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Reguiation 4120GE: The intent is to make district mandated chest X-rays, less ofa
bardship for employees, R ' .
Page 3 - 47 b, '

_PERSONNEL SERVICKS | | - Regulation 4120 G

Employment

(Form 4120)

Emnln}rmeht Procedures

General Requirements

1.

Aﬂsmﬂ‘membmahaﬁbcappﬁimedbyihq_ﬂmrd-GMyupmﬂﬁmﬂmaﬁoﬁ
ﬂfmﬂmw.wammmdbyﬂmbmmﬁﬁmhe '
rejected by the Board, itshaﬂhethc.&xpeﬂnmndem’sdtmymmakram&m

The Superintendent shail assure that af persons neminated for employment meet _

 certification requirements and the qualificaticis establisiied for the particular

position,

All candidates shall be considered on the basis of their merits and quaiifications and
thenaadsuftheschmlsymmhcachhmtanqcﬂmSupmﬁnmdmandmhm
Playing a role in the selection shall seek 10 hire the best qualified person for the job,
No person shail on the basis of sex, aee, religion, national origin, marital status, age
or disability that will not impair performance be excluded from participation in, be
dented the benefits of, or be subjected 1o discrirnination fn ernployment for
recruitment, considetation, or selection, therefore, whether fil] time or part ime, -

1. Any employee hired after November 5, 1986, will complete an Eligibility
Verification Form (Form 1-9), and wil! produce docutnents that will establish
hisher identity and eligibility to work. (Form 1-9 contains a list of
documents that will fulfi]] this fequirement.) -
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330/00

a.

The District will retain an individual's Form 1-9 for three years after the date

b.
of hire o one vear after the individual is tertninated, whichever is laier..
| Regulation 4120 GE
Page2
c. The form may be reviewed by the Immigration and Naturalization Service
and potentially by other federal agencies. In order to minimize potential
intrusion, Eligibility Verification Forms will be maintained separately from
the employee’s personne] files as stipulated in Poticy 4860.
d. For any further information concerning the procedures surmundmg the Form
1-9 or the District's obligations upder the Act, congult the District office
responsible for personnel nm;tq;s _
6.  The Districe simll also requite other didiments fo be completed such as federal and
state withholding, insurance and retirement forms.
7. Physical Examination ad Tuberculosis Tests ..

Physical examinations shall be completed for new empioyees according to
the following timeframes: .. . '

Adminjstrators: Alt full or par-Hme employees shall satisfactorily
complete a post-offer pre-cmployment physical inchiding a TB test and 2 -
drug/aicohol test given by a District provided physician at no cost to the
employee. . IR T '

Certified: Physical exarninaticns including a TB test shail be' completed for
new employees (except sibstitités) by a chiropractor, an osteopath or a
medical physician within-sik () weeks of their employment date,
Returning employees’ who-Bid ‘tesigned shall be required to have ancther
physical examinatioris and ubtrculosis test.  Substitutes contracted for
more than sixty (60) consecutive days shall be required to have a physical
examination. _ ' :

Federation: Regtﬂar full4ime and pa:rt—mne emplayees shall satisfactorily
complete a post-offer, pre-employment phiysical including TB test given by
a District-provided physician at no cost to the employee.

Local I All substifutes, regular full-time and regular part-time smployess
shall complete a post-offer, pre-employment physical including a TB test

and drugfalcchol test given by a Dlstrﬂ:t-pruvde:d physician at no cost o

the employee. :




the empioyss prior to the employse's siart date, The emplayee Is responsitilz
for any expense related to this documentation,

b. All employees wil be_mjuimd to have tuberculosis test, i-my Or waiver
form from their physician as recommended by courty health mughnrities;
The tuberculosis test will be provided at no cost to the employes if

furberculosis test and the employes tests positive requiring 2 chest x-
ray, the district will reimborye the portion not covered by healéh

Insnrance.

8 Student and Temporary workers, excluding the chifdren of Board members and
administrators, may be employed; however, they shall not be used to elintinate
regular staff positions.

Certificated Staff

porﬁdnofthcschoolycarcanbetmglubcfnmnbtaining & centificate, because the certificate
must be in force for the fufl time for which the contract is effective, begirming the first day
of schoel. Ifthe teacher does not already hava a teacher’s certificate or has not made

3/30/00



- Regulation 4120 GE
~ Paged

Summer School Employment ' 1
Recommendations for summer school staffing, terins of employment, hiring, course
offerings and scheduling will be made on'a 5‘%&:1*; basis. 'The recommendations for the
summer school program. will be forwarded to the appropriate Negotiations Team for
enhanced communication. The administration's recommended plan will then be -
forwarded to the Board for approval. The Associgtion and the administration wotdd only
address increases in the total expenditure Tr the annual summer school plan during
negotiations. Summer school vacanciesshall-be posted and filled foliowing the voluntary
guidelines in Policy and Regulations 4714 €R; with consideration for summer school
experience. ey )

w sign off (Agreed fo changes) ©  FHEA sign 6ff (Agreed to changes)
A 4 ’ ; o : e I

“% °ﬂ3 X/ meﬂ
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Repuiation 4130CR: The intent is tq clarify the policy to reflect actual pracuae
Agreed on the following: - .
" Records Day- A .5 records day at elementary to be equitabje with secondary, M
28" for 2003/2004 o ay
*  Scrub scbedl;!eé will be posted ahead of time so that teachers are aware of them for

addresseqd in the workshop, .
(Page 1} Traveling Teachers — al] paragraphs
(Page 2) Part-Time Teachers — sl raragraphs
(Page 3) Contracted Days - #1, #2, and #3
(Page 4) - #6 (new verbiage)Contracted Days:

PERSONNEL SERVICES " Regulation 4130 CR
: ' (Form 4130)

Emnlﬂent

Certificated Contracts

Probationary Teachers

Teachers withowt previous teaching experience wiil receive a probationary contract for each of
theiz first five years of fil-time employment or for the corresponding period of part-time
service. : -

Perrnanent teachers will be provided with an indefinite contract as provided by state statute.
Indefinite contracts may be modified by the Board on or before May 15 with respect to the

school year and with respect t0 annual cornpensation. Permanent teachers will receive copies of
contract modifications within thirty (30) days of Board adoption,

Francis Howell . N : . w
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Traveling Teachers

Ifchangesmma&emamﬁngmhﬁ‘sjnbassigﬁmmﬂhe&achm’swﬂuﬁDgWr
must inform the appropriate person in the Hushan Reseascss personnel office. '

At the time the téacher’s contract is presented by the evalugting. supervisor, a detailed worksheet
will be prescnted and discussed with the teacher with the teackier’s contract. The worksheet will
present the teacher’s schedule (including instructional times, planning time, lunchtimne and

tm\rﬁlﬁm-ﬂ}mdmmﬁmﬂwn a,sbmcﬁtm- (1f chanpes-oeenr in-the worksheetthe

of Human-RescuiGes .
“The supervisors will communicate to determine exact duties regarding the teacher. The
wraveling teacher will only be assigned duties/responsibilities in proportion to his‘her building
administrator. Copies of the worksheet are sent to cach administcator and the appropriate person
in HumanFesourses-ths personpel office. ' e

Regulation 4130 CR
Page2 . :

Part-Time Teachers

If changes are made in the pari-time teacher’s job assignment, the teacher's evaluating
supervisor must inform the appropriate person in the Human Reseurces personnel office. -

At the time the teacher’s contract is presented by the evaluating supervisor, a detailed worksbeet
will be presented and discussed with the teacher with the teachet’s contract. The worksheet will
present the teacher’s schedule (including instructional times, planning time, and hmehtime) and
compensation as well as benefit status.” (If cBaripes occur in the workshieet, the purpose of the
change will be communicated to the FHEA Président by the Executive Directorof- Human
Resouwses Director of Certificated Personnel.)

The supervisor will communicate the exact duties regarding the teacher. The part-time teacher
will only be assigned duties/responsibilities in proportion to hisher instructional day. A
warksheet will be compieted by the evaluating supervisor with the teacher to insure '
commumication. Copies of the worksheet will be retained by the evaluating supervisor and will
be sent to the appropriate person in the Human-Resaurces persennel office.

Trading Contracted Days

A teacher may utilize up to a curnalative total of three (3) days with exceptions granted by the
Principal in consuitation and subject to the following:-

Francis Hawell ' : ae

March (2




Exchange days most have the prior approval of the site principal at laast three {3} days
before the proposed absence, Such approval shall not be wireasonably withheld,

A teacher shall have the sole responsibility for arranging for the paybeck of exchange
day(s} with another tescher within the. fiscal year (uly 1 - June 30) of when the initial

Exchange days will mot be granted the day before or the day afier & holiday o1 on o
workday, with the following excepiions:

a. mnmmmﬁmmmmmmmmmmmeigmm

Repulation 4130 CR
Page 3

b. With the prior approval of the Superimtendent.

The exchange days provided inﬁ:issectimma;,rbeexlzndadt:;nﬁmquea(e.g.,
professional edurational lesve) and shal he at the discretion of the Superintendent in
conpsuitation with the Principal. L :

Contracted Days.
1.

Al teachers shall be ewployed for a sehoo! wern of oge Iundred seventy-four {174)
days of achzal pupi] attendance (high school teachers - one hundred seventy-five (175)

. days) plus scheduled prafessional teacher’s meeﬁngs-ﬂnﬂﬂther&pﬁ:mldays_as agreed

berween the Board and the Association, Thcmmlmmhcrofregulartﬂchmgcmct




Teachers who, becanse of their job assignment, are employed for a term in excess of
one ndred eighty-five (185) days shall yeceive extended teaching contracts specifying
theaddmumlmnnberofdaysam:mnpensamn - Sueh additionai compensation shail
bcbasndnnﬂxmachmsmguhrmalsﬂmypmmedmapermmbﬂm

3. mmﬂmmm'mmmmmmmha&Mshaﬂ
mccweaddmmulmmpmmanhasudunﬁumnﬁammalsahrypﬂdmmmmfor
cachmmhmgpcnndefﬂﬁh«daymexm aftheregldarschednlem

4, Satirdays will oniy be used as contracted days when dire or untoward circomstances
require ﬂ'l.El!'llSl’.ta Any: changr: of caléndar reqmrm Buard approval,

5. EachInSchnulAimrnmw?lacemmn{ISAP}andsuﬂymllmodshaﬂbc
cmnp&nsamdatamtehaseduntﬁtperﬁ:anmmmmsmwteacherssalarymwdﬂdby
ﬂmmunberaf:muucnnmipem:ds’mﬁmschmlda}' ’

This provision dees not pcrtam toa full ime teacher with a regular contract.

Regulation 4130 CR

6. Twelve-month pre-school teachers are contracted for 244 days, including three
(3) paid holidays. Twelve-month pre-schoel teachers may select ten (10) non-
contract days to be absent without pay. Requests for non—contrret days shoold
be made fo the Site Administrator at least two days in advaoce and will be '
approved if a gualified substitute is availahle.

FHEA Sign Off {ﬂgree with Changes)

Francis Howell

March 02




4/30/039:31 AM

- Regnlation 4210CR: The intent:

1)Clarifies all teachers are to he treated with professionai Tespect chrring the transfer
process, ' : ' _
2)To facilitate staffing and ncrease the efficiency and clanfy the sequence of the internal
staffing process, : : ' _

3)(3 choices for teachers) The intent of the langnage is that the principal will place a
teacher in 1 of his/her first 3 choices or explain why they be/she did not. R

(Page I) under Personne] Assignments and Transfer (added new language)
(Page 1) under Secandary _— ;
{Page 1) under Elementary- paragrarh 1

{Page 1) Criteria new | aragraph 1 apd #1
{Page 1} Transfer Rewquest - Vacancy Notices Posred

{Page 1) Transfer Definitions —Mefbaéwnfpamgr@k 1&2
{Page 1) Voluntary Transfery - Fterbudiding parigraph 1,
{Page 2) Paragraph I, 2, and 4

(Page 2) Involuntary Tmruﬁm%#%ﬁacedmmqgr@h I

(] ]

{(Page 3) Guidelines paragraph 5

(Page 3) Selection Criteria- #1

PERSONNEL SERVICES I © " Regulation 4210 CR
Personnel Aﬁsig:lmgnta and Transfer )

yacancy postings, etc. are established anmaally. These timelines will be made available
to all district personnef via 3 Posting on tiee District’s website, (new language)

Secondaty _ ;
Staffing pians will be presented 10 the teachers for the foliowing school year ang changes

- will be explained. Departmer chairpersnnsﬂdﬂﬁleumeemriﬁlmeirstaﬁ‘tndemﬁnﬁhe
assignments and give the department’s reconmrendation 1o the Principal. The Principal will
make the final decision based on the transferselection staffing assignment criteria and
explain to any teacher whose assignment may be different than submitted by the

chairperson,

who will then make the assignments based on the voluntary selostion staffing assignment
criteria. The Principal wiil explain the reasons for-the-ragsfer 10 all any teachers whose
assignment may be different than the three (3) submiited choices. B

Francis Howell
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4/30/03 9:31 AM

- Staffing Criteria (new language)

The Principals will consider the following criteria in prioity ordes when determining whe
shall be-selected fora tansfer assignments within the building: S

2. Compatibility with the position
Compatibility —is defined as appropriate certification and/or training, the teachers’
philosophy of education, imvelvement with discipline, classroon: organization and
pianming, teaching techniques, peer relationships and parent conununication relating
to the teacher’s behavior within the school. : :

3. Francis Howell School District experience, -

4. - Teacherinterest T

5 Extra duty assignments-volustary transfers only.

Transfer Requesi

Vacancy Notices Posted —hsterbutiding

All vacancies shail be posted i each school an the District’s web site as they occur or as
Precident of the-Association-and the LN EMA-Othee il recei

they are anticipated. Jlie

anyope-being-omployed Before April 15 positions will be posted for 4 minimum of
(ten) 10 days. After April 15%, positions will be posted a minimum of five (5) days
unless i an emergency situation in the instructioha! program necessitates an immediate
assignment. In the event of an immediate assignment, the position will be filled ona
terporary basis if a new employeg is hired for the position.. However, if the position
involves the transfer of a District emplayee, the positiop. may be fitled permanently—buring

.
chag N :

Vacancy - A vacancy is defined as & position presently unfilied; e position currently filled
put whick will be open in the future; or.a new position that is currently not in existence.

Voluntary transfer — occurs when a teacher requests a change in assigned building, grade
level, cycle or teaching assigrment. '

Involuntary transfer — occurs when a teacher is required to change building, grade level;

ant.ls Howell

June G1




4/30/03 9:31 AM

Voluntary Transfers - Juterbuiiding

A teacher may request to trapsfer to a vacancy for which hefshe is certificated by contacting

the personne! office in Wwriting within ten (10} sehoal work days of the posting up to April -
15, After April 15, a teaelier may request % tmn'sfar_-‘fur the first five (5) work days of

the posting.

Teachers requesting a transfer will not be penaiized hecayse of a request to transfer, or as a
result of a transfer. : S

Regulation 4210 CR

Page 2

In the case of isterbuilding transfers to a different beilding, the receiving Principal shail
give hus/her approval. Transfer during the schoo! year shall not be made unless the
Superintendent/designee has approved the transfer due to the tining of the transfer, Ifike _
timing of the transfer is denied, the effective date ﬁ:rﬂ::n‘ansferuﬁllbetheb&gimingofﬁe
nextschmlyearandﬂmvmancywﬂlbeﬂlladnnatgmpurarybasis. buildi

Transfers to another bullding will be determired by the Principal based on the selection,
criteria guidelines, Transfer requests after June 1 shali uot be made unjess the
Superintendent/designee has approved the transfervequest. '

Where more than one teacher applies for a transfer to 3 éing]e pasition-al! district teachers
applying for the position will be interviewed. District teachers wiil be given preference
over outside applicants if similarly qualified, . _

In the mfentt“ﬁ@)mmnmtmchmmequaﬂyquaﬂﬁai,acmrding to the intesbuilding
selection critetiz, the teacher with the greatest seniority will be transfired.

If it is necessary to reduce staffin a building, the voluntary transfers from that building who
are employed on a half-time or more hasis in the District will be given pricrity. Voluntary
transfers will not be implemented where the voluntary transfer would cause an involuntary
transfer. :

Franciy Howell
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4730/03 9:31 AM

Involimtary Transfers ~Interbullding
Causes

Involuntary transfers may oceur as a result of 2n opening of p building, redistribution of
students, realignment of staff, or other reasons where such transfers will improve the
instructional program, and where no teachers have volumeered to transfer.

Procedures

The procedures for inveluntary transfers only apply after ail huildmgs have been
staffed.

Teachers eligible to fill existing or anticipated vacancies will be asked to volunteer. A
- second request for volunteers will be made if necessary.

If there aré o volumtéers, teachers with the least seaiority will be transferred first

The fial decision will be made by the Superintendent/designee.
Regtiation 4210 CR
R oo - Paged ' -

No inveluntary tmnsfer will be made unui theteas:hﬁr has been provided with the reasons
for the transfer. Any tsacher affected by an javoluntary transfer will be rﬂl&ﬂsed b]r thc
Board from his/her contract if he/she so.requests.

Written notification of involuntary transfers shaf! be maria as soon as possible. No
involuntary transfers shal he mzide zﬂtex Junf: 1 unless ﬂiereu anlmexpactad change in
enraliment .

Any teacher who is involuntarily transferred will be given pnunty consideration for any
future vacancies for three {3) years at the'building from which he/she was transferred.
He/she wilt be the last one cnnm:iered for any fiture involumtary transfers for three {3) years

10 other buildings.

An exception to the thres (3) year provision may be necessary when an entire grade level is
teoved from one building to another, If an exception is required, Administration
mpmentanves will meet with the Association representatives to discuss andmutua!l}r agree
upon the provisions of the exception.

Fraocis Howelt

June 07




4/30/03 9:31 AM

Selection Criteria —Interbuilding
The Principals will consider the following criteria in order when determining who shalf be
selected for 4 transfer: ' ce - '

1. Overall satisfactory cvaluation

Z..  Cornpatibility with the position _ : -
Competibiiity — is defived as appropriate certification and/or training, the teachers’
rhilosophy of education, involvement with discipline, classroom organization and
planning, teaching techniques, peer relationships and parent communication relating
10 the teacher’s behavior within the school., _
Francis Howeil Schood District experienca. @ -
Teacher interest .
Extra duty assignments-voluntary transfers only

oW

Regulation 4210 CR

Paged

Admin/BOE sign off (Agree with Changes) ' FIEA sign off (Agree with Changes)

D0 QI8 N elofs | nded Nesad “30)23

Francis Howell

June 01



Regulation 4220CR: The Intent:

Discussed the demands of Before & After school mccnngs

1} Meetings will be schedulad as needed to meet pIDfESSmllﬂ] and legal reguirernents and will
respect the staff’s professional time.

2) Change policy to reflect practice of plan time and recess -
{Page 2- under Recess Schedule paragraph 2)
(Page 2 —under Travel Tfme _

(Duty Free lunch and pian time)
3) The intent is continuance to prublem anlvc to ensure that all pruf&ssmnal staff have duty

Tres lunch

(Plan Time)
-4) Intent is to ensure that all pmfcssaonal staff Teceive p]an tirne 25 required in pﬂhcy

Personnel Assiomments and Transfer

Instroctional Day

Hours of Employment

Hours of employment shall be thirty (30) mimutes before the first class begins and extend until
afier the buses have departed in the afternocn. I a teacher, finds it necessary to leave school
premises during the school day, prior authorization mmst be obtained from & Principat.

Except in umsual circumstances a teacher shall not be required to be at school prior to the
Mrty@ﬂ}mxmﬂsbefomﬂﬁﬁmclass T’hjsmsmmgndncsnntaﬂ’ectfaculxy department

ot grade level mestings,
Duiy-Free Lunch

During the instructional day, teachers shall be provided a duty-free lunch period of
approximately twenty-five (23) mimtes auheelcmentary level and twenty-five (25) minntes at
the secondary level,

Planning Time

During the instructional day, teachers shall be provided with preparation time for the purpose
af Jesson planning, prading and communicating with parents/guardians and smdents. [n the
secondary schools the length of preparation time shall be equivaleit to one class perind ora .
minimum of sixty (60) minutes a day, inciuding passing period. In the elementary schools the
length of preparannn time shall be fifty-five (55) 1o s:xty—ﬁve (65} TETmes per da}r, with an

Francis Howell Le
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:xper:tationmprmideamtaiofEH{}mjnut&splanningﬁmﬂperweekforaﬂtewhm, grades
K-5. Elem:marymacherswiﬂbecmHMmadifﬁEirmmlplauﬁngﬁmismmmﬂﬂ

minutes per week. Teachers whose planning time exceeds 325 mimates per. week will have
additional acadernic duties, '

It is understood there may be occasions on which the schedule is shortened or rearranged
which will cause for a variance in the minfrmm planning time. o

Teachers will be compensated for plin time that cannot be scheduled. Elementary teachers
will be compensated. for unscheduled plan time minates below the minimum 275 minutes per
- week. Calculation of plan time compensation is based on a maximum of 174 student contact
days. Secondary teachers wil] be compensated for plan time when an additional section of
instructicn is added to their teaching load. A plan period will be calculated as sixty (60)
minutes and paid for actual student contact days; i.c. 174 days in middle school and 175 days

in high school.
| Regulation 4220 CR
Page2

The formula for calcuiating high school plan time, for example, is “Salary divided by 185
days divided by 7 hours times 175 days,”

Travel Time

Empiloyees who are assigned to more than one (1) butlding during a singie day shalt be
allowed twenty-five (25) minwies exclusive of hmch and preparation #ime to travel from one
building to another. Theyshaﬂbercimbursedatthepmsentmsmﬂéagcaﬂewancemte.m
allotéed travel time will be scheduled as past of the teacher’s regular school day. If travel time -
precludes scheduling of required planning time, the feacher will be compensated for
unscheduled plan time. :

Saturdays

Samrdays will only be used as conracted days when dire or untoward circumstances require
their use. Any change of calendar requires Board approval.

Payment at Minimarn State Teacher’s Salary

[
‘Each In School Alternative Placemnert ((SAP) and study hatl period shall be compensated at a
rate based on the per diemn minimurm stats teacher’s salary divided by the mmmber of
. instructional perieds in the school day. :
- Fraucis Howell . A

March 02



The provision does not perain to a full time téacher with 2 regula? contract,

Admin/BOE sign off (Agree with Changes) 'FHEA Sign Off {Agree mw

NEONS I IE o

Francis Howell ) _ lic
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Policy 4310GE: . o :
Changs policy and explore extemna! options for rewarding perfect attendance.

Wwill explnré other incentives provided by outside sources,

PERSONNEL SERVICES S Policy 4310 GE

. : (Regulation 4310)
Absences, Leave and Vacation _ (CR, FI, LO, 81))
General Attendnnée | ' o

Regular attendance is essential in providing District students with 2 high quality of
nstruction and service. Employees will be alloviad to be absent from work as described in
Riegulation 4320, Excessive absence guidelings are described in Regulations 4310,

L

Jul 00



Policy 4430GE: The intent is to communicate ths duties of committess using electronic
media. : :

PERSONNEL SERVICES - - 'Pelicy 4430 GE

Professional A:ﬁv:tm, Trgmmg and meessmnal Growth

District C’nmmmees

Guidelines for District-wide Compitiecs

A written: description of -;ax:h dmtru:t w1d: standing cnmnuttee estabimhed in thr: Schml
Dlstnctw:ilbepn o in-a ok . it

 an a8 PEHD-50000 B 22 on theﬂutnct’s weh mte
mciudmg ﬂle mmmittae’s purpnse, membersh:p, mnﬁgurahun and nppnrtnmhﬁ; tn
SETVE. AN

Each committes will write a sumnmnr report uf its fmdings and/or recommendations and
present this to the appropriate administrator. The chairperson of said committee will present
this rcpm‘t to the Board of Education at ific gppropriate scheduled Board meeting, . -

Jcmin/BOE sigm ‘off (Agree with Changes) FHEA Si Off {Agree with Changes)

1002 8080 /=

Francis Howel!
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Reguiation 4505CR: The Iuteﬁt is to .
1) Extend the deadline to October 15* for transeripts to be submitted for salary schedule

credit.  (Page 2— Deadline for Adding College Credit - paragraph 1)

2) Mave Secondary’s first pay date to August 10" to coincide with earlier start date.
(Page3-42) ] ‘ : '

3} Elementary transferred to secondary pay scheduie. : '

The intent is to minimize the impact of changing from one pay schedule to anather,

‘(Page 3 - #3) . . . |

PERSONNEL SERVICES I Regnlation 43505 CR

Compensation

Salary Detelminatimi and Payments -

SALARY SCHEDULE
. Placement on Scheduie
T be eligible for placement on the salary schedue, & teacher shall:

1. Have at least a bachelor degree from an accredited college or university, and

2. Be certified by the Missouri Department of Elementary and Secondary Education
(DESE) or required accrediting body to teach or work in Missouri public schools in the
area assigned. -

Credit Beyond the Bachelor and Master Degrees

Graduate Credit ' :

Graduate sermester hours eamed will be credited to the salary schedule if earned after receipt of
a valid Missouri teaching centificate. Graduate credits intended to apply to 2 Bachelors plus or a
Master plus column on the salary schedule miust have been eamned after receiving a Bachelors or
a Master degree. These hours must be appropriate to an area of certification as approved by the
DESE or appropriate to the teacher’s assignment, The hours must be from a NCATE or state
approved school unless previous approval has been received from the Supenintendent/designee.

Undergraduate Credit .

Undergraduate courses intended to count for credit beyond the bachelor or master degree must
be taken as part of an academic plan to achicve additional teaching certification or be direcdy
appropriate ta the teaching assignment. The Superintendent/designes must approve the
academnic plan. .

e
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Salary Reductions Prohibited i Job Same '

Mo teacher centinuousty em;:-loyad will receive less money on-a future salary schedlﬂs than
he/she is receiving for the same or comparabie dutms

Teaching Experience Calcalations

In determining the experience 1o be granted on the salary schedule, a maximum of one
hundred eighty (180} days or nine (9) month’s teaching experience shall be granted for any
one school year. * All previous expetience shall be added, and if the sum of this experience is
& mixed number (a whole number and a fraction), the fraction of a year's experience shall be
munted ay a full year if the fraction is one half or more.

Regulation 4505 CR
Page 2

Part-time teachers who are amployed for 90.5 ta 241 .3 days in session per yeer, no matter
how many hours per day, will advance one step on the salary schedule.

Experience for noncontracted substitute teaching, student teaching or day care experience
shall not be granted. Other teaching experience shall be granted only with the approval of
the Supermtcndenb’demgnﬂc

Teachers shall be allowed to bring inup to.nine (%) years of previous teaching experience on
the salary schedule. Former District teachers who are re-emplayed shail be allowed to bring
in all previous District experience and up to nine (9} years of other previous teaching
expericnce on the salary schedule, as long as the date of application is within twa (2) years of
leaving the District, and providing they accept the first position for which they are qualified.

Deadline for Adding College Credit

Approved graduate credit completed between Septernber 1 of the previous yeat and August
31 of the current school year shall be-credited to the teacher’s salary retroactively to July 1 of
the cment s::hcmi year. Official transcripts of graduate work must be submitted to the

:: roes-Department persoenel office by Septessber-30 October 15 to be
crcdited tu the cm:‘rent year’s salary.

Exceptions

The Superintendent may ask the Board to make an exception for a teacher regarding
placement con the salary schedule, heurs earned and/or teaching experience (as noted above).
Prior to the recommendation, the Superintendant will contact the Association President and
review the matter with him/her. 4
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SALARY PAYMENTS

. Teachers” annual contract payments shall be paid in twenty-four (24) equal payments. Such
payments shall be distributed on the tenth (i ﬂ“‘) and twenty-fifth (25%) of the month or the
last school day prior to the tenth (10} and twenty-fifth (25™) of the month. -

The final payments for any secondary teacher will be distributed on the last paycheck in
Jeme. For teachers whose schoels are in sessiou on June 25, checks or direct deposit
vouchers will be available at the school; those not picked up will be mailed on June 26. For
teachers whose schools are not in session, checks or direct deposit vouchers will be availabie
at the Administration Office on June 25 for five {3) working days including Juns 25. After
five {5} warkings days, checks or direct deposit vouchers will be mailed. o

Regulation 4505 CR
Paged -

Teachers shali be paid up te date in the following manner: -

1. Year-round starting work in July will bé peid on thi regular paydays in July and
receive checks for twenty-four (24) consecutive pay periods, -

2. Middle school and high school teachers starting at the beginning of the school year
' will receive their first pay on or before August 25™ 10" and receive checks for .

twenty-four (24) consecutive pay perinds.

kR Elementary teachers who transfer to 2 secondary teaching position will be paid
for teenty-seven-(I7) fwenty six (26} consecutive pay periods during the first
transition year they are on the secoudary level. During the transition year, the
teacher will receive two pays per month except in June when five four (4) checks
will be issued. Their first check will be July 10 and their last check witl be on
June 25. During the second year on the secondary level, they will be paid ay all
secondary teachers as described above.

Payroll Deduciions

Upon submission of written authorization, the Board will make payroll deductions for
annuities, eredit unions, Association membership dues, dependents’ insurance and other

- plans approved by the Board, Deductions for membership dues shall continue from yéar to
year unless revoked in writing. Revocation of deduction will become effective ten (10) -
working days after submission of a written request.
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Approved payroli deductions will be deducted in equal instalfments from each paycheck.

Authorization cards requesting payroll deductions for Association membership dues must be
submitted ten (10) working days prior to the issuance of pay checks.

ADDITIONAL DUTIES
Staff Suhstitu‘t_ion _

Employees who voluntarily substitute for an absent teacher during their preparation tirue at
the request of the Principal, shall be paid eight dollars($8.00) for one to thirty minutes, and
sixteen dollars ($16.00) for thirty-one to sixty minutes. Teachers who substitute while on
vacation wiil be compensated based on Regulation 4330 CR. Payments for substifutes will
be made from the sick legve fund. In the instance where a teacher has reimbursed the
Dristrict, the reimbursed amount shall be credited to the sick leave fund minus the cost of the

substitute,

Regulation 4505 CR
o Page 4
Teacher Paid Lunch Duty :

Teachers who voluntarily supervise students jn their room during their lunch period at the
request of the Principal shall be reimbursed the sumn of eight doliars ($8.00) per day.

Payment shall be made for days worked. Suyplemental checks with dedunctions for social
security , and state and federal taxes will be available with the second December and June

payments,

Curriculam Commitiees

A teacher serving on a cumiculum committee will receive $75 per day, unless or release

time. : . . '

SALARY DETERMINATION DISPUTES

All émploye&n of the District shall discu_sé; and'attampt to resolve matters concerning salary

end/or matters having fiscal implications with the Superintendent prior to requesting a

hearing by the Board.

Admin/BOE sign off (Agree with Changes FHEA. Sigm Off (Agree with Changes)

wg. SR ol L Rra Y38/
f
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. Regulation 4540CR: The Intent is: L S

To clarify policy with current practice regarding inswrance and to defer insurance for 25
hour employees to 2004/2005 negotiations, '

(Page i- under Eligibifity - paragraph |, 5, and 7)

(Page 2- under Coverage- paragraph 1) _

(Page 2- under Life Insurance Amounts and Options-paragraph 1 and 2)

(Page 3- paragraph 1)

PERSONNEL SERVICES B Regulation 4540 CR
Compensation |
Groap Insurance Coverape

Medical, Dental and Vision Insurance

Elimbility

Certificated employees who work thitty (30) hours of more per week are eligibie to receive

District paid cmployes 2and one-fowrth-£1/4) fmnily® vaverage for medical, health, dental
and vision insirance, Life insurance is provided for full fime exnployees only. .

An employes who resigns or retizes before completing histher contract or tesm of position
shall forfeit Board paid insurance on the first of the month afler the effective date of
resigniation or retiernent. : '

The employee and/ér famnily member(s), however, may continue hezlth insurance coverage
at the regular District rate +2% at their own cost under the provisions of the Consolidated
Omnibus Budget Reconciliation Act. Employees who retire through the Missouri Teacher
Retirement Systeon may continue health insurance coverage at the regidar employee and
family rate. ' o

A cettificated person contracted to replace a certificated person shall b eligible for Board
paid insurance beginning on the first of the month oceurring after the first contracted day of
the replacement employee, _

Certificated employees requesting a leave of absence except where Board policy makes an
exception may expect to forfeit insurance coverage on the first of the next month following
the beginning of the leave, Those certificated employees on an approved leave of ahsence
may purchase health, dental, vision, and life insurapce through the group policies. Such
requests for continued medical health insirance coverage must be receivad in the
Superintendent’s office at least forty-five (45) days before the beginning of the leave of *
absence to be covered.

Angust 2002 *Suspended Hem 10/19/00



Teachers on educational leave will reczive the District :mﬁ‘ibﬁtan toward insurance
benefits while on leave. Should the teacher not return lmmedmtely from the leave, he/she
“nﬂmpayﬂr:Dzsmmthemstforthnumnanceprmums '

A substitute contracted for more than sixty (60) consacuﬁvq M days in the same position
shall receive medical health coverage and such coverage shall end when the replaced
employee’s Board paid coverage is reinstated ‘or when the substitute’s term of service is
l:l}mpieted ' :

Regulation 4540 CR
Page 2 :

_ Coverage

ﬁmnualamumn TheDts&mtshaﬂpmﬂdﬁ%@%ﬂﬂ-&snthutmﬂﬁﬂlanma]mmﬂm
- the employee may-use-to-purchase sinple employee premmms for the low uphﬂnmeéaa%.
health,de.ninl anidmvmmmmmmenge, Ariit LR e-fand '
- benefiis-budget. The employee may Il!-eﬂle :muuntmpnrchnaeany .
mmhinaﬁun of W health, deutal, and vision insurange for self, spanse, and/or
children. Aoy additionsl insirance premmms beyond the district contribution is the

rupnm:hlhty of the emplnyee and alul! he pa}rrull deducted. Emp-leyaeﬁmay«?m.hasa

hfeh:sumﬂmnuntsandﬂpuons

The tife insurance fringe benefit shall be provided to chgﬂ:lq employees under the same
policies used for the admmlstrauan of mﬂdaeal health 1 msmancc No fmmly coverage
will be provided. . .

Each full time teacher shall be provided with group life insurance pmtectinn in the
amount approved by the Board. In case of accidental death, it shall pay tnple for the
specified amount. The program shall provide for optional Jife insurance in amounts
approved by the Board, which shall be availabl at the District’s rates at the employee’s
expense through payroil deduction. In the event that participation falls below that -

required by the insurance company, employee eligibility may be based on evidence of
medical insurability. The cost of all sptional life insurance shall be bome by the teacher.

Sectiont 125 Plan
The District will provide a Section 125 Plan for the volentary reduction of incorme.
+

Other Coverage

August 2002 *Snspended Item 10/19/00



The Board wili provide an Employee Assistance program, Hability insurance, worker’s
compensation and state unemploymcnt mverage: fc—r all certificated staff members,

InsurmRenew

The insurance program will be reviewed annually by a committee mnsisting. of
representatives of the Board and the Association

Regulation 4540 CR

Page 3
Any recommendations for changes in the ingurance program, as recommended by the
insurance commiites, will be given to the Professional Negotiations Team for consultation
and gnhanced communication. After the ipsizancs ¢ommitiee recommendations are
finalized by the Board, building insurance informatiim weetings will be heid. The
achministration and the Association sweuid will only address increases in the tota! individual
- member cost in the District benefit package during negotiations,

Insurance Information

A pw:icet containing pertinent informatior: and required procedures regarding health and
mujor medical programs, fife insurance, dental insurince; vision insurance, Section 125
Plan, Worker’s Compensation, Liability insurance, BAP Program, annuity availability, state
unempioyment, and retirement procedures shall be issued to cach teacher.

Admin/BOE sign off (Agree with Changes FEEA sign off (Agrec with Changes}

b,_gs #/s9/73

/:3' 0/:.-:{_3

ﬁclzf;/
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Regulation 4590CR: The Intent i to: T

Move the application deadline to give st=ff adequate time to consider retirement and to reduce
the penalty for those who have less than 15 continudus years and to ensure the legality of the
process, :

{Page | — vnder Eligthility-#1-q) :

(Page 3 - under Notice of Intent-paragraph 1

(Page 4 — under lnswrance Fremium Deduction)

PERSONNEL SERVICES ' " Reguiation 45% CR
Compensation and Related Benefits
Eligibility Criteria

1.- To perticipate in the Early Separation Ingentive Plan, the smployee must:

2)  Have at least fifteen (15) years of contiauous ereditable service with the last five
" (5) years being continuous in the Francis Howell R-IIT Sehool District as of June
Sﬂﬂf_meihﬂmﬁaqy&n_g__ ; : -

b)  Beeligible for normal refiremient under the PSRS (under cither the full
benefit formula, early retirement formula, or th:_ modified benefit formula) as

follows.

Full Benefit Formula; Emplayes who retire nnder the PSRS full benefit formula
may participate in the Plan, regardiessiof whether they have previously passed the
first year of eligibility. Employees who retire under the PSRS fll benefit formula
must; . i

1. Have completed fifteen1 (15) years of creditable service under the PSRS (five
as required by the PSRS, plus the additional {10) ten years required to
comply with requirement (a) above), and be at least sixty (60) years of age:

or

2. Have at least thirty (30} years of creditable service under the PSRS
or

3. Have any combination of age and creditable service that equais or exceeds
cighty (80) pursuant to the Rule of 80, as promuigated by the PSRS.

r
(M The alighility requirements mcorparated in this policy are identica to specific eligibility criteria
established by the Public School Retirement System (PSRS) as of the date this policy is adopted. In the
event the PSRS criteria to which this policy conforis are bereafter amended, modified, or repealed by the
PSRS and/or the General Assemhly, this policy shall no lmger be in force or effect, and shall {without any
action by the Board of Education may elect to adogt such amendment, modification or repeal ocours okl
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such time as the Beard of Education may eiect te adopt such emendments or modifications as may
conform to those enacted by the PSRS. Netwithstanding arny other provision of this policy, the Bosrd of
Ed:.manonﬁrﬂmmtﬁ:nghtmmmﬂ,mﬂ:ry,mmpeﬂ:hﬁpolmatanym as may in the
erdssnlcd:scmtmn be demned appropriate.

R_e&m 4591!] CR
Page 2

Early Retivement Formula: Emplovees who retire undcrthe PSRS full benefit
formuiz may perticipate in the Plan, regardiess of whether they bave previcusly
passed the first year of ehg:h.hty Emp!ﬂycas wha:: retire under ﬂm PSRS benefit
formula must: _

1) Have at least fificen (15) years of creditable service under the PSRS (five
as required by the PSRS, plus the additional (10) ten yesrs required to
comply with requirement () above), and be at least fifty-five (55) years of
age, or

2) Have at least twenty—ﬁvc (25) but Jess than thirty (30) years of creditable
service under the PSRS, at an}r age.

* Modified Benefit Formula: Emplnjrces whe retire under the PSRS modified benefit
formula may participate in the Plar, regardless-of whether they have previously
passed the fizst year of eligibility. Employees who wish to partmlpate under the
PSRS modified benefit formula must;

1) Have at least twenty-five (25) years of creditable scrvice and be inder age fifty-
five (55), but age plus creditable service does not equal or excead eighty (80).

2. Period of Eligihility
a) Any employes who has already passed the first year of eligibility to participate in the
Plan as defined by this pelicy, may elect to participate in the Plan int accordance with
the amounts and procedres set forth in this policy.

b) Itis the sole responsibility of the eligible certified employee fo notify the school district
that the employee 1s eligible to and wishes to participate in the Early Separation Plan.

3. District Service
&) A teave of absence approved by the Board of Education shall not be
considered to be an interruption of continwous service.
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hj For purposes of this policy, continuous service shall be defined as all ﬁ:f]-
tite contracted teacher and/or adnuntstrative service. '

c) The continuous service required under this policy nmst be completed in the
(13) fifteen years immediately preceding June 30 of the Final Contract year, as

Reguiation 4590 CR

Page 3

Notice of Intent

In order to participate in the Early Separation Incentive Plan, the etmployes must file written
notification with the Fauaan-Resousces Office personnel office vy iater than Osteber 15 January
15" of the final year of teaching. The notice of intent shall contain & provision that the employee
and school district mutually agree that the empioyee elects early scparation by resignation from
empleyment as a teacher/administrator in the Francis Howell Schopl District upon completion of
the “final contract” The forms may, be obteined from the personnel office.

Amount of Compensation

1. Early Separation Incentive Payment — The employee shall mcﬁw BU% of Base Salary
of Fina} Contract. B i

2. Base Salary Base Salarv: For purposes of this policy *hase salary™ shall be
defined as the total annual compensation, of the employep exciuding '
compensation attributable to fringe benefits, exira duty pay, extended contract
pay or reimbursement of expenses. ' ;

3 Base Salary for Year-Round Teachers: _I_'imaarlyscpamﬁnnhc&xﬁvcplanfur
year-round teachers {an elementary teacher who serves 211.5 contracted days)
may be based on their salary instead of the salary schechile in the Iollowing

. manner.

8)  The teacher must bave completed six of the last ten years as a year-round teacher.

b) - The benefit may then be computed as follows:

I} The teacher will be able {0 elect the separation incentive based upon either
80% of the teacher’s base salary for the final contract year or 30% of the
average of the teacher highest three consecutive years of year-round’

SETVice,

2)  Year-round service will be computed based'_Upun'ZS days of vacation,
regardless of whether the vacation days were actually taken,
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Payment of Early Separation Benefit

The employee may select a § - 10 year peniod aver which the Early Separation Incentive will be
+ paid. Installments will be paid twice sach month beginning in July immediately following the
employee’s separation from the District. Each payment is subject to ail deductions required by
law, but is not eligible for contributions to the Missouri Public School Retirement System.

Regulation 4598 CR
Page 4

Finai Contract

Final contract shail mean the contract for the last full year of employment in the Francis Howell
R-II1-School District. .

Failure to Complete the Final Contract

Failure to complete the final contract for reasons other than approved sick leave of the employee
will result in the loss of Early Separation Incentive Benefits,

Survivarship Payment

1. The employee shall designate a beneficiery on the application at the time of filing 2
declaration to participate in the Early Separation Incentive Plan.

2. In the event of the cmplnyeé’s death after separation from the District, bt prior to
completion of all payments provided under this policy, the designated beneficiary shail
receive payments at the intervals prescribed under this policy.

3. Any change to the designation of beneficiary must be submitted to the office of the Board
of Education in writing, _

Insurance Preminm Dednction

The empleyee retiree will be able to have their his/her health, vision, and dental premiums for
the district™s insumncc PIOgTaIN dﬂdllctﬂd Pre their aa sepakaton pavments-throuch
he-cafeteris-pias-as-per-applicable-state-and federal g . his/her substitate tﬂﬂhiﬂg\’l"ﬂgﬂﬂ-

Separation Agreement

In return for the financial incentive provided under this policy, the employee shall enter into a
Scparation Agreement with the District, releasing the district and its directors, officers, agents,
and employees from any and alf claims or other causes of action the employee may have against
them. The Separation Agreement shall be submitted to the office of Human Resources no later

than October 15 of the final year of teaching, '
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