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INTRODUCTION

This handbook is designed as a resource book for employees in which an employee can
find answers to the more routine questions that may come up in day-to-day operations.

This handbook is also designed to provide every employee with a copy of the current
employment conditions and policies approved by the Governing Board after employee and
administrative representatives met and conferred on them.

Obviously, no handbook can contain the answers to all questions. It is hoped that this
handbook contains enough to be of help.

Your Supervisor, the Principal, the campus administrative staff, the Superintendent and
other members of the central office staff are available to you and are quite willing to
provide assistance.

The staff in the Employee Relations Office is, of course, always willing to assist you in
whatever way possible.

PREAMBLE

It is understood that the attainment of District goals and objectives requires mutual
understanding and cooperation among the Governing Board, the administratiqn, and all
other employees. Accordingly, the Board, on the recommendation of the Supcrmtepdcnt,
will designate certain administrative personnel to meet with employee representatives of
the various classified personnel groups, chosen by the membership in those groups, and
confer on matters to be included in the Classified Employees Association Handbook.
These matters shall pertain to salary and wage schedules, fringe benefits, and appropnate

conditions.
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GLOSSARY OF TERMS

ASSIGNMENT:

ACTING STATUS:

BARGAINING
REPRESENTATIVE:

CLASSIFIED ASSISTANCE
TEAM:

EMPLOYEE:
FULL TIME EMPLOYEE:

INAPPROPRIATE
CONDUCT WITH
A STUDENT:

INVOLUNTARY TRANSFER
“SIR™:

LEAVE DAYS:

PART-TIME PERSONNEL:

PERMANENT STATUS:

PICTURE IDENTIFICATION
CARD:
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Assignment shall be defined as the work area, territory, work
station, work shift, location, department, or job title of an
employee. Section 25-D

Acting status is applicable only to permanent employees who
are replacing on an interim basis an employee in an existing
staff allocated position at a higher classification which is
vacant due to illness of incumbent, leave of absence, or due to
resignation or termination of employee who held the position.
Section 28-A

Phoenix Union High School District acknowledges that the
Classified Employees Association (CEA) is the bargaining
representative for all classified employees. Section 1-A

The employee may choose (optional) to use the team which
may consist of one or both of the following members chosen by
the employee: CEA President and/or his/her designee; one (1)
peer that has held the employee’s position at one time during
employment with the District and who is not on a remediation
plan. Section 19-2,b

Any use of the term “employee” in this handbook shall include
all members of the classified personnel.

Any employee who works 20 hours or more per week
regardless of assignment or split assignment. Section 16 & 23

Inappropriate conduct with a student as referenced in the
Voluntary Transfer Policy refers to conduct of a sexual nature
involving students. Section 25-B-5

Involuntary transfers in accord with Governing Board Policy.
Section 25-3

Formerly Sick Leave Days and Personal Business Days - Leave
days may be used for personal illness or injury, family illness,
paretnal obligation, family death or personal business.
Section 18-A-1

Employees hired to work less than twenty (20) hours per week.
Section 3-E

Employees who have not been advised prior to or on the 90th
workday that s/he is not being retained will be deemed to
have completed the probationary period as of the 91st workday
and will be a permanent eployee as of that day. Section 15-E

All employees must wear picture identification cards
wheneveron a campus or district site. Section 13-A,1



PROBATIONARY STATUS:

QUASI SUPERVISOR: -

SPLIT ASSIGNMENT:

SUMMER EMPLOYEE:

TEMPORARY EMPLOYEE:

TERRITORY:
VACATIONS:

WORKDAY:

WORKSITE:

WORKWEEK:
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Egnployees will be in a probationary status during the initial
ninety (90) workdays of employment Section 15-A

Persons‘ .qs.signed to positions that have supervision
responsibilities on the employee job description. (e-g.
Bookstore Manger, Cafeteria Manger, Craft Chiefs, Lead
Custodian, Registrar, Lead Security, etc) Section 10-E

Employees who hold more than one job title simultaneously
under contract and whose name appears on more than one
job title seniority list. Section 24-E, 1

Classified employee hired to assist during the summer period
(approximately June 1 through August 31). In the event that
thcre' are no bargaining representative members available the
District may seek applicants from outside of the bargaining
representatives. Section 3-B

Temporary employee shall include classified employees and
early retirees hired for short periods of time to replace support
services personnel at times of extended absences or for
overload of work during peak work periods. Temporary will be
hired not to exceed 30 cumulative work days. Section 3-B

An area in a specific location to where an employee is
assigned to work.

Permanent emplyees under contract are eligible to receive
benefits shall accrue paid vacation. Section 16-G

Any workday, exclusive of legal holidays and board declared
recess days as identified by the official school calendar.
Section 16-F-A

Any comprehensive, vocational or alternative program campus
or any district facility or office.

Full time employee’s workday/workweek, consists of 8 hours
per day/40 hours per week exclusive of the meal period.

Community Skills Assistants and Personal Assistants
workday/workweek consists of 8 hours per day/40 hours per
week.

Full time Instructional Aide workday/workweek consists of 7.5
hours per day/ 37.5 hours per week exclusive of the meal

period.

Bus Drivers/Bus Assistants workday/workweek consists of a
minimum of 25 hours per week.

Standard hours of work and the workweek will be scheduled
by the administrator in charge. Employees may request a
change in work hours. Standard hours of work and workweek
may be changed with no less than ten workdays notice,
except for short duration in time of emergency. Section 10-A-

23 ‘
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SECTION

1

EMPLOYEE RIGHTS

RECOGNITION

The Phoenix Union High School District hereby acknowledges that the CEA is the
bargaining representative for all classified employees.

MEMBERSHIP IN PROFESSIONAL ORGANIZATIONS

The Board agrees that every employee of the District shall have the right freely to
organize, join, and support any organization for the purpose of engaging in concerted
activities for mutual aid and protection. As a duly elected body exercising
govcmmental. power under law of the State of Arizona, the Board undertakes and
agrees th{it it will. not directly or indirectly discourage or deprive or coerce any
emplpyee in the enjoyment of any rights conferred by the Statutes and Constitutions
o{ Arizona and the United States; that it will not discriminate against any employee
w_xth Tespect to hours, wages, or any terms or conditions of employment by reason of
hns/l:xqr membership in any representative group, his/her participation in any
activities of t!le group, his/her participation in any grievance, complaint or
proceedings with respect to any terms or conditions of employment. Nothing
contained herein shall be construed to deny or restrict any employee rights that
s/he may have under the Arizona Revised Statutes or other applicable laws and
regulations.

CIT!ZENSH!P RIGHTS

Employees shall be entitled to full rights of citizenship and no religious or political
activities o{ any employee or lack thereof shall be grounds for any discipline or
discrimination with respect to the professional employment of such employee.

AFFIRMATIVE ACTION POLICY

Employees of the Phoenix Union High School District and applicants for employment
within the District will be given equal opportunities regardless of race, creed,
religion, sex, national origin, ethnic identity, age, marital status, or handicap. The
District will continue to cooperate with agencies of the federal and state
governments in fulfilling its legal and moral obligation in the are of equal
employment opportunity. It is the responsibility of each' and every member of the
administration of this District to ensure that meaningful equal employment
opportunity exists and to develop a work force which reflects appropriate distribution
of women and racial minorities all levels of employment throughout the entire school
district. The Governing Board and administration pledge to improve the employment
of women and racial minorities through the various programs of the District’s
Affirmative Action Program. Any conduct, which constitutes sexual harassment, is

prohibited.

USE OF FACILITIES BY REPRESENTATIVE GROUPS

Anv recognized representative group and its representatives shall have the rightlto
use district facilities at all reasonable hours for meetings, scheduling such use with
the Principal. or his/her designee, at the school, provided that this shall not
interfere with or interrupt normal school operations. Direct expenses incident to
the meeting. other than those normally a part of the school operation shall be borne

by the group.
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DISCUSSION WITH PERSONNEL BY GROUP REPRESENTATIVES

Any representative group recognized by the Board and its representatives shall be
permitted to discuss matters pertaining to group business with District personnel on
campus at all reasonable times, provided that this shall not interfere with or
interrupt normal operations. Direct expenses of any meeting resulting from such
discussions, other than those normally a part of school operation shall be borne by
the group. :

CLASSIFIED EMPLOYEES’ ASSOCIATION (CEA)

All classified employees shall have the opportunity to join the Classified Employees
Association.

The employee groups listed below are currently recognized by the Governing Board:

SUPPORT SERVICES
Educational Assistants Crafts/Campus Facility Supervisors
Student Services Custodians/Groundskeepers
Food Services Transportation /Security
Office Personnel Business/Operations

For each support services job title, the representative group will be identified on the
salary schedule in the Classified Handbook.

MEET AND CONFER PROCESS

The Interest Based Negotiations process will be used as the Meet and Confer process
for the 2000-2001 school year. An Interest Based Negotiations procedures manual
will be distributed to all employees.

1. Meeting Times and Places
a. The representatives from employee groups will meet on a regular basis to
plan Meet and Confer agendas and schedule Meet and Confer meetings.

b. The Meet and Confer process will commence at the beginning of the school
year at times and places mutually agreeable to all parties.

c. A good faith effort will be made to complete the succeeding year’s
compensation package by May 1 of each year.

2. Meet-and-Confer Team
Each party will select its own representatives.

3. Released time for meet and confer team members

When a classified employee is engaged during the school day as a CEA member -
of the Meet and Confer Team meeting with other employee group mpmbqr(s) of
the Meet and Confer Team, s/he shall be released from regular duties with no

loss of salary.

4. Good Faith
The parties agree that they will make a good faith effort to resolve matters to

their mutual satisfaction and agreement.
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5. Access to Information

{i.ll erhplqyec groups agreev to make a good faith effort to furnish other available
information upon request.

6. Sessions

Mcetfand-conft_:r sessions will be open to the public, unless otherwise mutually
agreed‘ upon in advance. The only people empowered to speak are the
authorized meet-and-confer representatives. The public may speak, if desired,
after adjournment of the regular meeting.

7. ~ Caucuses
Any employee group may request a caucus at any time. Caucuses of any of the
employg:e groups shall be conducted apart from the other parties and in private.

8.  Tentative _Agfeemcnts _
"ll-Tepga'tive ‘agreements rez}ched as a result of Me_etj'and Confer will be reduced to
writing, will have conditional approval of all employee groups, and will be
initialed and dated by representatives of each employee group.

9. Ratification

_When tentative agreement has been reached by all parties on Meet-and-Confer

issues, each employee group will recommend approval to its constituents. The

final agreement will be signed and dated by authorized designees of all

employee groups and the Governing Board. Ratified language will be added to

(tihc appropriate professional agreements and handbooks, with implementation
ates. o )

i DISTRIBUTION OF INFORMATION

The recognized representative groups shall have the right to place appropriately
identified notices, circulars and other materials on designated school bulletin boards
and in the employees’ mail boxes. At least one bulletin board on each campus shall
be reserved exclusively for group material. The group representative on campus (or
his/her designee) will assume responsibility for posting and distribution of the
material for the group. An information copy of the distributed material shall be sent
to the Principal/Administrator/Supervisor (or his/her designee) at the time of
posting or distribution. Material endorsing or opposing a candidate for public office
may not be so distributed or posted. The District courier service may be used for the

distribution of the above‘matcrial.

J. EMPLOYEE ASSISTANCE
In the case of an assault upon an employee, or a complaint or suit by third parties as
a result of action taken by the employee while performing his/her duties, the District
shall render all reasonable assistance -to the employee in connection with the
handling of the incident by law enforcement and judicial authorities.

.K. PERSONNEL FILES
" Theé personnel file of each employee shall be maintained in the District’s Employee
Relations Office. All materials placed in the employee’s file originating within the
District shall be available to the emplovee at his/her request for inspecting and'/or
obtaining copies. The employee shall have the right to answer any of the matenals

ﬁlcd.
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All references and information originating outside the District will be available for
mspectllon by the employee, if they had not previously waived their right to see such
material. '

All personnel files shall be kept confidential and shall be available for inspection
only when actually necessary in the proper administration of the District’s affairs or
supervision of the employee. A log shall be maintained with each file to indicate

.names of those who have examined the file and dates it was examined.

Material originating within the District which is derogatory to an employee’s conduct,
service, character, or personality shall not be placed in an employee’s file, unless the
employee has had an opportunity to read the material. The employee shall
acknowledge that s/he has read such material by his/her signature. The signature

~does not necessarily indicate agreement with the content of the material. If s/he

refuses to sign, the supervisor will so note in the presence of the Unit CEA
representative, or employee’s designee, sign and date the Employee Relations Office
copy and forward it to the Employee Relations Office. No material originating within
the District, which.is derogatory to-an employee, ‘shall be kept in any unit and/or
department files, other than the Employee Relations Office. (Will not pertain to
evaluation forms.)

REVIEW OF HANDBOOK

:The contents of the Classified Employees Association Handbook will be reviewed
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annually by the meet: and confer team to recommend revisions, deletions, or
additions. _

DISTRIBUTION OF HANDBOOK

The revised Classified Employees Association Handbook will be distributed each year
to each employee as soon as possible prior to the opening of school.

If the wage and salary schedules are not appioved when the remainder of the
Handbook is ready to be printed, these schedules:will be sent out as an addendum

as soon thereafter as possible.

Employees will sign a statement acknowledging receipt of Classified Employees
Association Handbook.

DISTRIBUTION OF EMPLOYEE CONDUCT/DISCIPLINE HANDBOOK

Employees will sign a statement. acknowledging receipt of the Employee
€onduct/Discipline Handbook.

. SAVINGS CLAUSE

Theé provisions in the Classified Employees Association Handbook are subject in all
‘respects to the laws of the United States and the State of Arizona with respect to
the powers, rights, duties, and obligations of the Governing Board. In the event that
any provisions of the Handbook shall at any time is held contrary to law, then such
pr(;visions shall be of no force and effect, but all other provisions are continued in
full force and effect. It is understood that formal legal opinion issued by the Office of
the County Attorney, and concurred in by the office of the Attorney General, shall

have the force of law for the Governing Board.
Tﬁc Handbook shall not conflict with the policies of the Governing Board.

The provisions in the Handbook shall not be changed without the mutual consent of
the Board and the Representative Group during the period July 1 to June 30.
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SECTION

2

FILLING VACANCIES IN
PERMANENT POSITIONS

thnap.existing permanent position becomes vacant and is to be filled, a Position
Vacancies §hc.et listing the essential information regarding the vacancy will be
prepared thhn} a rcasonable length of time not to exceed 10 work days by the
Employee Belatno_ns Office and sent to each unit. The Position Vacancies sheet will
be posted immediately on the désignated bulletin board at each location. Interested
applicants must observe the closing date which is the deadline for making

- application. :
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1. Part-time positions will be advertised.
2. Summer positions will be advertised.

3. Summcr school positions will be filled in accordance with the summer school
established process. :

4. Temporary position vacancies will not be advertised.

Appl.ication must be made for each job advertised. There will be no carryover. All
appht;ants must complete a Position Qualification Form (PR14) in the Employee
Relations Office, which will be screened by the Employee Relations Office to
determine whether applicants meet the threshold qualifications contained in the job

description.

Employees must have been employed in the district for a minimum of twelve (12)
months immediately preceding the date in which the vacant or new permanent
position is posted to be eligible to apply for other positions. All eligible contract and
regular part-time employees of the District who are qualified in accord with job
description requirements and who apply for the advertised position prior to the
closing date will be scheduled for interview. Outside applicants may be interviewed.

1. Within five (5) workdays after the closing date to make application, the
Employee Relations Office will advise the appropriate administrative supervisor

of the qualified applicants.
2. The administrative supervisor or designee will contact each District applicant
and schedule an interview.
Interviews and selection will be conducted within ten (10) workdays in
accordance with established procedures in the interview and selection of
classified staff and as defined by the Employee Relations Division.

Selection will be rmade from the applicants by the appropnate
administrator/supervisor, in accord with established procedures in the interview and
selection of classified stafl and as defined by the Employee Relations Division.
Applicants interviewed for the position will be notified by memorandum when the

selection’ is made. If there are in-district candidates interviewed, the
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recommendation for hire will not become final until S5 wofkdays following the date of -
written notification to allow for possible procedural challenges

Arrangements to transfer the selected in-district employee will be made in a prompt
and expeditious manner. In the event the sclected employee must be retained ir.
the employee’s present position for a longer period of time, the employee will be
compensated at the new rate of pay three weeks after the Employee Relations Office
has been notified of the selection.

New cinployccs to the District will not begin work until the Employee Relations
Department has notified the appropriate administration, in writing, that the new
employee has completed appropriate paper work and may begin work.

Copies of all current job descriptions will be képt at each Principal/Direc-
tor/Supervisor’s office and CEA office. -
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SECTION

3

TEMPORARY/PART-TIME
CLASSIFIED PERSONNEL AND
STUDENT HELP

A. APPLICATION

'l‘cmpora_u‘y/paxt-}img classified personnel including student help must complete the
appropriate application for employment before service to the district begins.

B. DEFINITION OF TEMPORARY PERSONNEL

The term "tqmporary personnel” shall include classified employees and early retirees
as specified in Section 16-H hired to replace support services personnel at times of
extended absence or for overload of work during peak work periods. Except for
temporary personnel who are hired to assist during the summer period (approximately
June 1 through August 31), and cafeteria workers employed for less than four {4) hours
per day, temporary personnel will be hired only when absolutely necessary and should
not be employed longer than thirty (30) continuous workdays.

C. PAYMENT OF TEMPORARY PERSONNEL
1. W'hc‘n temporary personnel except early retirees are hired, they shall be paid
within the applicable range of pay as presented in Section 4.
2. Temporary personnel receive no fringe benefits except Industrial Commission
Insurance coverage.

3. Early retirees are paid in accordance with Section 16-H.

D. PART-TIME PERSONNEL

The term part-time personnel shall include employees hired to work less than twenty
{20) hours per week. Hours worked per week may vary from time to time based upon

— need; employment may or may not continue from one school year to the next (based
upon need) as determined by the appropriate administrator at the individual work

" locations, temporary employees do not have priority for this position. If such temporary
employee applies for and is selected to fill the vacancy, and there is no break in
his/her continuity of service, the number of days s/he served as a temporary shall be

counted in his/her probationary peniod.

E. PAYMENT OF PART-TIME PERSONNEL
When part-time personnel are hired, they shall be paid within the applicable range of
pay as presented in Section 4.
Part-time personnel receive no fringe benefits except Industrial Commission Insurance

coverage.

7/00



F. ELIGIBILITY FOR PERMANENT STATUS

Should the employee who is being replaced on a temporary basis not rcturn to work,
the job vacancy will be advertised. The term “part-time personnel” shall include
employees hired to work less than twenty (20) hours per week. :

A part-time employee who applies for an advertised position and who meets the
position qualifications will be interviewed. If the part-time employee applies and is
selected for a position which is the same classification in which he/she is working
part-time and there is no break in_ his/her continuity of service, the number of days
worked as a part-time employee, converted to full day equivalents, shall be counted in
his/her probationary period.

If the part-time employee applies and is selected for a position which is not the same
classification in which he/she is working part-time, the number of days worked as a
part-time employee will not be counted in his/her probationary period.

All fringe benefits will become effective as of the date of permanent employment in
accordance with normal effective dates.

G. STUDENT HELP
The term student help shall include district students hired in the following categories:
Student help at schools
Student help working nights at schools
Student help at location other than where the student attends school

1. When students, including Cooperative Work Experience students and special
education students, are hired, they shall be paid within the applicable range of pay
as presented in Section 4.

2. Student help receive no fringe benefits.

: 3-2
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SECTION

4

PLACEMENT ON THE SALARY
SCHEDULE

A. . Employees new to the District shall be placed on the first step or appropnaté hourly
: . rate of the salary schedule applicable to the position and. classification which is being
assumed by the employee, except as mdxcatcd below.

B. New employees may be Agranted advance placement on the support services' salary
schedule at time of employment in accord with the following:

1. New employees who have an Associate in Arts Degree at time of employment will
be granted one step on the salary schedule and start at step 2.

2. New employees who have a Bachelor's Degree at time of employrﬁent will be
granted two steps on the salary schedule and start at step 3.

w

New employees who have a Masters Degree at time of employment will be granted
three steps on the salary schedule and start at step 4.

4. New employees who have prior experience in a position where it ¢can be determined
that the job was similar, will be granted one step on the salary schedule for each
school year equivalent of full time employment of such experience with a three
year maximum, and be placed on step 2, 3, or 4, as appropriate. Such
employment must have been no longer than three years ago. Credit will be granted
as follows:

Three years experience within past five years - Step 4
Two years experience within past four years - Step 3
One year experience within past three years - Step 2

5. A maximum of three steps will be granted regérdless of any combination of 1, 2, 3,
and 4 above.

C. In the re-employment of an employee to a position of the same or lower range within
twelve (12) months of disassociation, the employee will be placed on the same step of
the salary schedule as held at the time of disassociation. A returning employee who
has been away from the District for more than twelve (12) months, but not in excess
of thirty-six (36) months, will receive credit not to exceed three steps and be placed on
step 4 for directly related experience in the Phoenix Union High School District. A
returning employee who has been away from the District for more than three (3) years
will receive no advance step placement other than provided for above.

D. A classified employee shall be advanced through the steps of the Salary Schedule at
the rate of one step per year of service in the District, except as otherwise provided in
the Classified Employee's Association Handbook.
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E. TetﬁpOrary/'part-time classified personnel and student help shall be placed on the
Support Services Salary Schedule as follows:

1. Temporary persohnel other than early retirees will be placed at the first step of the
appropriate classification on the support services salary schedule of the job, which
they are ﬁlhng

2. Early refirees are pald in accordance w1th Sechon 16-H 8

3. Part-time personnel, including short-hour food service shall be placed at Step 4,
Range A, on the Support Services Salary Schedule and may move up to a
maximum of Step 7, Range A, for each consecutive year of service.

4. Student help shall be placed at Step 1, Range A, on the Support Services Salary
Schedule and may move up to a maximum of Step 4, Range A, as detcrmmed by
the supervisor.

SUPPORT SERVICES SALARY SCHEDULE RANGE A

~Step 1 Step 2 Step3 - Step 4 Step 5 . Step 6 " Step 7
5.15 5.46 5.79 - 6.18 . 6.55 6.95 7.36
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SECTION

5

CONTRACTS OF EMPLOYMENT

ACCEPTANCE OF CONTRACT

1.

Employees shall indicate acceptance of contract for the ensuing year by signing
and returning the contract or by an acceptance in writing which is delivered to
the Employee Relations Office within thirty (30) days from the date of the
contract. An employee who fails to return his/her contract within the thirty
(30) days shall be deemed to have resigned.

Any apparent errors in the contract amount for continuing employees, in
accord with salary schedule placement, must be brought to the attention of the
Employee Relations Office prior to October 1 of any school year, or within
ninety (90) days after issuance of the contract, if the contract is issued after
September 1 of the school year. When there is less than ninety (90) days from
the date of contract issuance to the end of the school year, such advisement to
the Employee Relations Office must be made prior to June 1 of the school year
in which the contract was issued. Should there be any contracts resulting in
overpayment to any employee, an adjustment will be made in the contract at
any time during the fiscal year to reflect the correct amount.

When practical, employees will be notified in advance that they have been
overpaid and necessary adjustments will be made. In the absence of a legal
requirement to the contrary every effort will be made to structure the
adjustments to minimize the hardship on the employee.

An employee of PUHSD who obtains employment from another institution in
which the work hours of such new employment directly conflicts with the
established work hours of his/her job at PUHSD will be deemed to have
committed a breach of contract which constitutes cause for termination. The
Superintendent or designee shall notify the employee by certified mail, sent to
the employee’s last known address, of breach of contract and provide a
reason(s) to justify cause of termination. The employee will be given ten (10)
work days upon receipt of notification of breach of contract to respond to the
Superintendent or designee and present evidence that cause for termination

does not exist.







SECTION

6

PROBATIONARY PERIOD

A. Employees will be in a probationary status during the initial ninety (90) workdays of
employment. Workday is defined as any workday exclusive of legal holidays and board declared
recess days as identified by the official school calendar. During this time, the probationary
employee is subject to immediate release or discharge by the district with a written notice of
dismissal containing reasons for release. This notice will come from the immediate
administrator (Division Manager, Director, Educational Unit Administrator, Assistant Principal,
or Principal). A copy of notice of dismissal shall be sent to the CEA president.

B. All probationary employees will be evaluated no later than the end of the 45" workday. If the
employee is to be retained, no further evaluation will be necessary and the employee will fall
under the evaluation timelines in Section 19. Two evaluations must be done if a probationary
employee is to be dismissed for performance, with the second being done no later than the 90™

workday.

C. A probationary employee may be terminated for cause or for poor performance. "For cause”
terminations are based on factors such as poor attitude, use of improper profane language
inappropriate language, inappropriate conduct with students, staff, or campus visitors, poor
attendance etc. "for performance” terminations result from the employee not meeting
standards on one or more of the indicators covered by the evaluation. If the probationary
employee is to be released for reasons of work performance deficiency, this will only occur
after the probationary employee’s second evaluation. Information regarding the evaluation
process is in Section 19. If the probationary employee is to be released for reasons other than
work performance deficiency, evaluation(s) prior to dismissal are not required. Problems in
areas such as attendance and attitude can be the basis for termination under either “for cause”
or "for performance” based on the nature of the problem with a particular employee.

D. Probationary employees to be dismissed shall be provided minimal due process.

E. A probationary employee who has not been advised prior to or on the 90th workday that s/he is
not being retained will be deemed to have completed the probationary period as of the 91st
workday and will be a permanent employee as of that day. After the probationary period of
ninety (90) workdays has elapsed, no employee shall be disciplined or discharged without just
cause.

07/04 . Probationary Period 6-1






SECTION

7

LINE OF AUTHORITY

A. General operating procedure provides that each employee shall have one (l) immediate
supervisor only. Each classified employee will receive a completed line of authority form
within the first two weeks of her/his contract start date. Requests for services of the
employee(s) should be made to the employee’s supervisor who will make assignments to
personnel under his/her supervision.

B. An employee’s immediate supervisor can change in the maintenance services department
depending upon the workload.

C. In the best interest of the district, an employee may from time to time be expected to carry
out an order from an administrator from his/her site or division who may not be his/her
immediate supervisor. In these situations the employee is to follow that reasonable request.

D. When requests for employee services are not being made in accord with general operating
procedure, such should be brought to the attention of the appropriate administrator for the
purpose of rectifying the situation. However, no employee shall be disciplined for
insubordination as a result of a refusal to carry out a request issued by someone other than
his/her immediate supervisor, if that request is unreasonable, inappropriate, may put that
employee at risk, or is not in the best interest of the district. Similarly, an employee may not
be disciplined for following such a request.
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SECTION

8

PAy Periop/ DepucTiONS

PAY PERIOD

The pay period shall normally be bi-weekly. Every other Friday is the regular payday.

Direct Deposit is available to all full-time employees with the exception of those who are
on a no pay status. The payroll department has the authority to remove employees from
direct depo’sn once they have been identified by various means as being on a no pay
status. Notlf.ication must be given to employee so they know to pick up their check from
the appropriate personnel. For Direct Deposit information please see section Appendix F.

ORGANIZATION DUES DEDUCTION

The District provides to employees the opportunity to have approved organization(s) dues
withheld from the employee’s pay on a regular basis. The employee must sign an
appropriate form authorizing such deduction. Such authorization shall continue in effect
unless subsequent to June 1 and prior to September 15 of any year, such authorization is
fonpa]ly revoked by the employee in writing and delivered to the group representative
which, ‘upon receipt of such request of cancellation, shall notify the Payroll Office. The
deduction of membership dues upon member’s request shall be made in equal amounts
from the employees pay checks following the receipt and processing of the request, and
the Board agrees to remit promptly to the respective group all moneys deducted
accompanied by a list of employees from whom the deductions have been made. Approved
organizations shall notify the School District Administration’s Payroll. Department of any

changes of address for submitting dues.

TAX SHELTERED ANNUITY

The Phoenix Union High School District is presently participating in the tax sheltered
annuity program approved by the Internal Revenue Service. Employees whose financial
status allows them to participate in the program can add to their monthly retirement
program already consisting of Social Security and State Retirement.

Full details and application forms are available in the Payroll Office.
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SECTION

9

WORK YEAR

Nine-month work year is from the day the employees return to duty through the last day of
school. Starting and ending dates and number of days worked are determined by the school
calendar for each year. - :

Nine and one-half month work year is two (2) weeks longer than the nine-month work year.
Normally, starting date is one (1) week prior to starting date of nine-month work year and
ending date is one (1) week after ending date of nine-month work year. Starting and ending
dates and number of days worked are determined by the school calendar for each year.

Ten-month work year is four (4) weeks longer than nine-month work year. Normally, starting
date is two (2) weeks prior to starting date of nine-month work year and ending date is two (2)
weeks after ending date of nine-month work year. Starting and ending dates and number of
days worked are determined by the school calendar for each year.

Twelve-month work year is from the first work day of July of each year through the last
work day of June of each year.

Specific starting dates and ending dates, for less than twelve-month assignments, may be
determined by the appropriate administrator as long as the number of workdays is in accord
with the school calendar. When adjustments in starting and ending dates are made, the
Employee, Employee Relations Office and the President of CEA must be notified in writing.
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SECTION
10 |

HOURS OF WORK

A. HOURS OF WORK AND WORKWEEK

7/00

1.

Stanfigrd hours of work and the workweek will be established by the
administrator in charge. Employees will be advised of their work hours upon
acceptance of the position. Standard hours of work and the workweek may be
changed in accordance with provisions in paragraph #2 below.

Standard hours of work and the workweek may be changed with no less than
ten (10) workdays notice except for short duration in time of emergency. If there
is a change in the standard work hours or workweek, the administrator in
charge will meet with the employee(s) in that job title at that location and give
rational for the change. The employee will be notified in writing which will
include the reason for the change of work hours. Volunteers will be asked for,

" if there are volunteer(s) selection will be based on district seniority. If there are

no volunteers, the least senior employeé(s), based on district seniority will be

.assigned.

a. An employee may request a .change in work hours by submitting a request
in writing with rationale to the administrator in charge. The administrator
in charge will respond to the employee(s) request in writing.

b. Additionally, notification of the change of work hours/workweek will be
submitted to the C.E.A. President and the Employee Relations Office.

All full-time employee’s workday/workweek consists of eight (8) hours per
day/forty (40) hours per week exclusive of the meal period including but not
limited to the following:

a. Community Skills Assistants and Personal Assistants workday/workweek
consists of eight hours (8) per day/forty (40) hours per week.

b. Full-time Instructional Aides, workday/workweek consists of seven and
one-half (7.5) hours per day/thirty-seven and one-half (37.5) hours per
week exclusive of the meal period.

c. Bus Drivers/Bus Assistants workday/workweek consists of a minimum of
twenty-five (25) hours per week.

STARTING TIMES

2 WS

Day Shift - Work begins between 5:00 a.m. and noon.
Evening Shift - Work begins between noon and 6:00 p.m.

Night Shift - Work begins after 6:00 p.m.

Employees working the evening or night shift may be changed to day shift from
the Monday after the close of school until Monday of the week teacher'’s

retummn.

SHIFT DIFFERENTIAL

1.

Shift differentials will be paid for evening shift and night shift schedules for
assignments of not less than cight (8) consecutive hours, exclusive of the meal

period.
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2. Employces_: working an evening or night shift may be assigned to the day shift
for a period of up to ten (10) consecutive workdays, without loss of shift
differential, while school is in session. Should such a reassignment of any
employee cause conflict with regularly scheduled commitments of the
employee, the reassignment will not occur.

BREAKS AND MEAL PERIODS

1.  All employees shall have a duty free lunch (length of meal period must be
approved by the administrator in charge) and break(s) of a duration provided for
as in the following schedule:

Hours/day Breaks Meal Period
0-4 None None
4-6 1-15 minutes 30-60 minutes
6-8 ' 2-15 minutes 30-60 minutes

REPORTING ABSENCES

‘The in'divid‘ual. employee must report absences due to leave (e.g. personal illness or
‘injury, family iliness, parental obligations, family death, or personal business) by

calling the absence reporting system no later than thirty (30) minutes before the
employee’s starting time. In addition to reporting to the automated system the
employee must contact their immediate administrative supervisor and quasi
supervisor (certified staff are not considered supervisors) on the campus/site.
Approved absences for any other reason are reported directly to the employee’s
immediate administrative supervisor. For additional information on how to report
your absence refer to Appendix B.

UNEXCUSED ABSENCE FROM DUTY

If an employee is not on duty or arrives late or leaves early on any workday(s) and
his/her absence is not a result of any approved leave of absence with pay, including
leave days for which the employee is eligible, that employee shall not be paid for
such time lost. Any deduction of pay is exclusive of payment of TSA in lieu of health
insurance.

An employee on an unapproved absence for three (3) consecutive workdays will be
deemed to have abandoned his/her position and will be terminated by the District.
Written notice by certified mail of such action will be sent to the employee’s last
known address. The employee so notified will have the right to due process under
the current established procedures which includes the right to present his/her .
reasons, within a specified period of time, to either their principal, director of
classified or certified, or Superintendent or designee. The administrative decision as

to termination is binding.

ABSENCE DURING NORMAL WORKDAY

An absence up to four (4) hours will be considered a half day. An absence of more
than six (6) hours will be considered a full day. Absences of less than two (2) hours
may be handled at the discretion of the supervisor, with all employees being treated

fairly.
Employees who find it necessary to leave work during their normal workday will do so
only after approval of their supervisor. If an emergency occurs and if the supervisor
is not available the request for approval must take place no later than the next

scheduled workday.
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FOUR-DAY WORKWEEK DURING SUMMER

A four-day workweek may be scheduled during the summer. The decision as to
which campuses, units, or divisions, and which positions will be placed on this
schedule will be determined by the Superintendent (or his designee) prior to April 1
of each year. The number of hours on duty per week will be the same for those on a
four-day workweek as for those on a five-day workweek.

The computation of vacation days and leave days with pay, either accumulation or
use, will be on a proportionate basis of 1.25 days for each day on duty during this
four-day week period (or an equivalent of five days per week), the same as employees
on a five-day workweek.

10-3
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SECTION

11

OVERTIME AND COMPENSATORY

A.

TIME

GENERAL PROVISIONS

1.

10.

All time worked beyond exght (8) hours in a day requires prior written approval of
the Principal, Educational Unit Admlmstrator Director, Division Manager, or
administrative designee.

When the classified employee is not able to get prior written approval, the
following will prevaﬂ

The employer must compensate overtime whether the overhme was approved in
advance or not, providing the following conditions have been met:

A. The supervisor was aware the employee was working overtime.

B. The employee keeps a record of the time, date, and amount of overtime, and
a brief descnpnon of the work performed

C. A copy of the overtxme report is given to the supervisor along with any.time
slips required of management.

An employee must physically work in excess of forty (40) hours in a workweek,
exclusive of time lost for approved school business during the workweek, to be
eligible for overtime. Overtime will be compensated at one of the following rates.

A. Overtime: time and one-half the hourly rate.
B. Compensatory time: one and one-half hours for each hour.

C. Combination: part pay and part compensatory time so long as the principle
of time and one-half is maintained.

The administrator approving the work beyond eight (8) hours will identify the
method of compensation prior to the performance of the work.

Overtime/compensatory time will be in quarter-hour segments.
Vouchers for overtime pay are to be submitted bi-weekly.

Maximum number  of compensatory hours which may be accrued is 240 (160
hours at straight time). ' :

Hours over 240 accrued compensatory time must be paid at time and one-half.

Compensatory time must be used within the contract year for which it was
earned. ‘

Based on funding all unused compensatory time as of the end of each contract
year must be paid to the person at time and one-half the hourly rate or added to
your leave days.

All work performed on Sunday will be compensated at double the regular rate
unless Sunday is a part of the regular workweek.
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11.

12.

13

14.

15.

An employee may be requested to work on a legal holiday or recess day(s) as
designated on the school calendar. When this occurs the employee shall be paid
at straight time or receive compensatory time at straight time.

Up to five (5) days of compensatory. time may be added to a vacation or recess
period. Up-to twenty (20) days of compensatory time' may be: addcd to leave-
Prior written ‘approval of the appropriate administrator is required.

Overtime may be required and normally the employee(s) performmg such work
during his/her regular assignment will continue work into the overtime period.

Overtime shall be divided as equally and equitably as possible among employees
normally performing that type of work.

Compensation for all classified employees covered by this handbook shall be in
comphance with applicable state and federal laws. o

B.. SPECIAL PROVISIONS FOR FOOD SERVICES EMPLOYEES

1.

Contract Food Services personnel who work less than forty (40) hours per week
and who are required to work hours in excess of their regular schedule for extra
dinners shall be paid or granted compensatory time m accord with A-2 this
section.

Contract Food Services personnel who have completed their normal work shift,
left work, and have to return to work (banquet or other activity) will be paid a
mmlmum of two hours in accord with A-2 this section.
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SECTION

12

PAY DIFFERENTIALS

. SCHEDULED CALLBACK PAY

A_n employee called to work for a scheduled activity between the closing time of
his/ her regular work shift and the starting time of his/her next regular work shift shall
be paid a minimum of two (2) hours’ pay at the applicable overtime rate, except as
provided in Section 11-A-2 Overtime. This callback time will not apply to overtime
worked consecutive to his/her regular work shift.

. UNSCHEDULED OR EMERGENCY CALLBACK PAY

An gmpleee call.ed to work for an unscheduled or emergency occurrence between the
closing time of his/ her: regular work shift and the starting time of his/her next regular
work shift shall be Ppaid a minimum of two (2) hours pay at double the normal rate of
pay, except as provided in Section 11-A-2, Overtime. This callback time will not apply
to overtime worked consecutive to his/her regular work shift.

FOOD SERVICE PERSONNEL

Short-hour Fon Services personnel who work in excess of their regular schedule will
be paid at their regular rate of pay for the time in excess of they’re regular schedule.
However any short-hour employee who has completed his/her normal shift and left
work and returned to work (to work a banquet or other activity) will be paid time and
one-half for the time worked upon return to work.

HIGH TIME PREMIUM-MAINTENANCE AND OPERATIONS

High Time - On any operation where there is a possibility of a free fall of twenty-five
(25) feet or more, double time shall be paid for the time spent on the operation in
fifteen (15) minute segments. Excludes work when performed from a mechanized work
container and/or platform with safety rails.

A§bestos - Asbestos gbatcment teamn members, while working with asbestos removal,
will be paid dopp]c time for the time spent on the operation in fifteen (15) minute
segments. Participation on asbestos abatement team shall be voluntary.

PROFESSIONAL GROWTH - TOP OF THE RANGE

Professional Growth columns on the salary schedule (Section 44) indicate amounts
above the top step are applicable only when an employee has reached the top of the
range on which the employee's position is located and (a) is eligible for one, two, or
three professional growth increments as outlined in the Professional Growth Chapter
in the Classified Employees Association Handbook; or (b) possesses an Associate,
Bachelor's, or Master's degree as outlined in the Placement on the Salary Schedule
Chapter in the Classified Employees Association Handbook

The annual salry for Food Services personnel is determined by using the hourly rate as
identified on the salary schedule (Section44) and multiplying it by the number of hours
worked per day times the applicable number of days in the work year.

PAY DIFFERENTIALS

SUPPORT SERVICES RATE PER HOUR
Evening Shift* - Support Services .16
Night Shift** .32

Custodians and building maintenance workers working combination of evening and
day shift during year, receive $.13 per hour differential throughout the year.
Custodians and building maintenance workers working combination of night and day
shift during the year receive $.25 per hour differential throughout the year.
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SECTION

13

IDENTIFICATION, UNIFORMS &
HAND TOOL REPLACEMENT

EMPLOYEE IDENTIFICATION CARDS

1.

All employees, for the safety and security of students and employees, will be
issued picture identification cards that are to be worn whenever on a campus or
district site.

2. Employees not wearing his/her picture identification card may be requested by
the appropriate authority to present and wear his/her identification card, if
unable to do so they are subject to removal from district premises by
Administration.

UNIFORMS

1. Clothing appropriate to job duties is to be worn at all times the employee is on
duty.

2. Uniforms shall be required only for the personal safety of the employee(s).

3. Uniforms required by the district for the safety of the employee shall be paid for or

provided by the district.

REPLACEMENT OF HAND TOOLS

On an exchange basis, the District will replace for craft personnel hand tools which
are listed on an approved list of hand tools for his/her job assignment which hgve
been lost on the job due to burglary. Replacement of lost hand tools is limited
exclusively to and such burglary must occur on District premises.
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SECTION

14

- PERSONAL SAFETY

The District shall furnish all equipment required for personal safety. Every employee
is expected to accept safety and accident prevention as an active part of his/her job
assignment. S/He should observe and report safety hazards as a basic job
requirement to his/her immediate supervisor.

An employee shall have the right to refuse to carry out an order that might be
hazardous to him/her or those around him/her or when it is not related to his/her
craft, trade, or position wherein there would be a potential hazard to the employee.
When such a circumstance arises, the appropriate supervisor shall immediately
review the alleged hazard.

At no time shall an employee be required to search for any form of explosives on or
around the school property. Nor shall s/he be required to act as a police/security
force in mob control or any act of force by others. An employee may volunteer for
such duties if s/he wishes to do so.

No less than two (2) custodians will be assigned to a night shift at any location.
Other classified staff members shall not be assigned to a night shift at any
location/site unless another staff member is present during said shift.

The district service warehouse will stock necessary safety supplies and equipment.
Items to be issued to school units as needed.
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SECTION

15

ON-THE-JOB ACCIDENTS
RESULTING IN INJURY

A. The law requires the District to participate in" a compensation insurance plan
approved by the Industrial Commission of the State of Arizona. The Industrial
Commission Insurance schedule listed below is not a negotiated section of this
handbook language.

B. Al on-the-job accidents resulting in injury must be reported to the employee’s
immediate supervisor and paperwork completed promptly for future claims to be

acknowledged.

INDUSTRIAL
COMMISSION INSURANCE

calendar days

COMPENSATION CHARGE AGAINST
TIME MISSED | FROM INDUSTRIAL C%hégglvosx,Aglxcs)ngg?M SICK LEAVE
COMMISSION ACCOUNT
Less than 8 None Base pay for time Day for day on time

missed until leave days
expire.

missed.

8 through 13
calendar days

A percentage of
employee’s pay as
determined by the
Industrial Commission
formula, excluding
first seven calendar
days.

Balance of base pay for
8th through 13th
calendar days until
leave days expire.

For that portion of
time compensated by
District.

14 calendar
days or more

A percentage of the
employee’s pay as
determined by the
Industrial Commission
formula, including the
first seven calendar
days missed.

Balance of base pay for
all the time missed
until leave days expire.

Difference of base pay
and that paid for by the
Industrial Commission.

For that portion of
time compensated by
District.

Leave dayvs charged is same percentage as compensation paid py the District, (ound_ed
down to the nearest half-day in adjusting leave days account in accordance with this

schedule.

7/00
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SECTION

16

'FRINGE BENEFITS

A. ELIGIBILITY
Permanent and probationary employees who are hired after July 1, 1984, and work 24
hours or more per week under contract are considered full-time employees and are
eligible for fringe benefits. Those employees hired prior to July 1, 1984, and who work
less than 24 hours per week will continue with the same fringe benefits previously
granted throughout the year regardless of length of work year.

B. HEALTH AND MAJOR MEDICAL INSURANCE

1.

All permanent and probatlonary emp]oyees are covered by health and medical
insurance as. described in the master contract(s) between the District and the
provider which becomes effective based upon eligibility date and the date of
enrollment by employee. Premiums for the employee’s coverage are paid by the
District. When more than one (1} health insurance plan is offered, and the employee
selects the plan of his/her preference, the District pays an amount equal to the
annual premium of the lowest cost plan.

Dependent coverage is available under the payroll deduction plan, with the
premiums for dependent coverage paid by the employee.

Employees hired prior to July 1, 1987, may select in lieu of health/medical
insuyance benefits; a tax sheltered annuity with an agreement that the amount will
rémain in the annuity program for the duration of employment in the District.

the TSA amount shall be equal to $1,177.00 for a full year contract or an amount
proportionate thereof based upon the date of exercise of the option as follows:

a. Between the 1st and 15th of the month, TSA effective the first of the following

month.

b. Between the 16th of the month and last day of the month, TSA eﬁ’echve the ﬁrst
of the second following month.

c. An employee choosmg a tax sheltered annuity option and then. havmg an
" .emergency during the i insurance year, due to spousal change (dlvorce maiTiage,
_* death), shall be allowed, upon approval of the insurance carrier, to re-enter one
* of the District’s health plans. The cost of this health insurance will be at the
employee’s expense through the payroll' deduction ‘process or a ‘cash’ payment if
durmg a non—payroll period. .

C PAYMENT FOR UNUSED LEAVE DAYS: UPON RES!GNATION RET]REMENT
- OR DEATH IN SERVICE -

1.

Eﬁectwe July 1, 1998 a classified emp]oyee with contmuous satxsfactory service at
the time of retirement, resignation, termination, or death in service from the District
shall receive (or his/her estate) a financial payment at the rate of 45% times the

daily rate of pay during the final year of employment for any unused leave days.

Leave days shall be accumulative indefinitely for normal use.
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2 An employee, who notifies the District in writing of hls/her intent to terminate

" ‘employment by February 15 of the prior year, may be issued a final severance

contract. Acceptance of benefits under this program constitutes acceptance and an
irrevocable intent to retire/terminate employment. All accrued leave days in excess
of that earned during the final year of employment will be computed at 45% times
the daily rate of pay. :The employee may choose.one, of the following options:

‘Ogﬁon

Leave days payoff will be paid in one lump sum after the employees final date of
employment.

-Option 11

Leave days payoff will be included in the contract issued for the last- year of
employment and will be pald according to.the 20 or 26 pay period option chosen by
the employee for his/her regular pay. The additional leave days payoff amount shall
not be included in the employee’s daily rate of pay.

The leave days bank purchased under option II will constitute total leave days. If

- the employee should subsequently need to use sick days for which they were paid,
“the District may grant-those days and dock at 100% of this/her danly rate of pay for
“each additional day of leave days used.

Ogtlon 1

‘Leave days payoff will be paid in two equal lump suins; the first to be paid the last

regular pay date in December of the employee’s final year of employment and the
second payment to be made after the employee’s final date of employment.

An employee who chooses options II or IlI is not eligible to participate in the medical

~leave assistance program.

If the employee does not notify the District in writing by the February 15 deadline,
leave days payoffs will be paid according to option I.

" Additional leave will continue to accrue dunng the last year of employment as per

agreement

Payment upon termination of- emplOyni'ent under these conditions w1ll ‘be made for
the balance of the last year of accrued unused leave days at the applicable

. percentage rate txmes the daily rate of pay.

D LIFE INSURANCE

The govemmg board shall provide, at no cost to the employee, group term life insurance
as‘described in'the master contract(s) between the District and the prov1der ‘Amount of
) 'coverage equal to $25 000 or an amount equal to' annual salary, whlchever is greater. :

" -SUPPLEMENTAL DlSABlLlTY lNSURANCE
The governing board shall provide, at no cost to the employeé, group supplemental
-disability insurance coverage as described in the master contract(s) between the District
and the provider which will pay two-thirds of the contract salary after a'minimim 90
calendar day waiting period following disability for either sickness or accident to age 65

- or-a maximuin of 180 calendar days. The ccmdmons of covcrage will be spelled out in a

-booklet to be provxded to every employee
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F. HOLIDAY

1.

The annual school calendar as approved by the governing board' shall identify the
holidays and board declared recess days to be observed in the District. )

a. Employees shall not be required to work on any board declared hollday Or recess

day as identified in the annual school calendar

b. If an employee is on the District payroll (1 €., elther at work or on an approved
leave of absence with pay) on both the last workday 1mmedxately preceding and
the first workday nnmedlately following a holiday or board-declared employee
recess. period as identified in the board approved school calendar for -the year,
the employee’s compensation will not be: dlmmlshed because of the holiday or
board declared recess period.

c. If an employee is not on the District payroll (e.g., on a leave of absence without
pay either because tlie leave days for which the employee is eligible ‘has been
-.exhausted or because the employee is- on -a board approved leave of absence
without pay) on the last day prior to or the first workday immediately following a
holiday or board declared employee recess period as' identified in- the board
approved- school calendar for the year, ‘that employee shall receive no
compensation for the holiday or the board-declared employee recess period.

When New Year’s Day, Independence Day, Veterans Day, or Christmas fall on
Saturday, the holiday will be granted on Friday. When any of these designated
holidays fall on Sunday thie holiday will be granted on Monday

a. Those employees whose regular workweek is other than Monday through Friday
-will be granted either Saturday or Sunday off for these hohdays when they fall
on a weekend.

b. Those employees whose regular workweek ‘does not include Monday will be
granted the proceedmg Saturday or Sunday off 1f one of these four holidays falls
-on a Monday

. Should one (l) or more of these ‘holidays occur durmg an employees vacatlon the
‘employee will be given an ‘additional day’s vacatlon w1th pay, in accord with the

vacation provision.

With pnor approval of the unmedxate supervisor, earnedvvacatlon or compensatory
time may be taken before, during, or after recess periods. :

The hours of employees working December 24 and 31 will be adjusted so‘ that no
employee will be. wbrkmg after 5:00 p.m., if approved by the unmedlate supemsor

. Use of a leave day(s) for personal busmess on: the last scheduled workday before

and/ or the first scheduled’ workday after any hohday, board declared recess. period,
or vacatnon wﬂl be granted only m the most unusual cxrcumstances '
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G. VACATIONS

1.

‘Permanent employees under contract on.a 12-month assxgnment who are ehglble to
receive benefits shall accrue paid vacation as follows:

e Days Earned. per Days/Hours
Service Credlt : Four Weeks Per Year

One through three contmuous years 0.77 10/80
Four through eight continuous years "1.15 : - 15/120
Nine continuous years or more - 1.77 - 23/184

.- The 10 days of vacation, or portion t_hereof; will be taken after each of the first three

years of employment. The 15 days will be taken- after completion of -the fourth
through the eighth year of employment, and.the 23 days after completion of the

ninth year and thereafter

- Vacations may be- taken for, any: reason,. employees -do not have to glve a reason for

the vacation request, however request must be in writing, using e-mail or the
standard forms available .in the supervisors’ office.. Responses indicating either
approval or disapproval will be returned to.the employee promptly. If-the employee

‘has not been advised.in writing of the approval or denial prior to the starting time of

the vacation it will be considered. approved. Employees may submit request for
vacations utilizing the time frame shown below:

- 1 or 2 days vacation . atleast 2-work days prior. notxﬁcatlon
3 or 4 days vacation at least 4 workdays notification
S days or more taken consecutively at least 5 work days notlce

These are recommended guidelines. and are to be utilized unless a shorter notice is

accepted by the administrator or deemed an emergency.

Based on the needs of the district, depart;ment/—division managers/ supervisors may

identify certain ‘time periods during which employees may not .take vacation.
However, the department supervisor may not restrict more than 20 days in a school
year. Notification of the restricted days must be provided to the employee in writing
by July 1 of each school year. Extenuatmg circumstances can cause a change then
the alternate days will be provided as soon as known. ‘Copies of the restricted days
must be sent to the Employee Relations office and the President of CEA.

“Employees whose work year is less than' 12 months receive no pald vacation.

Twelve-month employees initially beginning work prior to January 1 will receive a

- prorated vacation at the end of that fiscal year and will be given credit for 1 year’s

. -service in .computing his/her service time for his/her vacation. Employees-initially

:beg1nnmg work after January 1 will receive a- prorated vacation at the end of that

' figcal year, but’ will not recelve a years semce credlt The ﬁsca]:_year is July 1
- “through June 30.: - ' D

When the vacatlon penod of an employee mcludes a pa1d hohday, an addltnonal
day’s vacation will be granted with pay, in lieu of the holiday.

When an employee, whose work year is less than 12 months, is changed to a 12
month position, on a permanent basis, the first vacation amount will be prorated
from the date of that employee’s regular starting date of that school year through
June 30, at the applicable accrual rate based upon number of continuous years of
service credit as defined in Paragraph 1 above, and as determined by seniority in
accordance with Section 23.

When an employee, whose work year is 12 months is changed to a less than 12
month position, on a permanent basis, the vacation due that employee will be
prorated from the beginning date of the 12 month contract through the date the
employee assumes the less than 12 month position at the applicable accrual rate
based upon the number of continuous years of service credit as defined in
paragraph 1 above, and as determined by seniority in accordance with Section 23.
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When this occurs the employee will receive payinent for the accrued unused
vacation at the end of the contract year in which the change in length of work year
occurred. The vacation may not be held to be taken during the next year.

7. When an employee, whose work year is less than 12 months, is changed to a 12
month position on an acting basis, vacation will be prorated from the date the
employee assumed the acting assignment through June 30 of that year at the
apphcable accrual rate, based upon number of continuous years of service credit as
" defined in paragraph 1 of this Section. If the employee does not remain in the
acting assignment through June 30, no vacation will be earned.

8. Employees in a probationary status who terminate, voluntarily or involuntarily, are .
not eligible to receive accrued vacation at time of termination.

9. An employee of more than 90 workdays of service who terminates voluntarily or
involuntarily wﬂl receive payment for accrued unused vacatlon at time of
termination.

10. For some 12-month positions wh:ch are funded from non- local fund budgets there is
no guarantee of continuous non-local funding from one year to the next. For
employees in these positions it is mandatory that the earned vacation be taken
during the non-local funded grant’s fiscal year.

11. Employees who have exhausted all leave days have, the option to have time'lbst due
to illness charged to vacation by providing a doctor’s statement if the administrative -
supervisor so requests.

12. All vacation earned between July 1 and June 30 of each year must be used prior to
June 30 of the following fiscal year or an amount of unused vacation not to exceed
. ten (10) days may be added to the employees leave days.

H. PUHSD EARLY RETIREMENT PART-TIME EMPLOYMENT PROGRAM

1. After ten (10) consecutive years of full-time service in the Phoenix Union High School
District and achievement of age 50, an employee who opts to take retirement prior to
age 65 will be eligible for participation in the early retirement part-time employment’
program until the end of the year during which s/he reaches age 65.

2. Employees choosing to participate will serve as substitutes or  perform other

appropriate duties for the agreed-upon period. Employment under this program

- must be part-time (less than half of the regular full-time a331gnment) so the
'emp]oyee may draw state retnrement pensnon

- 3. ‘The employ,ec will sxgn an agreement to work for a ten-day period during any one-
- . year period.-- The employee will be paid at. 90% of the employee’s-last rate of pay. No
-employee may work more than ten (10) days during any one-year period, calendar or
fiscal, -at that rate of pay. Any work performed beyond that ttmc will: be paid in

- accordance with one of the following options.

a. Early retirees filling a critical vacancy for ten (10) or more consecutwc days will
-be. paxd as follows: : .

S Havmg met the ten (lO) day requirement ‘as an early retiree will be paid at
"Step 1 for theé range of the assignment or the range held prior to retirement
which ever is greater. Effective on the eleventh (1 l) day thexr pay will change

to Step 4 for that range.

ii. Early retired employees who have not thet the ten (10) day requirement shall
' be paid at 90% of the employee’s last rate of pay, effective on the eleventh
(11) day their pay ‘will change to Step 4 for the range of the ass:gnment or

the range held prior to retirement which éver is greater.
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b. All other vacancies after that mmal 10 days will be paid at Step-1 for the range
of the assignment or the range they last held prior to retirement whichever is
greater.

c. No early retiree may exceed the hmltatlons mandated by the Anzona State
Retirement System.

4. vOnce an employee elects to partxcxpate in the program ‘s/he’ may not return to
regular employment in the District, nor may they receive any beneﬁts (e g leave
days, vacation, holiday pay etc.)

5. Employees choosing to participate in the early retirement program will be assured of

annual renewal until the end of the year in which they reach age 65 as long as they

meet the conditions of the agreement of the previous year unless evidence is
presented showing a physical or medical incapability for such performance

6. Those entering the early retirement program must work at least one ) day per year
to be eligible to continue the followmg year.

7. The employee may drop partlcxpatxon at any time s/he so requests in writing to the
Employee Relations office, in which case s/he cannot return to the program.

8. This agreement is subject to the applicable laws and' regulations of the state of
’ Arizona, the lawful rules and regulations of the Arizona State Board of Education,
and the rules and regulatlons of the Phoenix Union High School Dlstnct '

9. Early retirees will receive health insurance coverage under the following provisions

a. Employees who enter the early retirement program prior to 7/1/03 and who also
are receiving state retirement will have two options: (a) irxoVing to the Arizona
State Retirement System (ASRS) plan with the District paying the premium of
the lowest cost plan (without adjustiment for where the retiree lives) minus the
ASRS subsidy, (b) staying on the District’s plan with the retiree paying the
difference between the cost of the District plan retiree rate and the lowest cost
plan of the ASRS. .

b. 'Employees who enter the early retirement program on or after 7/1/03 and who
also are receiving state retirement would be on the ASRS plan and the District
who would pay the. premxum of the lowest cost ASRS plan (thhout adjustment
for where the retiree lives) minus the ASRS subsidy.

c. Employees who take (took) early. retxrement from PUHSD but do (dld) not retire
with ASRS, and who are not eligible for subsidized medical coverage through
another employér, will have the option of staying on the District plan with the
retiree paying the difference between the cost of the District plan retiree rate and

. " the lowest. cost-plan .of. the ‘ASRS. After the employee enters state retirement,

-those who entered early retirement before 7/1/03 ‘will be covered :by the:

* provisions of paragraph 1, above. Those who entér early retirement after 7/1/03
wﬂl be covered by paragraph 2, above.

d. Employees who took early retlrement pnor to7/1/03 and who res)de -out of state
will pay the same amount toward their coverage as a pre 7/1/03 early retiree-
who resides in state and chose to stay on the sttnct plan.. The District would

. pay any remammg premiuin cost

e. Once an ehglble early retiree opts out of coverage under the District health plan,
he/she cannot elect to return to coverage under the District health plan. The
persorn will continue to receive all other bemnéfits nnder the early retirement
program mc]udmg payment of ASRS health p]an prermums .
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SECTION

17

RETIREMENT

Full-time classified employees are members of the Arizona State Retirement
System/Plan and subject to the rules and regulations of the Arizona State
Retirement Board

Application to participate must be submitted to the Employee Relations Office prior
to April 1, if retirement is planned as of the end of the school year, or at least three
(3) months prior to planned retirement at any other time during the school year. The
effective retirement date will be the beginning of the month following retirement.

The District will continue to pay the annual premium of the health and major
medical plans offered and the entire cost of the life insurance plan. The premium for
the health and major medical plans will be paid for at the same rate as is paid for all
other employees. The District will pay the premium until the end of the year during
which s/he reaches age 65. Dependent coverage under the plan will also continue
to be available by similar advance monthly payments to the Payroll Department.

NORMAL RETIREMENT ARS §38-757

A member is eligible to receive full retirement benefits upon reaching a normal
retirement date. The normal retirement date occurs at one of the earliest following
conditions:

e at or after age 65 with any number of years of credited service
* at or after age 62 with ten or more years of credited service

e at or after any age and combination of years of credited service totaling 80 points.

Early Retirement Part-time Employment Program information is in Section 16-H.
All employees are eligible for Federal Social Security benefits.
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'SECTION'

18

L‘EAVES OF ABSENCE

A. LEAVE DAYS

‘1. Pald leave days may be used for personal illness or m_;ury, famxly illness, parental
obligations, family death or personal business. :

2.

During each fiscal year, each permanent employee shall earn leave days at the rate
.- -of one (l) day for each twenty -(20): contract/addendum contract days, or major.
... fraction thereof, up to a maximum of thirteen (13) leave days per year, plus two (2)
additional days will be provided to each classified employee each school.year, except
for probationary employees. While in a probationary status the employee shall earn

‘leave days at the rate of one (l) day for each twenty. (20) contract days, or major

fraction thereof;, and only the amount based on this accrual rate will be available.

i

F:

iii.

iv..

At the beginning of each contract year a minimum of thirteen (13) days of
leave will be available for use by each twelve {12) month regular employee,
€leven (11) days for ten (10) month employees, and ten (10) days for nine (9)
month employees. An employee must be on duty the first day of his/her
work year, or on an excused absence, to be chglble for this advance.

" Those employees that are in a no pay status at the end of any school year

(other than employees on an approved health leave of absence or on -a family
medical leave act absence) will earn their leave days as defined above for
probatlonary emp]oyees

Employees who use three (3) leavc days or less per contract year will have an
additional two (2) leave days credited to their leave days account. Donated

‘days wﬂl not affect an employee s ehglblhty

No more than five (5) days may be used each semester for non-illness related
reasons.without prior approval.

If . an employee leaves the employ of the school district before the end of the
school year during which this.advance would have been earned, s/he will
have their final paycheck reduced by the amount of pay received for leave

-days used but not yet earned. If a disability period is known in advance

(e.g:; scheduled surgery, chlldbxrth), the employee shall notify the Principal,

*Educational Unit Administrator, = Diréctor, or ' Division ‘Manager, as
" ‘- appropriate; -and the Employee Relanons Office as soon’ as possxble so that

arrangements for a substitute may be made. This notice shall be suibmitted

_on the appropriate form, indicating the beginning and endmg date of the
,dlsabxhty period. The employces personal._physician must sign the form. If
. circumstances require a change in estimated disability period, a revised form

shall be submitted, also signed by the employee’s. personal physician. The
unused portion of such allowance shall accumulate from year to year

“-without limitation. ‘When an ‘employee runs out of accumulated leave days,

- . 'sfhe ‘will be taken-off the payroil.

Upon exhaustion of leave/vacation days, the employee must either
request a leave of absence or submit a letter of resignation, in accord
with Paragraph B of this section.
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3 ln order to qualify for paid leave days, as provxded above, thé employee’s illness or
‘disability must be such as to prevent him/her from working hisf/her regular
classification of work. Upon exhaustion of leave days, the employee may use accrued
vacation days(see section 16-G-1 1) At any time after an employee has used three (3)
days of leave for health reasons in a semester, the employee may be required by the
Superintendent or designee, if they have reason to:believe the employee misused the
policy, to present-a physician’s statement as-proof of suchillness or injury to self or
family. Additionally, the employee may be required to have a-health examination by
the District Medical Advisor. The employee shall be notified of this requirement in
writing, including a statement citing just cause and a copy of this notification shall
‘be. sent to the CEA President. In the event it can be shown that the employee will-
fully violated or misused this leave policy ‘or misrepresented any statement or
condition under this policy, s/he may be: subject to discipline.

4.. Leave days may be used for illness or disability of the employee The employee may

.use half of the leave days available to him/her up to a maximum of twenty (20) days

::per school year for the serious illness or dlsablhty of h.lS / her immediate family
(husband [ wife or children).

i The employee may, if more time is needed for an extended 1llness appeal to
' the Employee Relatlons Office to use more of his/ her available leave days.

ii. When the employee goes on a leave of absence in accord with Paragraph B of
" this section, for reason other than health leave, the position held by the em-
ployee at the time the leave commences will be filled on a temporary basis if
recommended by the appropriate administrator and approved by the

Employee Relatxons Office.

iii. An employee shall be allowed a leave of absence not to exceed five (5) days

' dunng any one (1) year to be charged to leave days when such absence is due

to serious xllness of the employee’s father, ‘mother, brother, sister, brother-in-

law, sister-in-law, father or mother of spouse, son-in-law, daughter—m -law,

grandchild, foster parent or dependent person (as deﬁned in the Internal
Revenue’ Code) :

_iv. In addition to the above, travel time in connectxon w1th the absence due to
serious illness in the employee’s family, not to exceed five (5) school days in
any:one (1) year, may be charged against leave days. This applies only when
the travel itself requires absence during regular work hours.

v. “The-employee may submit a request to the ‘Employee Relatnons Office for
- -additional days because of unusual cxrcumstances

5 Only the porhon of a matermty leave mcludmg adoptwn Whlch relates to the
dlsabxhty period for an employee: may.be. charged to.accrued leave days In the event
_an. employee does not have sufficient accrued leave days to cover the dxsablhty
s/he may request a leave of absence, w1thout pay to. cover the remaining
po, on of the disability. penod ' - :

if the-employee wants additional time beyond ‘the dlsabxhty penod to care for
-the child; sfhe: will submit a request for a ledve of absence without pay, with

thé réquest being ricted a§ famxly This wil} be treated as'a’ personal leave of
3 absence mthout pay

' n _"l‘he employee has the optlon of. requestmg a hea.lth leave of absence without
pay to include the period of disability if the employee wishes to save the leave
days
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6. Employees who have exhausted their leave/vacation days and are having absences -
due to personal illness, to the extent that their job is suffering, may be required to
have a health examination by the District medical advisor at the expense of the
District to determine if the employee should continue work or take a health leave of
absence as recommended by the examining physician. The: Employee Relations
Division must approve the exammatxon requirement.’

7. Donat:on of Leave Days

a. A classified employee who has depleted his/her leave days may request access to
the “Leave Assistance Program” by submitting a medical leave assistance
program request form to the Superintendent or designee requesting :donations of
leave days from other classified employees so their income can continue during
an extended period of absence of five consecutive days or more. Donated leave

- days -are intended for the use of the employee only to compensate for days
missed due to personal or famlly illness.

Leave days for family illness are avallable through the Federal Family Medical
Leave Act.

b. The' donor-classified employee may donate leave days only if he/she has thirty

- {30) or more days of accumulated leave days. The donor-classified employee may
donate no. more than ten (10) days of leave days in any contract year. The
donor-classified employee will designate the donation in the name of the
classified employee to receive the donation.. Donation days do not. count against
the donating employee’s eligibility under section 18.A.2.¢.

c. If more days than are needed are donated to the receiving classified employee,
the extra days shall be returned to the donor classuﬁed employee.

d. ‘No classified employee shall be eligible for the Leave Days: Assxstance Program
.after he/she qualifies for the supplemental disability program.

8. Famllv and Medacal Leave Act

a. A c]assxﬁed employee who (A) has been employed for at least one (1) year by the

Phoenix Union High School District and (B) has at least 1250 hours of service

" "during the previous 12:month period is' eligible for: family and medlcal leave as
outlined in the Family and Medlcal Leave-Act of 1993.

b. All classified employees who meet the applicable time of service requirements
shall be granted upon request family or medical leave consisting of unpaid leave
for a period of twelve (12) weeks (during any 12-month period).  The classified

_,_’employee should consult the District if they wish. to substltute any accrued paid

' 1 Leave shall be granted for the followmg reasons
a. The birth of a chﬂd in order to care for the chxld

. . c. Adoption or foster placement of a child. The entitlement to leave for birth or
placement of a child for adoptlon or foster care will explre twelve (12) months
from the date of the birth or placement

A d To.care fora spouse, chxld or parent who hasa senous health condmon

. A serious health condition that renders the classxf' ed employee incapable of
‘ performmg the functions of hxs/her Job '

i _Durmg a penod of family or medrcal leave an employee will be retained on
the District health plan under the same conditions that applied before the
leave commenced. Procedures and. required - documentation. for leave
requests shall be in accordance with District pohces and the Federal Family
and Medical Leave Act, Section 103 (1993).
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B. LEAVES OF ABSENCE WITHOUT PAY
1. General . B '

a.

.Any employee who must be. absent without pay for any penod must request a

- -leave of absence without pay or submit a resignation.: To do otherwise is a

breach of contract. This also applies. to-employees who have.exhausted their
leave days/vacation allowances. A health leave of absence without pay must be
requested, to be effective as soon as the leave days/" ‘allowance is ‘exhausted, or
the employee must resign. If at any time prior to reaching a no pay status the

- .. employee believes he/she will go into a ne pay status, the employee may request

in writing to the appropriate site administrator with supporting rational, a two’

. day-no pay extension. The site administrator may grant such an extension
- based on-extenuating circumstances. Once an employee is in a.no pay status
- they have two (2). work days to contact the_.Employee Relations Office. (Director of
-Classified Employees) of his/her intent, .i.e., request leave of absence or resign.
_If the employee does not contact the Employee Relations Office a certified letter

will be sent to the employee stating the rules’' and regulations and what further
action will be taken. An employee who does not obtain a leave of absence or
submit a resignation may be terminated.. Minimum due process will be given all

..classified employees that fall in this status.

All requests for leaves of absence without pay shall be applxed for in writing,
“using the appropriate form, and the request may not exceed one (l) year. Only

requests for leaves of absence without pay as permitted in this section will be
considered.

No request for a leave of absence without pay will be processed unless it has the
signed approval of the Principal, Educational Unit Administrator, Director, or

‘Division Manager (as appropriate). If recommended, it will be submitted to the

Superintendent by way of the Employee Relations Office.

" If the leave of absence request is recommended by all parties  concerned, - the

Superintendent will submit the request to t.he Governing Board for ‘action with

’hls recommendahon

A dlsapproval ofa requested leave of absence without, pay may be appealed only
to the Superintendent or Designee.

Those who have requested leaves of absence without pay will be informed in

'writing as to the disposition. of the request.

A leave of absence w1t_hout pay othér than a health leavé shall be for a period of
-~ “one (I} séméster or oné (l) school year s6'as’ to mterfere as littlé as possible with

the instructional process. Any Tequest for a period of time other than these will
be considered only in. very. unusual circumstanees..If.an eligible employee wishes
to extend the leave beyond the onglnal penod granted another written
application’ must be submitted.

Leavés of absence without pay beyond one (I work year are not permxtted except
for employéés on health leave or elected to pubhc ofﬁce

A classified employee who is granted a health Jeave of absence for a penod up to

“one {1) work year will be considered for that period as'a member of the'staff of
‘the .school or division. where. s/he was assigned at -the time the leave was

granted. Such leave will not break the. contmmty of .service of the employee
involved. The employee will be returned to his/her former assignment, and the

- ~individual employed or transferred-as'a. replacement for the- employee on leave

will be employed or transferréd only l'or the duratlon ol' the penod of the leave,

_ and wnll be ‘SO ml‘ormed in wntmg
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j- 1fa classified employee is granted a health leave of absence beyond one (}) year,

upon availability for duty, the employee will be placed in the first vacancy in the

- District for ‘which the employee returning from the extended leave is qualified.

The employee will have the option to be reinstated ‘to his/her former position

held at the location at the time the leave :commenced, if:the- opemng occurs
within the first six (6) months after retummg to work.

k. Employees on leave of absence ehgxble for an extension- of. leave beyond one (1)
year must request the extension in writing, or indicate in writing by March 15
that they are returning from leave as scheduled. If this is not done, no contract.
will be issued nor will consnderatlon be given to extendmg the leave.’

1. Leaves of absence without pay for. any reason other than health,
maternity, or adoptlon will not be granted to employees with less
than three- (3) years' continuous employment except in unusual
circumstances. . :

1. If the leave is granted, all rights of retirement, accrued leaves with pay, salary
increments, seniority, and other benefits provided by law shall be preserved and
-available to the employee after the termination of the leave of absence. '

7. m. Three (3) consecutive years is the maximum length of tlme for any leave of
absence.

2. Health Leave of Absence . _
a. An erhployec who is unable to work because of personal illness or disability may
request a leave of absence without pay on the appropriate form. Any employee
who has exhausted his/her leave days/vacation allowance must apply for a
health leave of absence or resign to avoid a breach of contract.

b. A certificate from a physician certifying the nature of the illness or disability -
must be attached to the request form.

c. Leave must be used as reqmred by the program in order to quahfy for long-term
disability benefits. The conditions of the insurance policy will apply upon
acceptance of the disability by the insurance company. A leave of absence
request must be submitted when leave days have been exhausted.

d. . An employee who is injured while on duty and covered by Industrial Commission
insurance will not be granted a health leave of absence until his/her leave days
-are exhausted or until the employee becomes eligible for coverage under the
long-term disability insurance program, whichever comes first. An employee who
is absent because of an injury while on duty must either be on the payroll and -
receiving leave days pay or be granted a health leave:of absénce in conjunct.lon
with long-term disability or separate from it. :

e. If an employee is granted permission from his/ her doctor, with concurrence from
the District Medical Advisor (if deemed necessary) to return to work during the
period of the leave of absence already granted, s /he will be returned to work only

_ if a vacancy exists for which:the employee is qualified. If an employee is limited
- to light duty upon release from his/her doctor, the employee may return to work
if the iimmediate supervisor agrees that. there is a lighter productxve assignment
the employee may perform. This requires the prior approval of the Principal {or
‘designee) or the Director or Division Manager of a CES ‘or DSF Division, and/or
the appropriate Assistant Superintendent. The period of lighter -productive
assignment shall not exceed twenty (20) workdays. Pay will be for the position
assumed upon return from leave. -

. A health leave of absence will not be granted for more than one () year at a time,
although requests for shorter penods will be con31dered ’
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g Any extension of a health leave ‘of absence-beyond one .(lf year requires the
submission of a new request form by March 15 of each year, and a new
physician’s certification except for an employee certified as permanently
disabled, whose “leave will be recommended for extension by the Employee
Relations-Office upon receipt of the request for extension.

h. An annual review of all employees who are on health leave and are not planning

* to return to duty will occur. The assistance.of the District Medical Advisor may
be sought if deemed necessary.

i. Health and major medical insurance coverage is continued for an employee who
has been granted a health leave of absence during the period of the leave, not to
exceed twelve {12) months. :

' Long~term disability benefits continue aslong as disability continues to age 65.

.

k. Disabled employees are eligible for Social Security benefits at the beginning of
the sixth month of disability if the disability can be expected to last for a
continuous period of not less than twelve (12) months.

1. Medicare benefits are available to disabled employees who have been eligible to

- receive Social Security benefits for two (2) consecutive years or more. This means
a person must be disabled for twenty-nine (29) consecutive months before being
eligible for Medicare.

3. Leave of Absence Wxthout Pay for Personal Reasons

a. Requests for leaves of absence may be submitted on the appropriate form for any
of the following:
i. For the adoption of a child.

ii. To care for a sick member of the employee’s immediate family.

iii. To one (I) employee designated by the representative group.to engage in local,
state, or national association actlwty

iv. To campalgn for or serve in a cnty, county, state, or national elected office.
v. To serve in the Peace Corps, or similar government-approved activity.

vi. Other requests, such as those based on family problems other than illness,
‘stresses inherent in the job, or other personal problems; will be considered
on their merit. Although not llmlted to these, factors to be considered
mclude : .

a) Natu_re- _.of-_the request.
b) Length of service in District.
) Prevnous leaves of absence. -
d) ,Eﬂ'ect on educatlonal program

' b EXCept for a Peace Corps or similar aSSlgnment ‘or for an’ elected oﬂice, these
leaves of abserice will be for penods of « one m semester or one (1) WOrk year only,
with a mammum -of one {l) year.

: c.,'-vBoard Pohcy 646 P pertains to employees seeklng elected ofﬁce. lt reads as
follows:: o

6.46 P Emplovees Seeking Elected Olﬁce

An employee of the Phoenix Umon Hngh School Dnstnct may seek an elected
-office in a polmcal subdivision; but, if elected, the employee must take a
leave of absence without pay for the penod of elected service when rendering
no service to the school district, or the employee may sign a partial contract
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-covering only the period of time during which the employee is serving the
District directly.. An employee can continue with the District as a full-time
employee with full pay as long as s/he is giving the equivalent tunc to the
school district.

An employee who has become a candidate for elected office shall in no way use
Dlstnct time, matenals, personnel or property to promote his/her candidacy.

d. The appropnate request form must be used and the reason and Justlﬁcatlon for
the request must be spelled out in some detail. : :

e. Since-it is not possxble to list all the different possxblht]es a few of the more
frequent requests only will be addressed:

i. If the employee assumes employment out of the District, it is not justifiable
for a leave of absence and will not be recommended.

i If the employee’s spouse accepts. employment outside of the nnmedxate area,
.a request for a leave of absence will not be recommended. '

iii. ‘A request for a leave of absence without pay to attend school on a full-time
‘basis is appropriate only if it is to improve performance. Consideration will
also be given to attend schools, which provide training in a related career
field for which . employment opportunities are currently available in the
District. If it is to prepare for a new career outside of District employment
opportunities, a request for leave should not be submitted.- If the employee
has full-time employment and will attend school only part-time, a leave is
not appropriate.

f. Eligible employees will be granted personal leaves of absence only in unusual
circumstances.

g. The request for such leave should be submitted as far in advance of the de-
parture date as possible to permit filling the vacancy in a timely manner.

'C. BEREAVEMENT LEAVE

‘An‘embployee shall be allowed a bereavement leave of absence not to eiceed five (5) days
- during one (]} year to be charged to leave days. This leave must be approved by the
Principal, Educational Unit Supervisor, Division Manager, or Director. ‘

If additional days are needed for the.bereavement leave, or if a second bereavement
. leave is needed, a request must be submitted to the Principal; Educational: Unit
- Supervisor, ‘Division Manager, or Director for his/her approval, identifying the number
of days needed and the pertinent circumstances.

In addition to the above, travel time in connection with the bereavement leave, not to -

. exceed five (5). school days in any one (I} year, may be charged against .leave
days/vacatlon leave. This applies only when the travel itself Tequires -absence dunng
regular work hours.

D. TEMPORARY LEAVES OF ABSENCE TO MEET PROFESSIONAL
“OBLIGATIONS
The Board recognized that partxcnpatlon by employees in the activities of profess:onal
organizations, through services on committees, boards, and commissions, as well as the
continuation of their education, contribute to the professional growth of the staff and to
the improvement of instruction. .

Upon approval by the Principal/Administrative Supervisor, on the district leave form
available in the principal office, temporary leave with pay, may be granted to an
employee where the reason is

1. Participation in a legitimate, bona fide professional duty:
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2 Attendance at an educational confererice - or workshop in which the content is
directly related to the employee s posmon or assignment; or

3. Attendance at conferences or workshops sponsored by a professxonal education
association as an official delegate of the Classified Employees Association.

The.request shall be submitted to the’ Pnnc:pal/Admmlstratlve Supemsor at least
two (2) weeks prior to the requested days of absence, if possible. Such leave

- requested during:the opening three (3) weeks™of school, the closing week of any
semester, the opening week of any other semester, and the closing two (2) weeks of
the school year will be granted only in the most unusual circumstances. All leaves of
absence granted under this section shall be in units of full days or half days.

E. RELEASE TIME FOR CEA BUSINESS

~ The Association shall be granted release tlme as the Association deems necessary for
the purpose of conducting association business at no loss of salary or other benefits.
The number of days ‘granted shall be 100 days per year. The CEA President shall
.inform the Superintendent or designee of the person(s) and reason/activity for which
‘release time will be granted.

These¢ days will be utilized for conferences and for conducting all other business
pertxnent the Association’s role as the bargammg representatwe

The appropriate adxmmstrator/ supemsor will be advised by the Supermtendent or
designee of the absence one (1) week prior to the absence,; if possible.

F. MILITARY LEAVE

Mlhtary leaves of absence shall be granted by the Board to an employee in accordance
with existing state and federal statutes.

'G. JURY DUTY OR OFFICIAL SUBPOENA LEAVE

Employees who are required to serve on jury duty or to appear in court during their
normal work hours in response to an official subpoena will receive full salary during the

_period of such service, subject to the deduction from their regular pay an amount equal
to the compensation paid them for such duty exclusive of mileage reimbursement.

An employeer who must appear in any legal proceedings connected with his/her
_employment with'the School District may be absent w1thout loss of pay for that cause, if
--the employee is required to-attend. :
H. NATURAL DlSASTER .
‘ifa natural disaster makes it nnposszble fo‘r an employee to report for work, the’ Board
* -may provide additional day(s) of personal leave with pay for the enforced a,bsence_s_(s)_
I. MINIMUM LEAVE OF ABSENCE CHARGED

All leaves of absence granted under this sectlon shall be in umts of l‘ull days or half
. .days A .
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SECTION

19

EVALUATION/PERFORMANGE

REVIEW, AND REMEDIATION PLAN

A. GENERAL

1.
2.

Evaluation content i is not gnevable

Copies of evaluation shall be provided to the- employee within ﬁve (5) workdays The
evaluator and the Employee Relations Oﬁice shall retain a copy for inclusion in the
employee’ s file. .

The purpose of an evaluation shall be to:’
a. Improve each employee’s understandmg of hxs/ her _]Ob

b. Encourage each employee s development for better job performance

c. Aid administration in the selection process;

d. Provide safeguards of objectivity and fairness in personnel assignment.

An employee in the Remediation procedure is not eligible eithér to apply for a new
position in the district or for voluntary transfer even though a request for transfer
has been submitted per the transfer procedure

Remediation documentation regarding unsansfactory performance shall ‘be removed
from the employee’s personnel file after three (3) years without a reoccurrence of the
same unsatisfactory performance ' :

Classified employees maybe evaluated at any time: in their contract year. Every
Classified employee must be evaluated prior to the end of his/her contract each
year. Any evaluation requmng remedlatlon must have an mltlal formal evaluation
completed by Aprxl 1. : .

B. FORMAL EVALUATION /PERFORMANCE REVIEW

1.

An employee receives a formal evaluation under the following circumstances:
a: He/she requests it (no more than once every three years or

b. The evaluator elects to conduct a formal evaluatlon 1f he/ she beheves the employee
should be placed ona remedxahon plan) -

--The: admmastrator and ;mmedxate supemsor will meet w1th the employee and orally
_review the evaluation. e g T -

The evaluation form will be in wntmg and 31gned by the_ employee, -administrator
'conductmg the evaluation and if applicablé thie immediat supervisor. The employee
is to recelve a copy of the evaluatlon vmthm five (5) workdays. T

AThe employee may attach any statement(s) or - item(s) of. mformatjon to the eval-

uatlon w1thm ten (10) workdays from the date of the recelpt of the evaluatlon

. Formal evaluatlons are not gnevable, but the employee bemg eva.luated may claim

personal bias or conflict of interest. prior to the ‘evaluation process:. -'S/he may
appeal first to_ the Principal/Immediate. Supervisor. or-.the Director of. Classified
Personnel if against the Principal/Unit Administrator. The second and final appeal
is to the Supérintendent or Designee. However, the evaluation process including
time lines will be continued.

_ 7/00 (Revised 8/03) et A9



6.

7.

if procedures are violated, s/he may file a grievance and follow the grievance‘
procedures as outlined in the Classified Employees Handbook.

If an employee is rated as needs improvement in the same indicator(s) on three (3)
consecutive formal evaluahons, ‘the rating of needs improvement can be. changed by
the adrmmstrator to unsatisfactory-ofi ‘the third.evaluation if déemed necessary.

C. INF ORMAL EVALUATION

1.

2.

4.

S.

' A ‘minimum of oné mformal evaluauon of eaeh employee wﬂl be completed each
contract year. (Unless a formal evaluation is scheduled to be done).

A meeting will be scheduled with the evaluator(s) and employee to conduct the
informal evaluation. The informal evaluation form will be in writing and sxgned by
the employee, and the evaluator(s) conducting the evaluation. ’l‘he employee is to

- receive a copy of the evaluation within five (5) workdays.

‘The employee is to sign the informal evaluation form and may attach any
. statement(s) or item(s) of information to the informal evaluation form within ten (10)

workdays after receiving the informal evaluat:on

“The employee or the evaluator may request a formal evaluatxon after any informal

evaluation.

A formal evaluation will be held no sooner than ten (10) workdays after the informal
evaluation. _

D. REMEDIATION PLAN

1.

“The purpose of the Classxﬁed Remedlatlon Plan shall be:

a. To encourage employees to become more effective and product_we by glvmg the
employee dlrecnon or assxstance needed for- nnprovement

b. To increase or improve the employee s skills or service level, and

c. To avoid possible termmatxon .
’I‘he followmg procedures wﬂl be used 1n xmprovmg levels of performance

a. The Classified Remedlatxon Plan is MANDATED when unsatlsfactory” has been
identified on two (2) or more mdlcators on the Classrﬁed Formal Evaluation.
document. ’

b. If after two (2) consecutivé formal evaluations an employée is rated as
unsatisfactory in the same indicator-on the third consecutive formal evaluat:on
the employee can be placed on a remedxat:on plan

< Aﬂer a formal evaluatlon in whlch per{ormance is . unsatlsfactory, the

Administrator will initiate, within 10 workdays the Classified Remediation Plan.
- “The ‘employee’ choosing ‘to:use ‘the ‘Classified -Assistance Team -will ‘be given: at
least two (2) workdays to identify the team members. ' The:eémployee will'submit
__to the evaluator the names of the people s/he assembled to participate on the
team. The Classified _Assistance, Team may consist of one or beth of the
following members .chosen by ‘the. employee:_. CEA Presxdent and/or hls/her
designee; one (1) péer that has held the employee’s position at one tlme durmg

4 employment with the District and who is: not on a remedlat:on plan

d. The Remediation Plan shall be developed Jomtly by the Admmxstrator immediate

supervisor, the employee -and, where -applicable, ‘an optional Classified
Assistance” Team. - .The' plan - will mclude ALL mdlcators 1dent1ﬁed as
; '“Unsahsfactory” or: “Need@ lmprovement" R
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e. The Administrator and the optional Classified Assistance Team will indicate to
the employee on the Remediation Plan Form, what corrective steps must be
taken. The employee must maintain all other indicators at or above the Meets
Standards (Basic) level, to include those identified as “Needs Improvement”. The
Remediation Plan will prov1de a time period of not less than 25 workdays in
which performance must improve.

e Suggested interventions to bring about improvement and performance
may include, but are not limited to:

¢ University/college classes
* District Professional Growth classes
¢ Instructional training sessions

e Peer mentoring
The Classified Assistance Team may provide assistance.

At the end of the time period provided for improvement the employee will be
.called in by the administrator and immediate supervisor for a review
conference or formal evaluation.

If the employee’s performance is identified as Meets Standards or above in all
indicators, a formal evaluation will be completed and the employee will be
taken off the Remediation Plan.

If the employee’s performance does not Meet Standards in all indicators the
administrator, immediate supervisor and the employee will meet. If desired,
the employee may request the same Classified Assistance Team to review the
plan and make recommendations of changes as needed. The employee will
again be given not less than 25 workdays ‘to make the identified
improvements.

At the end of this additional time period the administrator and immcdiate
supervisor will meet with the employee and conduct a formal evaluation. -If
the employee performance is identified at Meets Standards er above on all
indicators they will be taken off the Remediation Plan. If the employee’s
performance does not Meet Standards in all indicators recommendation for
termination shall be made to the Assistant Superintendent for Employee
Relations or designee in accord with the employee conduct/discipline
handbook.

“If within one calendar year after completion of a. Remediation Plan, repeat
-occurrences of unsatisfactory performance are documented on a formal
evaluation form, the employee will be placed on a second Remediation Plan
.starting with the second (2d) 25 day time period. The employee successfully
completing this second remediation plan must remain satisfactory for one
calendar year exclusive of leave days or face possible termination.

Final due process will be granted in accordance with the employee
conduct/discipline handbook if termination is recommended.

The employee is to receive and sign a copy of the performance evaluation
form and/or the Remediation Plan within five (5) workdays in each of the
steps above. If the employee refuses to sign the forms at any of the steps,
the Administrator will so note, sign and date the form(s) and distribute.

In addition to the normal distribution of copies of the evaluation form, the
employee may elect to send a copy of the Remediation Plan and the
evaluation to the CEA President at any and/or all steps of the procedure.
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SECTION

20

JoB DESCRIPTION REVIEW

A. JOB DESCRIPTIONS

1.

Job c!gfscriptions will be used for one or more of the following purposes:
recymtxpg,_corppensa.tion, and evaluation. Job descriptions for all positions are
maintained by the district. ‘All job descriptions identify general duties of each
position and are applicable to the entire classification, not just to a specific
individual. : : ‘ '

Job dcscriptiqns must be on file in the Employee Relations Division for every
Jjob category listed on the salary schedules. They will be reviewed once every
three (3) _years by the Superintendent/designee and revised if necessary.
When revisions are necessary, the Employee Relations Division will review the
revisions with the Classification Review committee. ’

Copies of all new and revised job descriptions will be sent to the CEA president.

B. JOB DESCRIPTION REVIEW

1.

7/00

All requests for lzeviscd job descriptions must be submitted to the
Sl'lpcnntenc‘lent/desxgncc. Copies of the request(s) for job description review
will be provided to the Classification Review Committee.

A job description review is warranted when a significant change in
responsibilities has occurred in the required duties of a position. A request
may be submitted to the Superintendent/designee by a Division Manager,
Director, Educational Unit Administrator, Principal, or other appropriate
administrator; or, an employee or group of employees. If the request is received
from an employee(s} the request will be forwarded to the appropriate
administrator/supervisor for comment and recommendation and returned to
Employee Relations.

The request must contain the current description and specific statements as to
the significant changes in duties that are regular and continuous. No action
will be taken if this information is not included.

The Classification Review Committee will review the requests for job
description revisions and may obtain additional information by requesting such
from the requester(s) and/or the endorser(s). The Committee may:

a. Recommend that the job description be accepted as submitted; or,
b. Recommend changes to the submitted job description; or,

Recommend that the submitted job description duties are contained in an

C.
existing job description and that a revised description is not warranted; or,

d. Recommend that the submitted job description be denied.

Recommendations by the Committee for which there is not unanimous
agreement will be identified and a dual recommendation will be submitted to
the Superintendent/designee. The Superintendent/designee and the CEA
president will meet and review dual recommendations for the purpose of
resolution.

Final approved job description revisions will be distributed by the Employce

Relations Office.
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C.

7/00

If the request for job description revision is denied, it will be returned to the
originator by the committee with a rejection memorandum. The employee has
the right to appeal a denial of a job description revision to the
Superintendent /designee.

NEW JOB DESCRIPTIONS

1.
2

New job descriptions may be submitted throughout the year.

All new job descriptions will be reviewed by the Classification Review
Committee for the purposes specified in B - 3 - a, b, ¢, d, and for
recommendation of placement on the salary schedule. Recommendations for
which there is not unanimous agreement will be. identified and a dual
recommendation will be made. All recommendations are submitted to the
Superintendent/designee for final approval. ’
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SECTION

21

WAGE ADJUSTMENT

The Classification Review Committee shall be comprised of a maximum of four
administrators/supervisors appointed by the Superintendent/designee and a
maximum of four CEA members appointed by.the CEA President. The Wage
Adjustment Committee shall begin meeting in February to give consideration and
make recommendations for general wage adjustments. The <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>