
 
 
 

NEGOTIATED AGREEMENT  
 

BETWEEN VALLEY CENTER 
 

UNIFIED SCHOOL DISTRICT #262 
 

AND NEA-VALLEY CENTER 
 

TEACHERS’ ASSOCIATION 
 

GOVERNING THE 
 

2019-2020 SCHOOL YEAR 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MAY 13, 2019 





                             TABLE OF CONTENTS 
 
 

 
                       PAGE 
 
 

Preamble                  1 
           

Article I Definitions                  2  
 
Article II Recognition, Rights & Obligations               3 
 
Article III General Provisions                 4 
 
Article IV Grievance Procedure                6 
 
Article V Working Conditions                 8 
 
Article VI Teacher Work Schedule               11 
 
Article VII Teacher Evaluation & Files               16 
 
Article VIII Leaves                 18 
 
Article IX Fringe Benefits                24 
 
Article X Teacher Compensation               27 
 
Appendix A 2019-2020 Salary Schedules                       33 
  
Appendix B Evaluation Forms                36 
 
Appendix C Grievance Procedure Form              63 
 
Appendix D Notice of Intent to Move Across Salary Schedule           65 
 
Appendix E    Summary of Contact Form                                   66 
 
Appendix F  Family and Medical Leave Act Notice             67 
 
Appendix G Hazardous Waste Inspection/Notification/Disposal Procedures       68 
   



 



 
PREAMBLE 

 
 

AGREEMENT made and entered into as of May 13, 2019 by and between THE BOARD OF 
EDUCATION UNIFIED SCHOOL DISTRICT NO. 262, hereinafter referred to as the “Board”, and 
VALLEY CENTER-NATIONAL EDUCATIONAL ASSOCIATION, hereinafter referred to as the 
“Association”. 
 
WHEREAS, representatives of the Board have met with representatives of the Association and have 
negotiated in good faith the terms and conditions of professional service; and, 
 
WHEREAS, the Legislature of the State of Kansas has established the procedures for professional 
employees, excluding administrators, within a school district of Kansas to organize and to select a 
representative for the purpose of professional negotiation, and the majority of the employees have 
designated the Association as their professional negotiation representative; and, 
 
WHEREAS, the Board and the Association recognize and declare that providing a quality education 
in USD 262 is a mutual desire and that the character of quality education depends upon the quality of 
the teaching staff; and, 
 
THEREFORE, agree to the terms and conditions contained in this agreement, which shall remain in 
force and effect from August 1, 2019 through July 31, 2020. 
 
It is understood that this agreement shall remain in effect until a new agreement is ratified or the 
Board of Education exercises the statutory right to issue unilateral contracts. 
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ARTICLE I. DEFINITIONS 
 
A. ADMINISTRATION:  All persons employed by the Board in positions requiring an administrative 

certificate by regulation of the State Department of Education as stated in the current Licensure 
Handbook. 

 
B. ASSOCIATION:  Valley Center-National Education Association, affiliated with Kansas-National 

Education Association and the National Education Association. 
 
C. BOARD:  The Board of Education of Unified School District No. 262, Sedgwick County, Kansas. 
 
D. DAYS:  Except when otherwise indicated, days shall mean calendar days. 
 
E. DISTRICT:  Unified School District (U.S.D.) No. 262. 
 
F. K-NEA:  Kansas-National Education Association. 
 
G. NEA:  National Education Association. 
 
H. SUPERINTENDENT:  Superintendent of Schools of Unified School District No. 262, Sedgwick 

County, Kansas. 
 
I. TEACHER:  All those who hold a current KSDE teaching license (except administrators) who are 

covered by the continuing contract law and are employed by the USD 262 Board of Education.   
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ARTICLE II.  RECOGNITION, RIGHTS, AND OBLIGATIONS 
 

A.  ASSOCIATION RIGHTS; 
       

1. Exclusive Recognition: The Board recognizes NEA Valley Center as the exclusive and sole 
representative of all Teachers of the district for the purposes of professional negotiations.  The 
rights granted to the Association shall not be granted or extended to any other organization 
claiming to represent teachers of the district except as established by law. 

 
2. Access to Buildings: Duly authorized representatives of the Association shall be permitted to 

transact official Association business on school property provided that classroom activities are 
not interrupted and that they notify the school office of their presence and the purpose of their 
business. 

 
3. Use of Facilities and Equipment:   The Association shall have the right to use school facilities 

and equipment not otherwise in use.  Such equipment shall not be removed from the building 
without permission of the building principal.  The individual using the equipment shall be 
responsible for repair or replacement costs beyond normal wear and tear if the equipment is 
damaged, stolen, or lost.  The Association shall pay for the reasonable cost of all materials 
and supplies incident to such use.  The Association may use school buildings for meetings by 
arranging such use with the building principals. 

 
4. Bulletin Board and Mail Service: The Association shall have the right to post notices of 

activities and matters of Association concern on employee bulletin boards and shall have the 
use of teacher mailboxes for communication to teachers.  Such actions shall be subject to 
reasonable rules established in each building. 

 
B.  MANAGEMENT RIGHTS: 

   
The Association acknowledges that the Board on behalf of the electors of the School District 

hereby retains and reserves unto itself, without limitations all powers, rights, authority, duties, and 
responsibilities conferred upon and vested in it by the Laws and Constitution of the State of Kansas. 

 

The exercise of powers, rights, authority, duties, and responsibilities by the Board; the 
adoption of policies, rules, regulations, and practices in furtherance thereof; the use of judgment and 
discretion in connection therewith shall be limited only the specific and expressed terms of this 
agreement, and then only to the extent such specific and expressed terms are in compliance with the 
Constitution and Laws of the State of Kansas. 
 
C.  ASSOCIATION-MANAGEMENT JOINT RESPONSIBILITY 
 

           The Superintendent, prior to calendar development, will convene with an advisory board made 
up of administrators and staff members (including VCNEA members).  The recommendation from the 
Superintendent will be presented to the Board of Education for consideration as they adopt the 
calendar. 
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ARTICLE III.  GENERAL PROVISIONS 
 
A.  SAVINGS CLAUSE: 
 
 If any provision of this Agreement or any application of this Agreement to any employee or group of 
employees is held to be contrary to law, then such provision or application shall be deemed invalid, except 
to the extent permitted by law, but all other provisions or applications shall continue in full force and effect.  
The Board and the Association shall enter into discussion prior to any corrective action taken by the Board. 
 
 
B. INDIVIDUAL TEACHING CONTRACT: 
 

Each year after negotiations have been completed the District Office shall prepare a teaching 
contract for each member of the bargaining unit who is contractually committed to the district for the 
subsequent school year under the continuing contract law.  If the contract is issued after May 15, teachers 
will have fifteen (15) days (from the postmark date) to return the contract to the District Office.  If the 
deadline cannot be met, the teacher must contact the District Office and make arrangements for return of 
the contract.  The provisions of the continuing contract law (K.S.A. 72-5437) and the Professional 
negotiation law (K.S.A. 72-5413, 1) shall apply to the issuance of all teacher contracts.  Both the salary 
schedule and the supplemental schedule can be located on the USD 262 website under the employment 
tab. 

 
 

C.  TEACHER NEGOTIATIONS 
 
 Should the negotiation process become optional per state statute, the district will form a task force 
consisting of the designated VCNEA and BOE/Administration IBB teams, to come to an agreement on 
negotiable topics for USD 262. 
 
 
D.  TEACHER DISMISSAL PROCESS RIGHTS 
 
After a minimum of four completed school years in USD 262, no teacher shall be recommended for 
nonrenewal for ineffective teaching without the employee being provided documentation that 
outlines the concern(s), provides step(s) to address the concern(s), and establishes a time frame 
for completion. 
  
Additionally, after a minimum of four completed school years in USD 262, a licensed staff member may, 
upon learning of the intent to recommend non-renewal of his/her contract, proceed with the following 
protocol should he/she believe the non-renewal is unjustified.  
  
 1. Meet with the Superintendent and evaluator to discuss the reasons for non-renewal. The 
 Superintendent may render an opinion as to whether the non-renewal should be placed on the board 
 agenda for its next scheduled meeting; and  
  

2. Upon receiving written notice of a board's intention to not renew the teacher's contract, the 
teacher may request a meeting with the board by filing a written request with the clerk of the board 
within 10 days from the date of receipt of the written statement of nonrenewal of a contract; The 
teacher must notify and specify to the board in this request if they will have legal counsel and/or 
witnesses present; and  

  
3. The board shall hold such meeting not later than the next regularly scheduled meeting after the 
filing of the teacher's request. The meeting provided for under this section shall be held in executive 
session and, at such meeting, the board may specify the reason or reasons for the board's intention 
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to not renew the teacher's contract. The teacher shall be afforded up to 20 minutes during this 
executive session to respond to the board. Both parties shall have the right to have legal counsel 
present. The teacher may have a maximum of two witnesses participate in the meeting. Within 10 
days after the meeting, the board shall make a final decision as to the matter.  

 
SUNSET PROVISION – This provision shall be in effect for the 2016-2017 school year and will not be 
included in subsequent agreements unless expressly agreed upon by both the VCNEA and 
BOE/administration teams.  
 
 
E.  RELEASING A TEACHER FROM CONTRACT FOR THE FOLLOWING CONTRACT YEAR 
 

Resignations and retirements will be accepted with the following conditions: 
 

  Tier 1: On or before January 2; pay the teacher $2000 
  Tier 2: January 3 through February 29; pay the teacher $1000 
  Tier 3: March 1 through June 2; no payment / no penalty 

Tier 4: After June 2, a penalty of $2000 will be assessed and the district has the right        
to request KSDE suspend the teacher’s license for contract violation. 
 
These provisions may be waived by the Board of Education. 

 
 
F.  REPRODUCTION OF THE AGREEMENT: 

The Negotiated Agreement can be located on the USD 262 website.                  
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ARTICLE IV. GRIEVANCE PROCEDURE 
 
A. DEFINITIONS 
 

1. Grievance:  A complaint by a teacher, groups of teachers, or the Association based on 
an alleged violation, misinterpretation, or misapplication by the district of a negotiated 
contract, agreement, or other items directly pertaining to the terms and condition of 
employment. 

 
2. Aggrieved Party: The person, persons, or the Association making the complaint.    

 
B.  PURPOSE: 
 
 The purpose of this procedure is to secure, at the lowest possible level, equitable solutions 
to the problems that from time to time arise affecting teachers.  Both parties agree that these 
proceedings will be kept as confidential as may be appropriate at any level of the procedure. 
 
C.  PROCEDURE: 
 

1. Level One: The aggrieved party shall request a conference with his/her Principal within 
a reasonable time (30 days) when there is a grievance.  At the conference the 
aggrieved party, either directly or through an Association grievance representative if 
requested by the aggrieved, shall seek to resolve the matter informally. 

 
2. Level Two: 

 
a. If the aggrieved party is not satisfied with the disposition of his/her grievance at 

Level One, or if no decision has been rendered within five (5) school days after 
presentation of the grievance he/she may file the grievance in writing (Grievance 
form attached to back of the agreement (Appendix C) may be used as written 
notification) simultaneously with the Association President or designee and the 
Principal within ten (10) school days after the decision at Level One or fifteen (15) 
school days after the grievance was presented, whichever is sooner. 

 
b. Within five (5) school days after receipt of the written grievance by the Principal the 

Principal will meet with the aggrieved party and his/her representative from the 
Association in an effort to resolve it. 

 
3. Level Three: 
 

a. If the aggrieved party is not satisfied with the disposition of his/her grievance at 
Level Two, or if no decision has been rendered with five (5) school days after 
presentation of the grievance, he/she may file the grievance with the Association 
President or designee for review and transmittal to the Superintendent of Schools 
within five (5) school days after the decision at Level Two or fifteen (15) school days 
after the grievance was presented, whichever is sooner. 
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b. Within five (5) school days after receipt of the written grievance by the 
Superintendent, the Superintendent will meet with the aggrieved party and his/her 
representative from the Association in an effort to resolve it. 

 
4. Level Four: 

 
a. If the aggrieved party is not satisfied with the disposition of his/her grievance at 

Level Three, or if no decision has been rendered within five (5) school days after 
presentation of the grievance, he/she may file the grievance with the Association 
President or designee for review and transmittal to the Board of Education within 
five (5) school days after the decision at Level Three or ten (10) school days after 
he/she has met with the Superintendent, whichever is sooner. 

 
b. At the next regularly scheduled meeting of the Board of Education after receipt of 

the written grievance, the Board of Education will meet with the aggrieved party and 
his/her representative from the Association in an effort to resolve it. 

 
D.  RIGHTS OF TEACHERS TO REPRESENTATION: 
 

1. No reprisals of any kind will be taken by the Superintendent or by any member or 
representative of the administration or the Board against any aggrieved party, any party 
in interest, any grievance Representative, the Association President or designee or any 
other participant in the grievance procedure by reason of such participation. 

 
2. A teacher may represent himself/herself at all stages of the grievance procedure, or by 

a grievance representative from the Association, approved by the individual who is 
aggrieved.  The Association shall be notified and have the right to be present and to 
state its views at all stages of the grievance procedure. 

 
E.  MISCELLANEOUS: 
 

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

 
2. Forms to be used to file a grievance, (serving notices, taking appeals, making reports 

and recommendations, etc.) and other necessary documents will be prepared jointly by 
the Superintendent and the Association and shall be kept on file at the District Office 
and with the Association chairperson.   
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ARTICLE V. WORKING CONDITIONS 
 
A.  ACADEMIC FREEDOM: 
 

1. The Board and Teachers seek to educate young people in the democratic tradition, to foster 
a recognition of individual freedom and social responsibility, to inspire meaningful 
awareness of and respect for the Constitution and the Bill of Rights of the United States and 
the Constitution of the State of Kansas, and to instill appreciation of the values of individual 
personality.  It is recognized that these democratic values can best be transmitted in an 
atmosphere in which open inquiry is encouraged consistent with the intellectual and maturity 
level of pupils involved and the mores of the community. 

 
2. The Board supports the open study, investigation, presentation and interpretation of facts 

and ideas concerning man, human society, the physical and biological world, and other 
branches of learning when presented in accordance with accepted standards of 
professional responsibility and congruent with district approved curriculum. 

 
3. In order to assure the continuity and sequence of the curriculum within the framework of 

academic freedom, teachers shall teach in a manner consistent with the curricular 
objectives of a course.  Additionally academic freedom implies that a teacher shall teach 
with a scrupulous regard for honesty and accuracy. 

 
4. Complaints regarding teaching methods, materials or contents should normally be referred 

to the teacher to be handled directly in a timely manner. 
 

5. Any formal challenge to teaching content, methods or materials may written by the 
complainant and be directed to the building principal and promptly brought to the attention 
of the teacher.  If such challenge cannot be resolved to the mutual satisfaction of the person 
raising the challenge, the principal and the teacher, the decision of the principal shall stand, 
pending a review by the superintendent with recommendation to the Board for final 
approval. 

 
 
B.  COMPLAINTS AND TEACHER DISCIPLINE: 
 
 1. Complaints:   All formal complaints, made by a parent, student, or others, shall promptly (10 

calendar days) be called to the attention of the teacher.  The teacher will be provided a copy 
of any signed written complaint.  The teacher shall have an opportunity to respond to any 
pertinent complaints. 

 
Any formal complaint which is not promptly called to the attention of the teacher will not be 
used as part of an evaluation or as part of evidence considered for termination or non-
renewal.  Formal Complaint procedures are found in BOE policy KN. 
 
Timelines may be waived in extraordinary circumstances by mutual agreement of the 
parties.  The language in Section B will not apply in the event that the police or SRS have 
been notified. 
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 2.  Teacher Discipline: 
 

a. It is agreed by both parties that disciplinary actions are the first step taken in 
constructive discipline; and, are to be taken by administrators in situations involving 
violation of a rule, regulation, or safety practice.  Disciplinary actions will be 
administered in an equitable manner. 

 
b. The Board agrees that information concerning proposed disciplinary actions is 

privileged information.  The teacher may divulge such information to consult with or 
obtain representation from the Association. 

 
c. Disciplinary actions, (oral or written warning or reprimand) may be the first (1st) level of 

discipline and will be conducted in private.  The specific incident shall be cited, and the 
teacher shall be permitted to respond to the proposed disciplinary action. 

 
d. The next step in formal disciplinary action may be a written reprimand that may be 

included in the teacher’s personnel file.  A teacher may petition to have a written 
reprimand removed from the file after a period of one year from the initial reprimand.  
Removal is at the discretion of the administration. 

 
e. The Board agrees that such measures as assignment to nonprofessional tasks or 

disapproval of leave requests will not be used as disciplinary measures. 
 

f. The teacher has the right to be represented by counsel at any disciplinary hearing 
before the Board of Education or with the Superintendent of Schools.  The teacher has 
the right to contact the Association to discuss his/her rights in any other disciplinary 
matters. 

 
 
C.  TEACHER PROTECTION: 
 

1. When an employee has been assaulted verbally or physically and/or has been threatened 
or intimidated during the carrying out of professional duties said employee will receive legal 
assistance from district lawyers and medical assistance by board approved doctors.  If 
district lawyers feel charges should be filed staff must file charges to receive all assistance. 

 
 
D. PROCEDURE FOR REDUCTION IN FORCE: 
 

 Once a determination has been made that a reduction in force will be necessary the 
following steps will be completed in the order listed below to determine which professional 
employees’ positions will be reduced.  This procedure will apply to teachers. 

 
 The administration will provide pertinent information regarding the abolishment of positions 
to potentially impacted professional educators. 
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The following guidelines will be used: 
 
  a. Step 1:  Qualifications 
 

 A review of licensure/endorsement will be conducted to determine which professional 
employees hold credentials which qualify them for available positions in the district.  Those who 
do not hold credentials appropriate to available positions will be reduced.  If additional 
reductions will be necessary the process will advance to step 2. 

 
  b. Step 2:  Evaluations 
 

 A review of the most recent three (3) evaluations of the remaining displaced professional 
employees will be conducted.  Employees with one or more evaluations with recommendations 
for probational renewal or non-renewal will be reduced.  If additional reductions will be 
necessary the process will advance to step 3. 

 
  c. Step 3:  Seniority 
 

 A review of the professional experience of the remaining displaced professional employees 
will be conducted.  Employees will be assigned 1 point per year of credited professional 
experience.  One point per year will be assigned for experience in the area to which the 
employee could be assigned. An additional point will be added for each year of service in USD 
262 schools. Reductions will be accomplished by first reducing those with the fewest points and 
working up the list in point order until sufficient professional employees have been reduced. 

 
 
E. RECALL 
 

 Any professional educator, who is non-renewed as a result of the abolishment of positions, 
shall be reinstatement status for the next available vacancy in the professional educator’s 
area(s) of certification, which occurs subsequent to the non-renewal for the two years 
immediately following the non-renewal. 

 
a. The non-renewed professional educator must notify the district in writing on or before May 

15 of the year in which the non-renewal occurred of his/her desire to be placed in 
reinstatement status (placed on the recall list). 

 
b. The non-renewed professional educator must notify the district in writing on or before April 

10 of the year following the professional educator’s non-renewal of his/her desire to remain 
in reinstatement status for the next available vacancy which may occur for the second year. 

 
c. The non-renewed professional educator who wishes to be placed or remain in reinstatement 

status must keep on file in the district office of human resources his/her current address 
and phone number.  Failure to do so will result in the professional educator being taken off 
of reinstatement status. 
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ARTICLE VI. TEACHER WORK SCHEDULE 
 
A.  WORK DAY: 
 

1. The regular workday for teachers shall be eight (8) hours.   Administration at each 
building shall determine the start and end time as well as the student start and end 
time subject to Board approval.  School starting and ending times for the elementary 
and secondary students for each school year will be set on or before the May Board 
Meeting for the next year.  The teacher shall be in his/her room or in the hall near 
his/her room 10 minutes before the beginning of student instruction.  A teacher’s 
regular workday can be periodically reduced by building administrators as needed. 
 

2. In the event school is scheduled to begin before the normal school day or end after the 
normal school day to make up school hours necessitated by conditions of severe 
weather, or construction, the teacher workday on such days shall begin ten (10) 
minutes before the amended student instruction day begins and shall end ten (10) 
minutes after the end of student instruction.  Except that the principal may appoint staff 
members on a rotating basis to provide pupil supervision. 

 
3. On Fridays or on days preceding holidays the teacher workday shall end 15 minutes 

after the student instruction day ends.  
 
 4. Teachers will be required to attend Parent-Teacher Conferences and School Open 

Houses, which may be scheduled outside the regular workday.  The building principal 
may excuse attendance for these functions. 

 
5. Teacher attendance shall not be required whenever student attendance is not required 

due to inclement weather.  Teacher attendance for emergency closing other than 
inclement weather that will not place the teacher in peril shall be determined by the 
Superintendent. 
 

If a building’s master schedule change is being considered, the administrators will seek input 
from the teaching staff. 
 
When a schedule change is deemed necessary, a building representative committee will be 
established to determine appropriate changes. 

 All recommendations must be made with adequate time to implement for the following    
school year. 
 
 
B.  PREPARATION TIME:  
 

1. Middle and High School teachers shall have one normal instructional period each day 
as preparation time or a cumulative total of plan time each week that would be equal to 
200 minutes.    

 
2. Elementary teachers shall have a block of time each day of no less than 30 minutes and 

for a cumulative amount of time that is no less than 200 minutes weekly. 
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3. When at the request of the Administration a teacher is assigned teaching 
responsibilities in place of a substitute during his/her planning period, the teacher shall 
be compensated $10 for half the period or less and $20 for more than half the period. 
 

4. Teachers employed for less than full time shall be compensated for a planning period 
calculated at the same fractional equivalent as the assignment is to full time.  Such 
teachers shall remain on duty for all compensated time.  (Moved from X.A.3.d) 

 
C.  DUTY-FREE LUNCH:   
 

All professional teachers shall have a duty-free lunch for a period of not less than thirty (30) 
minutes each day, notwithstanding emergency situations. 
 

D.  PROFESSIONAL YEAR: 
 

1. Contracted Days: The number of days for the school year covered by this agreement 
shall not exceed one hundred eighty seven (187) days, two of which (16 hours) are flex 
PD days. 

                
2. New Teacher Contract Days: Teachers new to the district shall report two days earlier 

than returning teachers.  They will not be compensated for the extra days. 
 

3. School Calendar: The school calendar for each school year of this Agreement shall be 
provided to each teacher. 
 

4. Teachers shall have one work day on the last contracted day of each semester. 
 

5. Flex Work Day:  Teachers are permitted to flex one-half of the work day at the end of 
the first semester. The one-half flex time can be achieved by documenting up to four 
hours of work within the school building (minimum 30 minute blocks blocks) during non-
contracted time. Each building principal will be responsible for establishing the 
documentation process. The window for this flex time is from after Thanksgiving Break 
and prior to the last student day of the first semester. Remaining hours, not 
documented, will be worked on the last workday of the first semester. 
 
Teachers are permitted to flex the end of the year workday.  This can be achieved by 
documenting up to eight hours of work within the school building (minimum of 30 minute 
blocks) during non-contracted time.  Each building principal will be responsible for 
establishing the documentation process.  The window for this flex time is after the first 
semester workday through the Friday prior to the last week of the school year.  
Remaining hours, not documented, will be worked on the last workday as designated on 
the calendar. 

 
6. Teachers shall spend 16 hours outside of school hours for professional development 

(PD) activities. The calendar year for obtaining hours will be June 1 through May 31.  To 
count as flex hours, activities must be those typically approved by the district’s PD 
council. 
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 All activities must take place outside of the duty day.  
 The activity must be one where you are learning, not merely working. Ex. If you are 

learning how to create curriculum maps, why they are important, etc. the time would 
count. If you are working on data entry for your maps, updating them, etc. the time does 
not count.  

 If any of the learning activity is being reimbursed by the district through supplemental 
pay, tuition reimbursement, or registration /other fees are paid for by the district, it 
cannot be counted for flex time. (with the exception of New to the District Teacher PD 
days before the first teacher report day).  

 Cannot be “Service to the Profession” activities as they typically do not involve personal 
learning, nor can they be taken to application or impact level PD points.  

 Activities must have a duration of at least 30 minutes.  
 If you lead a pre-advertised learning session where multiple staff can attend, your time 

is doubled.  
 

Examples of allowable activities: 
 Attending a learning session sponsored by a staff member 
 Leading a learning session for others, that is pre-advertised so that other staff 

members can participate. (The presenter’s points will be doubled) 
 Grade-level or PLC meetings where learning activities are taking place on 

weekends, before the school year begins, after school year ends, before or after 
the duty day, etc. 

 Attending/learning during virtual meetings, webinars, and twitter chats outside the 
work day 

 Book studies done with others outside the work day 
 New to the district teacher training days 
 Professional reading done on your own 
 PD done during duty-free lunch (Lunch and Learns) 
 College classes or workshops done on your own time and paid by yourself, 

including those taken for relicensure purposes. 
 If one teacher agrees to work with another teacher or two after school, the 

“presenter’s” time is not doubled, but can count the actual time helping/demonstrating 
the topic at hand. 

 Visiting other schools on days off to learn new techniques. 
 
 
E. GRADE CARD PREPARATION: 
 

Grades are to be finalized and posted by the end of the last teacher contracted day of each 
semester, as designated by the school calendar. 

Each building principal will give staff a minimum of one month's notice for any other official 
grade reporting period. 

 
 
F.  DISTRICT LEADERSHIP TEAM: 
 

1. The Director of Student Learning or appropriately qualified designee will chair the 
committee with the assistance of the teacher facilitators/leaders.  Recommendation for 

13



  

membership to the leadership team will be submitted for approval by the Director of 
Student Learning to the Board of Education. 
 

2. District membership for this leadership team will be determined by the Director of 
Student Learning and building administration based on application process and vertical 
alignment of curriculum, instruction and assessment needs. 
 

3. The District Leadership Team will meet up to ten (10) times per year outside the teacher 
contract day and participate in a two-day summer training. One unexcused absence may 
result in reappointment determined by the Director of Student Learning and building 
administration. 
 

4. A copy of the job description will be available to staff on the USD 262 website. 
Appointments to this leadership team will be made on or before the following school 
year. 
 

 
Special Summer Curriculum Committees: 
 

a. Special Summer Curriculum Committees may be formed upon recommendation of 
the District Leadership Team and the Superintendent or designee and with the 
approval of the Board of Education.  The composition of these committees shall be 
determined by the Board of Education upon recommendation of the Superintendent 
or designee. 

 
b. The responsibilities and reporting procedures of any Special Summer Curriculum 

Committee shall be as determined in the recommendation of the Superintendent or 
designee to the Board of Education for the formation of such Special Committee. 

 
c. Compensation of members of the Special Summer Curriculum Committees shall be 

as set by the Board of Education upon recommendation of the Superintendent or 
designee.  Such compensation shall be based upon the approximate days needed to 
complete the project and shall be paid to the committee members only upon 
satisfactory completion of the project as determined by the Superintendent or 
designee. 

 
 
G. PROFESSIONAL DEVELOPMENT COUNCIL: 

 
1. The Superintendent or designee or appropriately qualified designee will chair the 

committee. 
 
2. The Superintendent or designee will submit the names of those selected by individual 

building staff (1 from each building) for approval by the Board of Education.  
 

3.  PDC members will be appointed in May for the next year’s committee for a term of one  
 year.  Members can be re-appointed at the end of the term. 

 
4.  The committee will meet up to ten (10) times during the year outside the teacher        
 contract day.  August – May. 
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5.  The supplemental salary will be under Group B-6 of the Supplemental Salary Schedule. 

 
 
H. BUILDING IMPROVEMENT TEAM/STUDENT IMPROVEMENT TEAM: 
 

1. Each building may establish this team. 
 

2. The number of team members will be determined by current building staff ratios. 
 

3. Appointments will be for 1 year.  Members can be re-appointed at the end of the term. 
 

4. The supplemental salary will be under Group B-4 of the Supplemental Salary Schedule. 
 

5. The team will meet as needed outside the teacher contract day. 
 

6. Members will be appointed in May for the next year’s committee.   
 

I.  TRANSFERS: 
 
Teachers who are transferred for the good of students are transferred based on certification 
and experience.  The Board of Education reserves the right to assign teachers and other staff 
where they will best serve the District’s students.  Those teachers being considered for transfer 
will be given the opportunity for input concerning such transfer prior to any re-assigning.  Extra 
compensation is not due the staff member unless the re-assignment is a promotion with 
additional responsibilities. 
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ARTICLE VII.  TEACHER EVALUATION AND FILES 
 
A. TEACHER EVALUATION: 
 

1. Procedure: 
 
a.  The McRel Teacher Evaluation System is the adopted system and instrument for teacher 
evaluations. In compliance with state statute, student growth measures (SGM’s) will be 
incorporated into the system. Student growth measures will carry equal weight, approximately 
17%, as the five original McRel standards. All six standards will be used in combination to 
determine the final summative evaluation rating. 

 
b.  A pre-evaluation conference will be held between the appropriate Building Administrator 
and the teacher so that the objectives, methods, and materials of the evaluation may be 
reviewed. 

 
c.  Evaluations will be scheduled as follows: 

 
1. Teachers in their first two consecutive years of employment in the district shall have a 

minimum of two (2) evaluations each year.  One (1) evaluation and conference shall be 
completed no later than the 60th day of each semester. 

 
2. Teachers in their third and fourth years of employment shall have a minimum of one (1) 

evaluation per year.  All evaluations must be completed by February 15.  Additional 
evaluation conferences may be scheduled as needed in order to provide assistance in 
improving teaching performance. 

 
3. After the fourth (4) year of employment, teachers must be evaluated a minimum of once 

every three (3) years.  All evaluation must be completed by February 15 of the school 
year in which the evaluation is held.  

 
4. Should the evaluation reveal performance deficiencies, a re-evaluation shall be 

scheduled.  The evaluator and teacher will cooperatively develop a written plan of 
assistance.  The teacher shall have the responsibility for correcting the deficiencies 
according to said plan.  The building administrator shall provide input in correcting the 
deficiencies.  A peer assistant teacher may be assigned by VCNEA to assist the teacher 
with the improvement plan if requested by the teacher.  The requesting teacher may 
also allow the VCNEA peer teachers to sit in on conference held with the evaluating 
administrator when discussing the improvement plan.  At no time shall peer teacher 
obstruct or hinder the evaluating administrator’s legal responsibility to evaluate 
teachers. 
 

d.  The Building Administrator shall make a minimum of two (2) observations per summative 
evaluation.  Each observation will be a minimum of 45 minutes or one class period.  One 
observation must be pre-planned.  The teacher will be provided the observation report 
following each observation.     
 
e.  The use of surveillance cameras/video should not be used in lieu of, or as part of the formal 
observation process, without the written consent of the evaluatee and evaluator. 
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B. TEACHER FILES: 
 

1. Teacher Files Defined: For the purposes of this article teacher files are considered to be the 
official teacher personnel file in the administration building and the official personnel files 
maintained by a building principal if such is maintained. 

 
2. Open to Teachers: Any teacher’s files shall be open to the inspection of the teacher at all 

times, and at the request of the teacher, a representative of the Association may inspect the 
teacher’s file.  The teacher shall have the right to respond to all materials contained in said file.  
Such response shall become part of the file.  Credentials and related papers from teacher 
placement bureaus which by their own regulations are labeled as “confidential” shall be 
exempt from teacher inspection. 

 
3. Right to Reproduce Contents: The teacher and/or his/her representative shall have the right to 

reproduce any of the contents of his/her file. 
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ARTICLE VIII.  LEAVES 
 
 
A. TEMPORARY PAID LEAVES: 
 

1. Illness, Injury of self or others or Deaths of others: 
 

a. Teachers shall receive fifteen (15) normal working days of temporary leave for each full 
contract year, accumulative to a limit of seventy-five (75) days.  Days accrued during the 
contract year can be used over and above the maximum accumulation, but no more than 
75 days can be carried forward from one year to the next.  A Request for Leave shall be 
filed.  Licensed staff may use up to three temporary paid leave for illness days when normal 
family care providers are not available due to emergency situations. 

 
b. Medical disability associated with pregnancy shall be treated as any other form of medical 

disability including but not limited to miscarriage, abortion, childbirth or recovery there from. 
 

c. When an employee is absent from duty for more than five (5) consecutive school days, the 
employee shall furnish verification of leave (including an estimate of length of the absence) 
by a licensed physician before sick pay will be allowed.  A doctor’s release shall be 
required in such cases before the employee is allowed to return to duty.  Sick pay will not 
be allowed for days of absence not covered by the verification or for days the employee 
misses from duty after being released by the doctor.  
 

d. Teachers may use temporary paid leave for illness, injury, or death of others.  Such leave 
shall be charged to the employee’s temporary paid leave.  Teachers may apply to the 
Superintendent for additional temporary paid leave under extenuating circumstances. 

 
e. Teachers may use temporary paid leave in case of medical or dental appointments for self 

or others.  Teachers may use up to fifteen (15) days per year for these occurrences.   

f. At the end of the contract year, a teacher will be paid for unused sick leave in excess of 75 
days at 1/3 of the daily substitute pay.  Separate payment to be made with the October 25th 
pay warrant of the next year for teachers under contract. 

g. FMLA – Appendix F 
 

 
2. Job Related Illness or Injury: Absence due to injury or illness incurred in the course of the 

teacher’s employment, and covered by Workmen’s Compensation, will be entitled to use the 
district’s sick leave provisions; however, the teacher will be allowed to use sick leave only in 
fractional amounts to supplement the Workers Compensation benefits not to exceed 100% of 
the teacher’s regular salary.   

 
3.  Sick Leave Bank: 

 
a. Definition:  The sick leave bank is defined as a depository of accumulated sick leave which 

is contributed by the teacher and Board of Education for the purpose of providing the 
teacher security during long term, unforeseen illness, or injury due to accident. 
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b. Each newly employed certified teacher will contribute one (1) day of vested temporary 
leave to the sick leave bank during the first year of employment.  If the sick leave bank  
contains fewer than 360 days at the beginning of a school year, the Board of Education will 
restore the bank to 360 days. 

 
c. The accumulated days in the bank at the end of the school year shall remain.  Additional 

days contributed by the newly employed teachers shall be credited to the bank each year.  
No further replenishment of the sick leave bank shall take place during a school year. 

 
d. Teachers must first use accumulated temporary leave days, then vested extended leave 

days (if applicable), before the sick leave bank will be available to them. 
 

e. Screening Board Membership: The Sick Leave Screening Board shall review all 
applications for benefits from the sick leave bank.  The membership of the Board shall 
consist of the Superintendent or his/her designee, Teacher’s Principal, a Board of 
Education Member, and six teachers (one from each building).  

 
f. Application Procedures: 

 
1. Any teacher who has exhausted all other vested district sick leave days may make 

written application for benefits to the Screening Board.  A written statement from the 
physician which outlines the teacher’s health status and inability to perform normal 
teaching duties must accompany the application for benefits. 

 
2. The disposition of the request for benefits shall rest with the Sick Leave Screening 

Board.  A written summary of the decision of the Sick Leave Screening Board shall be 
furnished to the applicant within three (3) calendar days after a decision has been 
made. 

 
3. If benefits in excess of fifteen (15) days are utilized from the bank the teacher must 

submit an additional doctor’s statement.  The Screening Committee may request the 
teacher to submit to a physical examination by a physician chosen by the Screening 
Board.  The cost of said physical examination shall be borne by the school district. 

 
g. The number of days of benefits from the bank are available to each teacher employed by 

the district according to the following number of years of service to the district: 
 

                     Years of Service        Days Available 
  1st and  2nd year    20 days 
  3rd year     30 days 
  4th year     40 days 

 5th year     50 days 
 6th year     60 days 
 7th year     70 days 
 8th year     80 days 
 9th year     90 days 
 

 
 
NOTE:  No teacher can draw more than ninety (90) teaching days from the bank in any one 

school year. 

19



  

 
h. Restoration Bank:  A Restoration Bank will be established and will be used to repay up to 

20 days per year that any teacher accesses from the sick leave bank, provided days are 
available from the bank.  Teachers can access a total of 80 restoration bank days 
throughout their career with USD 262.  Teachers may donate up to five sick leave days to 
the Restoration Bank on or before September 1.  When the restoration bank balance falls 
below 200 donated days, staff will be able to donate additional days to the bank at the 
beginning of the next school year. 
 

i. A teacher accessing the sick leave bank multiple times cannot have a balance of days 
owed to the bank greater than the number of days they qualify for per their years of service. 
 

j. Restoring Borrowed Days: The teacher shall return borrowed days to the bank the following 
year or years as necessary.  Five days will automatically be taken from the accumulated 
temporary leave each year plus all unused sick leave at the end of the year, until all 
borrowed days have been returned.  Teachers who resign and have not restored all 
borrowed days will be docked for each day the amount paid substitute teachers. 

 
   4. Professional Improvement: Teachers may be granted temporary leave to attend local, regional,               
state, or national meetings of professional education associations or learned societies subject to the 
following limitations: 
 

a.  All such requests must have a direct relationship to the teaching/extra duty assignment of the 
teacher and must be granted on the approval of the principal and superintendent. 

 
b. Budgetary provisions for attendance must be made in advance. 

 
c. Applications for professional leave shall be approved by the Superintendent or designated 

representative and shall be made one week in advance (in state) or 30 days in advance (out of 
state) prior to the anticipated absence.   

 
d. Professional leave shall not be charged to the teacher’s accumulated temporary leave time. 

 
e. Consultation/Contracted Services:  Certified employees may be excused from regular duty by 

the Superintendent to perform contracted services as to other districts, government agencies 
or private industry.  If a certified employee  receives payment for contracted or consulting 
services or pay for travel they will be required to take personal leave or take a salary deduction 
on the day they performed such services if during normal contracted time with the district 
unless waived by Board or their designee.  The amount of the salary deduction will be based 
on the individual’s daily compensation rate per their annual contract.   

 
 

5.  Personal Leave 
 

a. Each teacher shall be allowed two (2) days of personal leave per year, chargeable to 
Temporary Paid Leave.   
 

b. Teachers who use personal leave will submit a request for such leave at least 24 hours 
prior to the absence, if known in advance.  In case of emergencies, verbal approval may be 
given with the assurance that a request form will be filed within 48 hours after the employee 
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returns to duty.  Final approval will be made by building administration.  Forms submitted 
that do not meet deadlines will not be approved and a deduction in pay will be made. 

 
c. Personal leave cannot be used to extend a holiday or vacation period.  This provision may 

be waived only with prior approval of the superintendent. 
 

d. Teachers may leave the classroom for periods of one hour or less without salary deduction 
or a deduction in any benefit if prior approval is secured from the building Principal and the 
teacher has secured another teacher to cover the class without additional pay.  

 
e. Any absence beyond the two days in (a) above and not covered by normal leave policy, but 

approved by the Superintendent, shall receive a salary deduction equal to 50% of the 
teacher’s per diem rate. The full amount of the deduction will be taken from a single 
paycheck as near the absence(s) as possible.  Examples of such leave would include, but 
not limited to: weather related absences, extended leaves not covered under other 
provisions, etc.  Should your remaining pay not cover your payroll deductions, you may 
petition the superintendent to modify the timeframe of the pay deduction. 

 
f. Leave under this article may not be used on an Inservice Day or Parent Teacher 

Conferences without prior approval of the Superintendent. 
 
g. The Board will grant a maximum of five (5) teacher days per contract year for Association 

business related activities.  These days may be utilized by the President of the Local 
Association, or person(s) designated by the president.  The Association will be responsible 
for the cost of the substitute(s) needed.  This leave is non-accumulative.    A 
Superintendent request does not count toward the 5 days. 
 

h. Teachers may apply to receive up to three additional personal days per year by exchanging 
two sick days for each additional personal day. 

 
 

6.  Jury Duty: Contracted employees who are called for jury duty shall be allowed to serve with no 
loss of pay or accumulated leave. 

 
The jury duty form which indicates the per diem paid for jury duty shall be provided to the 
District Office and the amount will be deducted from the base pay of the individual.  Meal 
allowances, mileage and other expenses will not be deducted. 
 
 

B. EXTENDED LEAVES: 
 

The Superintendent may recommend extended leaves for purposes not identified above.  In 
making such recommendations the Superintendent will consider available replacements, potential 
benefits to the district, as well as the nature of the request.  All recommendations for extended 
leave must be submitted to the Board for final determination.  Leaves may be granted for a variety 
of reasons such as exchange or foreign teaching, to run for or hold public office, extended medical 
disability, study or military service.  The Superintendent’s recommendation to the Board shall set 
forth the conditions of the extended leave. 
 
 
 

21



  

 
C. SABBATICAL LEAVE 
 

1. Purpose 
 

The sabbatical leave policy is designed to provide opportunities to engage in professional 
experiences having a major focus on self-improvement. 
 

2. Qualifications 
 

The applicant must have been employed in the school district for at least five (5) consecutive 
years.  Absence from service for a period of not more than one (1) year under a leave of 
absence with or without pay shall not be deemed a break in continuity of service.  The 
applicant must not have been granted a sabbatical leave of absence from the district during 
the five (5) consecutive years of service immediately preceding the current application.  The 
applicant must sign a note conditioned upon an agreement to return to service with the district 
immediately upon termination of the sabbatical leave. 
 

3. Application 
 

Applications shall be filed with the office of the Superintendent by March 1 for leave beginning 
the following August.  For leave beginning the second (2nd) semester, applications shall be 
filed by November 1.  Applicants requesting sabbatical leave commencing in September shall 
be notified by March 15 as to the status of their application.  Applicants requesting leave 
commencing the second (2nd) semester shall be notified November 15 as to the status of their 
application.  Applicants for sabbatical leave shall include with their application forms an 
outlined plan for the leave requested. 
 
This plan shall include details of a project such as research, writing and travel to be pursued 
independently by the applicant. 

 
4. Compensation 

 
A sabbatical leave of absence may be for one (1) semester or one (1) academic year and shall 
be at no contractual salary.  Upon return from such leave the employee shall be placed at the 
position on the salary schedule he/she would have attained had he/she taught in the district 
during such period. 
 

5. Status While on Sabbatical Leave 
 

An employee on sabbatical leave shall be considered to be in the employ of the district and 
shall have a contract.  Full insurance benefits as set forth in this Agreement shall be provided 
employees on sabbatical leave.  Employees on sabbatical leave shall be entitled to any and all 
benefits that may be provided by the Board to other contracted employees. 
 

6. Status on Return from Sabbatical Leave 
 

An employee returning from sabbatical leave shall be restored to his/her former teaching 
position.  Vacancies created by sabbatical leave shall be filled on a temporary basis. 
Employees must work for the district for at least one school contract year upon return or must 
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reimburse the district for the total cost of health insurance if the school district incurred a cost 
while on said leave unless waived by the Superintendent. 
 
 

7. Sabbatical Committee 
 

All applicants for sabbatical leave shall be reviewed by a committee composed of six (6) 
members.  Three (3) of these shall be appointed by the Association and three (3) by the 
Superintendent.  The committee shall consider the following criteria: 
 

a. Merit of the applicant’s proposed program 
 

b. Applicant’s length of service in the district 
 

c. Distribution from the areas of elementary, intermediate and secondary 
 

8. Selection 
 

The Sabbatical Committee shall make the final selection from the list of applicants.  Annually, 
no more than two percent of the eligible employees from each of the three (3) levels 
(elementary, middle, senior high) shall be granted sabbatical leave upon application and 
approval.  In the event applications are not received from one or more levels, the Committee 
shall grant leave to more than one applicant from a particular level.  In no event is the total 
number of leaves granted to exceed three.   
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ARTICLE IX.  FRINGE BENEFITS 
 
 
A. SALARY DEDUCTIONS: 
 

The Board of Education authorizes deductions from the salary of the teacher in order to make 
appropriate remittance for: 
 

1. Association dues 
2. Annuities/403b 
3. Charitable donations (as approved by the Board) 
4. Credit Union 
5. Insurance (Health and Dental) 
6. Disability Insurance shall not be available through the Salary Reduction Plan (pre-tax) but 

may be purchased through payroll deduction (after tax). 
7. Term Life Insurance 
8. Any other deductions agreed upon by the Superintendent and VCNEA leadership. 
 

 
Such payroll deductions shall be handled according to rules established by the district 
administrator. 
 
 

B. ACTIVITY PASS: 
 

The Board agrees to provide a pass to each employee which grants free admissions to all school- 
sponsored athletic events for the employee, spouse, and all children who are high school age or 
younger.   
 
 

C. SALARY REDUCTION: 
 

1. Teacher salaries as designated in the teacher salary schedule shall be available for use in 
an IRC Section 125 Salary Reduction Plan as adopted. 

 
2. Available benefits under salary reduction shall include: 

 
a. term life insurance  
b. health insurance premiums 
c. dental insurance premiums    
d. cancer insurance premiums 
e. flexible spending accounts 

 
Payment of premiums under the plan shall be limited to carriers approved by the USD 262 
Board of Education. 
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D. HEALTH INSURANCE: 
 

The District will provide teachers who are employed at least .5 time (1/2 time) the following 
contributions toward the District’s group health insurance:   
 

Tier District Contribution 
Employee $445.00 
Employee + Spouse $581.00 
Employee + Child(ren) $581.00 
Family $581.00 

 
The District will contribute an additional $20 a month toward health insurance premium for those 
staff members that meet the Healthy Living Additional Benefit requirements as adopted by the 
District.  Requirements of the Healthy Living Additional Benefit are subject to the terms and 
conditions set forth by the District.  Employees hired following the beginning of a new plan year 
will become eligible to qualify for the Healthy Living Additional Benefit before the start of the next 
plan year.  The plan year typically begins April 1.   
 
This benefit does not carry a cash option; to receive the health insurance benefits, the teacher 
must participate in the approved district health insurance plan. 
 
Any changes to the established plan currently offered by the District (unless provider changes 
during contract year), must be approved by the Health Insurance Committee, by majority vote, 
before approved by the Board. 
 
An informational meeting will be held for all district personnel prior to the Health Insurance 
Committee vote. 
 
The Health Insurance Committee (HIC) will consist of: 
 

1.  USD 262 District Office and/or BOE Member 
2.  Administrator representatives 
3.  Classified employee representatives 
4.  Representatives from VCNEA (one each: elementary, middle, & high school) 

 
 

E. DIRECT DEPOSIT 
 

Direct deposit of employee salary checks is available. 
 

 
F. REIMBURSEMENT FOR TUITION  

 
Members of the bargaining unit may, with prior approval of the superintendent, receive 
reimbursement for tuition costs under the following circumstances: 
 
 Courses taken as part of a recognized Master's degree program in the field of education from a 

college or university’s Education Department; or courses taken as part of graduate programs 
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that lead to a  specialist degree, building-level license, district-level administrative license, 
Ed.D, or Ph.D.  

 Reimbursement for any tuition would not exceed one-half of the actual cost, up to a maximum 
of $500.00 per course. 

 Payment will be made on or before June 25, provided evidence has been given showing 
successful completion of the course(s). 

 Any tuition pool entitlements and/or reimbursements received during the current or previous 
contracted year must be repaid if the teacher does not return for employment with USD 262. 

 The total amount for all payments under this section shall not exceed $20,000 per year. 
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ARTICLE X.  TEACHER COMPENSATION 
 
A. GENERAL PROVISIONS: 
 

1. Placement on Column: Each teacher shall be eligible for and shall receive the highest 
salary to which his/her highest academic preparation and experience entitles him/her.  
On the Teacher Salary Schedule, Section D of this Article, each vertical column shall 
represent an earned degree from an accredited institution of higher learning or an 
intermediate column between earned degrees representing additional earned graduate 
credit semester hours not already counted in an earned degree.  To be eligible for an 
appropriate degree column the teacher must have earned the degree that column 
requires.  His/her placement on an intermediate track higher than the degree track to 
which he/she is entitled is contingent upon his/her having earned the additional number 
of graduate semester hours which that track specifies.  Such additional graduate hours 
are credit semester hours (or their equivalent in quarter hours) not already counted in an 
earned degree. 

 
2. Placement On Step:  At the time of initial employment in USD 262 each teacher shall be 

placed on the highest number full step for which he/she is qualified.  Partial years of 
experience will be rounded back to a full step when full credit for past experience is 
allowed.  The teacher shall normally qualify for advancement of one step for each year of 
public school teaching experience outside of the district, rounded back to the nearest full 
step.  However, the district reserves the right to make initial placement on a lower step if 
such experience was not contracted and/or is not recent. 
 
After initial placement on the teacher salary schedule, teachers shall move to the next 
highest full step for each contracted year of full or part time teaching in the district. 
 
In the event a teacher is hired by the district on a step lower than their previous year’s 
experience, the teacher will be advised of the reasons for this lower placement on the 
salary schedule. 
 

3. Movement to the Salary Schedule: Teachers cannot move more than one vertical step 
from one contract year to next.  Horizontal advancement on the schedule will be based 
upon the number of additional credit hours earned after the highest degree is attained 
and since the last column movement.  Any hours earned beyond what is needed for the 
current movement will be carried over for future use.  Such hours shall be filed in the 
District Office no later than October 1 of each year. 

 
A certified transcript of credits earned or a properly authorized confirmation letter shall be 
required as suitable evidence. 
 
a. All hours necessary for horizontal advancement on the salary schedule must meet the 

approval of the Superintendent of Schools.  All such requests and approvals shall be 
in writing (see Appendix D form).  The criteria for approval shall be whether or not the 
hours will benefit the teacher’s performance in Valley Center USD 262, or classes 
required in an advanced degree program. 
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b. In the event a course for advancement on the salary schedule is rejected by the 
Superintendent, within 30 days the teacher involved may appeal this decision to an 
Appeal Board consisting of the Superintendent of Schools, a Board Member, the 
assistant superintendent, the building Administrator from the building in which the 
teacher teaches, and a teacher who represents the area in which the teacher teaches.  
The decision should be made by the Appeal Board within ten (10) days. 

 
c. Each teacher shall have a transcript of all credit hours earned as of October 1 of each 

year on file in the District Office.   Teachers have until May 1of the current school year 
to report all credit hours that they wish to have recognized.   

 
4. Inservice Points for Salary Advancement: A teacher with an approved professional 

development plan may count each twenty (20) points earned equivalent to one graduate 
hour of college credit up to the equivalent six (6) college credits.  These 120 points are 
the equivalent of six (6) college credits for advancement to MA+12, MA+24, MA+36, 
MA+48 and MA+60.   

 
Individuals with a Master’s Degree may move columns on the salary schedule by using 
120 knowledge or application level points plus any combination of 120 points received 
from college credits and/or impact level points (20 impact points = 1 college credit).  The 
points must be earned during the current license cycle.  
 

5. Longevity Pay:  All who have been employed as a teacher and as of September 1 are in 
their tenth (10th) year or beyond in USD 262 will receive an annual retention bonus 
stipend with the November 25 pay period.  Payments will be as follows: 

a)  Years 10-14, employee received $150 
b)  Years 15-19, employee received $200 
c)  Years 20-24, employee received $250 
d)  Years 25-29, employee receives $300 
e)  Years 30 and beyond, employee receives $350 

 
 
B.  COMPENSATION: 
 

1. Extra Assignment and Extended Contract Rate: The salary schedule is based on the 
regular school calendar and the normal teaching load as set forth in this agreement.  Any 
teacher whose assignment exceeds the regular teacher work year shall be additionally 
compensated as follows: 

 
a. If the teacher voluntarily teaches a full load and does not have a planning period, 

additional compensation will be allowed.  Payment shall be made for the fractional 
part of the school day included in the planning period. 

 
b. If the contract year exceeds the normal number of contracted days, the calculated 

daily rate for the regular year will be calculated and multiplied times the number of 
days in the extended contract. 

 
c. In the event a substitute teacher cannot be secured resulting in students being 

distributed to other classrooms for a full day of instruction, teachers who take on the 
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responsibility for a full day of instruction with five or more of the distributed students 
will be compensated $25/day.  The teacher will be required to submit the appropriate 
paperwork to receive the payment. 

 
Teachers may request an extended contract.  Such a request shall include a job 
description, number of days necessary to complete the work, and the number of teachers 
involved.  The request shall be submitted to the Superintendent.  Final approval for such 
requests shall be made by the Board. 

 
2. Extracurricular Compensation: 

 
a. Extra Duty Assignments:  Extra duty assignments are outside of the teacher’s 

workday.  Extra duty assignments include all teacher employment and Saturday 
Detention which is compensated but not specifically contracted.  Extra duty 
assignments and responsibilities shall be assigned to those teachers who initially 
express their intent to cooperatively participate. If the voluntary system fails to 
produce enough volunteers to sponsor/work activities, the administration may utilize 
each district staff member once in sponsoring activities. 

 
Extra duty assignments include all teacher employment which is compensated but not 
specifically contracted.  The pay scale shall be as follows: 
Compensation shall be at the rate of fifteen dollars ($15.00) per hour with a maximum 
payment of two hundred forty dollars ($240.00) per event (16 hours). 
 
For all homebound teaching, professional development and/or curricular work that is 
requested by administration, the compensation shall be at the rate of twenty dollars 
($20) per hour. 
 
Summer school teachers for USD 262 programs will be compensated at the rate of 
twenty-six dollars and twenty-five cents ($26.25).  

 
b. Supplemental Assignments: A teacher accepting supplemental assignment shall be 

compensated as specified in Appendix A. 
 

c. Insurance:  All extra duty and supplemental assignments shall be covered by 
Worker’s Compensation Insurance. 

 
3. Compensation:  A payment equal to 2/3 of the daily pay for a daily substitute teacher (not 

to include daily pay for permanent subs) for accumulated sick leave (maximum of 90 
days) will be made to a teacher employed by USD 262 at retirement, or death of that 
teacher who has served the district a minimum of six (6) years.  In the event of the 
employee’s death, that specified dollar amount of compensation for accumulated sick 
leave will be awarded to that teacher’s beneficiary (ies). 

 
4. Mileage Allowance: Any teacher that is required or requested to use his/her personal 

automobile as a regular condition of employment or for other business of the district shall 
be reimbursed for his/her expenses each semester based on the rate per mile 
established by the Secretary of Administration of the state of Kansas.  All such requests 
for mileage reimbursement must have prior approval of the District Office. 
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5. National Board Certification:  All National Board Certified teachers shall receive an 

annual $1,000 bonus for 10 years, which is the life of the certificate, plus be reimbursed 
the certification fee.  (Only available to current USD #262 employees). 
 
a. The Board will pay up to but not exceed $2,500 per application. This amount will be 
debited from the funds referred to in Article IX.F. 
 
b. If teacher receiving district payments for the application leaves the employment of USD 
262, on his/her own accord, within one year of completion of the program, or should the 
employee not receive National Board Certification, the employee will repay the full 
amount of the application payment. This payment must be received within six calendar 
months beginning with the day of notification of not receiving National Board Certification. 
A copy of the official letter will be required to be placed in the teacher's personnel file.  
 
c. The district will grant the equivalent of 12 college credit hours per Negotiated 
Agreement upon successful completion of the certification program. 

 
 
C.  METHOD OF PAYMENT: 

1. Pay Periods: Teachers shall be paid in twenty-four (24) equal installments on the 10th and 
25th of each month.  If these dates fall on a weekend or school holiday, that pay date will 
be the last school day before the school weekend or school holiday. 

2. Teachers in their first year of employment shall be paid in twenty-five (25) equal 
installments on the 10th and 25th of each month beginning on August 25th (Exception - 
when Spring Break falls one week in advance of payday it would be excluded from 
holiday pay schedule as explained in #1 above). 
 

3. Exceptions:  A written request for lump sum payment for June 25th, July 10th, 25th, August 
10th and 25th must be on file in the District Office before April 1 of the year payment is to 
be made.  Once a request has been made the lump sum payment will continue from year 
to year unless the written request is withdrawn. 
The lump sum payment will be available on June 25th or on the Friday before the 25th if it 
falls on Saturday or Sunday. 
 

4. Summer Checks: Summer checks other than for summer school teachers shall be mailed 
to the address designated by the teacher. 
 

5. Correction or adjusting contractual errors or omissions on the teacher contract: The 
Board of Education and the teacher will adjust contract salaries when errors or omissions 
have been noted.  All errors are subject to retroactive action for that current contracted 
period. 
 
 

D.  TEACHER SALARY SCHEDULE: 
 

The teacher salary schedule for the 2019-2020 school year is set forth as Appendix A. 
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E.  SUPPLEMENTAL DUTIES SCHEDULE: 
 
1. All persons performing supplemental duties listed on the schedule for the first time will be 

placed on the adopted schedule. 
 

2. Teachers who sign a supplemental duty contract and resign that position after the first 
pay day of the school year (September 10) will pay the district $100.00.  Exceptions to 
this would be if said teacher accepts another position as approved or requested by the 
district for supplemental contract or for medical reasons as certified by district doctor. 
 

3.  Any alterations or divisions made regarding supplemental pay will be subject to the 
conditions outlined in the Athletic and Activities Handbook and must be approved by 
administration. 

 
4.   If a teacher has signed a supplemental duty contract and has not fulfilled the 

expectations (i.e. excessive absences, non-participation, or any other essential job 
related duties) of the supplemental position(s), the supplemental contract(s) may be 
rescinded and the position(s) may be reassigned at the discretion of the administration.  
The pay may be adjusted based on the percentage of contract fulfilled. 

 
5.  Supplemental Salary Schedule percents are applied to the base BA schedule to calculate 

salaries. 
 

    Group A          Group B 
 
  0. . . 14.5%       0. . . . 11.0% 
  1. . . 13.5%       1. . . . 10.5% 

      2. . . 12.0%       2. . . .   7.0% 
       3. . . 11.0%       3. . . .   4.5% 
      4. . .   9.5%       4. . . .   3.5% 
      5. . .   8.5%       5. . . .   2.5% 
      6. . .   8.0%       6. . . .   2.0% 
                7. . .   7.0%       7. . . .   1.25% 
                8. . .  6.5%     
      9 . . .  5.5% 

10 . . .  3.5% 

31



32



USD 262
2019-2020 Salary Schedule

Appendix A

YRS EXP STEP BA BA+12 BA+24 BA+36 MA MA+12 MA+24 MA+36 MA+48 MA+60

0 1 $43,300 $43,746 $44,174 $44,709 $46,252 $46,787 $47,389 $48,892 $49,660 $50,428
1 2 $43,835 $44,281 $44,709 $45,244 $46,787 $47,322 $47,924 $49,427 $50,195 $50,963
2 3 $44,370 $44,816 $45,244 $45,779 $47,322 $47,857 $48,459 $49,962 $50,730 $51,498
3 4 $44,905 $45,351 $45,779 $46,314 $47,857 $48,392 $48,994 $50,497 $51,265 $52,033
4 5 $45,440 $45,886 $46,314 $46,849 $48,392 $48,927 $49,529 $51,032 $51,800 $52,568
5 6 $45,975 $46,421 $46,849 $47,384 $48,927 $49,462 $50,064 $51,567 $52,335 $53,103
6 7 $46,510 $46,956 $47,384 $47,919 $49,462 $49,997 $50,599 $52,102 $52,870 $53,638
7 8 $47,045 $47,491 $47,919 $48,454 $49,997 $50,532 $51,134 $52,637 $53,405 $54,173
8 9 $47,580 $48,026 $48,454 $48,989 $50,532 $51,067 $51,669 $53,172 $53,940 $54,708
9 10 $48,115 $48,561 $48,989 $49,524 $51,067 $51,602 $52,204 $53,707 $54,475 $55,243

10 11 $48,650 $49,096 $49,524 $50,059 $51,602 $52,137 $52,739 $54,242 $55,010 $55,778
11 12 $49,631 $50,059 $50,594 $52,237 $52,877 $53,374 $54,877 $55,645 $56,413
12 13 $50,374 $50,802 $51,337 $52,980 $53,517 $54,117 $55,620 $56,388 $57,156
13 14 $51,117 $51,545 $52,080 $53,723 $54,260 $54,860 $56,363 $57,131 $57,899
14 15 $52,288 $52,823 $54,466 $55,003 $55,603 $57,106 $57,874 $58,642
15 16 $53,031 $53,566 $55,209 $55,746 $56,346 $57,849 $58,617 $59,385
16 17 $54,566 $56,209 $56,746 $57,346 $58,849 $59,617 $60,385
17 18 $55,566 $57,209 $57,746 $58,346 $59,849 $60,617 $61,385
18 19 $58,209 $58,746 $59,346 $60,849 $61,617 $62,385
19 20 $59,209 $59,746 $60,346 $61,849 $62,617 $63,385
20 21 $60,746 $61,346 $62,849 $63,617 $64,385
21 22 $62,346 $63,849 $64,617 $65,385
22 23 $64,849 $65,617 $66,385
23 24 $66,617 $67,385
24 25 $68,385
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ATHLETIC SCHEDULE

Group A-0 Group A-6
HS Head Football $6,287.50 HS Asst Cheerleader Sponsor $3,464.00
HS Head Basketball $6,287.50 HS Asst Track $3,464.00
HS Head Cheerleader Sponsor $6,287.50 HS Asst Softball $3,464.00

HS Asst Baseball $3,464.00
Group A-1 HS Asst Soccer $3,464.00
HS Head Wrestling $5,845.50 HS Asst Tennis $3,464.00
HS Head Volleyball $5,845.50 HS Asst Cross Country $3,464.00

MS Head Tennis $3,464.00
Group A-2 MS Head Cross Country $3,464.00
HS Head Baseball $5,196.00
HS Head Soccer $5,196.00 Group A-7
HS Head Softball $5,196.00 HS Asst Swim $3,031.00
HS Head Track $5,196.00 HS Asst Bowling $3,031.00

MS Asst Track $3,031.00
Group A-3 MS Asst Basketball $3,031.00
HS Head Cross Country $4,763.00 MS Asst Football $3,031.00
HS Head Tennis $4,763.00 MS Asst Volleyball $3,031.00
HS Head Swim $4,763.00 MS Asst Wrestling $3,031.00
HS Head Dance Sponsor $4,763.00 MS Asst Cheerleading Sponsor $3,031.00

Group A-4 Group A-8
MS Head Volleyball $4,113.50 HS Asst Golf $2,814.50
MS Head Football $4,113.50
MS Head Wrestling $4,113.50 Group A-9
MS Head Basketball $4,113.50 Summer Weights Coordinator $2,381.50
MS Head Track $4,113.50 MS Asst Tennis $2,381.50
MS Head Cheerleader Sponsor $4,113.50 MS Asst Cross Country $2,381.50
HS Head Golf $4,113.50
HS Head Bowling $4,113.50 Group A-10
HS Asst Football $4,113.50 Asst Summer Weights $1,515.50
HS Asst Basketball $4,113.50 HS Off-Season Weights $1,515.50
HS Asst Wrestling $4,113.50

Group A-5
HS Asst Volleyball $3,680.50
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NON-ATHLETIC SCHEDULE

Group B-0
HS Head Debate $4,979.50 Group B-6
HS Head Forensics $4,979.50 Professional Development Council $866.00
HS Instrumental Music $4,979.50 HS Robotics Coach $866.00

HS Freshman Sponsor $866.00
Group B-1 HS Sophomore Sponsor $866.00
HS Vocal Music $4,546.50 IS Student Council Sponsor $866.00

Elementary Instrumental Music $866.00
Group B-2 MS Scholars' Bowl Sponsor $866.00
HS Yearbook $3,031.00 HS/MS SHOW Sponsor $866.00
HS Musical $3,031.00 District Leadership Team $866.00
HS Asst Debate $3,031.00 Elementary Honor Choir Director $866.00
HS Asst Forensics $3,031.00 Elementary Yearbook Sponsor $866.00
HS Head Scholars' Bowl $3,031.00 MS Concessions Manager $866.00
HS AV Productions $3,031.00
HS Concessions Manager $3,031.00 Group B-7

Testing Coordinator $541.25
Group B-3 IS Robotics Club $541.25
Elementary Vocal Music $1,948.50 MS Science Olympiad $541.25
HS Head Drama (per play) $1,948.50 MS Math Relay Coordinator $541.25
HS Chess $1,948.50 MS Spelling Bee Coordinator $541.25
HS Student Council Sponsor $1,948.50 IS Kindness Club Sponsor $541.25
MS Vocal Music $1,948.50 Elementary Chess Sponsor $541.25
MS Instrumental Music $1,948.50 Elementary Asst Honor Choir $541.25

HS Clubs meeting following conditions:
Group B-4 1.  Constitution
HS Skills USA Sponsor $1,515.50 2.  Elected Officers
HS DECA Sponsor $1,515.50 3.  Regular Meetings Outside of 
HS FBLA Sponsor $1,515.50         School Hours (at least 4 per year)
HS FCCLA Sponsor $1,515.50 4.  Approval of Building Principal and 
HS HOSA Sponsor $1,515.50         Superintendent of Schools
HS Flag Choreographer $1,515.50
HS  Assistant Concessions Manager $1,515.50 Group C
MS Yearbook $1,515.50 TLC Advisor - Secondary Math $850.00
MS Technology Student Association (TSA) $1,515.50 TLC Advisor - Secondary Language Arts $850.00
MS Student Council Sponsor $1,515.50 TLC Advisor - Elementary $850.00
Student/Building Improvement Team $1,515.50
Teacher Leadership Academy Team $1,515.50 Group M

Tier 1 Mentor $1,000.00
Group B-5 Tier 2 Mentor $500.00
HS Senior Sponsor $1,082.50 Tier 3 Mentor $250.00
HS Junior Sponsor $1,082.50
HS Asst Drama (per play) $1,082.50
HS Newspaper $1,082.50
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MCREL’S TEACHER EVALUATION SYSTEM
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TEACHER EVALUATION RUBRIC

The following rubric was developed to align with and exemplify the Professional Teaching Standards and should be used in 
conjunction with the Professional Teaching Standards. The Rubric will be used to record evaluator ratings and teachers’ self-
assessments, and to document end-of-year ratings based on all evaluation activities (see Figure 2). A form for summarizing 
the teacher’s ratings also accompanies the Rubric. Together, these materials form the core of McREL’s Teacher Evaluation 
System.

Teacher performance will be noted as follows: 

Developing: Teacher demonstrated adequate growth toward achieving standard(s) during the period of performance, but did 
not demonstrate competence on standard(s) of performance.

Proficient: Teacher demonstrated basic competence on standard(s) of performance. 

Accomplished: Teacher exceeded basic competence on standard(s) of performance most of the time. 

Distinguished: Teacher consistently and significantly exceeded basic competence on standard(s) of performance. 

Not Demonstrated: Teacher did not demonstrate competence on or adequate growth toward achieving standard(s) of 
performance. (Note: If the Not Demonstrated rating is used, the principal/evaluator must comment about why it was used.)

These levels are cumulative across the rows of the Rubric. The Developing teacher may exemplify the skills expected of a teacher 
who is new to the profession or an experienced teacher who is working in a new content area or grade level, or who needs a new 
skill in order to meet the standard. A Proficient teacher must exhibit the skills and knowledge described under the Developing header 
as well as those under Proficient. Likewise, a Distinguished teacher exhibits all of the skills and knowledge described for that element 
across the row. The Not Demonstrated rating should be used when the teacher is performing below expectations and is not making 
adequate growth toward becoming Proficient on the element. This rating is also used when the principal is not able to check any of 
the practices for the element being rated. If a teacher is rated as Not Demonstrated, then a comment must be made as to why.

HOW THE RUBRIC IS CONSTRUCTED
 

RATINGS

b. Teachers demonstrate leadership in the school. Teachers work collaboratively with school personnel to create a professional learning 
community. They analyze and use local, state, and national data to develop goals and strategies in the school improvement plan that enhance 
student learning and teacher working conditions. Teachers provide input in determining the school budget and in the selection of professional 
development that meets the needs of students and their own professional growth. They participate in the hiring process and collaborate with their 
colleagues to mentor and support teachers to improve the effectiveness of their departments or grade levels.

DEVELOPING PROFICIENT ACCOMPLISHED DISTINGUISHED
NOT DEMONSTRATED  

(COMMENT REQUIRED)

 Attends professional 
learning community 
meetings.

 Displays awareness of 
the goals of the school 
improvement plan.

. . . and

 Participates in 
professional learning 
community.

 Participates in developing 
and/or implementing 
the school improvement 
plan.

. . . and

 Assumes a leadership 
role in professional 
learning community.

 Collaborates with school 
personnel on school 
improvement activities.

. . . and

 Collaborates with 
colleagues to improve 
the quality of learning in 
the school.

 Assumes a leadership 
role in implementing 
school improvement plan 
throughout the building.
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ELEMENT

FIGURE 2: EXAMPLE OF HOW THE RUBRIC IS CONSTRUCTED

PRACTICES

Appendix B
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INSTRUCTIONS FOR COMPLETING THE RUBRIC

To complete this form, begin in the first column (Developing). If the practice listed in the Developing column 
describes the teacher’s performance throughout the year, mark the box beside the descriptor. Continue to 
work down the column of Developing practices. The principal/evaluator should continue to the Proficient 
category and work down that column, marking all of the practices that describe the teacher’s work 
throughout the year. The principal/evaluator should continue to mark all practices that describe the teacher’s 
performance under the Accomplished and Distinguished categories. Each element should be rated in a 
similar fashion. 

Figure 3 provides an example of what a completed element might look like. If practices are checked in the 
Distinguished category, the evaluator should provide an explanatory comment in the space provided at the 
end of each standard. If nothing is checked for the element, the teacher must be rated Not Demonstrated 
and the evaluator must provide a comment.

b. Teachers demonstrate leadership in the school. Teachers work collaboratively with school personnel to create a professional learning 
community. They analyze and use local, state, and national data to develop goals and strategies in the school improvement plan that enhance 
student learning and teacher working conditions. Teachers provide input in determining the school budget and in the selection of professional 
development that meets the needs of students and their own professional growth. They participate in the hiring process and collaborate with their 
colleagues to mentor and support teachers to improve the effectiveness of their departments or grade levels.

DEVELOPING PROFICIENT ACCOMPLISHED DISTINGUISHED
NOT DEMONSTRATED  

(COMMENT REQUIRED)

 Attends professional 
learning community 
meetings.

 Displays awareness of 
the goals of the school 
improvement plan.

. . . and

 Participates in 
professional learning 
community.

 Participates in developing 
and/or implementing the 
school improvement plan.

. . . and

 Assumes a leadership 
role in professional 
learning community.

 Collaborates with school 
personnel on school 
improvement activities.

. . . and

 Collaborates with 
colleagues to improve the 
quality of learning in the 
school.

 Assumes a leadership 
role in implementing 
school improvement plan 
throughout the building.

FIGURE 3: EXAMPLE OF HOW TO COMPLETE THE RUBRIC

IF THE EVALUATOR DOES NOT MARK ANY OF THE PRACTICES UNDER 
DEVELOPING, PROFICIENT, ACCOMPLISHED, OR DISTINGUISHED, 
THEN THE TEACHER HAS NOT DEMONSTRATED PROFICIENCY ON 
THAT RESPONSIBILITY. IN SUCH CASES, THE TEACHER IS RATED NOT 
DEMONSTRATED, AND A COMMENT IN THE NOT DEMONSTRATED 
COLUMN IS REQUIRED.
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TEACHER EVALUATION RUBRIC

This form should be used for the teacher self-assessment, classroom observation, and the summary evaluation conference.  

Note: A “ ” in the first column (Observation) means that the evaluator should be able to observe the items in that row during 
routine classroom observations. 

Name:  _________________________________________________________________Date: _______________________________

School: _________________________________________________________________District: _____________________________

Evaluator: _______________________________________________________________Title: _______________________________

Start Time: ______________________________________________________________End Time: ___________________________

STANDARD I: TEACHERS DEMONSTRATE LEADERSHIP

a. Teachers lead in their classrooms. Teachers demonstrate leadership by taking responsibility for the progress of all students to ensure that they 
graduate from high school, are globally competitive for work and postsecondary education, and are prepared for life in the 21st century. Teachers 
communicate this vision to their students. Using a variety of data sources, they organize, plan, and set goals that meet the needs of the individual 
student and the class. Teachers use various types of assessment data during the school year to evaluate student progress and to make adjustments 
to the teaching and learning process. They establish a safe, orderly environment and create a culture that empowers students to collaborate and 
become lifelong learners.

DEVELOPING PROFICIENT ACCOMPLISHED DISTINGUISHED
NOT DEMONSTRATED  

(COMMENT REQUIRED)

 Understands how they 
contribute to students 
graduating from high 
school.

 Uses data to 
understand the skills 
and abilities of students.

. . . and

 Takes responsibility 
for the progress of 
students to ensure that 
they graduate from high 
school.

 Provides evidence of 
data-driven instruction 
throughout all 
classroom activities.

 Establishes a safe and 
orderly classroom.

. . . and

 Communicates to 
students the vision of 
being prepared for life in 
the 21st century.

 Evaluates student 
progress using a variety 
of assessment data.

 Creates a classroom 
culture that empowers 
students to collaborate.

. . . and

 Encourages students 
to take responsibility for 
their own learning.

 Uses classroom 
assessment data 
to inform program 
planning.

 Empowers and 
encourages students 
to create and maintain 
a safe and supportive 
school and community 
environment.

b. Teachers demonstrate leadership in the school. Teachers work collaboratively with school personnel to create a professional learning 
community. They analyze and use local, state, and national data to develop goals and strategies in the school improvement plan that enhance 
student learning and teacher working conditions. Teachers provide input in determining the school budget and in the selection of professional 
development that meets the needs of students and their own professional growth. They participate in the hiring process and collaborate with their 
colleagues to mentor and support teachers to improve the effectiveness of their departments or grade levels.

 Attends professional 
learning community 
meetings.

 Displays awareness of 
the goals of the school 
improvement plan.

. . . and

 Participates in 
professional learning 
community.

 Participates in 
developing and/
or implementing the 
school improvement 
plan.

. . . and

 Assumes a leadership 
role in professional 
learning community.

 Collaborates with 
school personnel on 
school improvement 
activities.

. . . and

 Collaborates with 
colleagues to improve 
the quality of learning in 
the school.

 Assumes a leadership 
role in implementing 
school improvement 
plan throughout the 
building.
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c. Teachers lead the teaching profession. Teachers strive to improve the teaching profession. They contribute to the establishment of positive 
working conditions in their school. They actively participate in and advocate for decision-making structures in education and government that take 
advantage of the expertise of teachers. Teachers promote professional growth for all educators and collaborate with their colleagues to improve the 
profession.

DEVELOPING PROFICIENT ACCOMPLISHED DISTINGUISHED
NOT DEMONSTRATED  

(COMMENT REQUIRED)

 Has knowledge of 
opportunities and the 
need for professional 
growth and begins to 
establish relationships 
with colleagues.

. . . and

Contributes to the

 Improvement of the 
profession through 
professional growth.

 Establishment of 
positive working 
relationships. 

 School’s decision-
making processes as 
required.

. . . and

 Promotes positive 
working relationships 
through professional 
growth activities and 
collaboration.

. . . and

 Seeks opportunities to 
lead professional growth 
activities and decision-
making processes.

d. Teachers advocate for schools and students. Teachers advocate for positive change in policies and practices affecting student learning. They 
participate in the implementation of initiatives to improve the education of students.

 Knows about the 
policies and practices 
affecting student 
learning.

. . . and

 Supports positive 
change in policies and 
practices affecting 
student learning.

. . . and

 Participates in 
developing policies and 
practices to improve 
student learning.

. . . and

 Actively participates, 
promotes, and 
provides strong 
supporting evidence 
for implementation of 
initiatives to improve 
education.

e. Teachers demonstrate high ethical standards. Teachers demonstrate ethical principles including honesty, integrity, fair treatment, and respect 
for others.

 Understands the 
importance of ethical 
behavior.

. . . and

 Demonstrates ethical 
behavior.

. . . and

 Knows and upholds 
ethical principles.

. . . and

 Models ethical behavior 
and encourages others 
to do the same.
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 Lesson plans
 Journals
 Student handbooks
 Student work
 School improvement planning
 Service on committees
 Relevant data 

 Class rules and procedures
 Participation in Professional Learning 
Community

 Membership in professional organizations
 Formal and informal mentoring
 Surveys
 National Board Certification

 Discipline records
  School Improvement Team membership
   ______________________________________
   ______________________________________
   ______________________________________
   ______________________________________
   ______________________________________

EXAMPLES OF ARTIFACTS FOR STANDARD I:  

STANDARD II:  TEACHERS ESTABLISH A RESPECTFUL ENVIRONMENT FOR A DIVERSE POPULATION OF STUDENTS

a. Teachers provide an environment in which each child has a positive, nurturing relationship with caring adults. Teachers encourage an 
environment that is inviting, respectful, supportive, inclusive, and flexible.

DEVELOPING PROFICIENT ACCOMPLISHED DISTINGUISHED
NOT DEMONSTRATED  

(COMMENT REQUIRED)

 Appreciates and 
understands the need 
to establish nurturing 
relationships.

. . . and

 Establishes an inviting, 
respectful, inclusive, 
flexible, and supportive 
learning environment.

. . . and

 Maintains a positive 
and nurturing learning 
environment.

. . . and

 Encourages and advises 
others to provide a 
nurturing and positive 
learning environment for 
all students.

b. Teachers embrace diversity in the school community and in the world. Teachers demonstrate their knowledge of the history of diverse 
cultures and their role in shaping global issues. They actively select materials and develop lessons that counteract stereotypes and incorporate 
histories and contributions of all cultures. Teachers recognize the influence of race, ethnicity, gender, religion, and other aspects of culture on a 
student’s development and personality. Teachers strive to understand how a student’s culture and background may influence his or her school 
performance. Teachers consider and incorporate different points of view in their instruction.

 Acknowledges that 
diverse cultures impact 
the world.

 Demonstrates 
awareness of the 
diversity of students in 
the classroom.

. . . and

 Displays knowledge of 
diverse cultures, their 
histories, and their 
roles in shaping global 
issues.

 Acknowledges the 
influence of race, 
ethnicity, gender, 
religion, socio-
economics, and 
culture on a student’s 
development and 
attitudes.

. . . and

 Uses materials or 
lessons that counteract 
stereotypes and 
acknowledges the 
contributions of all 
cultures.

 Consistently 
incorporates different 
points of view in 
instruction.

. . . and

 Promotes a deep 
understanding of 
cultures through the 
integration of culturally 
sensitive materials and 
ideas throughout the 
curriculum.

 Capitalizes on diversity 
as an asset in the 
classroom.

c. Teachers treat students as individuals. Teachers maintain high expectations, including graduation from high school, for students of all 
backgrounds. Teachers appreciate the differences and value the contributions of each student in the learning environment by building positive, 
appropriate relationships.

 Holds high expectations 
of students.

. . . and

 Communicates high 
expectations for all 
students.

. . . and

 Encourages and 
values contributions of 
students, regardless of 
background or ability.

. . . and

 Helps students hold 
high expectations for 
themselves and their 
peers.

 

O
b

se
rv

at
io

n

Appendix B

40



16

d. Teachers adapt their teaching for the benefit of students with special needs. Teachers collaborate with the range of support specialists to 
help meet the special needs of all students. Through inclusion and other models of effective practice, teachers engage students to ensure that their 
needs are met.

DEVELOPING PROFICIENT ACCOMPLISHED DISTINGUISHED
NOT DEMONSTRATED  

(COMMENT REQUIRED)

 Recognizes that 
students have a variety 
of learning needs.

 Is knowledgeable of 
effective practices for 
students with special 
needs.

. . . and

 Collaborates with 
specialists who can 
support the special 
learning needs of 
students.

 Provides unique 
learning opportunities, 
such as inclusion 
and research-based 
effective practices, for 
students with special 
needs.

. . . and

 Understands the roles 
of and collaborates with 
the full range of support 
specialists to help meet 
the special needs of all 
students.

 Effectively engages 
special needs students 
in learning activities and 
ensures their unique 
learning needs are met.

. . . and

 Anticipates the unique 
learning needs of 
students and solicits 
assistance from within 
and outside the school to 
address those needs.

 Adapts instruction for the 
benefit of students with 
special needs and helps 
colleagues do the same 
for their students.

e. Teachers work collaboratively with the families and significant adults in the lives of their students. Teachers recognize that educating 
children is a shared responsibility involving the school, parents or guardians, and the community. Teachers improve communication and collaboration 
between the school and the home and community in order to promote trust and understanding and build partnerships with all segments of the school 
community. Teachers seek solutions to overcome cultural and economic obstacles that may stand in the way of effective family and community 
involvement in the education of their students. 

 Responds to family and 
community concerns.

. . . and

 Communicates and 
collaborates with the 
home and community 
for the benefit of 
students.

. . . and

 Recognizes 
obstacles to family 
and community 
participation and 
conscientiously seeks 
solutions to overcome 
them.

. . . and

 Promotes trust 
and understanding 
throughout the school 
community.
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 Cooperation with ESL teachers
 Lesson plans that integrate international 
content

 Lesson plans that support modifications 
included in student IEPs

 Documentation of referral data and use of IEPs

 Communications with parents/community
 Professional development on cultural 
attitudes and awareness

 Use of  technology to incorporate cultural 
awareness into lessons

 Student profiles

 Student surveys
   _______________________________________
  ___________________________________
  ___________________________________
  ___________________________________
  ___________________________________

EXAMPLES OF ARTIFACTS FOR STANDARD II:

Comments        
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STANDARD III:  TEACHERS KNOW THE CONTENT THEY TEACH

a. Teachers align their instruction with the state standards. In order to enhance the state standards, teachers investigate the content standards 
developed by professional organizations in their specialty area. They develop and apply strategies to make the curriculum rigorous and relevant for 
all students and provide a balanced curriculum that enhances literacy skills. Elementary teachers have explicit and thorough preparation in literacy 
instruction. Middle and high school teachers incorporate literacy instruction within the content area or discipline.

DEVELOPING PROFICIENT ACCOMPLISHED DISTINGUISHED
NOT DEMONSTRATED  

(COMMENT REQUIRED)

 Demonstrates an 
awareness of the 
state standards and 
references them in the 
preparation of lesson 
plans.

 Elementary: Begins 
to integrate literacy 
instruction in selected 
lessons.

 Secondary:  
Recognizes the 
importance of 
integrating literacy 
strategies within the 
content areas.

. . . and

 Understands the state 
standards, uses them 
in preparation of lesson 
plans, and applies 
strategies to make the 
curriculum rigorous and 
relevant.

 Elementary: Integrates 
effective literacy 
instruction throughout 
the curriculum.

 Secondary: 
Incorporates a wide 
variety of literacy skills 
within content areas to 
enhance learning.

. . . and

 Develops and applies 
strategies based on the 
state standards and 
standards developed 
by professional 
organizations to 
make the curriculum 
balanced, rigorous and 
relevant.

 Elementary: Evaluates 
and reflects upon 
the effectiveness of 
instruction.

 Secondary: Evaluates 
and reflects upon 
the effectiveness of 
instruction within 
content areas.

. . . and

 Assists colleagues in 
applying such strategies 
in their classrooms.

 Elementary: Makes 
necessary changes to 
instructional practice to 
improve student learning.

 Secondary: Makes 
necessary changes to 
instructional practice to 
improve student learning.

b. Teachers know the content appropriate to their teaching specialty. Teachers bring a richness and depth of understanding to their 
classrooms by knowing their subjects beyond the content they are expected to teach and by directing students’ natural curiosity into an interest in 
learning. Elementary teachers have broad knowledge across disciplines. Middle school and high school teachers have depth in one or more specific 
content areas or disciplines.

 Demonstrates a 
basic level of content 
knowledge in the 
teaching specialty to 
which assigned.

. . . and

 Demonstrates an 
appropriate level of 
content knowledge in 
the teaching specialty 
to which assigned.

. . . and

 Applies knowledge of 
subject beyond the 
content in assigned 
teaching specialty. 
Motivates students to 
investigate the content 
area to expand their 
knowledge and satisfy 
their natural curiosity.

. . . and

 Extends knowledge of 
subject beyond content 
in their teaching specialty 
and sparks students’ 
curiosity for learning 
beyond the required 
course work.
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 Display of creative student work
 Lesson plans
 Content standards

   _______________________________________
  ___________________________________
  ___________________________________

  ___________________________________
  ___________________________________
  ___________________________________

EXAMPLES OF ARTIFACTS FOR STANDARD III:

c. Teachers recognize the interconnectedness of content areas/disciplines. Teachers know the links and vertical alignment of the grade 
or subject they teach. Teachers understand how the content they teach relates to other disciplines in order to deepen understanding and connect 
learning for students. Teachers promote global awareness and its relevance to subjects they teach.

DEVELOPING PROFICIENT ACCOMPLISHED DISTINGUISHED
NOT DEMONSTRATED  

(COMMENT REQUIRED)

 Understands the 
links between grade/
subject and the state 
standards.

 Displays global 
awareness.

. . . and

 Demonstrates 
knowledge of links 
between grade/
subject and the state 
standards.

 Promotes global 
awareness and its 
relevance to the 
subjects.

. . . and

 Demonstrates 
knowledge of the links 
and vertical alignment 
of the grade or subject 
area and the state 
standards. Relates 
content to other 
disciplines.

 Integrates global 
awareness activities 
throughout lesson 
plans and classroom 
instructional practices.

. . . and

 Collaborates with 
teachers from other 
grades or subject areas 
to establish links between 
disciplines and influence 
school-wide curriculum 
and teaching practice.

 Promotes global 
awareness and its 
relevance to all faculty 
members, influencing 
curriculum and teaching 
practices throughout the 
school.

d. Teachers make instruction relevant to students. Teachers incorporate 21st century life skills deliberately, strategically, and broadly into their 
teaching. These skills include leadership, ethics, accountability, adaptability, personal productivity, personal responsibility, people skills, self-direction, 
and social responsibility. Teachers help their students understand the relationship between the state standards and 21st century content, which 
includes global awareness; financial, economic, business, and entrepreneurial literacy; civic literacy; and health awareness.

 Identifies relationships 
between the state 
standards and life in the 
21st century.

. . . and

 Identifies relationships 
between the core 
content and 21st 
century content.

. . . and

 Integrates core content 
and 21st century 
content throughout 
lesson plans and 
classroom instructional 
practices.

. . . and

 Deepens students’ 
understandings of 21st 
century skills and helps 
them make their own 
connections and develop 
new skills.
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STANDARD IV:  TEACHERS FACILITATE LEARNING FOR THEIR STUDENTS

a. Teachers know the ways in which learning takes place, and they know the appropriate levels of intellectual, physical, social, and 
emotional development of their students. Teachers know how students think and learn. Teachers understand the influences that affect individual 
student learning (development, culture, language proficiency, etc.) and differentiate their instruction accordingly. Teachers keep abreast of evolving 
research about student learning. They adapt resources to address the strengths and weaknesses of their students.

DEVELOPING PROFICIENT ACCOMPLISHED DISTINGUISHED
NOT DEMONSTRATED  

(COMMENT REQUIRED)

 Understands 
developmental levels 
of students and 
recognizes the need to 
differentiate instruction.

. . . and

 Understands 
developmental 
levels of students 
and appropriately 
differentiates 
instruction.

 Assesses resources 
needed to address 
strengths and 
weaknesses of students.

. . . and

 Identifies appropriate 
developmental 
levels of students 
and consistently 
and  appropriately 
differentiates 
instruction.

 Reviews and uses 
alternative resources 
or adapts existing 
resources to take 
advantage of student 
strengths or address 
weaknesses.

. . . and

 Encourages and guides 
colleagues to adapt 
instruction to align with 
students’ developmental 
levels.

 Stays abreast of 
current research about 
student learning and 
emerging resources and 
encourages the school to 
adopt or adapt them for 
the benefit of all students.

b. Teachers plan instruction appropriate for their students. Teachers collaborate with their colleagues and use a variety of data sources for 
short- and long-range planning based on the state standards. These plans reflect an understanding of how students learn. Teachers engage students 
in the learning process. They understand that instructional plans must be consistently monitored and modified to enhance learning. Teachers make 
the curriculum responsive to cultural differences and individual learning needs.

 Recognizes data 
sources important to 
planning instruction.

. . . and

 Uses a variety of 
data for short- and 
long-range planning 
of instruction.  
Monitors and modifies 
instructional plans 
to enhance student 
learning.

. . . and

 Monitors student 
performance and 
responds to individual 
learning needs in order 
to engage students in 
learning.

. . . and

 Monitors student 
performance and 
responds to cultural 
diversity and learning 
needs through the school 
improvement process.

c. Teachers use a variety of instructional methods. Teachers choose the methods and techniques that are most effective in meeting the needs 
of their students as they strive to eliminate achievement gaps. Teachers employ a wide range of techniques including information and communication 
technology, learning styles, and differentiated instruction.

 Demonstrates 
awareness of the 
variety of methods and 
materials necessary to 
meet the needs of all 
students.

. . . and

 Demonstrates 
awareness or use of 
appropriate methods 
and materials 
necessary to meet the 
needs of all students.

. . . and

 Ensures the success of 
all students through the 
selection and utilization 
of appropriate methods 
and materials.

. . . and

 Stays abreast of 
emerging research 
areas and new and 
innovative materials 
and incorporates them 
into lesson plans and 
instructional strategies.
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d. Teachers integrate and utilize technology in their instruction. Teachers know when and how to use technology to maximize student learning. 
Teachers help students use technology to learn content, think critically, solve problems, discern reliability, use information, communicate, innovate, 
and collaborate.

DEVELOPING PROFICIENT ACCOMPLISHED DISTINGUISHED
NOT DEMONSTRATED  

(COMMENT REQUIRED)

 Assesses effective 
types of technology to 
use for instruction.

. . . and

 Demonstrates 
knowledge of how to 
utilize technology in 
instruction.

. . . and

 Integrates technology 
with instruction to 
maximize student 
learning. 

. . . and

 Provides evidence of 
student engagement in 
higher level thinking skills 
through the integration of 
technology. 

e. Teachers help students develop critical thinking and problem-solving skills. Teachers encourage students to ask questions, think 
creatively, develop and test innovative ideas, synthesize knowledge, and draw conclusions. They help students exercise and communicate sound 
reasoning; understand connections; make complex choices; and frame, analyze, and solve problems.

 Understands the 
importance of 
developing students’ 
critical thinking and 
problem-solving skills.

. . . and

 Demonstrates 
knowledge of 
processes needed 
to support students 
in acquiring critical 
thinking skills and 
problem-solving skills.

. . . and

Teaches students the 
processes needed to 

 Think creatively and 
critically.

 Develop and test 
innovative ideas. 

 Synthesize 
knowledge.

 Draw conclusions.

 Exercise and 
communicate sound 
reasoning.

 Understand 
connections.

 Make complex 
choices.

 Frame, analyze, and 
solve problems. 

. . . and

 Encourages and assists 
teachers throughout the 
school to integrate critical 
thinking and problem-
solving skills into their 
instructional practices. 

f. Teachers help students work in teams and develop leadership qualities. Teachers teach the importance of cooperation and collaboration. 
They organize learning teams in order to help students define roles, strengthen social ties, improve communication and collaborative skills, interact 
with people from different cultures and backgrounds, and develop leadership qualities.

 Provides opportunities 
for cooperation, 
collaboration, and 
leadership through 
student learning teams.

. . . and

 Organizes student 
learning teams 
for the purpose of 
developing cooperation, 
collaboration, and 
student leadership.

. . . and

 Encourages students 
to create and manage 
learning teams.

. . . and

 Fosters the development 
of student leadership 
and teamwork skills to 
be used beyond the 
classroom.
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g. Teachers communicate effectively. Teachers communicate in ways that are clearly understood by their students. They are perceptive listeners 
and are able to communicate with students in a variety of ways even when language is a barrier. Teachers help students articulate thoughts and ideas 
clearly and effectively.

DEVELOPING PROFICIENT ACCOMPLISHED DISTINGUISHED
NOT DEMONSTRATED  

(COMMENT REQUIRED)

 Demonstrates the 
ability to effectively 
communicate with 
students.

 Provides opportunities 
for students to 
articulate thoughts and 
ideas.

. . . and

 Uses a variety 
of methods for 
communication with all 
students.

 Consistently 
encourages and 
supports students to 
articulate thoughts 
and ideas clearly and 
effectively.

. . . and

 Creates a variety 
of methods to 
communicate with all 
students. 

 Establishes classroom 
practices that 
encourage all students 
to develop effective 
communication skills.

. . . and

 Anticipates 
possible student 
misunderstandings and 
proactively develops 
teaching techniques to 
mitigate concerns.  

 Establishes schoolwide 
and grade appropriate 
vehicles to encourage 
students throughout 
the school to develop 
effective communication 
skills.

h. Teachers use a variety of methods to assess what each student has learned. Teachers use multiple indicators, including formative and 
summative assessments, to evaluate student progress and growth as they strive to eliminate achievement gaps. Teachers provide opportunities, 
methods, feedback, and tools for students to assess themselves and each other. Teachers use 21st century assessment systems to inform instruction 
and demonstrate evidence of students’ 21st century knowledge, skills, performance, and dispositions.

 Uses indicators to 
monitor and evaluate 
student progress.

 Assesses students in 
the attainment of 21st 
century knowledge, 
skills, and dispositions.

. . . and

 Uses multiple 
indicators, both 
formative and 
summative, to monitor 
and evaluate student 
progress and to inform 
instruction.

 Provides evidence that 
students attain 21st 

century knowledge, 
skills, and dispositions.

. . . and

 Uses the information 
gained from the 
assessment activities 
to improve teaching 
practice and student 
learning.

 Provides opportunities 
for students to assess 
themselves and others.

. . . and

 Teaches and encourages 
students to use peer 
and self-assessment 
feedback to assess their 
own learning.

 Encourages and guides 
colleagues to assess 21st 

century skills, knowledge, 
and dispositions and 
to use the assessment 
information to adjust their 
instructional practice. 

O
b

se
rv

at
io

n

 Lesson plans
 Display of technology used
 Professional development
 Use of student learning teams 

 Documentation of differentiated instruction
 Materials used to promote critical thinking 
and problem solving

 Collaborative lesson planning

   _______________________________________
  ___________________________________
  ___________________________________
  ___________________________________

EXAMPLES OF ARTIFACTS FOR STANDARD IV:

Comments
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STANDARD V:  TEACHERS REFLECT ON THEIR PRACTICE

a. Teachers analyze student learning. Teachers think systematically and critically about student learning in their classrooms and schools: Why 
learning happens and what can be done to improve achievement. Teachers collect and analyze student performance data to improve school and 
classroom effectiveness. They adapt their practice based on research and data to best meet the needs of students.

DEVELOPING PROFICIENT ACCOMPLISHED DISTINGUISHED
NOT DEMONSTRATED  

(COMMENT REQUIRED)

 Recognizes the need 
to improve student 
learning in the 
classroom.

. . . and

 Provides ideas about 
what can be done 
to improve student 
learning in their 
classroom.

. . . and

 Thinks systematically 
and critically about 
learning in their 
classroom: Why 
learning happens and 
what can be done 
to improve student 
achievement.

. . . and

 Provides a detailed 
analysis about what 
can be done to improve 
student learning and uses 
such analyses to adapt 
instructional practices 
and materials within the 
classroom and at the 
school level.

b. Teachers link professional growth to their professional goals. Teachers participate in continued, high-quality professional development that 
reflects a global view of educational practices; includes 21st century skills and knowledge; aligns with the State Board of Education priorities; and 
meets the needs of students and their own professional growth.

 Understands 
the importance 
of professional 
development.

. . . and

 Participates in 
professional 
development aligned 
with professional goals.

. . . and

 Participates in 
professional 
development activities 
aligned with goals and 
student needs. 

. . . and

 Applies and implements 
knowledge and skills 
attained from professional 
development consistent 
with its intent. 

c. Teachers function effectively in a complex, dynamic environment. Understanding that change is constant, teachers actively investigate 
and consider new ideas that improve teaching and learning. They adapt their practice based on research and data to best meet the needs of their 
students.

 Is knowledgeable of 
current research-based 
approaches to teaching 
and learning.

. . . and

 Considers and uses 
a variety of research-
based approaches to 
improve teaching and 
learning.

. . . and

 Actively investigates 
and considers 
alternative research-
based approaches 
to improve teaching 
and learning and uses 
such approaches as 
appropriate.

. . . and

 Adapts professional 
practice based on data 
and evaluates impact on 
student learning.
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 Lesson plans
 Formative assessments
 Student work
 Professional Development Plan
 Completion of professional development

 Participation in Professional Learning 
Community

 Formative and summative student assessment 
data

   _______________________________________

  ___________________________________
  ___________________________________
  ___________________________________
   ___________________________________
  ___________________________________

EXAMPLES OF ARTIFACTS FOR STANDARD V:

Comments
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___________________________________________________________ _____________

Teacher Signature Date

___________________________________________________________ _____________

Principal/Evaluator Signature Date

Comments Attached:  ____Yes     ____No

___________________________________________________________ _____________

Principal/Evaluator Signature Date 
(Signature indicates question above regarding comments has been addressed).

Note: The teacher’s signature on this form represents neither acceptance nor approval of the report. It does, however, 
indicate that the teacher has reviewed the report with the evaluator and may reply in writing. The signature of the principal or 
evaluator verifies that the report has been reviewed and that the proper process has been followed according to the State 
Board of Education Policy for the Teacher Evaluation Process.

TEACHER EVALUATION RUBRIC SIGNATURE PAGE
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PROFESSIONAL DEVELOPMENT PLAN

School Year: _____________________________________________  Year: 1 2 3 4 Career Status  

   Lateral Entry: 1 2 3 

Name:  _____________________________________Position/Subject Area: ___________________________________________

School: ____________________________________________________________________________________________________

Mentor:  ____________________________________Position/Subject Area: ___________________________________________
(Required in the first three years for all beginning teachers)

District: ____________________________________________________________________________________________________

Professional Teaching Standards

PROFESSIONAL TEACHING STANDARDS

1. TEACHERS DEMONSTRATE LEADERSHIP

2. TEACHERS ESTABLISH A RESPECTFUL ENVIRONMENT FOR A DIVERSE POPULATION OF STUDENTS

3. TEACHERS KNOW THE CONTENT THEY TEACH

4. TEACHERS FACILITATE LEARNING FOR THEIR STUDENTS

5. TEACHERS REFLECT ON THEIR PRACTICE

STANDARD(S) TO BE ADDRESSED:

ELEMENT(S) TO BE ADDRESSED:

Teacher’s Strategies

GOALS FOR ELEMENTS ACTIVITIES/ACTIONS EXPECTED OUTCOMES AND 
EVIDENCE OF COMPLETION

RESOURCES NEEDED TIMELINE

GOAL 1:

GOAL 2:

Teacher’s Signature:  _______________________________________________________________________ Date: ____________

Mentor’s Signature: ________________________________________________________________________  Date: ___________

Administrator’s Signature ___________________________________________________________________ Date: ____________

Plan:  Individual Monitored Directed 

A.

B.
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PROFESSIONAL DEVELOPMENT PLAN—MID-YEAR REVIEW 

TO BE COMPLETED BY (DATE) ______________________________

Evidence of Progress Toward Specific Standards and Elements to be Addressed/Enhanced

Narrative

TEACHER’S COMMENTS: MENTOR’S COMMENTS ADMINISTRATOR’S COMMENTS:

TEACHER’S SIGNATURE:

DATE:

MENTOR’S SIGNATURE:

DATE:

ADMINISTRATOR’S SIGNATURE:

DATE:

C.

D.
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PROFESSIONAL DEVELOPMENT PLAN—END-OF-YEAR REVIEW 

TO BE COMPLETED BY (DATE) ______________________________

Evidence of Progress Toward Specific Standards and Elements to be Addressed/Enhanced

Goal 1 was successfully completed. Yes No 

Goal 2 was successfully completed. Yes No 

Narrative

TEACHER’S COMMENTS: MENTOR’S COMMENTS ADMINISTRATOR’S COMMENTS:

TEACHER’S SIGNATURE:

DATE:

MENTOR’S SIGNATURE:

DATE:

ADMINISTRATOR’S SIGNATURE:

DATE:

F.

G.

E.
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Standard I: School counselors demonstrate leadership.

Developing Proficient Accomplished Distinguished
Not Demonstrated

 (Comment Required)
□. Collaborates with school 
staff to creat a positive 
learning community.
  □. Chooses professional 
development activities that 
foster their own 
professional growth.
 
 □. Identifies data that 
aligns the school counseling 
program with the school 
improvement plan.

. . . and
 □. Uses data from 
multiple sources to 
determine the impact of 
the school counsleing 
program on students and 
the school.
 
 □.Creates data driven 
goals and strategies that 
align with the school 
improvement plan.              
‐                                      
□.Provides input in the 
selection of professional 
development for school 
staff.                                        

. . . and
 □. RouƟnely reviews and 
modifies the school 
counseling program with 
the administrator.                    
‐               
 □. Makes recommendaƟons 
for program revisions.             
‐                                                   
□. Mentors and supports 
colleagues on issues related 
to counseling students.           
‐                                       
□.Shares student and 
program data with 
stakeholders.                             
‐                                                   
□.Provides professional 
development within the 
school to address student 
needs.

. . . and
 □. Leads the development 
of revisions to the school 
counseling program.
 
 
□.Provides professional 
development at the district, 
state, or national level.

□. Contributes to posiƟve 
working conditions                 
□. Collaborates with 
colleagues to improve the 
profession.

. . . and
 □. Supports the 
professional growth of 
individual school staff 
members on the 
application of best 
practices

. . . And                                       
Strives to improve and 
enhance the profession 
within the school by
 □. Stays current on 
evidence‐based literature 
on school counseling.           
 □. Helps to establish a 
positive school climate.           
□.Shares best pracƟces with 
colleagues.

. . . and
 Enhances the prefession at 
the district, state, and/or 
national level by:                     
□. ConducƟng presentaƟons  
□. WriƟng arƟcles                     
□. Serving on boards, 
committees or task forces

Observation

a. School counselors demonstrate leadership in the school.

b. School counselors enhance the counseling profession.
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Developing Proficient Accomplished Distinguished
Not Demonstrated

 (Comment Required)
□. ParƟcipates in the 
implementation of 
initiatives to improve 
outcomes for students.

. . . and
 □. Supports posiƟve
 change in policies and 
practices affecting student 
success.                                  
 □. promotes awareness of 
and responsiveness to 
learning styles, cultural 
diversity, and individual 
student needs.
 
 □. Advocates for 
adequate time for direct 
and indirect counsleing 
services at the school 
level. 

. . . and
 □. ParƟcipates in 
developing policies and 
practices to
 improve student
 success.

. . . and
 □. Actively participates,
 promotes, and provides 
strong supporting evidence
 for implementation of
 initiatives to improve 
education.

□. Understands the
 importance of ethical 
standards and behavior.

. . . and
 □. Demonstrates
 ethical behavior and 
upholds ethical standards.

. . . and
 □. Models ethical behavior 
and encourages others to do 
the same.

. . . and
 □. Promotes ethical 
behavior and encourages 
others to do the same.

Individual Growth Plan
PLC & Other Meeting Documentation
Additional Certifications

Observation

c. School counselors advocate for schools and students.

d. School counselors demonstrate high ethical standards.

Examples of Artifacts
Administrator/Counselor Annual Agreement
School Counseling Program Action Plan and Results Data
Professional Development Documentation
Analysis of School & Counseling Program Data

53



COUNSELOR EVALUATION RUBRIC Appendix B

Developing Proficient Accomplished Distinguished
Not Demonstrated

 (Comment Required)
□. Appreciates and
 understands the need to 
establish nurturing 
relationships.

. . . and
 □. Establishes an inviƟng, 
respectful, inclusive, 
flexible, and supportive 
learning environment.    □. 
Models and teacher 
behaviors that lead to 
positive and nurturing 
relationships.

. . . and
 □. Contributes to a posiƟve 
school environment taht 
promotes positive and 
nurturing relationships.

. . . and
 □. Encourages and
 advises others to
 provide a nurturing
 and positive learning
 environment for all
 students.

□. Acknowledges that 
diverse cultures
 impact the world.
 
 
 
 □. Demonstrates
 awareness of the
 diversity of students
 in the school.

. . . and
 □. Displays knowledge of 
diverse cultures, their 
histories, and their roles 
in shaping global issues.
 
 □. Acknowledges the 
influence of race,
 ethnicity, gender, 
religion, socio‐economics,
 and culture on a 
student’s development 
and attitudes.

. . . and
 □. Incorporates different 
points of view in the school 
counseling program and 
services to students.
 
 
 □. Delivers programs and 
activities based on student 
needs, including individual 
and group differences.

. . . and
 □. Promotes a deep 
understanding of cultures 
through the  integration of 
culturally sensitive materials 
and ideas throughout the 
curriculum.
 
 
 □. Capitalizes on diversity as 
an asset in the school.

□. Holds high
 expectations of
 students.

. . . and
 □. Communicates high 
expectations for all 
students.

. . . and
 □. Encourages and
 values contributions
 of students,
 regardless of
 background or ability.

. . . and
 □. Helps students hold high 
expectations for
 themselves and their
 peers.

a. School counselors foster an environment in which each child has a positive, nurturing relationship with caring adults.

b. School counselors embrace diversity in the school community and in the world.

c. School counselors treat students as individuals.

Standard II: School Counselors establish a respectful environment for a diverse population of students

Observation

54



COUNSELOR EVALUATION RUBRIC Appendix B

Developing Proficient Accomplished Distinguished
Not Demonstrated

 (Comment Required)
□. CollaboraƟvely idenƟfies 
and prioritizes student 
needs based on data, 
referrals, observations, and 
other sources of 
information.
 
 
 
 
 

. . . and
 □. Provides appropriate 
services to meet 
individual student, small 
group, and classroom 
needs.
 
   

. . . and
 □. Collaborates with others 
to create a customised plan 
of action that guides follow‐
up services to meet 
students' varied needs.

. . . and                                    
□. Adapts services based on 
the academic, 
social/emotional, and career 
needs of students.   
 □. Adapts services to 
address the customized plan 
of action for the school.

□. Responds to family and 
community concerns.

. . . and
 □. Communicates and 
collaborates with the 
home and community for 
the benefit of students.

. . . and
 □. Develops and uƟlizes 
community partnerships 
and resources.
 

 □. Seeks soluƟons to 
overcome barries that stand 
in the way effective family 
and community 
involvement.

. . . and
 □. Promotes and builds 
trust, understanding and 
partnerships throughout the 
school community.

Meeting Documentation
Parent Contact Logs
School Improvement Plan Implementation Documentation
Curriculum and Materials Used
Curriculum Map/Action Plan
Data Collection and Analysis Activities
Documentation of formal and informal mentoring
Sign‐in Sheets for Parent Activities
Surveys
Professional Development Documentation

Observation

Examples of Artifacts

e. School Counselors work collaboratively with the families and significant adults in the lives of their students.

d. School counselors recognize students are diverse and adapt their services accordingly.
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Standard III: School Counselors understand and facilitate the implementation of a comprehensive school counseling program.

Developing Proficient Accomplished Distinguished
Not Demonstrated

 (Comment Required)
□. Understand the
importance of aligning
evidence‐based practices
and programs with the
Kansas Comprehensive
School Counseling Program.

. . . and
□. Implements an
evidence‐based practices
and programs aligned
wtih the Kansas
Comprehensive School
Counseling Program.

 

. . . and
□. Implements and/or
assists school staff in
implementing strategies to
assist students in being
successful.

. . . and
□. Leads professional
development in strategies
that assist student in being
successful.
□. Communicates effecƟve
practices beyond the school
level.

□. Understands the
connections between
theories and evidence
based research about
human development,
student learning, and
student success.

. . . and
□. Applies theories and
research about human
development and student
learing in counseling
programs and services
designed to enhance
student success.

. . . and
□. Collaborates in the
development of strategies
based on evidence‐based
resarch theories about
humand development,
student learning and
student success.

. . . and
□. Leads professional
development on
connections between
theories and research about
human development and
student success.

□. Leads professional
development beyond the
school level.

□. Understands how the
school counseling program
relates to other content
areas/disciplines.

. . . and
□. Collaborates with
school staff to help them
understand how the
school counseling
program relates to their
content area/discipline.

. . . and
□. Provides assistance to
school staff as they
integrate the school
counseling program into
their content
area/discipline.

. . . and
□. Shares data from the
implementation of the
school counseling progarm
with school staff.

a. School Counselors align their programs to support student success at USD 262.

b. School Counselors understand how their professional knowledge and skills support and enhance student success.

Observation

C. School Counselors recognize the interconnectedness of the comprehensive school counseling program with academic content
areas/disciplines.
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Observation Developing Proficient Accomplished Distinguished
Not Demonstrated

 (Comment Required)
. . . and
□. Understands the need
for a comprehensive school
counseling program to be
relevant to students.

□. Monitors data regarding
the effectiveness of the
school counseling program.

. . . and
□. Devleops a
comprehensive school
counseling prgram based
on data to meet student
needs, skills, and
interests.

. . . and
□. Builds on student needs,
skills, and interests to
incorporate 21st Century
skills and content into the
school counseling program.

. . . and
□. Shares strategies that
show promis for
incorporating 21st Century
skills and content into the
school counseling program.

School Counseling Program Calendars
Curriculum Action Plans
Needs Assessments
Teacher Lesson Plans
PLC Documentation
Closing the Gap Action Plans
Accountability/Results Reports
Surveys
Meeting Minutes
Professional Development Documentation
Pre & Post Tests

d. School Counselors develop comprehensive school counseling programs that are relevant to students.

Examples of Artifacts
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Standard IV: School Counselors promote learning for all students.

Developing Proficient Accomplished Distinguished
Not Demonstrated

 (Comment Required)
□. Understands
developmental
levels of students
and recognizes the
need to differentiate
services.

. . . and
□. Understands
developmental
levels of students
and appropriately
differentiates
services.

□. Provides resources
needed to address
strengths and weaknesses
of students.

. . . and
□. IdenƟfies appropriate
developmental
levels of students
and consistently
and appropriately
differentiates
services.

□. Sees strategies to
mitigate barries to student
learning

. . . and
□. Encourages and
guides colleagues to
adapt instruction to
align with students’
developmental levels.

□. MiƟgates barries to
student learning

□. Understands the need
for a comprehensive school
counseling program that
addresses the needs of all
students.

□. Understands how
significant adults in the
lives of students impact
student success.

. . . and
□. Plans appropriate
programs using academic,
behavior and attendance
data.

□. Provides resources to
help significant adults
advocate for their
students.

. . . and
□. Collaborates and
consults with stakeholder
groups to support students'
acadmic, career, and
social/emotional
development.
□. Promotes the
effectiveness of the
comprehensive school
counseling program to
stakeholder groups.

□. Assists significant adults
in advocating for students.

. . . and
□. Presents results data at
the district, state, and/or
national levels that
demonstrate the impact of
the school counseling
program on students'
academic, career, and
social/emotional
development.

a. School Counselors know the ways in which learning takes place, and they know the appropriate levels of intellectual, physical, social,
and emotional development of their students.

Observation

b. School Counselors plan their programs for the academic, career, and social/emotional development of all students.
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Observation Developing Proficient Accomplished Distinguished
Not Demonstrated

 (Comment Required)
□. Assists students with
developing academic,
social/emotional, and
career goals (individually or
in groups).

□. Develops a plan for the
effective use of time, based
on program priorities and
student needs.

. . . and
□. Provides a wide range
of evidence‐based
developmentally
appropriate prevention,
intervention, and
responsive services.
‐
□. Implements a plan for
the effective use of time,
based on program
priorties and student
needs.

□. Employs appropriate
and available technology
to enhance service
delivery.

. . . and
Montiors plan 
implementation to assure:
□. The majority of Ɵme is
spent providing direct and
indirect student services.
‐
□. Services provided are
based on program priorities
and student needs.

□. Adapts program plan and
activities based on student
needs.

. . . and
□. Stays abreast of
emerging research
areas and new and
innovative materials
and incorporates them into
lesson plans and
instructional strategies.

□. Helps students learn
problem‐solving techniques
that incorporate critical
thinking and other 21st
century skills.

. . . and
□. Assists students in
using problem solving,
critical thinking, and other
21st century skills.

. . . and
□. Addresses issues that
interfere with students'
ability to problem‐solve,
think critically, and use
other 21st century skills.

. . . and
□. Encourages and
assists teachers
throughout the school to
integrate critical thinking
and problem solving skills
into their instructional
practices.

d. School Counselors help students develop critical thinking and problem‐solving skills.

c. School Counselors use a variety of delivery methods.
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Observation Developing Proficient Accomplished Distinguished
Not Demonstrated

 (Comment Required)
 □. Listens responsively to 
students, colleagues, 
parents/guardians, and 
other stakeholders in order 
to identify issues and 
barries that impede 
student success.
 
 □. Undrstand the 
importance of students 
developing effective 
communication skills.

 …and                                □. 
Uses a variety of methods 
to assist students in 
developing effective 
communication skills.
 
 □. Models effecƟve 
communication skills.

 …and                                       
□. Assists students in 
determining the most 
appropriate communication 
strategies to use in a variety 
of situations.
 
 □. Promotes the 
development of effective 
communication skills 
throughout the school 
community.

. . . and
 □. AnƟcipates
 possible student
 misunderstandings
 and proactively
 develops teaching
 techniques to mitigate 
concerns.
 
 □. Establishes school‐wide
 and grade appropriate 
vehicles to encourage 
students throughout the 
school to develop effective
 communication skills.

Action Plans
Advisory Council Documentation
Counselor Webpage
Annual Agreement between Admin & Counselor
Lesson Plans
Resource Checklist
Training Documentation
Observation Results
Surveys
Approved Program Goals
Calendars
Time/Task Analysis

e. School Counselors use and promote effective listening and communication skills.

Examples of Artifacts
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Standard V: Teachers reflect on their practice.

Developing Proficient Accomplished Distinguished
Not Demonstrated

 (Comment Required)
□. Thinks systemaƟcally 
andn critically about the 
impact of the 
comprehensive school 
counseling program on 
students academic, career, 
and social/emotional 
development.

. . . and
 □. Develops and 
maintains a written plan 
of data driven goals and 
strategies for the effective 
delivery of the school 
counseling program.

. . . and                                        
 □. Seeks feedback from 
stakeholders on the 
effectiveness of the service 
deliver and needed changes. 
                                                
□. Determines the 
effectiveness of service 
delivery based on data.
 
 □. Uses results to improve 
and enhance school 
counseling program.

. . . and
 □. Collaborates with 
stakeholders to implement 
necessary changes.

 □. ParƟcipates in high 
quality professional 
development specific to 
school counseling.                  
‐                                                  
 □. Understands the need 
to align professional 
growth activities with the 
Kansas School Counseling 
Program and SECD 
standards.
 

. . . and
 □. ParƟcipates in
 professional
 development
 activities aligned with 
student needs and state 
standards.

. . . and
 □. Applies new knowledge 
and skills gained through 
professional development 
activities.

. . . and
 □. Develops focused and 
rigorous professional 
development activities.

b. School Counselors link professional growth to the needs of their school and their program goals.

Observation

a. School Counselors analyze the impact of the school counseling program.
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Developing Proficient Accomplished Distinguished
Not Demonstrated

 (Comment Required)
□. Understands the need to 
engage in active reflection 
about practice (e.g. written 
journals, PLCs, discussions 
with colleagues and 
mentors).

. . . and                                    
 □. AcƟvely invesƟgates 
and considers new ideas 
that improve the school 
counseling program             
‐                                                
 □. Collaborates with 
students, staff, parents, 
and other stakeholders to 
implement improvements 
to student academic, 
career, and 
social/emotional 
development.
 
 □. Engages in acƟve 
reflection about practice.

. . . and
 □. Monitors the impact of 
adaptations to professional 
practice on student 
academic, career, and 
social/emotional 
development.

. . . and                                        
 □. Locates and uƟlizes 
resources to intergrate 
necessary change into 
ongoing practices.                     
‐                                                    
 □. Contributes to the 
enhancement of the school 
counseling profession.
   

Student Achievement Data
Records of student behavior
School Climate Data
Student Feedback
Parent Feedback
Stakeholder Feedback
Self‐assessment
Documentation of continuing education
Program Assessment _________________________          ____________
Resource Checklist Counselor Signature Date
Documentation of active reflection
Accountability Reports

_________________________          ____________
Principal/Evaluator Signature Date

Examples of Artifacts

c. School Counselors function effectively in a complex, dynamic environment.

Observation
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GRIEVANCE PROCEDURE INSTRUCTIONS 

The purpose of the grievance procedure is to facilitate free, easy, and effective 
communication between employees and the administrative staff in order to secure, in good 
faith, equitable solutions to problems which may arise from time to time.  Careful attention 
to contract requirements for a grievance and the proper procedure for completing a 
grievance form and the filing of same, are hereinafter detailed.  This will help to insure an 
expeditious and thorough consideration of each grievance. 

Grievance Report Forms may be secured from school building offices and the Association 
officers, and should be filed at each level of the grievance procedure. 

1. Each portion of the Grievance Report Form should be completed fully in as much
detail as possible.  The statement of facts upon which the grievance is based should
include all relevant facts, including details of time, date, place, persons involved and
what occurred.

Detailed information of the facts involved, the relevant contract provisions, board
policies, or administrative regulations or practices, and the manner in which they
are related are extremely important in order to provide a basis upon which a fair,
thorough and expeditious decision may be made.

2. Under Section B of the Grievance Report Form, those relevant contract provisions,
board policies, or administrative regulations or practices which the grievant
contents have been violated, misinterpreted, or misapplied, should be specified.

3. Under Section C, the grievant should state his/her claim by describing the manner
in which the factual contentions are related to the relevant contract provisions and
how a violation, misinterpretation, or misapplication of the contract, board policies,
or administrative regulations or practices has occurred.

4. Under Section D, the grievant should specify the relief which he/she desires as a
result of the grievance.

Appendix C
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GRIEVANCE PROCEDURE APPENDIX

UNIFIED SCHOOL DISTRICT #262
GRIEVANCE REPORT FORM

PROCEDURE    (2)    (3)    (4) Date Filed:

(Circle one to indicate level of Grievance)
Name of Grievant: Building: Assignment:

A.    Date cause of grievance occurred:

B.    Relevant contract provisions, Board policies, or administrative regulations or practices:

C. Statement of grievant's claim (statement of facts upon which grievance is based--use additional pages if necessary):

D.    Relief desired:

Signature: Date:

Date Received:

E.    Disposition by the appropriate administrator (attach additional pages if necessary):

Signature:

Date:

INSTRUCTIONS ON REVERSE SIDE

                                          Appendix C
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Appendix D 

Notice of Intent to Move Across Salary Schedule 

Name _____________________________________ 

I intend to move across the salary schedule to ___________________________ column 

for the school year _________________________. 

I intend to use _____________ college hours. 

I intend to use ______________  PDC points. 

________________________________________________ 

Signature 

Please return this form to the Assistant Superintendent on or before the last teacher contract 
day of the year prior to the salary movement. 
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USD 262 Valley Center, Kansas 
SUMMARY OF CONTACT WITH A PROFESSIONAL EMPLOYEE 

 
 
 
Professional Employee: School: 

 Date:  
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
___________________________________________ _________________________ 
Professional Employee Signature Date 
 
 
___________________________________________ _________________________ 
Administrator Signature Date 
 
A signature on this form indicates the receipt of the document, but does not necessarily indicate agreement with the 
statements.   The Professional Employee has the right to submit additional written comments regarding process or content on 
the Summary of Contact form within ten (10) working days.  A copy of additional comments submitted will be attached to 
this form.  This form will not be used as a response to Association involvement or activity. 

  

  

  

Appendix E
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EMPLOYEE RIGHTS
UNDER THE FAMILY AND MEDICAL LEAVE ACT

Eligible employees who work for a covered employer can take up to 12 weeks of unpaid, job-protected leave in a 12-month period 
for the following reasons:

• The birth of a child or placement of a child for adoption or foster care;
• To bond with a child (leave must be taken within 1 year of the child’s birth or placement);
• To care for the employee’s spouse, child, or parent who has a qualifying serious health condition;
• For the employee’s own qualifying serious health condition that makes the employee unable to perform the employee’s job;
• For qualifying exigencies related to the foreign deployment of a military member who is the employee’s spouse,

child, or parent.

An eligible employee who is a covered servicemember’s spouse, child, parent, or next of kin may also take up to 26 weeks 
of FMLA leave in a single 12-month period to care for the servicemember with a serious injury or illness. 

An employee does not need to use leave in one block. When it is medically necessary or otherwise permitted, employees 
may take leave intermittently or on a reduced schedule. 

Employees may choose, or an employer may require, use of accrued paid leave while taking FMLA leave. If an employee 
substitutes accrued paid leave for FMLA leave, the employee must comply with the employer’s normal paid leave policies.

While employees are on FMLA leave, employers must continue health insurance coverage as if the employees were not on leave. 

Upon return from FMLA leave, most employees must be restored to the same job or one nearly identical to it with 
equivalent pay, benefits, and other employment terms and conditions. 

An employer may not interfere with an individual’s FMLA rights or retaliate against someone for using or trying to use FMLA leave, 
opposing any practice made unlawful by the FMLA, or being involved in any proceeding under or related to the FMLA.  

An employee who works for a covered employer must meet three criteria in order to be eligible for FMLA leave. The employee must: 

• Have worked for the employer for at least 12 months;
• Have at least 1,250 hours of service in the 12 months before taking leave;* and
• Work at a location where the employer has at least 50 employees within 75 miles of the employee’s worksite.

*Special “hours of service” requirements apply to airline flight crew employees.

Generally, employees must give 30-days’ advance notice of the need for FMLA leave. If it is not possible to give 30-days’ notice, 
an employee must notify the employer as soon as possible and, generally, follow the employer’s usual procedures. 

Employees do not have to share a medical diagnosis, but must provide enough information to the employer so it can determine 
if the leave qualifies for FMLA protection. Sufficient information could include informing an employer that the employee is or 
will be unable to perform his or her job functions, that a family member cannot perform daily activities, or that hospitalization or 
continuing medical treatment is necessary. Employees must inform the employer if the need for leave is for a reason for which 
FMLA leave was previously taken or certified.

Employers can require a certification or periodic recertification supporting the need for leave. If the employer determines that the 
certification is incomplete, it must provide a written notice indicating what additional information is required. 

Once an employer becomes aware that an employee’s need for leave is for a reason that may qualify under the FMLA, the 
employer must notify the employee if he or she is eligible for FMLA leave and, if eligible, must also provide a notice of rights and 
responsibilities under the FMLA. If the employee is not eligible, the employer must provide a reason for ineligibility.

Employers must notify its employees if leave will be designated as FMLA leave, and if so, how much leave will be designated as 
FMLA leave.    

Employees may file a complaint with the U.S. Department of Labor, Wage and Hour Division, or may bring a private lawsuit 
against an employer.

The FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or local law or collective 
bargaining agreement that provides greater family or medical leave rights.

LEAVE 
ENTITLEMENTS

BENEFITS &
PROTECTIONS

ELIGIBILITY  
REQUIREMENTS

1-866-4-USWAGE

www.dol.gov/whd

For additional information or to file a complaint:

(1-866-487-9243)     TTY: 1-877-889-5627

U.S. Department of Labor     Wage and Hour Division

 THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION

WH1420  REV 04/16

REQUESTING 
LEAVE

EMPLOYER 
RESPONSIBILITIES 

ENFORCEMENT 
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    Appendix G 

Hazardous Waste Inspection, Notification, and Disposal Procedures 

 

In compliance with BOE Policy EBBA, the following procedures are to be put in place. 

Inspection for Hazardous Waste 

At least once per semester, the Director of Maintenance and Grounds, along with any other necessary 

personnel, will make inspections of all district‐owned areas that may produce or store hazardous 

materials. Results of these inspections are to be reported on the Hazardous Waste Inspection Checklist 

(Appendix G). Following inspections, the checklist must be submitted to the Assistant Superintendent of 

Schools. The Assistant Superintendent will summarize inspection checklists and report the findings to 

district administrators. 

Notification of Hazardous Materials/Waste 

All district personnel are required to notify the Director of Maintenance and Grounds of any known 

hazardous materials and/or waste and the location of said materials. The Director will make note and 

inspect those areas during the next scheduled inspection or, if the material has recently been produced, 

within one week of notification of the production of the materials. 

Disposal of Hazardous Materials 

All district personnel are required to notify the Director of Maintenance and Grounds any time 

hazardous materials need to be disposed of. The Director shall be responsible for disposing the 

materials according to state and federal guidelines. 

The Director will notify the Assistant Superintendent of Schools of the plans for disposal of the 

materials.  

These procedures will be posted in all buildings; in all areas where such material may be produced 

and/or stored; and in all licensed and classified handbooks. 

Hazardous Waste information can be found here: 

http://www.epa.gov/osw/hazard/ 
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Chemical and Hazardous Waste Self-Inspection Checklist

Campus_______________________ Building_________________________________ Room(s)___________________

Inspector’s Name (Print)________________________ PI/Supervisor Name (Print)____________________________

Date___________________  Inspector’s Signature__________________________

Hazardous Waste Storage Area Y N N/A Comments

Waste storage areas designated

Waste containers properly labeled with the words “Hazardous Waste”

Waste labels visible and legible

Waste containers compatible with waste to be stored

Only compatible wastes in the same container

Waste containers kept closed except when adding waste

Waste oil containers properly labeled as “Used Oil”

Waste generators have received initial and annual online hazardous waste training

Waste containers free from rust

Waste containers dated with accumulation start dates

Waste containers free from damages, leaks, and bulges

Adequate aisle space between storage area of hazardous waste and lab exit

Waste generators training records updated and on-site

Waste generators have made waste determinations according to University policies

Peroxide forming wastes disposed within 6 months of purchase (picric acids, ether, etc.)

Chemical Storage Area

All containers properly labeled

Labels are visible and legible

All chemical containers securely closed and stored properly when not in use

Peroxide forming chemicals (ether, picric acid, etc.) dated at purchase

Peroxide forming chemicals disposed within 6 months of purchase

Secondary containment used where appropriate

Chemicals stored in accordance with MSDS recommendations

Refrigerators/freezers properly labeled with content hazards

Refrigerators/freezers used to store flammables are designed for storage of flammable materials

Chemical stocks purged of old, outdated and unusable chemicals

Containers free from rust, leakage, damage, and bulges

Distribution: Original - OEHS (TW16-Hazardous Waste Supervisor); Copy - Dept. DSR and PI/Supervisor 
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