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ABOUT THIS HANDBOOK 
 
The Utopian Academy for the Arts Faculty and Staff Handbook provides a summary list of policy and procedural 
mandates agreed to and voted upon by the school’s Board of Directors. Other policies intended to facilitate 
effective school management were reached in consideration of the recommendations and input from instructional, 
support, and administrative personnel. 
 
 
This handbook is designed to assist you with your employment at Utopian Academy for the Arts. It includes basic 
school information relating to our compensation and benefits programs, employee relations policies, and more. 
Please read through this handbook and retain it for future reference. The policies, procedures, and processes stated 
in this handbook are subject to change at the discretion of the CEO or the Utopian Academy for the Arts (UAFA) 
governing Board of Directors. If you have any questions regarding any of the statements in the handbook, please 
see the CEO or contact the school’s business office. 
 
NOTE: All references to “employees” refer to persons employed by UAFA, including staff, teachers, 
paraprofessionals, office workers, clerical workers, and the CEO. Matters that only involve specific roles or 
positions will be specified. 
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POLICIES & PROCEDURES  
 
Utopian Academy for the Arts recognizes the importance of meeting employee needs and utilizing employee 
abilities. For effective operations, it is necessary that sound personnel policies are known and understood by all 
employees. These policies ensure consistency and fairness for everyone. 
 
Policy modifications and clarifications are subject to change. These changes will be communicated to employees 
through memos, administrative bulletins, meetings, electronic retrieval, and publications. Information in this 
policy manual is meant to provide employees with only a general overview of UAFA governing board-approved 
policies related to personnel. 
 
This policy manual should not be considered an employment contract. Since it is the responsibility of each 
employee to understand UAFA board policies and administrative procedures, if clarification of information 
contained in this manual is needed, the CEO or enacted or proposed should be contacted for assistance. 
 

COMMUNICATION 
Monthly Board meetings are open to the public, which includes any employee. Each Board meeting shall have a 
public comment period, during which time employees are welcome to make brief comments to the Board 
regarding matters appropriately related to the school governance or policies. 
 
The role of the UAFA Board of Directors is to set policy for the school and govern the school. If an employee 
brings a specific question, issue, concern, or complaint directly to individual Board members they will be directed 
to communicate the matter through the appropriate channels, which include speaking first with their immediate 
supervisor, then, if necessary, the school’s CEO, and finally, if necessary, the chairman of the Board of Directors. 
All formal complaints or grievances should be brought forward in accordance with the Staff Complaint and 
Grievance Policy detailed in this handbook. 
  
Employees are not authorized to speak to the media, create news releases, or otherwise present themselves in a 
public relations capacity as representatives of the school, unless expressly given permission by the CEO. 
 
Employees who receive awards or other recognitions from organizations outside of UAFA, are encouraged to 
inform the CEO, who shall appropriately and equitably recognize and honor the achievements of staff members. 
 
The school will engage in regular and timely communication with all employees through the school website, 
informational meetings, newsletters, or written correspondence. 
 

PERSONNEL IMPROVEMENT & EVALUATIONS 
Under the direction of the CEO, UAFA is committed to countinuous professional staff development that focuses 
on improving teaching skills and student achievement. 
 
The CEO and/or his designee shall direct yearly appraisals and evaluations of all employees, summaries of which 
will be made available privately to all staff members. Teachers and paraprofessionals shall be evaluated in 
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categories including student achievement, classroom instruction, professional standards, and communication 
skills. 
 

RESPONSIBILITIES OF THE CEO 
The Board of Directors is responsible for communicating directly to the CEO any policies related to the 
governance of UAFA. The CEO, in turn, is responsible for communicating the Board’s policy directives to all 
employees and ensuring organizational compliance with all Board policies. 
 

COMPENSATION 
In order to attract and retain the most qualified teachers and support personnel, UAFA will maintain competitive 
salaries. In furtherance of this policy, the Board and CEO will conduct regular individual job and market analysis 
of salaries at metro-Atlanta school districts, as well as similarly positioned charter schools or other metro-Atlanta 
employers. Final compensation decisions will also be informed by budgetary limitations. 
 

HOLIDAY 
The timing of the fall, winter, and spring breaks are determined on a yearly basis, and published in advance of the 
school year. 
 

AT WILL EMPLOYMENT  
All employees are classified as “at-will.” This means that either the employee or the employer may terminate the 
employment relationship, with or without cause, at any time subject to the provisions of the employee’s contract.  
 

EMPLOYMENT AGREEMENTS 
The school enters into employment agreements for a period of no more than one school year. The school can issue 
a temporary contract for a short period of time pending the results from the criminal background check. The 
school will notify employees in a timely manner if such employees will not be renewed for the ensuing year. 
 
The school seeks to have full participation from all arts faculty and staff in related school-wide fine arts 
department activities and sponsored productions, as outlined in the addendum to contract. 
 

EMPLOYEE BACKGROUND CHECKS 
In accordance with Georgia law, all employees must be fingerprinted and successfully complete a criminal 
background check. Teachers, CEOs, and other certified personnel renewed after July 1, 2013, will also have a 
criminal background check made upon any certificate renewal application to the Professional Standards 
Commission. Non-certified personnel shall also have criminal background checks on a periodic basis, not to 
exceed every five years. 
 
UAFA reserves the right not to hire, or retain anyone that has been convicted of a criminal offense. Conviction of 
a crime that involves dishonesty may result in an automatic termination of employment. Before any decision is 
made, the nature of the crime and circumstances surrounding the conviction may be considered.  
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IMMIGRATION LAW COMPLIANCE  
The federal Immigration Reform and Control Act of 1986, requires employers to verify the identity of all newly 
hired employees as well as their eligibility to work in the United States.   
 
In accordance with Georgia law, UAFA participates in the federal E-Verify program to verify the employment 
eligibility of all newly hired employees.  As such, this School employs only United States citizens and aliens who 
are authorized to work in the United States.  
 

REDUCTION IN FORCE 
The school reserves the option to have a reduction in force for the following reasons: inadequate funds; loss of 
funding that includes the reduction or expiration of grant generated funds; insufficient student enrollment to merit 
continuation of a program or service; decline in average daily attendance; decline in need for services rendered by 
a position classification; return of contractual personnel from extended leave; discontinuation of a program by 
action of the UAFA board; change in class sizes; closure or change in purpose of a school or program; 
reorganization; legislative mandates; judicial decrees; other exigencies. The determination of which employees 
will be demoted or terminated is the responsibility of the CEO, who shall follow all applicable federal, state, and 
local statutes related to demoting or terminating employees. 
  
 
 

EQUAL OPPORTUNITY EMPLOYMENT 
 
It is the policy of the Board that the school will not discriminate on the basis of gender, race, color, religion, 
national origin, age, disability, marital status, or sexual orientation, in any educational program or other activity, 
service or admissions to facilities operated by the school, or in the employment practices of the school. It is the 
express policy of the Board that the school will comply with all appropriate laws and regulations relating to 
discrimination now in effect or hereafter enacted including Title VI, Title VII, Title IX, Section 504 of the 
Rehabilitation Act of 1973, the Age Discrimination in Employment Act, the Americans with Disabilities Act, and 
all accompanying regulations. 
Any employee who believes that he or she is being unlawfully discriminated against should immediately contact 
their immediate supervisor or the Principal. If, for any reason, the person prefers not to share the complaint with 
the supervisor, or any manager, he/she may file a complaint or consult with the Human Resources Committee of 
the UAFA board. Employees may also utilize the Staff Complaints and Grievance Policy detailed in this 
handbook.  
 
 
 

SEXUAL HARASSMENT 
 
The school is committed to providing a workplace free from distractions caused by a) all forms of discrimination 
based on race, color, religion, gender, age, national origin, sexual orientation, or disability, or b) or inappropriate 
or offensive conduct. All employees are responsible for conducting themselves in a highly professional manner 
and respecting coworkers, students, parents, and customers. In this regard, the school prohibits sexual harassment, 
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all forms of discrimination, and other unprofessional conduct. Any supervisor or Human Resource personnel who 
becomes aware of a complaint of sexual harassment is required to notify the Human Resources Committee of the 
UAFA Board no later than the business day immediately following his/her knowledge of the complaint. 
 
 
 
Any employee who believes that he or she is being unlawfully harassed should immediately contact their 
immediate supervisor or the Principal. If, for any reason, the person prefers not to share the complaint with the 
supervisor, or any manager, he/she may file a complaint or consult with the Human Resources Committee of the 
UAFA board. Employees may also utilize the Staff Complaints and Grievance Policy detailed in this handbook.  
 
All complaints of harassment will be promptly, thoroughly, and confidentially investigated; where necessary, 
appropriate corrective action will be taken. Any person found to have unlawfully harassed another employee will 
be subject to appropriate disciplinary action, up to and including discharge. 
 
Employees will not be penalized for reporting an incident or for participating in the investigation. Retaliation 
against any individual who reports discrimination or harassment or participates in the investigation of such report 
is a strict violation of this policy and will be subject to disciplinary action. 
 
Definitions  
Harassment – As used in this handbook, harassment is defined as any unwelcome verbal or physical conduct 
towards another individual that intends or results in the creation of an intimidating, hostile, or offensive work 
environment or causes unreasonable interference with the victim’s performance or professional obligations or 
opportunities.  
 
Sexual Harassment - As used in this handbook, sexual harassment is defined as unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical conduct of a sexual nature when (1) submission to such 
conduct is an explicit or implied term or condition of an individual’s employment; (2) submission to or rejection 
of such conduct is used as a basis for employment decisions; or (3) such conduct interferes with the employee’s 
work performance or creates an intimidating, hostile, or offensive workplace.  
 
 
 
 

MANDATORY REPORTING OF CHILD ABUSE FOR 
SCHOOL EMPLOYEES AND VOLUNTEERS 
 
In compliance with Georgia Law, all employees and volunteers are considered Mandated Reporters and are 
required to be aware and adhere to the mandating reporter laws and state, county, and school policies. If you have 
reason to believe that a child has suffered: (1) physical, non-accidental injury or injuries by a parent or caretaker, 
(2) neglect or exploitation by a parent or caretaker, (3) sexual abuse, or (4) sexual exploitation, please follow the 
protocol below to ensure that the appropriate authorities are notified.  It has been developed to guide those 
persons who have been deemed mandated reporters in exercising this duty within the School structure. 
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Reporting Protocol 
 If a child or other individual tells you about a situation that seems like it might require reporting, please take the 
following steps: 
 

1) Immediately find the CEO or, if not available, the CEO’s designee, and make a verbal report of the 
alleged incident of abuse/neglect in person (no written notes, e-mail, or text messages).  Unless requested 
by the Responsible Administrator, do not provide written documentation to other personnel, even the 
child’s classroom teacher.      

2)  If a Responsible Administrator is unavailable, call one of them on the phone (but do not text message 
information to them).  If the student is with you, please have them sit in the Front Office with the 
receptionist so that they are supervised, and so that you have privacy to make your call.   

3) If you choose, you may make a note in your personal record of the date, time, and brief nature of the 
alleged incident of abuse/neglect reported to the Responsible Administrator.  Your personal record does 
not include school records.  This is solely for your benefit, to keep track of when the alleged incident of 
abuse/neglect was reported and to whom it was reported.   This information is not to be shared. 

4) A staff member who makes a report to the Responsible Administrator is deemed to have fully complied 
with the law. 

5) The responsibility for following up with the student, other staff members, family members, etc., DOES 
NOT lie with you.  Please DO NOT conduct your own investigation.   

6) If asked about the situation later, the Responsible Administrator will provide no details regarding the 
incident other than to confirm that they are aware of the situation.  There are matters of confidentiality 
and privacy in any alleged incident of abuse/neglect.  This is for the protection of everyone involved, 
including the person who initially reported the incident.   

7) Please be aware of the fact that there is likely pertinent information to which you are not privy regarding 
the situation.  Please DO NOT make assumptions nor offer scenarios.    

8) Making a verbal report of alleged abuse/neglect to the Responsible Administrator as outlined above is a 
CONFIDENTIAL matter and should be treated as such.  If other personnel need to be informed regarding 
the situation or follow up needs to be made with other staff members, the Responsible Administrator will 
do so.   

9) It is important that all mandated reporters involved in services to children who are alleged to be 
abused/neglected follow this protocol.  This protocol has been established so that appropriate, sensitive, 
and necessary services are provided in the best way possible.   

10) Failure to comply with this protocol is actionable and penalties may range from a verbal warning to a 
written warning to non-renewal of contract or even termination. 

 
Responsibility of School Administrator or Counselor: 
A Responsible Administrator who receives an oral report or other information giving them reasonable cause to 
believe that a student has been abused or neglected shall immediately, but in no case later than 24 hours, report by 
telephone or otherwise and followed by a report in writing (if possible) to a child welfare agency providing 
protective services or, in the absence of such agency, to an appropriate police authority. 
 
If a Responsible Administrator receives such report or information and determines that (s)he does not have 
reasonable cause to believe abuse or neglect has occurred, (s)he shall, within 24 hours, notify the Board Attorney 
or the Board Chair to establish a plan for investigating this incident. However, if the reporting staff member or 
volunteer insists that the matter be reported to the appropriate authorities, a Responsible Administrator shall not 
have discretion to deny this request and must report the incident immediately.   
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STANDARDS OF CONDUCT  
 

THE CODE OF ETHICS FOR EDUCATORS 
 
UAFA has adopted the Code of Ethics for Educators established by the Professional Standards Commission of 
Georgia, which defines the professional behavior of educators in Georgia, serves as a guide to ethical conduct, 
and represents the conduct generally accepted by the education profession. All UAFA educators are expected to 
follow the Code of Ethics for Educators. 
 
Reporting:  
Educators are required to report a breach of one or more of the standards in the Code of Ethics for Educators as 
soon as possible but no later than ninety (90) days from the date the educator became aware of an alleged breach 
unless the law or local procedures require reporting sooner. Educators should be aware of legal requirements and 
local policies and procedures for reporting unethical conduct. Complaints filed with the Professional Standards 
Commission must be in writing and must be signed by the complainant (parent, educator, personnel director, etc.). 
The Commission notifies local and state officials of all disciplinary actions. 
 
Disciplinary Action:  
UAFA recognizes the Professional Standards Commission’s authority to suspend, revoke, or deny certificates, to 
issue a reprimand or warning, or to monitor the educator’s conduct and performance, after an investigation is held 
and notice and opportunity for a hearing are provided to the certificate holder. 
 
An individual whose certificate has been revoked, denied, or suspended may not serve as a volunteer or be 
employed as an educator, paraprofessional, aide, substitute teacher or in any other position during the period of 
his/her revocation, suspension, or denial for a violation of The Code of Ethics. The CEO shall be responsible for 
ensuring that an individual whose certificate has been revoked, denied, or suspended is not employed or serving in 
any capacity in the school. 
 
 

STUDENT ASSESSMENT AND TESTING IN GEORGIA 
SCHOOLS: 
For reliable and valid reporting, tests must be administered fairly and ethically. The administration of tests shall 
be held to the Code of Ethics of Georgia’s Professional Standards Commission. All school personnel involved in 
administering or supervising tests are required to perform their assigned responsibilities to maintain test integrity 
and appropriately implement the testing process. 
 
The CEO has the ultimate responsibility and accountability to create and enforce testing procedures consistent 
with the Code of Ethics, which procedures shall include the following components:  

a) cover the complete time period the school is responsible for  test security, including before, during, and 
the test,  

b) test security to ensure the integrity and validity of the test results,  
c) test preparation to ensure testing material is suitable to the curriculum of the students taking the test,  
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d) test administration to ensure teachers and other test administrators are properly trained regarding test 
procedures, and  

e) accurate analysis and releasing of test data to stakeholders. 
 
In the event of a violation of the Code of Ethics for Testing, the Professional Standards Commission may, in 
accordance with its rules, impose upon the violator a reprimand, suspension, or revocation of teaching certificate 
 

CONFIDENTIALITY OF INFORMATION 
The School is engaged in providing a service that requires a strict code of confidentiality of information. All 
employees must agree that all knowledge or information that may be obtained in the course of employment will 
be held inviolate and be concealed from all other persons during and after employment.  Any employee who 
compromises any information regarding a student, coworker, staff member, contractor, parent, family, or the 
School may be subject to termination.  
 

CONFIDENTIALITY OF STUDENT RECORDS 
In accordance with the federal Family Educational Rights and Privacy Act (FERPA) and all relevant state and 
federal laws, it is the policy of UAFA to protect the confidentiality or personally identifiable information of its 
students.  Failure by any staff member to comply with these statutes, procedures, regulations or any part of this 
policy will subject that employee to disciplinary action, as permitted by law.  
 
Definitions  
Educational Records - refers to those data elements that are (1) directly related to a student; and (2) maintained 
by an educational agency or institution or by a party acting on behalf of the agency or institution. The information 
may be recorded in any way, including, but not limited to, handwriting, print, computer media, videotape, 
audiotape, film, microfilm, microfiche, and e-mail. 
 
Directory Information -  is information which is generally not considered harmful or an invasion of privacy if 
disclosed; Directory information includes, but is not limited to, the student's name; address; telephone listing; 
electronic mail address; photograph; date and place of birth; major field of study; grade level; enrollment status ; 
dates of attendance; participation in officially recognized activities and sports; weight and height of members of 
athletic teams; degrees, honors, and awards received; and the most recent educational agency or institution 
attended. 
 
Non-Directory Information - These records include but are not limited to grades, transcripts, class lists, student 
course schedules, test scores, advisement records, health records, and student discipline files.  
 
Personally Identifiable Information - includes information that is linked or linkable to a specific student that 
would allow a reasonable person in the school community, who does not have personal knowledge of the relevant 
circumstances to identify the student with reasonable certainty. The term includes, but is not limited to, one or a 
combination of the following:  

• The student’s name;  
• The name of the student’s parents or other family members;  
• The address of the student or student’s family 
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• A personal identifier, such as the student’s social security number, student number, or biometric record; 
and 

• Indirect identifiers, such as the student’s date of birth, place of birth, or mother’s maiden name. 
 
The term also includes information requested by a person who the school reasonably believes knows the identity 
of the student to whom the education record relates.  
 
Disclosure of Student Records  
Student records shall be kept private and confidential, except when specifically authorized release is granted in 
writing by the parent or eligible student or pursuant to subpoena or judicial order and as otherwise specified by 
federal or state laws. Access to student records by an employee of this School must be in accordance with the 
safeguard procedures established by the CEO and the Board. Employees shall not disclose any student 
information, directory or non-directory, with a third party without obtaining the approval of the Principal.   
 
Access to Student Records 
The parent or legal guardian or eligible student shall have right of access and right of hearing to challenge the 
content of records believed to be inaccurate, misleading, or otherwise in violation of privacy or other rights of the 
student within 45 days of request or before transfer of records. The Principal shall develop and maintain 
procedures for the granting of a request by parents for access to the educational records of their children and for 
the conduct of a hearing challenging the content of any student's records alleged to be inaccurate, misleading, or 
otherwise in violation of the student’s privacy rights. 
 
When student records are inspected by parent(s)/guardian(s) or eligible students, appropriate school personnel 
must be present where necessary to prevent any misinterpretation or misunderstanding of records. Employees 
must be present where necessary to prevent any misinterpretation or misunderstanding of records. Employees may 
inspect the records of their children under the supervision of an appropriate member of the professional staff; 
however, such staff member should not be under the direct evaluation of the parent employee who is viewing 
his/her child’s records.  
 
Under no circumstances may student records be removed from school premises.  
 
 
 

STAFF COMPLAINTS AND GRIEVANCE POLICY 
UAFA is committed to providing a professional work environment free from discrimination and harassment, 
where all teachers, staff, and students are treated with dignity and respect. As such, it is the policy of the School to 
prohibit discrimination on the basis of age, gender, race, religion, national origin, disability, color, marital status, 
or sexual preference and to prohibit harassment of any kind by or against employees and students of the School. 
Any act of discrimination or harassment shall result in prompt and appropriate disciplinary action. 
 
Complaint and Grievance Procedure 
The purpose of this policy is to provide UAFA and its employees an opportunity to reach solutions to problems, 
disputes, or controversies that may occur and to provide a mechanism for employees to submit complaints 
regarding instances of unlawful discrimination or harassment or other action in violation of law or regulation.  
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Under this procedure, an employee of the School who has been affected in his or her employment relationship by 
a violation, misinterpretation, or misapplication of statutes, policies, rules, regulations, or written agreements of 
the School or with which UAFA is required to comply may file a complaint. Anyone who files a complaint under 
these procedures shall not be subject to reprisal; if such retaliation occurs he or she may refer the matter to the 
Professional Standards Commission.   
 
The Board of Directors has the discretion to send an employee complaint directly to Level II or Level III, if 
appropriate or necessary. A complaint filed under this procedure for any of the following reasons shall move 
immediately to Level III for consideration by the Board: 

• Performance ratings contained in personnel evaluations and professional development plans; however, 
this does not apply to complaints regarding procedural deficiencies in conducting the evaluations;  

• Job performance; and/or 
• Termination, nonrenewal, demotion, suspension, or reprimand of any employee. 

 
In an effort to maintain good morale, enhance effective job performance, and to better serve citizens of this 
community, employees are encouraged to resolve conflicts at the lowest level, with the minimum amount of 
formal proceeding as is necessary to reach an expeditious and just resolution.   
 
Definitions 
Complaint - A complaint means any claim or grievance by an employee of the School who is affected in his or 
her employment relationship by an alleged violation or a law, policy or agreement with which the Board of 
Directors is required to comply. 
 
Decision – The decision at each level of the complaint process must be in writing, dated, and include the findings 
of fact and reasons for the particular resolution reached. The decision shall be sent to the complainant in 
accordance with the notification provisions and deadlines set forth herein; however, any deadline may be 
extended upon mutual consent of the parties or by the School if is it determined that additional time is required to 
investigate the complaint at any level of the complaint process.  
 
Evidence - The complainant shall be entitled to an opportunity to be heard, to present relevant evidence, and to 
examine witnesses at each level. The complainant cannot present additional evidence at Level III of the complaint 
process, unless it is determined by the administrator presiding over the complaint that such evidence is relevant to 
the issues presented at the initial hearing and such evidence was, either, not made available by the Administration 
or not discoverable by the complainant.  
 
Notification – All notifications must be prompt, in writing, and delivered to the appropriate parties by hand, e-
mail, or certified mail dated on or before the appropriate deadline.  
 
Records - A recording device shall be used to keep an accurate record of these proceedings and all evidence 
presented shall be preserved and made available at all time to the parties involved. The cost of preparing and 
preserving the record of the proceedings shall be borne by the Board of Directors.  
 
Complaint and Grievance Process 
LEVEL I – Informal Resolution   
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Employees are encouraged to try and resolve conflicts with the least amount of formal proceedings as is necessary 
to reach a just and expeditious resolution. Employees who are unable to resolve a conflict among themselves may 
seek the assistance of their immediate supervisor in order to reach the best resolution for all parties.  
 
If the parties are unable to reach a resolution, the complainant may file a complaint with the CEO to initiate 
formal Level II proceedings. If the employee’s complaint or grievance is with his or her immediate supervisor, 
then the initial complaint may be filed with the CEO and proceed directly to Level II. Likewise, if the employee’s 
complaint is with the CEO, the initial complaint may be filed directly with the Chair of the School’s Board of 
Directors and proceed directly to Level III. 
 
LEVEL II – Formal Review 
An employee who wishes to file a complaint must present the complaint to the CEO within 10 calendar days of 
the most recent incident upon which the complaint is based. The complaint, which must be in writing and clearly 
state the employee’s intent to utilize these complaint procedures, must also include the following: 

• The mailing or email address of the complainant to which all notices and other documents may be mailed;  
• A reference or description of the law, policy or agreement that is alleged to have been violated;  
• A brief statement of the facts on which the complaint is based that explains how the law, policy, or 

agreement has been violated; and  
• A clear statement of the relief desired.  

 
After filing his or her initial complaint, the employee shall be notified of the time and place of the initial meeting 
and any subsequent appeals.  
 
The CEO shall make every effort to conduct an investigation and hearing and render a decision on the complaint 
within 10 working days of the initial complaint being filed. No people other than the complainant and the CEO 
shall be present for a Level II hearing. The CEO may speak with the offending party and/or any witnesses in the 
course of his or her investigation prior to rendering a decision.  
 
Any complaint not processed by the CEO within the time frame provided above shall automatically be forwarded 
to the Board of Directors to commence Level III procedures.  
 
LEVEL III – Appeal and Final Decision 
The complainant shall have 5 calendar days from the date of notification of the Level II decision to file a written 
appeal of this decision with the Chair of the School’s Board of Directors. The Board shall promptly give notice to 
the complainant of the time and place of the Level III hearing. 
 
Within 30 working days of the complainant filing an appeal of the Level II decision, the Board will hold a hearing 
and render a final decision on the complaint, based on a de novo review.  At a Level III hearing, the complainant 
may have a person of his or her choosing present to assist in the presentation of the complaint.  Additionally, the 
Board of Directors may have an attorney present at a Level III hearing solely for the purpose of serving as a legal 
officer to rule on issues of law; the attorney may not participate in the presentation of the case for either party. 
 
A final decision rendered by the School’s Board of Directors does not preclude an employee from seeking 
resolution using the means available to him or her under the law. The proceedings under this Complaint and 
Grievance policy shall be stayed at the time the complainant files for resolution with law enforcement or the 
courts. 
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Costs 
With the exception of preparing and preserving records of the proceedings, all costs and fees incurred under this 
process are the responsibility of the incurring party unless otherwise agreed to by the parties.  
 
 

PROGRESSIVE PROFESSIONAL CONDUCT 
MANAGEMENT  
Utopian Academy for the Arts embraces the concept of progressive professional management and corrective 
action for employees. 
 
Progressive professional management is a systematic approach to address policy violations and conduct that falls 
below the standard of professionalism required for all UAFA employees. It also serves to administer 
consequences based upon various factors, including but not limited to: (1) the seriousness of the offense; (2) the 
number of times it has occurred; (3) prior acts of misconduct; (4) the length of time between infractions (5) the 
attitude and cooperation of the employee; (6) the employee’s work history; and (7) the totality of the 
circumstances. 
  
While the school encourages the use of progressive professional management, circumstances dictate that it cannot 
be used for every act of misconduct. Therefore, the school uses this process at its discretion and does not solely 
rely on this concept in every instance when taking disciplinary action. 
 
While it is not possible to list every act that may result in disciplinary action, the actions described in the 
Progressive Professional Management Program reflect conduct which is deemed to be inappropriate and that 
which may result in disciplinary action. 
 
The Acts of Misconduct detailed below is not exhaustive, but is offered instead to generally provide notice of 
inappropriate conduct. The CEO or his designee may hold that conduct other than the items referenced in the 
Progressive Professional Management Program is improper and warrants corrective action. Further, the CEO has 
the discretion to determine what is appropriate after weighing all the situational factors involved in the 
misconduct. 
 
Progressive Disciplinary Options 
 
Step 1: Verbal warning  
Step 2: Written reprimand 
Step 3: Administrative write-up 
Step 4: Suspension with pay (1 to 3 days) 
Step 5: Suspension without pay (1 to 3 days) 
Step 6: Termination 
 
Additional measures of the progressive discipline plan (unless noted otherwise) include the following: 
• Three (3)  administrative warnings equal a write up 
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• Three (3) administrative write ups for any infraction: (ie. instructional, professional, GA TAPP, and/or HR-
related) will immediately escalate to the next action, suspension, probation, or potential non-renewal.  

 
Non-exhaustive Acts of Misconduct; Category 1: 
The following are characterized as minor acts of inappropriate behavior: 
 
• Failing to submit essential plans, reports, or otherwise required materials in a timely manner. 

• Failing to inform the school or appropriate supervisory authority of absences or tardies in a timely manner 
without reasonable justification. 

• Failing to return to work on time after breaks, lunch, or rest periods without prior authorization to extend the 
time of such breaks, lunch, or rest periods. 

• Using cellular, and other electronic devices while supervising students, during instructional time, or at other 
inappropriate times. 

• Negligently failing to carry out a rule or general expectation related to the performance of one’s duty. 

• Treating discourteously anyone in the classroom, on school grounds or assigned work location, or while 
attending school functions. 

• Violating school rules, policies or procedures that result in minor acts of inappropriate behaviors in the 
classroom, or on school grounds or assigned work location, or while attending school functions. 

 
Non-exhaustive Acts of Misconduct; Category 2: 
The following are characterized as major acts of inappropriate behavior: 
 
• Repeated or flagrant acts of Category I misconduct. 

• Leaving the classroom, duty assignment, or school without permission or providing proper notification. 

• Using verbally abusive language 

• Irregular or poor attendance, tardiness, or a pattern of repeated absence or tardiness at a specific time or on 
specific days of the week or month, or in relation to holidays. 

• Repeated absence on critical days. 

• Negligently supervising students. 

• Inattention to or dereliction of duty responsibilities 

• Insubordination such as the failure to carry out a rule or administrative request related to the performance of 
one’s duty. 

• Using corporal punishment that results in the physical contact with a student (e.g., humiliating a student, 
forcing a student to stand or kneel for an inordinate period of time, forcing a student into a physical position 
that causes pain, or requiring isolated time outs that violates isolated time out procedures). 

• Violating school rules, or policies or procedures that result in acts of inappropriate behaviors in the school, or 
on the school grounds or assigned work location, or while attending school functions. 

 

CONFLICTS OF INTEREST 
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Employees should be aware of situations and activities that may be construed as a conflict of interest. Refer to the 
Conflict of Interest policy..  
 
As an employee of the School, it is imperative that business dealings with outside firms or individuals will not 
result in unusual gains or personal gains for the employee, the individual or the said firm. Unusual gain refers to 
bribes, product bonuses, special fringe benefits, unusual price breaks, and other windfalls designed to ultimately 
benefit either party, or both. 
 
Endorsements 
UAFA employees carry the responsibility of being a representative of the school. Employees should be aware that 
decisions and actions that could be interpreted as written or oral endorsements of a product or service should be 
considered in the light of whether the action may be interpreted as a conflict of interest. 
 
No UAFA employee shall give a written or oral endorsement to any company or representative for promotional 
purposes for any periodical, book, or product that may be offered for sale to schools, parents, or pupils in his/her 
charge. Actions that could be construed as a conflict of interest or a violation of the Code of Ethics for Educators 
may jeopardize the employee’s employment relationship with UAFA. 
 

NON-SCHOOL EMPLOYMENT 
If a UAFA employee engages in outside employment, and such outside employment is taking time or energy from 
their obligations to UAFA and detrimentally affecting their school performance, the CEO has the authority to 
make personnel decisions in the best interests of the school, including asking the employee to choose between the 
UAFA and other outside employment. 
 
The CEO and/or his/her designee has direct responsibility for evaluating the effects of outside employment on 
employees under their supervision. 
 
Tutoring 
Teachers, paraprofessionals, or other educational staff may not offer private instruction on a fee basis to any 
student who is presently enrolled in their classes. It is expected that teachers and paraprofessionals, or other 
educational staff will assist students with schoolwork at times other than class time as feasible. 
  
Dual Pay 
Employees are prohibited from receiving dual pay for services rendered during the regular working hours at 
UAFA. The employee must forfeit the regular pay or the pay from another agency, organization, or individual. 
Employees may receive payment for services rendered while on non-medical leave or for services performed 
other than during the regular working day. 
 

POLITICAL INVOLVEMENT 
The Board recognizes that employees have the same civic responsibilities and privileges as any other citizen 
including the privilege of campaigning for and holding public office and actively supporting candidates and 
causes in the political arena. The Board also recognizes that the school is entrusted by the citizens of the city, 
county, and the state of Georgia with a vitally important public mission and that an employee’s political activities 
must not interfere or conflict with an employee’s job or with the best interest of the school. 
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An employee who wishes to file for an elected or an appointed position on a governing board or agency must 
notify the CEO as soon as practicable and shall affirm to the CEO that such position will not conflict with State or 
Federal law and/or regulations concerning the employee’s right to serve (e.g. dual office holding, conflict of 
interest, etc.). 
 
In connection with campaigning or holding a public office, employees may not use school facilities, equipment, or 
supplies for such purpose; discuss the campaign or office with school personnel, children, or citizens during 
working hours; nor use any time during the work day for campaign purpose, either by the employee or by the 
employee’s colleagues.  
 
An employee who participates actively in a political activity cannot be promoted, demoted, transferred, or 
terminated solely because of his/her political participation as long as such actions follow the guidelines stated in 
this policy. 
 

EMPLOYEE RELATIONSHIPS 
Decisions about hiring, promoting, evaluating, compensating, and terminating employees are based on 
qualifications for the position, ability, and performance. Every attempt shall be made to avoid favoritism, the 
appearance of favoritism, and conflicts of interest in employment decisions. 
 
While romantic relationships among colleagues are strongly discouraged, this policy expressly prohibits 
employees from engaging in a relationship with other employees who are in the same chain of 
command/reporting relationship. Under no circumstances should such relationship interfere with the performance 
on an employee’s own duties or the duties of other employees at this School. Any employees engaged in a 
relationship with another employee of this school must disclose that relationship to the Principal or Principal’s 
designee.  
 
The Executive Direcrot shall have discretion in hiring relatives of persons currently employed by this School but 
they may only be hired if they will not be working directly for or supervising a relative. For the purpose of this 
policy, a relative is any person who is related by blood or marriage, or whose relationship with the employee is 
similar to that of persons who are related by blood or marriage. 
 
In the event that a romantic or familial relationship exists between employees prior to the establishment of a 
supervisory relationship, it shall be at the discretion of the CEO to reassign job duties so as to minimize 
supervisory conflicts, where feasible, or permit the employees to determine which of them will resign. In the 
event that the employees are unable to decide, it shall be up to the CEO to make the final determination.  
 
 

HEALTH AND SAFETY 
 
The Board recognizes the responsibility for ensuring the safety of all employees. Therefore, the school shall take 
all practical steps to develop and implement a safety program for all employees, which will provide and maintain 
safe and healthful working conditions, adequate protection equipment and develop operating procedures and 
practices that comply with federal, state, and local legislation pertaining to accident prevention. 
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Drug Free Workplace 
The Board provides a drug-free workplace and professes that the use of illicit drugs and the unlawful possession 
and use of tobacco and alcohol are wrong and harmful. The unlawful possession, use, manufacture, distribution, 
or dispensation of illicit drugs, tobacco, and alcohol by employees on school premises, in school vehicles, or at 
any school-sponsored activities is prohibited. Compliance with these standards is mandatory. Disciplinary 
sanctions up to and including termination of employment and referral for prosecution will be imposed on 
employees who violate these prohibitions. 
 
Employees are prohibited from using or displaying drug, alcohol, and tobacco products in front of students while 
the employee is on duty, during the normal school day, or while on duty at any school-sponsored function. 
 
Personnel Use of Illicit Drugs: 
Employees who are charged with a criminal drug offense, which occurred in or outside the workplace, must report 
the matter in writing to the school CEO as soon as possible, but no later than 48 hours after the occurrence. UAFA 
reserves the right to take appropriate action consistent with federal, state, and local statutes including reporting the 
matter, termination or requiring the employee to participate in a rehabilitation program. 
 
Drug Free Awareness Programs: 
The school reserves the right to regularly provide ongoing programs and mandatory information to employees 
about 1) the dangers of drug abuse; 2) UAFA Drug-Free Workplace Policy and the Drug-Free Schools and 
Communities Act for students and employees; 3) the penalties that may be imposed upon employees for drug 
abuse violations occurring in the workplace; and, 4) drug and alcohol counseling, rehabilitation, and re-entry 
programs. Utopian Academy for the Arts reserves the right to, at-random, ask for drug tests of employees. 
 
Smoking 
No employee, student, nor school visitor is permitted to use any tobacco product while in any building, facility, or 
vehicle owned or leased by UAFA. This includes all school grounds and property, as well as, athletic fields and 
parking lots. Tobacco use is prohibited at all school-sponsored events 24 hours a day, seven days a week. 
 
The UAFA may optionally provide on-going programs to inform employees about the dangers of smoking and the 
penalties that may be imposed upon employees. 
 
Employees are prohibited from using or displaying drug, alcohol, and tobacco products in front of students while 
the employee is on duty, during the normal school day, or while on duty at any school-sponsored function. 
 

WEAPONS 
UAFA takes threats of violence extremely seriously. Any act or threat of violence by or against any employee, 
parent, student, or visitor will not be tolerated. Likewise, the possession or use of weapons of any kind by 
employees is strictly prohibited. This policy applies to all employees, whether on school property, at school-
sponsored activities, and anytime or place the employee is engaged in school-related business. Any employee 
found to have violated this policy will be subject to discipline, up to and including termination.  
 
The term "weapon" means and includes those items listed in OCGA §16-11-127.1 and other applicable laws. 
However, regardless of the definitions and specific instruments defined in said laws, the School prohibits the 
possession of weapons of any type or objects that cause bodily harm on school property, in the school safety zone, 
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and at school-sponsored activities if any such weapon or other object can be used to inflict bodily harm. Any 
employee caught possessing a weapon will be disciplined, up to and including termination. 
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EMPLOYMENT POLICIES  
 

IDENTIFICATION AND SECURITY BADGES 
All employees of UAFA will have picture identification badges. Upon termination of employment, the school 
shall have a procedure in place to ensure any security access is canceled and that badges for terminated employees 
are returned to the school.  
 

EMERGENCY CLOSINGS 
At times, emergencies such as severe weather, fires, or power failures, can disrupt school operations. In extreme 
cases, these circumstances may require the closing of a work facility. Employees in essential operations may be 
asked to work on a day when operations are officially closed. Employees will be notified of emergency closings 
and duties to report to work in the manner specified by the CEO.   
 

ATTENDANCE 
The successful operation of Utopian Academy for the Arts is contingent upon the commitment of employees to 
demonstrate punctual attendance during each scheduled workday. Excessive, habitual, and unauthorized employee 
absenteeism result in a school that is ineffective, inefficient and not conducive to student success. 
 
Critical day absences will result in an administrative warning.  
• Three (3)  administrative warnings equal a write up 

• Three (3) administrative write ups: will immediately escalate to the next action,; suspension, probation, or 
potential non-renewal.  

  
Definitions 
Absence - Any time away from duty/work. Absences may be for a full day or a partial day, including tardiness. 
An arrival at work at any time after the official start time of the employee’s assigned workday or a departure at 
any time prior to the official end time of the employee’s assigned workday is considered a partial day absence. 
 
Absenteeism - Absence from duty/work, especially such absence when unauthorized, excessive, or habitual. 
 
Authorized Absence - Absence that is acceptable based on the policies and regulations of Utopian Academy for 
the Arts. Authorized full-day absences may be paid or unpaid based on the paid leave available to the absent 
employee. Authorized partial-day absences (including tardies) may be paid or unpaid based on the employment 
classification and paid leave available to the absent employee. While authorized absences are considered 
acceptable, excessive or habitual absences adversely impact work performance and student success. Excessive or 
habitual absences shall result in disciplinary action, up to and including termination. 
 
Unauthorized Absence - Absence that is unacceptable based on the policies and regulations of Utopian Academy 
for the Arts. Unauthorized full-day absences are unpaid and shall result in disciplinary action, up to and including 
termination. For nonexempt employees, unauthorized partial-day absences are unpaid. 
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Critical Days - By definition, critical days are days for which absences pose a serious hardship on school 
operations and for which personal leave will not be approved. If an employee must be absent on a critical day due 
to unforeseeable illness or serious emergency, the employee must present satisfactory documentation justifying 
the need for leave upon his/her return. (In cases of illness, a physician’s certification may serve as satisfactory 
documentation). 
 
The following days are considered critical days for all school-based and instructional employees: 
 
• Teacher professional learning days (including pre-planning and post-planning days) 

• First and last five (5) days of school for students each semester 

• Any day prior to or following a holiday, holiday period, or school designated breaks 

• All standardized or formative testing days/periods for students 

• Any other days designated in advance by the CEO or his/her designee as days critical for worksite operations. 

• Critical days for non-school-based, non-instructional employees are designated in advance by the CEO. 

 
Critical Day Absences 
 

• May count against the standard  annual personal days or 3 professional development days afforded to 
every UAFA staff member 

• May result in the issuance of an automatic Administrative write-up with the exception of medical 
emergencies that require immediate medical attention and/or matters of bereavement. 

 
Excused Absence Policies 
The Board of Directors authorizes the CEO to create procedures to manage the school’s excused absence policies, 
including request forms, request deadlines, emergency time off procedures, required documentation, setting 
limitations on leave requests around holidays and other critical days, and substitute teacher rules. 
 
Excessive Absenteeism 
Staff members are expected to be present no less than approximately 95% of the workdays detailed in their 
respective contracts. 
  
Absences and/or tardies in excess of ten (10) days in the same school year will be monitored by the Principal, 
excluding absences approved under the Family and Medical Leave Act and absences approved as the following 
leave types: annual leave, educational leave, jury duty/legal leave, military/government service leave, professional 
learning leave and workers’ compensation leave. 
 
Absences in excess of ten (10) days in the same school year are likely to adversely impact employees’ work 
performance. As a form of corrective action, the Principal will individually counsel and document conferences 
with employees who accumulate ten (10) absences in the same school year. Failure to successfully resolve 
problems with attendance and/or punctuality may result in an unsatisfactory annual evaluation, the non-renewal of 
the employment contract and/or termination of employment. 
 

AUTHORIZED ABSENCES 
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Leave 
All full-time faculty members receive the following authorized absences: 
• 10 Personal/sick leave days 

• 3 External professional development days 

• 3 Bereavement days 

 
Authorized absences are not allowed to carry over into the subsequent school year. 
 
Authorized Absences Due To Illness 
Absences due to personal illness/incapacity or illness in the immediate family must qualify as one or more of the 
allowed uses of sick leave. 
 
The employee must notify the Dean of Students as soon as possible after the need to be absent has been 
confirmed, and reasonable notice must be provided according to written worksite procedures prior to the 
employee’s designated reporting time. 
 
Authorized Absences Due To Personal Reasons 
Absences due to reasons other than illness must be approved in advance, except in the case of emergency 
situations. 
 
Authorized Absences Due To Other Reasons 
The following are considered authorized absences, so long as the supervisor has been given appropriate 
notification and approved the leave in accordance with the regulations of Utopian Academy for the Arts. The 
following authorized absences do not count against the 10 days of leave. 
 
• Military leave 

• Jury duty/legal leave 

• Professional learning leave/conferences 

• Official school business 

• Government service leave 

• Bereavement leave [not to exceed three (3) days] 

• Workers’ compensation leave 

• Disciplinary action by the employer, e.g. suspension, administrative leave 

 

UNAUTHORIZED ABSENCES 
Unauthorized absences include: 
• Any absence when the employee has not provided the supervisor with reasonable notice according to worksite 

procedures prior to the employee’s designated reporting time 

• Any absence when a teacher has not followed established procedures to secure a substitute teacher 
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• Any medically-based absence of three (3) or more consecutive days without a physician’s certification 

• Any absence for which a physician’s note has been required by and the certification has not been provided 

• Any absence on a day that sick, personal or annual leave has been requested in advance by the employee and 
denied by the supervisor 

• Any absence on a critical day without advance approval from the supervisor or a physician’s certification 

• Any planned absence, such as jury duty leave, when the Principal has not been informed at least three (3) 
business days in advance 

• An absence when no notice according to work site procedures has been provided prior to the employee’s 
designated reporting time without documented extenuating circumstances will be considered a “no call/no 
show.” No call/no show absences will not be tolerated. 

• An employee with a no call/no show absence 

 
With the approval of the Principal or his designee, an absence considered unauthorized due to failure to provide 
adequate notice may be converted to an authorized absence if notification is provided as soon as possible and 
extenuating circumstances can be documented, such as total incapacitation of the employee. 
 
Tardies 
Daily arrival time is 7:30 a.m. and employees are expected to arrive at work on time each day, regardless of 
circumstance. 
 
Excessive tardiness may subject an employee to the following steps of progressive professional management: 
 
Step 1: Verbal warning  
Step 2: Written reprimand 
Step 3: Administrative write-up 
Step 4: Suspension with pay (1 to 3 days) 
Step 5: Suspension without pay (1 to 3 days) 
Step 6: Termination 
 
NOTE: The personal day balances will not be rolled over or extended beyond the end of the current school year. 
 

SUBSTITUTE PLANS 
All teachers should prepare emergency substitute plans in advance.  Sub plans should be aligned with 
expectations found in the “sub plans checklist” and should be submitted to the Dean of Students. Inform your 
Administrator if you have an unplanned absence.  
 
 

PROFESSIONAL ATTIRE 
The minimum standards of professional appearance for employees shall be as follows: During the work day and 
any time employees attend work-related activities, they shall exhibit a professional appearance. Examples of 
clothing fostering a professional appearance include: collared shirts, dress slacks, khakis, dress coordinates, suits, 
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dresses, ties and sports coats (optional). Exceptions would include those positions that have specified separate 
dress expectations such as dance and physical education personnel. 
 
Employees who have specific questions about a garment's acceptability should consult the CEO. 
 
Weekly Staff Uniform 
All employees are required to adhere to the following uniform dress code:  
 
Monday, Wednesday, and Friday:   Utopian oxford button down shirts, dress slacks or skirt, khakis 
 
Tuesday and Thursday: Utopian Polos or Business Casual  
 
Friday: Utopian spirit-wear t-shirts or polo’s, jeans, or khakis  
 
Special Dress Code Exceptions  
Physical Education and Dance Teacher 
Personnel may wear athletic-wear, daily. 
 
Special Occasions 
Throughout the year, UAFA will have "Casual Fridays” and/or "Spirit Days". Clothing considered acceptable for 
these designated days includes the following: jeans; wind suits; sweat suits; non- collared shirts with the school 
logo or school colors; high school or college spirit wear; athletic shoes; other items deemed appropriate by the 
local school administration. Clothing considered acceptable for those locations that recognize “Spirit Day” 
include those items which are appropriate for “Casual Friday” if that dress supports the theme of the specific spirit 
day as deemed appropriate by school administration. 
  
Field Trips 
Some school-sponsored activities such as laboratory experiences and field trips necessitate dress other than that 
which is appropriate for a normal work-day. Employees who have questions regarding acceptable dress for these 
activities should consult the CEO or his designee. 
 
Special Assignments 
Some job assignments, such as working with students who have disabilities and who lack the ability to care for 
themselves, require interactions with students that warrant dress different from that which is appropriate for a 
normal work assignment. Employees who have questions regarding acceptable dress resulting from their job 
assignment should consult the CEO or his designee. 
 
Enforcement 
The Principal will be responsible for enforcing the standards of professional appearance based on his/her 
evaluation of the impact an individual’s appearance has upon the school climate, educational process, or the 
school’s image in the community. The CEO or his designee shall make the final determination as to the 
appropriateness of staff dress. 
 
For staff members who violate the general expectations for attire, the following represents the process of 
progressive management and corrective action. 
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NOTE: The Principal reserves the right to send a staff member home to change their attire when the professional 
dress code is violated, which will count against the staff member’s paid time off (PTO). 
 
Step 1: Verbal warning Step 2: Written warning 
Step 3: Administrative write-up 
Step 4: Suspension with pay (1 to 3 days) 
Step 5: Suspension without pay (1 to 3 days) 
Step 6: Termination 
 
 
Unacceptable Clothing Items 
The following is a nonexhaustive list of examples of unacceptable clothing items: 
• Rain boots/Ugg boots (for the entire workday) 

• Flip flops 

• Off-colored jeans (must be denim or navy blue) 

• Spaghetti strapped clothing items 

• Halter tops/tank tops 

• Leggings (as a singular and/or primary outfit component) 

 
 

WORK SCHEDULE 
School Day-Work Day 
Teacher arrival time shall be no later than 7:30am, unless assigned to morning duty. Teachers are to sign-in at the 
front office upon their arrival. At 7:31am, a highlight will be given to anyone that has failed to sign-in prior to the 
staff report time. This is for the purpose of tracking tardies. It is the teacher responsibility to sign-in daily upon 
arrival.  
 
Teachers may depart the school grounds at 4:15pm.  
 
Teachers are required to stay after school one day from 4:15pm-5:15pm, for “office hours.” Teachers may choose 
their day each semester; however, this day should remain consistent throughout the semester. The purpose of 
“office hours,” is to provide access to students and parents. This day shall be posted outside the teacher’s door and 
on the teacher’s website/blog.  
 
Personnel Time Schedule 
All full-time employees of UAFA work a minimum 40 hours per week. The CEO, Principal, or department 
manager sets a schedule within this policy for the time of arrival and departure of all employees assigned to 
his/her operation. 
 
In order for an organization to achieve its desired goals, good attendance, and punctuality are necessary. 
Therefore, regular and prompt attendance is expected and required of all employees. If it is necessary to be absent 
or late to work, employees are responsible for contacting their supervisor at least one day in advance, if possible. 
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In case of emergency or other circumstances when it is impossible to give advance notice, employees are 
responsible for contacting their supervisor or designee before time to report to work. 
 
 
Staff Meetings 
Regular staff meetings are a necessary part of the school operations. All staff should make arrangements to meet 
weekly for staff meetings, unless noted otherwise. Weekly staff meetings will begin at 4:15pm. The school shall 
have a schedule for staff meetings on a regular basis. The CEO or Principal shall call special staff meetings for 
professional learning, accreditation, and/or workshops as deemed necessary. All staff members are required as 
part of their employment responsibilities to attend any or all such meetings as designated by the CEO. 
 
Staff meeting times will also be used for staff professional development and data dives. Staff should be aware that 
these meeting days require teachers to make arrangements to stay until 5:30pm.  
 

PERSONNEL RECORDS 
Information contained in an employee’s personnel file is kept strictly confidential except as may be required by 
law, requested by the employee, or requested by authorized school officials on a need-to-know basis. Otherwise, 
requests for information not specifically approved by the employee will be referred to the Human Resources 
Manager. There are specific document types that are protected from public disclosure, as stated in the Georgia 
Open Records Act. These documents include medical records, home address information, Social Security 
numbers, insurance information, and confidential evaluations. 
 
UAFA will release, with written approval from the employee, information about the employee’s current salary, 
dates of employment, job title, and work location. 
 
An employee may review his/her personnel records by making an appointment with the school’s Human 
Resources Manager. Confidential reference documents are not available for review. 
 
Any employee records maintained by supervisory personnel shall also be kept confidential, with access limited 
only to authorized school officials on a need-to-know basis. The immediate supervisor of an active employee may 
retain the individual performance and evaluations records. 
 

USE OF ELECTRONIC RESOURCES: 
 
The UAFA board recognizes that electronic media, including the web/internet, provides access to a wide variety 
of instructional resources in an effort to enhance educational opportunities. Use of electronic resources must be in 
support of, and consistent with the mission, vision, values, and goals of the school and for the purpose of 
instructional support or administrative functions. 
 
UAFA prohibits cell phones and/or any telecommunication devices used when driving on behalf of the school. 
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BENEFITS 
 
UAFA offers full-time employees a benefits package that includes such components as health insurance, dental 
insurance, vision insurance, and life insurance. Part time or temporary employees will not be offered benefits. 
 
UAFA will ensure that all insurance plans have a reasonable open enrollment period at beginning of each 
employment term and at the time of each qualifying event, during which time employees may enroll or change 
coverages, subject to the terms of each plan. 
 

ELIGIBILITY  
 
• Teachers, administrators, supervisors, clerical employees, and paraprofessionals are eligible for benefits per 

the rules and regulations of the Teacher Retirement System (TRS) of Georgia. 

• Bus drivers, food service employees, and some non-supervisor maintenance and custodial employees not 
eligible for health benefits and benefits under TRS are eligible for benefits per the rules and regulations of the 
Public School Employees Retirement System. 

 

LIABILITY INSURANCE 
The school provides professional liability insurance for its employees, which may provide for legal expenses and 
damages that may arise from suits brought against employees for incidents that occur while they are carrying out 
assigned duties of the school. 
 

WORKER’S COMPENSATION 
All UAFA employees are covered by applicable Workers Compensation rules and regulations. 
 

PERSONAL/SICK LEAVE  
All full-time faculty members receive the following authorized absences: 
 
• 10 Personal/sick leave days 

• 3 External professional development days 

• 3 Bereavement days 

 
Authorized absences are not allowed to carry over into the subsequent school year. 
 
Substitute Plans 
All teachers should prepare emergency substitute plans in advance.  Sub plans should be aligned with 
expectations found in the “sub plans checklist” and should be submitted to the Dean of Students. Inform your 
Administrator if you have an unplanned absence.  
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BEREAVEMENT LEAVE 
In additional to personal days, UAFA will offer Bereavement Leave wherein employees are eligible for three (3) 
days of excused absence in the event of the death of an immediate family member or any relative by blood, 
marriage, or adoption residing in the employee’s home. Immediate family means spouse, parents, children, 
siblings, grandparents, and in-law equivalents of the same. The three (3) day leave is for the purpose of making 
funeral arrangements, attending the funeral/memorial service, and/or handling other obligations. A leave of one 
(1) day or less may be granted to the employee upon the death of a relative not in the immediate family. 
Generally, bereavement leaves are taken within two (2) weeks of the death unless the memorial service or funeral 
is planned for a later date. 
 

OTHER TYPES OF APPROVED LEAVE 
In addition, UAFA shall have procedures in place for employees to obtain permission for other types of excused 
absences from work, including: 
 
• Personal Disability Leave 

• Extended Leave of Absence 

• Military Duty Leave 

• Religious Leave 

• Professional Leave for In-Service Training 

• Jury Duty, Subpoena, and Other Court Orders 

 
Jury Leave 
In accordance with Georgia law, employees summoned for jury duty will be allowed the necessary time off from 
work to perform this civic responsibility. Employees must provide the Principal advance notice, but no later than 
3 days prior to the date the employee is due to report. Regular full-time or part-time employees who are 
summoned to jury duty are granted necessary time off without effective loss of regular pay or fringe benefits. All 
other employees will be granted necessary time off but will not be paid by the School.  
 
The School will continue to provide health insurance benefits for the full term of the jury duty absence. Benefit 
accruals, such as personal leave and holiday benefits, will continue to accrue during jury duty leave.  
 
Maternity/Paternity Leave  
Full-Time Eligible Employees who have been employed for at least 6 months may take up to 12 
weeks of Parental Leave for a birth or adoption: 6 (vaginal delivery) or 8 (c-sec) of those weeks shall be 
compensated at 55% of the employee’s regular, straight weekly pay, and an additional 2 weeks of unpaid leave is 
available under this Policy. This policy does include paid leave for non-birthing parents. 
 
Family and Medical Leave Act: 
UAFA maintains full compliance with the federal Family and Medical Leave Act (FMLA) of 1993, as amended. 
Under the FMLA, employees who have worked for the School for the at least 12 months and a total of 1,250 
hours may be eligible for up to 12 weeks of unpaid leave within a 12 month period for the following reasons:  
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• The birth of a son or daughter or placement of a son or daughter with the employee for adoption or foster 
care; 

• To care for a spouse, child, or parent who has a serious health condition;  
• Due to the employee’s own serious health condition that makes the employee unable to perform the functions 

of the his or her job; 
• For any qualifying exigency arising out of the fact that a spouse, child, or parent is a military member on 

covered active duty or called to covered active duty status; or 
• To care for a covered service member with a serious injury or illness if the employee is the spouse, son, 

daughter, parent, or next of kin of the covered service member.  
 
The employee must provide 30 days advance notice, or as soon as practicable, of the need to take FMLA leave as 
well as sufficient information for determining whether the leave qualifies for FMLA protection and the 
anticipated timing and duration of the leave. Employees may be required to provide documentation to support the 
need for leave.  The School has posted notices of the FMLA at the School facilities.  The information in those 
posters is incorporated into this policy by reference. 
 
Employees are expected to use any available accrued leave in conjunction with FMLA leave. Once all accrued 
leave has been exhausted, the remainder of the employee’s FMLA leave will be unpaid.  Benefit accruals, 
personal leave and holiday benefits will be suspended during the unpaid leave and will resume upon return to 
active employment.  
 
So that an employee’s return to work can be properly scheduled, an employee on FMLA leave is requested to 
provide the CEO with at least two weeks advance notice of the date the employee intends to return to work. When 
FMLA leave ends, the employee will be reinstated to the same position, if it is available, or to an equivalent 
position for which the employee is qualified. If an employee fails to report to work promptly at the end of the 
approved leave period, it will be assumed that the employee has resigned his or her position.  
 
Military Leave 
Employees who are absent from work in order to attend an annual encampment in a recognized reserve branch of 
the armed forces of the United States will receive a paid leave of absence of up to a maximum of 18 days per 
federal fiscal year. Leaves for military service and reinstatement after performing military service will be 
provided in accordance with the requirements of state and federal law. 
 
The federal Uniformed Services Employment and Reemployment Rights Act (USERRA), provides certain rights 
and protections to employees who voluntarily or involuntarily leave an employment position to undertake military 
service or certain types of service in the National Disaster Medical System. USERRA also prohibits employers 
from discrimination against past and present members of the uniformed services and applicants to the uniformed 
services.   
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EMPLOYEE HANDBOOK ACKNOWLEDGEMENT OF 
RECEIPT & UNDERSTANDING 

 I hereby certify that I have read and fully understand the contents of this Faculty and Staff Handbook. I also 
acknowledge that I have been given the opportunity to discuss any policies contained in this manual with a School 
official. I agree to abide by the policies set forth in this manual, and understand that compliance with UAFA rules 
and regulations is necessary for continued employment. My signature below certifies my knowledge, acceptance, 
and adherence to the UAFA policies, rules, and regulations. 
 
I acknowledge that UAFA reserves the right to modify or amend its policies at any time, without prior notice. 
Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal document. I have 
received the handbook and understand it is my responsibility to read and comply with the policies contained 
herein and any revisions that may follow.  
 
 
Printed Employee Name ______________________________________ 
 
 
 Signature   _______________________________    Date _________________ 
 


