PERSONAL POLICY COMMITTEE
Meeting Minutes

Meeting Date: March 13, 2014
Meeting Time: 3:20 p.m.
Ending Time: 4:22 p.m.,
Members Present: Lori Kagebein
Dusty Beck
Robin Stobaugh
Erica Tindall
Amy Jones

Michele Robinson
Members Absent: None
Administrators Present: Carrol Purtle

Administrators Absent: Ted Beck
Jason Reynolds

Old Business:
Technology Survey
e Members looked over the responses from the survey
e Members expressed concerns over the number of computer labs
e Members would like to have another technology meeting that would involve
0 School Board Member
o0 Students
o Teachers

Catastrophic Leave Bank
e Have the faculty to vote to accept forms after September 1, 2013, due to the first year
wording of the policy

New Business:
Items discussed
l. Changes to the PPC Manual were distributed to members by Mr. Purtle.
3.1—L.icensed Personnel Salary Schedule
3.19—L.icensed Personnel Employment
3.2—L.icensed Personnel Evaluations
3.34—L.icensed Personnel Cell Phone Use
3.50—Administrator Evaluator Certification
3.51—School Bus Driver’s Use of Mobile Communication Devices
3.52—L.icensed Personnel Health Care Coverage Reporting
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o 3.52F—L.icensed Personnel Health Care Coverage and TIN Report Form
e 3.53—Licensed Personnel Bus Driver End of Route Review
e 3.7—Licensed Personnel Bus Driver Drug Testing

a. See Attached document with changes

Il. Virtual Private Network (VPN) to access the eSchool grade book by licensed

personnel when not on campus.

a. A memorandum was created and approved by members.

b. This memorandum is to be distributed to licensed personnel by committee
members, Michele Robinson (WHS) and Erica Tindall (WES).

c. Licensed personnel are to sign and turn in their form to their building principal
before accessing the VPN,

i. See Attached document with memorandum

Next Schedule Meeting:
e Tuesday, April 2 at 3:30 p.m. in the Board Room.

Adjournment:

e Erica Tindall, Motion to Adjourn. Jason Reynolds seconded the motion. Motion passed
by all members.



3.7—LICENSED PERSONNEL BUS DRIVER DRUG TESTING

Scope of Policy

Each person-hired for a-pesition which allows er requires-that the employee operate any type of motor vehicle
which is privately ewned and operated for compensation; or which is ewned; leased or otherwise operated by,
o tor the benehit &MM&@%@@MWM&WM&%MM

sponsered-activity shall undergo-aphysical examination, including a- éfag{est-

Each person hired for a position that allows or requires the employee operate a school bus shall meet the

following requirements:

1. The emplovee shall possess a current commercial vehicle drivers license for driving a school bus;

2. Have undergone a physical examination, which shall include a drug test.! by a licensed physician or
advanced practice nurse within the past two years; and

3. A current valid certificate of school bus driver in service training.”

Each person s initial employment for a job entailing a safety sensitive function is conditioned upon the district
receiving a negative drug test result for that employee.” The offer of employment is also conditioned upon the
employee’s signing an authorization for the request for information by the district from the Commercial Driver

Alcohol and Drug Testing Database.™

Methods of Testing

The collection, testing methods and standards shall be determined by the agency or other medical organizations
chosen by the School Board to conduct the collection and testing of samples. The drug and alcohol testing is to
be conducted by a laboratory certified pursuant to the most recent guidelines issued by the United States
Department of Health and Human Services for such facilities. (“Mandatory Guidelines for Federal Workplace
Drug Testing Programs™).

Definitions

“Safety sensifive function” includes:

a) All time spent inspecting, servicing, and/or preparing the vehicle;

b) All time spent driving the vehicle;

¢) All time spent loading or unloading the vehicle or supervising the loading or unloading of the vehicle; and
d) All time spent repairing, obtaining assistance, or remaining in attendance upon a disabled vehicle.

“School Bus” is a motorized vehicle that meets the following requirements:

1. Isdesigned to carry more than ten (10) passengers;

2. Is privately owned and operated for compensation, or which is owned, leased or otherwise operated by, or
for the benefit of the District; and

3. Is operated for the transportation of students from home to school, from school to home, or to and from

school events.”

Requirements
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Employees shall be drug and alcohol free from the time the employee is required to be ready to work until the
employee is relieved from the responsibility for performing work and/or any time they are performing a safety-
sensitive function. In addition to the testing required as an initial condition of employment, employees shall
submit to subsequent drug tests as required by law and/or regulation. Subsequent testing includes, and/or is
triggered by, but is not limited to:

1. Random tests;

2. Testing in conjunction with an accident;

3. Receiving a citation for a moving traffic violation; and

4. Reasonable suspicion.

Prohibitions

No driver shall report for duty or remain on duty requiring the performance of safety-sensitive functions
while having an alcohol concentration of 0.04 or greater;

No driver shall use alcohol while performing safety-sensitive functions;

No driver shall perform safety-sensitive functions within four (4) hours after using alcohol;

No driver required to take a post-accident alcohol test under # 2 above shall use alcohol for eight (8) hours
following the accident or until he/she undergoes a post-accident alcohol test, whichever occurs first;

No driver shall refuse to submit to an alcohol or drug test in conjunction with # 1, 2, and/or 4 above;

No driver shall report for duty or remain on duty requiring the performance of safety-sensitive functions
when using any controlled substance, except when used pursuant to the instructions of a licensed medical
practitioner who, with knowledgeable of the driver’s job responsibilities, whe has advised the driver that the
substance will not adversely affect the driver’s ability to safely operate his/her vehicle. It is the employee’s
responsibility to inform his/her supervisor of the employee’s use of such medication;

G. No driver shall report for duty, remain on duty, or perform a safety-sensitive function if the driver tests
positive or has adulterated or substituted a test specimen for controlled substances.

Sow »

i

Violation of any of these prohibitions may lead to disciplinary action being taken against the employee, which
could include termination or non-renewal.

Testing for Cause

Drivers involved in an accident in which there is a loss of another person’s life shall be tested for alcohol and
controlled substances as soon as practicable following the accident. Drivers shall also be tested for alcohol
within eight (8) hours and for controlled substances within thirty two (32) hours following an accident for
which they receive a citation for a moving traffic violation if the accident involved: 1) bodily injury to any
person who, as a result of the injury, immediately receives medical treatment away from the scene of the
accident, or 2) one or more motor vehicles incurs disabling damage as a result of the aomdent requiring the
motor vehicle to be transported away from the scene by a tow truck or other motor vehicle

Refusal to Submit

Refisal to submit to an alcohol or controlled substance test means that the driver
o Failed to appear for any test within a reasonable period of time as determined by the employer consistent
with applicable Department of Transportation agency regulation;
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e Failed to remain at the testing site until the testing process was completed,

¢ Failed to provide a urine specimen for any required drug test;

e Failed to provide a sufficient amount of urine without an adequate medical reason for the failure;

e Failed to undergo a medical examination as directed by the Medical Review Officer as part of the
verification process for the previous listed reason;

e Failed or declined to submit to a second test that the employer or collector has directed the driver to take;

o Failed to cooperate with any of the testing process; and/or

e Adulterated or substituted a test result as reported by the Medical Review Officer.

School bus drivers should be aware that refusal to submit to a drug test when the test is requested based on a
reasonable suspicion can constitute grounds for criminal prosecution.

Consequences for Violations

Drivers who engage in any conduct prohibited by this policy, who refuse to take a required drug or alcohol test,
refuse to sign the request for information required by law, or who exceed the acceptable limits for the respective
tests shall no longer be allowed to perform safety sensitive functions. Actions regarding their continued
employment shall be taken in relation to their inability to perform these functions and could include termination
or non-renewal of their contract of employment.™

Drivers who exhibit signs of violating the prohibitions of this policy relating to alcohol or controlled substances
shall not be allowed to perform or continue to perform safety-sensitive functions if they exhibit those signs
during, just preceding, or just after the period of the work day that the driver is required to be in compliance
with the provisions of this policy. This action shall be based on specific, contemporaneous, articulatable
observations concerning the behavior, speech, or body odors of the driver. The Superintendent or his’her
designee shall require the driver to submit to “reasonable suspicion” tests for alcohol and controlled substances.
The direction to submit to such tests must be made just before, just after, or during the time the driver is
performing safety-sensitive functions. If circumstances prohibit the testing of the driver the Superintendent or
his/her designee shall remove the driver from reporting for, or remaining on, duty for a minimum of 24 hours
from the time the observation was made triggering the driver’s removal from duty.

If the results for an alcohol test administered to a driver is equal to or greater than 0.02, but less than 0.04, the
driver shall be prohibited from performing safety-sensitive functions for a period not less than 24 hours from the
time the test was administered. Unless the loss of duty time triggers other employment consequence policies, no
further other action against the driver is authorized by this policy for test results showing an alcohol
concentration of less than 0.04.

Notes: You are required to give drivers a copy of the procedures that will be used in the testing for drugs and
alcohol. If you are following your own policy in this regard, give your drivers a copy of that policy; if
you're using a drug testing company to administer the tests, give your drivers a copy of the test
administration procedures.

© 2014 Arkansas School Boards Association



You are required to provide your drivers the name of the person you have designated to answer your
drivers’ questions about the materials you give them regarding drug and alcohol testing.

You are also required to give your employees ““information pertaining to the effects of alcohol and
controlled substance use on an individual’s health, work, and personal life; signs and symptoms of an
alcohol or a controlled substances problem (the driver’s or a co-worker’s); and available methods of
intervening when an alcohol or a controlled substances problem is suspected, including confrontation,
referral to any employee assistance program and/or referral to management.”

Give a copy of this policy to your drivers.

Have your drivers sign an acknowledgement that they have received all of the information contained in
this policy and these footnotes.

'You have the option of also requiring an alcohol test, but you may not selectively require it, i.e. if you
require it for one prospective employee you must require it for all prospective employees.

? A.C.A. § 6-19-108(f) requires extracurricular trips be made only by certified bus drivers who have a
valid in service training certificate.

2 While A.C.A. § 6-19-108(e) permits a district to hire a non-certified bus driver in an emergency
situation, 49CFR382.301 forbids a first time driver (employee) from performing any safety sensitive
functions prior to the district receiving a negative drug test for the employee. Therefore, ASBA advises
not hiring a bus driver under A.C.A. § 6-19-108(e) until he/she has had a negative drug/alcohol test.

* While the provisions for fines contained in 27-23-209 do not apply to school districts, school districts
are still required to comply with this law. It is for this reason, along with simple prudence in not hiring a
person who receives a positive drug/alcohol test, that this language is included. The request for
information required by the state is in addition to the federal requirement (49CFR40.25(a)(b)) that you
request drug and alcohol test results from any U.S. Department of Transportation regulated employers
who have employed the employee during any period during the two years prior to the date of the
employee’s application.

S Students are not required to be transported on a school bus as long as the transporting vehicle is not

“ Employers are required to report to the Office of Driver Services of the Revenue Division of the
Department of Finance and Administration within three (3) business days the results of an alcohol test if
it was performed due to cause or as part of random testing and the results were positive or the employee
refused to provide a specimen for testing.

5T The drivers covered under this policy are those who are required to have a teaching license as a

prerequisite for their job. Federal law requires you to remove them from safety-sensitive functions
when a drug or alcohol related problem exists, but does not enter into the realm of dismissing them
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from their teaching duties. Bus drivers who are not also teaching licensed personnel are covered under
the Classified Policy 8.4 and may be dealt with given the specific provisions of their employment.

ASBA recommends that licensed employees who are hired for driving a bus in addition to their
teaching responsibilities be hired under separate contracts for each position.

This policy is similar to Policy 8.4. If you change this policy, review 8.4 at the same time to ensure
applicable consistency between the two.

Legal References: A.C.A. §6-19-108
ACA §6-19-119
A.CA. §27-23-201 et seq.
49 C.FR. § 382.101 - 605
49 C.F.R. § part 40
49 C.FR. § 3905
Arkansas Division of Academic Facilities and Transportation Rules Governing
Maintenance and Operations of Arkansas Public School Buses and Physical
Examinations of School Bus Drivers

Date Adopted:
Last Revised:
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3.53—LICENSED PERSONNEL BUS DRIVER END of ROUTE REVIEW

Each bus driver shall walk inside the bus from the front to the back to make sure that all students have gotten off
the bus after each trip. If a child is discovered through the bus walk, the driver will immediately notify the
central office and make arrangements for transporting the child appropriately. If children are left on the bus
after the bus walk through has been completed and the driver has left the bus for that trip, the driver shall be
subiject to discipline up to and including termination of the employee's classified contract.

Date Adopted:
Last Revised:
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3.52—LICENSED PERSONNEL HEALTH CARE COVERAGE REPORTING

Definitions
"ACA" is the Affordable Care Act

“Full-time employee’” means a licensed employee who is normally expected to work at least nine hundred (900)
hours a year.

“Responsible individual” means a primary insured employee who, as a parent or spouse, enrolls one or more
individuals in a district’s health care plan.

“Tax Identification Number (TIN)" means an individual s social security account number.!

TIN Reporting
All licensed emplovees are required to complete and return 3.52F-Health Care Coverage and TIN Report

Form? by no later than October 1° of each year. All employees that meet the above definition of a responsible
individual are required to include the name, date of birth, and TIN of any dependant that receives health
insurance through a District offered health care plan. Due to very significant penalties and sanctions contained
within the ACA that the Internal Revenue Service (IRS) could levy against the District for the failure to submit
required information to the IRS, the failure of any employee to submit a completed copy of 3.52F-Health Care
Coverage and TIN Report Form by October 12 shall be grounds for disciplinary action against the employee up
to and including termination or non-renewal of contract.

Statement of Return®
Under provisions of the ACA, the District is required to file information with the IRS pertaining to each

employee. The District is also required to send each full time employee a Statement of Return (Statement).
Each full-time employee shall receive a Statement from the District by January 31 of each year. The Statement
contains information the District provided to the IRS, as required by law, regarding the employee’s health
insurance coverage, Each Statement consists of important District identification and contact information and a
copy of the documents the District filed with the IRS concerning the employee’s health care coverage. As with
other tax documents, the information contained in the Statements covers the immediately preceding calendar
vear. Only one statement will be provided to a household with an employee who meets the above definition of
a responsible individual. The employee shall receive a paper copy of the Statement unless the employee
completes and returns 7.23F-Electronic Receipt of Statements Consent Form.

Notes: This policy is similar to Policy 8.41. If you change this policy, review 8.41 at the same time to ensure
applicable consistency between the two.

IRS regulations on the Affordable Care Act require that employers with fifty (50) or more full-time
and full-time equivalent employees report to the IRS on the insurance status of all full-time emplovees,
whether or not the employee receives health insurance through the employer.

! The use of “TIN” instead of “Social Security Number is to match the IRS forms and regulations.
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2 Neither the ACA nor IRS regulations require the use of this form, but the IRS does require districts to
submit returms containing information about employee health care coverage. The form is intended to
simplify filing requirements for districts by providing districts with information the IRS requires that
might not otherwise be in district records.

Altematively, districts may provide employees a copy of the form that contains the required
information provided from district records and require employees confirm the correctness of the
information. ASBA believes this would be a more complicated process and recommends having
employees use the form.

3 The October 1 date is not required by law. Districts have to provide the Statement of Return to all
full-time employees by January 31 and you want to be sure to give your staff ample time to be able to
create the required reporting documents. If you change the date from October 1 in this policy, be sure
to change the retum due date on 3.52F-Health Care Coverage and TIN Report Form to match the date

in this policy.

4 The ACA requires districts to file a form, or set of forms, with the IRS that are referred to as a
“Retum”. The Return is specific to each employee, like a 1099, and covers the employee’s health care
coverage for the previous calendar year. The exact number of forms, and what information they will
be required to contain, is unclear at the current time due to the IRS having not vet released final

regulations or forms to use.

In addition to submitting a Return to the IRS on an employee’s health care coverage, districts must
send each employee a copy of the Retum the district filed on that employee along with contact
information for the district. The packet that the district sends to an employee is called a “Statement of

Retum”.

See Policy 7.23-Health Care Coverage and the Affordable Care Act for more information on
Statements of Return and associated district responsibilities.

Cross References: 3.52F-Health Care Coverage and TIN Report Form
7.23-Health Care Coverage and the Affordable Care Act
7.23F-Electronic Receipt of Statements Consent Form

Legal References:A.C.A. § 6-17-1111
26 U.S.C. § 6055
26 U.S.C. § 6056
26 U.S.C. § 6109

Date Adopted:
Last Updated:
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3.52F—LICENSED PERSONNEL HEALTH CARE COVERAGE AND TIN
REPORT FORM

The District requires all licensed employees to complete the following form each year and return it to the
District’s administrative office by October 1. In accordance with Arkansas law, the District shall not use,
display, release, or print any of the information on this form for any other purpose than to comply with IRS

regulations.

Definition
“Tax Identification Number (TIN)” means an individual's social security account number.

Health Insurance Information

Name: R

TIN: ~ DateofBirth :

Please select the box that most accurately describes your health insurance coverage for the current year:

Neither I nor any of my dependants received health insurance through one of the District’s health
insurance plans during the current calendar year. (No coverage through District)

1 alone received health insurance through one of the District's health insurance plans during the current

calendar year. (Employee only coverage through the District)

Both I and my dependant(s) received health insurance through a District’s family or spousal health
insurance plan during the current calendar year. A spouse is included in the definition of a dependent.
(Employee plus children, Employee plus spouse, Employee plus spouse and children)

If you had a family or spousal health care plan during the current year, please complete the following:

Dependant 1:
Name: I ¢ Date of Birth:

Dependant 2:
Name: - ~ TIN: ~ Date of Birth:

Dependant 3:
Name: . TIN: ~_ Date of Birth:

Dependant 4:
Name: . TIN: ~ Date of Birth:

Signature: - Date:
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3.51—SCHOOL BUS DRIVER'’S USE OF MOBILE COMMUNICATION DEVICES

“School Bus” is a motorized vehicle that meets the following requirements:

1. Is privately owned and operated for compensation, or which is owned, leased or otherwise operated by, or
for the benefit of the District; and

2. Is operated for the transportation of students from home to school, from school to home, or to and from
school events.!

Any driver of a school bus shall not operate the school bus while using a device to browse the intemet, make or
receive phone calls or compose or read emails or text messages.” If the school bus is safely off the road with the
parking brake engaged, exceptions are allowed to call for assistance due to a mechanical problem with the bus,
or to communicate with any of the following during an emergency:

An emergency system response operator or 911 public safety communications dispatcher;

A hospital or emergency room;

A physician's office or health clinic;

An ambulance or fire department rescue service;

A fire department, fire protection district, or volunteer fire department; or

A police department.

® & o & @ @

In addition to statutorily permitted fines, violations of this policy shall be grounds for disciplinary action up to
and including termination.

Notes: This policy is similar to Policy 8.24. If you change this policy, review 8.24 at the same time to ensure
applicable consistency between the two.

! Students are not required to be transported on a school bus as long as the transporting vehicle is not
scheduled for a regularly occurring route or takes a route that contains frequent stops to pick up or drop
off students.

2 The statute only prohibits "cell phone" use, but in the 10 years since it was passed the term no longer
fits today's technology. The terminology in this sentence is designed to cover all the distractions that
could affect a driver's ability to safely drive the bus. While we recommend our language, the statute
limits the restrictions to "cell phones that requires the operator to dial numbers manually” and you can
substitute that for our verbiage if you prefer.

Legal Reference: A.CA §6-19-120

Date Adopted:
Last Revised:
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3.50—ADMINISTRATOR EVALUATOR CERTIFICATION

Continuing Administrators

The Superintendent or designee shall determine and notify in writing by August 31 of any eurrent or prior
eentraet each year those currently employed administrators who will be responsible for conducting Teacher
Excellence Support System (hereinafter TESS) summative evaluations who are not currently qualified to fulfill
that role. All currently employed administrators so notified shall have until December 31 of the contract year to
successfully complete all training and certification requirements for evaluators as set forth by the Arkansas
Department of Education (ADE). It shall constitute just and reasonable cause for nonrenewal of the contract of
employment for any administrator who is required to obtain and maintain TESS evaluator certification, as a
term and condition of employment, to fail to do so by December 31 of any contract year. No administrator may
conduct a summative evaluation unless they have successfully completed all training and certification
requirements for evaluators required by the ADE.

Newly Hired or Promoted Administrators

All newly hired or newly promoted administrators, as a term and condition of their acceptance of their contract
of employment for their administrative position, are required to obtain and maintain evaluator certification for
TESS on or before December 31 of the initial administrative contract year, unless they are explicitly excused
from such a contractual requirement by board action at the time of the hire or promotion. It shall constitute just
and reasonable cause for nonrenewal of the contract of employment for any newly hired or newly promoted
administrator who is required to obtain and maintain TESS evaluator certification, as a term and condition of
employment, to fail to do so by December 31 of any contract year. No administrator may conduct a summative
evaluation unless they have successfully completed all training and certification requirements for evaluators
required by the ADE.

Notes:—Adeption of this policy after July +-will likely necessitate changing the notification and certification
dates contained within the pohiey:

The dates for when an administrator has to-be certified to evaluate under TESS are not governed by
statutebut our-core belief is that teachers should be held accountable for their wotk by a school leader
wheo-is trained-and fully qualified to make important decisions abeout his or her observed job
performance. If you meove the date back to-later in the year, you undermine the legitimacy of the

Legal Reference: Arkansas Department Of Education Rules Governing The Teacher Excellence And
Support System 4.05

Date Adopted:

Last Revised:
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3.34—LICENSED PERSONNEL CELL PHONE USE

Use of cell phones or other electronic communication devices by employees during instructional time for other
than instructional purposes is strictly forbidden unless specifically approved in advance by the superintendent,
building principal, or their designees."

District staff shall not be given cell phones or computers for any purpose other than their specific use associated
with school business. School employees who use a school issued cell phones and/or computers for non-school
purposes, except as permitted by District policy, shall be subject to discipline, up to and including termination.
School employees who are issued District cell phones due to the requirements of their position may use the
phone for personal use on an ““as needed” basis provided it is not during instructional time.”

All employees are forbidden from using school issued cell phones while driving any vehicle at any time.
Violation may result in disciplinary action up to and including termination.

No employee shall use any device for the purposes of browsing the internet; composing or reading emails and
text messages; or making or answering phone calls while driving a motor vehicle which is in motion and on
school property. Violation may result in disciplinary action up to and including termination.”

Notes: This policy is similar to Policy 8.25. If you change this policy, review 8.25 at the same time to ensure
applicable consistency between the two.

! The goal is to eliminate the use of cell phones during instructional time for other than instructional
purposes. You may change who has the authority to approve the use of cell phones if you so wish.

The IRS has changed its position regarding the use of district issued cell phones for personal use for
those employees who have a genuine need for a cell phone due to their job’s duties. Cell phones
cannot be issued as a fringe benefit, but only as a “legitimate” need related to their job’s
responsibilities. There is no longer a need to keep track of personal calls and claim their value as
income. The district has the option of supplying the phone directly to the employee or of reimbursing
the employee for the cost of his/her personal phone that is used for both District and personal purposes.
Any such reimbursement can only be for the specific employee and not any other individuals associated
with that employee’s cell phone plan. There has been no change to the use of school computers for

personal purposes.

When considering the pros and cons of school issued technology, keep in mind that any
correspondence made on such technology (cell phone, iPad, computer) would be subject to inspection
under the Freedom of Information Act. Because it is district issued, there would be no differentiation

between personal and school use.

3 This sentence is included because insurance companies have ruled that injuries occurring while
driving and talking on school issued cell phones are subject to workers comp awards.
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* This sentence was added due to the dangers involved for both drivers and pedestrians associated with
distracted driving. While there is no statutory requirement for the language, we believe it is important
protection for students and emplovyee alike.

Cross References: 4.47— POSSESSION AND USE OF CELL PHONES, BEEPERS, ETC.
7.14—USE OF DISTRICT CELL PHONES AND COMPUTERS

Legal Reference: IRS Publication 15 B

Date Adopted:
Last Revised:
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3.2—LICENSED PERSONNEL EVALUATIONS

Definitions

“Building level or district level leader” means an individual employed by the District whose job assignment is
that of a building level or district level administrator or an equivalent role, including an administrator licensed
by the State Board of Education, an unlicensed administrator, or an an individual on an Administrator Licensure
Completion Plan. Building level or district level leader does not include the superintendent, deputy
superintendents, associate superintendents, and assistant superintendents.'

"Inquiry category" is a category in which the building level or district level leader consistently demonstrates
progressing, proficient, and/or exemplary performance on standards and functions in the Leader Excellence and
Development System (LEADS) rubric.

“Intensive Category’” is a category in which a building level or district level leader receives a rating of not
meeting standards on the summative evaluation rubric as defined by the LEADS Rules.

"Novice Category" is a building level or district level leader who has not completed three consecutive years of
experience in one district as a building level or district level administrator.

““Probationary’’ is a building level or district level leader who has transitioned within the District from one

building level or district level administrator position to another or who is hired by the District and has
completed his/her novice category period at another district. The probationary period is one-year.

"Probationary teacher" has the same definition as A.C.A. § 6-1 7-1502.3

"Teacher" has the same definition as A.C.A. § 6-17-2803(19).

Teachers
Teachers will be evaluated under the provisions and timelines of the Teacher Excellence Support System

(TESS).

The superintendent or designee(s) shall develop procedures to govern the evaluation process and timelines for
the evaluations.

Teachers will be evaluated under the schedule and provisions required by TESS. Each school-year, the district
will conduct a summative evaluation over all domains and components on all probationary teachers as well as
any teacher currently on an "intensive support" improvement plan or who has successfully completed intensive
support or participated in an improvement plan during the current or previous school-vear. All teachers not
covered in the previous sentence will have a summative evaluation over all domains and components at least
once every three vears. To establish the initial three-year rotation schedule for non-probationary teachers to be
summatively evaluated, at least one-third of each school's non-probationary teachers will be selected for

evaluation by .4,

All teachers shall develoo a Professional Growth Plan (PGP) annuallv that must be approved bv the teacher's
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decision of the evaluator shall be final. The teacher's job performance will be measured based on how well the
teacher's PGP's goals have been met.

While teachers are required to be summatively evaluated once every three-years, the teacher's evaluator may
conduct a summative evaluation in any year.

In addition to a teacher's summative evaluation, an evaluator or designee shall conduct interim teacher
appraisals during the year to provide a teacher with immediate feedback about the teacher’s teaching

practices; engage the teacher in a collaborative, supportive learing process; and help the teacher use formative
assessments to inform the teacher of student progress and adapt teaching practices based on the formative
assessments.

Evaluators may also conduct informal classroom observations during the year for the same purpose as a formal
classroom observation but that are of shorter duration and are unannounced.

Building Level or District Level Evaluations
Building level or district level leaders will be evaluated under the schedule and provisions required by LEADS.

The superintendent or designee(s) shall develop procedures to govern the evaluation process and timelines for
the evaluations.

Novice category and probationary” building level or district level leaders, those building level or district level
leaders who have been placed in the Intensive category, and those building level or district level leaders who
have not had a summative evaluation the previous two years will have a summative evaluation. A building level
or district level leader shall complete a PGP based on the standards and functions determined during the initial
summative evaluation meeting with the superintendent or designee. If there is disagreement between a building
level or district level leader and the leader’s evaluator concerning the PGP, the decision of the evaluator shall be
final. In subsequent vears, he/she shall revise his/her PGP and associated documents required under LEADS.

The building level or district level leader shall annually revise his/her PGP and associated documents required
under LEADS. His/her job performance will be measured on how well the PGP's goals are have been met.

To establish the initial three-year rotation schedule for inquiry category building level or district level leaders to
be summatively evaluated, at least one-third of each school's inquiry category building level or district level
leaders will be selected for evaluation by -

While building level or district level leaders are required to be summatively evaluated once every three-years,

~ the Superintendent or designee may conduct a summative evaluation in any year.

Notes: The language in this policy is intentionally very broad. The Rules are still in the process of background
development that will be used to rewrite/amend them. We strongly advise that you don't try to insert a
lot of process/procedure language in the policy and leave that to a separate "Procedures” document that
lays out the specificity of how you are going to fully implement the TESS/LLEADS requirements. For
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example, don't include such things as how many formative assessments you will require; how many
informal evaluations will be conducted; or the dates for when the summative evaluations will take
place. TESS/LEADS is a huge change in how evaluations will take place in Arkansas. There is simply
no way to avoid the fact that several additional changes will need to take place before it becomes a fully
implemented, well functioning system. While those changes will likely also require further changes to
this policy, our goal in this rewrite has been to try to lessen the possible triggers for such policy
amendments.

! Include positions below the superintendent in this sentence only if you have such positions. Districts
have the option of including those positions in the LEADS evaluation requirements as if they were a
building level or district level leader. If you have such positions and choose to evaluate them under the
LEADS Rules. delete them from the sentence and add them to the list of those who are included in the
definition of building level or district level leaders.

2 The LEADS Rules create the new term of "novice category" and require summative evaluations of all
"novice" building level and district level leaders. The Rules also create the optional new category of
"srobationary” building level or district level leader. Only include this paragraph if you choose to
follow the evaluation requirements under LEADS for those personnel that would fit the definition.

?A.C.A. § 6-17-1502, as interpreted by case law, defines "probationary” as an employee below the
level of assistant superintendent who is required by the Arkansas Department of Education to hold a
teaching license to be able to perform his or her job who has completed less than three consecutive
vears of licensed employment in a single Arkansas district. When an employee changes districts, it also
allows for a case-by-case addition of one more year of probation upon action of the board. For TESS'
purposes, it's important your district keep track of your licensed employee's probationary status. Note
that Arkansas' court decisions have determined that any continuous three years of employment at an
Arkansas school district satisfies the probationary period even if the licensed employee subsequently
changes employment to another district. A school board can place any newly hired licensed employee
on probation for the first year of employment by the district; this should be noted in the minutes (in the
context of the hirine motion) and noted on the contract of employment. However, there are policy and
procedure considerations that need to be addressed for a district to implement this option properly.
ASBA recommends your district consult its attorey for advice before proceeding down this path. The
bottom line for districts is that for TESS purposes it's important to keep track of each employee's
probationary on non-probationary status.

4 Enter the method by which you will determine who will be selected. Possible ways you could select
would be from volunteers, RIF points (either highest to lowest or vice versa), alphabetically, or drawing
names out of a hat. Since employees' continued employment will potentially ride on the evaluations, it
is vital that your selection method be non-biased. Also, since all teachers and building level or district
level leaders have to have a summative evaluation at least once every three years, be sure to select at
least a third of your candidate pool.

5 Only include "probationary” if you have chosen to include the definition in the policy.
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Legal References: A.CA. §6-17-1501 et seq.
A.C.A. § 6-17-2801 et seq.
Arkansas Department of Education Rules Governing the Teacher Excellence and
Support System
Arkansas Department of Education Rules Governing the Leader Excellence and
Development System (LEADS)

Date Adopted:
Last Revised:
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3.19—LICENSED PERSONNEL EMPLOYMENT

All prospective employees must fill out an application form provided by the District, in addition to any resume

If the employee provides false or misleading information, or if he withholds information to the same effect, it may
be grounds for dismissal. In particular, it will be considered a material misrepresentation and grounds for
termination of contract of employment if an employee’s licensure status is discovered to be other than as it was
represented by an employee or applicant, either in writing on application materials or in the form of verbal
assurances or statements made to the school district.

It is grounds for termination of contract of employment if an employee fails a criminal background check or
receives a true report on the Child Maltreatment Central Registry check.

The Sehool District is an equal opportunity employer and shall not discriminate on the
grounds of race, color, religion, national origin, sex, age, or disability.

In accordance with Arkansas law", the District provides a veteran preference to applicants who qualify for one of
the following categories:

1. a veteran without a service-connected disability;

2. aveteran with a service-connected disability;

3. adeceased veteran's spouse who is unmarried throughout the hiring process; or

For purposes of this policy, “veteran” is defined as:

a. A person honorably discharged from a tour of active duty, other than active duty for training only, with the
armed forces of the United States; or

b. Any person who has served honorably in the National Guard or reserve forces of the United States for a
period of at least six (6) years, whether or not the person has retired or been discharged.

In order for an applicant to receive the veterans preference, the applicant must be a citizen and resident of
Arkansas, be substantially equally qualified as other applicants and do all of the following:
1. Indicate on the employment application the category the applicant qualifies for;
2. Attach the following documentation, as applicable, to the employment application:
e Form DD-214 indicating honorable discharge;
e A letter dated within the last six months from the applicant’s commmand indicating years of service in the
National Guard or Reserve Forces as well as the applicant’s current status;
e Marriage license;
e Death certificate;
e Disability letter from the Veteran's Administration (in the case of an applicant with a service-related

disability).

Failure of the applicant to comply with the above requirements shall result in the applicant not receiving the
veteran preference; in addition. meeting the qualifications of a veteran or spousal category does not guarantee
either an interview or being hired.
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Notes: This policy is similar to Policy 8.13. If you change this policy, review 8.13 at the same time to ensure
applicable consistency between the two.

! Act 444 of 2013, as codified at A.C.A. § 21-3-301 et seq., added public schools to the list of employers
required to provide a preference to applicants who qualify for a veteran or a deceased veteran's spouse
category when selecting interview candidates, during the interview process, in selecting a new employee.

A.C.A. § 21-3-302 covers the requirements for giving a veteran preference during the application,
interview, and hiring processes. The statute does not require districts to use a particular scoring method to
demonstrate giving a preference and districts can continue using the system they have previously been
using. However, A.C.A. § 21-3-302 and A.C.A. § 21-3-303 require districts be able to demonstrate that
any qualifying applicant was given a preference during the entire application, interview, and hiring,
processes.

If a veteran who is not hired requests, the district must provide the veteran with his/her base score,
adjusted score, and the successful candidate's score. While there is no statutorily required method, ASBA
suggests districts use a numerical scoring rubric for the entire hiring process. The use of such a rubric
makes it easy to demonstrate a preference was given as you can point to where qualifying applicants
received additional points. Districts that don't use a numerical scoring method are required, upon a
veteran's request, to provide all documentation allowed to be released under FOIA to the veteran to
demonstrate how the preference was used to develop the list of qualified candidates to be interviewed and
to select the person actually hired.

Lepal References: A.CA.§6-17-411
A.CA.§21-3-302
A.CA. §21-3-303

Date Adopted:
Last Revised:
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3.1—LICENSED PERSONNEL SALARY SCHEDULE

Enter your District’s salary schedule for this policy." State law requires each District to include its teacher salary
schedule, including stipends and other material benefits, in its written personnel policies unless the District
recognizes a teachers’ union in its policies for, among other things, the negotiation of salaries. In developing the
salary schedule, the District will establish a normal base contract period for teachers. The District is required to
post the salary schedule on its website by September 15 of each year and should place an obvious hyperlink,
button, or menu item on the website's homepage that links directly to the current year licensed policies and
salary schedule.

For the purposes of the salary schedule, a teacher will have worked a “year” if he/she works at least160 days.

Districts shall distribute funding for health insurance coverage in accordance with state law, the Affordable
Care Act, and policy 7.23-Health Care Coverage and the Affordable Care Act. The District reserves the night to
adjust the monthly distribution as necessary to account for changes in staffing, student population, and the ADE
determination of the funding required to be distributed based on the funding matrix. Specifically, the amount
distributed to each employee is NOT part of their salary and is NOT guaranteed to be the same from month-to-
month or year-to-year.’

For the purposes of this policy, a master’s degree or higher is considered “relevant to the employee’s position”
if it is related to education, guidance counseling, or the teacher’s content area and has been awarded for
successful completion of a program at the master’s level or higher by an institution of higher education
accredited under Arkansas statutory requirements applicable at the time the degree was awarded.

Teachers who have earned additional, relevant degrees or sufficient college hours to warrant a salary change are
responsible for reporting and supplying a transcript to * The appropriate salary increase will be
reflected in the next paycheck provided it is at least two weeks from the time the notice and documentation is
delivered.® All salary changes will be on a “go forward” basis, and no back pay will be awarded.

Arkansas Professional Pathway to Educator Licensure (APPEL) Program

Each employee newly hired by the district to teach under the Arkansas Professional Pathway to Educator
Licensure (APPEL) Program shall initially be placed on the salary schedule in the category ofa bachelor’s
degree with no experience, unless the APPEL program employee has previous teaching experience which
requires a different placement on the schedule. Upon receiving his/her initial or standard teaching license, the
employee shall be moved to the position on the salary schedule that corresponds to the level of education degree
earned by the employee which is relevant to the employee’s position. Employee’s degrees which are not
relevant to the APPEL program's position shall not apply when determining his/her placement on the salary
schedule. A teacher with a non-traditional provisional license shall be eligible for step increases with each
successive year of employment, just as would a teacher possessing a traditional teaching license.

Licensed emplovee, seeking additional area or areas of licensure

Licensed employees who are working on an alternative licensure plan (ALP) to gain licensure in an additional
area are entitled to placement on the salary schedule commensurate with their current license, level of education
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degree and years of experience. Degrees which are not relevant to the employee’s position shall not apply when
determining his’/her placement on the salary schedule.

Notes: A.C.A. § 6-11-129 requires employee contract information to be available on the district’s website and
also identifies the contract items that must be redacted.

Act H20(codified at A.C.A. § 6-13-635) requires the Board to adopt a resolution that it has reviewed
and adopted all salary increases of 5% or more, but most of the Act's listing of reasons are statutorily
required raises and are paid by the state and not district funds. The Act's language requires the
resolution even for an employee who moves from one position to another higher paying position such
as going from teaching to administration. None-the -less, the resolution is required. Policy 1.9 directs
the Board to review the salaries when adopting changes to this policy.

Whereas, the superintendent has identified all changes from last school-year's published salary
schedule, and has identified and presented the Board of Directors with each employee's salary increase
of 5% or more as required under A.C.A. § 6-13-635 and created a spreadsheet explaining each;

Therefore, the School District Board of Directors approves and resolves that the
spread sheet including those explanations are a factual representation of the raises given for the insert
date school-year.

"Your district's salary schedule should be inserted in place of this paragraph. The remainder of the
policy should remain in the policy. It's important to note that any changes to the salary schedule must
go through the PPC and the Board adopt the policy with the actual salary schedule included in the
adopted policy. The ADE Rules governing salary schedules includes the following definition which
you can use to ensure you have included the data they will be looking for when you are reviewed.
“Licensed Salary Schedule is a set of matrices that are updated and published each school year that
contains the minimum salary licensed employees earn based on number of years of experience,
education degrees, computations for extended contracts, and salary supplements for additional duties or
responsibilities. The salary schedule is required to reflect the actual pay practices of the district.”

*Select the number of days your district chooses to use to qualify teachers to be eligible for a step
increase. 160 days is merely a suggestion, but it aligns with the Teacher Retirement’s requirement to
earn credit toward retirement benefits.

3 The reason for the vagueness of the new policy language is because there is much yet to be decided
about the issues involved. The funding contained in the matrix is based on a "prototypical” school of
500 and provides health insurance funding for 34.665 licensed personnel positions. There is NO
provision for health insurance funding for classified positions or for any positions beyond what are
included in the matrix. Language contained in Acts 3 and 6 of the First Extraordinary Session, 2013
requires districts to expend all the funding it receives from the matrix for health insurance in support of
public school health insurance premiums. This language is codified at A.C.A. § 21-5-405(b)(4)(C)(1)
and is included in your new law books. The language is horribly vague in terms of defining exactly
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they be calculated quarterly or only be based on your third quarter ADM? Will they be distributed in 11
installments or all at once? What are districts to do as staffing levels, the number of participating
employees, and ADM change over the course of a year. These can all have an effect on the per
participant amount available/required for districts to distribute to help employees pay their premiums or
to go toward a Health Savings Account (HSA). There is no requirement, however, that Bronze Plan
employees have an HSA. This presents the potential problem of how to distribute any excess funding
evenly as required by A.C.A. § 6-17-117(c)(1). ASBA has discussed these issues with ADE and as of

*Insert the title of the appropriate person.

“This sentence is optional, but you do need to establish a date when a pay increase triggered by
additional schooling will take effect. Include a period of advance notice that works for your district. In
selecting the length of time, consider your employee’s time to verify the transcript and execute the
contract addendum.

Cross References: Policy 1.9—POLICY FORMULATION
7.23-Health Care Coverage and the Affordable Care Act

Legal References: A.CA. § 6-17-201, 202, 2403
A.C.A. §6-20-2305(f)4)
A.CA. §21-5-405
ADE Rules Governing School District Requirements for Personnel Policies, Salary
Schedules, Minimum Salaries, and Documents Posted to District Websites

Date Adopted:
Last Revised:
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TO: Wonderview Faculty

FROM: J. Carrol Purtle
DATE: March 14, 2014
SUBJECT: eSchool login connection from home

There is a way for teachers to connect to eSchool and access their gradebooks from a different
location other than in their classrooms at Wonderview. It requires the teacher to logintoa
Virtual Private Network (vpn). Log in to the VPN may be done on any device; however, any
teacher logging in to the VPN on their personal device and/or using their home Internet
connection may be liable and in possible violation of teacher ethics code of conduct. The ethics
violation results if a third party accesses any downloaded student information from the home
connection. (You are not liable for information downloaded onto a school issued device, nor
any information gathered via hack or virus through the VPN.) This violation could resultin a
federal investigation and or an ethics investigation, which could lead to non-renewal of teacher
license and dismissal. Currently, there is not a state or district policy in place to address this

matter.

If you wish to access eSchool from a location other than Wonderview and/or from your
personal device, please sign below to acknowledge you have been made aware of possibly
security issues that may arise as well as the possible ramifications resulting from unethical

release of student information.

Teacher Signature: Date:

Turn signed form into building principal
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