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Introduction 
This document, the Kairos Academies Faculty Handbook, contains a lot! Some of it you know; other 
parts are wholly new. Our goal is to make all of it useful. That’s our commitment in everything that 
we do. Our shared mission of empowering students to direct their own lives and learning is too important 
to waste your time. We’ll review key points during staff onboarding and during ongoing inservice 
development, but we know lots of questions will pop up as these pages turn into reality. Please feel 
free to direct inquiries to our COO, Britt. 
 
Here’s the 30,000 ft. snapshot of what you’re about to cover: 
 

● Terms of Employment 
● Working at Kairos Day-to-Day 
● Grading and Promotion 
● Family Engagement  
● Confidentiality 
● Safety at Kairos 
● Benefit Details  

 
This stuff is dry, but despite its legalistic nature, please consider this a living document. As the team 
identifies kinks, we’ll evolve our operations, procedures, and this handbook to reflect improved 
organizational policies. Changes will be reviewed by the Executive Team and the Kairos Board, then 
finalized and shared with you as quickly as possible. 
 
As you read this handbook, please keep in mind the Kairos core values. They’ve inspired the vision 
shared by us all—faculty, students, parents—and now that the community has put its faith in us, it’s 
our responsibility to bring them to life. 
 

Challenge Conventions 

St. Louis schools have been failing for generations, so at Kairos, we don't do things the way 
they've always been done. We reject assumptions about what a school "has" to look like or 
what low-income kids "can" achieve. To be honest, we've never really cared that much about 
what's conventional. The only thing that matters, the only thing we care about, is what's good 
for kids. 
 
Be Better 

Students aren't the only ones growing at Kairos. We've been a learning organization since Day 
1. Our name, kairos, means the opportune moment; it means every moment is an opportunity 
to look at our mistakes, make a better choice, and live our best life. It's what we teach 
students and what we expect from ourselves. Although we only hire the best and brightest 
(through a rigorous four-part process), we're still always thinking about how to improve; 
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that's why Kairos gives faculty more time for professional development than any other school 
in St. Louis. 
 
Stay Scrappy 

When Kairos began, it was just a couple teachers going against a system they saw hurting 
their kids. To make ends meet, each took on a few part-time jobs. And then at nights, they'd 
really get to work—meeting in kitchens and coffee shops to dream up what a school could 
be. Folks said it couldn't be done: working 80 hours every week, living on pennies, fighting the 
status quo. But for every official who told us no, there was always a parent desperately stuck 
in a failing school; and for every challenge, there was always a way to figure it out. So for all 
you educational pioneers—whether you're a teacher, or a parent, or a student yourself— 
here's to the adventure. 
 
Protect Promises 

Nothing is more sacred than promises made to children. When our founders left Jennings and 
Normandy, they continued to tutor their former students every weekend. And when Kairos 
was sponsored to open in Dutchtown, that's where they moved, so they could live in the 
neighborhood they served. Schools in St. Louis aren't good enough: only 9% of 8th graders can 
do basic arithmetic, and even fewer can read on grade level. So at Kairos, we're inventing 
something new—the kind of school we'd send our own children to. Students who graduate 
will be ready for the college or career of their choice. That's a promise. 
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Terms of Employment 
Required Paperwork for Employment 
Before the start of the year and official start of your contract at Kairos Academies, all employees 
must have completed or have submitted proof of the following: 
 
Background Checks 
Kairos faculty, staff, and volunteers who are left unsupervised with children must complete two 
background checks: 

● A federal fingerprint-based background check through the Missouri Automated History 
Criminal Site (MACHS) 

● Registration in the Family Care Safety Registry (FCSR) 
 

All employees must complete the MACHS background check, even if they have done so for a previous 
institution. Employees who have registered for the FCSR in the past do not need to do so again. 
Please use these directions to complete your background check(s). Results are sent directly to Kairos 
and proof of clearance is filed within our system. Kairos will also learn of any future criminal activities 
through registration in these systems. 
 
Please note that your employment with Kairos Academies is expressly conditioned upon your successful 
completion of the background check.  

 
Proof of U.S. Citizenship 
To enroll in Kairos’ HR system (Bamboo), you must complete a Form I-9 Employment Eligibility 
Verification and provide all supporting documentation. These will be collected during the first week of 
faculty onboarding. If such documentation is not readily available, you must present a receipt for an 
application of the necessary documents. 
 
Just so you know, Kairos doesn’t discriminate on the basis of citizenship status or national origin. Why 
would we? Besides, it’s against the law. 
 

Not like the brazen giant of Greek fame, 
With conquering limbs astride from land to land; 

Here at our sea-washed, sunset gates shall stand 
A mighty woman with a torch, whose flame 
Is the imprisoned lightning, and her name 

MOTHER OF EXILES. From her beacon-hand 
Glows world-wide welcome; her mild eyes command 

The air-bridged harbor that twin cities frame. 
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"Keep, ancient lands, your storied pomp!" cries she 
With silent lips. "Give me your tired, your poor, 
Your huddled masses yearning to breathe free, 

The wretched refuse of your teeming shore. 
Send these, the homeless, tempest-tost to me, 

I lift my lamp beside the golden door!" 
 

The New Colossus (Emma Lazarus, 1883) 

 
Missouri Teacher’s License 
For reasons surpassing understanding, at least 80% of Kairos teachers must have a Missouri teacher 
certification of some sort (substitute certification counts). Unless previously discussed with Kairos 
leadership, please submit a photocopy of your official Missouri teacher certification through Bamboo. 
 

Employee Confidentiality 
To get paid, enroll in benefits, and meet DESE compliance requirements, you have to provide Kairos 
with sensitive personal information such as your address, phone numbers, name changes, and social 
security number. 
 
That information is kept “need-to-know” and maintained securely. Kairos uses personal data to 
support back-office operations or meet compliance needs. We do not release data to third parties 
except when authorized by the employee or when such disclosure is mandated by law. 
 
If your personal data changes, please update it in Bamboo as soon as possible. If there is no place to 
update it in Bamboo, let Sierhah at Ed Ops (our back-office support) know. She can be reached at 
HR@kairosacademies.org  
 

Employee Termination 
Processes for Terminating Employment  
Employee contracts are at-will, entered into by mutual consent and for mutual benefit. You’re free to 
resign for any reason you feel is appropriate, just as Kairos may decide you no longer support the 
school’s mission. 
 
If you are considering terminating your relationship with Kairos, please reach out to Gavin first. As a 
small school in “start-up mode,” we are building Kairos together and strive to reasonably address 
barriers that prevent you from flourishing. 
 
If you do decide to leave Kairos, please date and sign a resignation letter, addressed to Britt and 
Gavin, as far as possible and at minimum two (2) weeks before your planned departure. Advanced 
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warning allows Kairos to find another high-quality candidate and limits the impact of your resignation 
on student growth and achievement. 
 
Return of Property 
All Kairos Academies’ property (key cards, Chromebooks, books, equipment, etc.) must be returned to 
Kairos upon separation from employment. You will be responsible for lost or damaged property that 
is not returned in good working order (notwithstanding normal wear and tear). Kairos may withhold 
the cost of any item not returned from the employee’s final paycheck. 
 
Exit Interviews and Procedures 
Upon leaving Kairos, you will have an exit interview with Britt Kelleher and/or her designee. We want 
to know how to make Kairos even better! Information on the continuation of benefits will be provided 
at this time. You will also be asked to provide Kairos with a forwarding address and phone number. 
 
Terminating Paycheck 
Any employee terminating employment will receive their last paycheck no later than the next regular 
stated payday or as soon thereafter as the employee returns all property of the school in the 
employee’s possession. 
 

Policies + Procedures For The Everyday 
Annual Calendar  
Kairos provides year-round education, broken-up into 7 cycles. A typical cycle (there is some 
variability due to the start of the year, holidays, etc.) is composed of: 

●  ~5 weeks of school  
● 1 week of faculty inservice/student break 
● ~1 week faculty and student break 

 
For the 2019-2020 annual calendar, Kairos’ cycles are as follows: 
 

Cycle  School 
Faculty Inservice + 

Student Break 
Faculty + Student 

Break  

Cycle 1  Aug. 12 - Oct. 11  Oct. 14 - 18  Oct. 21 - 25 

Cycle 2  Oct. 28 - Dec. 13  Dec. 16 - 20  Dec. 23 - Jan. 3 

Cycle 3  Jan. 6 - Feb. 7  --  Feb. 10 - 14 
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Cycle 4   Feb. 18 - Mar 20  Mar. 30 - Apr. 3  Mar. 23 - 27 

Cycle 5  Apr. 6 - May 15  May 18 - 22  May 25 - June 5 

Cycle 6  June 8 - July 10  July 13 - 17  July 20 - 24 

Cycle 7   July 27 - Aug. 7th  --  -- 

 

Accessing and Parking at Kairos  
We know that an educator’s work doesn’t and end with the traditional school day. Maybe you’re 
analyzing data before school, tutoring a student in the afternoon, or prepping on a weekend. Our 
whole team is right there with you. We recruited self-starting faculty with big dreams and even more 
drive. Our space is open to you anytime you want to further student learning, 24/7/365. 
 
Kairos faculty have three entrances 
into the building: the Kairos Entrance 
(2315 Miami St, primarily for 
students); the main building 
entrance (3558 South Jefferson, for 
visitors and disabled students); and 
the employee entrance (through the 
employee parking lot, only ever for 
faculty). 
 

  * Employee Parking Lot 

  * Visitor Parking Lot 

   

Your ID card opens all three doors as well as the gate to the employee parking lot. To park in the 
employee parking lot, please put your CPH hang-tag on the rearview mirror (otherwise CPH may tow 
your car). If you plan to park in the employee parking lot overnight (e.g., you’re going to a Cards game), 
please let Britt know so she can alert CPH. Otherwise, you may come back to a missing car 😢. 
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Daily Schedule 
 

7:30-8:45  Before-School Supervision + Remediation   
 
 

We ask all team members to report 
to school from 8:45-5:00 unless:  
 

● You have discussed 
extenuating circumstances 
with Kairos 

● You have volunteered for 
before- or after-school 
remediation and are 
scheduled for the cycle 
 

Faculty circle is Wednesday from 
5-6 p.m. 

8:45-9:00  Faculty Huddle 

9:00-5:00  School Day 

5:00-5:15  Pick-Up #1 

5:00-6:00  After-School Supervision + Remediation 

6:00-6:15  Pick-Up #2 

6:00-8:00  Cherokee Rec Center Supervision  

 
Lunch and Differentiated Time 
Part of rethinking education means rethinking school lunch. Kairos lunch is facilitated by our Founding 
Fellows: two highly-recommended, super energized college students who have joined the Kairos 
team to serve lunch, get to know kids, and explore the world of ed reform hands-on. The food comes 
from St. Louis University’s Fresh Gatherings Cafe, run by their Nutrition and Dietetics Department; 
the meals come either from their own garden or are locally sourced. 
 
Coaches use lunch to check-in with students in their pod. In each forty-minute lunch period, a coach 
checks in with 5 of the students in their pod (~15 minute check-ins). If you have more than 10 
students, you’ll choose the most advanced student and check-in with him or her during a Focus Area 
or Culture Rotation Period. Over the year, student schedules will become more flexible, and check-ins 
will become easier to accommodate. 
 
Faculty eat lunch alongside students for check-ins. Just like we use differentiated work to model 
productive, independent self-direction, we use lunch to model healthy eating habits. Kairos provides a 
free SLU lunch to all faculty. You can also bring your own lunch and eat it during the lunch period or at 
another time in the day. 
 

Faculty Dress Code 
Our aim is to stop treating children “like children,” and that’s just as true for adults. We trust you can 
dress yourself appropriately without having details laid out. Just keep a few things in mind. First, we 
ask students to present themselves professionally, so we hope you’ll uphold the same 
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standard—sneakers are fine, but no workout clothes, midriff, rips, etc. Second, please be mindful of 
alienating students through clothing decisions with offensive language or politically-charged 
statements. 
 

Mail Procedures  
Please refrain from sending mail to Kairos unless it is for school purposes. Every package delivery 
requires a trip down to the Concordia Publishing House loading dock (some of you know it well after 
hours of moving!), which takes time away from student learning. 
 
For mail from USPS, please check the Kairos HQ. We will hold mail in a filing folder with your name on 
it. You’ll be notified about mail and packages via email. Please pick up packages within the day. Our 
Kairos HQ is shared with the kiddos in the Compass Center, and we want them to have as much 
space as they can! 
 

Team 
Diversity 
At Kairos, we believe that all team members—regardless of race, color, nationality, sex, gender, 
sexual orientation, gender identification, socioeconomic class, disability, or age—are essential to the 
success of our organization and our students. Otherwise, we wouldn’t have hired you. In fact, we 
believe that we’re strengthened by the array of knowledge, perspectives, and experiences that our 
diverse backgrounds bring. We are committed not only to providing equal opportunity, but to seeking 
out diversity in all areas of education, recruiting, hiring, retention, promotion and contracted services. 
 
To that end, Kairos complies with the following statutes for all faculty and student programs or 
activities: 
 

1. Title VI of the Civil Rights Act of 1964, prohibiting discrimination on the basis of race, color, or 
national origin 

2. The Rehabilitation Act of 1973 (Section 504), prohibiting discrimination on the basis of 
disability 

3. Title IX of the Education Amendments of 1972, prohibiting discrimination on the basis of sex, 
including in terms of employment opportunities and freedom from harassment 

4. The Age Discrimination Act of 1975, prohibiting discrimination on the basis of age 
5. The Americans with Disabilities Act (ADA) and applicable state and local laws providing for 

non-discrimination in employment against qualified individuals with disabilities and providing 
reasonable accomodations in accordance with these laws 
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Violations of the above statutes, as well as any other discriminatory behavior related to the social 
categorizations listed above, are not tolerated at Kairos. Please report any and all discriminatory 
behavior to Britt. All workplace grievances will be addressed fairly and expeditiously with the intent of 
resolving them in a mutually agreeable manner. 
 

Kairos Compass and Commitments  1

Celebrating difference is only the first step to building the type of 
community that we all want to be a part of. Building a community 
that is integrated, reflective, and caring requires intentionality on all 
of our parts. 
 
To this end, we ask all members of the Kairos community, faculty 
and students, to commit to seize every moment as an opportunity (a 
kairos) to be the best version of ourselves. Like students, faculty also 
use the metaphor of a compass to direct and reflect on how we 
interact within the Kairos community. We hold ourselves to the 
same set of commitments that we ask of our students. 
 

  I commit to keeping myself and others safe. 
I know it is important to keep myself and my peers safe through actions and words. 

 
 
 

I commit to leaving no community member behind. 
I know it is important to support and look out for each other and recognize that each 
person’s wellbeing and success is connected to the overall wellbeing of our 
community. 

  
 

I commit to seeking diversity of perspective. 
I know that my ideas are true but only a part of the answer. Since we all offer 
different perspectives, I commit to be curious about others’ opinions. 

  I commit to speaking to the person, not about the person . 
I commit to not gossip or talk behind someone’s back. Rather, I commit to speak 
directly to the person. 
 
 
 

1 These commitments, and Kairos’ broader approach to culture, is based on the incredible work at Valor Collegiate—one of 
Tennessee’s top-performing school networks. We have worked closely with Valor to take their resources and adapt them to 
the needs of our community here in St. Louis. 
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  I commit to speaking from my heart, but using my head. 
I commit to express thoughts and feelings in ways that are kind and can be heard. 
To do so, I strive to balance the use of my heart and my head. 
 

  I commit to working the Compass. 
I believe in the value of developing my mind, body, heart, and spirit to become the 
best version of myself, and I commit to doing so.  
 

  I commit to walking my talk. 
I do what I say I am going to do, knowing that is how I build trust within our 
community. 
 

  I commit to seizing my kairos . 
I direct my own life and learning. I make thoughtful choices to shape my future and 
the future of my community. I take action to unlock my human potential. 
 

Communications 
Getting in Touch With The Team 
 
In-Person Check-In 
Anything that is not time-sensitive or requires extended discussion should be saved for an in-person 
check-in. Pinging someone 5 times over Slack or email throws 5 balls in the air; juggling them is 
distracting, stressful, and often something gets dropped. Instead, add those items to a running list 
that you can cover in a 20 min in-person check-in (either standing or ad hoc). 
 
Slack 
Use for either quick or team-wide communication: 

● Urgent questions you might otherwise text (Ex: Is Lee’s AMA right now? I need to know ALL 
about her!) 

● Important reminders (Ex: Do NOT go into any room with whiteboard paint until 7/29!) 
● Quick questions that expedite your work (Ex: Where can I find RGB for the Kairos colors?) 
● Shout outs (Ex: Snaps for Nilesh and his banana shirt!) 

 
Like the law of entropy, organizations inexorably slide toward Slack overload. To fight that, please 
keep the following in mind: 
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● Try not to shoot off messages whenever something comes to mind. Consider whether you 
can save that for an in-person check-in or answer it yourself without too much effort. 

● Use subject-related channels when appropriate. 
● Use direct message whenever possible. If not everyone in a channel needs to know, don’t put 

it there. Try not to clutter people’s attention. 
 
Texts 
Please do not use text messaging for school purposes. Instead, download Slack on your phone. The 
more communication channels we use, the easier it is to lose track of information. 
 
Email 
To make sure things don’t get lost in Slack, please use email for:  

● Any deliverables or deadlines (so it can sit in an inbox for later reference) 
● Messages that are 3+ paragraphs in length 
● Particularly important or sensitive messages (if time-sensitive, put “URGENT” in subject) 
● Messages you want to have in perpetuity (Slack will only hold the last 10K messages) 

 
Phone Call 
Use this for emergencies, when you need an immediate response, or when written communication 
just won’t do. Please reference our team directory for faculty’s work numbers. 
 
Whom to Contact 
If you, a parent, student, or anyone external to Kairos has a comment, question, or concern, please 
use the Contact Escalation Chart below to determine whom to contact. Start with “Primary Contact,” 
unless otherwise noted, and escalate as needed. 
 
One caveat: This is a work in progress. We’ll update it as kinks appear, and we’ll make sure everyone 
is looped in.   
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Contact Escalation Chart 

For comments, questions, 
 concerns related to... 

Primary  
Contact 

Escalation 
 One 

Escalation Two 
Escalation 

 Three 

1. Kairos’ overall management  
2. Funders/donors 
3. Kairos Board 
4. Media requests 
5. Facilities 
6. Student schedules 
7. Faculty recruitment  2

Gavin, CEO    

1. HR  
2. Budget 
3. Supplies 
4. Teacher schedules 
5. DESE compliance 
6. Schoolwide procedures 
7. Student withdrawal  

Britt, COO Gavin, CEO   

1. Kairos culture + culture time 
2. Coaching or pod-time 
3. Parent engagement   3

4. Student recruitment + 
enrollment 
5. Suspected truancy, abuse or 
neglect 
6. Community resources for 
families 

Jack, CCO Gavin, CEO   

1. Curricular changes 
2. Summit Learning 
3. Professional development 
4. Classroom procedures  

Lee, CAO  Gavin, CEO     

Curricula, lesson plans, pacing 
Appropriate  
Dept. Chair3  

Lee, CAO     

A student's academic 
performance 

Child's coach  4 Appropriate 
teacher 

Appropriate 
 Dept. Chair  

Scott, Head of 
Student 
Growth 

2 Subject to change 
3 Excluding Field Trips, Clubs, Exhibition, or Site Visits 
4 If you are the child’s coach, start with the Escalation #1 contact  
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IEPs, 504 plans, and Miriam 
Learning Center  

Child's coach3 
Kat, Head of 

Neurodiverse 
 Learning 

Lee,  
CAO 

 

Student Data  
Appropriate  
Dept. Chair3  

Scott, Head of 
Student Growth 

   

Behavior incidents Child's coach3 
Julia, Head of 
Restorative 

Justice 

Jack, 
 CCO 

Gavin, CEO 
 (OSR, 

Expulsion) 

Experiential learning field trips, 
clubs, art, Exhibition Night info 

Jennifer, Head of 
Experiential Learning 

Britt, COO   

 
Personal Relationship Policy 
We are committed to maintaining a work environment free from favoritism and conflicts of interest, 
whether actual or perceived. Although this policy does not prevent the development of friendships or 
romantic relationships between co-workers, it does establish boundaries as to how relationships  are 5

conducted during working hours and within the working environment. 
 
Specifically, employees in romantic or familial relationships are expected to... 

● Conduct themselves in a way that does not interfere with others or with overall productivity. 
● Restrain from physical contact that would in any way be deemed inappropriate in the 

workplace while working on Kairos property. 
● Disclose to whomever they report, Britt, or the Kairos Board any relationship that involves a 

supervisor, manager, executive or other team member in a sensitive or influential position. 
Kairos will review the circumstances to determine whether any conflict of interest exists.  6

● Inform Britt, as our HR manager, if a relationship that does not involve the above-stated 
positions lasts longer than two months. 

 
Team members are also expected to treat all students with dignity, respect and fairness and avoid 
favoritism while providing appropriate guidance, understanding, and direction. Non-professional 
relationships with students of any kind are expressly prohibited. 
 
For any concerns about the administration of this policy, please contact Britt, Gavin, or the Kairos 
Board. 
 

5 Close relatives are defined as a husband, wife, domestic partner, father, mother, father-in-law, 
mother-in-law, grandfather, grandmother, son, son-in-law, daughter, daughter-in law, uncle, aunt, nephew, 
niece, brother, sister, brother-in-law, sister-in-law, step relatives, cousins and domestic partner relatives. 
6 Please see the Kairos Board Policies: Human Resources for more information on how conflicts of interest are 
resolved. 
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Working with Students and Families  
Grading 
For each course—English, History, Science, and Math—grades are comprised of a relative weighting 
of Projects, Power Focus Areas, and Additional Focus Areas. Math also weighs Concept Units. 
 
 
 

English, History, & Science Grades  Math Grades 

   

Focus Areas 
Focus Area grades—including Power and Additional Focus Areas—are determined through Content 
Assessments. Students receive full credit for passing an assessment (i.e., 8/10 questions correct). 
Grades only reflect mastery, so neither the specific score nor the number attempts are factored into 
the final grade. 
 
Students must pass all Power Focus Areas to pass a course. This constitutes 21% of a final grade. 
Passing Additional Focus Areas can add up to 9% to a final grade, depending on the number of 
Additional Focus Areas passed. Without the Additional Focus Areas, a student’s maximum grade is 
91%. 
 
Challenge Focus Areas offer continued enrichment for a student who has mastered all Power and 
Additional Focus Areas. They have no impact upon a student’s grade. A student who wants to 
become a doctor might complete Challenge Focus Areas in Biology. Kairos may also create non-GPA 
recognition for students who complete Challenge Focus Areas (e.g., some kind of cultural award). 
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Projects 
Projects assess Cognitive Skills through a three-step process: 

1. For a given project, each Cognitive Skill is scored on a scale of 0-8, with 4 indicating 
high-school readiness and 6 indicating college-readiness. 

2. Overall Cognitive Skills score is determined through a weighted average, using only the highest 
score for each Cognitive Skill.  7

3. The overall Cognitive Skill score is turned into a percentage. 
 
Because Cognitive Skills are interdisciplinary, they are scored on the same rubric across subjects. 
They are also longitudinal, assessed from one grade to the next. The Cognitive Skills Rubric, shown 
below, allows us to measure growth over time, correlating each grade with a higher score as students 
get older. 

  Rubric Score —Grade Equivalency 

  70% (C)  85% (B)  100% (A) 

6th  2  3  4 

7th  2.5  3.5  4.5 

8th  3  4  5 

 
 
NB: To pass a course, students must complete all projects. Failure to do so results in an Incomplete 
until all project components are submitted. 
 
Concept Units 
Concept Unit are unique to math courses. They’re assessed by performance task and graded on a 
scale of 1-5. 
 
Progress Reports and Report Cards 
Progress Report are sent home at the end of Cycles 1-6. Report Cards are sent home at the end of 
Cycle 7, reflecting a student’s final grade in each course. Whether students can continue raising their 
GPA from 6th grade into 7th grade (e.g., by completing Additional Focus Areas) is an ongoing 
discussion with DESE. 
 

7 The more important the skill, the more times it will be assessed. We use a weighted average calculation that 
takes into consideration the relative importance of each Cognitive Skill. 
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  Final Percentage    Grade    GPA   

  97-100    A+    4.000   

  93-96    A+    4.000   

  90-92    A-    3.667   

  87-89    B+    3.333   

  83-86    B _    3.000   

  80-82    B-    2.667   

  77-79    C+    2.333   

  73-76    C+    2.000   

  70-72    C-    1.667   

  0-69    F+    0.000   

 
During the school year, students will have an “I” for “Incomplete” instead of an “F” for”Failing.” 
Courses are incomplete if students: 

● are missing a project 
● have too low of an average on the course’s Cognitive Skills 
● Have not completed all Power Focus Areas 

 
An “I” is NOT a final grade. However, if a student fails to improve their grade by the end of the year or 
prior to transferring, an “I” is converted to an “F.” 
 
Promotion and Remediation Policy 
To advance to the next grade, students must pass all their classes. If, at the end of a cycle, a student 
is off-track to complete their courses (i.e., at risk of non-promotion), they are automatically enrolled 
in before- or after-school remediation for the entire next cycle. 
 
In addition to being off-track on Summit Learning, the following conditions also trigger before- or 
after-school remediation: 

● Student reads two or more grades below grade level 
● Student scores below a 70% on NWEA Map testing 
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● Student scores Below Basic on MAP testing from the prior year 
 
If any of the above apply at the start of the year, the student will be enrolled at the start of Cycle 1, 
following the Kairos Expedition. They exit remediation if (i) new NWEA MAP results show the above 
criteria no longer apply or (ii) with Gavin’s approval, given Lee and Britt’s consultation. 
 

Family Engagement 
Communicating with Families 
At Kairos, every parent and guardian should feel they are personally cared for and know someone is 
always looking out for their child. As a coach, parents contact you first for any questions or concerns. 
You then serve as the switchboard, redirecting their questions to the appropriate team member or 
wraparound service. Our promise to parents is that, barring extenuating circumstances, coaches will 
respond to communications within 24 hours. Keep in mind that the only times parents do NOT 
contact you first is in the event of an emergency, when they call Kairos HQ. 
 
We believe this system is easier both for parents and for us. Instead of having dozens (or 100s) of 
students and families to keep tabs on, you only have ~10. We expect family communication will be 
manageable (if not enjoyable) with the ten families you’re building a partnership with over the next 
three years. 
 
How Kairos Reaches Families 
In addition to quick responses to parents, we promise families that we proactively reach out in the 
following ways: 
 

Coach Text 

Ad Hoc: Notify parent of an unexcused absence 
 
Note: You will do this during the Pod Huddle. Consider using 
Google Voice or another app  to quickly type from your computer. 

Coach Email  Weekly: Updates on academic progress, attendance, important 
deadlines, announcements, and other news 

Coach Phone Call 
Cyclically (every ~7 weeks): Progress Reports, checking-in on 
developments at home, and discussing attendance, behavior or 
other important matters 

Coach Home Visit   Quarterly: In-depth conversation about student’s academic and 
social-emotional growth 
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Community 
Newsletter 

Cyclically (every ~7 weeks): Provide updates on major school-wide 
updates, events, deadlines, and celebrations 

Emergency 
Communications 

Ad Hoc: School-wide text, robocall, and email in case of 
emergencies or unplanned school closure (e.g., snow day) 

 
Visitor Policy 
At Kairos, we welcome families to experience Kairos first-hand and observe our school in action. That 
said, we ask coaches and parents comply with our visitor policy so that we can limit distractions and 
know who is in the building. 
 
To visit Kairos for any reason (observation, meeting, etc.), a parent must contact their child’s coach at 
least 24 hours in advance. Coaches then must: 

● Submit the request to Britt via email by 3 p.m. the previous day. As part of this request, 
please provide information on the visitor in the Approved Visitors Log. It is the 2nd tab of the 
linked workbook. 

● Assume that your request is approved unless you hear otherwise.  
● Email visitors with the following instructions: 

○ Enter at the Kairos adult entrance: 3558 S Jefferson Ave, St. Louis, MO 63118. 
○ Check-in at the front desk of Concordia Publishing House. Please show a valid 

state-issued ID for entrance. 
○ A Kairos team member or student will greet you and bring you up to Kairos, on the 5th 

floor. 
 

Keepin’ the Focus on Kairos 

Confidentiality 
Kairos has been designed and built with the support of dozens of educators from around the country. 
Just as we received curricula, procedures, guidance and support from them, Kairos is committed to 
paying it forward. At the same time, Kairos retains the right to keep certain documents confidential 
and expects all team members to do the same. This includes but is not limited to: 
 

● Business plans  
● Fundraising plans and donor information 
● Financial records 
● Vendor contracts 
● Curricular materials 
● Internal documents or any other intellectual property 
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All student records, including academic scores, IEPs and 504 plans, disciplinary history, proof of 
residency, are confidential unless they have been requested by the child’s legal guardian or a school 
to which the student has applied. 
 
Anyone who discloses such information during and/or after employment with Kairos Academies may 
be subject to disciplinary action, which may include discharge and/or legal prosecution. 
 

Media Contacts and Solicitations  
In order to reduce disruption and ensure consistent external communication, Kairos responds to all 
media requests via the Office of the CEO. Please direct all media contacts and requests to Gavin in a 
timely manner. 
 
To similarly reduce disruption, Kairos prohibits any kind of solicitations not sponsored or administered 
by the school during work hours. This includes soliciting contributions or signatures, posting 
literature, pamphlets, petitions or other printed matter, selling merchandise, or distributing samples 
or literature, etc. 
 

Staying Safe at Kairos  
ID Cards 
Everyone at Kairos must wear your ID. It can’t be in your bag; it can’t be in your wallet. It MUST be 
visible at all times. If there is one thing that CPH really cares about, it’s wearing IDs. Plus, they’re 
pretty darn cool! 
 
If anyone loses their ID (staff or student), it’s $5 to replace. If you misplace it, bring the cash to Britt, 
and we’ll get you a new one. 
  

Harassment and Workplace Disputes 
We deeply hope that no member of our community experiences harassment or other workplace 
disputes. If this does occur, Kairos commits to resolving all claims expeditiously and with respect for 
the privacy of those involved. We ask that you use this form to report any grievance in writing to Britt. 
If she is involved, report it to Gavin. 
 
All parties involved will have the opportunity to present their case to the Kairos Board, which will 
determine the appropriate disciplinary action, up to and including termination. Upon receipt of the 
Board’s decision, you may also appeal to the board for revision. 
 
Please note that all grievances must be received within ten days of the incident. Likewise, appeals 
must be received within ten days of receiving the initial decision. 
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Additionally, please note that, per federal law, no employee shall experience retribution for reporting, 
filing, testifying, assisting, or participating in any manner in any investigation.  

 
Drug-Free Workplace Policy 
It goes without saying that Kairos prohibits unlawful possession, use, or distribution of illicit drugs 
and alcohol on school premises or as a part of school activities. In addition, any employee who: 

● Displays behavior indicative of drug or alcohol use while on duty may be subject to drug 
testing 

● Is convicted of a drug offense on school premises or while on duty must notify the CEO within 
5 days of conviction 

 
Any employee who violates this policy will be subject to disciplinary action up to and including 
termination and referral for prosecution. Employees may also be required to satisfactorily participate 
in rehabilitation programs. 
 
For more information on Kairos’ Drug-Free Policy, please see Kairos Board Policies: Human 
Resources. 
 

Weapons at School 
Weapons and firearms of any kind are expressly forbidden on school property or at school-sponsored 
events. They present a danger to the Kairos community. The only exception is for persons 
dropping-off or picking-up students with a lawful weapon in their vehicle. 
 
Not sure if something qualifies as a weapon? Check out the Kairos Board Policies: Human Resources.  
 

School Emergencies 
We’ve all done fire drills before, prepared for tornadoes, and (with increasing frequency) practiced 
lockdown procedures. None of it’s fun, but in case the unthinkable occurs, we’ll be glad that we 
trained. 
 
We will review these procedures (the Emergency Handbook) during staff onboarding and ongoing 
during inservice cycles. 
 

Emergency School Closings  
In the event of inclement weather and other emergencies that lead to school closure, Gavin will 
determine whether to close Kairos. As soon as a decision is made, Kairos will alert team members 
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and families through a number of channels, including robocall, the Kairos website, major news 
channels (including KMOV, Channel 4 and Fox 2), Facebook, and SchoolInsight (for parents only).  
 

Workplace Injuries  
We are committed to ensuring a safe work environment, but workplace injuries may occur (knock on 
wood that this does NOT happen!) If you sustain work-related injuries or illnesses, please let Britt 
know immediately. This will let us qualify you for coverage as quickly as possible. 
 
Please note that neither Kairos Academies nor the insurance carrier is liable for workers' 
compensation benefits for injuries that occur during your voluntary participation in any off-duty 
recreational, social, or athletic activity. 
 

Medicine Dispersal 
Only Kairos HQ can administer medication, including over-the-counter medication. Medication can 
only be administered to students with written authorization on official student health forms. 
 
If a student receives regular prescription medications or presents with symptoms of sickness, please 
send them to the Kairos HQ. The one exception is for students with asthma or other potentially 
life-threatening respiratory illnesses. These students may self-administer medication (pursuant to 
the Safe Schools Act and Missouri Medication Administration guidelines). 
 

Mandated Reporting 
If you suspect that a student is (i) being subjected to home conditions or circumstances which will or 
has led to truancy (i.e. 10+ days of missed school), (ii) has experienced physical or emotional abuse, or 
(iii) is experiencing neglect, you are required by law to follow the procedures below:  

1. Immediately report the following information to Jack. If he is unavailable, report it to Gavin. 

a. Name of the child 

b. Name of the parent(s) 

c. Name of the alleged abuser (if appropriate) 

d. Where the child can be located 

e. Any and all information that led to your concerns 

f. Your level of concern for the student, as measured on a scale of 1-10 

2. Report your concerns to the child’s coach 
 
Kairos will use the information provided to immediately file a report with the Missouri Children’s 
Division, report to the Kairos Board, and carry out any other appropriate next steps. 
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Payments and Benefits  
Salary Administration 
Employees are paid semi-monthly, on the 15th and the last day of the month, for 24 equal pay 
periods. We highly suggest that you elect to direct deposit all paychecks, which is done at no cost to 
you and eliminates the risk of losing live checks. 
 
Certain deductions from your paycheck will be made, including federal and state income taxes and 
your contribution to Social Security, which are required by law. Additional deductions will be made for 
group insurance, if you elect to join Kairos’ benefits plan, and any other deductions you have 
authorized Kairos to make. 
 
Please inform Sierhah at EdOps  (HR@kairosacademies.org ) of any changes that would affect your 
salary administration, including changes to you name, address, W-4 deductions, dependents or 
marital status. 
 
Reimbursements 
Kairos reimburses any items that you are (i) buying on behalf of the school, (ii) are within our 
Board-approved budget, and (iii) have been pre-approved by Britt. On rare occasions, Kairos may 
reimburse non-budgeted items given sufficient discretionary funds. 
 
If you are interested in buying something that meets the qualifications above, here’s what you do:  

1. Add a new line to and fill out the “Reimbursement Request” tab in this Google Sheets form. 
2. Email Britt to let her know that you have completed a request. 
3. If your request is approved, go ahead and purchase the item. 
4. Submit request for reimbursement via AnyBill with mileage and/or receipt. This must be 

submitted as ONE PDF. Once you submit a request for reimbursement via the policy below, 
you will receive reimbursement typically within 5 business days. 

 
A few important things to remember! 

● Only Britt can give approval for purchases. 
● If you purchase something without prior approval or with approval from any other of the 

other 11 team members not named Britt, you will NOT be reimbursed. 
● Missouri sales tax is never, ever reimbursed! Please use this tax exempt form. (We highly 

suggest that you print and keep copies in your car.) 
● Mileage is only reimbursed for pre-approved trips outside of the St. Louis metropolitan area 

(e.g., PD training). Mileage is reimbursed at the standard IRS business rate. 
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Health Insurance 
Kairos is special because of you, the Kairos team. It’s because of you that we’re able to welcome 
students and families into the Kairos family and do right by them. You, and your health, are our most 
important asset. 
 
To that end, Kairos is committed to providing quality health insurance to all full-time employees. 
We’ve committed to paying more than is recommended for an organization of our size, offering both 
competitive medical and dental insurance plans. 
 
At the start of the year, health benefit options will be explained to you, and Kairos will support you in 
enrolling in a selected plan. You may also opt out of a Kairos health insurance plan with proof of 
insurance from another provider (e.g., from a spouse). 
 
Please note that open enrollment is only available at the start of the school year, during staff 
onboarding. Kairos cannot promise the same rates if you elect to join the plan at a later date. 
 

Time Off 
School Breaks 
It’s no secret that education is a tough biz. Our goal is to make it meaningful and sustainable. We do 
that in a lot of ways, like more joy, more autonomy, and more time spent on things that matter (like 
actual teaching and learning). We also do it by dispersing school breaks throughout the year, when 
you (and students) need it most. 
 
Your 40 days of vacation are distributed throughout the year, broken up into 1-3 week segments at 
the end of a cycle. Please see the annual calendar for more information.  
 
Personal Time Off (PTO) 
At Kairos, sick and personal days are one and the same. We trust our team to take off days when they 
need it most, and we feel no need to monitor whether you are doing so “appropriately.”  
 
All full-time employees, regardless of role or years at Kairos, have seven PTO days. If an employee 
takes more than the allotted days, the total amount will be deducted from their salary. Of course, life 
happens. If you have extenuating circumstances that require additional days off, please come talk to 
Britt. 
 
Please note that PTO days do not roll over and are not paid out at the end of the year. 
 
Special Circumstances  
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Jury Duty: If you get stuck with jury duty (sorry!) or are required to attend court due to 
subpoena or other court order, you will not forfeit pay, compensation, or PTO days. Of course, 
you can also retain any payment you receive for serving jury duty. 

 
Please submit leave requests for jury duty through Bamboo and bring supporting 
documentation to Britt. (More on submitting PTO requests below.) 
 
Religious Holidays: Up to three days of additional paid leave for religious holidays is available 
to full-time employees, as long as the time is made up. Please come talk to Britt to get more 
information. 
 
Military Leave: Full-time employees will be paid for a maximum of 18 working days for 
ordered military duty. Applicable federal and state laws will be followed. 

 
Requesting PTO Days 
We don’t use subs unless we absolutely have to. We don’t believe in wasting money on glorified 
babysitters. When you take a PTO day, another team member oversees your class and any other 
responsibilities you had that day. The earlier you request time off, the earlier that faculty member can 
start planning a change to their schedule. Barring illness or sudden emergency, please provide at 
least two weeks advance notice via Bamboo. Your request will be considered holistically alongside all 
operational and scheduling concerns. 
 
No-Go PTO Days 
At certain times of year, we need all hands on deck (like during Missouri MAP testing). At other times, 
we want to protect against losing too many faculty. Hence, we’ve identified some no-go PTO Days. 
 

No-Go PTO Days 
Stacked Side-By-Side (i.e. taking a week off)  

 
Before or After Breaks: 

 (10/18, 10/28, 11/26, 12/2, 12/20, 1/6, 2/7, 2/18, 3/20, 4/6, 5/22, 6/8, 7/17, 7/27) 
 

During Missouri Map Testing: 5/4-5/15 

 
Family Medical Leave (FMLA) Policy  
Overview 
Sometimes, you may need more than 7 PTO days. When caring for a family member in need 
(including a brand new family member!), we want to provide you with the space and job security you 
need. Any Kairos employee who has worked for (i) a minimum of twelve months and (ii) at least 1,250 
hours can take 12 weeks off unpaid and return to an equivalent, if not the same job with equivalent 
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salary and benefits. Given that nobody qualifies in our founding year, Kairos will make exceptions 
as-needed and on a case-by-case basis. 
 
Applying for FMLA 
To apply for FMLA, please submit this form and any supporting documentation, as indicated, to Britt.  
 
Each team member is critical to Kairos’ success, so we need time to plan to adequately fill your shoes 
in your absence. Given this, we ask that you please let us know about your intent to take leave as 
soon as possible and, for all planned absences, no less than 30 days.  
 
Important Qualifies 
Please remember the following qualifiers when applying for FMLA:  

● All PTO days must be exhausted before taking FMLA 
● In the case of birth, adoption, or foster care, all twelve weeks must be used within one year 

from the date of birth, adoption, or start of foster care 
● Intermittent leave is only allowable for medical reasons 
● Intermittent leave that constitutes more than 20% of total working days (44+ days) may need 

to be taken in a block (i.e., the complete length of a cycle)  
● Employees are still expected to pay for benefits during their leave (and, of course, Kairos will 

continue to pay to support your benefits too) 
 

Some Boring Stuff 
Procurement 
Any procurement of goods and services up to $25,000 shall be made by the Chief Executive Officer or 
their designee. Any procurement of goods and services exceeding $25,000 shall require the proposal 
of two (2) options for contracts and the Board Finance Committee approval. All purchases shall be in 
the best interest of Kairos Academies, upon considering the totality of the circumstances surrounding 
the procurement, which may include but not be limited to, price, quality, availability, timelines, 
reputation and prior dealings. Contractors who interact directly with Kairos students are required to 
pass the same type of criminal background check that Kairos requires for staff and volunteers. Once 
approved, the contract may be re-approved in future years without competing bids by inclusion in the 
approved annual budget or by approval on a board consent agenda. 
 
The school shall not purchase any goods or services from any member of the governing board, an 
immediate family member of any member of the governing board nor from any entity in which any 
member of the governing board or an immediate family member of a governing board member may 
benefit from such a procurement, unless authorized by the governing board after a full disclosure of 
the conflict of interest or any potential conflict of interest and after the consideration set forth in the 
Conflict of Interest Policy. 
  
This policy applies to purchases made using non-federal funds. As a condition of the receipt of certain 
federal funds, federal procurement requirements still apply. 
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Petty Cash 
Petty cash shall be maintained in a locked box designated by the Chief Executive Officer in an amount 
not to exceed $500. All disbursements from petty cash shall be documented in writing. Receipts from 
purchases made with petty cash shall be remitted to the Chief Operating Officer as soon as 
practicable. Petty cash funds shall not be used to cash checks. 
 
Withholding of Wages 
The Chief Operating Officer shall ensure that the wages of school employees are not withheld except 
in the following situations as permitted by applicable laws and rules. 

● The school is ordered to do so by a court of competent jurisdiction;  
● The school is authorized to do so by state or federal law; or 
● The school has written authorization from the employee to deduct part of the wages for a 

lawful purpose. 
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