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INTRODUCTION

A NOTICE TO EMPLOYEES

This handbook has been updated and replaces any prior handbooks. These policies and
procedures cannot be amended or altered by oral statemegtgritten amendments by
authorized management officials will constitute changes to statements made in this handbook.

This handbook summarizes policies and procedures for all Sunnyside Unified School District

employees. The benefits described are geneagiilable only to eligible employees. Regular

partt i me empl oyees may be el igi bl eTimer certain bene:
Empl oyeeso) Policies , procedures and benefits de
modified or terminated at anyne at the discretion of the Governing Board.

The statements in this handbook do not create an express or implied contract between us for
employment or for any benefit. All employees of the school district are employees at will.
Employees are free to remig@t any time, and the company, likewise, retains the right to terminate
an employeeds employment at any ti me.

This handbook contains only a summary of some of
complete information, see the Governing Boartidg@nline. You may also visibw.susd12.org
for more information on the Sunnyside District.

In order to assist you in looking up information online, policy numbers have been inserted in all
the sedbns mentioned. The Governing Board Policies are locatdih@mn the Sunnyside
website, andvww.asba.org

The possession of this handbook does not designate employment.
This handbook is not a contract.

ABOUT OUR SCHOOL DISTRICT

Our Vision:
Every child... College, Career and Community Ready.

Our Mission:

Our mission is to develop students with a strong sense of identity, purpose and agency, so that they leave
our system as effective learners who act with purpmsehieve the conditions they desire in their own

and othersdé |ives.
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History:

Established in 1921 the Sunnyside Unified School District is the séangekbt district in Southern

Arizona serving more thard]000 students and families. Located in a calliyrdiverse community and
surrounded by two First Natiodghe Tohono O'odham and Pascua Yaqui Triber learning

community is flanked by an aerospace and innovation corridor, such that our district is positioned to lead
our students into the 21st centtinyough excellence in pedagogy, wedidss career and technical

education, and a legacy of athletic excellence and passion for the fine arts.

Profile of a Graduate:

Sunnyside's Profile of a Graduate provides an unparalleled level of clarity thatoaligmgssion, vision,
andtheworkThi s roadmap outlines five competencies, ke
graduationl). Knowledge for Learning, 2). Knowledge for Impact, 3). Creative Confidence, 4). Critical
Consciousness, and 5). Self and Systémwareness.

Sunnysideserves families with children from birth to grade 12. The nationally recognized Ocotillo Early
Learning Center is the Districtdés high quality, d
children ages birth to fivefall abilities in an inclusive, nurturing, stimulating environmeRtograms

include Title One preschool, early chilolid special education, ParenssTe&achers, Family Literacy and

a feebased preschool program.

The Sunnyside District has a technologyich digital learning environment where every student

grades 4 through 12 have laptops assigned for use daily in classes and throughout the school year.
Instructional content is primarily online which includes unique and innovative curriculum that istcurre

with todaydéds | earning needs. Of the Districtos 12
grade 6 and one elementary school provides for kindergarten through grade 5. The District hosts two
districtwide magnet schools that draw their emmaht from across the district; Gallego Primary School

(grade k3) and Gallego Intermediate Fine Arts Magnet School (graédsAnother unique grade level

school is Sierra-8 School that partners with Ocotillo Early Learning Centef Ko create a sushed

learning environment for student enrollment grades K

The District has a Serving Unigue Needs (SUN) gifted program serving 988 (6%) who have been
identified as having leastan above average ability(7th stanine or above on a group or individ@al |
measure)demonstrate high levels of task commitment and high levels of creativity.

Two middle schools in the Sunnyside District provide enrollment for grades 7 and 8. One school enrolls
the traditional middle school grades36 There is one alternativiégh school, two comprehensive high
schools and a virtual high school, Sunnyside Online Success Academy that provides fully online and
blended learning environment¥he Comprehensive high schools have a smaller freshman academy and
aCollege and Care@rAcade my 0 st r u €2 that provides a smal tearng somrhubity
learning environment.

Our sixCollege and Career Academieprovide innovative, relevant and engaging connected learning
opportunities centered on the career interests of students

The Academies provide an individualized high school experience that allows students to explore a variety
of pathways to graduation and college or career. The Academies offered include Aviation and Military
Science (AFJROTC), Engineering Sciences, Infaional echnology /Computer Repair, Mechanical

Drafting & Design (3D), Precision Manufacturing, Sports Medicine, Business Management and
Administrative Services, Communications Media and Markdtiggtrepreneurship.

Updated 2018/19



ABOUT BOARD POLICIES

Generally, theole of a Board is to set policy, and the role of the administration is to execute it. The basic
distinction as set forth by the National school boards Association is:

0 Policiesare principles adopted by the Board to chart a course of action. Thehaellsw
wanted and may include also why and how much. They are broad enough to indicate a line of
action to be taken by the administration in meeting a number etbdday problems; they
need to be narrow enough to give the administration clear guidance

0 Regulations are the detailed directions developed by the administration to put policy into
practice. They tell how, by whom, where, and when things are to be done.

0 Exhibits are checklists, samples, documents, forms, and other informational items to assist i
implementing policies or procedures.

0 The state and federal governments at times require governing boards to make detailed rules,

or the Governing Board may decide that such rules are necessary. In site of the detailed
nature of such rules, once adopbgdthe board they become policy.
Therefore:

0 Where the Board has voluntarily adopted statements of principle or written regulations
required by law or has established a position in particularly sensitive areas and one or more of
them are incorporated inflicy, the entire statement is presented as policy.

Where the Board has adopted rules concerning its own operations (for instance, how it
conducts meetings), these statements concerning the operations of the Board also appear as

policy.

O«

As long as the@dministration operates within the guidelines of policy adopted by the Board, it may issue
regulations without prior Board approval unless Board action is required by law or unless the Board has
specifically directed that certain types of regulations kergBoard approval. The Board is informed of

all district regulations issued by the administration and all are subject to Board review.

WELCOME TO SUNNYSIDE UNIFIED SCHOOL DISTRICT

You have joined a district on the move, and we are glad you are nowof partteam. You can
help keep us the leader in the world of education.

Over the years, no one has yet found a way to improve on honesty, hard work, fairness and ethics,
either as a way to do business or as a way to lead their lives. These are theedébadsfor in
Sunnyside employeesplus enthusiasm!

We Are Glad You Are Here

Working at Sunnyside Unified School District is a challenging and rewarding experience. You
will meet a diverse group of employees who are excited about working for our dyaiatrict.

This handbook provides, in general terms, answers to some of the questions you may have as an
employee. Many of the points have been, or will be, covered by your Administrator or in your
New Hiring Orientation meeting. This handbook is a sep@nt to those discussions. It can be
difficult to remember everything explained during the first days on the job, so please take a few
minutes to review this material in the next couple weeks, and do not hesitate to ask your
Administrator or a Human Resmes Specialist if you have questions or suggestions.

Our School District Communications
Sunnyside Unified School District provides online resources to give you the opportunity to learn more.

0 Sunnyside Unified School District home page http://www.surieysi.k12.az.us/ for up
to date information about our school district, including operations, press releases, awards,
financial reports, and job opportunities.

Updated 2018/19
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0 The publication, Your Sunnyside Story, is published by the Public Relations department
several tines during the year.
0 Sunnyside Unified School District is on Facebook. Sign up for Facebook to connect with

Sunnyside Unified School District.
WHAT WE STAND FOR

Sunnyside Unified School Districtds Vision
Every child... College, Career and CommunityaBe

Sunnyside Unified School Districtds Mission State
Our mission is to develop students with a strong sense of identity, purpose and agency, so that

they leave our system as effective learners who act with purpose to achieve the conditions they

des re in their own and othersoé | ives.

We Believe
We believe thaté.
0 All Students can learn in different ways and at different times, using their own unique skills
and talents.

[@]3

The learning process varies from student to student. Schools must easatkstudents
develop to their maximum potential.

0 All Students are expected to meet or exceed the Arizona Academic Standards. The rate at
which students will meet these standards may vary, but the high expectations for their success
will not.

0 The stool and the community work together to promote and provide a caring learning
environment to ensure the success of all students.

0 School shall empower all students to view themselves as successful learners and worthwhile
persons.

0 Learning is maximized wimesignificant, positive relationships exist between teachers and
learners.

0 Students will be most successful when their learning experiences are connected to their life

experiences.

0 All Professional activities must be reseal@sed and aligned with ligwactices.
Challenge and Opportunity
OQur strong performance is accomplished by strong
performance are higher than most districts. For those willing to work hard, who want to learn and grow,
Sunnyside Schal District offers challenges and opportunities. Our Administrators strive to provide
leadership that:

0 Fosters a sense of common effort and shared values.

0 Encourages creativity and development.

0 Emphasizes lonterm as well as sheterm goals.

0 Shows enployees what is expected and how they are doing.

Updated 2018/19
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0 Focuses on success and how you can achieve it.

We are committed to creating an environment in which you can do your best work. That means that we
are committed to equal employment opportunity, to etltieaduct, and to a workplace free of
discrimination and harassment. It also means our district culture focuses on-peapéand your

colleagues and how we interact with one another on a-ttlay basis.

Here are some ways you can help create agsafnal and productive work environment:

0 Be cooperative That means cooperating with people inside and outside of the district, to the
best of your ability.

0 Be helpful- The ability to help others meet their needs is a key function for all employees.

0 Deal quickly with conflict If you find yourself in conflict with another employee, try to have
a private discussion as soon as possible. As the district grows, it may be more common to get
Aout of synco from ti me t otivetyyomndeal withipaentimlor e q u
conflict, the better the outcome.

0 Be flexible- Be flexible enough to look at situations from diverse point of view. Creativity
requires an open mind and the ability to reconsider.

0 Develop your abilities The broader youknowledge and experience, the greater your
contribution and potential for increased responsibilities in the district.

0 Explore advancement opportunitielf you are meeting your agreegbon responsibilities,
feel free to explore other areas of the conypahere you have an interest in expanding your
knowledge.

0 Celebrate good workLet those around you know how much you appreciate their efforts.

0 Help others to developlf you treat people in special ways, they will show you their most
special work.

0 Take time, or make time for your personal lif& healthy, productive person values and
invests time and energy in all facets of life.

0 Realize you DO make a difference; everyoneos

EMPLOYEES JOB

STAFF CONDUCT

Your performance and professionalism are an i mpor
regarding conduct are designed to benefit both employees and the district. We expect you to use

common sense and reasonahligment at all times. Misconduct or inappropriate behavior are serious

matters and can jeopardize employment.

Behavior problems affecting performance wil/|l be d
previous work history may be tak@ério account in determining the appropriate action to be taken. Other
considerations might include the seriousness of the offense, harm and damage caused, and any criminal
considerations.

Policy: GBEB Staff Conduct
STAFF CONDUCT

All employees of the District are expected to conduct themselves in a manner consistent with effective and
orderly education and to protect students and District propBityemployee shall, by action or inaction,

Updated 2018/19
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interfere with or disrupt any District aciiy or encourage any such disruptioNo employee, other than

one who has obtained authorization from the appropriate school administrator, shall carry or possess a
weapon on school groundall employees shall at all times attempt to maintain ordedeaby the policies,

rules, and regulations of the District, and carry out all applicable orders issued by the Superintendent.

Potential consequences to employees of the District who violate these rules may include, but are not limited
to:

Removal from schal grounds.

Both civil and criminal sanctions, which may include, but are not limited to, criminal proceedings
under Title 13, Chapter 29, Arizona Revised Statutes.

Warning.

Reprimand.

Suspension.

Dismissal.

Having consideration given to any such violatian the determination of or establishment of any
pay or salary in later contracts or employment, if any.

= =4

=4 =4 =8 =8 -9

Reporting SuspectedCrimes or Incidents

Staff members are to report any suspected crime against a person or property that is a serious offense,
involves a deadly weapon or dangerous instrument or that could pose a threat of death or serious injury to
employees, students or others on school propefty.such reports shall be communicated to the
Superintendent who shall be responsible for reportihgct law enforcement.

A person who is employed by the School District or is an applicant for employment with the School District,
who is arrested for or charged with any rappealable offense listed in sectéil758.03 subsection B

and who does not immediately report the arrest or charge to the person's supervisor or potential employer
is guilty of unprofessional conduct and the person shall beentiately dismissed from employment with

the School District or immediately excluded from potential employment with the School Diétpetson
dismissed from employment for failure to report being arrested for or charged wittappeaiable offense

has no right to appeal under the provisions of A.R5539, subsection GPrior to an action to terminate

for failure to report, an employee will bavgn the opportunity to provide a written explanation of
circumstances or events which they believe mitigate the failure to report.

Use of Physical Force bysupervisory Personnel

Any administrator, teacher, or other school employee entrusted with thanthepervision of a minor

may use reasonable and appropriate physical force upon the minor to the extent reasonably necessary and
appropriate to maintain orde&imilar physical force will be appropriate in sdiéfense, in the defense of

other studentand school personnel, and to prevent or terminate the commission of theft or criminal damage

to the property of the District or the property of persons lawfully on the premises of the District.

The threat or use of physical force is not justified as eorespto verbal provocation alone, nor when the
degree of physical force used is disproportionate to the circumstances or exceeds that necessary to avoid
injury to oneself or to others or to preserve property at risk.

Policy: GBEB-R Staff Conduct
STAFF CONDUCT
No employee, while on or using school property, otherwise acting as an agent, or working in an official
capacity for the District shall engage in:
A. Physical or verbahbuse or thieat of harnto anyone

B. Causing damage, or threat of damage, to property of the District or property of a member of
the community oa visitor to the school when the property is located on premises controlled
by the District.

Updated 2018/19
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K.

Forceful or unauthorizegintry to or occupation of District facilities, including buildings and
grounds.

Use, possession, distribution, or sale of alcainarugsor other illegal substances.

Use of profane or abusive language, symbols, or conduct.

Failure to comply vith lawful direction of District officials, security officers, or any other
law-enforcemenbfficer, or failure to identify oneself to such officials or officers when

lawfully requested to do so.

The carrying or possession of a weapon on school grouitidgut authorization from the
appropriate scho@dministrator.

A violation of District policies and regulations.

Any conduct violating federal, state, or applicable municipal law or regulation.

Any other conduct that may olbbstt, disrupt, or interfere with teaching, reseassyice,
administrative, ordisciplinary functions of the District, or any other activity sponsored or

approved by the Board.

The use of District resources, as defined in A.RS511and District Policy GBI, Staff
Participation in Political Activities, to influence the outcome of an election

In addition to the foregag, all staff members are expected to:

A.

Thoroughly acquaint themselves with the rules, regulations, and other information
applicable to themsontained within the policies of the Board.

Conduct themselves in a manner consistent with effective andyortircation and to
protect the studenend the District property.

Maintain order in a manner consistent with District policies and regulations.

Comply promptly with all orders of the Superintendent gredadministrator who is their
immediatesupervisor.

Dress and maintain a general appearance that reflects their position and does not detract from
the educationgbrogram of the school.

Comply with the requirement of A.R.$5-515by immediately reporting to the Superintendent
or theadministrator who is their immediate supervisor:

1. A violation of A.R.S.13-3102[possession of a deadly weapon on school
grounds].

2. A violation of A.R.S.13-3111[possession of a firearm by a minor without
authorization (in Maricopa arfdima Counties and where otherwise adopted by local
ordinance)].

3. A violation of A.R.S.13-3411[possession, use, or intent to sell marijuana,
peyote, or dangerous parcotic drugs, or intent to sell prescriptionly drugs in a
drugfree school zone (i.e., school grourashgl the area within three hundred [300]
feet and pblic property within one thousand [1,000] feesohool grounds, the area
at a school bus stop, and a school bus)].

Updated 2018/19
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Any administrator receiving a report of a violation of A.RL$.3102 133111, or13-3411shall
immediately report such violation to a peace officer in compliance with AIR.515

Employees of the District who violate these rides subject to discipline action.
STAFF CONDUCT WITH STUDENTS
Policy: GBEBB Staff Conduct with Students

STAFF CONDUCT WITH STUDENTS

Employees are expected to exercise general supervision over the conduct of students, not only while in
the schoolroombut also before and after school and during recess. At all times teachers and other staff
members will accord students the dignity and respect that they deserve, and avoid embarrassing any
student unnecessarily.

Students are expected to regard all sckagbloyees as individuals who are employed to provide direct or
indirect contributions to learning. While students are to have considerable latitude in making choices for
themselves, they shall be required to respect the rights of all school employetseastudents, and
interference with those rights will not be tolerated.

Students shall not have the right to interfere with the efforts of instructional staff members to coordinate
or assist in learning, to disseminate information for purposes of lgaorito otherwise implement a

learning program. Nor shall a student have the right to interfere with the motivation to learn nor the
learning activities and efforts of other students. No student shall have the right to interfere with or disrupt
anyemplog e 6s work activities.

All personnel employed by the District are expected to relate to students of the District in a manner that
maintains social and moral patterns of behavior consistent with community standards and acceptable
professional conduct.

Rela i onships between staff members and students t h;
involvement 0 are prohibited. These behaviors devi
deemed unacceptable and contrary to the expectatioristatDgovernance.

Staff/student relationships shall reflect mutual respect between staff members and students and shall
support the dignity of the entire profession and educational process.

Violations of the above shall be considered serious and realt ne severe disciplinary action.

Policy: GBEC Drug-Free Workplace
DRUG-FREE WORKPLACE

No employee shall violate the law or District policy in the manufacture, distribution, dispensing,
possession, or use, on or in the workplace, of alcohol or angtitadcug, hallucinogenic drug,

amphetamine, barbiturate, marijuana, or any other controlled substance, as defined in schedules | through
V of section 202 of the Controlled Substances Act (21 U.S.C. 812) and as further defined by regulation at
21 C.F.R. 188.11 through 1308.15.

Workplaceincludes any school building or any school premises and any soWwoeld vehicle or any other
schoolapprovedrehiclesused to transport staff members or students to and from school or school activities
or on school busings Off school property, the workplace includes any scispainsored or school
approved activity, event, or function where students or staff members are under the jurisdiction of the
District. In addition, the workplace shall include all property ownedséd, or used by the District for any
educational or District business purpogaly employee who has been convicted under any criminal drug
statute for a violation occurring in the workplace, as defined above, shall notify the supervisor within five
(5) days thereof that such conviction has occurred.

Updated 2018/19
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As a condition of employment, each employee shall abide by the terms of the District policy respecting a
drugfree workplace.

Any employee who violates this policy in any manner is subject to disciplinehwfag include, but is
not limited to, dismissal.

No employee shall violate the law or District policy in the manufacture, distribution, dispensing, possession,
or use, on or in the workplace, of alcohol or any narcotic drug, hallucinogenic drug, ampbaetamin
barbiturate, marijuana, or any other controlled substance, as defined in schedules | through V of section
202 of the Controlled Substances Act (21 U.S.C. 812) and as further defined by regulation at 21 C/F.R
1308.11 through 1308.15.

Workplace includesrgy school building or any school premises and any setwaokd vehicle or any

other schochpproved vehicles used to transport staff members or students to and from school or school
activities or on school business. Off school property, the workplacelgsehny schoedponsored or
schootapproved activity, event, or function where students or staff members are under the jurisdiction of
the District. In addition, the workplace shall include all property owned, leased, or used by the District for
any educaonal or District business purpose. Any employee who has been convicted under any criminal
drug statute for a violation occurring in the workplace, as defined above, shall notify the supervisor within
five (5) days thereof that such conviction has occurred

As a condition of employment, each employee shall abide by the terms of the p@icigtrespecting a
drugfree workplace.

Any employee who violates this policy in any manner is subject to discipline, which may include, but is
not limited to, dismisal.

Policy: GBECA Nonmedical use or Abuse of Drugs or Alcohol

EmployeeDrug Use,Abuse orPossession

The nonmedical use, abuse, or possession of drugs and/or use or possession of alcohol is forbidden on
District property or at Distriesponsored actities. Employees determined to be in possession of, using,

or abusing drugs or alcohol shall be reported immediately to the employee's principal or supEnésor.
Superintendent shall be notified immediately.

The Superintendent shall conduct an invesitigain consultation with legal counsel as
necessaryEmployees that violate this policy may be disciplined up to and including terminétibie.
investigation shows sufficient evidence to suggest that the employee was involved with distribution or
otherwise in violation of the law, law enforcement authorities shall be notified.

Medical Marijuana
The District recognizes Arizona's medical marijuana law and shall not discriminate against a person in
hiring, termination or imposition of any term or conaiitiof employment or otherwise penalize a person
on the basis of the person's status as an eligible medical marijuana cardholder, or as a registered
qualifying patient, having a positive drug test for marijuana components or metabolites, unless the person
used, possessed or was impaired by marijuana on District property, at a District event, or during the hours
of theperson'segular or extended hours of employment, or as prescribed by law.
Policy: GBECB ALCOHOL USE BY STAFF MEMBERS

(lllegal Drugs)
The useor possession of intoxicants or illegal drugs on school property or at school events is
prohibited.
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Any person in violation of the provisions of the above paragraph shall be subject to removal
from school property and shall be subject to prosecutionaardance with the provisions of
the law.

Staff members of the District who are in violation of the provisions of this policy shall be subject to
disciplinary actions in accordance with the provisions of school regulations.

A staff member who apparently$i@onsumed alcoholic beverages or illegal drugs on or off school property
and/or before a school activity will not be allowed to be on school property or to participate in school
activities. Staff members who violate this policy will be subject to theespenalties as for possession
and/or consumption on school property.

An employee of the District who, pursuant to local conditions or an employment contract with the District,
resides on District property or resides in District housing may possess aaldalsgl at the employee's
residence subject to the following restrictions:

1 The employee shall not possess (except for possession at said residence), sell, offer to sell,
transfer, use, or be under the influence of alcohol while on duty.

1 Any alcohol consumption that occurs on school property when the employee is not on duty
shall be done in moderation and shall occur within the employee's residence.

Policy: GBED Smoking by Staff Members
SMOKING BY STAFF MEMBERS
The possession or use of tobacco prodscpsahibited in the following locations:

School grounds

School buildings

School parking lots

School playing fields

School buses and other District vehicles
Off-campus, schoedponsored events

=4 =4 =8 -8 -8 =9

Under the provisions of A.R.S. 388.03, a person who violat¢he prohibition is guilty of committing a
petty offense.

The prohibitions do not apply to an adult when possession or use of tobacco products are for
demonstration purposes as a necessary instructional component of a tobacco prevention or cessation
progam that is:

1 Approved by the school
i Established in accord with Arizona Revised Statut& 1%

Policy: GBPD Drug and Alcohol Testing of Employees

DRUG AND ALCOHOL TESTING OF EMPLOYEES
(Other than Transportation Employees)

Under this policy, any emplogeof the District, other than a transportation employee, must submit to drug
and alcohol testing if the employeeds supervisor
performance has been impaired by the use of alcohol or a drug.

In addition to the laove, an employee shall voluntarily submit to drug and alcohol testing:

9 After being involved in an accident involving a school vehicle; or
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T After an accident involving equipment used in
duties; andvhen, based on knowledgéthe events and circumstances of an accident, the
supervisor has reason to believe that the empl
by the use of alcohol or a drug. When possible, the reason shall be documented by an affidavit
signedby the supervisor.

1 The Superintendent shall develop procedures for drug and alcohol testing of employees

subject to the following:

The District shall assume the costs of the drug and alcohol testing of employees.

An employee who refuses to submit to druagl alcohol testing or whose tessults are positive

may be terminated from employment.

1 An employee who is to be terminated as a result of test findings shall be gramtppeal, upon
request, under Policies GCQF and GDQD, as appropriateelbas rekvant provisions of
Arizona law.

= =4

EQUAL EMPLOYMENT OPPORTUNITY

The U.S. Equal Employment Opportunity Commission (EEOC) is responsible for enforcing federal laws

that make it illegal to discriminate against a job applicant or an employee because of thepebés r ac e,
color, religion, sex (including pregnancy), national origin, age (40 or older), disability or genetic

information. It is also illegal to discriminate against a person because the person complained about
discrimination, filed a charge of diserination, or participated in an employment discrimination

investigation or lawsuit.

The laws apply to all types of work situations, including hiring, firing, promotions, harassment, training,
wages, and benefits.

Sunnyside Unified School District is mmnitted to equal opportunity for all. We are committed to
building a company whose employees reflect the true diversity of our community.

Policy: GBA Equal Employment Opportunity

EQUAL EMPLOYMENT OPPORTUNITY

Discrimination against an otherwise qualifisndividual with a disability or any individual by reason of
race, color, religion, sex, age, or national origin language of origin, sexual orientation, gender identity or
expression, or marital status is prohibitdgfforts will be made in recruitmennd employment to ensure
equal opportunity in employment for all qualified persons.

Any report or complaint that there has been a violation of this policy should be made using the process set
out in AGR, titled 'Nondiscrimination/Equal Employment OpportyrComplaint Process.Complaints
may be filed using the form set out in AC

Complaint Procedure

The District is committed to investigating each complaint and taking appropriate action on all confirmed
violations of policy. The Superintendent shalleéstigate and document complaints filed pursuant to this
regulation as soon as reasonable. In investigating the complaint, the Superintendent will maintain
confidentiality to the extent reasonably possible. The Superintendent shall also investigatesin€ident
policy violation that are raised by the Governing Board, even though no complaint has been made.

If, after the initial investigation, the Superintendent has reason to believe that a violation of policy has
occurred, the Superintendent shall deternathether or not to hold an administrative hearing and/or to
recommend bringing the matter before the Board.

If the person alleged to have violated policy is a teacher or an administrator, the due process provisions of
t he Districtds P excaptdhatthé SigeFisingladministratarpmpyl be assigned to
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conduct the hearing. In cases of serious misconduct, dismissal or suspension proceedings in accordance
with A.R.S. 15539et seqmay be initiated.

If the person alleged to have violated pglis a support staff employee, the Superintendent may follow
due process and impose a discipline under Policy GDQD if the evidence so warrants. The Superintendent
also may recommend a suspension without pay, dismissal, or impose other appropriateediscipli

If the person alleged to have violated policy is a student, the Superintendent may impose discipline in
accordance with policies JK, JKD and JKE.

I f the Superintendentédés investigation revheal s no
Superintendent shall so inform the complaining party in writing.

EMPLOYEE STATUS

Your employment status is determined by the number of hours you are regularly scheduled to work and
the expected duration of your employment.

1 A Full-time regular emipyee is one who is regularly scheduled to work at least 30 to 40 hours
each week for an unspecified period of time. A-fufle employee is eligible for all available
benefits.

1 A parttime regular employee is one who is regularly scheduled to worksat2@do 29 hours
per week on a continuing basis. A ptime regular employee may occasionally work more hours,
but this does not change employment status-tPagtregular employees are eligible for many,
but not all benefits.

1 A parttime employee whis scheduled to work less than 20 hours each week on a continuing
basis, whether from date of hire or calendar year, is not eligible for benefits.

1 A substitute employee is one who is hired for a specific length of time, usually of deshort
nature. A sbstitute employee may be hired on a-falpartt i me basi s. Substitut e
are not eligible for benefits.

ETHICS

Business ethics are ethics that refer to the moral rules and regulations governing the business world. They
are the moral valigethat guide the way corporations or other business make decisions. Some business
ethics are imposed by law. While the law imposes some ethical rules, legislation cannot possibly define
business ethics as a whole and cannot address every situation irethicehdilemmas may arise.

Correct ethical and legal conduct is particularly at the heart of the operation of a school district engaged in
communications with and on behalf of all employees. In all matters and in all divisions, the highest
professionaktandards must be practiced in every activity by every administrator, director and employee

to guarantee the independence and the integrity of all our educational needs. We believe respect for others
andour commitment to diversity, represent vital strérggof our District. In every case, necessary

safeguards must be maintained to prevent and action or any association that might reflect adversely,
directly or indirectly, upon Sunnyside Unified School District.

CONFLICTS OF INTEREST

A Aconfldstto odxiisnttserwhen a personds private intere
the District. A conflict situation can arise when an administrator, director or employee takes actions or has
interests that may make it difficult to perform his or Béstricts work objectively and effectively.

Conflicts of interest also arise when an administrator, director or employee of his or her family, receives
improper personal benefits as a result of his or her position with the District.
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Policy: GBEA Staff Ethics
STAFF ETHICS
(Statement of Ethics for School Employees)

All employees of the District are expected to maintain high standards in their school relationships. These
standards must be idealistic and at the same time practical, so that they garaggiably to all staff

members. The employees acknowledge that the schools belong to the public they serve for the purpose of
providing educational opportunities to all. However, every employee assumes responsibility for providing
leadership in the sclbband community. This responsibility requires the employee to maintain standards

of exemplary conduct. I't must be recognized that
the community, associates, and students. To these ends, the Boasdlaelfglowing statements of

standards.

The school employee:

Makes the welbeing of students the fundamental value of all decision making and actions.

Maintains just, courteous, and proper relationships with students, parents, staff members, and

others

T Strives for the maintenance of efficiency and

field of work.

Fulfills job responsibilities with honesty and integrity.

Directs any criticism of other staff members or of any department of the school sysizm

improving the District. Such constructive criticism is to be made directly to the school

administrator who has the responsibility for improving the situation.

Supports the principle of due process and protects the civil and human rights of alligdiv

Obeys local, state, and national laws and does not knowingly join or support organizations that

advocate, directly or indirectly, the overthrow of the government.

|l mpl ements the Governing Boardds policies and

Refrains from using school contact and privileges to promote partisan politics, sectarian religious

views, or selfish propaganda of any kind.

1 Pursues appropriate measures to correct any laws, policies, or regulations that are not consistent
with sound edud#nal goals.

1 Avoids using position for personal gain through political, social, religious, economic, or other
influence.

1 Maintains the standards and seeks to improve the effectiveness of the profession through research

and continuing professional developnt.

Stresses the proper use and protection of all school properties, equipment, and materials.

Honors all contracts until fulfillment or release.

1
1
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In the performance of duties, employees shall keep in confidence such information as they may secure
unles disclosure serves District purposes or is required by law. Discussion of students and their problems
should be professioridimited to the principals or staff members conceimad in unrestrained
conversation at any time and place. Serious reactiomssagaployees can result from failure to observe
this principle of ethics in employestudent relationships.

Policy: AC Non Discrimination/Equal Opportunity
NONDISCRIMINATION / EQUAL OPPORTUNITY

The Board is committed to a policy that prohibits disaniation, harassment and retaliation, as defined
below, of candidates for employment, employees, students, volunteers, vendors, contractors, and
members of the publicThe District will take prompt and appropriate action to investigate thoroughly a
complairt that this policy has been violated, to correct any discrimination, harassment, or retaliation that
is determined to have occurred, and, if necessary, to discipline any individual who is found to have
engaged in conduct that constitutes discriminatiorgdsament, or retaliation.
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All individuals associated with the District, including the Governing Board, the administrataff,
students, volunteers, vendors, contractors, and members of the public are expected to conduct themselves
at all times so a®tcreate an environment free from discrimination, harassment, and retaliation.

Discrimination, harassment and retaliation are made unlawful by state and federal laws, including the
Americans with Disabilities Act, Title VII of the Civil Rights Act andtl& IX of the Education
Amendments Act.The District may discipline conduct that is discrimination, harassment and retaliation
that is inappropriate in th&orkplace regardless of whether such conduct rises to the level of a legal
violation.

Definition of Discrimination

Discrimination occurs when an individual is treated adversely based on a protected
classification. Protected classifications are race, color, religion, sex, national origin, age (40+), disability,
veteran status, sexual orientation, gandientity, as well as any other legally protected categdhe

failure to provide reasonable religious or disability accommodations when required by law or District policy
also constitutes discrimination.

Definition of Harassment

Harassment is a speiciform of discrimination.Harassment is unwelcome behavior based on a protected
classification that

91 has the purpose or effect of creating an intimidating, hostile, or offensive employment or education
environment, or

1 has the purpose or effect of unreasay interfering with an individual's work performance, an
individual's employment opportunities, a student's academic performance, or a student's ability to
receive the benefits of a District program or activity.

Prohibited harassment may take the forgrbot is not limited to, offensive slurs, jokes, and other offensive

or abusive oral, written, computgenerated, visual or physical conduct or depiction that is aimed at, or

that adversely impacts, an individual because of his or her inclusion in atpdotéassification.It may

al so include negative stereotyping, inclut@heng neg.
most common type of harassment is sexual harassntemt. additional information about sexual
harassment, see Policy ACtitled "Sexual Harassment."

Harassment may occur directly or through another persosome cases, conduct can be harassment, even
though the conduct is not directed at a particular individual or group of individuals.

Definition of Retaliation

Retaligion occurswhen an adversaction is taken against an individual as a result of the individual's good
faith participation in a protected activityRetaliation becomes a separate complaint that can be claimed,
even if the original discrimination complaiwas not substantiatedretaliation can involve any aspect of
employment, including hiring, firing, pay, job assignments, promotions, layoff, training, fringe benefits,
and any other term or condition of employment.

Protected activities include the folling:
1 raising or reporting or filing allegations of discrimination, harassment or retaliation and/or
9 patrticipating in any review or investigation of a claindidcrimination, harassment or retaliation.

Adverse action is any action that
1 materially affectan i ndi vi dual 6s terms and conditions ¢
status, or
1 is reasonably likely to deter that individual or others from engaging in a protected activity.
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Policy: ACA SexualHarassment

SEXUAL HARASSMENT

All individuals associged with the District, including the Governing Board, the administration, the staff,
students, volunteers, vendors, contractors and members of the public, are expected to conduct themselves
at all times so as to create an environment free from sexuasemats

Sexual harassment is made unlawful by state and federal laws, including title VIl of the Civil Rights Act
and Title IX of the Education Amendments Act. The District may discipline conduct that is sexual
harassment that is inappropriate in Warkplaceregardless of whether such conduct rises to the level of a
legal violation.

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature when made by an individual to amativiiual, such as member of

the school staff to a student or to another staff member, or when made by a student to another student,
where

9 Submission to the conduct is either explicitly or implicitty made a term or condition of an
individual's employmengducation, or participation in a District program or activity;

1 Submission to or rejection of the conduct is used as a basis for employment or education decisions
affecting such individual, including participation in a District program or activity;

1 The onduct has the purpose or effect of creating an intimidating, hostile, or offensive employment
or educational environment; or,

1 The conduct has the purpose or effect of unreasonably interfering with an individual's work
performance, employment opportuniier academic performance, or to receive the benefits of a
program or activity.

Sexual harassment may include, but is not limited to

1 Suggestive or obscene letters, notes, invitations, derogatory comments, slurs, jokes, epithets,
assault, touching, impedijnor blocking movementeering, gestures, or display of sexually
suggestivebjects, pictures, or cartoons.

1 Continuing to express sexual interest after being informed that the interest is
unwelcome.(Reciprocal attraction between peers is not considerdal harassment.)

1 To coerce sexual favors, including threatening to withhold support for an appointment, promotion,
or change of assignment; suggesting that a poor performance report will be prepared; suggesting
that probation will be failed; or threating towithhold grades earned or deserved or denying
in participating in a Districprogram or activity.

1 Coercive sexual behavior used to control, influence, or affect the career, salary, and/or work
environment of another employee; or engaging irraee sexual behavior to control, influence,
or affect the educational opportunities, grades, and/or learning environment of a student.

1 In exchange for sexual favors, offering or granting favors or educatioratoyment benefits,

such as grades promotions, favorable performance evaluations, favorable assignments, favorable
duties or shifts, recommendations, reclassifications.
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Sexual harassment may be verbal, written or physical conduct, and/or may include use of the internet and
social media.Such conduct may occur directly or through another pertosome cases, conduct can be
sexual harassment even though the conduct is not directed at a particular individual or group of individuals.

Anyone who is subject to sexual harassment, or who kmdwise occurrence of such conduct, should
inform the compliance officer that such conduct is occurring or has occurred, as provided for in Regulation
AC-R. Administrators and supervisors are required to report such contluetform set out in AGE may

be used for making a complaint.

A substantiated charge against a staff member in the District shall subject such staff member to disciplinary
action, up to and including possible termination of employment.

A substantiated charge against a student in thei@ishall subject that student to disciplinary action,
which may include suspension or expulsion.

All matters involving sexual harassment complaints will remain confidential to the extent reasonably
possible.

HOURS OF WORK
Your Administrator, Director oBupervisor will inform you of your regular working schedule. Flexibility

is important. In some cases, it may be necessary to adjust yousvwotke dul e based on the
needs.

ORIENTATION

When you join us, one of the first things on your agendbeito attend a new hire orientation session;
this will be your introduction to Sunnyside Unified School District.

In addition to general information about the comp
opportunity to learn about our bensffirograms, payroll procedures, company policies and guidelines.

Orientation sessions are scheduled and conducted by Human Resources.
PERSONNEL FILES

Access to personal information contained in your personnel file is limited and its confidentialisatur
consistently safeguarded.

Reference and credit checks and similar request will be answered only with a statement as to whether you
are presently employed, your current or last job title, your work location, and your period of employment.
Salary maybe verified only if you give written permission. Otherwise, no personal information about you
will be released to anyone outside the company, unless required by law.

If, as an active employee, you wish to see your personnel file, contact Human Reaondrces

arrangements will be made for you to review it in the presence of a Human Resources representative.
You may request a copy of any document contained in your file, or add a statement of your own to the file
if you wish.

REPORTING CHILD ABUSE/CHILD PR OTECTION

Each State has a system to receive and respond to reports of possible child abuse and neglect.
Professionals and concerned must call statewide hotlines, local child protective services, or law
enforcement agencies to share their concerns.
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Policy: JLF Reporting Child Abuse/ Child Protection

REPORTING CHILD ABUSE/CHILD PROTECTION

Any school personnel or any other person who has responsibility for the care or treatment of a minor and
who reasonably believes that a minor is or has been the wétphysical injury, abuse, child abuse, a
reportable offense or neglect that appears to have been inflicted upon the minor by other than accidental
means or that is not explained by the available medical history as being accidental in nature or who
reasombly believes there has been a denial or deprivation of necessary medical treatment or surgical care
or nourishment with the intent to cause or allow the death of an infant who is protected undeB&.R.S.
2281shall immediately report or cause reports to be made of such information to a peace officer or to the
Child Protective Services (CPS) of the Department of Economic Security, except if the reperhs@a

person who does not have care, custody, or control of the minor, the report shall be made to a peace officer
only. Such reports shall be made immediately either electronically or by telephone.

The Arizona Department of Economic Security, DivisidrChildren, Youth and Families, has determined
that all mandated reporters may now electronically submitemo@rgency reports via a secure online
reporting website Non-emergency reports are those in which a child is not at immediate risk of abuse or
neglect that could result in serious harliandated reporters will be able to submit feanergency reports
twenty-four (24) hours a day without wait times.

All reports made via the online website wilquirethe person making the report (reporting soutoe)
provide contact informationA representative from the Child Abuse Hotline may contact the source for
additional information, if necessanfhis process will make it more convenient to meet the mandated
reporting requirements and help ensure chifdtga

All emergency situationshere a child faces an immediate risk of abuse or neglect that could result in
serious harnmuststill be reported by calling 911 or888-SOSCHILD (1-888767-2445). If a reporting
source is unsure as to whether or notréport is an emergency situation, the reporting source should call
the Child Abuse Hotline to make a report.

Any concerns for the safety of a child due to abuse, neglect or abandomusttie reported, by:

1 Calling 1:888SOSCHILD (1-888767-2445),
1 TDD: 602-530-1831 (3800-530-1831), or

Submittingnonemergencgoncerns via the Online Reporting Service for Mandated Reporters at
https://www.azdes.gov/dcyf/cps/mandated_reporters/ (effective November 2013).

Pursuant to A.R.SL3-362Q such reports shall contain:

1 The names and addresses of the minor, the parents, or the person or persons having custody of such
minor, if known.

1 The minor's age and the natamad extent of the minor's abuse, child abuse, or physical injuries or
neglect, including any evidence of previous abuse, child abuse, physical injury or neglect.

1 Any other information that such person believes might be helpful in establishing the cthese of
abuse, child abuse, physical injury or neglect.

A person who furnishes a report, information, or records required or authorized under Arizona Revised
Statutes or a person who participates in a judicial or administrative proceeding or investigatiomg res
from a report, information or records required or authorized under Arizona Revised Statutes is immune
from any civil or criminal liability by reason of that action unless such person has acted with malice or
unless such person has been chargedavith suspected of abusing or neglecting the child or children in
guestion.
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A report is not required under A.R.E3-3620for conduct prescribed by A.8.13-1404and13-1405if the
conduct involves dg minors who are fourteen (14), fifteen (15), sixteen (16) or seventeen (17) years of
age and there is nothing to indicate that the conduct is other than consensual.

A report is not required if a minor is of elementary school age, the physical injumsaamidentally in

the course of typical playground activity during a school day, occurs on the premises of the school that the
minor attends and is reported to the legal parent or guardian of the minor and the school maintains a written
record of the indent. The school will maintain a written record of the physical injury as part of the
student's health file as requirbyl the ArizonaState Library, Archives and Public Records (ASLAPR).

A person who fails to report abuse as provided in A.R3S2620is guilty of a class 1 misdemeanor, except
if the failure to report involves a reportable offense, the person is guilty of a class 6 felony.

Any certificaed person or Governing Board member who reasonably suspects or receives a reasonable
allegation that a person certificated by the Department of Education has engaged in conduct involving
minors that would be subject to the reporting requirements of AlR-3620shall report or cause reports

to be made to the Department of Education in writing as soon as is reasonably practicable but not later than
three (3) business days after the person first suspects or receives an allegation of the conduct.

Any school employee who has orally reported to CPS or a peace officer a reasonable belief of an offense
to a minor must provide written notification to the pripadiof the oral report not later than the next workday
following the making of the report.

EMPLOYEE RESPONSIBILITIES

As an employee of this distrigtou have certain responsibilities and obligations. Fulfilment of these is
your best assurance of job satisfaction and possible advancement.

Your first responsibility is to do a good job of the work assigned to you. If you have questions about your
job or about the district and its policies, talk with you administrator or the Human Resources Department.

Doing a good job implies other obligations on your part, such as mental alertness, good judgment,
promptness regular attendance, cooperation wilvarkers, and compliance with policies, work rules
and rules of conduct.

We hope you will be a proud representative of our district and will represent Sunnyside Unified School
District and its policies accurately and positively.

RESPONSIBILITIES

ABSENCE/TARDINESS

When you are absent from work for any reason, notify your administrator, director or supervisor as far in
advance as possible. If you are a certified employee or custodian your absence must be reported to

Frontline as far in advance as possibM¥our absence is reported on line at the following link
https://login.frontlineeducation.com

Employees are expected to be punctual in reporting to work. We recognize this may not always be
possible de to circumstances beyond your control. Notify your supervisor/administrator if you expect to

be late. If advance notification is impossible, discuss the matter with your supervisor as soon as you arrive
at work.

Our success is based on the daily cbotions of you and your colleagues. Absenteeism or tardiness may

interfere with your contributions and those fellow employees and can lead to disciplinary action up to and
including dismissal.
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Policy: GCCA Professional/Support Staff General Leave
(PAID LEAVE)

The District highly values each of its employees and places a high priority on employee attendance at

work. Every employee is essential to accomplishing the mission of the Distioen an employee is

unable to meet assigned responsibilities tdygersonal absence, the absence is noticed and the
employee's presence is missédhe District believes an employee who feels truly needed will be absent

only when necessary.

A. Purposeof Accrued Paid Leave

Accrued paid leave time shall be provided totiis employees for sick leave and personal business,
except that substitute employees may only use accrued paid leave time for sick leave.

Sick |l eave includes an
illness orpreventative medical care, absence necessary due to domestic violence, sexual violence, abuse
or stalking or for any other reason listed in A.R.53-873. See Regulation GCGR for a description of
the reasons listed in A.R.23373for taking leave and the definition of who is considered a family

member.

empl oyeebs illness

or

Personal business includes personal leave, religious leave, and bereaveme@dedelicy GCCH for

bereavement leave.

B. Accrual of Paid Leave Time

Employees on Administrator Contracts shall accrue paid leave time as set out in Policy GCCBA.

As sd out in the chart below, each fiscal year

A. Continuing teachers shall be credited with one hundred five (105) hours of paid leave

prev

at the beginning of their contracts and do not accrue any additional paid leave time during
the term of their contracts.

B. Substitutes shall accrue one (1) hour of paid leave for every thirty (30) paidhours
capped at forty (40) hours of paid leave.

C. All other employees shall accrue one (1) hour of paid leave for every seventeen (17)

paid hours during the term of theirrtoacts or wage agreements.

Type of Full-Time

Paid LeaveTime

Rate at which

(8 hour days)

Contract or Wage Credited at Additional Paid

Agreement Beginning of Time is Accrued
Contract

Teacher Continuing 105 hours Not Applicable

(7.5 hour days)

Teacher Non Continuing 0 hours 1 hour of paid leave for every

(7.5 hour days) 17 paid contract hours

ProfessionaNon-Teaching 0 hours 1 hour of paid leave for every

17 paid contact hours
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Classified 0 hours 1 hour of paid leave for every
(6 to 8 hour days depending 17 paid wage agreement hours
on Wage Agreement)

Bus Driver 0 hours 1 hour of paid leave for every
(6 hour days) 17 paid wage agreement hours
Substitite 0 hours 1 hour of paid leave for every
30 paid hourd capped at
40 hours

Continuing Teacher Working Less than Fullime or Starting Work after Beginning of Fiscal Year

If a continuing teacher works less than full time or begins employmentladtstart of the fiscal year,
any paid leave time credited at the beginning of the teacher's contract will be prorated based
onthenumber of hours of the teacherds contract.

Accrual for Exempt Employees

Employees who are exempt from overtime requiremander the Fair Labor Standards Act (FLSA) will

be assumed to work forty (40) hours in each work week for purposes of accruing paid leave time unless
their normal work week is less than forty (40) hours, in which case paid leave time shall accrue for the
employee based upon the employee's normal work weekexample, the normal work week for full

time teachers is thirtfive (35) hours (seven and chalf [7.5] hours a day), and the normal work week

for professionahonteachingemployees is forty (40)durs (eight [8.0] hours a day).

C. Carrying LeaveForward

Accrued and unused paid leave time shall be carried forward from fiscal year to fiscal year without limit
except that substitute employees shall not accrue or be entitled to use more than fortyr&A6K) eid

leave time in any fiscal year regardless of the amount of leave carried forward from the pridroyear.
example, if a fulltime substitute accrues forty (40) hours of paid leave time and uses twenty (20) hours of
paid leave time in a givensital year, he/she would carry over twenty (20) hours of paid leave time into
the following fiscal year.The substitute would start the following fiscal year with twenty (20) hours of

paid leave time, and would only accrue in that year an additional t{&@jthours of paid leave time for

a total of forty (40) hours of paid leave time available for use in that fiscal year.

D. Notice of Accrued UnusedPaid Leave Time
Attached to an employee's regutaycheclkshall bea record of the followingthe amount occrued
paid leave time available to the employee, the amount of paid leave time taken by the employee to date in
the fiscal year and the amount the employee has received as accrued paid leave time.

E. Separationfrom Employment
Professional and support dtahall receive no financial or other reimbursement upon an employee's
termination, resignation, retirement or other separation from employment for accrued unused paid leave
time.
When an employee separates from employment and then is rehired withi@)mmanths of separation,

previously accrued paid leave time that the employee had not used shall be reinstated, and the employee
shall be entitled to use such accrued paid leave time upon-thenraencement of employment.
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F. Useof Accrued Paid Leave Time
FMLA Leave

Atfter five (5) consecutive days of use of paid leave time for sick leave, an eligible employee shall be
placed on leave under the Family and Medical Leave Act ("FMLA") retroactive to the first day of such
leave, unless the leave is for a reaf@t does not qualify as FMLA leav@he employee shall be

contacted about the amount of FMLA leave he/she has and his/her FMLAfight® e mp |l oy ee 0 s
accrued paid leave time (as well as any other paid leave) shall run concurrently with the employee's
FMLA leave.

Increments of Use
Accrued paid leave time may be used in increments of ormeifLite.
Accrual vs. Use

Although an employee begins to accrue paid leave time at the commencement of employment, he/she
must wait until ninety (90) calendar days attemmencing employment before using accrued paid leave
time with the following exception: employees on Teacher Contracts and Profed&iorikaching

Contracts may start using accrued leave from the commencement of employment.

Notice of Use of Accrued PdilLeave for Sick Leave

When an employee uses accrued paid léawvsickleave purpose that is not foreseeable, the employee
shall provide notice of the need for such leave to his/her immediate supervisor as soon as reasonably
possible, but not later th&00 a.m. on the date the employee is to take leave, except in emergency
situations where such notice cannot be given.

When an employee uses accrued paid Iéawsickleave purpose that is foreseeable, the employee shall
make good faith efforts to provédhotice of the need for such leave to his/her supervisor well in advance
of the use of the leave and shall attempt to schedule the leave at a time that does not unduly disrupt the
operations of the District.

An employee shall notify the District's abseneporting system not later than 6:00 a.m. on the day leave
is taken and indicate the reason for the abselmcemergency situations where such notice is not
possible, the employee shall notify the District's absence reporting system as soon as possible.

Reasonable Documentation of Sick Leave and Revidiihe Useof Sick Leave

Each fiscal year, for the first forty (40) hours of paid leave fisesickleavepurposesthe District will

not require that an employee provide independent documentatiom fin@ath care professional or other
documentation indicating that the leave is necessaitgr the employee uses forty (40) hours of paid
leave for sick leave purposes in a given fiscal yib&r supervisomay ask the employee for independent
medical orother documentation indicating that additional leave is necessary.

When an employee is asked to provide independent medical documentation of paid leave taken for illness
or injury of the employee or a family member, documentation from a health caresfpoééindicating

that the leave is necessary shall be sufficidfedical documentation need not reference any information
about the medical conditiorf-or accrued paid leave taken in the case of domestic violence, sexual
violence, abuse or stalking gliorms of independent documentation set out in A.R$3ZJG) will be
considered sufficient.

Subject to the restrictions set out above, the Disidministration is authorized to review andestigate
the useof sick leave by District employeeg&\n employee is expected to cooperate with such

investigation and supply to the District administration appropriate documents reasonably requested
relatng t o t he empl oy eAaemplayee &hoadn besshoavikto Haee anisuesed the
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District's sick leave policy is subject to discipline, which may include reprimand, suspension and/or
dismissal.

Notice of Use of Accrued Paid Leave for Personal Buess

An employee may request use of accrued paid leave for personal bu3ioeksso, the employee must
submit to his/her immediate supervisor a written leave request at least five (5) days in advance of taking
accrued paid leave for personal busindaghe written leave request, the employee shall inform his/her
supervisor of the purpose for which leave is being taken, the expected date of return from leave, and how
the employee may be contacted during the le®ased on the number of other empleyeequesting

leave for personal business and the anticipated impact the absences would impose on the District's
business operations, a supervisor may deny an employee's request for leave for personal Alssiness.

any request for personal business daigb a duration of three (3) or more consecutive days is subject to
approval based upon whether the employee could have reasonably been expected to conduct the personal
business in less than three (3) dalsid leave requested for personal businessatsaybe denied if the

leave request would violate the restrictions set out below.

If there is an emergency and it is not possible for an employee to request leave for personal business in
the manner set forth above, leave may be approved on-ayassebasis at the discretion of the
Superintendent based on the operational needs of the District.

In addition to receiving advance approval of paid leave for personal business, the employee shall also
notify the District's absence reporting system not l&t&n 6:00 a.m. on the day leave is taken and

indicate the reason for the absentieemergency situations where such notice is not reasonably possible,
the employee shall notify the District's absence reporting system as soon as possible

Restrictionson the Useof Paid Leave for Personal Business

During a fiscal year, a certificated employee may use no more than fourteen (14) paid leave days for
personal business, and a support staff employee may use no more than seventeen (17) paid leave days for
personabusiness.

No personal business days may be used on the following occasions:

T For vacation or as an extension to an empl oyee

1 The day before or immediately following a legal holiday, a school vacation period or a school
recess.

1 In-service trainig days or parerteacher conference days or testing days.
9 During the first or last week of the school year.

1 When in the judgmerdf the administrationthe number of leaves wouddiversely impacts the
delivery of services by the department or school.

Except under extenuating circumstances that have been approved by the Superintendent prior to an
absence, any absence not used for sick leave purposes during one of the restricted times set out above will
result in the employee not being paid for the pedabdbsence.

The District administration is authorized to review and investigate any use of paid leave for personal
business by District employee8n employee is expected to cooperate with such investigation and
supply to the District administration appraate documents reasonably requested that relate to the
employee's use of paid leave for personal busingsg.employee who can be shown to have misused
paid leave for personal business is subject to discipline, which may include reprimand, suspe/sion a
dismissal.
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G. Maternity Leave,Birth in Family, Adoption and Foster Child Placement

An employee is entitled to use up to: a) thirty (30) days of accrued paid for pregnancy; b) five (5) days of
accrued paid leave for the birth of a son or daughter;@ntirty (30) days of accrued paid leave for the
adoption of a son or daughter or for a foster child placemfememployee should give notice of intent to
take leave under this section as soon as reasonably possible.

For maternity leave, an employee lsabmit a letter from her physician to the District's Benefits Office,
at least thirty (30) days prior to an employee's expected departure date, setting out the employee's
expected departure and delivery datésan employee needs more than thirty (88ys of leave for
pregnancy, an additional physician's statement will be required.

Under the Family and Medical Leave Act (Policy GCCC), an eligible employee is entitled to use up to
twelve (12) weeks of leave for maternity leave, a birth in the fanmdigpton or a foster child
placement.Any leave taken by an employee under the Family and Medical Leave Act shall run
concurrent with leave taken under this Policy GCCA.

H. Exhaustionof Paid Leave

When a staff member exhausts all days of accrued paid begig unable to return to work, the
employee must request an unpaid leave of absence pursuant to District Policy GCCC.

The pay of an employee who has exhausted all accrued leave shall be docked for any additional leave
taken.

. Retaliation Prohibited

The District shall not engage in retaliation or discriminate against an employee or former employee
because he/she has exercised protected rights. Such rights include, but are not limited to, the right to
request or use accrued paid sick time.

Policy: GCCA T R Professional/Support Staff General Leave

PROFESSIONAL/SUPPORT STAFF GENERAL LEAVE
(Paid LeavePurposes for which Sick Leave May be Taken and
Definition of Family Member Pursuant to A.R.S. §23-373

The following are the purposes for which leave may be taken pursuant to ARS7§

1 An employee's m@al or physical illness, injury or health condition; an employee's need for
medical diagnosis, care, or treatment of a mental or physical illness, injury or health condition; an
employee's need for preventive medical care;

9 Care of a family member with mental or physical illness, injury or health condition; carfea
family member who needs medical diagnosis, care, or treatment of a mental or physical illness,
injury or health condition; care of a family member who needs preventive medical care;

1 Closue of the employee's place of business by order of a public official due to a public health
emergency or an employee's need to care for a child whose school or place of care has been closed
by order of a public official due to a public health emergencycaoe for oneself or a family
member when it has been determined by the health authorities having jurisdiction or by a health
care provider that the employee's or family member's presence in the community may jeopardize
the health of others because of hider exposure to a communicable disease, whether or not the
employee or family member has actually contracted the communicable disease; or

1 Absence necessary due to domestic violence, sexual violence, abuse or stalking, provided the leave
is to allow theemployee to obtain for the employee or the employee's family member: (a) Medical
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attention needed to recover from physical or psychological injury or disability caused by domestic
violence, sexual violence, abuse or stalking;(b) Services from a domesgnog or sexual
violence program or victim services organization;(c) Psychological or other counseling;(d)
Relocation or taking steps to secure an existing home due to the domestic violence, sexual violence,
abuse or stalking; or (e) Legal services, idatg but not limited to preparing for or participating

in any civil or criminal legal proceeding related to or resulting from the domestic violence, sexual
violence, abuse or stalking.

The definition of #AFamily MemR2I7TDmednghe follbweng:v e t ak en

1 Regardless of agep#ological, adopted or foster child, stepchild or legal ward, a child of a domestic
partner, a child to whom the employee stand®co parentis or an individual to whom the
employee stooth loco parentisvhen the individual was a minor;

1 A biological, foster, stepparent or adoptive parent or legal guardian of an employee or an
employee's spouse or domestic partner or a person whoistioog parentisvhen the employee
or employee's spouse or domestic partner was a minor child,;

1 A persontowhom themployee is legally married under the laws of any state, or a domestic partner
of an employee as registered under the laws of any state or political subdivision;

1 A grandparent, grandchild or sibling (whether of a biological, foster, adoptive or stepnstit)
of the employee or the employee's spouse or domestic partner; or

1 Any other individual related by blood or affinity whose close association with the employee is the
equivalent of a family relationship.

CHANGES
You must notify Human Resourcesmale the changes in iVisionsimediately if any changes occur in
the following:
1 Legal name (as listed on your social security card)
Address
Telephone number
Emergency contact information
Number of dependents for tax purposes
Dependents covered by medigaurance
Beneficiary for life insurance and other employee benefits plan

=A =4 =4 4 -8 -4

For benefits enrollment purposes, you must notify Human Resources within 30 days of an event such as a
birth or marriage. Human Resources can confirm if there will be any typaitifig period before your
dependent will become eligible for benefits.

COMPUTERS/SOFTWARE/INTERNET SECURITY

You are responsible for the protection of the Districts data and information stored, processed, and
transmitted electronically. You may not uke Districts information for your own advantage or profit. If

you use computing resources, you are responsible for maintaining the privacy of access codes, passwords
and telephone number; for using computing resources only for purposes authorized bymaahdge
maintaining security and for protecting data, documents and storage media in your possession.
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PERSONAL APPEARANCE

You are expected to dress appropriately for the position you hold in the District. Talk to your
Administrator if you have questisrabout what is appropriate based on your job or assignment.

SAFETY & SECURITY

Our goal is to provide a pleasant, efficient and safe place to work. We need your help. The District
Employees are expected to maintain their individual work areas in undijttégan and net conditions in
compliance with OSHA and the District requirements.

When you leave work each day, files should be locked and all work materials, particularly those of a
confidential nature, should be put away securely.

The District cannobe responsible for personal items that employees bring to work. It is the responsibility
of each employee to secure those items.

Each employee is expected to be vigilant about possible hazardous situations and to report them
immediately to your Administtar or to Human Resources. All accidents must be reported immediately
to your supervisor or Human Resources.

Policy: GBGB Staff Personal Security and Safety

STAFF PERSONAL SECURITY AND SAFETY
Threats
The Superintendent shall establish proceduregtioaide for the protection of any employee who is
threatened with harm by an individual or a group while carrying out assigned duties.
Eye Protective Devices
The Superintendent shall establish procedures for every student, teacher, and visitor ichpadibdisat
shall require the wearing of appropriate eye protective wear while participating in or when observing
vocational, technical, industrial arts, art, or laboratory science activities.
The Board shall equip the schools with eye protective wear.

Schools may receive and expend federal, state, and local monies to provide eye

Policy: GBGB-R Staff Personal Security and Safety (Staff Protection)
STAFF PERSONAL SECURITY AND SAFETY

Threats

Any employee who is threatened with harm by an individual gmoup while carrying out assigned duties

shall immediately notify the school principal or supervisbine principal or supervisor shall then

immediately notify the Superintendent’s office of the threat and together they shall take immediate steps
in cogeration with the employee to provide every reasonable precaution for the employee's

safety. Precautionary steps, including any advisable legal action, shall be reported to the Superintendent's
office at the earliest possible time.

Eye Protective Devices
Every student, teacher, and visitor in public schools shall wear appropriate eye proteatiwdile

participating in or when observing vocational, technical, industrial arts, art, or laboratory science
activities involving exposure to:
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Molten metalsor other molten materials.

Cutting, shaping, and grinding of materials.

Heat treatment, tempering, or kiln firing of any metal or other materials.
Welding fabrication processes.

Explosive materials.

Caustic solutions.

Radiation materials.

=4 =4 =8 =4 -4 -4 -1

The Board shakquip the schools with eye protectiwear. Schools may receive and expend federal,
state, and local monies to provide eye protective devices.

For purposes of this procedusg,e protectivavearmeans devices meeting the standards of the U.S.A.
StandardSafety Code for head, eye, and respiratory protection, 1889, and subsequent revisions
thereof, approved by the United States of America Standards Institute, Inc.

TELEPHONE USE

Personal calls should be kept to a minimum and be short and to theQadiumtar telephones or cellular

phone bills reimbursed by the District should be for weillted calls. If personal long distance calls are
made, the employee will be required to pay those costs. Permission is needed before a cell phone may be
used outsie the normal area of operation.

Employees are not permitted to use hhaettl cell phones while driving on district business or while

driving any districts vehicles (including rental cars). Haettl phones should be used only when the

driver can pull oveto the side of the road in a designated parking area. Use of cell phones while fueling a
vehicle is also prohibited.

EMPLOYEE BENEFITS

All employees who work in an Administrator, Certified, Classified or ProfessoalTeaching position
are entitled to the following benefit allocation:

Full Time (6.0 | PartTime1l Part Time 2 Benefits District Employee | Notes
+ hrs/day) (3.751 5.9 (.17 3.74 Paid Paid
hrs/day) hrs/day)

Basic Term Life
($25,000)

Medical, Prescription,
Vision, Dental

Group supplemental Life
or AD&D

Individual Short Term
Life, Universal Life,
Critical lliness, Cancer
andAccident Care

Administrators are entitled to a $100,000 Basic Term Life insurance policy paid at their expense

Policy: GCCH Family Bereavement
FAMILY BEREAVEMENT LEAVE

In the event of a death in the family and with approval by the administrati@mployee may use leave

for a period not to exceed five (5) school days. These days shall be deducted from accumulated leave
days.

Updated 2018/19

33



Extensions of bereavement leave may be granted upon personal request to the Superintendent. If
approved, all suchextensic of bereavement | eave shall be deducH
days. An employee may be granted, upon request to the superintendent, up to five (5) days of leave per
year, with pay, to be used i n tdiiredie@GCA. Thesefdaysl e at h
shall be deducted from accumulated leave.

In the absence of any earned sick leave, and upon request, the Superintendent may approve an unpaid
leave of absence automatically and shall be deducted from accumulated leave days.

An employee who finds it necessary to travel in excess of one thousand (1,000) miles to attend funeral
services may be granted and additional three (3) days travel time. This extra time must be requested
before leaving or through a loftistance telephone leat will not be granted automatically and shall be
deducted from accumulated leave days.

FAMILY MEDICAL LEAVE ACT (FMLA)

The Family and Medical Leave Act (FMLA) provides certain employees with up to 12 workweeks of
unpaid, jobprotected leave a yeamd requires group health benefits to be maintained during the leave as
if employees continued to work instead of taking leave.

Summary:

The Family Medical Leave Act (FMLA) became effective August 5, 1993, for most employers and
employees. (For thosewered by a collective bargaining agreement [CBA] in effect on that date, the
FMLA became effective on the expiration of the CBA or February 5, 1994 whichever was earlier)

This law covers only certain employers; affects only those employees eligible fwothetions of the
law; involves entitlement to leave, maintenance of health benefits during the leave, and job restoration
after leave

Purposes of the FMLA:

The FMLA allows employees to balance their work and family life by taking reasonable unpaifoeav
certain family and medical reasons.

Employee Eligibility:
To be eligible for FMLA leave, an employee must work for a covered employer and:
(1) Have worked for that employer for at least 12 months; and,

(2) Have worked at least 1,250 hours dutimg 12 month prior to the start of the FMLA leave;
and,

(3) Work at a location where at least 50 employees are employed at the location or within 75
miles of the location.

Policy: GCCC-EB Family and Medical Leave Act of 1993
FAMILY AND MEDICAL LE AVE ACT OF 1993

The Family and Medical Leave Act of 1993 (FMLA) requires employers of fifty (50) or more employees

within a seventyfive (75) mile area to provide up to twelve (12) weeks of unpaidpjobected leave to
Afeligibled emplmyeesanfdormeadrctadi m efasons. Empl oyees
worked for a covered employer for at least one (1) year, and for one thousand two hundred fifty (1,250)

hours over the previous twelve (12) months.
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Reasons for taking leave. An employer trgrant unpaid leave to an eligible employee for one (1) or
more of the following reasons:

T For the care of the employeebs child (birth, o
T For the care of the empl oyeeosaspooshsakh, son or

condition; or

f For a serious health condition that makes t he
At the employeebs or employerés option, certai
leave.

Advance notice and mediccertification. The employee may be required to provide advance leave notice
and medical certification.
T I'n certain cases, the employee ordinarily must
|l eave is fiforeseeabl eo.
1 An employer may require megdil certification to support a request for leave because of a serious
health condition.

1 An employer may also require medical certification if the employee is unable to return from leave
because of a serious health condition.

The District requires all bve accruals (PTO, Vacation and Cetimpe) to be utilized while on leave.
Maternity leave may be exempt.

Policy: GCCD
Professional/Support Staff Military/Legal Leave GCCD

The Board recognizes the fact that its employees have citizenship responsiailificis order to make it
possible for said employees to carry out their responsibilities to the city, county, state, or nation, the
Board will grant leaves, in addition to jury duty, when an employee is called to attend field training
services for the Mitary Reserve or National Guard and when an employee is a victim of a juvenile or
adult crime exercising a right to be present at a proceeding as defined in statute.

When an employee receives notice that requires leave as delineated above, it i®tisibiktgpof the
employee to notify the Superintendent or principal.

Jury Duty
It is recognized by the Board that no employee is exempt from jury duty and that leaves of absence for
such duty must be granted.
1 Only the regular salary may be received bymaployee on jury duty.
91 Itis the responsibility of the employee to reimburse the District for jury duty pay when such
payment is made directly to the employéilure to reimburse the District at the completion of
the jury duty service will result infailll deduction equal to the number of contract days missed.
1 Anemployee excused from jury duty after being summoned shall report for regular duty as soon
as possible Failure to report for duty will result in a deduction equal to that portion of a contra
day missed [A.R.21-236].

Victim Leave
Statute provides that an employer who has fifty (50) or more employees shall permit an employee leave if
the enployee is the victim of juvenile or adult crime and is exercising a right to be present at a proceeding
as defined in A.R.$8-4200r 134439 Compensation may be provided if the employee has available
vacation or to the extent other leave may be available by policy.
1 An employee's accrued vacation, personak sr other applicable leave shall be used to the
extent available by policy.
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9 If paid leave is unavailable, the employee must request an unpaid leave of absence in accord with
policy.

1 Before an employee may leave work for this purpose, the employee rsvadiepthe employer
with a copy of the form provided by law enforcement and if applicable a copy of the information
the law enforcement agency provides the employee pursuant to either &§38or 13-4405

1 Leave for this purpose may be limited if the leave creates an undue hardship to the employer's
business.

Military Leave
1 An employee who is a member of the Military Reserve or National Guard shall be eaotdled
leaveof absence without loss of pay, time, or efficiency rating when engaged in field training
[A.R.S.26-168and38-61(.
1 An employee who is a member of the uniformed service may use any vacat®oilexrkier
accumulated paid time off during their service, or may take unpaid leave of absence.
1 In addition, the District's payment of the employee's health, dental, and life insurance premiums
will be extended.
9 The District must reemploy uniformed servibembers, as defined in 38 U.S.C. 4303, returning
from a period of service, if the service member:
0 Was employed by the District.
o Gave the District notice that he or she was leaving the job for service in the uniformed
services, unless giving notice wasqueled by military necessity or otherwise
impossible or unreasonable.
0 Has a cumulative period of service in the uniformed services not exceeding five (5) years.
0 Was not released from service under dishonorable or other punitive conditions.
0 Has reported b&cto the District in a timely manner or has submitted a timely application
for reemployment in accordance with the Uniformed Services Employment and
Reemployment Rights Act.

Policy: GCCC Professional/Support Staff Leaves of Absence without Pay

PROFESSIONAL/SUPPORT STAFF
LEAVES OF ABSENCE WITHOUT PAY

The District recognizes that on occasion extenuating circumstances arise that may necessitate absence
from duty that is not covered by other specific leave provisions of the DisEiacaddres such

situations, an unpaie@ave of absence may be granted a member of the certificated or support staff for not
longer than one (1) year, inclusive of any leave under the Family and Medical Leave Act (FMLA).

An unpaid leave of absence may be requestedfit not limited to, the following purposes:

1 For additional education that relates to the employee's primary assigringian of
contemplated course work must be presented.

i For areason that conforms to a policy currently in effect but the maximmher of days
provided for in that policy will be exceeded.

1 For any other reasdhat benefits or is in the best interest of the District, as determined by the
Board upon review of the application.

Employees will not be granted leave if the leave isgage in activities for which the employee is
paid. The only exception is wheahe alternative activity ifor the District, e.g., substitute teaching for
the District.

1 For leave under the Family and Medical Leave. A&tleave of absence requested pursuea
this policy may be:
0 Approved by the Superintendent if the leave period does not exceed twelve (12)aveeks;
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0 Recommended by the Superintendent and approved by the Governing Board if the leave
period exceeds twelve (12) weeks.

A requesfor a leaveof absence shall not be denied by the District if and to the extent the employee is
entitledto leaveunder the Family and Medical Leave A&ll other applicationdor a leaveof absence
may be granted or denied by the District, in its sole discretion.

Each request foa leave of absence shall be in a written application stating the purpose, starting date, and
duration of the leave of absence, the reasons for its necessity or desirability, and any other information the
applicant deems relevant to the resjue

The leave of absence shall be only for the purpose and duration approved and may not be extended
without written approval by the District.

All rights of continuing status (certificated teachers only), retirement, salary increments, and other
benefits ball be restored at the level earned when the leave was granted.

Insurance benefits will continue to be provided to an employee while the employee is using any of the
following: 1) accrued paid leave under Policy GCCA; 2) paid vacation leave; 3) corpgrigae off;

or, 4) leave under the Family and Medical Leave Aai.the extent that leave under the Family and

Medical Leave Act is unpaid, to retain insurance benefits, the employee must pay to the District the
employee's required contributions fochunsurance When an employee has exhausted all leave

available under all of the above four categories, the employee will be eligible to continue his or her health
insurance benefits through the Consolidated Omnibus Budget Reconciliation Act (COBRA)when

an employee has exhausted all leave available under all of the above four categories, the employee may
be able to port (purchase) his or her existing supplemental life insurance by directly contracting with the
company providing the supplementé insurance to the employee.

Family and Medical Leave Act (FMLA)

The District shalcomply with the Family and Medical Leave Act andraljulations interpreting the

FMLA issued by the U.S. Department of Labdtccordingly, all portions of this policyhat pertain to

the FMLA shall be interpreted in a manner consistent with the FMLA and its regulaBabgct to the
conditions set forth herein, any eligible employee of the District may take up to twelve (12) weeks of
leave (FMLA leave) measured backddor each employee from the first time such employee uses leave
under FMLA for any one (1) or more of the following:

9 Because of the birth of a child of the employee and in order to care for such child.
1 Because of the placement of a child with the enmgxdipr adoption or foster care.

91 In order to care for the spouse or a son, daughter, or parent of the employee, if such person has a
serious health condition.

1 Because of a serious health condition that makes the employee unable to perform the functions of
the position of such employee.

1 Because of any qualifying exigency (as the Secretary shall, by regulation, determine) arising out
of the fact that the spouse, or a son, daughter, or parent of the employee is on active duty (or has
been notified of an imprling call or order to active duty) in the Armed Forces in support of a
contingency operation.

An eligible employeés one who has been employed by the District at least twelve (12) months and who
has completed at least one thousand two hundred fiftyQLIR%urs of service immediately prior to the
time FMLA leave is to commence.
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Serious health conditiomeans an illness, injury, impairment, or physical condition that involves
inpatient care in a hospital, hospice, or residential medical facility, ort@ripaare with continuing
medical treatment by a licensed physicidmy employee who has been employed by the District at least
twelve (12) months and who has completed at least one thousand two hundred fifty (1,250) hours of
service immediately priootthe time the leave is to commence shall be eligible for FMLA leave.

SpecialConditionsApplicableto FMLA

Entitlement to leave for the birth of a child or the placement of a child for adoption or foster care ends at
the expiration of a twelve (12horth period, beginning on the date of the evein. eligible employee

who is the spouse, son, daughter, parent, or next of kin of a covered service member shall be entitled to a
total of twentysix (26) workweeks of leave during a twelve (h@ynth perioda care for the service
member. The leave described to care for a covered service member shall only be available during one (1)
single twelve (12)month period.

A husband and wife working for the District may be limited to a total of twelve (12) weedawef |

during each applicable twelve (3@Jonth period for leave for the birth of a child or the placement of a

child for adoption or foster care and to care for an employee's parent with a serious health cdruition.
aggregate number of workweeks of ledg which both the husband and wife may be entitled under

covered service member family leave combined with leave as described in the previous sentence shall be
limited to twentysix (26) workweeks during one (1) single twelve ¢(i®)nth period.

An employee's available paid leave under Policy GCCC, vacation leave and compensatory time off leave
shall be used and shall run concurrently with leave under the Family and Medical Leave Act, unless
otherwise agreed by the District.

Notice

An employee must progtie at | east t hhefore FMLAlIEaE s todbegin B the need tori ¢ e

the leave is foreseeable based on an expected birth, placement for adoption, or foster care, planned

medical treatment for a serious health condition, or military servése lef the employee or family

member.| f thirty (30) daysodé notice is not phhacticabl
notice shall be in the form of a requémta leaveof absence as specified in this policihe District may

deny FMLA leave to any eligible employee until such time as the employee has provided the required

notice.

Certification

All FMLA leave shall be supportdaly a medicatertificate provided by the employee's health provider in

the form of the exhibit accompanyitigs policy. In any instance where the FMLA leave must be
preceded by thirty (30) dayso®é noti ce fordldaeof medi c al
absenceln any other instance, the medical certificate should be provided within f{t&¢ulays after

the FMLA leave commences.

Certification of active military duty or call to active duty in support of a contingency opefatitre
purposeof receiving family leave shall be required under the same conditions as FMLA certification for
leave indicated above.

The employee may be requested (at the District's expense) to provide recertification of medical conditions
in support of leave if the District feels that the circumstances so warrant and notice is
given. Recertification shall not be geired for intervals shorter than thirty (30) days.

Whenever a medical certification or recertification is required of an employee, notice describing such
requirement and providing the form of such certification shall be provided to the emplayeenploee

shall not be denied FMLA leave or other rights under the FMLA unless a notice required by FMLA in
such situation has first been provided to the employee.
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In the case of continuation, recurrence, or onset of a serious health condition to the emmeyed, c

family of the employee (including a service member being cared for by an employee) and the employee is
unable to return to work, certification issued by the health care provider of the entity with the serious
health condition shall be required tgport the inability of the employee to return to work.

Intermittent or Reduced Time (IRT) Leave

FMLA leave may be taken intermittently or on a reduced leave schedule under the following
circumstances:

1 If medically necessary to care for a family membefioothe employee's own seriobealth
condition;

1 Because of any qualifying exigency the spouse, or a son, daughter, or parent, of the employee is
on active duty, or notified of an impending call or order to active duty in support of a contingency
operatian; or

1 If approved by the District.

The District may, for the term of the leave, transfer the employee to an alternative position with
equivalent pay and benefits.

If the intermittent leave is for anstructional employeéne whose principal function ie instruct

students in a class, small group, or as individuals), the District can require the employee either to take
leave for a period or periods of a particular duration not greater than the duration of the planned treatment
or to transfer temporarilio an available alternative position with equivalent pay and benefits that

provides better accommaodation of recurring periods of leave, provided the leave is

1 Requested to care for a qualifying family member or as a result of the employee's serious health
condition preventing job performance;

1 Foreseeable, based upon planned medical treatment; and
9 For more than twenty percent (20%) of the working days in the leave period.

The employee may be granted leave under these circumstances, subject to reasorialitessfiedule
treatment so as not to unduly disrupt the educational program.

Special Endof-Semester Circumstancder Instructional Employees

Under each of the following conditions, leave for an instructional employee may be required to continue
to the end of the academic semester:

1 Leave begins more than five (5) weeks before the end of the semester, leave is for at least three
(3) weeks, and return to employment would occur during the last three (3) weeks of the semester.

1 Leave other than for the eilogee's serious health condition begins within the last five (5) weeks
of the semester, leave is for greater than two (2) weeks duration, and return to employment
would occur during the last two (2) weeks of the semester.

1 Leave other than for the employgserious health condition begins within the last three (3)
weeks of the semester and leave exceeds five (5) working days.

Employee Notification
With each request for FMLA leave, the employee shall be notified:
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1 About FMLA by provision of the FMLA fact sle¢ (Exhibit EE).

1 As appropriate concerning the expectations, obligations, and consequences of taking FMLA leave
per 29 C.F.R. 825.301 of FMLA.

1 That FMLA leave may be withheld until a requested notice is provided or the time frame is met.

1 Thatif leave $ granted to an employee who is unable to perform the work required, restoration
may be denied until the employee has complied with the request to provide medical certification
of ability to return to work.

The District will post notices in conspicuousg#a on the District premises that provide a summary of
FMLA and information on how to file a charge for an FMLA violation.

Health Care Continuation

An employee taking FMLA leave shall be entitled to have the health care plan in which the employee is
participating continue under the same terms and conditions applicable to actively working
employees.The District shall require the repayment of any health care premiums paid by the District for
continuing coverage during the periodFMLA leave if the emploge fails to return to work after the

FMLA leave expires and the failure to return is not due to circumstances beyond the employee's control.

Position Restoration

Upon return from FMLA leave, an employee shall be restored to the same position heldhgeFivie A

leave commenced or to an equivalent position with equivalent pay, benefits, and working contii®ons.
District requires an employee to provide a medical certificate from a health care provider that the
employee is able to resume work beforen@tg from FMLA leave for a serious personal health

condition. The District may delay the return of an instructional employee from FMLA leave at the end of
a semester, in accordance with Section 825.602 of FMLA rilles.District may deny restoration of
position to any key employee (i.e., one who is among the higlaésten percent [10%)] of all employees

of the District), in accordance with Section 825.218 of FMLA rules.

Policy: GCC Professional/Support Staff Leaves and Absences
PROFESSIONAL/SUPPORTSTAFF LEAVES AND ABSENCES

Absent Without Leave
An employee shall be deemed "absent without leave" when absent from work because of:

1 Areason that conforms to a policy currently in effect but the maximum days provided for in that
policy will be exceededyr

1 Areason that does not conform to any policy currently in efect;

9 Failure to report to work without prior notification to the Superintendent.

In no case shall an employee be compensated for time lost due to being absent without leave.
An employeenho is absent from work without prior approval is subject to disciplinary action, as is one

who was unable to obtain prior approval due to unusual circumstances and such approval is denied upon
the employee's return.
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Policy: GCCA Professional/Suppot Staff Sick Leave

PROFESSIONAL/SUPPORT STAFF GENERAL LEAVE
(Paid leave)

The District highly values each of its employees and places a high priority on employee attendance at
work. Every employee is essential to accomplishing the mission of the Distflten an employee is
unable to meet assigned responsibilities due to personal absence, the absence is noticed and the
employee's presence is missédhe District believes an employee who feels truly needed will be absent
only when necessary.

A. Purposeof Accrued Paid Leave

Accrued paid leave time shall be provided to District employees for sick leave and personal business,
except that substitute employees may only use accrued paid leave time for sicBitdalave includes

an empl oy e e &entativd nledical €ae, aare of p flamily member with an illness or

preventative medical care, absence necessary due to domestic violence, sexual violence, abuse or stalking
or for any other reason listed in A.R.23873 See Regulation GCCGR for a description of the

reasons listed in A.R.S28373for taking leave and the definition of who is considered a family

member.

Personal business includes personal leave, religious leave, and bereaveme@ded®elicy GCCH for
bereavement leave.

B. Accrual of Paid LeaveTime
Employees on Administrator Coatits shall accrue paid leave time as set out in Policy GCCBA.

As set out in the chart below, each fiscal year

A. Continuing teachers shall be credited with one hundred five (105) hours of paid leave
at the beginning of their contracts and do not accryeadditional paid leave time during
the term of their contracts.

B. Substitutes shall accrue one (1) hour of paid leave for every thirty (30) paidhours
capped at forty (40) hours of paid leave.

C. All other employees shall accrue one (1) hour of pasidefor every seventeen (17)
paid hours during the term of their contracts or wage agreements.

Type of Full-Time Paid LeaveTime Rate at which
Contract or Wage Credited at Additional Paid
Agreement Beginning of Time is Accrued
Contract
Teacher Continuing 105 hours Not Applicable

(7.5 hour days)

Teacher Non Continuing 0 hours 1 hour of paid leave for every

(7.5 hour days) 17 paid contract hours

ProfessionaNon-Teaching 0 hours 1 hour of paid leave for every

(8 hou days) 17 paid contract hours
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Classified 0 hours 1 hour of paid leave for every
(6 to 8 hour days depending 17 paid wage agreement hours
on Wage Agreement)

Bus Driver 0 hours 1 hour of paid leave for every
(6 hour days) 17 paid wage agreement hours
Substitute 0 hours 1 hour of paid leave for every
30 paid hourd capped at
40 hours

Continuing Teacher Working Less than Fullime or Starting Work after Beginning of Fiscal Year

If a contnuing teacher works less than full time or begins employment after the start of the fiscal year,
any paid leave time credited at the beginning of the teacher's contract will be prorated based
onthenumber of hours of the teacherds contract.

Accrual for Exempt Employees

Employees who are exempt from overtime requirements under the Fair Labor Standards Act (FLSA) will
be assumed to work forty (40) hours in each work week for purposes of accruing paid leave time unless
their normal work week is less thantip(40) hours, in which case paid leave time shall accrue for the
employee based upon the employee's normal work weakexample, the normal work week for full

time teachers is thirtfive (35) hours (seven and chalf [7.5] hours a day), and the nahwork week

for professionahonteachingemployees is forty (40) hours (eight [8.0] hours a day).

C. Carrying LeaveForward

Accrued and unused paid leave time shall be carried forward from fiscal year to fiscal year without limit
except that substitute enogees shall not accrue or be entitled to use more than forty (40) hours of paid
leave time in any fiscal year regardless of the amount of leave carried forward from the pridroyear.
example, if a fulitime substitute accrues forty (40) hours of paaléetime and uses twenty (20) hours of
paid leave time in a given fiscal year, he/she would carry over twenty (20) hours of paid leave time into
the following fiscal year.The substitute would start the following fiscal year with twenty (20) hours of
paidleave time, and would only accrue in that year an additional twenty (20) hours of paid leave time for
a total of forty (40) hours of paid leave time available for use in that fiscal year.

D. Notice of Accrued UnusedPaid Leave Time
Attached to an employeefegulapaycheclkshall bea record of the followingthe amount of accrued
paid leave time available to the employee, the amount of paid leave time taken by the employee to date in
the fiscal year and the amount the employee has received as accruedymtime.

E. Separationfrom Employment
Professional and support staff shall receive no financial or other reimbursement upon an employee's
termination, resignation, retirement or other separation from employment for accrued unused paid leave
time.
When aremployee separates from employment and then is rehired within nine (9) months of separation,

previously accrued paid leave time that the employee had not used shall be reinstated, and the employee
shall be entitled to use such accrued paid leave timethpaecommencement of employment.
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F. Useof Accrued Paid Leave Time
FMLA Leave

Atfter five (5) consecutive days of use of paid leave time for sick leave, an eligible employee shall be
placed on leave under the Family and Medical Leave Act ("FMLA") retraataithe first day of such

leave, unless the leave is for a reason that does not qualify as FMLA Teavemployee shall be

contacted about the amount of FMLA leave he/she has and his/her FMLAfight® e mp |l oy ee 0 s
accrued paid leave time (as wellasy other paid leave) shall run concurrently with the employee's

FMLA leave.

Increments of Use
Accrued paid leave time may be used in increments of ormeifLite.
Accrual vs. Use

Although an employee begins to accrue paid leave time at the commenceemaptafment, he/she

must wait until ninety (90) calendar days after commencing employment before using accrued paid leave
time with the following exception: employees on Teacher Contracts and Profed&iorikaching

Contracts may start using accrued &om the commencement of employment.

Notice of Use of Accrued Paid Leave for Sick Leave

When an employee uses accrued paid léawvsickleave purpose that is not foreseeable, the employee
shall provide notice of the need for such leave to his/her inateesupervisor as soon as reasonably
possible, but not later than 6:00 a.m. on the date the employee is to take leave, except in emergency
situations where such notice cannot be given.

When an employee uses accrued paid Iéavsickleave purpose thas foreseeable, the employee shall
make good faith efforts to provide notice of the need for such leave to his/her supervisor well in advance
of the use of the leave and shall attempt to schedule the leave at a time that does not unduly disrupt the
operatims of the District.

An employee shall notify the District's absence reporting system not later than 6:00 a.m. on the day leave
is taken and indicate the reason for the abselmcemergency situations where such notice is not
possible, the employee shabtify the District's absence reporting system as soon as possible.

Reasonable Documentation of Sick Leaard Reviewof the Useof Sick Leave

Each fiscal year, for the first forty (40) hours of paid leave @isesickleavepurposesthe District will

not require that an employee provide independent documentation from a health care professional or other
documentation indicating that the leave is necessaftgr the employee uses forty (40) hours of paid

leave for sick leave purposes in a given fiscalrythe supervisomay ask the employee for independent
medical or other documentation indicating that additional leave is necessary.

When an employee is asked to provide independent medical documentation of paid leave taken for illness
or injury of the erployee or a family member, documentation from a health care professional indicating
that the leave is necessary shall be sufficidfedical documentation need not reference any information
about the medical conditiorf-or accrued paid leave taken in tase of domestic violence, sexual

violence, abuse or stalking, the forms of independent documentation set out in 2R333%5) will be
considered ficient.

Subject to the restrictions set out above, the District administration is authorized to reviewestigate
the useof sick leave by District employee#&n employee is expected to cooperate with such
investigation and supply to the Distradiministration appropriate documents reasonably requested
relating to the e mprdyempewdvho aarsbe shown tohave rhisuseathev e .
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District's sick leave policy is subject to discipline, which may include reprimand, suspensian and/o
dismissal.

Notice of Use of Accrued Paid Leayer Personal Business

An employee may request use of accrued paid leave for personal bu3ioeksso, the employee must

submit to his/her immediate supervisor a written leave request at least fivg{5) @avance of taking

accrued paid leave for personal busindaghe written leave request, the employee shall inform his/her
supervisor of the purpose for which leave is being taken, the expected date of return from leave, and how
the employee may lmontacted during the leav@®ased on the number of other employees requesting

leave for personal business and the anticipated impact the absences would impose on the District's
business operations, a supervisor may deny an employee's request forrlpaveoizal busines\lso,

any request for personal business days with a duration of three (3) or more consecutive days is subject to
approval based upon whether the employee could have reasonably been expected to conduct the personal
business in less thahree (3) daysPaid leave requested for personal business may also be denied if the
leave request would violate the restrictions set out below.

If there is an emergency and it is not possible for an employee to request leave for personal business in
the manner set forth above, leave may be approved on-byaaee basis at the discretion of the
Superintendent based on the operational needs of the District.

In addition to receiving advance approval of paid leave for personal business, the emplbgsosha

notify the District's absence reporting system not later than 6:00 a.m. on the day leave is taken and
indicate the reason for the absentieemergency situations where such notice is not reasonably possible,
the employee shall notify the Distrietabsence reporting system as soon as possible.

Restrictionson the Useof Paid Leavefor Personal Business

During a fiscal year, a certificated employee may use no more than fourteen (14) paid leave days for
personal business, and a support staff employay use no more than seventeen (17) paid leave days for
personal business.

No personal business days may be used on the following occasions:
T For vacation or as an extension to an empl oyee

1 The day before or immediately following a legal halida school vacation period or a school
recess.

1 In-service training days or paret@acher conference days or testing days.

9 During the first or last week of the school year.

When in the judgmerdf the administrationthe number of leaves wouddlversty impacts the delivery
of services by the department or school.

Except under extenuating circumstances that have been approved by the Superintendent prior to an
absence, any absence not used for sick leave purposes during one of the restricted tinasmeat will
result in the employee not being paid for the period of absence.

The District administration is authorized to review and investigate any use of paid leave for personal
business by District employeesn employee is expected to cooperate witkh investigation and

supply to the District administration appropriate documents reasonably requested that relate to the
employee's use of paid leave for personal busingsg.employee who can be shown to have misused
paid leave for personal businéssubject to discipline, which may include reprimand, suspension and/or
dismissal.
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G. Maternity Leave,Birth in Family, Adoption and Foster Child Placement

An employee is entitled to use up to: a) thirty (30) days of accrued paid for pregnancy; b) fees(6) d
accrued paid leave for the birth of a son or daughter; and, c) thirty (30) days of accrued paid leave for the
adoption of a son or daughter or for a foster child placemfememployee should give notice of intent to

take leave under this sectios soon as reasonably possible.

For maternity leave, an employee shall submit a letter from her physician to the District's Benefits Office,
at least thirty (30) days prior to an employee's expected departure date, setting out the employee's
expected departe and delivery datedf an employee needs more than thirty (30) days of leave for
pregnancy, an additional physician's statement will be required.

Under the Family and Medical Leave Act (Policy GCCC), an eligible employee is entitled to use up to
twelve (12) weeks of leave for maternity leave, a birth in the family, adoption or a foster child
placement.Any leave taken by an employee under the Family and Medical Leave Act shall run
concurrent with leave taken under this Policy GCCA.

H. Exhaustionof Paid Leave

When a staff member exhausts all days of accrued paid leave but is unable to return to work, the
employee must request an unpaid leave of absence pursuant to District Policy GCCC.

The pay of an employee who has exhausted all accrued leave shatkld tbr any additional leave
taken.

. Retaliation Prohibited

The District shall not engage in retaliation or discriminate against an employee or former employee
because he/she has exercised protected rights. Such rights include, but are not limiteigho tohe
request or use accrued paid sick time.

School business

At the earliest possible time, the employee shall then notify the school administrator/designee of the
empl oyeeds absence.

Policy: GCCA-R Professional/Support Staff
PROFESSIONAL / SUPPORT SAFF GENERAL LEAVE
(Paid Leave (Purposes for which Sick Leave May be Taken Rgafinition of Family Member
Pursuant to A.R.S. 83373

The followingare the purposes for which leave may be taken pursuant to A.RB3R7&
1 An employee's mental or physical illness, injury or health condition; aloge®s need for
medical diagnosis, care, or treatment of a mental or physical illness, injury or health condition; an
employee's need for preventive medical care;

1 Care of a family member with a mental or physical illness, injury or health conditionpfcare
family member who needs medical diagnosis, care, or treatment of a mental or physical illness,
injury or health condition; care of a family member who needs preventive medical care;

1 Closure of the employee's place of business by order of a pufiimloflue to a public health
emergency or an employee's need to care for a child whose school or place of care has been closed
by order of a public official due to a public health emergency, or care for oneself or a family
member when it has been deteradrby the health authorities having jurisdiction or by a health
care provider that the employee's or family member's presence in the community may jeopardize
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the health of others because of his or her exposure to a communicable disease, whether or not the
employee or family member has actually contracted the communicable disease; or

9 Absence necessary due to domestic violence, sexual violence, abuse or stalking, provided the leave
is to allow the employee to obtain for the employee or the employee's famitper: (a) Medical
attention needed to recover from physical or psychological injury or disability caused by domestic
violence, sexual violence, abuse or stalking;(b) Services from a domestic violence or sexual
violence program or victim services orgatian;(c) Psychological or other counseling;(d)
Relocation or taking steps to secure an existing home due to the domestic violence, sexual violence,
abuse or stalking; or (e) Legal services, including but not limited to preparing for or participating
in anycivil or criminal legal proceeding related to or resulting from the domestic violence, sexual
violence, abuse or stalking.

T The definition of AFamily Me mb e 23873 lmeanghel e a v e
following:

0 Regardless of age, a biological, adopted or foster child, stepchild or legakwednild
of a domestic partner, a child to whom the employee sianidgo parentis or an
individual to whom the employee stoodloco parentiswhen the individual was a
minor;

0 A biological, foster, stepparent or adoptive parent or legal guardianerhployee or
an employee's spouse or domestic partner or a person wharstooal parentisvhen
the employee or employee's spouse or domestic partner was a minor child;

o A person to whom the employee is legally married under the laws of any state, or a
domestic partner of an employee as registered under the laws of any state or political
subdivision;

o0 A grandparent, grandchild or sibling (whether of a biological, foster, adoptive or step
relationship) of the employee or the employee's spouse or domestierpar

0 Any other individual related by blood or affinity whose close association with the
employee is the equivalent of a family relationship.

LIABILITY INSURANCE
THE TRUST - Arizona School Risk Retention Trust. Inc.

The Trust will provide the Distet, its employees and governing Board Members with the following
liability coverage:

$25 million each occurrence, $25 million annual aggregate. Aggregate applicable to Professional Liability
only. Coverage continuous until terminated by the District osfTru

This verification is provide evidence that coverage is maintained in full force and effect for the District ,
and its Teachers and Administrators, other employees, and Governing Board Members while acting
within the scope of the authorization grantéd.respects General Public Liability and Professional

Liability Insurance coverage is subject to the terms, conditions, exclusions and deductibles contained in
Agreement No, 120 Appendix A.1.

If you have any questions on coverage or to report an inciderdct the appropriate Administrator at the
District.

MILITARY LEAVE

Sunnyside Unified School District supports employees who serve in the military, withemiilbr as
reservists, and will grant leaves of absence and provide returning service nveonagrdwith all rights
and benefits required under the law. Should you be called to active duty, notify your administrator as soon
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as possible and contract Human Resources for complete information regarding military leave policy and
guidelines.

Upon releae from active duty, reservists are reinstated to the positions they left (or positions of like
status, pay and seniority), as if there had been no break in service provided they apply of reinstatement
within the period required by law, and are qualifiegberform the job.

Policy GCCD Military Leave

PROFESSIONAL/SUPPORT STAFF MILITARY/LEGAL LEAVE

The Board recognizes the fact that its employees have citizenship responsibilities, and, in order to make it
possible for said employees to caont their responsibilities to the city, county, state, or nation, the

Board will grant leaves, in addition to jury duty, when an employee is called to attend field training
services for the Military Reserve or National Guard and when an employee israofietjuvenile or

adult crime exercising a right to be present at a proceeding as defined in statute.

When an employee receives notice that requires leave as delineated above, it is the responsibility of the
employee to notify the Superintendent or pipat

Jury Duty

It is recognized by the Board that no employee is exempt from jury duty and that leaves of absence for
such duty must be granted.

1 Only the regular salary may be received by an employee on jury duty.

o ltis the responsibility of the employée reimburse the District for jury duty pay when such
payment is made directly to the employéilure to reimburse the District at the completion
of the jury duty service will result in a full deduction equal to the number of contract days
missed.

0 An enployee excused from jury duty after being summoned shall report for regular duty as
soon as possibldrailure to report for duty will result in a deduction equal to that portion of a
contract day missed [A.R.31-234].

Victim Leave
Statute provides that an employer who has fifty (50) or more employees shall permit an employee leave if
the employee is the victim of juvenile or adult crime and is exercasinght to be present at a proceeding
as defined in A.R.$8-4200r 134439 Compensation may be provided if the employee has available
vacation or to the extent other leave may be available by policy.
1 An employee's accrued vacation, personal, sick or other applicable leave shall be used to the
extent availabldy policy.
1 If paid leave is unavailable, the employee must request an unpaid leave of absence in accord with
policy.
1 Before an employee may leave work for this purpose, the employee shall provide the employer
with a copy of the form provided by law enfernent and if applicable a copy of the information
the law enforcement agency provides the employee pursuant to either &38&or 13-4405
1 Leave for this purpose may be limited if the leave creates an undue hardship to the employer's
business.

Military Leave
1 An employee who is a member of the Military Reseor National Guard shall be entitleda
leaveof absence without loss of pay, time, or efficiency rating when engaged in field training
[A.R.S.26-168and 38-610.
1 An employee who is a member of the uniformed service may use any vacation leave or other
accumulated paid time off during their service, or rti@ke unpaid leave of absence.
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91 In addition, the District's payment of the employee's health, dental, and life insurance premiums
will be extended.

1 The District must reemploy uniformed service members, as defined in 38 U.S.C. 4303, returning
from a period bservice, if the service member:

0 Was employed by the District.

0 Gave the District notice that he or she was leaving the job for service in the uniformed
services, unless giving notice was precluded by military necessity or otherwise impossible or
unreasonile.

0 Has a cumulative period of service in the uniformed services not exceeding five (5) years.

0 Was not released from service under dishonorable or other punitive conditions.

0 Has reported back to the District in a timely manner or has submitted a tirpétatipn for
reemployment in accordance with the Uniformed Services Employment and Reemployment
Rights Act.

RETIREMENT PROGRAM

Policy: GCQE-EA Retirement of Professional Staff Members

RETIREMENT OF PROFESSIONAL STAFF MEMBERS
(Retirement Incentivefor Certificated Employees)

*These policies are lengthy and contain a number of eligibility requirements. Please see the official
Sunnyside Unified School District Governing Board Policy manual for specifics.

Policy: GDQC* RETIREMENT OF SUPPORT STAFF M EMBERS

*These policies are lengthy and contain a number of eligibility requirements. Please see the official
Sunnyside Unified School District Governing Board Policy manual for specifics.

VACATION AND HOLIDAYS

Policy: GCD Professional/Support Staff Vaations and Holidays

PROFESSIONAL/SUPPORT STAFF
VACATIONS AND HOLIDAYS

The following shall govern the accrual, accumulation, use of, and compensation for vacation for
certificated and nowertificated administrative and supervisory employees obtbiict. For
convenience of reference, all certificated and-oerificated administrative and supervisory employees
shall be referred to in this policy as "administrators."

Each administrator shall be entitled to receive and use vacation as priovidisdoolicy, depending on
the classification of the administratdfor the purpose of this policy, the following three classifications of
administrators are designated:

1 238day administratorsany administrator assigned to a school building whoseadnequires
the administrator to work two hundred thigight (238) days each year.
High school principals.
260-day administratorsall other administrators.
Notwithstanding the above, this policy shall apply to the Superintendent only to the extdtst th
terms are consistent with the terms of the Superintendent's contract in Effieetwise, the
Superintendent's entitlement to vacation shall be governed by the terms of his contract of
employment with the District.

T
T
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Vacation Policy

All administrators are required to report and account for all vacation time t&#mnabsence from an
administrator's assigned job duties must be reported to the proper authorities so that the time may be
deducted from the appropriate category of accrued leavev@cgtjon leave).

Entitlement to vacation by high school principal€Each high school principal shall receive twetiiyee
(23) days of paid vacation following each full year of employment with the Disfrhiis vacation may
be taken any time during de and July with approval by the Superintendafgcation may not be taken
at other times.

No entitlement to vacation for 238ay administrators: 238-day administrators do not receive paid
vacation because they work less than the complete fiscal year.

Entitlement to vacation by 26tlay administrators: Each 26iday administrator shall be entitled to
receive paid vacation consisting of twetltyee (23) working days each year.

Accrual and use of vacation by 2éday administrators and high school adminrators; compensation

at separation of employmentyacation days for 26tlay administrators may be used at any time, subject
to approval by the SuperintendeMacation times requested must not unreasonably interfere with the
administrator's dutiesTwelve (12) month administrators shall accrue twehtge (23) vacation days

each fiscal yearAny amounts not used shall carry over into the next fiscal year and shall be for
reimbursement purposes onlypon termination or retirement from the Distri¢tettwelve (12) month
administrator shall be compensated for not more than-$§ixt{46) days of accrued and unused vacation
at the rate of compensation at the timidwe District shall compensate him/her monetarily for all accrued
and unused vacation daipsexcess of twentthree (23) days as of June 30 of any school year at the
twelve (12) month administrator's then current rate of compensation, subject to budget capacity.

For 26tday administrators and high school principals, vacation days accrueoditlly rate equal to
onetwelfth (1/12) of the number of annual vacation days, rounded down to the nearest tenth (1/10) of a
day, for the first eleven (11) months, with the remainder accrued during the 12th rffemtlexample,

for 261-day administratorearning twentythree [23] vacation days per year, the accrual rate is one and
nine-tenth [1.9] days per monthThis is calculated as followswentythree [23] vacation

daysdividedby twelve [12] monthgquals1.9166 days per month, rounded to one @ing-tenth [1.9]

days per month for the first eleven [11] months and two andearik [2.1] days for the twelfth month
[11timesl.9equals20.9; 23minus20.9equals2.1 days for the twelfth month; 20pus2.1equals23

total days].) Vacation days mawot be used until they are accrued, and for high school principals may be
used only during the days set forth above in the first paragraph under "Vacation Palicy."

Administrative Support Staff

Administrative support staff members are controlled by contmasalary agreement as to vacation days
earned.

Requests for vacation must have approval by the Superintendent, must be in writing, and shall be
submitted to the personnel office.

Non-administrative Support Staff
Vacation benefits:
9 Vacation time shalbe accumulated at the rate of fisixths (5/6) of a day per month, or to a
maximum of ten (10) days for any twelve (12) month period of time.
1 Following five (5) years of employment as a salaried employee in the District, vacation time shall
accumulate dhe rate of one and omiarter (1 1/4) days per month, or to a maximum of fifteen
(15) days for any twelve (12) month period of time.
1 Following ten (10) years of employment as a salaried employee in the District, vacation time shall
be accumulated at tlmate of one and sevdanth (1.7) days per month, or to a maximum of
twenty (20) days for any twelve (12) month period of time.
1 Only twelve (12) month employees shall be entitled to accumulate vacation time.
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1 The date the employee is placed on a twelve ifid)th status should be used in determining the

rate at which vacation time shall be accumulated.

Vacation time shall not be accumulated for more than one (1) year.

No vacation time shall be paid to employees who terminate service with less than sixtf§) mo

of employment.

1 Following a minimum of six (6) months, employees shall be eligible to use accumulated vacation,
upon approval by the Superintendent or designee.

1 Requests for vacation must have approval by the Superintendent, must be in writing]ldoed sha
submitted to the personnel office.

1 When a holiday occurs during an employee's regularly scheduled vacation period, the vacation
shall be extended a number of days equal to the holiday(s).

1 Vacation accumulated as of June 3@h&f fiscalyear must beised by the employee before the
following January 1.

= =4

Employees shall be entitled to all legal holidays during the school year as announced by the
Superintendent and in conformance with Arizona Revised StatOteer holidays will be established by
the £hool calendar.

WORKERS COMPENSATION

Employment law governs pay and benefits, and severe cases may deal with layoffs, unemployment or
physical or mental injury incurred while working. Employers must treat their workers with fairness and
equality

Policy: GBGDWor ker s6 Compensation

WORKERSOG COMPENSATI ON

All empl oyees shall be covered by workersd compen
assignment, including an accident on school property or while on official business off school property.
Anenpl oyee must report any such accident to the su
time of the accident, persons involved, and how it happened is required.

EMPLOYEE GENERAL INFORMATION
CONFERENCES, VISITATIONS, WORKSHOPS

Policy: Professional/Support Staff Conferences/Visitations/Workshops GCCE
GCCE PROFESSIONAL/SUPPORT STAFF
CONFERENCES/VI SITATIONS/WORKSHOPS

To attend meetings or conferences, employees must obtainvapfimm the administration &ast ten
(10) days prior to the meeting or conference datéeever such prior requestagssible).

The following guides will be used inranting released time and/or travel expenses:

1 Availability of a substitute, if one is necessary
1 Funds available in the appropriate budget
1 Value of the meeting or conference

With prior approval, a per diem subsistence allowance, and/or mileage, foe @itamobiles may be
paid as provided in state law or Board policies. The necessary forms and instructfidimgyfoavel
claims are available at the administration office.
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Policy: GCCE-E Professional/Support Staff Conferences/Visitations/\Workshops
PROFESSIONAL/SUPPORT STAFF
CONFERENCES/VISITATIONS/WORKSHOPS

Attendance at Professional Meetings

With approval by the Superintendent, employees may be absent without loss of pay to attersdriets
representatives or duly elected delegaprofessional meetings and conferencescerned with the
improvement of public education.

A request to attend a meeting, with or without loss of pay, must be submitted in writing to sbkool
principal, and then forwarded to the Superintendent sisfent Superintendent, ten (1days in advance
of the anticipated absence.

Granting of approval for attendance at a professional meeting, with or without loss of pay, shall be
governed by the following conditions:

1 The availability of a substitute if reed

1 Budget limitations
1T Expected value for the District to be derived
professional meeting/conference.

Certificated personnel will be granted attendance at no more than one-¢f)Dustrict meeting per year
without loss of pay unless, in the judgment of the Superintendent, there is adequate reason to waive such
condition.

Approval for attending oudf-District meetings will be granted on a rotating basis between schools,
among departments, and within depamnts. This procedure will permit as many schools and
departments as possible to benefit from professional meetings

Request for travel outside the state of Arizona must be submitted to the Superintendent one (1) week prior
to the regular Board meeting thmrecedes the absence, and in no event less than ten (10) days preceding
the anticipated absence. The Board must act on atifestate travel.

DISCIPLINE, SUSPENSION, AND DISMISSAL
Policy: GCQF Discipline, Suspension, and Dismissal &frofessional Stéf Members

DISCIPLINE, SUSPENSION, AND DISMISSAL OF
PROFESSIONAL STAFF MEMBERS

Categories of Misconduct

Certificated staff members may be disciplined for infractions that include, but not limited to, the
following categories: Engaging in unprofessional conduct.

Committing fraud in securing appointment.
Exhibiting incompetence in their work.

Exhibiting improper attitudes.

Neglecting their duties.

Engaging in acts of insubordination.

Engaging in acts of child abuseatrild molestation.
Engaging in acts of dishonesty.

Being under the influence of alcohol while on duty.

Updated 2018/19

=8 =4 =8 -8 -8 -8 -89

51



Engaging in the use of narcotics or hdbitming drugs.

Being absent without leave.

Engaging in discourteous treatment of the public.

Engaging in imprper political activity.

Engaging in willful disobedience.

Being involved in misuse or unauthorized use of school property.

Being involved in excessive absenteeism.

Carrying or possessing a weapon on school grounds unless they are peace offaoars or
obtained specific authorization from the appropriate school administrator.

=4 =4 =4 =8 -8 -8 a1

For additional explanation, refer to Policy Manuab@®0, GCQF and Policy Manual Exhibit 131,
GCQFE.

Policy: GDQD Discipline, Suspension, and Dismissal of Support Staff Membe@GDQD
DISCIPLINE, SUSPENSION, AND DISMISSAL OF
SUPPORT STAFF MEMBERS

Disciplinary Action

In all cases where a supervisor deems that serious disciplinany sctequired, the Executiirector
of Human Resources shall be contagbeidr to the mplementation of such actiofemployees shall be
informed of the specific reasons and shall besmtViof their right to appeabuch information must be
provided in writing, with a copy to éhExecutive Diector of HumarResources.

In the interest of Distrietvide equity in applying discipliary action, and because of thereasing
complexity of employee rights legislation at both state and federal levels, tlecutive Director of
Human Resources is to bensultel before the initiation of angisciplinary action.

It is the policy of the District to provide employees,osh work has been judged tolesatisfactory,
opportunities to improve their performance. Therefore, such emplogkewhere practicareceive
counseling prior to disciplinary aoh. This may be accomplishéarough the Plan of Assistance for
Improvement.

Disciplinary action other than suspension or dismissal shallisd®red constructive measufesthe
correction of deficiencin the performance or conetwof productive employees wiodherwise warrant
retention. For this reason, such actions should be taken only to the degres@ferity necessary to
obtain the required improvement. Supervisorsaatborized to takdisciginary actions including

official reprimands or the estasliment of the employee PlanAdsistance program. Recommendations
for suspension or didgssal must be submitted to tB&ecutive Director of Human Resources. Whenever
disciplinary acton is reqired, the correctiv@ature is to be in the form of a memorandum or official
notice ofdeficiency to the staff memband must indicate the specific deficiencies and correctitvenac
required for satisfactorgerformance.

Dismissal or suspension of stafembers shall be authoeid only in accordance with tlestablished
procedures. Suspension or dismissal must be approved by the Governing Board.

Types of Disciplinary Action

Reprimand: Official reprimands are least severe disciplinary actiod may eitér be oral or iwriting.
Written reprimands in the way dfotice of Deficiencghould be used for more serioofenses or
deficiencies and where there is a possibility of susipanor dismissal for repeateffenses.
Reprimands/Notices of Deficiencydicate to the employee the specific nature of hisdeficiencies and
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what action is required for improvement. Any record of dates of pridiscussions of deficiencies and
specific points discussed are to be included in written reprimands.

1 The best meanaf giving official reprimands is a letter to the employee or the official Notice of
Deficiency.

1 Notices of Deficiency or reprimands may not be appealed by employees, since no adverse action
is actually being taken. Employees do have the right to respdhd hotice in writing and state
their positions.

Suspension: Suspension, the temporary release of a staff mefrirarduty with or without payis a
more severe action and may be used only once for each kind of offense. Should anmp | oy e e 6 s
conduct o performance warrant more than a suspension, dismissal should tensidered.

1 Suspensions should be imposed in direct proportion to the significance of an offense or
deficiency. The procedure in notifying the Executive Director of Human Resourcesoprior t
disciplinary action is to be followed.

o Notice of suspension must be given to the employee in writing and indicate:
o0 The reason for the action.

0 Inclusive dates of suspension.

0 The employeebs right to appeal

9 If a supervisor views a situation as beingewere as to deem it necessary to immediately remove
the employee from the premises, the supervisor may do so orally. A written confirmation notice
from the Executive Director of Human Resources will be delivered in person or sent by certified
mail to the employee within twentfour (24) hours.

Disciplinary probation: A disciplinary probation period, in the foraf the Plan of Assistance for
Improvement, may be imposed because of conduct or substandard performance.

9 This disciplinary probation period dhiast a minimum of thirty (30) days to a maximum of six
(6) months.
1 The Plan of Assistance for Improvement will include:

Description of deficiency, related standards of job description items.

Supervisor expectatidhh ow t hi ngs s h o ueficcencfiHa®bedn corrected. er t h e
Recommend program to correct deficiency.

Assistance and resources to be provided.

Date by which plan must be completed (minimum or thirty [30] days). This plan may be

terminated after thirty (30) days and prior to the datecéor any reason(s) deemed

appropriate by the school system.

O O0OO0OO0Oo

1 The imposition of a Plan of Assistance Program does not create on obligation on the part of the
supervisor to refrain from other disciplinary action during this period, including, but ntedimi
to, suspension or dismissal.

Nonrenewal: This process will apply only to employees who have completed three (3) or yeaes of
continuous service to the District. This section does not apply to employees who azeewed due to
budgetary reams or restructuring of the organization, nor does it include employees who are on
terminal contracts or if an employee does not maintain or fails to olgaitification, licenses or
coursework required for their position.

1 If a supervisor of an employeeems that a nemenewal or an employee is necessary, then the
Executive Director of Human Resources will be consulted in advance in accordance with this
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policy. All of the facts surrounding the recommendation for nonrenewal will be discussed at that
time.

f Upon approval by the Executive Director of Hum
prepare a written recommendation to not renew, to include:

Effective date.

Reason(s) for the recommendation.

All documentation of previous unsatisfactory seevic

A summary of any effort to correct the cause for nonrenewal.

A summary of the employeebds appeal rights wi
educational services who will issue a recommendation to the Governing Board.

O O O0OO0Oo

Delivery of nonrenewalnotices will be directly from the Executive Director of Human Resources to the
staff member. If this is not possible, delivery will be made by certified United States mail, return receipt
requested.

Dismissal: (Note: The following procedure will applyg the majority of dismissal cases;
however, special circumstances require that an employee be removed immediately from the
premises.)

1 If the supervisor of an employee deems that dismissal is necessary, then the Executive Director of
Human Resources Wwibe consulted in advance in accordance with this policy. All of the facts
surrounding the dismissal recommendation and/or Plan of Assistance for Improvement will be
discussed at that time.

1 Upon approval by the Executive Director of Human Resourceprsgntation to the Governing
Board for a recommendation to dismiss, t he emp
of dismissal, to include:

Effective date.

Reason(s) for the recommendation.

All documentation of previous unsatisfactory service.

A summary of any effort to correct the cause for dismissal.

A summary of the employeeds appeal rights.

O O0OO0OO0Oo

1 Delivery of dismissal notices will be directly from the Executive Director of Human Resources to
the staff member. If this is not possible, deliverll né made by certified United States mail,
return receipt requested.

Probationary Employees

This policy shall not be applicable to employees who have not been employed for more th{&h six
months with the District. Employees are employed at the Wil District, have no expectation of
continued employment, and may be subject to dismissal at any time during or at the conclusion of the
initial employment period, for any reason or no reason, at the discretion of the Governing Board.
Employees who arerminated during the first six (6) months employment shall not be entitled to
receive due process or other hearing procedures.

Updated 2018/19

54



EVALUATION

Policy: GCO Evaluation of Professional Staff Members
EVALUATION OF PROFESSIONAL STAFF MEMBERS
(Evaluation of Teachers)

Evaluation of the professional staff shall include all certificated teacBersh evaluation shall be based
on this Policy GCOThe Teacher Evaluation System Handbook can be downl@ed#dund n True
North Logicunder resourcesndwith formsin the Human Resourceiebpage.

Policy: GCO-RA Evaluation of Professional Staff Members

EVALUATION OF PROFESSIONAL STAFF MEMBERS
I. Evaluators:
A. The Superintendent will compile an upel@tlisting of those who have successfully completed the
District required evaluator training and submit this list of newly trained evaluators prior to the first
scheduled staff observation by an evaluator to the Governing Board for designation as qualified
evaluators.The evaluator shall be responsible for the final written and official statement of evaluation,
which shall be in writing, and a copy shall be transmitted to the certificated teacher within five (5) days
after completion of the evaluatiofiA .R.S.15-537]

B. The Superintendent shall implement the specific training requirements for qualified evaluators
prescribed by the Governing Board.

C. Best practices for professional development and evaluator training adopted by the State Board of
Education should be referenced by the Superintendent periodically as the State Board has the authority to
periodically make adjustments to align with the mddamework for teacher and principal evaluations

with assessment data changes at the state level.

D. Classroom Observations by Evaluator

1. The teacher performance evaluation system shall include at least two (2) actual classroom
observations of the dificated teacher demonstrating teaching skills in a complete and
uninterrupted lesson by qualified evaluator.However, the Governing Board may waive the
requirement of a second classroom observation for a continuing teacher whose teaching
performance ased on the first classroom observation places the teacher in one (1) of the two (2)
highest performance classifications for the current school year, unless the teacher requests a second
observation.

2. There shall be at least sixty (60) calendar daysdwmwhe first and last observations.
3. Preliminary notice of inadequacy may follow the first observation.

4. The last observation may follow the issuance of a preliminary notice of inadequacy of classroom
performance, the completion of any performano@rovement plan and be used to determine
whether the teacher has corrected inadequacies and has demonstrated adequate classroom
performance.

5. An observation shall not be conducted within two (2) instructional days of any scheduled period
in which schools not in session for one (1) week or more.

6.Informal or additional formal observations may be made at the discretion of the
administrator.Observations that do not constitute a complete and uninterrupted lesson shall not be
considered in determiningegdormance ratings and may only be used to provide feedback to
improve instructional performance

E. Procedural Steps in the Process of Evaluation

1. The evaluation procedures shall be reviewed at each scAbdhe beginning of the school
year, the gncipal shall meet with the school's faculty for the purpose of orienting the teachers to
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the total evaluation planAny teacher that is hired after the school year begins must also be given
a review of evaluation procedures prior to the teacher's evatuat

2. Within five (5)working days after each observation, the qualified evaluator observing the
teacher shall provide written feedback to the teacHdre Final Summative Report sigff
conference for the Final Summative Report can occur up uetiah contract day of the certified
employee.A copy shall be retained for the principal's file, @ttlird copy shall be placed in the
teacher's personnel file and made available to authorized District officers and employees and as
otherwise providedyblaw.

3. The results of an annual evaluation shall be in writing, or provided in electronic format to the
certificated teacher and a copy shall be transmitted or provided in an electronic format to the
certificated teacher within five (5) business dafgsracompletion of the evaluation.

4. Either the qualified evaluator or another Board designee shall confer with the teacher to make
specific recommendations as to the areas of improvement in the teacher's performance and to
provide professional developmisopportunities for the certificated teacher to improve performance
and follow up with the teacher after a reasonable period of time for the purpose of ascertaining that
the teacher is demonstrating adequate performance.

5. The certificated teacher magitiate a written reaction or response to the Final Summative
Report. The official evaluation shall be reduced to writing and signed by both the teacher and the
evaluator. The teacher's signature shall not mean concurrehice.teacher shall be allowéeh

(10) calendar days to write and submit any comments, which shall be attached to the evaluation.

6. Copies of the evaluation report and performance classification of a certificated teacher retained
by the Governing Board and the Department of Educatienconfidential, do not constitute a
public record and shall not be released to any person except to those stipulated i1%A.R.S.
537which allows réease to certain prescribed parties, including school districts and charter schools
that inquire about the performance of the teacher for prospective employment purposes.

7. A school district or charter school that receives information about a certifitzaeher from

the evaluation report and performance classification shall use this information solely for
employment purposes and shall release oallow access to this information by any other person,
entity, school district or charter school for emyteent purposes.

F. Preliminary Notice of Inadequacy of Classroom Performance

1. A teacher whose classroom performance has been evaluated as being inadequate shall be given
a preliminary notice of inadequacy of classroom performance if the teacher rdemiesed or
nonrenewal because of this noticEhe notice will provide the teacher at least fefitye (45)
instructional days in which to overcome the inadequacies and shall specify the nature of the
inadequacy with such particularity as to furnish teacher an opportunity to correct the
inadequacies and maintain adequate classroom performance as defined by the Governing Board.

2. The Superintendent is authorized to issue preliminary notice of inadequacy of classroom
performance without prior Boardpproval. The Superintendent will notify the Board of such
issuance within ten (10) days of such issuance.

3. The preliminary notice of inadequacy of classroom performance shall be accompanied by a
performance improvement plan designed to help the teaohect inadequacies and demonstrate
adequate classroom performance.

G. Nonrenewal/Dismissal of Certificated Employees

1. The Board shall authorize, as necessary, and send notice to teachers who will not be reemployed
for the ensuing school year.

2. The written notice of intention to dismiss or not to reemploy shall include a copy of any valid
evaluation pertinent to the charges made.

3. Notice of the Board's intention not to reemploy the teacher shall be made by delivering it
personally to the teaehor by sending it by registered or certified mail to the teacher at the teacher's
place of residence, as recorded in the District's recdrds.notice shall incorporate a statement of
reasons for not remploying the teacher.
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4. If a teacher does nabrrect inadequacies and demonstrate adequate classroom performance
following the preliminary notice of inadequacy of classroom performance accompanied by a

performance plan and the statutory time allocated for such improvement has elapsed, a written
notice of intention to dismiss or not to reemploy may be issued.

5. The Governing Board shall give any certificated teacher notice of intention to dismiss or not to
reemploy if such intention is based on charges of inadequacy of classroom perforifiaace.
Gowerning Board or its authorized representative at least-fiody(45) instructional days before
such notice, shall give the teacher written preliminary notice of inadequacy of classroom
performance, specifying the nature thereof with such particularitp désrnish the teacher an
opportunity to correct inadequacies and maintain adequate classroom perforfkaotiee of the
Governing Board's intention to dismiss or not to reemploy for inadequacy of classroom
performance shall not be issued until thetilas has completed an observation at the conclusion
of a performance improvement plan.

6. In the case of a continuing teacher, if the teacher does not demonstrate adequate classroom
performance within the allotted time the Board shall dismiss the teaslpeovided by statute.

Il. Contracts of Certificated Employees:

A. The Governing Board shall offer a teaching contract for the next ensuing school year to each
certificated probationary teacher who is under a contract of employment with the Disttiwt fo
current school year, unless the Governing Board, a member of the Board acting on behalf of the
Board or the Superintendent gives notice to the teacher of the Board's intention not to offer a
teaching contract or unless such teacher has been dismissed

B. The Governing Board shall offer to each certificated continuing teacher who has been employed
more than the major portion of three (3) consecutive years and who is under contract of employment
with the District for the current year a contract reneiwathe next ensuing school year unless the
teacher has been given notice of the Board's intent not to offer a contract and to dismiss the teacher
as provided by statute.

C. The Governing Board shall offer a contract to each certificated teacher wbibdssignated
in the lowest performance classification and was offered a contract in the prior year unless the
teacher has been given notice of the Board's intent not to offer a contract and to dismiss the teacher.

D. The teacher's acceptance of the @mittmust be indicated within fifteen (15) business days
from the date of the teacher's receipt of the written contract or the offer of a contract is revoked.
1. Receipt is considered to have occurred when the written contract is
A. personally delivered,
B. placed in the teacher's sch@obvided mailbox, including electronic mail, or
C.two (2) days after being placed in a United States Postal Service mail box.

E. The teacher accepts the contract by signing the contract and returning it to the Goveanihg B

or by making a written instrument which accepts the terms of the contract and delivering it to the
Governing Board.If the written instrument includes terms in addition to the terms of the contract
offered by the Board, the teacher fails to accepttntract.

F. The Governing Board may transmit and receive contracts of certificated employees in an
electronic format and may accept electronic signatures on those conkedidonal provisions
are as follows:

1. If a contract has not been trandmmit to the certificated employee by the end of the
current school year, an electronic contract to that certificated employee, if provided in that
format by the District, shall be transmitted prior to the start of the next school year shall be
submitted toboth the certificated employee's Districtmail as well as the certificated
employee's personatmail in order to notify the certificated employee of the offer of
contract.

2. Each certificated employee shall be responsible for submitting his or lsempee
mail to human resources personnel at the District for this purpose.

3. Documents transmitted in an electronic format pursuant to this subsection shall be
considered written documents for the purposes of secti®f86and15-538.01
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4. If the Governing Board has so adopted, electronicasiges are to be followed by
original signatures within a specified time period.

5. The Governing Board that accepts an electronic signature for a certificated employee's
contract shall provide validation to the certificated employee that the contrabedas
transmitted

lll. Principals, Other Administrators and Certificated School Psychologists:

A. Evaluation will be a cooperative procedure, with the evaluator and the evaluatee having full
knowledge of the criteria and process.

B. The results of an amal evaluation shall be in writing, or be provided in electronic format, to
the evaluatee and a copy shall be transmitted or provided in an electronic format within five (5)
business days after completion of the evaluation.

C. Evaluation documents andgmedures shall be developed based on the unique responsibilities
and expectations inherent in the assignment.

D. The evaluation and performance classification of each principal in the District will be made
available to school districts and charter schalé are inquiring about the performance of the
principal for hiring purposes.

IV. Principal, Other Administrator, and Certificated SchoolPsychologist
A. ContractRenewal

1. If the administrator's contract with the District is for more than oneday, yout not exceeding

three (3) years, on or before May 15 of the last year of the contract, the Board shall offer a contract
for the next school year to the administrator unless on or before April 15 the Board gives notice to
the administrator of the Badls intention not to offer a new administrative contract.

2. If the administrator's or psychologist's contract with the District is for a single year, on or before
May 15 of each year the Board shall offer a contract for the next school year to thesadtimi

or psychologist unless on or before April 15 the Board gives notice to the administrator or
psychologist of the Board's intention not to offer a new administrative contract or psychologist's
contract.

Policy: GDO Evaluation of Support Staff
EVALUATION OF SUPPORT STAFF MEMBERS

All support personnel shall be evaluated by the appropriate supervisor or adminigtraditten
evaluation of effectiveness of each support staff member shall be completed during the first year of
employment and notter than ninety (90) days after the first day of wokksecond firstyear evaluation
will be not later than the anniversary date of employméamnieast once each year thereafter, an
evaluation will be conductedlhe evaluation will be used to incregsk proficiency and for
recommending continued employment.

GRIEVANCES

Policy: GBK Staff Grievances
STAFF GRIEVANCES

Effective communication between District employees, the administrative staff, and the Board is essential
for proper opeation of the schools. The Governing Board authorizes the establishment of grievance
procedures for employees as the prescribed means of resolving grievances at the earliest date and the
lowest possible administrative level.

Such procedure shall provide&d review and disposition of any grievance that cannot be resolved at the
administrative level.The decision of the Governing Board is final.
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Policy: GBD-RA Staff Grievances

STAFF GRIEVANCES
(Certificated Staff)

The major assets of any educational organization are quality of all personnel employed, the staff
relationships that exist throughout the organization, the procedures for policy formation and adagtion, an
the plans for enhancing educational opportunities for students. A grievance policy encourages
unobstructed communications for all staff members, delineates procedures for resolving concerns and
grievances that may exist, and is designed to improve ohalen responsibility, and staff relationships

within a district.

Definitions

A grievanceis a claim by a teacher, or by a group of teachers or the recognized association, that there has
been a violation, misinterpretation, or failure to apply the prowssad Board policies.

A grievantmay be any teacher or group of teachers or the recognized association.

A party of interests the person asserting a grievance or an employee who might be required to take
action or against whom action might be taken ireotd resolve a grievance, or the recognized
association.

The termdays when used in the policy, shall be working days when teachers are in attendance, except as
otherwise stated.

Theappropriate administrators the administrator whose action or fail@feaction precipitates the
complaint. In cases where this is not the immediate supervisor, the immediate supervisor shall be notified
of the action being contemplated.

Superintenderghall mean the Superintendent of the District.
Procedure for Filing a Grievance

The purpose of this procedure is to secure, at the lowest possible level, equitable solutions to problems
that may arise from time to time. With the permission of the grievant, the recognized association shall
have the opportunity to be presentida state its views at the formal procedure Levels One and Two. If

the association is not present and the grievance is not resolved, the association shall receive recorded
transcripts of the proceedings or a complete and detailed written summary efawigsues, and the
opportunity to present a written report before the decision is rendered. The association shall be present
and have the opportunity to state its views at formal procedure Levels Three and Four. The grievant shall
not contact the Assfant Superintendent, Superintendent, or Governing Board to discuss the grievance.
This restriction is lifted on the date the arbitrator makes a written award.

Initiation and Processing
Informal procedure:

In an effort to resolve a grievance on an infdrpiane, the grievant must, within thirty (30) calendar

days of the act that precipitated the grievance, make an appointment with the appropriate administrator for
the purpose of discussing the situation prior to taking steps for formally filing a greevahés informal
procedure shall include only the appropriate administrator and the grievant (one to one). Either party may
terminate discussion at any time during this meeting.
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Formal procedure:

1 Level One:

o If the grievant is not satisfied in the inforhzmnference, the grievant may, after a minimum
of two (2) days and a maximum of ten (10) days, file a formal written grievance with the
appropriate administrator. In the event the two (2) days occur on the last contract dates with
the teacher, the recoged association will continue the grievance process so that a solution
to the problem shall be expedited. Forms for this purpose shall be made available from the
recognized association. The grievance shall clearly state the nature of the compl&iat and t
relief sought, including a concise description of the incident(s) that precipitated the filing of
the grievance (reference location, dates, and times the master agreement articles and/or
policies were violated), and the relief sought. Information cgie to be sent to the
recognized association and to the Superintendent.

o The grievant or the administrator may request a conference prior to the time a decision is
rendered. The teacher may discuss the grievance personally or may ask to be accompanied
by a recognized association representative or other representative. The administrator may
also ask to be accompanied by a representative.

o Within five (5) days of the receipt of the written grievance, the administrator shall render a
written decision to thgrievant, with a copy to the recognized association.

1 Level TweSuperintendent:

o If the grievant is not satisfied with the disposition of the grievance at Level One, or if no
decision has been rendered, the grievant may, within five (5) days, referevengg in
writing to the Superintendent.

0 The Superintendent shall then schedule a meeting to take place within ten (10) days after
receipt of the written grievance. Persons entitled to take part in this meeting shall be the
Superintendent, the grievanherepresentative of the recognized association or other
representative of the r i e vchoice, thesprincipal or appropriate administrator who was
involved at Level One, and/or other parties of interest. These persons shall be given five (5)
d a y s Gn neticé df the time and place of the meeting. The purpose of the meeting shall
be to resolve the grievance. The Superintendent shall render a written decision to the
grievant, with a copy to the recognized association, within fifteen (15) days.

1 LevelThreeadvisory arbitration:

0 The grievant, if not satisfied with the disposition of the grievance at Level Two, may, within
ten (10) days after the Superintendentos wri:
Superintendent, with copies to trezognized association and other representatives, that the
grievance be submitted to advisory arbitration. This limit may be extended by mutual
consent.
o Within five (5) days of the receipt of the notice the Superintendent and the grievant or
associationfsall jointly select an arbitrator who is an experienced and impartial person of
recognized competence. If the parties are unable to agree upon an arbitrator within five (5)
days, the Superintendent and the grievant or president of the associatiorp(orthe i dent & s
designee) shall agree to call upon either the American Arbitration Association or the Federal
Mediation and Conciliation Service for assistance.
0 The arbitrator shall thoroughly investigate the grievance, possibly calling into conference any
persons who may provide needed information. The arbitrator shall prepare a written
document to be submitted to the Board and a copy to other interested parties. The document
shall contain (a) the arbitrator brisvarfce. ndi ngs .
0 The fees and expenses of the arbitrator shall be borne equally by the parties. All other
expenses shall be borne by the incurring party.

1 Level Fourthe Governing Board:
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0 The Governing Board shall review the grievance and issue a responsdiftéim(15)
working days following such review.

Miscellaneous

If, in the judgment of the association, a grievance affects a group or class of teachers, the association may
submit such grievance in writing to the Superintendent directly, and processinghayrievance shall be
commenced at Level Two. The association may process a group or class grievance through all
subsequent levels of the grievance procedure even though the aggrieved person does not wish to do so.

Decisions rendered at Level One theg¢ unsatisfactory to the grievant, and all decisions rendered at
Levels Two, Three, and Four of the grievance procedure, shall be in writing setting forth the decision and
the reasons therefore and shall be transmitted promptly to all parties of iatetéstthe association.

All documents, communications, and records dealing with the processing of a grievance shall be filed in a
separate grievance file and shall not be kept in the personnel file of any of the participants.

Forms for filing grievanceserving notices, making appeals, making reports and recommendations, and
other necessary documents, shall be prepared jointly by the Superintendent and the association and given
appropriate distribution so as to facilitate the operation of the grievaocedure.

All meetings and hearings under this procedure shall be conducted in private and shall include only such
parties of interest and their designated or selected representatives as heretofore referred to in this policy.
All hearings before the Boarday be open or closed, as requested by the grievant.

Each consultation and grievance meeting shall be held at a time upon which there is mutual agreement.
Hearings will be conducted at times and places that will afford opportunity for persons, including
witnesses, to be present.

The Board agrees to make available to the aggrieved person dad thee vrepreserdtadive all pertinent
information, not privileged, in its possession.

Failure at any step in this procedure to communicate decisions in writt@djed for on a grievance
within the specified time limits shall permit the grievance to proceed to the next step. Failure at any step
of this procedure to appeal a grievance to the next step within specified time limits shall be deemed to be
an acceptare of the decision rendered at that step and there shall be no further right of appeal.

Time limits imposed upon the arbitrator may be extended by mutual consent in writing.

No reprisals of any kind shall be taken by the Board nor by any member of thestidition against any
party of interest, any building representatives, or any other participant in the grievance procedure by
reason of such participation.

Policy: GBK-RB Staff Grievances (Support Staff)

STAFF GRIEVANCES
(Support Staff)

Purpose

The major assets of any educational organization are the quality of all personnel employed, the staff
relationships that exist throughout the organization, the procedures for policy formation and adoption, and
the plans for enhancing educational opportesifor students.
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It is the purpose of the support staff employee grievance policy to encourage unobstructed communication

for all staff members, encourage the settlement of disagreements informally at the erapp®reesor

level, delineate orderlyprodeur es f or resol ving an empl oyeeds gri e
levels when necessary to resolve the grievances as quickly as possible, to discourage the filing of

unfounded grievances, and to improve personal relationships and departmemntabpevithin the

District.

Definitions

Grievance: A complaint that there has been alleged deviation from, or violation, misinterpretation, or
misapplication of, board policies or written administrative regulations that affects an employee in his job.
As only the Governing Board may terminate, suspend, promote, or demote an employee, the definition of
grievance does not apply to any administrative recommendation or Governing Board decision to
terminate, suspend, promote, or demote a support staff eraploye

Employee: A permanent support staff District employee.

Days: Working days, unless otherwise stated. Time limits may be extended by mutual consent of both
parties in writing.

Immediate supervisor:The individual who assigns, reviews, and directsatbek of an employee.
General Provisions

Consent: Grievances may be initiated only by the employee concerned and may not be pursued without
the affected employeebds written consent.

Withdrawal: The aggrieved may withdraw a grievance at any level.

Hearingsand decisions:At steps One, Two, and Three the employee or representative shall be given a
reasonable opportunity to make an oral presentation of the grievance. The decision rendered at each level
shall be in writing with supporting reasons given.

Reprisals: No reprisals of any kind shall be taken by or against any participant in the grievance
procedure by reason of his participation.

A Grievancemust be submitted within thirty (30) days from the date of the act or from when the
employee became awaretb& occurrence. Grievances must be submitted on the form prescribed by the
Executive Director of Human Resources. The form shall be available at all work sites.

Repeated filingf grievances concerning the same issue, which has been denied, wilbeotriited.
Any employee may designate a representative at any step in this procedure. No person hearing a
grievance need to recognize more than two (2) representatives for any grievance.

If the representative involves a group of employees or if a nuofileenployees file separate grievances
on the same matter, the grievance may be handled as a single grievance.

Files: A file of all grievances and decisions shall be maintained by the Human Resources Department.
This file shall be located in the Human Rarces office. No documents, communications, or records
directly dealing with a grievance shall be filed in the personnel files of the participant unless such action
is taken expressly by the Governing Board.
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Time for consultation and grievance meetinggill consultation and grievance meetings shall be held at
a time that is mutually agreeable to all parties, but must not conflict with any education program or work
schedule.

To ensure that the proper procedures will be followed in filing a grievancsyppert staff employee
may discuss possible grievance with their representative.

Reviewable issue(s)To be reviewable under the grievance procedure an issue must concern matter(s) or
incident(s) that have occurred, resulting from an act or omission bggaement regarding working

conditions or other aspects of employgaployer relations over which the administration has control, or
arise out of a specific situation or act that has resulted in inequity or damage to the employee.

Non Reviewable issue(s)An issue is not reviewable under this grievance procedure if it is a matter that

is subject to those reserved management rights that are necessary to exercise control and discretion over
the organization and efficiency of the operations of the Distritt @viewable under some other
administrative proceduiiesuch as employment status, evaluations would require modification of a

policy established by the Governing Board or state or federal law.

Grievance Procedure Steps

Step One:lt is the responbility of employees who believe they have a bona fide complaint concerning
their working conditions to within thirty (30) calendar days inform and discuss it with their immediate
supervisor in order to in good faith endeavor to clarify the matter expeshtiand informally at the
employeeimmediate supervisor level. In this discussion the employee verbally expresses the problem
and the suggested solution. If the employee and immediate supervisor cannot reach an agreement as to
the solution of the grievece, the employee shall within five (5) days or less:

Step Two: Prepare the written employee grievance form and give it to his immediate supervisor. The
immediate supervisor will endorse his comments thereon and within five (5) days return it to the
empbyee.

Step Three:If the written response of the immediate supervisor does not result in a resolution of the

grievance, the grievant may appeal the grievance by signing and completing the form and presenting it to

the appropriate administrator within fi¢g) days of th&sr i e vraenctebispt of t he i mmedi a;
response. Either party may request that a meeting be held concerning the grievance or may mutually

agree that no meeting be held. Within five (5) days of having received the writtemgdewahe

meeting, whichever is later, the appropriate administrator shall submit his response to the grievant.

Step Four (Superintendent/Governing Boardf)the employee is dissatisfied with the decision of step
three he may, within five (5) days ofrecet of t he administratords deci si
Superintendent review the decision.

The Superintendent shall review the administrator
render a decision. If the step three decision is reversetbdified in any way, the Superintendent shall

indicate with particularity the reason or reasons for the reversal or modification. Copies of the decision

are to be dispersed to the aggrieved, the appropriate administrator, and the Human Resourcestdepar

The Superintendent will issue the final administrative decision on the grievance. The Governing Board,
within ten (10) days of receiving the Superintend
more members so desire and issue a firalsion on the grievance at the next regularly scheduled

Governing Board meeting.
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In situations where the Governing Board, in its discretion, decides to review the final administrative
decision of the Superintendent, the following procedures will apply:

A personnel executive session authorized pursuant to A.R4&31383(A)(1) will be scheduled, subject
totheGr i e vright (&and e right of all other employees directly affected) to require that the
discussions and review occur in open session.

The Bard members who requested that the grievance be reviewed shall indicate generally the nature of
their concerns. Those concerns, as well as any other concerns raised by any other Board member during
the meeting, shall be discussed by the members of thel Bothe extent deemed necessary. If, and only

if, it is the desire of three (3) or more Board members, the grievant Grithie e vreprederdtagive or the

District administration will be permitted to make an oral presentation to the Board or respoedtions

posed by Board members. The presentation or responses to Board questions, however, shall be restricted
to issues raised by members of the Board and may otherwise be limited in scope or time as the Board
members desire. IF the grievant is petad to make a presentation or respond to Board questions, the
administration shall be permitted to respond toGhe i e vstaterhedts If the administration is

permitted to make a presentation or respond t@Gthei e vqaestiors,ghe grievant shalt permitted to
respond to the administrationds statement. Foll o
render a final decision.

Policy: GBK-RC Staff Grievances
STAFF GRIEVANCES
(Administrative Staff)

Purpose

Good communication betwaéistrict employees, the administrative staff, and the Board is essential for
effective operation of the schools. The Governing Board, therefore, establishes this grievance procedure
for administrative employees as the prescribed means of resolvihg,edrtiest date and the lowest

possible administrative level, issues that may arise with respect to terms and conditions of employment.

Definitions

A grievances a complaint by a District administrative employee alleging a violation or misinterpretation,
as to the employee, of any District policy or regulation that directly and specifically governs the
empl oyeebs terms and conditions of employment.

A grievantshall be any employee of the District filing a grievance.

Terms and conditions of employmergars the hours of employment, the compensation therefore,
including fringe benefits, and the employerés per
employee. The term does not include educational policies of the Distratay i8 any day in with the

schools of the District are operating. Tihemediatesupervisoris the loweslevel administrator having

line supervisory authority over the grievant.

Informal Level

Before filing a formal written grievance, the grievant must attempt to resddyenite or more informal
conferences with the immediate supervisor. The first of these informal conferences must be conducted
within ten (10) days after the administrative employee knew, or should have known, of the act or
omission giving rise to the grance. A second or any subsequent conference must occur within five (5)
days after the initial informal conference, or any subsequent conference.
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Formal Level

Level I. Within five (5) days after the last informal conference, the grievant must presegnietence in

writing to the immediate supervisor. The grievance shall be a clear, concise statement of the

circumstances giving rise to the grievance; a citation of the specific article, section, and paragraph of the
policy or regulation that directlydn s peci fi cally governs the administ
conditions of employment that are alleged to have been violated; the decision rendered at the informal
conference; and the specific remedy sought.

The immediate supervisor shall communicateeision to the employee in writing within five (5) days
after receiving the grievance.

Within the above time limits either party may request a personal conference to attempt to resolve the
matter.

Level II. In the event the grievant is not satisfied wite decision at Level |, the decision may be
appealed to the Superintendent within five (5) days after receipt of the decision.

The appeal shall include a copy of the original grievance, the decision rendered, and a clear, concise
statement of the reasofws the appeal. The Superintendent or his designee shall conduct an investigation
of the grievance and shall communicate a decision within five (5) days after receiving the appeal. Either
the grievant or the Superintendent may request a personal coefarignia the above time limits.

Level Ill. If the grievant is not satisfied with the decision at Level Il, the grievant may, within five (5)
days, submit an appeal in writing to the President of the Governing Board. The Board will review the
appeal and W issue a response within fifteen (15) days. The Board response constitutes the final
decision.

General Provisions

Section 1. Failure at any step of this procedure to appeal a grievance to the next step within the specified
time limits shall be deemeath acceptance of the decision rendered at that step, and there shall be no
further right of appeal. Failure to file a grievance within ten (10) days after the administrative employee
knows, or should have known, of the circumstances upon which the gréeigamased shall constitute a
waiver of that grievance.

Section 2. The filing or pendency of any grievance under the provisions of this regulation shall in no way
operate to impede, delay, or interfere with the jurisdiction of the Governing BoardSughentendent.

STAFF
ADMINISTRATIONS
Policy: CCB-R Line and Staff Relations
SCHOOL ADMIN ISTRATION
The primary duty of a principal is to administer and supervise the instructional progranmcipal, as
the educational leader of the school, will administer and supervise the school in accordance with policies

and administrative regulationd the District.

A principal will be directly responsible to and will report only to the Superintendent and will keep the
Superintendent informed of the conditions and needs of the schdblduties, authority, and
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responsibilities of the principal wile delegated only by the Superintendditiese duties include, but are
not limited to, the following:

91 A principal is responsible for the operation of the educational program of the school.

1 A principal is responsible for the supervision and evaluatigheobuilding staff members.

1 A principal will maintain discipline on the part of personnel and students.

1 A principal will care for and protect the building, the equipment, the grounds, and other school
property.

A principal will maintain school records apdepare reports.

A principal will take reasonable precautions to safeguard the health and welfare of students and

staff members, will report accidents, will formulate plans for emergencies, and will conduct

evacuation drills each school month and keepevritecords of such drills.

1 A principal will be responsible for maintaining a close relationship with the community and should
interpret the educational program to the citizens of the District.

1 A principal will, by advanced study, by visits to school systén other areas, by attendance at
educational conferences, and by other means remain well informed relative to modern educational
thought and practice.

1 A principal will distribute a parental satisfaction survey to the parent of every child enrolled at th
school, pursuant to A.R.$5-353

= =4

NURSES

Policy: GCAAB GUIDANCE AND HEALTH STAFF POSITIONS

NURSES

Nurses'Period of Initial Employment
Each nurse hired by the District serves a six (6) month initial employment p&aatl. such nurse
will be evaluated at least twice during the first six (6) month pefdgding this initid employment
period employees are employed at the will of the District and may be discharged prior to or at the
conclusion of the six (6) month period for any reason or no reason, at the discretion of the District.

Nurse Contract
All nurses employed by &District will be considered professiomanteachingemployees and
will be issued professionalonteachingcontracts. Nothing contained in the contract shall be
construed as giving a nurse any rights or privileges as a tenured employee.
The contract W be for a specified number of days, including all applicable holid&snurses
under contract to the District will be subject to all Governing Board policies and administrative
regulations that apply to support staff members.

Nurses'ExperienceCredit

Nurses hired new to the District will be given credit on the placement planning guide for prior
experience. Experience credit will be given at one (1) year of credit for each full year of previous
substantiated experience in a nursing or nuetsedfield up to ten (10) yearsThe District reserves the
right to evaluate such experiencgll prior experience will be evaluated and determined by the personnel
department.

Policy: GCK-RA Professional Staff Assignments and Transfers Nurses

PROFESSIONAL STAFF ASSIGNMENTS
AND TRANSFERS

Intercampus Transfers of Nurses
A nurse who is involuntarily transferred during the contract year will be given one (1) day of
release time in order to make the necessary physical move.
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A nurse should not be involuntarilransferred from one school to another more than once in a
two (2) year period except under extenuating circumstances.

PROFESSIONAL STAFF - CERTIFIED
Policy: GCF-ED Professional Staff

PROFESSIONAL STAFF HIRING
(Certificated Vacancies; Hiring)

PROCEDURES AND PRACTICES FOR EMPLOYMENT
AUTHORIZATION
AND EMPLOYMENT ELIGIBILITY VERIFICATION

Anti-Discrimination Notice It is illegal to discriminate against any individual (other tharalien not
authorized to work in the U.S.) in hiring, discharging, or recruiting or referring for a fee because of that
individual's national origin or citizenship statusis illegal to discriminate against work eligible

individuals. Employerscannd specify which document(s) they will accept from an employdee

refusal to hire an individual because of a future expiration date may also constitute illegal discrimination.

Employment Authorization Procedure
Arizona schools must use the federal goweent's Basic Pilot Program to verify the employment
authorization of all newly hired employees.

The Department of Homeland Security's (DHS) U.S. Citizenship and Immigration Services Bureau
(USCIS) and the Social Security Administration (SSA) are joitlyducting EVerify, formerly known
as the Basic PilotE-Verify involves verification checks of the SSA and DHS databases, using an
automated system to verify the employment authorization of all newly hired employees.

There are four (4) types of accesE-Verify: As an employer, as a designated agent for employers, as a
multi-location corporate administrator, or through a web service.

Users can access the wieised access methods using any Intezapable Windows based personal
computer and a web dwser of Internet Explorer 5.5 or Netscape 4.7 or higher (with the exception of
Netscape 7.0).

To participate, an employer must register online and accept the electronic Memorandum of Understanding
(MOU) that sets forth the responsibilities of the SSAQISand the employer.

The following email address will allow navigation to both instructions and forms for-thfot verifying
the identity and employment authorization of individuals hired for employment in the United States:
https://www.uscis.gow9

Form 9 may be completed as soon as the employer has offered the individual a job and the individual
has accepted the offeEach newly hired employee must complatd aign Section 1 of Formd no later
than his or her first day of employment.

If you need assistance in completing the registration process or need additional information relating to E
Verify, please call the Office of Verification toll free aB88464-4218.

-9 Form Completion
The Immigration Reform and Control Act of 1986 (IRCA) requires that all new employees, both regular

and casual, establish their eligibility for employment in the United Stateis.federal law applies to
U.S. citizens as weds to foreign nationals.
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The Employment Eligibility Verification (Form®) must be completed as follows:

Section 1. Employee Information and Attestation

Employees must complete and sign Section 1 of F®md later than the first day of

employmentput not before accepting a job offer.)

Section 2. Employer or Authorized Representative Review

and Verification

Employers or their authorized representative must complete and sign Section 2 within three (3) business
days of the emplae's first day of employment.

Policy: GCBA Professional Staff Salary Schedules

PROFESSIONAL STAFF SALARY SCHEDULES
Administrators
The Board will enter into an individual contract with each member of the administssaiff
commensurate with the requirements of the posititnis contract shall describe the general services to
be rendered by the employee in return for financial and other consideraiddiionally, the
employee's job description, detailing the mepecific performance responsibilities of the contracted
position and the mode of evaluating performance, shall be incorporated into the contract by refdrence.
terms and conditions of contracts with administrative staff members are to caofbinequirements of
the Arizona Revised Statutes.

Other Certificated Personnel
The salary schedule pertains to personnel holding provisional, basic, or standard certificates at the
elementary or secondary levels.

Initial Placemenibn the SalanscheduleNewteachers entering the system with prior teaching service,
who have met academic and professional qualifications for Arizona State Department of Education
certification, will be given a maximum credit of ten (10) years for substantiated experienctades,qn
the eleventh (11th) step of the salary schedule.

Verified previous experience recognized for the purpose of placement on the salary schedule is defined as
any previous fulltime certificated teaching in any public schoBbr a teacher to recei\credit for

previous teaching experience, the teacher must furnish the office of the Superintendent full information
concerning the previous teaching recordghen the experience has been verified, credit will be given by

the District.

Days intended foparticipation in professional association activities are not to be compensated under an
employee's contract or other employment agreeméiasthe purpose of this policgrofessional

association activitiefor which compensation is not available do imziude inservice training in the
certificatede mp | o gssigndd srea of employment.

Substitutes
Pay for substitute teaching will be established by the Board.

Advancementon the SalarySchedule
Vertical and horizontal advancement on the salary sébedl be in accordance with the salary schedule
currently in effect.Vertical advancement is limited to one (1) step per year.

Reasons for denial of vertical advancement on the salary schedule include but are not limited to:
A. Lack of adequate disdipary control.
B. Insufficient effort and time given to assigned duties or failure to engagecgsonable
amount of extracurricular activity.
C. Lack of cooperation with the administration in carrying out adopted policies of the school.
D. Unprofesfonal conduct.
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Other Contract Provisions

Any person who does not work the full term as set up by salary schedule shall be paid on a prorated basis
for the number of days to be worked for the remainder of the school year; this shall include school days
taught plus the number of days required for orientation.

For newly hired, critical, and difficulio-fill certificated personnel positions placed on the teachers' salary
schedule, differentials above the stated schedule may be paid.

A teacher who is or hdseen employed by or teaching at a charter school, and was previously employed

by the School District, shall receive the benefits, protections, and preferences granted undé5A.R.S.

187.

Authority of Superintendent to Extend Conditional, Enhanced Offers of Employment

The Governing Board recognizes that it is typically more difficult to recruit candidates to fill District

teaching and/or administrative vacawin some content aréasometimes referred to as "high need"

content areds than in others Recent examples include the recruitment of new math and special

education teachers’he Governing Board also recognizes that a specific candidate for employaent

be highly valued by the District because of that
and/or prior work experiences.

In recognition of the above, the Governing Board authorizes the Superintendent to extent conditional,
enhanced offis of employment to outside candidates who:

A. Are qualified to work and would be assigned to work in high need areas, or

B. For specific reasons, are deemed by the Superintendent to be highly valued candidates.

A "conditional, enhanced offer of emplogmt" is one that offers to a candidate:
A. Placement at a higher step or level of the applicable District salary schedule than would
otherwise occur, or
B. An additional or enhanced benefit not generally provided to other sirdinigted
employees.

All offers of employment not initially made by the Governing Board, including those referenced in this
section, are expressly conditioned on Governing Board approval.

Within three (3) business days after extending a conditional, enhanced offer ofmemiocthe
Superintendent will inform the members of the Governing Board about such offer, including the
enhancement offered and the basis for extending the offer.

Policy: GCBA-EA Professional Staff Salary Schedules
PROFESSIONAL STAFF SALARY SCHEDULES

ProfessionalCredits

Professional credits acceptable toward salary advancement may be graettifidateDistrict

personnel according to the following conditions:
A. Professional credits may be granted to a certificated employee who is revisiexeloping
a complete curriculum are&urriculum development or revision projects of this type must be
approved by the District administration.
B. The amount of professional credits to be granted for any given project will be decided by the
District administration based on the magnitude of the project, the significance of the project for
the total District, and the amount of time expend@eénerally, the amount of professional credits
granted will be equated to the amount of time expended in grachuatges at the university
level.
C. Professional credits will be granted to certificated personnel who present documentation of
successful completion of university coursework, regardless of funding source for that activity,
with the understanding thatidacoursework be completed outside of the work day.
D. Only such professional credits as are granted by the District shall be applicable to salary
advancement.
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E. All teachers shall be eligible to receive professional credits.

The District administratin and two (2) principals, to be selected annually, shall be responsible for
approving projects eligible for professional credits and shall recommend to the Governing Board for
official action the amount of credits to be granted for each project.

Salary Adjustments

All courses to be taken for salary adjustmministhave prior approval by the director of
personnel.Failure to obtain prior approval will result in denial of crediny adjustments denied
because of not receiving prior approval must wait(@)dull year. Contracts will be adjusted once all
paperwork has been received and verified for completion.

Following are salary schedule adjustments:
BA/BA 44 BA 45/MA 44 MA +45/Ed.D., Ph.D.

Policy: GCK ProfessionalStaff Assignments and Transfers

PROFESSIONAL STAFF ASSIGNMENTS AND TRANSFERS

The Superintendent shall have the responsibility for the assignment of all personnel throughout the
District. The procedure for assignmearid transfer of professional staff members will be based on the
needs of the instructional progranm addition, no right to school, grade, or subject assignment shall be
inferred from the teacher's contract.

A teacher who has been employed by the Risfor the major portion of three (3) or more consecutive

school years and who is currently designated in the lowest performance classification for two (2)
consecutive school years shall not be transferred as a teacher to another school in the [Ristritieun

District has issued a preliminary notice of inadequacy of classroom performance and approved a
performance improvement plan for the teacher and the Governing Board has approved the new placement
as in the best interests of the pupils in the schBollowing a transfer under this provision, a teacher

who continues to be designated in one of the two (2) lowest performance classifications shall not be
permitted to transfer to another schoAlteacher shall not be transferred more than once uhder t

provisions of this paragraph.

The transfer of teachers from one school to another school within the Distrithakeanto consideration
the needs of the pupils in the District and the current distribution of teachers across all of the four (4)
performance classifications adopted by the State Board of Education.

Professional staff members may requesaasfer or reassignment, whether or not a vacancy
exists. Transfers will not be approved during the school year unless the needs of the Disttietsdicha
approval.

In the case of vacancies in new or existing positions, first consideration will be given to qualified
applicants among current employees.

The resolution of any conflicts over the need for a transfer shall be based on what is best for th

instructional program, the needs of the students, and the overall needs of the District as defined by the
Superintendent.

Policy: GCK-E Definitions Professional StaffAssignments and Transfers

PROFESSIONAL STAFF ASSIGNMENTS AND TRANSFERS

Definitions
Intracampus transfershall be defined as the movement of certificated personnel within the same school
to positions requiring the same certification.
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Intercampus transfershall be defined as the movement of certificated personnel to positions on another
school campus and may take priority over the vacancy posting procedure.

Transfer or reassignment may be accomplished as follows:

A. Intercampudransfermay be accomplished at

1. The request of the campus administrator only in the case of an emeogeocy

prevent undue disruption of the instructional program or to improve/maintain the
educational program.

2. The request of the school campus certificated employee with the concurrence of the
campus administratoRequest for amtercampudransfer shll be submitted in writing

to the campus administrator (voluntary).

3. The direction of the Superintendent when the Superintendent has determined that

such a transfer serves the best interests of the District.
B. Intercampus transfeamay be made if

1. It is necessary to transfer experienced certificated employees to a new school at
opening time.

2. The enrollment in the school of original assignment decreases.

3. The appropriate administrator requests that a transfer be made in the case of an
emergeng or to prevent undue disruption of the instructional program or to
improve/maintain the educational program.

4. In other situations as directed by the Superintendent when the Superintendent has
determined that such transfer serves the best interests Dfdtnict.

The director of personnel shall notify the involuntarily transferred teacher and the recognized association
of the reason for such transfdf.the teacher objects to such transfer for the reasons given, the dispute
may be resolved throughettyrievance procedurd list of open positions shall be made available to all
teachers being involuntarily transferred.

Intercampus District -initiated Transfer Procedures

If the District determines that a Distriittitiated transfer is necessary, thgegpriate personnel shall be
informed as to the reasons for the transtexcept for situations when the Superintendent has determined
that, in the best interests of the District, one or more specific employees should be transferred, the
following procedues shall be followed in connection with intercampus transfers:

1 The principal shall communicate the necessity for the transfer and request volunteers for District

T

initiated transfer.No Districtinitiated transfer shall begin until a three-(&)y time riod for
volunteers has passed, except for any Disitnitiated transfers in the months of August,
September, and October, during which time there will be a orsa¢l)ime period.

When it has been determined that a Distindiated transfer is nessary and there are no
volunteers, the selection of the teacher in that particular school, department, or program may
bemade by the supervisor upon consideration of the following criteria:

o Non Continuingeachers.

0 Continuing teachers.

If more than onel) teacher meets the above criteria, then consideration will be given to the
following factors, and the selection process will be documented on theEBJ&rm:

0 Least seniority in the school, department or program.

0 Least seniority in the District.

0 Selectim by immediate supervisor.

o Contributions to the educational program of the District.

The selection will be made provided that certification, accreditation, and District programmatic
requirements are met.
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All certificated personnel, including those retumgifrom leaves of absence, shall be placed by the second
(2nd) week in May.All resulting vacancies shall be posted.

A teacher transferred because of declining enroliment shall be given the right of first (1st) refusal in
returning to the original sitend/or program if enroliment increases and the position is reopened prior to
October 1.

Any teacher involuntarily transferred from one school to another during the contract year will be given
two (2) consecutive days to use in order to make the neces$seiga move and academic
preparation.Assistance will be provided upon request and pending available resources.

A teacher who is a Distrighitiated transfer shall not be required to be a Distnitiated transfer again
for a one (1) year period.

No District-initiated transfer shall be arbitrary, capricious or without basis in fact.

Voluntary Transfer

If a certificated employee requests a transfer, request for an intercampus transfer shall be submitted
through the online application systeffihe imnediate supervisor, potential supervisor, and director of
personnel shall rule on the request.

The criteria for decisions on voluntary transfers shall be based on needs of the D#tecta transfer is
made, included in the criteria for selection, idex of importance, shall be
gualifications/certification/endorsement, experience within the specific area, seniority within the District,
and evaluation.

No voluntary transfer for a vacancy occurring within the school year shall take place after busfe 30t
each year.

Room Assignment

In determining room assignments, and in the assignment of morning and afternoon sessions (in the event
of double sessions), the campus administrator will determine room assignments and the assignment of
morning and afternoosessions.

Policy: GCL Professional Staff Time Schedules and Calendars

PROFESSIONAL STAFF TIME SCHEDULES AND CALENDARS

All professional staff members shall report to their duty stations on time each workday and shall, as
scheduled, be available thenetil the designated time(s) they are scheduled to IeBe.Superintendent
may alter or extend the school day for meetings, special events, and activities.

Professional staff members are expected to be in their respective rooms or work areas edulee sch
prescribes so that they may see students, parents, and/or attend to other duties as asigped.
members are not allowed in teacher work areas during scheduled duty hours.

In order to ensure the safety of students and the security of schoalsesnfeachers may be assigned
supervisory duty during the teaching dayhese duty assignments shall be considered a regular part of a
teacher's duties and shall be fulfilled accordingly.

Teachers will perform duties other than classroom teactimgaduty assignments will be made by the
Superintendent.
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Policy: GCL-R Professional St#f Time Schedules and Calendars

PROFESSIONAL STAFF TIME SCHEDULES AND CALENDARS

Regulations for Rainy Days

Occasional rainy days present changes in the establishecerfmrtiecesses and lunch periods. On rainy
days when playground activities are disrupted, classroom teachers will assume the responsibility for the
care and protection of students. Teachers will open their classrooms for students to enter as soon as
lunches are finished. Teachers should remain in the rooms or on the adjacent porches and other sheltere
areas to see that reasonaiiéer is maintained.

Policy: GCL-E Professional Staff Time Schedules and Calendars

PROFESSIONAL STAFF TIME
SCHEDULES AND CALENDARS

Use of Preparation Period

The District will provide each teacher with planning time. Such time shall be used for ¢t spe

purpose of designing and developing learning experiences that are meaningful and beneficial for students,
and for the purpose of preparing lesson plans, correcting paper work done by students, related
instructional tasks, and conducting conferenciéls parents, students, and administrators.

Rotation of Duty Schedule

Each school principal shall work out individual school duty schedules in conjunction with total faculty
personnel and attempt to develop an equitable schedule based upon the desgiagseritfaof the

members of the teaching staff. Consideration should be given to a rotating schedule for a given period of
time rather than duties on a daily basis. Such duty schedules will ensure that, under normal
circumstances, teachers will be praddan uninterrupted lunch period of thirty (30) minutes during the

noon hour.

Policy: GCMF Professional Staff Duties and Responsibilities

PROFESSIONAL STAFF DUTIES AND RESPONSIBILITIES
(Duties of Teachers; Failure to Comply is Unprofessional ConducPenalty)

Every teacher shall:
1 Make student learning the primary focus of the teacher's professional time.

1 Hold students to strict account for disorderly conduct.

1 Exercise supervision over students on the playgrounds and during recess if assigriedutysuc
9 Take and maintain daily classroom attendance.

1 Make the decision to promote or retain a student in grade in a common school or to pass or fail a
student in a course in high scho&uch decisions may be overturned only as provided in
A.R.S.15342

1 Comply with all rules, regulations, and policies of the Governing Board that relate to the duties as
prescribed.
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A teacher shall not use sectarian ana@l@inational books or teach any sectarian doctrines or conduct
religious exercises.

A teacher who instructs a course offered under Policy IHAL, TeaetiogtReligion, in its appropriate
historical context and in good faith shall be immune from civililiigand disciplinary action pursuant to
section A.R.S15-535

A teacher who fails to comply with the above is guilty of unprofessional conduct and realyjeet to
disciplinary action by the Governing Board and by the State Board of Education.

A teacher who is arrested for or charged with any-aygpealable offense listed in sect@h1758.03
subsection B and who does not immediately report the arrest or charge to the teacher's supervisor is guilty
of unprofessional conduct and shall be immediately dismissed from employment with the School District.

Policy: GCMF-R Professional Staff Duties and Responsibilities

PROFESSIONAL STAFF DUTIES AND RESPONSIBILITIES

Teachers shall:

1 Check mailboxes and formaail messages upon reporting to school each morning and again
before leaving school eh day.

1 Receive permission from the principal to leave school early.

1 Keep lesson plans up to date and readily available in case a substitute is required.

1 Supply reports on attendance, testing, and other items that may be requested by principals and the
Sugerintendent.

1 Be directly responsible for control of students in their rooms and any other students under their
supervision.

9 Teachers will be assigned routine or other duties when considered necessary by principals.

Policy: GCMF-E Professional Staff Dutiesand Responsibilities
PROFESSIONAL STAFF DUTIES AND RESPONSIBILITIES

General Discipline

Individual school procedures regarding discipline shall be written and distributed tteeabler. These
written discipline procedures shall be mwied annually and revised amibdified as necessary. The

total faculty, parents, and students where appropriate shall be involved in procedure formation so the
faculty and administration may ensure that discipline is as nearly uniform as possibledubidighool
discipline procedures will not conflict with the general discipline policy as set by the Board.

Every teacher shall hold students to strict account for disorderly conduct and shall exercise supervision
over students on the playgrounds andrdurecess if assigned to such duty.

Wh en, in the judgment of the teacher, a student o6s
program to the detriment of other students, the teacher may refer said student to the principal for removal
from clas for an amount of time to be determined by the principal. No later than the end of the working

day, the teacher shall furnish the principal appropriate discipline forms properly completed. The

school principal has authority over and is ultimately resfe for discipline in the school.
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Policy: GCQA Professional Staff Reduction in Force
PROFESSIONAL STAFF REDUCTION IN FORCE

The number and type of certificated staff positions required to implement the Bigtdietational
program will be determined by the Board after recommendation from the Superinteindéetevent the
Board decides to release certificated staff members, the following guidelines will be in effect:

1 The Superintendent shall submit to theaBl recommendations for the termination of specific
staff members.The criteria used in formulating these recommendations shall include, but shall
not be limited to:

o Qualifications and certification of staff members to accomplish the District's edwdation
program, including certification requirements for specialty categories and designation as a
highly qualified teacher.

o Overall teaching experience, academic training, and ability.

o Past contributions to the educational program of the District.

Teacher teare and seniority shall not be considerations in retention determinakensonnel to be
released shall be notified as soon as practical.

SUPPORT STAFF- CLASSIFIED SUPPORT STAFF
Policy: GDF Support Staff Hiring

SUPPORT STAFF HIRING
It shall be the policy of the District to employ and retain the best qualified persdrmegiwill be
accomplished by giving careful consideration to qualifications and by providing competitive wages within
the financial capabilities of the Distrietdequate facilities, and good working conditions.

Recruitment of support staff personnel is the responsibility of the Superintei@tber. members of the
administration and supervisory staff will assist as responsibilities are delegated by the &ugsmint

The Board adopts the following general criteria and procedures, which shall be utilized in the selection
process for initial employment:

A. There will be no discrimination in the hiring process due to race, color, religion, sex, age,
national orgin, or disability of an otherwise qualified individual.

B. Candidates for all positions shall be physically and mentally able to perform the duties of the
position job descriptions for which they have applied.

C. Each candidate shall be requestedamglete a consef@indrelease form regarding conduct
of a background investigation.

D. A "background investigation'consisting of communication with the applicant's (or
employee's) former employer that concerns education, training, experience, dicaisicand
job performance for the purpose of evaluation for employmehall be conducted on each
individual to be considered for a recommendation of employniémms developed for this
purpose are to be used.

Any employee's misstatement of fact tisatnaterial to qualifications for employment or the
determination of salary shall be considered by the Board to constitute grounds for dismissal.

Upon hire, the District will verify the validity of a negertificated applicant's IVP fingerprint clearance
card if they currently possess an active cadgon verification, the applicant will be able to begin
employment and may forego the fingerprint check.

If the applicant does not possess a valid Identity Verified Prints (IVP) fingerprint clearancediatdcta
may hire and place a narertificated employee into service before receiving the results of the mandatory
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fingerprint check.However, until fingerprint clearance has been received, an applicant who is required or
allowed to have unsupervised contadth pupils cannot be hired and placed into service until:

A. The District documents in the applicant's file the necessity for hiring and placing the applicant
into service before a fingerprint check can be completed.

B. The District obtains from the &partment of Public Safety a statewide criminal records
information check on the applicarBubsequent criminal records checks are also required every
one hundred twenty (120) days until the date that the fingerprint check is completed.

C. The District dotains references from the applicant's current employer and two (2) most recent
previous employers, except that for applicants who have been employed for at least five (5) years
by the most recent employer, only references from that employer are required.

D. The District provides general supervision of the applicant until the date the fingerprint check
is completed.

Upon recommendation for employment the District shall confirm employment authorization and
employment eligibility verification by participaiinin the EVerify program of the Department of

Homeland Security's (DHS) U.S. Citizenship and Immigration Services Bureau (USCIS) and the Social
Security Administration (SSA)The District will then complete the Forr®las required and maintain the
form with copies of the necessary documents and documentation of the authorization and verification
pending any inquiry.

Any person who permits unauthorized access to criminal history record information, releases criminal
history record information, or procurdse release or uses criminal history record information other than
in accordancevith A.R.S.41-1750is guilty of a class 6 felony.

Policy: GDFA Suppat Staff Qualifications and Requirements

SUPPORT STAFF QUALIFICATIONS
AND REQUIREMENTS

(Fingerprinting Requirements)

All newly hired noncertificated District personneland personnel who aretpaid employees of the
District and who are not either the paremtguardian®f students who attend school in the District but
who are required or allowed to provide services directly to students without the supervision of a
certificated employeeshall be fingerprinted as a condition of employment, except for the following:

1 Personnel who are required as a condition of licensing to be fingerprinted if the license is required
for employment.

1 Personnel who were previously employed by the Districtvetmal reestablished employment with
the District within one (1) year after the date that the employee terminated employment with the
District.

For the purposes of this policsyipervisiormeans under the direction of and, except for brief periods of
time duing a school day or a school activity, within sight of a certificated employee when providing
direct services to students.

The candidate's fingerprints shall be submitted, along with the form prescribed inBDFhin twenty
(20) days after being seled. The form shall be considered a part of the application for
employment.The District may terminate an employee if the information on the affidavit required by
A.R.S.15512is inconsistent with the fingerprint test results.

The District will assume the cost of fingerprint checks but will assess the employee for charges
incurred. Personnel who are not paid employees will not be charged for fingerpsis.
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Individuals shall certify on the prescribed notarized forms whether they are awaiting trial on or have ever
been convicted of or admitted in open court or pursuant to a plea agreement committing any of the
following criminal offenses in Arizona @imilar offenses in any other jurisdiction:

Sexual abuse of a minor.

Incest.

First or seconeblegree murder.

Kidnapping.

Arson.

Sexual assault.

Sexual exploitation of a minor.

Felony offenses involving contributing to the delinquency of a minor.

Commecial sexual exploitation of a minor.

Felony offenses involving sale, distribution, or transportation of, offer to sell, transport, or
distribute, or conspiracy to sell, transport, or distribute marijuana or dangerous or narcotic drugs.
Felony offenses invaing the possession or use of marijuana, dangerous drugs, or narcotic
drugs.

= = =4 -4 _-a_a_8_9a_9_-29_-2

1 Misdemeanor offenses involving the possession or use of marijuana or dangerous drugs.
1 Burglary in the first degree.

9 Burglary in the second or third degree.

1 Aggravated or armed bbery.

1 Robbery.

1 A dangerous crime against children as defined in A.R3S05.
9 Child abuse.

1 Sexual conduct with a minor.

1 Molestation of a child.

1 Manslaughgr.

1 Aggravated assault.

1 Assault.

1

Exploitation of minors involving drug offenses.

A person who makes a false statement, representation, or certification in any application for employment
with the School District is guilty of a class 3 misdemeanor.

The Didrict may refuse to hire or may review or terminate personnel who have been convicted of or
admitted committing any of the criminal offenses above or a similar offense in another jurisdittion.
conducting a review, the Governing Board shall utilizegielelines, including the list of offenses that

are not subject to review, as prescribed by the State Board of Education pursuant ta325R45.In

consdering whether to hire or terminate the employment of a person, the Governing Board shall take into
account the factors listed in ARBE-512

Whenconsdering the terminationf an employee pursuant to A.R1%512, a hearing shall be held to
determine whether a person already employed shall be terminated

The Superintendent shall develop and implement procedures that include the following in the
employment process:

91 Provide for fingerprinting of employees covered under this policy and AlR-512
9 Provide for fingerprint checks pursuant to A.RA$1750

91 Provide for properly assessing employees for fingerphecks and depositing said funds with
the county treasurer.
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Policy: GDJ-R Support Staff Assignments and Transfers

SUPPORT STAFF ASSIGNMENTS AND TRANSFERS
Promotion and Transfer

When fulktime job vacancies occur, consideration shall be given tepresnployees before outside

help is solicited.District employees shall be granted preference over outside applicants where both
applicants are equally qualifiedEmployees may not bid on other positions during the term of their Phase
| probationary peod (three [3] months) put aside of their current school sitan employee is offered a
position at the same site (internal) during the probationary period{8jre®nths), the employee has

the option to accept without lapse in probationary timajmig his/her current accumulated probation
time or decline the offer and stay in the position the employee currently holds.

When there are two (2) or more people who are equally qualified, then seniority will be the determining
factor.

Vacancies will bgosted within the District's online application system for a minirpenod of five (5)
working days, during which time interested employees may apply via the online application system to be
considered for the opening.

1. Before submitting written applidion, the employee shall consult the job description manual
that is located in the site administrator's office to assure that he has the necessary qualifications,
training, and experience required for the position.

2. The posting is removed on the six@th) day. Only qualified applicants will be sent from the
personnel office to the administrator with the job opening.

3. The administrator will arrange appointments for interviews with the applicihts.
administrator will make the determination teehfrom applicants within the District or external
applicants.

4. The administrator has the option of selecting from an applicant in the District or from outside
after interviewing selected applicants.

5. After the administrator has made a selectiomggplicants for the position will be notified by
the hiring administrator that a selection has been made.

Employees who successfully apply for or are transferred to a higher classification will receive a salary
adjustment, if appropriateEmployees whogply for or are transferred to a lower classification will
receive a salary reduction appropriate for the new classification.

All employees are encouraged to update their online applications as new skills are acquired and any class
or course work is compted that may qualify them for job advancement or a job in other departments in
the District.

A position requiring temporary employee help for ninety (90) consecutive days will be evaluated by the
director of personnel services to determine the need fdi-tirhe position. Permanent positions that are
identified will be properly posted according to District regulations after Board approval.

District-initiated transfers: The purpose of transferring employees is to provide improved services to the
District while utilizing employee skills, experience, education, and/or training while encouraging upward
mobility of employees and comprehensive employee moiidie.following are Districinitiated

transfers:

A. Voluntary If a supervisor identifies a needttansfer an employee within the department and
without change in classification, the following steps will be adhered to:

1. There willbe an inquiryof all qualified employees as to who is willing to move.
more than one (1) person is desiring to make transfer will be made based on the
qualifications of each person for the positigkil other things being equal, seniority in
the department may be the determinant.

2. If there are no volunteers for transfer, the supervisor will notify the direfctor
personnel services in writing of the need for an involuntary transfer.

Updated 2018/19
78



B. Involuntary The supervisor may recommend for transfer an employee in order to meet the
needs of the Districtinvoluntary transfer should in no way be a form of reprimand or
punishment.However, if a need exists for the betterment of the District, department, or
employees, the transfer may be made with the approval of the director of personnel s€hdces.
following shall be adhered to:

1. If possible, a two (2)veek® wewftthie transfer shall be given.
2. The person being transferred must be qualified for the position.

3. Where an emergency does not exist, and the qualifications or the position indicate that
more than one (1) person is eligible, the determining fadtbbe the least seniority in
that position.

4. In some cases, employee transfers may be made to cover unusual or emergency
situations. In this event, an evaluation of the transfer will be made within three (3) weeks
in order to determine if further ahge is warranted.

Any dispute arising out of the selection of applicants for a job vacancy, promotion, or transfer may be
appealed by the employee through the grievance procedure.

Policy: GDL Support Staff Workload

SUPPORT STAFF WORKLOAD

The normal workweek for support staff personnel will not exceed forty (40) hours per week. Typically
the week will be based on eight (8) hours per day, five (5) days per week; however, the Superintendent
may designate other workweek structures to masfing conditions and needs of the District.

Employees will be notified at least one (1) week in advance of any modification to the workweek plan.

Individual employee work schedules will be based on the position held by the respective employees and
on District needs.

For the purpose of calculating regular and overtime hours in accordance with wageaamd
reqguirements, the Districtés designated wor kweek
12:00 midnight the following Sunday.

An emplo/ee may work overtime, provided that advance authorization is obtained thensupervisor
in charge or, in the case of an emergency, authorization is obtained immediately upon completion of the
work or as soon thereafter as practicable.

Policy: GDLC Support Duties and Responsibilities

SUPPORT STAFF DUTIES AND RESPONSIBILITIES
Members of the support staff shall:

Know and comply with the policies of the Governing Board and with administrative regulations.
Know the duties and limitations of aficular assigned job.
Recognize that each individual contributes in a definite way to the education of children.
Perform in such a manner that will serve as a good example of adult behavior in everyday contact
with children.
1 As a District employee, redin from making critical statements about the District without first
engaging in a discussion with the immediate supervisor or appropriate administrator.
T Give at |l east two (2) weeksd6 notice before ter
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Policy: GDL-R Support Staff Workload

SUPPORT STAFF WORKLOAD
(Fair Labor Standards Act: Overtime Compensation)

Nonre x empt empl oyees who work more than forty (40)
ti med at t he -haH(fl®)houfsfooeach bhoofrodertimenwerk. In cases of emergency,

when the employee cannot be immediately released for this time am@ibcempensation, the

Superintendent will make the decision as to paying the employee at the rate of time-hall one

having the emplose take the time off at a future date. The hours must be approved by the immediate
supervisor before an employee works overtime or, in the case of an emergency, immediately upon
completion of the work or as soon thereafter as possible.

Policy: GDQA Suppat Staff Reduction in Force

SUPPORT STAFF REDUCTION IN FORCE

In the event the Board decides to release support staff members, the following guidelines will be in effect:

A. Normal attrition due to terminations will be relied upon as the first meamsloting the
staff.

B. If attrition does not accomplish the required reduction in the staff, the Superintendent shall
submit to theBoard recommendations for the termination of specific staff memfdies criteria
used in formulatingheserecommendatianshall include, but shall not be limited to:

1. Qualifications of staff members to accomplish the District's program.
2. Overall experience, training, and ability.

3. Past contributions to the program of the District.

4. All other factors being equdkngth of service in the District.

Criteria for selection of staff members to be released will be applied separately to employees within
specialty categories.

Personnel to be released shall be notified of such release as soon as practical.

PAYROLL
Federal Wage and Hourly Laws require that employers keep a record of time worked by tesiempih
employeesPayroll timesheets and time clocks are the mostmon methoof keeping track of hours
worked and are the method used here.

TIMETRAK AND iVisions

Nonexempt staff members are expected to accuratetyddwurs worked each week Gfocktrak and
to report all absences, vacations, and comp time on iVisions.

Your timesheet, and any change made to your timesheet, must be signed by your
supervisor each week, orWeekly.

You should not ask another employee to prepare your tineg shelock in for you.

Falsification of a time sheet or a time clock report may lead to disciplinary action up to and
including dismissal.
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Overtime pay, sick leave and vacation leave used are reflected in the pay received at ttieeepalyof
periodfollowing the one in which they occurred. All taxes including Social Security and other deductions
are itemized with yedo-year totals.

Direct deposit is our preferred payroll plan and is available at many area banks. It will save you the time
and trauble of making the deposit yourself and it will ensure that your pay is deposited and available in
the event you are out of the office on payday.

Your paycheck cannot be picked up by someone else without written authorization.

Paychecks cannot be issakein advance of your regularly scheduled payday. Salary
advances are not available.

COMPENSATION

In financial terms, the salary and wages you pay to your employees for the work thEyedoistrict
philosophy is to pay fairly and to recognize aediard demonstrated differences in individual ability,
productivity and results.

Your compensation is consistent with the job responsibilities of your position. Consideration in
determining salary levels may also depend on previous experience, edusfiommance and other
gualifications.

Employees are paid every two weeks on Friday. Each paycheck covers\adeloperiod. Norexempt
District employees are responsible for the use of Clocktrak in reporting their time. Exempt and Non
exempt Districemployees are responsible in reporting their tim&ESOPR If you are away from work
or out of the office, it still is your responsibility in reporting our tim&BSOPand notifying your
administrator or supervisor.

EMPLOYEE SERVICES PORTAL

Sunnydde Unified School District has provided online payroll information (direct deposit receipts, leave
information, W2 copies, etc.) available, to their employees, through the iVisions Portal.

The site can be accessed on the Sunnyside website and cliokptvyee link.

If you have not enrolled in the iVisions Portal you will need to completditkidy clicking on the line
that say€nroll in the Employee Services Portilcated just to the right of the Login Box.

To enroll, please follow the prortg
1. Use Upper and Lower case in your name (example: Jane R Doe)
2. If you have a middle initial, please use it without a period (example Jane R Doe)
3. No dashes on your Social Security Number
4. No parentheses or dashes on your telephone number
5. Youwill create your own login and password (please include six letbeks @aumbeand be
sure to write them down and keep in a secure place)

If you have further questions or concerns, please contact the Payroll Departmer2@4%54& be
directed to youPayroll Specialist.

EXEMPT OR NON-EXEMPT

The Fair Labor Standards Act requires that certain employees be paid overtime pi@nailhimours
worked in excess of 40 in a workweek. These employees are consigenakempt

Employees who do not falinder the provisions of the Act are called exempt and arg@aiot overtime.
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All overtime must be approved in advance by your administrator. Employees who violate this may
be subject to disciplinary action, up to and including dismissal.

NON-EXEMPT (HOURLY EMPLOYEES)

Employees may be called upon to work overtime and must be flexible. The naturelibtriat

demands it. Clocktrak must reflect accurately the hours worked each day giakeeriod. The

falsification of Clock Trak or time sheatsay lead to discipline up to and including termination. All
overtime is paid on a timand a half basis. It is your administrator option to compensate you with

time or money both at a timeand-a-half rate- within the twoeweek pay period. Written

verification must explain all overtime. Your administrator must approve any hours in excess of 40 hours
per week in advance. Failure to obtain approval may result in disciplinary action, although all non
exempt employees will still be paid for hours workedeceive time off in excess of 40 hours.

Overtime is paid when and employee works more than 40 hours in a week. For example:

1 If you take a sick, holiday, or vacation day on Monday and work 36 hours Tuesday through
Friday, you will be compensated for Béurs at the regular rate plus 8 hours of
sick/vacation/holiday at the regular rate. Tiginot an overtime situation.

1 If you work 37 hours Monday through Friday and are required to work 8 hours on Saturday, this
is an overtime situation. You will b@mpensated for 40 hours at the regular rate. Your
supervisor has the discretion of either paying you 5 hours of overtime (adrid@ehalf-pay
rate) or requiring you to work 7.5 fewer hours during the same pay period. The rescheduling of
work hours andmay work duties will be determined by your administrator. The administrator may
choose to ask you to take 7.5 hours off all in one day or to divide the 7.5 hours over the remaining
days of the pay period.

9 If you work 38 hours during the first week of ayggeriod and 42 hours during the second week
of a pay period, this is an overtime situation. You will be paid 78 hours at the regular rate and 2
hours at the overtime rate. Each week stands alone.

EXEMPT EMPLOYEES

Need to report only time such asation, sick leave, disability leave, holidays, bereavement leave, jury
duty, military leave. Salaried employees are permitted some flexibility in setting their work schedules
with their administratords approval

GARNISHMENT

Garnishmentsareacourterd t o an employer to withhold a sum
salary.

Under Title Il of the Consumer Credit Protection Act, no employer may discharge an employee because
his or her earnings have been subjected to garnishment for a singiieedriss. No company

representative should make any threat of discipline dismissal for garnishment in connection with
any single debt.
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SEPARATION
RESIGNATION
PROFESSIONAL STAFF MEMBERS
Policy: GCQC Resignation of Professional of professional Staff Members
RESIGNATION OF PROFESSIONAL STAFF MEMBERS

All resignations or requests to bedeased from contract shall be presented in writing to
the Board for approval. A release from an uncompleted contract may be granted
contingent upon the availability of a wejlialified, certificated teacher as a replacement.

A teacher who resigrn=ontrary to this policy shall be deemed to have committed an
unprofessional act and shall be subject to the penalty as provided under Arizona statutes
and State Board of Education regulations.

NOTICE
CONSTRUCTIVE DISCHARGE

An employee is encouragd to communicate to the employer working conditions that may
become intolerable to the employee and may cause the employee to resign. To preserve the
right to bring a claim, under section 231502, Ariz. Rev. Stat., an employee may be required
to notify the Executive Director of Human Resources in writing that a working condition
exists that the employee believes is intolerable, that will compel the employee to resign or
that constitutes a constructive discharge. An employee may be required to wait foftéen
calendar days after providing written notice before the employee may resign if the employee
desires to preserve the right to bring a constructive discharge claim against the employer.
An employee may be entitled to paid or unpaid leave of absenceuyf to fifteen calendar days
while waiting for the employer to respond
the empl oyeeds working conditions.

Employee Handbook Provided by Sunnyside Human Resources Department
(520) 5452003
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