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ANNUAL BOARD CALENDAR
2020-2021

July Responsible Notes/Status
No Meeting

August Responsible Notes/Status
Open

Retreat Planning Completed
Status of School Opening Completed
Vote on Board Officers

● Chair
● Vice Chair
● Secretary/Board Clerk
● Treasurer

Completed

September Responsible Notes/Status

Annual Report Approval for 2019-2020 J. Gutierrez Completed
Seat New Board Members Completed
Board Members Sign Conflict of Interest Forms  Completed (via Charter 

Assurances)
Review of MCA Test Scores J. Gutierrez N/A
Learning Model Review – Status Principals Completed
Q Comp Site Goals Completed

October Responsible Notes/Status

File Charter Assurances with Friends J. Gutierrez Done
Board Retreat Open
Review Strategic Plan Open

November Responsible Notes/Status



Financial Statement Review Completed
Audit Acceptance Completed
World’s Best Workforce Approval Completed
MDE Assurance of Compliance Completed

December Responsible Notes/Status
No Meeting

January Responsible Notes/Status

Board Election Timeframe Discussion Completed
Approve School Calendar Next Month

February Responsible Notes/Status

Financial Statement Review Completed
Board Election Timeframe Discussion Completed January
Approve School Calendar Completed

March Responsible Notes/Status

Approve Open Enrollment Period for Next Year Completed
Approve Board Calendar for Next Year 

● Meetings
● Election
● Retreat

Move to May

April Responsible Notes/Status

Annual Budget Introduction Completed
Compensation Plan Introduction
Succession Planning Update To June

May Responsible Notes/Status

Q Comp Report Presentation/Approval

Financial Statement Review



Compensation Plan Approval
Initial review of Employee Handbook
Board Election Update
Approve Annual Budget
Approve Employee Handbook
Introduction of Family Handbook

June Responsible Notes/Status

Advisory Board Presentations
Technology Presentation
Public Hearing on Fees - 2021
New Board Member Training
Executive Director Review
Chief Operations Officer Review
Read Well by Third Grade Approval
Approval of Family Handbook
Annual Finance Designations for Next Year

● Identified Official with Authority
● Official Newspaper
● Designation of Depository
● Account Signatories
● Collateralize Funds in Excess of FDIC 

Insurance
● Delegation of Authority to Make Electronic 

Funds Transfers



School Board Minutes April 13, 2021

Members Present:  C. Brown, K. Denzer, N. Donnay, J. Gottschalk, R. Hajlo, D. Keyes, D. Melendres, S. Mueller

Board Advisors Present:  J. Gutierrez, K. Gutierrez

Call to Order
S. Mueller called the board meeting to order at 6:02 pm.

Open Forum
There was one request to speak at the Open Forum: Glenn Fager (parent).

Board Calendar
The board will move the approval of the board calendar for next year to May’s agenda and will move the 
succession planning update to June’s agenda.  

Consent Agenda  - J. Gutierrez
The Consent Agenda has the minutes from the March 10 and March 24 board meetings and the Executive 
Director’s report which includes continuing planning for graduation, monitoring enrollment numbers and 
enrollment planning for next year.  We currently have almost 700 students on next year’s waitlist.  

Motion to approve the Consent Agenda:  J. Gottschalk
Second:  R. Hajlo
Approved:  All

Board Election Update – N. Donnay
Nomination forms were due on April 8.  We have four parent candidates: Kristen Denzer, Jason Langfield, Barb 
Siefken and David Truchot and one teacher candidate: Jake Gottschalk.  These names will be published in the 
Parent Update on April 16, 2021.  The candidates all received the Voter’s Guide questions which are due back to 
Susan Peterson on April 22.  These responses will be published in the April 30 Parent Update.  We will be using 
Simply Voting again this year, an online election platform.  Candidates will be meeting with the board Executive 
Committee this week to answer any questions regarding their interest in a board of director position.  

Four vs Five Day In-Person Learning in MS/US – J. Gutierrez
The April board meeting was moved up a week earlier to discuss the possibility of moving the MS/US to five 
days/week in-person learning, however, since MCAs are required to be administered this year, the administration 
recommends using Fridays as testing days for our distance learners.  85% of our DL students are signed up to test 
and they will need to come into school when in-person students are not in the building.  Testing dates are set for 
April 16, 23 and 30 and May 7 with additional Fridays available in case backup test days are needed.  There will be 
no change to the number of in-person learning days.  There was discussion.

2021-2022 Virtual Learning – J. Gutierrez
Prior to Covid-19, schools who desire to provide a virtual learning environment were required to submit and 
application and receive approval from the Minnesota Department of Education. Some schools are submitting this 
application in preparation for the 2021-2022 school year.  Administration is not recommending St. Croix Prep 
complete an application.  Unless we are required to provide a distance learning option for students in the fall, we 
intend to move forward with keeping students in the building and back to our pre-Covid learning environment.
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2021-2022 Preliminary Budget – K. Gutierrez
All budget numbers presented are preliminary; final budget will be presented at the May 2021 board meeting.  

FY22 Assumptions:
 1% increase per pupil funding.
 Enrollment projected at 1180 full time students, 29 PSEO students, 7 shared time students.
 Compensation is assuming step adjustments, 2% cost of living for non-instructional staff.

School Wide Summary:
 Total Revenues $15,114,000 with a variance of -$712K from FY21 (variance due to recording the PPP loan 

in FY21).
 Total Expenditures $15,050,000 with an increase of $382K from FY21.
 Projected Annual Surplus of $64K with a variance of $1,094,000.  
 Projected Fund Balance of $5,742,000 with a 39% Fund Balance as % of Annual Expenditures (target is 

above 20%), debt service coverage of 1.22 (target is greater than 1.10) and 126 days cash on hand (target 
is greater than 60).

General Fund (Fund 1):
 Total Revenues $14,493,000 with a variance of -$1,004,000 from FY21.
 Total Expenditures $14,445,000 with an increase of $171K from FY21.
 Projected surplus of $48K with a fund balance of $5,440,000.
 FY22 Projected Enrollment to increase by 12 over FY21 re-forecasted enrollment and a decrease of 9 over 

FY21 original budget. 
 Removing the PPP loan, CARES funding and Covid Related expenses, the increase in revenue calculates to 

1.3% which is in alignment with the 1% per pupil funding increase.
 Other revenue variances over FY21: extra-curricular fees will increase by $79K, fundraising development 

by $375K and fundraising parent group by $55K.  FY22 budget projections based on programming and 
activity returning to pre-Covid levels.

Food Service Fund (Fund 2):
 Projected Annual Surplus of $4K with a variance of $68K from prior year.  
 Projected Fund Balance of $264K.  Fund 2 is projected to return to pre-FY21 revenue and expense levels.

Community Service Fund (Fund 4)
 Projected Annual Surplus of $11K with a variance of $13K.
 Fun 4 is projected to return to pre-FY21 revenue and expense levels.
 Projected Fund Balance of $93K.  Approximately $50K could be used for a community purpose; the 

remaining fund balance is assigned for designated purposes.

PPP Loan – Preliminary Plans – K. Gutierrez
Kelly outlined the net financial impact of Covid which totals $1,074,892.

 FY20 expenses were $84K (childcare $17K, technology $17K, food service $50K).
 FY21 net expenses were $190K ($450K in expenses for ionization unit, enrollment shortfall, food service 

loss, loss of extra-curricular gate revenue, parking permit revenue, and elimination of Fund 4 
programming offset by $260K in postponement of bleachers/press box purchase, operational efficiencies, 
and furloughed staff).
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 Lost revenue total of $800K (deferred projects due to absence of fundraising and Booster/Parent 
Group/Field rental/etc. from FY21).

 PPP proceeds will cover a portion of FY21 payroll costs, which will free up funds to be allocated to projects 
postponed due to the impact of Covid-19 on school operations.

 The School Board will discuss possible use of freed up funds at an upcoming board meeting.  No funds will 
be expended until the PPP loan is forgiven.

Adjourn Meeting

Motion to adjourn the meeting at 7:18 pm:  D. Melendres
Second:  K. Denzer
Approved:  All 

Submitted by S. Peterson, St. Croix Preparatory Academy



Executive Director’s Report to the Board

Date of Report:  May 2021
Report Prepared By:  Jon Gutierrez

Operational Items:
 Weekly meetings with administrative leadership and individual leadership team members – A. 

Sachariason, W. Renner, J. Karetov, K. Gutierrez, P. Rosell, B. Blotske, R. Dippel, C. Olson; and 
weekly administrative leadership meeting.  

 Weekly meetings with Covid-19 Response team, MDE, and MDH, when appropriate.
 Weekly meetings with Back to School Committee and Covid-19 Response team, discussing the 

learning model transition plan recently adopted by the Board.
 Continued work with St. Croix Prep Foundation, including development of marketing materials, strategic 

launching of preliminary meetings, etc.
 Adjustment of Graduation planning based on Governor’s Executive Order (three phase approach to 

relaxation of Covid restrictions), capacity guidance from MDH and MDE.  This also includes 
forthcoming events, celebrations, banquets, etc.

 Planning for 2021-2022 school year, including enrollment, lotteries, handbooks, equipment and book 
returns, summer school, etc.

 Covid administration including communication, determination of close contacts, clarifying 
communication within the school community, etc..

Professional Development:  See Attachment



J. Gutierrez
Professional Development Plan

2020-2021

Month Category Title Description/Comments
July 2020 Code Switch Podcast – 24 

minutes
The Undocumented Americans, NPR – Conversations about Race

Code Switch Podcast – 37 
minutes

Can we talk about Whiteness, NPR – Conversations about Race

Code Switch Podcast – 21 
minutes

Being “Outdoorsy” when you are Black or Brown, NPR – 
Conversations about Race

Representation, cultural heritage, cost of 
entry, National Park Service Statistics, This 
Land is Your Land (song)

Course Hero Videos Invisible Man – Summaries and Analysis
Code Switch Podcast – 49 

minutes
The Fierce Debate Over High Standards, NPR – Conversations 
about Race

Ron Brown College Prep in DC

Code Switch Podcast – 29 
minutes

Why Now, White People, NPR – Conversations about Race White people influencing white people, Trump 
language – Covid -19

Book White Fragiity:  Why It’s so Hard for White People to Talk About 
Racism, by Robin Diangelo

Essay White Privilege:  Unpacking the Invisible Knapsack, by Peggy 
McIntosh

Video – 53 minutes Money as an Instrument of Change -- Chamath Palihapitiya, CEO 
Social Capital

Book Invisible Man, by Ralph Ellison
August 2020 Code Switch Podcast – 23 

minutes
A Decade of Watching Black People Die

Lecture – 59 minutes Invisible to Whom? Ralph Ellison, Double Consciousness, and 
African American Identity Politics, by Pellom McDaniels, Emory 
University

Lecture – 2 hours 11 minutes Ralph Ellison’s “Invisible Man”, Revisited, Reapplied, and 
Repurposed – multiple scholars at NYU-Florence.

TED Lecture – 11 minutes The Cost of Code Switching, by Chandra Arthur
Lecture – 1 hour 7 minutes CIDRAP – Osterholm Update, Reopening Schools, Part 1 Center for Infectious Disease Research and 

Policy
Lecture – 1 hour 7 minutes CIDRAP – Osterholm Update, Reopening Schools, Part 2

Conference Calls, MDE Planning 
Guides, Legal Counsel, Friends 

of Education Meetings
Covid-19 and School Opening Guidance

Podcast – 56 minutes Bret Weinstein and John McWhorter:  George Floyd Protests and 
Race in America

Video 9 minutes John McWhorter, How Anti-racism hurts Black People
Video 9 minutes John McWhorter& Cornel West on reparations



September 2020 Video 50 minutes Glenn Loury & John McWhorter – the Unraveling, a review of White 
Fragility and related matters

Video 66 minutes Glenn Loury & John McWhorter – A Critical Look at the 1619 Project
Podcast – 90 minutes Jeff Wright (Odyssey) - Circe
Podcast – 72 minutes Jeff Wright (Odyssey) – Odysseus in the Underworld
Podcast – 126 minutes Jeff Wright (Odyssey) – Sirens, Scylla, Charybdis and some Cows

October 2020 Podcast – 93 minutes Jeff Wright (Odyssey) -- Calypso
Podcast – 94 minutes Jeff Wright (Odyesse) --  Telemachus, Menelaus, and Helen of Troy

Book The Odyssey, by Homer (I try to read The Iliad and The Odyssey 
once a year)

Book Gilgamesh Epic
Lecture 1 – 50 minutes Dr. Joseph Hughes (Missouri State University) – The Heroic Quest
Lecture 2 – 50 minutes Dr. Joseph Hughest (Missouri State University) - Gilgamesh

Video Lecture – 22 minutes Gilgamesh Epic, Part 1 -- Tim McGee
Video Lecture – 14 minutes Gilgamesh Epic Part 2 – Tim McGee

November 2020 Video Lecture – 15 minutes Epic of Gilgamesh, Gilgamesh – Paul Joseph Krause
Video Lecture – 41 minutes Epic of Gilgamesh, Enkidu – Paul Joseph Krause

Book – Poem Inferno, Dante Alighieri
Video Lecture – 24 minutes Epic of Gilgamesh, Humbaba and the Plant of Life – Paul 

Joseph Krause
Video Lecture – 89 minutes The Epic of Gilgamesh – Andrew George
Video Lecture – 37 minutes Noah’s Flood and the Epic of Gilgamesh – Bruce Gore
Video Lecture – 50 minutes Introduction to Inferno, Tim McGee

Book The Prince – Niccolo Machiavelli
December Book I Know Why The Caged Birds Sing, by Maya Angelou

Video Lecture – 73 minutes The Biology of Humans at our Best and Worst – Robert 
Sapolsky

Book Why We Sleep, Unlocking the Power of Sleep and Dreams, 
by Matthew Walker

January Book The Time Machine, H.G Wells
Book Range: Why Generalists Triumph in a Specialized World, by 

David Epstein
Video Training – 68 minutes Covid 19 Saliva Test Training

Book Losing the Race: Self-Sabotage in Black America, by John 
McWhorter

Webinar – 60 minutes MDE – Learning Models, Planning Days, 
Podcast – 32 minutes Code Switch – From the Fringe to the Capitol

Book The Tyranny of Merit: What’s Become of the Common 
Good? - -by Michael Sandel

February Podcast – 4 hours The Rabbit Hole – 8 episodes Radicalization on the “left/right” via 
social media, youtube, explanation of 



algorithms, filter bubbles, issues of free 
speech, etc.

Podcast – 56 minutes Glenn Loury – John McWhorter:  Reckoning with the Capitol 
Riot

Podcast – 70 minutes Glenn Loury – John McWhorter:  Wokebusters
Podcast – 19 minutes Glenn Loury – John McWhorter: Critical Race theory’s rising 

hegomony
Podcast – 66 minutes Glenn Loury – John McWhorter:  A Critical Look at the 1619 

Project
Podcast --  6+ hours Gangster Capitalism – NRA – 9 episodes
Podcast – 5 hours David Duke’s Rise to power and prominence

March Book The 1619 Project, A Critique, by Phillip W. Magness 
(American Institute for Economic Research)

April Book Exit, Voice, and Loyalty: Responses to Decline in Firms, 
Organizations, and States, by Albert O. Hirschman, 1970.

Book The Righteous Mind, Why Good People Are Divided by 
Politics and Religion, by Jonathan Haidt

Podcast – 55 minutes Glenn Loury and Daniel Markovits – The Meritocracy Trap
Podcast – 59 minutes Glenn Loury – John McWhorter, What Happened to Civil 

Rights
May Podcasts, Videos, Articles Numerous reading and review of various resources on 

Critical Race Theory



 
 

 
St. Croix Preparatory Academy 

Employee Handbook - Edits 
May 18, 2021 

 
 
The following edits have been made to the May 2021 Board submission and approval of 
the 2021-2022 Employee Handbook: 

 
• Year has been updated to 2020-21. 
• Holiday dates (p. 17) have been updated to align with the approved FY22 

school calendar. 
 



 

 

 

	
 

EMPLOYEE HANDBOOK 

2021-2022 
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MISSION STATEMENT 
St. Croix Preparatory Academy will develop each student’s academic potential, personal character, and 
leadership qualities through an academically rigorous and content rich educational program grounded in 
the classical tradition. 

GENERAL 

Employment-At-Will 
St. Croix Preparatory Academy (SCPA) maintains an employment-at-will relationship with all of its 
employees.  Under this relationship, an employee is free to terminate employment with SCPA at any 
time with or without cause and with or without notice.  When possible, SCPA requests a two-week 
notice from the employee regarding their intent to terminate the employment relationship.  In addition, 
SCPA may terminate the employee’s employment at any time with or without cause and with or without 
notice.   Under normal circumstances, termination of employment is preceded by verbal and written 
communication between the employee and appropriate SCPA personnel (e.g. Director/Principal, Human 
Resources, etc.)  In cases of egregious behavior by an employee, SCPA may determine to terminate an 
employee on a more accelerated timetable.  Upon termination, the employee will be paid for all 
amounts earned up to the termination and will be notified of any benefits, which the employee may 
continue at the employee’s expense after termination. The employee must return all school owned and 
provided items on or before their final day of employment.  

Equal Employment Opportunity  
SCPA provides equal employment opportunities to all employees and applicants for employment.  SCPA 
does not unlawfully discriminate on the basis of race, color, creed, religion, sexual orientation, national 
origin, age, disability, genetic information, marital status, status as a covered veteran, familial status, 
sex, status with regard to public assistance, family care leave status, or membership or activity in a local 
commission in accordance with applicable federal, state and local laws. SCPA complies with applicable 
federal, state and local laws governing nondiscrimination in employment. SCPA also makes reasonable 
accommodations for disabled employees.  For reporting procedures for complaints, see SCPA’s policy on 
Harassment and Violence or its Anti-Nepotism policy.  If the complaint is one of disability or sex 
discrimination, however, see SCPA’s Employee Disability Nondiscrimination policy or its Employee Sex 
Nondiscrimination policy. 
 
SCPA expressly prohibits any form of unlawful employee harassment based on any of the categories 
listed above.  Improper interference with the ability of SCPA employees to perform their expected job 
duties is absolutely not tolerated.  For information about the types of conduct that constitute 
impermissible harassment and SCPA’s internal procedures for addressing complaints of harassment, see 
SCPA’s policy on Harassment and Violence. 
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This policy applies to all areas of employment, including hiring, placement, promotion, termination, 
layoff, recall, transfer, leaves of absence, compensation, training, facilities, and privileges of 
employment. 
 
Every SCPA employee shall be responsible for following this policy. 
 
Any person having a question regarding this policy should discuss it with Human Resources.   
 

Americans With Disabilities Act 
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act, known 
as the ADAAA, are federal laws that prohibit employers with 15 or more employees from discriminating 
against applicants and individuals with disabilities and that when needed provide reasonable 
accommodations to applicants and employees who are qualified for a job, with or without reasonable 
accommodations, so that they may perform the essential job duties of the position.  
 
It is the policy of SCPA to comply with all federal and state laws concerning the employment of persons 
with disabilities and to act in accordance with regulations and guidance issued by the Equal Employment 
Opportunity Commission (EEOC). Furthermore, it is our policy not to discriminate against qualified 
individuals with disabilities in regard to application procedures, hiring, advancement, discharge, 
compensation, training or other terms, conditions and privileges of employment.  
 
SCPA will reasonably accommodate qualified individuals with a disability so that they can perform the 
essential functions of a job unless doing so would impose an undue hardship on SCPA. Contact Human 
Resources with any questions or requests for accommodation.  SCPA may refuse to hire an applicant or 
may discharge an employee who poses a direct threat to the health or safety of himself/herself or 
others that cannot be eliminated or reduced by reasonable accommodation. 
 
For more specific details regarding this policy and the reporting procedures, see SCPA’s Employee 
Disability Nondiscrimination policy.  
 

Safe Work Environment 
SCPA strives to maintain an environment free from intimidation, threats or violent acts. Threatening or 
hostile behavior, physical abuse, vandalism, arson, sabotage, and/or carrying weapons of any kind on to 
school property is inappropriate. The school reserves the right to call the police if persons and/or an 
employee’s possessions are thought to be illegal or potentially dangerous. Any employee carrying, 
possessing or concealing a firearm or any dangerous or hazardous device or substance on school 
grounds may be terminated immediately.  
 
The school expects all employees to practice common sense, sound judgment and to act in a respectful, 
responsible manner. The following examples illustrate unacceptable behavior that may result in 
disciplinary action, up to and including termination:  

• Personal relationships with students, other than a teacher/student relationship 
• Theft or inappropriate removal of school or another employee’s property.  
• Violence or threatening violence.  
• Inappropriate use of any school property, including computers.  
• Illegal drugs and smoking anywhere in the school buildings or on the grounds  
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Minnesota State Law requires educators to report physical abuse, sexual abuse, or neglect of children to 
authorities. Any employee, who knows of or has reason to believe a child is being abused or neglected, 
must report this to the appropriate authorities.  SCPA also requests that the reporter alert school 
administration of the report.  
 
Any violation of the preceding should be reported immediately to a supervisor.  If it involves the 
executive director of the school, it should be reported immediately to a member of the Executive 
Committee of the Board or Board of Directors.  Resolution of the situation will follow the grievance 
policy procedures. There will be no retaliation against an employee for raising a complaint or concern.  
For complaints of violence based on a protected classification, see SCPA’s Harassment and Violence 
policy.  
 

Criminal Background Screening 
All new employees and volunteers must receive a criminal background check prior to starting 
employment or a volunteer assignment with SCPA. St. Croix Preparatory Academy will re-run 
background checks on all employees periodically. An individual will be disqualified and prohibited from 
serving as an employee or volunteer if that individual has been found guilty or entered a plea of non-
contender (no contest), regardless of the adjudication for any of the following disqualifying offenses: 
 

1. Sex Offenses 
a. All Sex Offenses – Regardless of the amount of time since the offense. 

i. Examples:  Child molestation, rape, sexual assault, sexual battery, sodomy, 
prostitution, solicitation, indecent exposure, etc. 

2. Felonies 
a. All Violent Felony Offenses – Regardless of the amount of time since the offense. 

i. Examples:  Murder, manslaughter, aggravated assault, kidnapping, robbery, 
aggravated burglary, etc. 

b. All Felony Offenses, other than violent or sex within the past ten (10) years. 
i. Examples:  Drug offenses, theft, embezzlement, fraud, child endangerment, etc. 

3. Misdemeanors 
a. All Violent Misdemeanor offenses within the past five (5) years, or multiple offenses 

within the past seven (7) years. 
i. Examples:  Driving under the influence, simple drug possession, drunk and 

disorderly conduct, public intoxication, possession of drug paraphernalia, etc. 
b. Any other Misdemeanor offense within the past five (5) years that would be considered 

a potential danger to children, or is directly related to the functions of that employee or 
volunteer. 

i. Examples:  Contributing to the delinquency of a minor, providing alcohol to a 
minor, theft (if person is handling monies), etc. 

 
SCPA reserves the discretion to consider additional factors and information, including whether the 
nature of the offense implicates a behavior that is contradictory to an individual’s job description, when 
making employment decisions. 
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Data Privacy and Personnel Records 
The school maintains essential information on its employees such as address, phone number, items 
effecting benefit status, beneficiary designation, dependents, emergency contact information, etc. It is 
the responsibility of each employee to notify the Human Resources Manager when changes occur. 
Additionally, SCPA creates and maintains personnel files for each employee. The file contains 
information that is used to administer employment activities and information that is required by law. 
Personnel files belong to SCPA; however, an employee has a right to review his/her personnel records 
once every six months and at least once per year following termination. Legal remedies are available to 
employees if SCPA does not provide legally required access to personnel files to employees. SCPA will 
not use information that is not included in the personnel record reviewed by the employee in any civil or 
administrative proceeding. An employee may ask to have information removed from the personnel file 
and can include an explanation of up to five pages in the personnel file if the disputed information is not 
removed. Finally, SCPA will not retaliate against an employee who properly requests to view his/her 
personnel file, and legal remedies may be available to employees if such retaliation occurs.  
 
With the exception as those contents designated as “public data” by the Minnesota Data Practices Act, 
no one else will have access to employee’s personnel files except for administrators with a need to 
know. 
 
Confidentiality 
As an employee of St. Croix Preparatory Academy, you share the responsibility to maintaining the 
confidentiality of any employee or student information that may be available to you.  It is your 
responsibility to ensure the rights and confidentiality of any information both written and verbal is 
maintained.  Employees are not to discuss academic or other confidential information regarding student 
or employees.  Any breach of confidentiality will be carefully reviewed and if substantiated could result 
in termination of employment, and may result in legal action. 
 
Board of Directors  
The Board of Directors is responsible for the strategic initiatives that align with the mission of the 
School.  These include maintaining fiscal oversight, reviewing student achievement, planning for long 
term initiatives, ensuring legal and financial integrity, and enhancing the school’s public standing.  The 
Board consists of parents, faculty, and community members.  Please refer to the School Board page of 
our website for a current listing of parent, faculty and community board members. 

GENERAL POLICIES AND GUIDELINES 

School Hours  
The student hours at SCPA are from 9:30 a.m. to 4:00 p.m. It is expected that full time staff be here 
during the school day, as well as times outside of student hours for meetings, professional development, 
and other school events.  SCPA views our staff as professionals and know faculty spend numerous hours 
outside of the school day performing duties related to their job responsibilities. SCPA does not monitor 
your arrival or departure time; only requests that faculty members are present to ensure students have 
an organized start to the school day and a safe departure at the end of the day.  Administration reserves 
the right to enforce a start/end time for those employees who do not honor the professional standards 
previously noted.   For staff other than faculty, the work year and hours will depend on your job 
description. 
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Duties  
All staff will be expected to follow the duties of their job descriptions. Additionally, staff may be 
expected to perform various duties (e.g., lunch, recess, before and after school duty, etc.), which will be 
equitably assigned. Attendance at committee meetings, staff development workshops, all-school and 
division meetings, and school community events is also expected. 

Dress Code  
The employee dress code is “business casual”. Employee attire should be comfortable but neat and 
professional – such as collared shirts, sweaters, casual skirts, khaki pants, and slacks.  On Thursdays, 
employees may wear jeans and SCPA spirit wear or Prep for Life wear.  On Fridays, employees may wear 
jeans and a sweatshirt or t-shirt from a college or university.  Inappropriate “business casual” attire 
includes jeans, shorts, flip-flops, t-shirts, and athletic wear.  Neatness, cleanliness and modesty should 
be observed at all times.  Managers are responsible for enforcing the policy, and may send home an 
employee who is improperly dressed. SCPA recognizes there may be some days or jobs where casual 
attire may be more appropriate. 

Communication 
St. Croix Prep attempts to maintain a communication process that facilitates efficiently resolving an 
issue.  The guidelines below are intended to improve communication, respect responsibilities, and 
maintain efficiency.  It is important to direct your communication to the person most directly 
responsible for the issue.  If the issue is unresolved, then escalation procedures include bringing the 
issue to the School Principal, then the Executive Director, and finally the Board of Directors (via a Board 
member).  Depending on the issue, Human Resources may be involved in the escalation communication. 

Non-Harassment  
SCPA is committed to providing an environment free from discrimination or harassment based on a 
person’s race, color, religion, sexual orientation, national origin, age, disability or other classification 
protected by law. Unlawful harassment in any form is prohibited. SCPA intends to provide a safe work 
environment free from unreasonable interference, intimidation, hostility or offensive behavior. Each 
employee has a responsibility to keep the workplace free of any form of harassing behavior. SCPA 
expects the full cooperation of every employee in making this policy effective.  Harassment, sexual or 
otherwise, is against the law and will not be tolerated.    
 
Examples of inappropriate behavior that are violations of this policy include, but are not limited to 
verbal harassment (e.g. indecent or belittling comments, jokes or references, and offensive personal 
references), unwanted physical contact of any kind, the display in the workplace of derogatory gestures, 
posters, cartoons, drawings or calendars, harassing electronic communication (e.g. email, texting of 
demeaning, insulting, intimidating or suggestive messages, and threatening adverse employment 
actions if sexual favors are not granted or promising preferential treatment in return of sexual favors).  
Employees should promptly report any incidents in accordance with the procedures outlined below. 
 
Any person who feels that he or she has been subject to or witnessed unwelcome harassing behavior 
should report this conduct immediately to the principal of his or her school. If the complaint involves the 
principal of your school, please report the incident directly to Human Resources.  
 
When an individual submits a complaint, he or she will be asked to provide information regarding the 
incident(s), including the identity of the harasser, the date(s) of the incident (s), the conduct giving rise 
to the complaint, and witnesses, if any, to the alleged conduct.  All complaints will be investigated 
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promptly, impartially, and with respect for the privacy of those involved, consistent with SCPA’s legal 
obligations to investigate, to take appropriate action, and to comply with any discovery or disclosure 
obligations.  The complaint and investigation will be thoroughly documented and only those who need 
to know about such a complaint or those who are authorized by law will be advised of its existence and 
resolution.  If it is determined that the person charged has violated the Non Harassment Policy, such 
person will be subject to appropriate disciplinary action, up to and including termination of 
employment. Action will be determined at the sole discretion of SCPA. SCPA reserves the right in each 
case to differentiate between violations and situations on whatever basis it considers appropriate and to 
take such action as it believes to be in the best interests of the parties and the school based on all the 
facts and circumstances of the case. Retaliation in any form against an employee who exercises the right 
to make a complaint is strictly prohibited, and will in itself constitute a basis for disciplinary action up to 
and including termination.  Any employee, in the judgment of SCPA, who intentionally makes a false 
allegation of harassment, may be subject to discipline up to and including termination. 
 
For more specific details regarding this policy and the reporting procedures, see SCPA’s Harassment and 
Violence policy and its Equal Employment Opportunity section of this Handbook.  For specific policies 
and reporting procedures for complaints of sex or disability discrimination, see SCPA’s Employee 
Disability Nondiscrimination policy of SCPA’s Employee Sex Nondiscrimination policy. 
 

Progressive Discipline 
Every employee has the duty and the responsibility to be aware of and abide by existing rules and 
policies. Employees also have the responsibility to perform his/her duties to the best of his/her ability 
and to the standards as set forth in his/her job description or as otherwise established.  
 
SCPA supports the use of progressive discipline to address issues such as poor work performance or 
misconduct. Our progressive discipline policy is designed to provide a corrective action process to 
improve and prevent a recurrence of undesirable behavior and/or performance issues. Our progressive 
discipline policy has been designed to be consistent with our organizational values, HR best practices 
and employment laws.  

Outlined below are the steps of our progressive discipline policy and procedure. SCPA reserves the right 
to combine or skip steps in this process depending on the facts of each situation and the nature of the 
offense. The level of disciplinary intervention may also vary. Some of the factors that will be considered 
are whether the offense is repeated despite coaching, counseling and/or training; the employee's work 
record; and the impact the conduct and performance issues have on our organization. 

The following outlines SCPA’s progressive discipline process:  
 

• Verbal warning: A supervisor verbally counsels an employee about an issue of concern, and a 
written record of the discussion is placed in the employee's file for future reference.  

 
• Written warning: Written warnings are used for behavior or violations that a supervisor 

considers serious or in situations when a verbal warning has not helped change unacceptable 
behavior. Written warnings are placed in an employee’s personnel file. Employees should 
recognize the serious nature of the written warning.  

 
• Performance improvement plan: Whenever an employee has been involved in a disciplinary 

situation that has not been readily resolved or when he/she has demonstrated an inability to 
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perform assigned work responsibilities efficiently, the employee may be given a final warning or 
placed on a performance improvement plan (PIP). PIP status will last for a predetermined 
amount of time not to exceed 90 days. Within this time period, the employee must demonstrate 
a willingness and ability to meet and maintain the conduct and/or work requirements as 
specified by the supervisor and the organization. At the end of the performance improvement 
period, the performance improvement plan may be closed or, if established goals are not met, 
dismissal may occur.  

 
SCPA reserves the right to determine the appropriate level of discipline for any inappropriate conduct, 
including oral and written warnings, suspension with or without pay, demotion and discharge.  

Grievance 
SCPA aims to resolve problems and grievances promptly and as close to the source of conflict as possible 
with graduated steps for further discussions and resolution at higher levels of authority as necessary.  
For specific grievance and reporting procedures for complaints of harassment or violence on the basis of 
a protected classification, complaints of discrimination on the basis of disability or sex, or complaints of 
discrimination on the basis of other protected classifications, see SCPA’s Harassment and Violence 
policy, Equal Employment Opportunity policy, Employee Disability Nondiscrimination policy, or 
Employee Sex Nondiscrimination policy. 
 
Statement of General Principles 

• Complaints must be fully described by the person with the grievance  
• The person(s) should be given the full details of the allegation(s) against them 
• The person(s) against whom the grievance/complaint is made should have the opportunity and 

be given a reasonable time to communicate their version of the facts before resolution is 
attempted 

• Proceedings should be conducted honestly, fairly and without bias  
• Proceedings should not be unduly delayed. 

 
PROCEDURES 
The following is a three step process for grievance resolution: 

1. The employee attempts to resolve the complaint as close to the source of conflict as possible.  
This step is quite informal and verbal.   

2. If the matter is not resolved, the employee notifies the supervisor (in writing or otherwise) as to 
the substance of the grievance and states the remedy sought.  Discussion should only be held 
between employee and the other relevant person(s). This step will usually be informal, but 
either party may request written statements and agreements. 

3. If the matter is not resolved, the supervisor refers the matter to Human Resources and/or the 
Executive Director (or Board of Directors if applicable).  A grievance taken to this level must be 
in writing from the employee. The supervisor will forward any additional information thought 
relevant. HR will investigate/communicate with any other parties involved or deemed relevant.  
HR will provide a written response to the employee.   

Office Intimate Relationships   
SCPA believes that an environment where employees maintain clear boundaries between their personal 
and business interactions is the most effective for conducting business. Although this policy does not 
prevent the development of friendships or romantic relationships between coworkers, it does establish 
very clear boundaries as to how relationships are conducted during working hours and on company 
premises. During working hours and at work locations, employees are expected to keep personal 
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exchanges limited so that others are not distracted or offended by such exchanges. During non-working 
time hours, such as lunches, breaks, and before and after work periods, while on SCPA property, 
employees’ conversations and other behaviors should be expressed in a manner not perceived as 
offensive or uncomfortable to a reasonable person. The provisions of this policy apply regardless of the 
sexual orientations of the parties involved. 
 
Individuals in supervisory/management or other influential roles are subject to more stringent 
performance under this policy due to their access to sensitive information and their ability to influence 
others, promotions, and terms and conditions of employment of their subordinates. An employee in a 
management or supervisory position over another employee, who has developed a relationship with an 
employee that a reasonable person would determine is beyond a normal friendship should inform 
his/her manager or Human Resources of the relationship. Failure to report such relationships is a 
violation of the SCPA Harassment Prevention Policy. Employees who allow personal relationships with 
coworkers to adversely affect the working environment will be subject to transfers or disciplinary action 
up to and including termination of employment. 

Teacher Relicensure  
Each faculty member is responsible for maintaining the licensure required for him or her to assume his 
or her teaching duties. The relicensure committee will assist you in recording and submitting clock hours 
for your continuing education credit. In the event licensure is not maintained, the School (by law) will 
post the open position and proceed with a hiring process. A renewed copy of your license must be filed 
with the school principal and Human Resources by April 1 of each year. 
 

Building Access  
The staffed building hours are from 7:30 a.m. to 4:30 p.m. Except for general student arrival time from 
9:00 am to 9:30 a.m. the front entrance will be the only point to enter and exit the building during 
normal school day operations.  A reception area staff are positioned with an unimpeded view of the 
front entrance.  The reception staff will have the responsibility for screening and granting access to all 
building entrants. The buildings bathrooms, service spaces, stairwells, or other amenities will not be 
accessible without passing this front desk.  Please see security details below.  Any students participating 
in activities before general student arrival time begins must adhere to their division’s policy for building 
access which may include providing a pass by the supervising staff member for building admittance.  The 
division principal will outline the process for each division.   
 

• All Exterior Doors Locked During School Hours and Non-Student Contact Days 
All exterior doors will be locked from 9:30 am to 4:00 pm (school hours). Visitors may gain 
access through an intercom system located on the exterior wall to the left of the main entrance. 
The only doors that will be unlocked before and after school hours on student contact days are 
the main entrance doors. 

 
• Building Attendant On-Duty After School Hours on Weekdays 

This position enhances facility safety and security after school hours when the building is used 
by many in our school community. This position will maintain a presence in the front atrium 
when not patrolling the building, ensure interior and exterior doors are locked as scheduled, be 
a facility resource for those using the facility and monitor the facility for unsanctioned use and 
perform light maintenance duties. 

 
• SCPA Building Hours and Supervisory Coverage: 
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Student Contact School Days: 
7:30-9:30 am - Main doors open 
8:30-4:30 pm - Main office open 
9:30-4:00 pm - All exterior doors locked 
4:00-9:30 pm - Main doors open 

 
• Non-Student Contact Weekdays Except for Holidays: 

Main doors remain locked for entire day 
8:30-4:30 pm - Main office open and visitors access through use of intercom system 

 
Please refrain from propping a door open for convenient reentry into the building.  Routine inspections 
by the Facility Director will ensure that exterior doors are not propped open for any reason which may 
allow outsiders access into the building.  

Guest Building Access  
Any building occupant expecting a guest should notify the front desk and provide the guest’s 
information before the guest’s arrival. The receptionist will contact the staff person being visited to 
confirm the appointment before permitting the guest access to the premises. Before being permitted 
access to the premises all guests/visitors must sign-in. This includes parents who may be dropping off 
lunches or signing their students in/out. Each division has specific procedures for students signing in/out 
which will be outlined by the division principal.  Generally, if a student is being dropped off late the 
parent must come to the front office to sign their student in. Likewise, if a student is being picked up 
early the parent should sign the student out at the front office and wait until the division office manager 
sends the student to the front. A visitor should not be granted access to the rest of the building unless 
they have an appointment. All guests must sign out with the front desk when leaving. 

General Student Arrival  
Students arrive at school from 9:00 am to 9:30 am. During this time, the following doors will be open for 
student access: Main doors, K-4 main entrance, south entrance near stairs to upper school, and north 
cafeteria doors. All doors will be re-locked at 9:30 am. 

Master Key Control System  
The Facility Director is responsible for monitoring the distribution of keys, fobs, and duplicates of these. 
Only authorized employees will have keys that offer access to specified areas of the building.  
Accordingly, staff will only obtain keys that are relevant to their position (e.g. teachers do not need keys 
for mechanical rooms).  When an employee terminates their employment with SCPA, they must return 
their keys.  

Social Media  
SCPA views social networks, web based discussion, and other emerging forms of social media as means 
of public communication. Employees who engage in social networking should ensure that their public 
communication is responsible and consistent with SCPA’s mission, purpose and values. 
 
Only a select group of employees are authorized to publicly speak on behalf of SCPA, therefore, 
employees must have prior authorization to be a spokesperson to the extent their social networking 
communications represent, or appear to represent SCPA’s official view or perspective on any particular 
topic.  
 



EMPLOYEEHANDBOOK.5.11.2021   APPROVED: TBD  
 13 

General guidelines and examples of prohibited communications are noted below. For purposes of this 
discussion, social media is any usage of Web 2.0 technologies and sites such as blogging, micro blogging 
(Twitter, WordPress, Tumblr), photo sharing (Flickr, Shutterfly, Instagram), video sharing (YouTube, 
Vimeo, Snapchat), life casting/streaming (Facebook Live, Periscope, Justin.TV), networking (Facebook, 
LinkedIn), and so forth. Please note that this list shows examples and is not intended to be an exhaustive 
list of social media sites or applications.  
 
General Guidelines:  

• When appropriate, personal blogs should have clear disclaimers that the views expressed by the 
author in the blog is the author’s alone and does not represent the views of SCPA.  When 
appropriate, we recommend not including any SCPA reference to your social media site profile, 
blogs, etc. 

• Communication in social media networks should comply with the school’s confidentiality and 
data privacy statutes and policies. This also applies to comments posted on other blogs, forums, 
and social networking sites.  

• In your on-line communication, be respectful to the school, other employees, parents, students, 
partners, and competitors.  Do not reference or site school employees, parents, students, or 
partners without their express consent. 

• Photos of students and staff are not permitted.  
• Social media activities should not interfere with work commitments.   
• School logos and trademarks may not be used without written consent.  
• It is strongly recommended that, outside of your school responsibilities, staff and students not 

“friend” or “follow” each other on any social networking sites while the student is enrolled at 
SCPA. Communication is acceptable once a student has become an alumnus and is over the age 
of 18.   

 
The absence of, or lack of explicit reference to a specific site does not limit the extent of the application 
of this policy. Where no policy or guideline exists, employees should use their professional judgment 
and act appropriately. Consult with your manager or supervisor if you are uncertain. 
 
No SCPA policy limits employees’ rights under Minnesota and other applicable law, to disclose and 
discuss their wages with others.  SCPA will not take any adverse employment action against an 
employee for disclosing their wages or discussing another employee’s wages which have been disclosed 
voluntarily.  SCPA will not retaliate against an employee for disclosing their wages or discussing other 
SCPA employees’ wages as provided in this paragraph.  Minnesota law allows an employee to bring a 
civil action against an employer who violates the rights described in this paragraph, and a court may 
award reinstatement, back pay, restoration of lost service credit if appropriate and the expungement of 
any related adverse records of an employee whose rights have been violated. 

Inclement Weather and School Closing 
Because St. Croix Prep is dependent upon ISD 834 for bus transportation, St. Croix Prep will close when 
the Stillwater School District closes school.   Staff members will be notified via School Messenger and 
email for any school closings or delays.  SCPA (and Stillwater) currently provide WCCO-4, KSTP-5 and 
KARE-11 with their school closing information.  SCPA recommends tuning to these TV stations and their 
websites (www.wcco.com; www.kstp.com; www.kare11.com) for school alert information. Remember 
the basic rule – St. Croix Prep closes when Stillwater closes school. 
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Pet Policy* 
St. Croix Preparatory Academy has students enrolled in school that have significant allergies to pets. To 
support the health needs of our students, pets are not allowed on school grounds. This includes both 
inside and outside of the building. SCPA realizes that pets bring a host of joy to kids and families and 
acknowledges that it is exciting for kids to walk to school with their pets. That said, SCPA must place the 
health needs of our students at the highest priority. Let’s work together in this effort to keep all 
students healthy at school.  
 
The goal of SCPA is to decrease student and staff exposure to potentially harmful animal allergens. If 
animals are to be allowed in the classroom, the protocol will be as follows: 

1. Before bringing an animal into the building, the teacher will notify the principal, the Facilities 
Director, and the students of the type and location of the animal.  The principal must approve all 
classroom pets. All animals will be properly vaccinated. 

2. The location of the habitat for the animal will include consideration of heating, ventilation, and 
air conditioning (HVAC) components. Animal habitats will not be placed near air supply or return 
air vents and will not be kept near unit ventilators. The habitat will be placed on a hard floor 
surface. The animal will not be allowed to wander around the room (especially on carpet.) 

3. A cleaning schedule will be implemented for the habitat and surrounding area. The classroom 
teacher is responsible for regularly cleaning the cage, as well as the table or floor the cage rests 
upon. Students will not be allowed to clean cages or equipment. 

4. The teacher will ALWAYS be present when animals are handled by a student. 
5. All staff and students will wash their hands before and after handling animals, cage debris, or 

animal supplies. 
6. The pet will be removed from the classroom if it is deemed to be a distraction or causes 

interruptions in learning. 
7. Concerns regarding the health issues or care of the animals should be brought to the principal 

for immediate consideration. 
*This policy does not apply to service animals. 
 

Tobacco Free Environment 
St. Croix Preparatory Academy is a tobacco free environment.  For specific policy and reporting 
procedures see SCPA’s Tobacco Free Policy. 
 

Mandated Reporting 
Any employee who knows or has reasonable cause to believe that a child or vulnerable adult is being 
maltreated, or has been maltreated in the past three (3) years, is required under Minnesota law to 
report such information to the local welfare agency, law enforcement or other agencies responsible for 
assisting or investigating maltreatment.  For specific policy and reporting procedures see SCPA’s 
Mandated Reporting policy. 
 

Whistleblower 
Any employee who suspects or knows of unethical or illegal activity should report that activity to 
appropriate school officials.  For specific policy and reporting procedures see SCPA’s Whistleblower 
Policy. 
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Work-Related Injuries 
St. Croix Preparatory Academy provides a comprehensive workers’ compensation insurance at no cost 
for employees.  Workers’ compensation insurance covers most injuries or illnesses sustained in the 
course of employment that require medical, surgical or hospital treatment.  

An employee who sustains a work-related injury or illness should inform his or her supervisor 
immediately.  No matter how minor a work-related injury may appear, it is important that it be 
reported, and that all required paperwork be completed, immediately.  This will enable an eligible 
employee to qualify for coverage.  Injury reporting forms may be obtained in the health office. 

COMPENSATION 

Categories of Employees 
St. Croix Prep Academy has several “categories” of employees. These include exempt, non-exempt and 
those contracted for services.  All employees are under at-will agreements. 

Required-Work Days  
Licensed staff salaries are earned per required-work day, although payment is made in equal amounts 
over 24 pay periods to exempt staff (see “Pay Periods” below).   A required-work day is an 8-hour work 
day. Required-work days consist of student contact days and non-student contact days, such as staff 
workshops and parent teacher conference days. Annual required-work days are identified in the annual 
school calendar and vary from year to year. An exempt staff’s daily rate may be calculated by dividing 
his/her annual salary by total annual required-work days per the annual school calendar. If a staff 
member is absent from work on a required-work day and has no vacation, sick or personal days accrued, 
his/her paycheck will be deducted in the amount of his/her daily rate for each required-work day 
missed.  If a licensed exempt staff member resigns employment prior to the end of the school year, 
he/she shall be liable to repay to SCPA any compensation paid to him/her in excess of the amount 
earned for the number of required-work days actually worked prior to the end of his/her employment 
during that school year.  

Time Tracking for Payroll 
Non-exempt employees will record their time in Skyward by clocking in when they are ready for work 
and clocking out when they have finished work. Non-exempt employees must also record their time 
in/out for lunch breaks per FLSA regulations. The employee submits each week recorded time in the 
Skyward system for their supervisor’s approval and subsequent payroll processing. In the event a non-
exempt employee must record their time manually, a paper time sheet must be used and submitted.  
These submissions need to occur on or before, the 15th and the end of every month. Non-exempt 
documentation starts with the first hour worked. 

Pay Periods 
Exempt employees will have their annual compensation spread over 12 months and receive 24 equal 
payments. The start of payment will be delineated in the offer letter. For exempt staff, non-exempt 
employees under the Fair Labor Standards Act are eligible for overtime for all hours worked in excess of 
40 in any work week. SCPA will try to give you as much notice as possible when overtime will be 
mandated. All overtime designated by your manager is approved overtime. If an employee determines 
overtime is necessary, approval from your manager is required. If an employee works overtime without 
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approval, the overtime must be paid, however the employee may be subject to disciplinary action. 
Overtime is paid at the rate of one-and-one-half times (1.5x) your regular hourly rate of pay. Non-
worked lunches, sick, holiday or vacation time will be included in calculating overtime.  Please see 
SCPA’s Compensation Plan for further compensation information.  

Fair Labor Standards Act Compliance 
SCPA acts in good faith in an effort to comply fully with the Fair Labor Standards Act’s prohibition on 
improper pay deductions.  An employee who believes that improper deductions have been made from 
his or her pay should notify Human Resources, describing the error they believe they have found.  SCPA 
will review the situation and correct errors by reimbursing the affected employee or taking other 
appropriate action as necessary.   

BENEFITS   

Medical, Dental, Vision, Life, Disability Insurance  
St. Croix Preparatory Academy offers a comprehensive benefits suite to eligible employees.  Full time 
employees working 30+ hours are eligible for benefits on the 1st of the month following 30 days of 
employment. For a complete overview of medical and dental benefits see Human Resources for an SCPA 
Employee Benefits Guide. 

PAID AND UNPAID TIME OFF FROM WORK 

Sick Days  
Each exempt teaching faculty member has six sick days of paid time off. Twelve-month exempt 
employees have 10 sick days of paid time off.  For payroll purposes, employees may only record a half a 
day and a full day of sick time.  These sick days are for when you and/or immediate family members are 
ill and are not intended for vacation time. Sick days, if not used by the end of the year, may be accrued 
each year up to 30 days and used when needed.  Employees may also take a “buy-out” of the unused 
days at the daily substitute rate of pay for each unused day.  These days cannot be accrued to be paid 
out later. They can only be paid out for that current year. Non-exempt employees do not have sick days.  
Sick leave may be used for one’s own or a family member’s qualifying illness or injury, and for certain 
circumstances relating to sexual assault, domestic violence and stalking, as provided in applicable law. 

Personal Days 
Each exempt faculty member has two personal days.  The exempt administrative positions of Executive 
Director, Executive Director of Finance and Operations, and Principal receive three personal days.  
Personal days may be bought out at the same rate as sick days but may not be accrued.  Non-exempt 
employees do not have personal days.  Holidays may not be extended by personal days. 

Excused Days 
Each non-exempt employee has six excused days.  Excused absences are unpaid and may be used for 
illness or personal time.  Excused days may not be accrued or used to extend holidays. 
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Holidays  
Exempt employees who work year around will have 15 paid holidays for the 2021-22 school year plus 
additional paid vacation days per their individual employment agreement. Paid holidays include:  

• Independence Day, July 5, 6, 7, 8, 9  
• Labor Day, September 6  
• Thanksgiving, November 25, 26   
• December 23, 24, 27, 28, 29, 30, 31  
• Memorial Day, May 30 

 
St. Croix Prep does not pay out unused sick, personal or vacation days when an employee’s employment 
is terminated. 

FACULTY ABSENCES 

Absence from Class 
Every time you miss work, for whatever reason, it will be your responsibility to obtain a substitute if 
necessary and record your time off in Absence Management (Frontline/Aesop). All appropriate 
personnel should then be notified of your absence. The Absence Management system enable subs to 
select jobs if entered in advance of the absence and will call subs on your behalf to fill your absence.  If 
you are unable to secure a substitute by 6:00 am on the day that you are going to be absent please call 
Human Resources at the phone number provided. 
 
To ensure quality instruction during absences, teachers are required to have an emergency substitute 
folder with lesson plans with their administrator/principal. This folder should include the following:  
class schedule, class list(s) and seating chart where appropriate, classroom guidelines and procedures, 
names of two staff members that the substitute can depend on for emergency information, special 
instructions regarding individual students, bus information if applicable, and before/after school duties, 
lunch schedule and preparation times, attendance procedures, and a map of the school.  
 
Specific lesson plans for the day should be left in the classroom or emailed to the office manager or 
division principal by 8:30 a.m. with the name of the substitute, if available. 

LEAVES 

Bereavement Leave  
All employees are allowed paid time off in the event of a death in the family. The purpose of this is to 
provide employees with time to arrange and attend a funeral. For spouse, child, parent, siblings, step or 
in-laws the leave is up to two days. For grandparent, grandchild, step or in-laws of those listed, one day 
is granted. Additional unpaid leave may be granted with the approval of the Executive Director.  

Jury Duty  
All exempt and non-exempt staff called to serve jury duty or subpoenaed as a court witness, must notify 
their division administrator immediately and provide a copy of the notice or subpoena to Human 
Resources. Your pay will not be reduced by the amount of jury duty or court witness pay that you 
receive. 
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Leave of Absence  
You may request general leaves of absence without pay. If granted, these leaves may not exceed 120 
working days. You may not use paid vacation days to extend the length of the leave beyond 120 days. 
However, vacation days may be used during the leave to receive pay. Any such arrangements must be 
approved by the division administrator. To initiate a request for an unpaid leave, you must first discuss 
the reasons for requesting a leave with your division administrator. The division administrator will 
discuss the circumstances with Human Resources. If it is determined that a leave is warranted, you will 
be notified by your division administrator. SCPA may, when appropriate, designate a leave as a Family 
and Medical Leave Act (FMLA) leave.  For more information on FMLA leave, see SCPA’s Family and 
Medical Leave Act (FMLA) policy. 

Military Leave  
SCPA grants military leave and re-employment rights to eligible staff, pursuant to applicable federal and 
state law. 

Family and Medical Leave Act (FMLA)  
In accordance with the requirements of the Family and Medical Leave Act, SCPA provides up to 12 
weeks of unpaid, job-protected leave to eligible staff members.  Eligible staff members may use paid 
sick, personal, or vacation time to receive pay during leave, but may not use paid time off to extend 
FMLA leave.  For more information on FMLA leave, see SCPA’s Family and Medical Leave Act (FMLA) 
policy. 

Military Family Leave Entitlements  
Eligible staff members with a spouse, son, daughter, or parent on active duty or call to active duty status 
in the National Guard or Reserves in support of a contingency operation may use their 12-week leave 
entitlement to address certain qualifying exigencies. Qualifying exigencies may include attending certain 
military events, arranging for alternative childcare, addressing certain financial and legal arrangements, 
attending certain counseling sessions, and attending post-deployment reintegration briefings. 
 
FMLA also includes a special leave entitlement that permits eligible staff members to take up to 26 
weeks of leave of leave to care for a covered service member during a single 12-month period.  For 
more information on FMLA leave, see SCPA’s Family and Medical Leave Act (FMLA) policy.  Staff 
members must make reasonable efforts to schedule leave for planned medical treatment so as not to 
unduly disrupt SCPA operations. Leave due to qualifying exigencies may also be taken on an intermittent 
basis. 

EMPLOYEE SERVICES 

Computers, Phones and Email  
SCPA communication systems and the equipment used to operate the communication system are 
owned and provided by SCPA to assist in conducting business.  Communications systems including email 
are to be used for work purposes only.  Email is retained for a period one year.  For more information on 
acceptable usage and limitations, see SCPA’s Internet Acceptable Use and Safety policy. 
 
Unacceptable use of the computer or phone lines is likely to result in disciplinary action up to and 
including termination of employment. 
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Supplies   
All academic supplies should be ordered through your office manager. All other items should be ordered 
through the business office. When ordering, please use the appropriate form. There is a different form 
for expense reimbursement.  The sales receipts must accompany this reimbursement form. The school is 
tax exempt; therefore, your reimbursements should not include sales tax. You may obtain the tax 
exempt number and/or an ST3 Form from your office manager, which should be presented to vendor at 
time of purchase in order to not incur sales tax on your reimbursable purchases.  St. Croix Prep reserves 
the right to not reimburse employees for sales tax. 
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STAFF HANDBOOK ACKNOWLEDGEMENT OF RECEIPT 
 
By signing below I acknowledge receipt of the policies and procedures set forth in the St. Croix 
Preparatory Academy employee handbook.  Failure to comply and adhere to these policies and 
procedures could lead to disciplinary actions.  
 
I will keep this handbook available and I acknowledge that these policies and procedures may be 
changed at any time. I agree to update it whenever provided with materials to do so. I understand this 
handbook replaces and supersedes any previous policies, written or oral. I acknowledge that this 
handbook is for reference purposes and is not a legal document nor is it an employment contract with 
the school and me 
 
I understand the handbook is the property of SCPA and I agree to return it upon terminating my 
employment with SCPA.  
 
_______________________________________________ ________ 
Print Name       Date  
 
 
_______________________________________________  
Signature 



St. Croix Preparatory Academy’s

20-21 Q Comp Annual Report

This template, which may be changed as needed, is designed to help formulate the Quality Compensation (Q
Comp) Annual Report. Per Minnesota Statutes, section 122A.414, subdivision 3(a) the report must be submitted
to the school board by June 15 of each year and include findings and recommendations for the program. We also
recommend that the report include a summary of what was implemented for the year, to help provide context
for the findings and recommendations.

Please address the following questions for each program component describing the implementation of the
approved plan, the impact of implementation, findings from the program review and recommendations to
improve program effectiveness. All information reported should be based on the current school year. We
recommend that each question be addressed with a brief summary of 3-7 sentences.

Core Component: Career Advancement Options

Implementation

Are the teacher leader positions that were implemented this year the same as those outlined in the approved
plan (approval letter and subsequent plan change approval letters)? Yes.

If no, please explain what changes have occurred and why?

Impact

How did the work of teacher leaders through coaching, observing, mentoring, facilitating learning teams and
performing other responsibilities impact classroom instruction?

TLCs (Teaching and Learning Coordinators) met bi-weekly with PLC leaders to plan PLC meetings based on the
needs of teachers and students. TLC leaders researched and attended PD focused on online/hybrid learning and
shared information with division teams. This helped teachers with structuring lessons for online teaching to
maximize student engagement and learning.

TLCs met monthly with new teachers (first and second-year teachers) to offer them support in classical education
theory, classroom management, assessments, online teaching, student engagement, and seminars and
questioning. TLCs also met one-on-one with new teachers throughout the school year to offer personalized
support to those teachers.

PLC leaders helped focus attention on instruction aligned to SCPA’s mission by guiding PLC members through
hybrid teaching methods and best practices. PLC leaders informally met with PLC members to provide support in
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instructional models, student engagement, and assessments. PLC leaders also helped support teachers in the
implementation of new technology in the classroom.

How did the work of teacher leaders impact student achievement?

TLCs worked with PLC leaders to identify areas of need this year. They then planned PLC meetings that focused
on engaging students in different learning models and the support students would need when moving between
learning models throughout the school year. PLCs also focused on assessment practices that would provide
reliable, useful data and the implementation and modification of curriculum in different learning models.

Review Findings

How did the training teacher leaders receive impact their ability to fulfill the responsibilities of the position
and meet the needs of the licensed staff members?

TLC leaders attended online PD sessions focused on online/hybrid learning models, student engagement, and

assessment. This allowed TLCs to provide the necessary support to teachers in an unprecedented year as

educators.

What did the results of the evaluations of the teacher leaders in their leadership roles demonstrate about the
impact they had on the effectiveness of the licensed staff members?

Feedback from teachers was overwhelmingly positive on the impact of the PLC leaders and the informal

feedback and support they gave teachers throughout the course of the school year.

In order to complete PLC leader appraisals, which are done twice a year, PLC members are asked to complete a

survey to give feedback on their PLC leader in the different components of the PLC leader job description. This

year, PLC members overwhelmingly thought that the support provided by PLC leaders in navigating different

learning models was both necessary and important.

Recommendations

How will the district use the review findings to improve the effectiveness of teacher leadership?

Because PLC leaders did check-ins instead of observations this year due to the constraints of the Safe Learning

Plan and different learning models, next year, we would like to continue to work on the areas that were

identified for improvement in this previous year. This includes making time for PLC leaders to observe PLC

members and give timely feedback and implementing strategies from the book Get Better Faster to create a

baseline observation feedback form for PLC leaders to use. This would help provide a structure for giving small,

bite-sized feedback and creating action items for teachers to use to modify or enhance their teaching craft.
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Core Component: Job-embedded Professional Development

Implementation

Are learning teams configured and meeting as outlined in the approved plan (approval letter and subsequent
plan change approval letters)?

Yes

If no, please explain the changes that have occurred and why?

Impact

How did teacher learning from learning teams and other job-embedded professional development activities
impact classroom instruction?

Teaching online and in hybrid format was new for teachers at SCPA in the last year, so a lot of focus in PLCs was

on effectively implementing both of these learning models. Having a chance to discuss this topic in PLC allowed

teachers to support one another by sharing ideas and learning from one another.

Some of the topics discussed in PLCs this year include:

- technology resources (Zoom, Google Classroom, etc.)

- classroom management

- building community

- cultural competency in music and art

- modification and adaptations of curriculum

- implementation of seminar/discussions in online and hybrid models

- curriculum alignment

- supporting students’ social-emotional health and learning

- student engagement in different learning models

- semi-synchronous teaching model (use of both synchronous and asynchronous teaching in one lesson)

- staff mental health and wellness

- structuring lessons in block periods

- digital formats for testing and reading

How did teacher learning from learning teams and other job-embedded professional development impact
student achievement?

By focusing on effective online and hybrid learning strategies and best practices, teachers were able to improve

student engagement and learning. Teachers were also able to implement strategies for assessment that would

provide data on student learning to guide classroom instruction throughout the year.
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Review Findings

How did the sites or learning teams identify needs and instructional strategies to increase student
achievement?

PLCs started the school year by identifying and assessing gaps in learning due to the sudden shift to distance

learning in Spring 2020. Once gaps were identified, PLCs looked at strategies for effectively delivering instruction

in different learning models. They also worked on modifying the curriculum to fit the instructional needs of the

year while still maintaining rigor.

How did learning teams use data and implement the selected instructional strategies and follow-up on
implementation?

Teachers across all divisions used MCA data, internal assessments, semester finals, and STEP testing to guide

their focus on student achievement. Many teachers used these assessments to create SMART goals within their

PLCs. SMART goal topics included: academic vocabulary, constructed responses, and STEP assessments. They also

reflected on that goal during PLC time. Teachers discussed how to continue to improve student achievement.

Recommendations

How will the district use the review findings to improve the effectiveness of job-embedded professional
development?

The need to provide teachers with professional development that provides strategies for teachers to implement

in their classrooms was more important than ever this year. The Q Comp team and leadership gathered input

from teachers and PLC leaders on professional development needs. This input indicated that the best use of

professional development time would be to provide space for teachers to collaborate with colleagues, work on

curriculum modifications and supplements, and teach each other about different technology resources needed

to implement both distance and hybrid learning. Teachers had to pivot quickly multiple times throughout the

school year, so it was necessary to provide space in professional development for focusing on curriculum and

technology. Moving into next year, the feedback from teachers on this year’s professional development is a

reminder of the importance of gathering feedback from staff on professional development topics and involving

staff as experts in their field in the delivery of professional development sessions.

Core Component: Teacher Evaluation

Implementation

Are licensed staff members observed/evaluated as outlined in the approved plan (approval letter and
subsequent plan change approval letters)?

NO
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If no, please explain the changes that have occurred and why?

This year, due to the Safe Learning Plan and shifting learning models, teachers completed one formal seminar

observation and one formal administrator observation. Because of guidelines put forth by MDE, this change was

made just for this school year and did not require a Q Comp update form to be completed.

Impact

What impact did the observation/evaluation process, including coaching, have on classroom instruction?

Observations this year focused on providing additional support for teachers throughout the implementation of

the Safe Learning Plan and shifts between learning models. Teachers worked to modify their curriculum to fit

within changing learning models while still keeping the integrity and rigor of the curriculum. TLCs also worked

with PLC leaders and teachers to modify seminars to fit within both distance learning and hybrid learning models

while still giving students the opportunity to engage in a discussion about a text with their peers.

What impact did the observation/evaluation process, including coaching, have on student achievement?

Focusing on supporting teachers through observation allowed leaders to meet both teachers and students in the
space where they were this year. Leaders were able to focus on the individual needs of the teacher (classroom
management, lesson structure, engaging students in online and hybrid learning models, delivery of content).
Teachers were then able to take feedback from their leaders and implement new strategies in their classrooms to
increase student achievement.

Review Findings

How did the feedback teachers received from each observation/evaluation assist in self-reflection and
improved instructional practice?

Teacher self-reflections, both for individual observations and end-of-year summative portfolios, show that

teachers are eager for feedback and strategies to implement in their classrooms. Some areas that teachers

worked to improve throughout the year based on feedback from observations are: chunking out lesson plans,

adjusting lessons to a block schedule, the pacing of lessons, classroom management, using technology, and

student engagement.

How did the training observers/evaluators receive throughout the year impact inter-rater reliability and their
ability to provide constructive and meaningful feedback to all licensed staff members?

The Q Comp team works together to discuss and develop rubrics for seminar observations.  Common

expectations for seminar protocols have been established. In weekly meetings, the TLCs often discuss seminar

observations to maintain consistency in the way rubrics are completed.

Recommendations

How will the district use the review findings to improve the effectiveness of teacher evaluation?
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Teacher feedback showed the feedback from observers is valuable in helping them see their lessons and

classroom from different perspectives. Observations and rubrics were modified to reflect the importance of

providing teachers with support. The biggest takeaway from this year in regards to evaluation is the importance

of providing teachers the space for self-reflection and growth.

Core Component: Performance Pay and Alternative Salary Schedule

Implementation

Are the performance pay amounts and standards the same as outlined in the approved plan (approval letter
and subsequent plan change approval letters)?

YES

If no, please explain the changes that have occurred and why?

Is salary schedule movement or base salary increase based on the same measure of performance as outlined
in the approved plan (approval letter and subsequent plan change approval letters)?

YES

If no, please explain the changes that have occurred and why?

Impact

What percentage of all licensed staff met the standard to earn performance pay for the measures of student
achievement?

0%

None of the divisions met the site goals for this year. Lower school’s goal was to increase the achievement levels

of students who ‘Meet’ and ‘Exceed’ the standards on the 3rd and 4th grade MCA Reading III to 91.6%. The

‘Meets’ or ‘Exceeds’ achievement level for lower school was 83.5%. Middle school’s achievement level goal for

grades 5-8 on the Reading MCA III was 89.3%, but they achieved 86.8%. With a percentage of 91.4%, upper

school missed their goal of 92.9% on the 10th grade Reading MCA III.

What percentage of all licensed staff met the standard to earn performance pay for observation/evaluation

results?

Data still needed. Will update when available.

What percentage of tenured licensed staff met the standard to earn performance pay for
observation/evaluation results?
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0%

What percentage of probationary licensed staff met the standard to earn performance pay for
observation/evaluation results?

0%

Is performance pay awarded for another area (besides schoolwide goals, measures of student achievement
and observation/evaluation results)?

YES

If yes, what percentage of all licensed staff members met the standard to earn performance pay for this other

area?

Data still needed. Will update when available.

What percentage of all licensed staff met the standard to earn movement on the salary schedule or an
increase in base salary?

Data still needed. Will update when available.

What percentage of tenured licensed staff met the standard to earn movement on the salary schedule or an
increase in base salary?

0%

What percentage of probationary licensed staff met the standard to earn movement on the salary schedule or
an increase in base salary?

0%

Recommendations

How will the district use the data to improve the effectiveness of this core component?

This year’s MCA scores will be used as a baseline to determine instructional needs for next year. The data from

these tests will be used to identify additional areas of support for students. Teachers will use PLC time to discuss

any curricular adjustments or supports that need to be implemented next year in order to see growth in student

achievement.

General Program Impact and Recommendations

What overall impact on instruction has the district or charter school seen as a result of implementing the Q
Comp program?
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By participating in the Q Comp program, teachers have been able to collaborate with their colleagues within
their grade levels, content areas, and divisions on teaching strategies and best practices. This year, a lot of the
focus has been on best practices for teaching in different learning models. The implementation of division PLC
meetings throughout the school year has allowed teachers across content areas, including specialists, to discuss
the implementation of different learning models and analyze student achievement across all content areas.

What overall impact on student achievement has the district or charter school seen as a result of
implementing the Q Comp program?

PLCs have allowed teachers time to collaborate on methods to improve student achievement. PLCs have worked

together to discuss teaching techniques and strategies to engage students in learning throughout all modes of

instruction (distance, hybrid, in-person) used throughout the school year. Teachers have used PLC time to also

discuss assessment methods, technology usage, and way to support students’ mental health and

social-emotional learning. The results from common assessments, benchmark assessments, and standardized

assessments are a direct reflection of the work done in PLCs.

How will the district use the review findings to improve the overall effectiveness of the program?

As the school continues to grow, we are constantly reflecting on what works well and what areas we need to
work on strengthening. One of these areas of growth is using teaching and learning coordinators in each division
to provide support for teachers by focusing on student achievement, curriculum alignment, mission, and school
culture. Having a TLC in each division allows our TLCs to support staff in division-specific needs. Along with
working with their individual divisions, TLCs work together as part of the Q Comp team to continue to align all
divisions with the mission of the school. This provides a more comprehensive and authentic teacher leadership
level in order to continue to move our students, teachers, and community forward while staying true to our
mission.
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St. Croix Prep 2021-22 Benefits Renewal Board Summary 
May 18, 2021 

 
 
ACTION NEEDED: Please approve medical benefits carrier change. 
 
St. Croix Prep’s benefits renew annually on July 1. The school is required to comply with HITA (Health 
Insurance Transparency Act) for group medical coverage and the renewal process for 2021-2022 included 
that compliance. The school received closed bids from four medical insurance providers:  Health Partners, 
Preferred One, PEIP, and United Health Care. Blue Cross Blue Shield and Medica declined to quote. 
 
Following the opening of the initial bids and negotiation with the carriers, we recommend moving to 
Preferred One from Health Partners, our current carrier. Preferred One offers the same three plan designs 
and two networks that are currently offered to eligible employees with a network option that includes 
Mayo Clinics. Network coverage is 96% identical to what is currently provided to our employees. 
Preferred One is also offering a 10%, 2nd year rate cap guarantee. The premiums with Preferred One will 
decrease .69%, while premiums with HealthPartners would increase 9% (down from the 25% increase 
offered initially). Our broker, USI, will decrease their commission percentage by 1% to give us an overall 
decrease 1.69%. The school will maintain annual H.S.A. contributions of $500 for single coverage and 
$1000 for family. 
 
Other carrier bids were: 

• PEIP was a 15.75-63% increase in premiums over current premiums depending upon their unique 
plan design, and they were not able to match our current plan structure. PEIP also requires a 
two-year commitment.   

• UHC was a .82% increase in premiums over current premiums. Their small network is the Core Essential 
and is not comparable to HealthPartners Achieve in size. Members must actually live in the 11-county 
area to choose this option and approximately 15% to 20% of our employee population falls outside of the 
network area, and there is no out of network coverage. 

 
Other benefits: 
Dental will renew with HealthPartners with no increase. These rates have been in effect since our 
previous HITA bid process for the 2019-20 school year. 
 
Group term life insurance will renew with Principal with an increase of $0.005 per $1000 of coverage, a 
6.25% increase. No premium change for voluntary life insurance coverage (a voluntary benefit, 100% 
employee paid). 
 
Long-term disability will renew with Principal with an increase of $0.01 per $100 of payroll, a 3.2% 
increase. 
 
Vision coverage through VSP (a voluntary benefit, 100% employee paid) will renew with a decrease of 
11% for the base plan and 9% for the premium plan.   
 



 
 

 
St. Croix Preparatory Academy 

Compensation Plan - Edits 
May 18, 2021 

 
 
The following edits have been made to the May 2021 Board submission and approval of 
the 2021-2022 Compensation Plan: 

 
• Year has been updated to 2020-21. 
• Teacher overload rates (p. 4) have been increased 2%. 
• Non-Instructional Staff pay bands rates have been adjusted to align with the 

budget (p.7). 
• Appendix B: QComp Performance Incentive Schedule (p. 11) will be updated 

when MCA scores are released and new goals are established. 
• Appendix D: Staff Stipend Schedule and Hourly Rates (p. 13) have been 

updated to align with the budget. 
• Appendix E: Non-Licensed Instructional Staff Salary Schedule (p. 15) has been 

updated to align with the budget. 
• Appendix F: Substitute and Seasonal Employee Compensation Rates (p. 16) 

have been updated to align with the budget. 
 
 
 
 



 

 

 
 

 
 

 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 
 

COMPENSATION PLAN 
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INTRODUCTION  
The Board of St. Croix Preparatory Academy is pleased to approve this 
compensation plan for the employees of St. Croix Prep.  In previous years, due to 
responsible fiscal management of the administration, the Board has frequently allocated 
one-time pay adjustments to its personnel.  During August of 2016, the refinancing of 
lease revenue bonds substantially increased the School’s annual cash flow; this has 
allowed the Board to make a significant and permanent change to the 
compensation plan.  We hope you are pleased with this adjustment.  
One of the Board’s primary duties is to ensure the fiscal stability of the School.  Through 
diligent efforts, St. Croix Prep has avoided the financial woes that have impacted other 
schools over the past decade (e.g. government holdback of 40% in 2011, declining 
enrollment, salaries/benefits exceeding 75% of the budget, etc.).  If future situations 
should have a significant financial impact on the School, the Board will take appropriate 
steps, including modification of the compensation plan, to ensure the long-term 
sustainability of St. Croix Prep. 

Goals of this Compensation Plan 

• Provide a comprehensive and accessible compensation structure for all St. 
Croix Prep staff 

• Ensure that our system of compensation is optimally aligned with our 
organization's values of collaboration, continuous improvement and 
development, and a belief that results matter 

• Maintain a consistent and fair practice for establishing salaries across the 
school 

• Stay competitive in the local market 
• Ensure a compensation model for sustainable budgeting 
• Guarantee compliance to FLSA requirements for exemption status 

Components of this Compensation Plan 

SCPA employees fall into one of the three employment categories.  The unique 
compensation structure of each category is detailed in one of the following sections of 
this document: 

• Licensed Instructional Staff Compensation (Teachers) 
• Non-Licensed Instructional Staff Compensation (All Educational Assistants) 
• Non-Instructional Staff (All other staff) 

The fourth section of this document, Other Organizational Benefits, applies to all SCPA 
employees. 
Finally, the Compensation Plan includes four appendices which are appropriately 
referenced in the body of the Plan.   
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I. LICENSED INSTRUCTIONAL STAFF COMPENSATION 
Components of Licensed Instructional Staff Compensation are as follows: 

A. Placement Level:  Licensed instructional staff base salary is set forth in 
Appendix A (Licensed Instructional Staff Salary Schedule).  Initial 
placement level is based on the candidate’s years of experience in 
accredited or similar standing schools in which he/she taught full time for 
the full academic year in any grade, K-12, or other relevant experience.  
Also considered in establishing a candidate’s placement level is external 
market conditions in which it is challenging to recruit and retain qualified 
teachers in a particular discipline.  Placement level is determined after 
reviewing a candidate’s file prior to a hire date.  Placement level may be 
negotiated with SCPA Administration approval.   

B. Advancement of Placement Level:  Advancement of a placement level on 
the Licensed Instructional Staff Salary Schedule is contingent upon 
achieving or exceeding the minimum score defined below on the year-end 
appraisal, completing annual QComp requirements, and SCPA 
Administration recommendation. 

1. Year End Performance Appraisal:  An average score of 2.0 or above 
on a 3 point scale on the annual year-end performance appraisal.  The 
appraisal is performed by the teacher’s Division Principal or Director.   

2. Annual QComp Requirements:  Current requirements are outlined in 
Appendix B. 

3. SCPA Administration Recommendation:  Administration 
recommendation for the teacher to move placement levels. 

C. Salary Schedule:  Current year salaries are reflected in Appendix A.  
D. Normal Teaching Load:  The normal teaching load of a full-time teacher 

varies by division and discipline.  Teaching load is based on a 7 period day 
in middle school and upper school.  1.0 Full –Time Equivalent (FTE) 
teaching loads are defined as follows: 

Grade Description Teaching Load per day 

K-4 Gen. Ed Teacher Approximately 5 hours of student 
contact time in a grade level classroom 

K-4 Specialists – Art 5 Classes 

K-4 Specialists – Music  5 Classes 

K-4 Specialists –  
Physical Education 

5 Classes plus 1 additional duty  
(20 min/day) 

5-12 Gen. Ed Teacher 5 Classes 

9-12 Gen. Ed. Teacher – Science 4 Science Lab Classes 

5-12 Specialists – Art 5 Classes 

5-12 Specialists – Music 6 Classes or Lesson Equivalent 

5-12 Specialists –  
Physical Education 6 Classes  

K-12 Special Education Teacher Full Caseload as determined by  
SPED Director 
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The remaining unscheduled time in a teacher’s work day is for additional 
preparation, meetings, parental conferences, staff coverage if needed or other 
activities.  

E. Teaching Overload:  Teaching duties in excess of load identified in 
paragraph D above shall be paid an overload stipend per the table below.  
The overloads are awarded at the discretion of the Division Principal and 
require prior approval by the Chief Operations Officer.  FTE weighting for 
Grades 5-12 are as follows: 

	
FTE 

weight 
Credit Weight Stipend 

Amount 

.10 ½ Credit Class  $  2,988.00 

.20 1 Credit Class $  5,817.00 

.125 ½ Credit Science Lab Class $  3,636.00 

.25 1 Credit Science Lab Class $  7,272.00 

 

F. Part-time Teaching Load:  If a teacher is part-time or temporary, the salary 
will be calculated according to their defined fractional FTE.  

G. Additional Duties:  Assignments of teachers to Additional Duties such as, but 
not limited to, bus supervision, hall supervision, and event attendance, shall be 
distributed among all teachers in the building.  No additional compensation is 
awarded for these duties.  See Appendix C for a more complete list of 
Additional Duties.  

H. Prep Time Substitute Pay:  Teachers who are requested by their building 
principal and agree to use planning or preparation time to substitute for a 
teacher who is absent shall be compensated for such duty at their hourly rate.  

I. Coaching and Advisory Assignments:  All assignments to additional 
activities, including, but not limited to, athletic and extra-curricular activities 
and clubs, shall be compensated according to the schedule in Appendix D.  
The Activities Director and the appropriate coaching or advisor staff shall 
participate in the hiring process for these positions. 

J. Q-Comp Leadership Positions:  Teacher leadership positions including 
Teacher Learning Coordinator (TLC) and Professional Learning Community 
(PLC) Leader as well as short term project opportunities are available and 
shall be compensated according to the schedule in Appendix D. 

1. The TLC and PLC positions are three year terms and shall be posted in 
the spring preceding the term or upon vacancy if needed.  TLC Leader 
salaries follow the Teacher Salary Schedule. 

2. The QComp Committee participates in the hiring process for these 
positions. 

K. Q-Comp Performance Incentives:   All teachers are eligible and are awarded 
additional pay, beyond the base salary, for participation in and qualification 
for Q-Comp Performance Incentives.  Stipends for these duties are set forth in 
Appendix B (QComp Performance Incentive Schedule). 
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II. NON-LICENSED INSTRUCTIONAL STAFF COMPENSATION 
Components of Non-Licensed Instructional Staff Compensation are as follows: 
A. Job Levels:  SCPA has three job levels for non-licensed instructional staff: 

• General Education, Education Assistants (Classroom EAs) 
• Special Education, Paraprofessionals  
• Special Education, Paraprofessionals – Special Duty 

Education Assistants that work in the classroom supporting one grade level are 
General Education EAs.  Education Assistants that work with special needs 
students either in the classroom or a resource room and may support multiple 
grade levels are Special Education Paraprofessionals. 
B. Placement Level:  Administration and the SCPA Board of Directors will 

determine all non-licensed instructional staff placement level based on job 
description, experience, and available external market data.  
 

C. Advancement of Placement Level:  Advancement of a placement level on the 
Non-Licensed Instructional Staff Salary Schedule is contingent upon achieving 
or exceeding the minimum score defined below on the year-end appraisal and 
SCPA Administration recommendation.  The year-end appraisal will be 
performed by the employee’s Division Principal or Director in collaboration 
with any supervising teacher. 

1. Year End Performance Appraisal:  An average score of 2.0 or above 
on a 3 point scale on the annual year-end performance appraisal.  The 
appraisal is performed by the teacher’s Division Principal or Director in 
collaboration with any supervising teacher.   

2. SCPA Administration Recommendation:  Administration 
recommendation for the staff member to move placement levels. 

D. Salary Schedule:  Current year salaries are reflected in Appendix E. 
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III. NON-INSTRUCTIONAL STAFF COMPENSATION 
Components of Non-Instructional Staff Compensation are as follows: 
A. Job Levels:  Five (5) Job Levels have been created for Non-Instructional Staff 

to ensure consistency in job functions across St. Croix Prep.  A promotion is 
needed to move up one or more job levels. 
 
Level 1:  Entry Level Support (Food Service Servers) 

• Job duties lean towards being more tactical in nature 
• Directly supervised 
• Limited autonomy to manage critical decisions 
• Limited or no previous work experience required 

Level 2:  Advanced Level School Support (Food Service Leads, Health Room 
Assistant, Administrative Assistants, Study Hall Monitor) 

• Responsible for leading, tracking and ensuring the achievement of 
the students with whom they work 

• May lead some whole group and a significant amount of small group 
instruction 

• Certifications may be required 
• To enter this level, employee must possess a basic level of knowledge 

and mastery in his/her profession, but would benefit from additional 
years or work-related experience 

Level 3:  Office Managers, Accountant, District Executive Assistant, District 
Administrative Assistant, Kitchen Manager  

• Job duties have strategic requirements which require ample 
professional judgement and decision making over matters of 
significance 

• Proven experience directly related to this profession is required to 
enter this level and professional certification may be required 

Level 4:  Managers, Associate Directors, Coordinators, College Counselor 

• Job duties include responsibility for the strategic direction and 
success of a functional area of the organization 

• Individual operates autonomously and makes critical decisions 
• Individual may manage or coach others 
• Proven experience and a track record of success is required to enter 

this level 
Level 5:  Directors, Principals, Chief Officers 

• Establishes strategic direction for the organization in collaboration 
with Executive Leadership 

• Individual has accountability for whole teams of people or entire 
functional areas of organization 

• Proven experience operating at management levels of an 
organization are required to enter this level 

• Two or more direct reports 
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B. Pay Level Bands:  Pay Level Bands correlate with Job Levels (see section A).  

Within each Band is a minimum and maximum pay level.  Compensation for an 
individual is based on numerous factors such as market range for a position, 
job knowledge, skills, experience and demand.  All salaries referenced are 
based on work by a full-time equivalent (FTE) employee.  If a staff member is 
part-time or temporary, the salary will be calculated according to their 
defined fractional FTE. 

 Pay Level Band Minimum Maximum Position  

L1 $14.00 $15.00 Food Service Servers 

L2 $15.00 $18.00 Food Service Leads, Health Room Assistant, 
Administrative Assistants, Study Hall Monitor 

L3 $17.00 $28.00 Office Managers, Accountant, District Executive 
Assistant, District Administrative Assistant, Kitchen 
Manager  

L4 $35,000 $65,000 Managers, Associate Directors, Coordinators, College 
Counselor, Technology Assistant 

L5 $64,000 $175,000 Directors, Principals, Executive Directors 

 
C. Starting Salary:  Administration and the SCPA Board of Directors will 

determine all non-instructional staff starting salary based on expectations/job 
description, experience, value to the school and available external market 
data. The Pay Level Bands (see paragraph B) will be reflective of this 
determination. 

D. Tiers for Raises:  Performance-based raises will be offered according to the 
following set of criteria, with manager discretion within the provided ranges. 

Performance-
Based Raise Tiers 

Professional Evaluation 
(on 5 point scale) 

Potential Raise 
Range* 

Tier 1 At least 3.0 .5 - 1.0% 

Tier 2 3.25 to 3.75 1.5 - 2% 

Tier 3 More than 3.75 2 - 3% 

*Salary increases outside of this range may be granted with SCPA Administration approval. 

 
E. Performance Evaluation Components:  The performance evaluation score is 

determined by the direct manager and may be influenced by the following 
inputs: 
1. 360 Evaluation 
2. Progress on Individual Performance Goals 

• Individual Performance Goals (IPG) are job-specific performance goals 
that may be set annually between you and your manager.  IPGs should 
to be Specific, Measurable, Attainable, Relevant, and Time bound, and 
should be aligned with other organizational goals. 
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IV. SUBSTITUTE AND SEASONAL EMPLOYEE COMPENSATION 
Components of Substitute and Seasonal Employee Compensation are reflected in 
Appendix F. 
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V. OTHER ORGANIZATIONAL BENEFITS 
Other employment benefits for all eligible employees (employees regularly 
scheduled to work 30 or more hours per week), the total compensation package 
includes significantly more than base salary (or hourly wages). 
Notably, St. Croix Prep offers and contributes substantial monetary amounts 
toward benefit programs intended to help protect your personal and financial 
well-being.  Those contributions usually equate to a value of approximately 23% 
of your annual salary.  
See our benefits summary documents for more information.  Our benefit offerings 
currently include:  health, dental, long-term disability, life insurance, 403(b), 
flexible spending account, paid time-off, and matching contributions for PERA 
and TRA retirement accounts as applicable. 
Other Organizational Benefits that contribute to SCPA’s positive, supportive 
culture: 

• Flexible work environment:  
o Flexible hours/work remotely (need to be present on student 

contact days 9:30am-4:00pm)  
o Coverage for staff in emergencies 
o Jeans and spirit-wear on Thursdays and college-wear on Fridays 

• Support with Professional Development: 
o Earn CEUs through on-site professional development 
o CEU hours entered on MDE portal on behalf of licensed faculty 

• Support of enrollment of staff child(ren) at SCPA: 
o Preferential student enrollment for SCPA employees  
o Free on-site childcare before and after school through YMCA for 

licensed staff’s child(ren) 
• Support during work day: 

o On-site food service: Lunch, including Salad Bar & Breakfast items 
o Free coffee (locally roasted)/tea and condiments 
o Notary public on-site (Beth Grubisch) 

• Discounts extended to staff: 
o SCRIP discounts (staff may elect full rebate amount for discount) 
o Discounted SCPA spirit wear for staff at Heritage (show SCPA ID 

badge for 20% discount) 
o Staff free entry with staff ID at SCPA hosted events 

• Support of staff’s and family’s health and wellness:  
o Free use of fitness room and athletic facilities 
o Health club fee reimbursement through SCPA’s health insurance 

carrier 
o Wellness program - $120 per year upon completion of earning 

required participation points  
• St. Croix Prep strives to be a good local and global citizen: 

o Recycle/compost options for paper, glass, aluminum and food 
o SCPA is a prairie restoration site 
o Stillwater Chamber of Commerce member 
o SCPA’s National Honor Society has adopted a section of 

Stagecoach Trail  
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APPENDIX A:  

Licensed Instructional Staff Salary Schedule 
2021-2022 School Year  

 

 

Placement 

Level* 

 

FY22 Pay Scale 

1.0 FTE 

1 $37,500 

2 $38,000 

3 $38,760 

4 $39,535 

5 $40,919 

6 $41,737 

7 $42,572 

8 $43,423 

9 $45,595 

10 $46,507 

11 $47,437 

12 $48,385 

13 $49,353 

14 $50,340 

15 $51,347 

16 $52,374 

17 $53,421 

18 $54,490 

19+ $55,580 

 
*Advancement on the placement schedule is contingent upon completing QComp 
requirements, achieving or exceeding the required minimum score on the year-end 
appraisal, and SCPA Administration recommendation. 
 
An annual cost of living adjustment will be added for staff above placement level 19+ 
and is contingent upon completing QComp requirements, achieving or exceeding the 
required minimum score on the year-end appraisal, and SCPA Administration 
recommendation. 
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APPENDIX B:  

QComp Performance Incentive Schedule 
2020-2021 School Year  
Licensed staff (teachers and school nurse) are awarded additional pay, beyond base 
salary, for participation in and qualification for Q- Comp Performance Incentives. The 
goal of the incentive is to improve teacher instruction and increase student 
performance. The amount for each category is based on the dollars available each year 
as determined by the submitted and approved Q-Comp Plan by Minnesota Department 
of Education.  For the 2020-2021 school year, in order to receive performance based 
pay all licensed staff will need to achieve a minimum score of 46 on the first semester 
seminar observation and a minimum average of 2.0 on a 3.0 scale or higher must be 
achieved on the Year-End Performance Appraisal. First and second-year licensed 
staff will need to achieve a minimum score of 40 on the first semester seminar 
observation and a minimum average of 2.0 on a 3.0 scale or higher must be achieved on 
the Year-End Performance Appraisal. 
Category 1.  Ten Percent – ($180) – Satisfactorily meeting School Wide Student 
Achievement Goals:  

• Lower School Division Goal- The percentage of all students in grades 3-4 at St. 
Croix Preparatory Academy who earns achievement levels of meets or exceeds 
the standards on the Reading MCA-III will increase from 91.1% in 2019 to 91.6% in 
2021.    

• Middle School Division Goal-The percentage of all students in grades 5-8 at St. 
Croix Preparatory Academy who earns achievement levels of meets the 
Standards or Exceeds the Standards on the Reading MCA-III will increase from 
88.8% in 2019 to 89.3% in 2021.  

• Upper School Division Goal-The percentage of all students in grade 10 at St. Croix 
Preparatory Academy who earns achievement levels of meets the Standards or 
Exceeds the Standards on the Reading MCA-III will increase from 92.4% in 2019 to 
92.9% in 2021. 

Category 2.  Forty Percent – ($720) Measures of Student Achievement:    

• Teachers must submit evidence of satisfactory performance via portfolio 
submission to Q-Comp planning team for review in May and meet PLC attendance 
requirements.    

Category 3.  Fifty Percent – ($900) Participation in the Licensed Staff Seminar 
Observation Process indicating successful implementation of Paideia Seminar in 
classrooms: 

• One Seminar Observation will be conducted throughout the year.  One 
observation will be conducted by the TLCs using the Seminar Observation Rubric. 
Teachers must meet a minimum score of 46 points on the first semester seminar 
observation and a minimum average of 2.0 on a 3.0 scale or higher must be 
achieved on the Year-End Performance Appraisal. First and second-year licensed 
staff will need to achieve a minimum score of 40 on the first semester seminar 
observation and a minimum average of 2.0 on a 3.0 scale or higher must be 
achieved on the Year-End Performance Appraisal. 

In summary,  

• the annual Q-Comp stipend for Categories 2 and 3 will be awarded to licensed 
staff that: 
o meet or exceed the minimum year-end performance appraisal score listed 

above 
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o successfully complete all Category 2 and 3 requirements 
• the annual Q-Comp stipend for Category 1 will be awarded to licensed staff if 

their division scores meet or exceed the minimum scores listed in Category 1. 
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APPENDIX C:  

Additional Duties 
2021-2022 School Year 

 

  

Licensed School Nurse Lower School Middle School Upper School
Additional Duty Time Frequency Requirements Time Frequency Requirements Time Frequency Requirements Time Frequency Requirements
Supervisory:
Parent drop off 15-20 minutes Daily Half of LS staff 20 minutes Daily As Assigned 20 minutes Daily As Assigned
Parent pickup/bus 15-20 minutes Daily Half of LS staff 20 minutes Daily As Assigned 20 minutes Daily As Assigned
Direct Traffic 25 minutes Daily As Assigned 25 minutes Daily As Assigned
Lunch Duty 20 minutes Daily As Assigned 20 minutes Daily As Assigned 25 minutes 2x/week As Assigned
Recess 20 minutes Daily As Assigned
Hall/Atrium/Stairwell Duty 15-20 minutes Daily As Assigned 20 minutes Daily As Assigned 25 minutes Daily All US Staff
Class passing time 20 minutes Daily MS Staff 

Volunteers
20 minutes Daily All US Staff

Latin Lab OR Writing Lab OR Study Hall (before school) 25 minutes Daily As Assigned
Math Lab OR Study Hall (during recess) 20 minutes Daily As Assigned
Detention 75 minutes 1x/week As Assigned
Advisory (Service Hrs/EOY Presentations) 25 minutes Daily As Assigned
TA Coordinator 45 minutes Daily As Assigned
Upper School Faculty Committees 20 minutes 1x/biweekly As Assigned
Middle School Faculty Committees 1-2 hours As Needed As Assigned
Lower School Faculty Committees 3-4 hours As Needed As Assigned
Communication:
Conferences 10 hours 2x/year All LS staff 8-10 hours 1x/year All MS Staff 8 hours 1x/year All US Staff
Additional parent conferences As Needed As Needed All LS staff As Needed As Needed All MS Staff As Needed As Needed All US Staff
Newsletter 1 hour Weekly All LS staff 1 hour As Needed As Submitted 1 hour As Needed As Submitted
Student Office Hours 1 hour 1x/month K-4 Before/After 

school + lunch
Daily As Needed Before/After 

school + lunch
As Needed All US Staff

Child Study/ SPED Meetings Before/After 
School or Prep 
Hours

As Needed As Assigned Before/After 
School or Prep 
Hours

As Needed As Assigned Before/After 
School

As Needed As Assigned

Events/Activities:
Concerts 2 hours 2x/year All LS staff 2 hours 3x/year All Music Staff 2 hours 3x/year All Music Staff
Art Shows 20 hours 2x/year Art Staff 20 hours 2x/year Art Staff 10 hours 2x/year Art & Music Staff
Back to school night 3 hours 1-2x/year all schools 3 hours 1x/year All LS staff 3 hours 1x/year All MS Staff 3 hours 2x/year All US Staff
Parent Information Night 2 hours 1x/year All LS Staff
Kindergarten Open House 3-4 hours 1x/year 3-4 hours 1x/year All LS staff
Fifth Grade Orientation 5 hours 1x/year 5th Grade Staff
Ninth Grade Orientation 3-4 hours 3x/year 9th Grade Staff
Registration Night 4 hours 1x/year All US Staff
Boohoo/Yahoo Breakfast 2 hours 1x/year Kindergarten 

team
Student of the Month 3-4 hours 1x month As Assigned See Faculty 

Committees
Chaperoning (Dances/PROM/Other) 4 hours 3x/year US Staff Volunteers
Graduation & Senior Dinner 6-8 hours 2 nights/year All US Staff
Senior Retreat Overnight Chaperones 3 days 2x/year 6 US Staff
EOY Awards Ceremony 6 hours 1x/year All US Staff
Activity Advisors 2-4 hours As Needed MS Staff 

Volunteers
2-3 hours 2x/month Half of US Staff

Field Trip Chaperones- Extended Day 4-5 hours 1x year As Assigned
Educ. Travel Chaperone-DC/Wolf Ridge/Lang. Camp 3-4 days 1x year MS Staff 

Volunteers 
Independent Study Advisors 15-30 min/day Daily Requested Staff

Licensed School Nurse Lower School Middle School Upper School
Other Information: Time Frequency Requirements Time Frequency Requirements Time Frequency Requirements Time Frequency Requirements
Prep minutes 50 minutes Daily All LS staff 45-104 minutes Daily All MS Staff 46-150 minutes Daily All US Staff
Student/Staff Ratios 1 Teacher + 1 

EA:30
Specialists: 1:30

Year Round All LS staff 1:30-32  average
Music 1:40+

Year Round All MS Staff Math/Eng 1:32
PE/Soc St  1:32
Sci 1:27
Art 1:25
Music 1:40+

Year Round All US Staff

EA/Specialist Support Daily Each classroom / 
Title 1 + SPED EAs

Daily 6 SPED EAs - No 
Classroom EAs

Daily 4 SPED EAs - No 
Classroom EAs
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APPENDIX D:  

Staff Stipend Schedule and Hourly Rates 
2021-2022 School Year 
 

 
	  

 By Advisor By Activity  By Coach By Sport  By Coach By Sport

Upper School Student Council 2,350            Football 14,100          Baseball 5,350            
Advisor Salary 2,350            Head Varsity Coach 3,850           Head Varsity Coach 3,350            
Pep Band 550               Varsity Assistant Coach 2,500           Asst. Varsity Coach 2,000          
Advisor Salary/ $50 per game 550               Varsity Assistant Coach 2,500           Softball 5,350            
Jazz Band-Middle School 800              Varsity Assistant Coach 2,500           Head Varsity Coach 3,350            
Advisor Salary 800              Middle School Coach 1,750            Asst. Varsity Coach 2,000          
Vocal Music -                    Middle School Coach 1,000           Boys Lacrosse 4,150            
Advisor Salary -                    Girls Tennis 5,820           Head Varsity Coach 2,900           
Debate 2,000          Head Varsity Coach 3,350            Asst. Varsity Coach 1,250            
Advisor Salary 2,000          Asst. Varsity Coach 2,470           Girls Lacrosse 4,150            
Speech 2,000          Volleyball 9,950           Head Varsity Coach 2,900           
Advisor Salary 2,000          Head Varsity Coach 3,350            Asst. Varsity Coach 1,250            
National Honor Society 2,350            Asst. Varsity Coach 2,500           Track             11,350 
Advisor Salary 2,350            C-Team Coach 2,500           Head Varsity Coach 3,350            
Fine Arts Society 1,400           Middle School Coach 1,600           Asst. Varsity Coach 2,000          
Advisor Salary 1,400           Cross Country 5,450           Asst. Varsity Coach 2,000          
Theater - Upper School 5,675            Head Varsity Coach 3,100            Asst. Varsity Coach 2,000          
Director 2,100            Asst. Varsity Coach 2,350            Asst. Varsity Coach 2,000          
Vocal Director 775               Girls Soccer 7,800           Boys Golf 5,350            
Technical Director 500              Head Varsity Coach 3,100            Head Varsity Coach 3,350            
Pit Director 775               Asst. Varsity Coach 2,350            Asst. Varsity Coach 2,000          
Choreographer 775               C Team Coach 2,350            TOTAL 86,120          
Piano 750               Boys Soccer 7,800           
Theater - Middle School 2,500           Head Varsity Coach 3,100            
Director 2,100            Asst. Varsity Coach 2,350            
Asst. Director/Tech 400              C Team Coach 2,350            
Theatre Club 750               Boys Basketball 11,600           By Advisor
Managing Director 750               Head Varsity Coach 4,600          
Battle of the Books 700              Asst. Varsity Coach/JV 3,500           Peer Tutoring 2,000          
Advisor Salary 700              C-Squad Head Coach 3,500           Upper School Advisory Lead 1,500            
Yearbook 4,000          Girls Basketball 8,100           Senior Advisor 250               
Lower School Advisor 1,000           Head Varsity Coach 4,600          Prom 1,000           
Lower School Advisor 1,000           Asst. Varsity Coach/JV 3,500           Commencement 1,500            
Middle School Advisor 1,000           C-Squad Head Coach -                    College Recommendation Letters (10) 250               
Middle School Advisor 1,000           Alpine Ski 4,600          Pre-AP Chemistry Online 1,800           
Continential Math League 1,725             Head Varsity Coach 3,350            Curriculum Development/ per day 125                
Advisor Salary-2nd 575               Asst. Varsity Coach 1,250            
Advisor Salary-3rd 575               Dance Team -                    
Advisor Salary-4th 575               Head Varsity Coach -                    
AMC Math League -                    Archery           10,900 
Advisor Salary -                    Head Varsity Coach 3,700           Board Member 750               
US Math League 1,600           Asst. Varsity Coach 1,800           Board Clerk (per meeting) 100               
Advisor Salary 1,600           Asst. Varsity Coach 1,800           TLC 4,000          
School Newspaper 750               Asst. Varsity Coach 1,800           TLC Summer Work 5,000          
Advisor Salary 750               MS Coach 1,800           PLC 4,000          
Ski Club 1,000           Continued… Test Proctoring 15.75/hr
Advisor Salary 1,000           Summer School 35.00/hr
Quiz Bowl -                    ESY 35.00/hr
Advisor Salary -                    Homework Club 35.00/hr
Advisor Salary -                    Homebound teaching 35.00/hr
Lego League 500              
Advisor Salary 500              
TOTAL 30,650         TOTAL CURRICULAR STIPENDS 9,363            

 Subbing for another teacher (internal coverage) 
 hourly rate 
per annual 

 Daily Stipend for approved additional 
projects/duties/ full day (6-8 hours) 125                

ATHLETICSACTIVITIES ATHLETICS (CON'T)

CURRICULAR

 Daily Stipend for approved additional 
projects/duties/ half day (3-5 hours) 62.50           
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APPENDIX E:  
Non-Licensed Instructional Staff Salary Schedule 
2021-2022 School Year 

General Education - Educational Assistant 

Placement Level* Hourly Rate 

1 $14.00 

2 $14.25 

3 $14.50 

4 $14.75 

5 $15.00 

6 $15.25 

7 $15.50 

8 $15.75 

9 $16.00 

10 $16.25 

  
Special Education -Paraprofessional 

Placement Level* Hourly Rate 

1 $15.00 

2 $15.25 

3 $15.50 

4 $15.75 

5 $16.00 

6 $16.25 

7 $16.50 

8 $16.75 

9 $17.00 

10 $17.25 

  
Special Education - Paraprofessional - Special Duty 

Placement Level* Hourly Rate 

1 $17.00 

2 $17.25 

3 $17.50 

4 $17.75 

5 $18.00 

6 $18.25 

7 $18.50 

8 $19.00 

9 $19.25 

10 $19.50 

Advancement on the 
placement schedule is 
contingent upon achieving or 
exceeding the required 
minimum score on the year-
end appraisal and SCPA 
Administration 
recommendation.   
 
An annual cost of living 
adjustment will be added for 
staff above placement level 
10 and is contingent upon 
achieving or exceeding the 
required minimum score on 
the year-end appraisal and 
SCPA Administration 
recommendation. 
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APPENDIX F:  

Substitute and Seasonal Employee Compensation Rates 
2021-2022 School Year 
 

Teacher Subs $125/day or $62.50/half day 

Long-Term Teacher Subs $175/day 

Special Education Sub Teacher/EA Float $18.00 - $20.00/hour 

EA General Education Subs $14.00/hour 

EA Special Education Subs $14.00/hour 

Nurse Subs $125/day or $62.50/half day 

Health Office Assistant Subs $15.00/hour 

Office Manager Subs $14.00/hour 

Food Service Subs $14.00/hour 

Seasonal Test Proctor  $15.75/hour 

Seasonal Facilities Workers $10.50 - $20.00/hour 

Seasonal Student Workers $10.50 - $15.00/hour 

Seasonal Administrative Workers $10.50 – $17.00/hour 
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St. Croix Preparatory Academy 
Stillwater, Minnesota 

 
 

March 2021 Financial Statements 
 

Executive Summary 
 

Balance Sheet 
 

The beginning balances shown on the Balance Sheet are based on the audited actual 
ending information as of June 30, 2020 while the ending balances reflect the YTD 
information. 

 
Original budget projected 1194 ADM. Reforecasted budget now projects 1177 ADM. 

Current ADM is 1164. 
 
Due from Other Funds represents the amount owed by Friends of St. Croix 

Preparatory Academy Building Company to the General Fund.  At this time, $0 is 
owed to the School by the Building Company. 

 
State Aids Receivable represents the amount of the holdback that is owed to the 

school at this time for both FY20 and FY21. 
 
Salaries and Wages Payable as well as Payroll Deductions and Contributions relate to 

salaries and benefits owed as of June 30th but will not be paid until after July 1.  
This primarily consists of the “summer paychecks” and related benefits for the 
teachers. 

 
Line of Credit Payable represents the amount that the school owes on the line of 

credit with Bayport First State Bank and Trust.  The line of credit has been 
renewed.   There is currently no amount owed on the line of credit.   

 
Accounts Payable represent amounts due for invoices received but not paid as of the 

end of the period. 
  
The beginning Fund Balance amount of $4,584,070 represents the audited Fund 

Balance at the end of the 2019-2020 school year while the ending Fund Balance 
at June 30, 2021 for the re-forecasted budget is to be $5,734,999.   

BerganKDV
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