt and return both to the office manager

Note: You are responsible for the credit card while signed out. If lost you must
contact the office manager or the human resources coordinator immediately or
be held liable for unauthorized purchases.

11.4  Budget Requests
AAA establishes its yearly operating budget in July with the beginning of the new fiscal
year. Any expenditures under $250.00 must be submitted by completing a pre-purchase
approval form requesting a purchase order to the principal for approval. Anything over
$250 must be 1) approved by the site administrator 2) sent to the superintendent for
final approval.

11.5 Purchase Orders
1. Staff will complete a pre-approval request form found under a Google Sheets

Template.
2. Once the form is complete, share it with only your head principal for approval.
3. After the respective principal approves your request they will forward it either one

of two ways:
a. If it is over $250.00, it will be sent to the superintendent for approval and

then he/she will forward it to our finance department for account coding
b. If the purchase is under $250.00, it will be sent directly to our finance

person for the account codes
4. Once the account coding is complete, it will be sent to the office manager to

enter the requisition to produce the purchase order
5. Once the purchase order is printed by the finance department, a copy will be sent

to the staff who requested it
6. This process can take up to 3-5 business days.  When filling out the pre-approval

form, request urgent approval if needed more quickly.  When you receive your
purchase order, you are free to order your items.
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11.6 Travel Requests
Travel Procedures-Employees are required to obtain prior approval for school and
employment related travel that may result in reimbursable expenses. Employees may
be reimbursed for travel expenses arising from the performance of duties within the
scope of their employment, conducting official school business, or attending
school-related functions. Requests for reimbursement must be submitted to the
Principal or his or her designee within 30 calendar days and must be accompanied by
clear and legible original receipts. Copies of receipts will not be accepted. The school
does not reimburse alcohol, entertainment or tip purchases.
Travel/Conference Reimbursement

11.7 Reimbursements
Any purchase that is to be considered for reimbursement must have prior approval and
submitted to the Principal or his or her designee within 30 calendar days and must be
accompanied by clear and legible original receipt. Copies of receipts will not be
accepted.

11.8 Gifts from Vendors
AAA greatly appreciates private gifts and donations given to the school. All donations
and gifts to the school become the property of the school upon donation, and are
subject to the same rules, use, discretion, and disposal as all other state school
resources. Before offering a gift or donation to the school, individuals and organizations
should contact the school to ensure need, compatibility, and space availability. The
school will strive to assist donors in making arrangements as necessary for donations of
equipment or services. The school may choose to deny any gift or donation which does
not further the school’s goals, or which obligates the school to commit resources, time,
or finances. All administrators, board members, and employees of the school and family
members of the same are prohibited from receiving gifts, donations, or transfers from
the school of any public property, funds, or resources. AAA has a tax donation letter to
provide any individual who makes a donation or provides a gift to AAA. Please see Terri
Harral for more information. Tharral@artsk12.org

11.8  Voicemail
AAA requests that all school employees who have an office phone set up a voicemail
and check it routinely. Directions can be sent via email upon request.
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11.9 School Email
AAA prohibits the use of internal mail systems to distribute hard copies of political
advertising, which is defined as printed material supporting or opposing an election,
such as a political campaign, a bond election or tax authorization election. As a general
rule, exercise your best professional judgment in favor of using a separate email
account for personal email communications and limit any such communications to
non-instructional time. If you receive an unsolicited personal email on your school
district email account that is unprofessional or inappropriate, you should decline to
respond to it from your school district email.AAA has the right to review and retain email
that is transmitted using AAA technology resources, including email and Internet if there
are concerns of inappropriate communication between staff, parents or students.  You
should assume that anything you say or do using school district email will potentially be
seen by the administration and is subject to the Freedom of Information Act (FOIA).

It's essential that all AAA employees maintain open communication with all
stakeholders, especially administrators, parents and students. All AAA emails from
administrators, parents and students should be addressed within 24 hours, if not
sooner. Failure to read and answer emails in a timely manner is a violation of employee
responsibilities and may result in disciplinary action.

Section XII- Teacher Procedures

12.1 Taking Attendance
K-6
All homeroom teachers will record attendance in eSchool at the beginning of each day.
Students arriving after 8:00 will be entered as tardy by the front office.

7-12
All teachers will record attendance in eSchool at the beginning of each period in which
they have students assigned to them.

12.2 Duties
AAA administrators may assign teachers fair and equitable duties as long as it does not
encumber instructional time, daily duty-free lunch or extend the employees work
contract.
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K-6 teachers will submit daily student lunch counts to the cafeteria by 8:30am. Lunch
menus can be found on the Arkansas Arts Academy website and on the EMS weekly
newsletter.

12.3 Discipline
Student discipline is managed through a tier system based on the incident and the
frequency of occurrences. A rubric has been developed to facilitate administering
discipline in a fair, consistent, and transparent manner. The provisions of this rubric,
using all applicable board policies, local, state, and federal laws applies not only to
within-school activities but also to student conduct on school bus transportation vehicles
and during school-sponsored activities. Discipline Rubric for Staff

An engaging classroom with clear expectations, procedures and consequences is the
best strategy for preventing disciplinary incidents. In the event of student behavior that
disrupts the learning environment, but is not egregious or harmful to the student or
other, the teacher should attempt to handle the misbehavior with classroom
management strategies. This Preventative Interventions Matrix offers ideas for
classroom management strategies including advancing options for continuing behavior
issues. Parents should be notified of classroom misbehavior and it should be
documented using Smart Data Dashboard. If the problem persists, teachers can submit
a discipline report using the Google Form for the HS. This will alert the principal to
intervene.

If a student reports to you that they are being bullied, please complete a Bullying Report
in addition to the Google Form above.

12.4 Substitute Planning
AAA is extending our use of ESS to include willsub+. The willsub+ system is a web-based
absence management software developed to simplify the absence process.

1. Teachers will need to download the willsub+ app to use on your smartphone or
log in to your account by going to www.willsubplus.com, entering your login
credentials (email and password), and clicking “Log In”. Your homepage prompts
you to follow steps:

2. Click “Create Absence” You’ll need to choose whether you require a substitute for
your absence or not.

3. You can then click “Add Absence Period” to enter the dates/ times for your
absence.
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4. After clicking the “Add Absence Period” button you can enter the details for your
absence.

5. On the “Calendar”, click the start and end date for your absence. If you only need
to be absent one day, click twice on the same date.

6. If you selected the wrong date(s), click “Clear Selection” and re-select your
absence date(s).

7. Once you’ve made all of your selections, click “Add” to save the information.
8. Once you have added an absence period, select the absence reason. If you

need to select multiple absence reasons (example: Friday is a sick day, but
Monday will be a personal day) you will need to enter separate absence periods.

9. After selecting an absence reason, you can enter notes or attach files as needed.
10.Administrator notes/attachments will only be viewable to district administrators

with permission to see your absences.
11. Substitute notes/attachments will only be viewable to subs qualified to fill in for

you.
12.Any attachments you’ve added will show below the attachments box.
13.Click the trash can if you need to remove an attachment.
14. Once you have all your absence information entered as needed, click “Create” to

save your absence in the system and you’re done!
15.You’ll be taken back to your homepage and you should see your newly created

absence appear below the calendar in the “Upcoming Absences” section.

12.5  Student Services- Special Education, 504,
Speech Therapy, Occupational Therapy, Physical
Therapy

● DESE Special Education Due Process Guidelines
● Arkansas Moves to Inclusive Practices - All In
● Arkansas Arts Academy Special Education Due Process Information
● Speech Language Permission to Screen - please request from Speech

Pathologist
● Occupational Therapy Permission to Screen - please request from Occupational

Therapist
● Physical Therapy Permission to Screen - please request from Physical Therapist

● Special Education Teacher Referral Process
Teacher Checklist To Gather Necessary Referral Documentation
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● Parent Referral Process
● Private or Outside Reports or Documentation Process

Staff Letter Regarding Legality of implementation of modifications / accommodations

● Your student’s 504 / IEP Accommodations Sheet - steps to locate your student
current accommodations and/or modifications

Failure Procedures for Special Education IEP students or 504 students

Special Education Homebound (Suspension) Guidance

12.6 Student Counseling Services
Arkansas Arts Aademy’s (AAA) comprehensive guidance program is the blueprint the
school counselor uses for the greatest outcome of student achievement. This
guidance program is inclusive for all students and designed to prepare students for
future success. Because of ever-changing school environments, the guidance
program is adaptable so that it can fully develop to include the most effective
practices. The comprehensive guidance program will allow the school counselors to
hold themselves accountable and also provide a measurement tool for the program
to be evaluated and improved. The comprehensive guidance program aligns with the
school’s direction and intention and adds support for the school’s mission.

22-23 Counseling Plan for Students

12.7  Student Threat Assessment
Arkansas Arts Academy considers the safety of students and staff our highest priority.  The
District has adopted a threat assessment protocol that provides a structured and equitable
approach to determining whether or not a student is on a “pathway to violence” and to
determine and implement supporting measures to support students of concern.  If you feel that
a student has made a threat to you, a fellow staff member, or a student, immediately report this
to your building principal.

12.8 Data Evaluation
AAA uses multiple forms of Data to help drive student instruction, success and
intervention needs. Some of the forms include:

Smart DataDashboard: https://www.smartdatadashboard.com/
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iReady: iReady

12.9 Professional Development and PLC Meetings
AAA  shall provide no less than 6 professional development days to be included in the
teacher contract or agreement with the school. The purpose of professional
development is to improve knowledge and skills in order to facilitate individual, team,
and school-wide improvement designed to ensure that all students demonstrate
proficiency on the state academic standards.

AAA will participate in professional learning community (PLC) meetings during the day
and also once a month afterschool, as well as encourage teachers to meet
collaboratively during their planning periods. Attendance and participation in AAA PLC
is mandatory as it directly impacts student achievement.
"What is a Professional Learning Community" by Richard DuFour

12.10 Staff Meetings
AAA K-6 and 7-12 staff meetings will be held twice a month immediately after school on
each campus. It is the principal's responsibility to provide staff with an agenda prior to
the meeting and will collect attendance signatures as part of our Arkansas Department
of Education (ADE) required documentation. This time is built into your staff contract
hours. Failure to attend staff meetings will result in a deduction of pay and possible
disciplinary action. Please make all efforts to schedule after school appointments on
days other than site staff meeting dates. Meeting minutes will be shared for review and
clarification.

K-6 Staff Meeting Schedule

12.11 eSchool use and Grading
Teachers will enter attendance and grades into eSchool. Attendance will be entered
daily for K-6 and for each class period for 7-12th grades.

K-6 and 7-12 administrators will enter behavior reports and follow up information into
eSchool.
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Grading
Kindergarten, 1st grade, 2nd grade, and 3rd grade will use standards based grading.
They will collect at least two pieces of evidence of learning per week.
Levels for each indicated standard will be recorded in eSchool at the end of each
quarter. Progress reports will be sent home to families during each mid-nine week
period.

Standards based grades in grades K-3 will be converted to the following percentages:
4-Exceeds grade-level expectations, 100%
3-Meets grade-level expectations, 90%
2-Meets expectations with teacher support, 70%
1-Does not meet grade-level expectations, 50%

Grades 4, 5, & 6 will use percentage based grading and will record at least two grades
per week on average in eSchool. Progress reports will be sent home to families during
each mid-nine week period.

Grades 7-12  will use percentage based grading and will record at least two grades per
week on average in eSchool. Grades should weigh summative assessments more
heavily than formative assessments. Homework should be recorded as participation to
document student effort and not penalize students as they are learning content.
Progress reports will be sent home to families at the end of each nine week period and
report cards issued after each semester ends. Students in grades 9-12 (and any 7th or
8th grade students in credit bearing courses) will complete an end of course
assessment worth 10% of their semester grade. Semester grades will be calculated:
45% (1st or 3rd quarter) + 45% (2nd or 4th quarter) + 10%  end of course assessment.

Families can access their student’s grades and attendance records on eSchool through
the eSchool Home Access Center, HAC. Families will be notified of their login
information at the beginning of the year.

12.12 Field Trips
Field trips are wonderful opportunities to motivate students and elevate learning
relationships to given professional fields of study. Whether you charter a bus for an
overnight visit, use school buses for a class trip, or go on a walking excursion near one
of the campuses, AAA uses the software program SchoolDude to schedule all
off-campus field trips and transportation.  AAA has many community partners that offer
many opportunities for field trip experiences and distance learning connections.
Teachers are encouraged to think innovatively and consider field trips when they
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connect with arts integration and/or content enrichment. AAA divides field trips into two
categories:

● Arts Integration/Community Partners: Must be first approved by AAA Arts
Integration Director, ajones@artsk12.org

● Content Connections/Sports/Arts Performances: Must be first approved by
site administrators and verified by AAA Transportation Director, Courtney
Johnston, cjohnston@artsk12.org

After approved by administration, please follow scheduling guidelines:
1. All trips requested must be submitted into Schooldude 5 days prior to the trip

date.
2. Any updates to trip date, time, destination, or times - please contact AAA

Transportation Director, Courtney Johnston, cjohnston@artsk12.org

12.12 Fundraising
All fundraising at AAA must be approved by site administrators and the Superintendent.
The goal with any fundraising is to ensure its;

1. Equitable for all students; we do not charge students or parents for items they
should receive as part of instruction or a school sponsored activity. All students
are entitled to a Free and Appropriate Public Education (FAPE).

2. There is clear communication on what the proceeds are for.
3. It does not require students to go door to door selling or jeopardize their safety in

any way.
4. Departments, grade level teams or schools consider the impact fundraisers have

on all families, not just the ones who can afford the request.

12.13 Arts Integration
Arts Integration is one of the pillars of Arkansas Arts Academy. A research-based
curricular teaching strategy that creates connective pathways to reach multiple learners
and empower educators in their professional growth.

An interdisciplinary teaching practice, Arts Integration aligns standards from content
and arts disciplines. Outcomes from each discipline are taught and assessed equitably
deepening students’ understanding of each discipline.

To learn more about how Arts Integration is a teaching practice on our campuses and see
student projects from all grade levels visit the AAA website
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https://sites.google.com/d/1r2UPD37ndXKOuvpRz_kJtb2R-3dsptvJ/p/1FX5KiXJNEMGUGs-Du
XviZU5lgbs4bZg5/edit
To contact a staff member about Arts Integration contact Aaron Jones, Director of Arts
Integration and Museum Partnerships ajones@artsk12.org 479-877-1724.

12.14 Community Partnerships
Community partnerships are formal agreements between two agencies with mutual and
beneficial interests and work together to meet those common interests and benefits.
AAA strongly encourages our educators to be actively involved with our community partners and
engage in outreach. AAA has several community partnerships, each with different services,
opportunities and programs. It is important for educators to inform the district of their activity and
involvement with the community partners. To help with community collaborative efforts AAA has
two lead staff that serve as liaisons for our community partnerships.

Community Partner Liaisons
If you are a core or arts teacher and the nature of the partnership involves arts integration or
one of our museum partners, your primary contact is Aaron Jones, director of arts integration
and museum partnerships ajones@artsk12.org .

If you are a visual or performing arts teacher and the event or relationship involves
performances or exhibitions, please notify Amy Kessler-Weber, the Visual and Performing
Arts Coordinator akessler@artsk12.org .

Working with Community Partners
Before approaching a community partner, please contact the appropriate liaison and share your
ideas and plans in working with a community partner.  Aaron or Amy will assist you in
connecting you to the point person of the respective community partner. Please keep Aaron or
Amy in the thread of your contact with the community partner so that they are aware of the
project or program and can help coordinate, promote, and assess the activities of the
partnership.

Expectations
It is the expectation that teachers respond to community partners promptly and communicate
clearly to help maintain positive relationships when engaging with community partners. If
teachers commit to a project with a community partner, they must, in good faith, keep
commitments unless unforeseen and uncontrollable circumstances arise.

12.15 Facility Use
All Inquiries to use the facilities must be submitted to Amy Kessler-Weber
(akessler@artsk12.org). Any organization or individual that desires to use the facilities
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must sign a contract with Arkansas Arts Academy. Teachers and staff will sign a
document stating they have read and agree to follow policy. See section 12.17
Facility Use Information

12.16 Nurse Policies
Nurses are on staff on each campus to evaluate/treat injuries and distribute daily
medications. Students must have a nurses pass (duplicate form) from their teacher to
go to the nurse. Students will return with one of the forms as verification. Students
should only be sent to the nurse for illness or symptoms that cannot be remedied using
classroom first aid kits that include feminine products.

12.17 Policies for AAA Employees for
Extra-Curricular Classes (After-School, Intercession,
and Summer Classes)

1. Employee assumes responsibility for payments, registration, accounting, and
taxes.

2. The employee assumes responsibility for all communication to parents and
students, including class cancellation.

3. AAA Events and in-school rehearsals take precedence over extracurricular
teaching- Be sure to look at the calendar when planning. Teachers who cannot
meet their contracted teaching responsibilities may be asked to cancel their
on-campus extracurricular teaching.

4. Do not keep money on campus overnight.
5. Finances from extracurricular programming must be kept entirely separate from

AAA funds.
6. AAA Administration must approve all classes and workshops. Submit information

to Amy Kessler-Weber (akessler@artsk12.org) and give the information to the
front office of the campus where you are teaching the class.

7. Rehearsals for after-school classes can not occur during AAA School hours or
AAA classes.

8. After-school classes performing in AAA Performances must seek approval from
the administration.

9. Teachers must assume responsibility for the supervision of students and remain
on campus while students are on campus. Do not leave students unattended.

10.Teachers are not allowed to employ other teachers. Non-employees teaching
classes on campus must sign a facilities use agreement.
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11.Teachers are responsible for providing their materials and supplies for classes.
Use of supplies from the visual and performing arts department is prohibited.

12.18 Technology
AAA contracts all technology services through WIRED! Technology Partners.
For all service requests, all employees will need to submit a ticket either through
Email at support@wiredtech.com or via Phone: 877.957.0780
In your service request, please include:

1. your name, school and campus (if applicable)
2. a description of the issue including:

● Device type (i.e. Chromebook, PC, Macbook, iPad, etc.)
● Steps you have already taken to fix the issue (i.e. restarting, etc.)
● If there is an error message, please include what it says.
● Screenshots are always helpful.
● As a first step, we always recommend restarting your computer.

12.19 Lesson Plans
“Deliberate and focused instructional design requires us as teachers and curriculum
writers to make an important shift in our thinking about the nature of our job. The shift
involves thinking a great deal, firstUnderstanding by Design (UbD)  Resources, about
the specific learnings sought, and the evidence of such learnings, before thinking about
what we, as the teacher, will do or provide in teaching and learning activities.”  Wiggins,
Grant, and McTighe, Jay. (1998)

AAA encourages teachers to build unit plans with the “end in mind”.  To ensure all K-12
instructional staff are consistent in this effort, all teachers are to submit unit plans to
building administration through department chairs/grade level leads as designated. Unit
plans may be developed with a team and should contain the Understanding by Design
components of:

Stage 1: What do I want students to learn?
Stage 2: How will I know when they have learned it?
Stage 3: Learning Plan

A UbD lesson plan template is linked for reference.

Understanding by Design (UbD)  Vanderbilt University
Understanding by Design (UbD) Resources
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12.20  Contact Board Members
AAA Board members operate within the law related to communication among board
members to avoid violating the Arkansas Freedom of Information Act (FOIA). If you are
wanting to contact an AAA school board member to invite them to your classroom, a
school event or field trip- please notify your building administrator first and cc: them on
the invitation. All contact with the board must happen through individual emails, not a
group email. Any communication with a board member is subject to FOIA; email and
text.
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