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FORWARD

PERSONNEL POLICIES COMMITTEE

The District shall have a Personnel Policies Committee (PPC) that will review all District policies,
guidelines, regulations, and procedures that pertain to the terms and conditions of a certified
personnel employment. This includes, but is not limited to, benefits, compensation, workday
designations, holidays and non-instructional days, the annual calendar, methods of evaluations,

extra duties, leave, grievance, dismissal or non-renewal, and reduction in force.

The PPC will consist of at least five (5) and no more than fourteen (14) classroom teachers and
three (3) certified administrators, one (1) of which may be the Superintendent. The classroom
members shall be elected by a majority of the classroom teachers voting by secret ballot. The
election shall be solely and exclusively conducted by the classroom teachers, including the
distribution of ballots to all classroom teachers. The Superintendent will appoint the administrative
members.

The PPC shall organize itself by the first quarter of each school year. The committee will meet
outside the school day and will receive no monetary compensation. A schedule of meeting dates
will be developed. A chairperson will be elected by the committee and will be responsible for
presenting policies to the Board at regularly scheduled board meetings. A secretary will also be
elected by the committee and will be responsible for taking minutes and posting them on the

website and at each building. The Board will receive copies of the minutes from each meeting.

Either the PPC or the Board may propose new personnel policies or amendments. The
Superintendent may recommend new personnel policies or amendments to the Board or to the
PPC.

The Board may adopt, reject, or refer to the committee on personnel policies for further study and
revision, any proposed policies or amendments to existing policies that are submitted to the
Board.

Beginning with the 2013-2014 school year, the elected Certified Personnel Policies Committee
Members will draw lots for three, two, and 1 year terms. In case of vacancy of the elected certified
classroom teacher(s), an election will take place to fill the said vacancy. The newly elected

certified classroom teacher(s) will then assume the remaining term of the said vacancy.
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THE WORK-PLACE

EQUAL EMPLOYMENT

PCSSD shall operate the District consistent with all federal and state laws prohibiting discrimination.
There is a detailed policy prohibiting a particular form of gender discrimination, sexual harassment.
This policy is found beginning on page one hundred fifty two (152) of these policies. This policy
contains a procedure to be followed by an employee desiring to complain about this form of
discrimination. The part of the policy dealing with making a complaint is found on page one-hundred
forty nine (149) of these policies. All employees should note that the complaint procedure set forth in
the sexual harassment policy is the same complaint procedure you should follow to complain about

any other form of discrimination.



POSSESSION OF FIREARMS ON SCHOOL PROPERTY

The District will follow Arkansas state law regarding the possession of firearms on school
property.

1. No person shall possess a firearm:
a. Upon any District property;
b. In or upon any school bus; or

C. At a designated bus stop as identified on the route list published by the District each

year.
2. A violation of this policy is a Class D felony.

3. No sentence imposed for a violation of this policy shall be suspended or probated or treated

as a first offense under Arkansas § 16-93-301 et seq.



DRUG FREE WORKPLACE POLICY

The District has a compelling interest in the safety of its students, as well as in their educational,
social, and behavioral development. The District also has a compelling interest in providing its
employees with a safe, healthy, and professional environment in which to work. To promote these
and other legitimate interests, the District adopts this drug free workplace policy. It is, therefore,
the Di s t rpolicytthatsDistrict employees are prohibited from engaging in any conduct at any
place or any time that violates a state or federal criminal statute related to controlled substances,
including the unlawful manufacture, distribution, dispensation, possession, or use thereof. Such
actions are prohibited both while at work, and in the performance of work-related tasks while off
District property. Violation of this policy will subject the employee to discipline, up to and including

termination.

The District will establish a drug-free awareness program to inform employees about: the dangers
of drug abuse in the workplace; the District's policy of maintaining a drug-free workplace; any
available drug counseling, rehabilitation, and employee assistance abuse programs; and the

penalties that may be imposed upon employees for drug abuse violations.

It is a violation of this policy for an employee to be under the influence of alcohol or a controlled
substance while present at work or performing work-related tasks while off District property. It shall
not be necessary for an employee to be intoxicated to violate this policy. It is enough to
constitute a violation that an employee physically manifests being under the influence of alcohol or
a controlled substance. Those physical manifestations include but are not limited to:
unsteadiness; slurred speech; dilated or constricted pupils; incoherent or irrational speech; and
the presence of an odor associated with a prohibited substance on o n e lireath or clothing. The
fact that an employee may be unintentionally under the influence, e.g., unexpected reaction to
prescription medication, does not negate the violation of this policy, but is a factor to be considered

in determining what punishment, if any, would result from the violation.

When the administration is confronted by an employee it suspects might be under the influence of
alcohol or a controlled substance, it may request that the employee immediately submit to a
chemical test of the emp | o y bl@od, dreath, or urine to determine the presence of alcohol or a
controlled substance therein. The test will be at the expense of the District. It will be conducted in
the same manner as the tests in the student drug testing policy. Refusal of a test request by the

employee will be considered by the administration as evidence of being under the influence.

Any employee who is charged with a violation of any state or federal criminal statute law relating to
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controlled substances must notify his supervisor of the charge within five (5) calendar days,
excluding holidays, of having been charged. The supervisor who is notified of such a charge
shall notify the Superintendent immediately. If the supervisor is not available to the employee for

any reason, the employee shall notify the Superintendent within the five (5) day period.

Any employee convicted of any state or federal criminal drug statute violation shall report the
conviction within five (5) calendar days to the Superintendent. Within ten (10) calendar days of
receiving such notification, whether from the employee or any other source, the administration
shall notify the federal granting agencies from which it receives funds of the conviction.
Compliance with these requirements and prohibitions is mandatory and is a condition of

employment.

Being convicted of violation of a state or federal criminal controlled substances statute is a
disciplinary offense of the first magnitude that will normally result in first offense discharge without

warning or progressive discipline.

Employees are reminded that reporting for work while impaired from prescription medications is a
violation of this policy. The burden is on the employee to learn the possible effects of any
prescribed medication and refrain from reporting to work in the same manner as the employee
would for any other condition that makes the employee physically unable to perform his or her

job.

Employees are also cautioned against bringing prescription medications to work even for
legitimate self-medicating. This policy does not absolutely prohibit it because there are
circumstances under which it is necessary and reasonable to have o0 n e @rescription medication at
work. However, the burden is strictly on the employee to manage the situation in a manner that
does not result in a violation of this policy, including being responsible for the medication not
coming into the possession of another person. Remember that the fact that a prescription is
required to obtain the medication means that it is a controlled substance. If there is any way to

do it, the employee should manage without introducing the medication into the workplace.



DRUG FREE WORKPLACE POLICY ACKNOWLEDGMENT

[, (print name) , hereby certify
that | have been presented with a copy of the Pulaski County Special School Di s t drugefreed s
workplace policy, that | have read the statement, and that | will abide by its terms as a condition of

my employment with the District.

Signature

Date




TOBACCO-FREE WORKPLACE

Smoking is prohibited in all District buildings, property, and District-owned vehicles. Furthermore,

smoking is not permitted outside facilities where the smoking may be observed by students.

For purposes of this policy, i mo k i wif mean all uses of tobacco, including cigars, cigarettes,

electronic cigarettes, pipes and tobacco products. (Arkansas Law 6-21-609)



HEALTH AND SAFETY

HEALTH

The Board, through its safety program and various policies pertaining to employees, will seek to

assure the safety of employees during working hours and assist them in the maintenance of good
health.

Whenever an empl oy e ee&hibit duspiaidus dn haanfulpehaviosthat could impact

the safety of the employee, other employees or students or to interfere witht h e

empjomyeeds

performance, he/she may be required to undergo a medical examination at District expense.

SAFETY
District employees working in high risk positions will be required to become familiar with the safety

guidelines and protective actions relative to their employment.

Employees whose job duties require the use or wearing of Personal Protective Equipment (PPE) shall
use or wear the prescribed PPE at all times while performing job duties that expose employees to

potential injury or illness. Examples of PPE include, but are not limited to:

O O0OO0OO0OO0Oo o o O O0OO0OO0OO0Oo

o O

Head and face protection:
Hard hat;

Bump cap;

Welding helmet;

Safety goggles;

Safety glasses;

Face shield;

Respiratory protection:
Dust/mist mask;

Half-face canister respirators;

Hearing protection:
Ear plugs;
Ear muffs;

Hand protection, which is based on hazard exposure(s) and type(s) of protection needed:

Leather;

Latex;

Rubber;

Nitrile;

Kevlar;

Cotton;

Body protection:
Welding apron;
Welding jackets;
Coveralls/Tyvek suits;
Foot Protection:
Metatarsal protection;
Steel toed boots/shoes;
Slip resistant shoes;
Fall Protection:

Belts, harnesses, lanyards;
Skylight protection;

10



o Safe ladders;
0 Scissor lifts.

Employees operating a school-owned vehicle that is equipped with seat belts for the operator shall be
secured by the seat belt at all times the employee is operating the vehicle. If the vehicle is equipped
with seat belts for passengers, the employee operating the vehicle shall not put the vehicle into motion
until all passengers are secured by a seat belt. Employees traveling in, but not operating, a school
owned vehicle that is equipped with seat belts for passengers shall be secured by a seat belt at all
times the vehicle is in motion.

Employees who fail to use or wear the prescribed PPE required by their job duties put themselves and

co-workers at risk of sustaining personal injuries. Employees who are found to be performing job duties
without wusing or wearing the necessary PPE required
up to and including termination.

A supervisor may be disciplined, up to and including termination, if the supervisor:

1. Fails to ensure the employee has the prescribed PPE before the employee assumes job duties
requiring such equipment;
2. Fails to provide an employee replacement PPE when necessary in order for the employee to
continue to perform the job duties that require the PPE; or
3. I nstructs the employee to perform the employeeds

required by those job duties.

An employee shall not be disciplined for refusing to perform job duties that require the employee to

use/wear PPE if:

a. The employee has not been provided the prescribed PPE; or

b. The PPE provided to the employee is damaged or worn to the extent that the PPE would not
provide adequate protection to the employee.

An empl oyeeds i mmedi angibte foSpuopidng the esnplayeeitraning an she proper
use, care, and maintenance of any and all PPE that the employee may be required to use.

11



SEXUAL HARASSMENT

The PCSSD School District is committed to providing an academic and work environment that treats all
students and employees with respect and dignity. Student achievement and amicable working
relationships are best attained in an atmosphere of equal educational and employment opportunity that
is free of discrimination. Sexual harassment is a form of discrimination that undermines the integrity of
the educational and work environment and will not be tolerated.

NfnSexual harassment 0o means conduct that i s:
1. Of a sexual nature, including, but not limited to:
a. Sexual advances;
b. Requests for sexual favors;
c. Sexual violence; or
d. Other personally offensive verbal, visual, or physical conduct of a sexual nature;
2. Unwelcome; and
3. denies or | imits a studentds or employeebds abilit

Di st r i ct rakprograms ar activities or employment environment through any or all of
the following methods:
a. Submission to the conduct is made, either explicitly or implicitly, a term or condition of an
individual 6s education or empl oyment ;
b. Submission to, or rejection of, such conduct by an individual is used as the basis for academic
or employment decisions affecting that individual; and/or
c. Such conduct has the purpose or effect of substar
or work performance or creates an intimidating, hostile, or offensive academic environment.

The terms Aintimidating, 0 fAhostile, 0 and Aoffensiveo
of humiliation or embarrassment and is sufficiently severe, persistent, or pervasive that it limits the
student 6s or employees ability to participate in, or

employment environment.

Within the educational or work environment, sexual harassment is prohibited between any of the
following: students; employees and students; non-employees and students; employees; employees
and non-employees.

Actionable sexual harassment is generally established when an individual is exposed to a pattern of
objectionable behaviors or when a single, serious act is committed. What is, or is not, sexual
harassment will depend upon all of the surrounding circumstances and may occur regardless of the
sex(es) of the individuals involved. Depending upon such circumstances, examples of sexual
harassment include, but are not limited to:

Making sexual propositions or pressuring for sexual activities;

Unwelcome touching;

Writing graffiti of a sexual nature;

Displaying or distributing sexually explicit drawings, pictures, or written materials;

Performing sexual gestures or touching oneself sexually in front of others;

Telling sexual or crude jokes;

Spreading rumors related to a personbds all eged se
Discussions of sexual experiences;

Rating other students as to sexual activity or performance;

Circulating or showing e-mails or Web sites of a sexual nature;

Intimidation by words, actions, insults, or name calling; and

Teasing related to sexual characteristics or the belief or perception that an individual is not
conforming to expected gender roles or conduct or is homosexual, regardless of whether or not
the student self-identifies as homosexual or transgender.

12
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Complaints

Employees who believe they have been subjected to sexual harassment are encouraged to file a
complaint by contacting their immediate supervisor, an administrator, or the office of Equity and Pupil
Services who will provide assistance on the complaint process.

Under no circumstances shall an employee be required to first report allegations of sexual harassment
to a school contact person if that person is the individual who is accused of the harassment.

Complaints will be treated in a confidential manner to the extent possible. Limited disclosure may be
provided to: individuals who are responsktdni e for han
necessary to complete a thorough investigation; the extent necessary to submit a report to the child

maltreatment hotline; the Professional Licensure Standards Board for complaints alleging sexual

harassment by an employee towards a student; or the extent necessary to provide the individual

accused in the complaint due process during the investigation and disciplinary processes.

Individuals who file a complaint have the right to request that the individual accused of sexual

harassment not be informed of the name of the accuser; however, individuals should be aware that

making such a request may substantially Iimit the Di
make it impossible for the District to discipline the accused.

Employees who file a complaint of sexual harassment shall not be subjected to retaliation or reprisal in
any form, including threats, intimidation, coercion, or discrimination. The District shall take steps to
prevent retaliation and shall take immediate action if any form of retaliation occurs regardless of
whether the retaliatory acts are by District officials, students, or third parties.

Investigation
Following the completion of an investigation of a complaint, the District will inform the employee who
filed the complaint:

i The final determination of the investigation;
i Remedies the District will make available to the employee; and
i The sanctions, if any, imposed on the alleged harasser relevant to the employee.

Following the completion of an investigation of a complaint, the District will inform the alleged
perpetrator, or the parents/legal guardian/other responsible adult of the alleged perpetrator if the
alleged perpetrator is under the age of eighteen (18):
i The final determination of the investigation; and

0 The sanctions, if any, the District intends to impose on the alleged perpetrator.

Disciplinary Action

Following an investigation, any employee who is found by the evidence to more likely than not have
engaged in sexual harassment will be subject to disciplinary action. Such actions may include, but are
not limited to the following:

Termination

Suspension of employment without pay

Written or oral warning

Counseling

Transfer

= =4 -8 -8 -9

Employees who knowingly fabricate allegations of sexual harassment shall be subject to disciplinary
action up to and including termination.

Individuals who withhold information, purposely provide inaccurate facts, or otherwise hinder an
investigation of sexual harassment shall be subject to disciplinary action up to and including
termination.
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Communication

In order to effectively communicate this policy to all PCSSD employees and ensure that all
personnel decisions are in accordance with it, this policy will be distributed to all employees on
an annual basis, in addition to the time of hire. It will also be available to employees upon

request.

Other Forms of Discrimination or Harassment

While this policy refers to sexual harassment, it is the intent of PCSSD to provide a work
environment for all employees which is free of harassment and discrimination whether based on
sex, race, color, religion, sexual orientation, age, national origin, ethnicity, disability, veteran,
marital status, or any other protected status defined by law. Accordingly, this policy also applies
to other forms of discriminatory harassment, and employees should utilize these procedures to

report complaints regarding other forms of discriminatory harassment.

State and Federal Agencies

Federal - U. S. Equal Employment Opportunity Commission
Little Rock Area Office

425 West Capitol Avenue, Suite 625
Little Rock, Arkansas 72201
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ETHICS/CONDUCT AND RESPONSIBILITIES

BOARD PERSONNEL GOALS

The Board recognizes that a dynamic and efficient staff is necessary for maintenance of a quality

school system.

The Boardd specific personnel goals are:

1.

2.

To recruit, select and employ the best qualified personnel to staff the school system.

To provide a staff development program for all employees to improve their performance and

the overall rate of retention and promotion of staff.

To provide staff compensation and benefits programs sufficient to attract and retain qualified

employees.

To conduct an employee appraisal program that will contribute to the continuous

improvement of staff performance.

To provide for a genuine team a pproach to education, including staff involvement in planning,

decision making and evaluation.

To develop a climate in which high level staff performance, morale and satisfaction are

encouraged.

The Boar ds@are mgaottoicaanplement and enhance the Arkansas State Board of Education

Rules Governing the Code of Ethics for Arkansas Educators, including the Standards of Professional

Conduct, which supersedes the policies contained herein.

15



STANDARDS OF PROFESSIONAL CONDUCT (CODE OF ETHICS)
Standard 1: An educator maintains a professional relationship with each student, both

in and outside the classroom.

Standard 2: An educator maintains competence regarding his or her professional practice
inclusive of skills, knowledge, dispositions, and responsibilities relating to his

or her organizational position.

Standard 3: An educator honestly fulfils reporting obligations associated with

professional practices.

Standard 4: An educator entrusted with public funds and property, including school
sponsored activity funds, honors that trust with honest, responsible

stewardship.

Standard 5: An educator maintains integrity regarding the acceptance of any gratuity,
gift, compensation or favor that might impair or appear to influence
professional decisions or actions and shall refrain from using the educator 6 s

position for personal gain.

Standard 6: An educator keeps in confidence secure standardized test materials and

results, and maintains integrity regarding test administration procedures.

Standard 7: An educator maintains the confidentiality of information about students and
coll eagues obtained in the course of t he
that is protected under state law or regulations, federal law or regulations, or
the written policies of the educatorés sc

a professional purpose as allowed or required by law or regulations.

Standard 8: An educator, while on school premises or at school-sponsored activities

involving students, refrains from:

a) using, possessing and/or being under the influence of alcohol or
unauthorized drugs/substances, and/or possessing items prohibited by
law, or

b) possessing or using tobacco or tobacco-related products, e-cigarettes,
e-liquid, or vapor products, or

¢) abusing/misusing prescription medications or other authorized
substances as evidenced by impairment

16



FINANCIAL ETHICS/CONFLICT OF INTEREST

The Board directs that no employee engage in, or have a financial interest in, any activity that
raises a reasonable question of conflict with their duties and responsibilities as employees of the

District. This means that:

1. Employees will not participate for financial remuneration in outside activities wherein their

position is used to sell goods or services to District students or their parents.

2. Employees will not engage in any type of work when the source of information concerning

customer, client or employee originates from information obtained through the District.

3. Employees will not engage in any type of work outside of his/her District employment which

would interfere or be incompatible with District employment.

4. Employees will not be assigned in any position where the employee would be responsible to

a relative.

5. Employees who are close relatives will not be assigned to the same administrative unit except

by special permission of the Superintendent.

6. The District will follow the laws of the State of Arkansas regarding the employment of qualified

relatives of members of the District @sard of Directors (A.C.A. 6-24-105).

17



GIFTS AND SOLICITATIONS

Gifts

The Board is aware that the custom of gift-giving is common to society as an expression of
affection, gratitude and appreciation. The Board is also aware that the act of giving a gift may
imply meanings not intended by either the donor or the recipient when either party has the

authority or influence to affect the position of the other.

The Board believes that school personnel have an opportunity to teach and demonstrate by
example that there are effective alternatives to expressions of personal feelings toward other
persons. Those expressions in the schools may take the form of acts of appropriate conduct,
efforts to achieve, cooperative work attitudes, pleasant dispositions and written expressions all

of which are available without monetary costs.

The Board also believes that school employees should work in an environment that is as free as is

possible from solicitations both from within the schools and from outside agencies.

District employees are prohibited from accepting items of material value from individuals or firms
doing business with the District. Exception to this regulation is employee acceptance of minor

items that are distributed by businesses through their public relations programs.

The Board, therefore, directs the Superintendent to develop regulations that will reduce to the

lowest level possible the practices of giving and solicitations in the schools.

Solicitation of Funds

Solicitation of funds among staff members for gifts for other employees will be permitted in special
circumstances such as bereavement or hospitalization of the employee, for mementos at
retirement or transfer to another work location, or to acknowledge special occasions. Participation

is at the sole discretion of the employee.

No organization may solicit from staff members within the schools or service units, nor may
anyone distribute flyers or other materials related to fund drives through the schools without the
approval of the Superintendent. Staff members will not be made responsible, nor will they assume
responsibility for, the collection of any money or distribution of any fund drive literature within the

schools unless the activity hasthe Super i nt appraval.nt 6 s

18



SOLICITATION AND PETITIONS

There shall be no systematic solicitation of any employee or any student, including circulation of
petitions, by any other employee without first obtaining the express written permission of the
building principal. As a general rule, no form of solicitation not directly related to the educational
process will be approved to be engaged in by any employee during times and in places where

educational interaction between employees and students is taking place.

Only solicitation of students to participate in or support academic or extracurricular activities will
normally be considered directly related to the educational process. Likewise, solicitations of students
by employees or other students will generally be approved only after close scrutiny to ensure that

the activity does not interfere with the educational process.

Any solicitation of employees by other employees that is approved will generally be limited to
non-working times and non-working areas of the buildings. It is the intent of this policy that it
apply to all solicitation and that solicitation be broadly defined to include all requests by one

person for action or inaction from another person.
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POLITICAL ACTIVITIES AND ELECTION TO OFFICE

Employees of the District are encouraged to exercise their rights as citizens and run for election
to or accept appointment to public office. This freedom is subject, however, to the following

policies.

Employees elected or appointed to offices requiring some full-time service, such as the
Arkansas General Assembly, may utilize the existing leave of absence policy and receive an
unpaid leave for the actual period of full-time public service. Note that the Attorney General 6 s
opinion of Arkansas law is that the District is prohibited from granting employees time off with

pay for the purpose of engaging in public service or related activities.

Employees may use their personal days, and if applicable, vacation days, for less than full-time
public service and related activities under existing policies for utilization of such time off. Note
that under existing District policies and Arkansas law, time off for public service is not
reimbursable by using teacher sick leave. Claiming teacher sick leave time for reasons other
than permitted by these policies and Arkansas law is fraudulent and could subject an employee

to discipline up to and including discharge.

Under Arkansas law, a school board member cannot be employed by the school district on

whose board of education the board member serves.

20



OUTSIDE EMPLOYMENT

No administrator shall become an employee, agent, or independent contractor for any party
contracting with the District. Likewise, no other employee of the District shall become an employee,
agent, or independent contractor for anyone if that relationship would violate the ethical standards
established by A.C.A. §6-24-106, 107, or 111.
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RESPONSIBILITIES FOR SUCCESSFUL SCHOOL OPERATIONS

The Board believes that all employees share basic responsibilities for ongoing successful school
district operations. The Board requires of its employees that they:

1. Make themselves familiar with, and abide by, the laws of the state and the policies and

regulations of the District as these affect their work.

2. Carry out assigned responsibilities with conscientious concern.

3. Exercise faithfulness and promptness in attendance at work.

4. Support and enforce policies of the Board and regulations of the school administration in

regard to students.

5. Remain mindful that as employees in an educational setting, they are models that affect the

development of young people.

6. Maintain in good standing any license required for their job assignment. These include, but
are not limited to: Arkansas teaching certification; CDL license; plumbing, welding, and

electrician license; ServSafe certification.
a. Lapse or revocation of a required license will result in disciplinary action up to

and including job reassignment or termination.

7. Refrain from using cell phones or other electronic communication devices during instructional
time. Staff members are allowed to carry cell phones, though they may only be used in case

of an emergency, during non-instructional time, and/or when conducting school business.

a. All employees are forbidden from using cell phones while driving any District

vehicle.

b. Violation may result in disciplinary action up to and including termination.
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PERSONNEL RESPONSIBILITIES GOVERNING BULLYING

Student Bullying

Teachers and other school employees who have witnessed, or are reliably informed that, a student has
been a victim of bullying as defined in this policy, including a single action which if allowed to continue
would constitute bullying, shall report the incident(s) to the principal, or designee. The principal, or
designee, shall be responsible for investigating the incident(s) to determine if disciplinary action is

warranted.

The person or persons reporting behavior they consider to be bullying shall not be subject to retaliation

or reprisal in any form.

In addition to any disciplinary actions, the District shall take appropriate steps to remedy the effects
resulting from bullying.

Workplace Bullying

The District believes it is important to create a safe, healthy and productive working environment of
mutual respect among staff, as well as, among staff and immediate supervisors. The lack of mutual
respect among employees does not mean workplace bullying is taking place, but it may be a prelude to
workplace bullying if not addressed. Therefore, if an administrator, teacher, or group believes a
problem exists with their collegial relationship, the administrator or teacher shall speak privately to the
individual or group to establish a resolution and any such critique shall be in confidence. If an
employee, is uncomfortable speaking directly to the individual(s), then the employee can request to

have that his or her immediate supervisor be present to help establish a resolution.

Workplace bullying is the repeated, health-harming mistreatment of a person that takes one or more

forms:

1 Verbal, Written and/or electronic abuse

1 Offensive conduct/behaviors (including nonverbal) that are threatening, humiliating, or

intimidating
1 Work interferenced sabotaged that prevents work from getting done.

T Subt |l e tactics of decei t, di stortion, mi srepresent
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Complaints
Any employee who believes a problem exists should immediately communicate to that person that
such behavior is unwelcome. Failure to do so, however, does not prevent the employee from

filing a complaint or in any way exonerate the employee(s) being accused.

Any employee should immediately report workplace bullying to his or her building principal or
immediate supervisor. If it involves the principal or supervisor, or if the employee does not feel
it is appropriate to report it to the principal or supervisor, then it should be reported to the
Superintendent. If it involves the Superintendent, or if the employee does not feel it is
appropriate to report it to the Superintendent, then it should be reported to the President of the

Board of Education. Whenever possible, the report should be in writing.

A principal or supervisor who receives a complaint or has knowledge of workplace bullying
shall promptly inform the Superintendent, and a determination will then be made as to the

nature and extent of any further investigation that may be warranted.

Employees who file a complaint shall not be subjected to retaliation or reprisal in any form, including
threats, intimidation, coercion, or discrimination. The District shall take steps to prevent retaliation
and shall take immediate action if any form of retaliation occurs regardless of whether the retaliatory

acts are by District officials, students, or third parties.

Disciplinary Action
Following an investigation, any employee who is found by the evidence to more likely than not have
engaged in workplace bullying will be subject to disciplinary action. Such actions may include, but are
not limited to the following:

9 Termination

9 Suspension of employment without pay

9 Written or oral warning

9 Counseling

 Transfer
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STAFF CONDUCT WITH STUDENTS

A positive and professional interaction between students and faculty is extremely beneficial to
the existence of a quality educational environment. It is therefore very desirable that relationships
between students and faculty that foster such interaction should be encouraged. On the other
hand, romantic and sexual relationships between employees and students are unhealthy, unsafe,
and destructive to the people involved, as well as being the very antithesis of a quality educational
environment. Therefore, any employee who engages in a sexual relationship or in a personal
romantic relationship with a student will be subject to first offense discharge without further

warning.

Sexual contact is a sufficiently clear term in that it requires no additional definition or
amplification. The addition of romantic relationship to this prohibition is intended to make clear
that it is not necessary to prove sexual contact between student and employee to have a violation of
this policy. A romantic relationship, which is also prohibited, would be characterized by social
contacts in the nature of dating and oral or written communications discussing strong affection or
love for one another. Finally, a communication between an employee and student, whether oral,
written, or electronic, that is sexually explicit or sexually suggestive is strongly indicative of

improper conduct and the existence of a prohibited relationship.

It is the duty of every employee of the District to report to a building principal, equivalent immediate
supervisor, or the Superintendent any conduct believed to constitute a violation of the
fraternization policy. Failure to do so can itself be grounds for serious discipline up to and

including termination.
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DRESS CODES

STAFF DRESS CODE

Appropriate dress and personal appearance of employees is important in creating and
maintaining the image of professional educators and role models. Therefore, it is t he requirement
of PCSSD that the dress and personal appearance be neat, clean, modest and appropriate

for their assignments.
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RESPONSIBILITY AS MANDATED REPORTERS

Teachers are identified underArkansas | aw to be fimandated reporterso.

Definitions.
i Abandon meanst 0

(i) the failure of a parent to provide reasonable support and to maintain regular contact with a

child through statement or contact when the failure is accompanied by an intention on the part

of the parent to permit the condition to continue for an indefinite period in the future or the

failure of a parent to support or maintain regular contact with a child without just cause, or

(i) an articulated intent to forego parental responsibility.
i A b u aneans any of the following acts or omissions by a parent, guardian, custodian, foster
parent, person 18 years of age or older living in the home with a child whether related or unrelated to
the child, or any person who is entrusted with the child's care by a parent, guardian, custodian, or
foster parent, including, but not limited to, an agent or employee of a public or private residential
home, child care facility, public or private school, a significant other of the child's parent, or any
person legally responsible for the child's welfare, but excluding the spouse of a minor:

1 Extreme or repeated cruelty to a child;

1 Engaging in conduct creating a realistic and serious threat of death, permanent or temporary
disfigurement, or impairment of any bodily organ;

T Injury to a child's intellectual, emotional, or psychological development as evidenced by
observable and substantial impairment of the child's ability to function within the child's normal
range of performance and behavior;

1 Any injury that is at variance with the history given; Any non-accidental physical injury;

91 Any of the following intentional or knowing acts, with physical injury and without justifiable
cause:

- Throwing, kicking, burning, biting, or cutting a child;
- Striking a child with a closed fist; Shaking a child; or
- Striking a child on the face or head; or
1 Any of the following intentional or knowing acts, with or without physical injury:
- Striking a child six (6) years of age or younger on the face or head;
- Shaking a child three (3) years of age or younger;
- Interfering with a child's breathing;
- Pinching, biting, or striking a child in the genital area;
- Tying a child to a fixed or heavy object or binding or tying a child's limbs together;
- Giving a child or permitting a child to consume or inhale a poisonous or noxious
substance or prescribed by a physician that has the capacity to interfere with normal
physiological functions;

- Giving a child or permitting a child to consume or inhale a substance not prescribed by
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a physician that has the capacity to alter the mood of the child, including, but not
limited to, the following: marijuana, alcohol (excluding certain established religious
ceremonies), a narcotic or an over-the-counter drug if a person purposefully
administers an overdose to a child or purposefully gives an inappropriate over-the-
counter drug to a child and the child is detrimentally impacted by the overdoes of the
over-the-counter drug;

- Exposing a child to a chemical that has the capacity to interfere with normal
physiological functions, including, but not limited to, a chemical used or generated
during the manufacture of methamphetamine;

- Subjecting a child to Munchausen syndrome by proxy or a factitious illness by proxy if
the incident is confirmed by medical personnel; or

- Recruiting, harboring, transporting, or obtaining a child for labor or services, through
force, fraud, or coercion, for the purpose of subjection to involuntary servitude,
peonage, debt bondage, or slavery.

T AAbused does ysicaltdisciplimeof aictild wherhit is reasonable and moderate and
is inflicted by a parent or guardian for purposes of restraining or correcting the child.
C h i hedrts a person under the age of 18.
Chil d mal tmeanmabuse sexual abuse, neglect, sexual exploitation, or abandonment.
Sexual Abused means:
1 By a person 14 years of age or older to a person younger than 18 years of age:

- Sexual intercourse, deviate sexual activity, or sexual contact by forcible compulsion;
Attempted sexual intercourse, deviate sexual activity, or sexual contact by forcible
compulsion; Indecent exposure; or

- Forcing the watching of pornography or live sexual activity;

1 By a person 18 years of age or older to a person not his or her spouse who is younger than 15
years of age:

- Sexual intercourse, deviate sexual activity, or sexual contact;

- Attempted sexual intercourse, deviate sexual activity, or sexual contact; or

- Solicitation of sexual intercourse, deviate sexual activity, or sexual contact;

1 By a person 20 years of age or older to a person not his or her spouse who is younger than 16
years of age:

- Sexual intercourse, deviate sexual activity, or sexual contact;

- Attempted sexual intercourse, deviate sexual activity, or sexual contact; or

- Solicitation of sexual intercourse, deviate sexual activity, or sexual contact;

9 By a caretaker to a person younger than 18 years of age:
- Sexual intercourse, deviate sexual activity, or sexual contact;

- Attempted sexual intercourse, deviate sexual activity, or sexual contact;
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- Forcing or encouraging the watching of pornography;
- Forcing, permitting, or encouraging the watching of live sexual activity; Forcing the
listening to a phone sex line; or
- An act of voyeurism;
1 By a person younger than 14 years of age to a person younger than 18 years of age:
- Sexual intercourse, deviate sexual activity, or sexual contact by forcible compulsion; or
- Attempted sexual intercourse, deviate sexual activity, or sexual contact by forcible
compulsion; or
1 By a person eighteen (18) years of age or older to a person who is younger than eighteen (18)
years of age:
- Recruiting, harboring, transporting, obtaining, patronizing, or soliciting of a child for the
purpose of a commercial sex act.
ASexual Expneans:t ati ono
1 (A) allowing, permitting, or encouraging patrticipation or depiction of the child in:
- prostitution;
- obscene photography; or
- obscene filming; or
1 (B) obscenely depicting, obscenely posing, or obscenely posturing a child for any use or
purpose

When is areport required?
Anindividualwhois a fAmandated reporterdo under Arkansas | aw
Abuse Hotline if he or she:
1. Has reasonable cause to suspect that a child has:
9 Been subject to child maltreatment;
9 Died as a result of child maltreatment; or
9 Died suddenly and unexpectedly.

2. Observes a child being subject to conditions or circumstances that would reasonably result in
child maltreatment.

Where does it go?

Reports must be made to the Child Abuse Hotline (1-800-482-5964) established by the Department of
Human Services. Facsimile transmission and online reporting (no website currently available) may be
used in hon-emergency situations by an identified mandatory reporter who provides their name and

phone number and, in the case of online reporting, their email address.

What timing and procedural requirements apply to reports?

Reports must be made immediately.
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Anything else | should know?

1 Reporters to the Child Abuse Hotline may remain anonymous.

9 A privilege or contract shall not prevent a person from reporting child maltreatment when he
or she is a mandated reporter and required to report.

1 An employer or supervisor of an employee identified as a mandated reporter shall not prohibit
an employee or a volunteer from directly reporting child maltreatment to the Child Abuse
Hotline.

91 An employer or supervisor of an employee identified as a mandated reporter shall not require
an employee or a volunteer to obtain permission or notify any person, including an
employee or a supervisor, before reporting child maltreatment to the Child Abuse Hotline.

1 A mandated reporter who knowingly fails to notify the Child Abuse Hotline of child
maltreatment or suspected child maltreatment commits a Class A misdemeanor.

1 A mandated reporter who recklessly fails to notify the Child Abuse Hotline of child
maltreatment or suspected child maltreatment commits a Class C misdemeanor.

1 A mandated reporter who purposefully fails to notify the Child Abuse Hotline of child

maltreatment is civilly liable for damages proximately caused by such failure.
Statutory citation(s):

Arkansas Child Maltreatment Act, Ark. Code Ann. 8§ 12-18-103, 12-18-201, 12-18-202, 12-18-206,
12-18-302, 12-18-402.
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SOCIAL MEDIA POLICY

Definitions

Social Media Accounts: One or more accounts on an electronic medium or service where users may
create, share, or view user-generated content, including videos, photographs, blog posts,
podcasts, messages, emails, or website profiles or locations, such as personal websites, blogs,
wikis, online forums, virtual worlds, Facebook, Twitter, LinkedIn, MySpace, Instagram, Snapchat,

Flickr, Tumblr, and Youtube.

Professional / Educational Social Media Accounts: One or more Social Media Accounts used to
communicate with students, parents, and/or the community concerning school-related activities or
to supplement classroom instruction. Professional/Educational Social Media Accounts are considered
part of the District® curriculum and are therefore employer sponsored and not employeesépersonal

accounts.

Policy Overview

Technology, when used appropriately, gives faculty new opportunities to engage students. District
employees are encouraged to use educational technology, the Internet, and Professional /
Educational Social Media Accounts to raise student achievement and to improve communication with

parents and students.

Technology and Social Media Accounts also offer employees many ways they can present
themselves unprofessionally and/or interact with students inappropriately. Employees are reminded
that the same relationship, exchange, interaction, information, or behavior that would be unacceptable
in a non- technological medium is unacceptable when done through the use of technology. In fact,
due to the vastly increased potential audience digital dissemination presents, extra caution must be

exercised by employees to ensure they dond cross the line of acceptability.

Public school employees are, and always have been, held to a high standard of behavior.
Employees are reminded that whether specific sorts of contacts are permitted or not specifically
forbidden by policy, employees will be held to a high standard of conduct in all their interactions with
students. Failure to create, enforce, and maintain appropriate professional and interpersonal
boundaries with students could adversely affect the District® relationship with the community and

jeopardize the employee& continued employment with the District.
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A. Employee/Student Interaction/Contact

It is the duty of each employee to appropriately manage all interactions with students, regardless
of whether contact or interaction with a student occurs face-to-face or by means of technology, to
ensure that the appropriate staff/student relationship is maintained. This includes instances when
students initiate contact or behave inappropriately themselves.

Contact between employees and students must be professional in content and tone, transparent,

and must not interfere with the working or learning environment of the District.

Employees may not post images of students on any social media network without written
parental consent, except for images of students taken in the public arena, such as at sporting events
or fine arts public performances.

A. Employee Use of and Access to Social Media Networks

Comments or opinions expressed by employees on social media networks, which in another medium
of expression could remain private, have the potential to be disseminated far beyond the speaker&
desire or intention. The District expects employees to exercise extreme caution with sharing one& own
opinions or endorsing opinions of another through fiikesdor A @mments.0Shared or endorsed opinions
and/or images that violate the Educator& Code of Ethics may be grounds for disciplinary action by the

District, up to and including termination or nonrenewal of the contract of employment.

District employees may set up Professional / Educational Social Media Accounts. Accessing personal
Social Media Accounts during school hours is prohibited, except during breaks or preparation
periods. Employees are discouraged from accessing personal Social Media Accounts on their
personal equipment during breaks and/or preparation periods because, while this is not prohibited, it
may give the public the appearance that such access is occurring during instructional time.
Employees shall not access personal Social Media Accounts using District equipment at any time,
including during breaks or preparation periods, except in an emergency situation or with the express

prior permission of school administration.

Employees should not use their District e-mail address for personal Social Media Accounts. District

e- mail addresses may be used for Professional / Educational Social Media Accounts.

Employees must make clear that any views expressed are the employee®& alone and do not
necessarily
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reflect the views of the District. Employees may not act as a spokesperson for the District or post
comments as a representative of the District, except as authorized by the Superintendent or the
Superintendent& designee. When authorized as a spokesperson for the District, employees must
disclose their employment relationship with the District.

Employees may not disclose information that is confidential or proprietary to the District, its students,
or employees or that is protected by data privacy laws. Employees may not post images on any
social media network of co-workers without each co-worker& consent. Employees may not post any

nonpublic images of the District premises or property, including floor plans.

Employees may not use or post the District® password(s) for the District& Social Media

Accounts without permission from the Superintendent or designee.

B. Privacy of Employee's Social Media Accounts
In compliance with A.C.A. § 11-2-124, the District shall not require, request, suggest, or cause a

current or prospective employee to:
1. Disclose the username and/or password to his/her personal Social Media Account;

2. Add an employee, supervisor, or administrator to the list of contacts associated with his/her

personal Social Media Account; or

3. Change the privacy settings associated with his/her personal Social Media Account.

The District shall not retaliate against a current or prospective employee for refusing to disclose the
username and/or password to his/her personal Social Media Account.

The District may request that an employee disclose his or her username and/or password to a
personal Social Media Account if the employee& personal Social Media Account activity is reasonably
believed to be relevant to the investigation of an allegation of an employee violating District policy, or
state, federal, or local laws or regulations. If such an investigation occurs, and the employee refuses,
upon request, to supply the username and/or password required to make an investigation,
disciplinary action may be taken against the employee, which could include termination or

nonrenewal of the employee®& contract of employment with the District.

Notwithstanding any other provision in this policy, the District reserves the right to view any

information about a current or prospective employee that is publicly available on the Internet.
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In the event that the District inadvertently obtains access to information that would enable the District to
have access to an employee®& personal Social Media Account, the District will not use this information
to gain access to the employee& Social Media Account. However, disciplinary action may be taken
against an employee in accord with other District policy for using District equipment or network
capability to access such an account. Employees have no expectation of privacy in their use of
District-issued computers, other electronic devices, or use of the District's network. (See District®
COMPUTER USE POLICY.)

Legal reference: A.C.A. §11-2-124

ADE Rules Governing The Code Of Ethics For Arkansas Educators
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DISTRICT CELL PHONES AND CELL PHONE USE

The District may furnish cell phones to personnel. The decision to furnish a cell phone, and the
decision of which persons to be furnished cell phones, are decisions within the sole discretion of
the administration. All cell phones must be provided for in the departme n tbédget and a requisition
issued at the beginning of the year. Additions or changes during the year may be
accomplished by submitting a requisition and the budget string must be approved prior to making

the requested changes.

Procedure

1. Charges and fees associated with cell phone service shall not be charged against school
activity funds.

2. Calls on cell phones are to be concise and business-related.

3. Long distance calls by staff are prohibited unless they are engaged in a business activity

which is outside the calling area and/or experience a personal emergency.

4. Employees are discouraged from making personal calls on PCSSD-owned cell phones. If
circumstances warrant an exception, the employee is responsible for reimbursement to the

District at month6é &nd.

5. District-owned phones or reimbursement for use of staff-owned phones will only be allowed

during the employeeé segular contract year.

6. The Purchasing Department will be responsible for the initial acquisition of and service
agreements for District-owned cell phones. They will also maintain a master list of these

phones.
7. Because cell phone transmissions are not always private, discussion of certain information

is restricted and strictly forbidden. Information which requires confidentiality (e.g. a specific

student AEP) shall not be discussed over the airways.
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8. Loss, theft, or damage to cell phones shall be governed by the following:

a.

PCSSD assumes no responsibility for lost, stolen, or damaged staff-owned cell
phones.

District-owned cell phones will be covered under the PCSSD property insurance to
the extent that a loss exceeds the established deductible for similar business
personal property.

Each employee ensures the security of the cellular phone while in their possession.
In case of loss, theft, or damage due to negligence, the employee is responsible for
the replacement, insurance reimbursement, or repair cost. Repair costs are exclusive
of any manufacturer Owgarranty for defect in material or workmanship. If repair or
replacement costs are not reimbursed by the employee, the cost may be deducted
from the employeed paycheck.

The employee must immediately report any theft, loss, or damage to the program
manager who initiates and submits an incident report to the Chief Financial Officer. If
theft is suspected, the program manager also ensures that a police report is filed and
the service carrier notified of the loss and service is disconnected. Cell phones that
are lost or stolen may not be replaced without first forwarding the foregoing report to

the business office for proper disposition.

9. The supervisor of each department will, for their division, monitor and approve detailed cell

phone bills.

a. Each employee will review their cell phone bill each month and denote any personal

and/or non-official calls. Reimbursement should be sent to the business office within
30 days.

All long distance, roaming, and personal calls, as well as calls exceeding the
allowable plan minutes will be paid by the employee. Personal calls not accounted
for within 30 days may be deducted from the employeed sext scheduled payroll

disbursement.

10. Staff suspected of abusing cell phone privileges or acting irresponsibly with regard to cell

phone use, such as not reimbursing calls, are subject to the following:

a. Suspension of cell phone use

b. Disciplinary action in accordance with established PCSSD Board of Directors policy.

This normally entails progressive discipline.
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COMPUTER USE POLICY
Internet Use Agreement

Please read this document carefully before signing the following agreement.

The PCSSD furnishes computers and Internet access to designated persons. The sole reason for this is
to assist employees and other persons in performing tasks and obtaining information directly related to
the employee® job. Persons using a District-owned computer, or District-provided Internet access, have
no expectation of privacy in any aspect of their computer use or Internet access. This includes
email. Email and computer use are subject to surveillance, monitoring, and inspection by the District at
any time without advance notice or permission. Email and computer use records may also be
subject to public disclosure under applicable freedom of information laws.

Passwords and security procedures are to be utilized as assigned and directed. Confidentiality of
student records and personnel records is to be strictly maintained against unauthorized disclosure at
all times. Employees must not disable or bypass security procedures, disclose passwords to other
passwords to other persons, or permit computer access to students other than as specifically
designated for student use. It is the policy of the District to equip each computer with Internet
filtering software designed to prevent access to material that may be harmful to minors. Such software
shall not be disabled other than by the Technology Administrator or designee, and then only to enable
access by an adult for legitimate educational purposes.

An employee who misuses a computer or Internet access is subject to discipline up to and
including discharge, or termination or non-renewal of employment contract. Examples of
computer/internet misuse include: excessive personal use; personal use during work or instruction time;
using a computer to violate another District policy; using a computer to violate a local, state, or federal
law or regulation; and allowing unauthorized access.

The punishment imposed for misuse violations will be determined at the discretion of the administration
taking into consideration the seriousness of the misuse. Employees are expressly cautioned that
repeated minor misuse will, after warning, be cause for discharge, or termination or non-renewal of your
employment contract.

Employees are also expressly cautioned that using a computer to access, view, display, or send
pornography is a disciplinary offense of the first magnitude that will likely result in first offense
discharge without prior warning. Pornography as used here refers to words or images of a
sexually explicit or sexually suggestive nature which appears intended to appeal to a person& prurient
interest.

Legal References: 20 USC 6801 et seq. (Children& Internet Protection Act; PL 106-554)
A.CA. § 6-21-107

AC.A. §6-21-111
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CERTIFIED PERSONNEL EMPLOYEE INTERNET USE AGREEMENT

Name (Please Print)

School Date

The Pulaski County Special School District agrees to allow the employee identified above
( Employeeg to use the District® technology to access the Internet under the following terms
and conditions:

1. Conditional Privilege: The employee® use of the district®& access to the Internet is a privilege
conditioned upon the employee abiding by this agreement and the District& computer use and
Internet access policy. A copy of that policy is attached hereto. By signing this agreement the
employee acknowledges that the employee has read and understand the District& policy on
computer use both generally and specifically in regard to imposition of discipline and punishment for
misuse of a computer or Internet access.

2. Acceptable Use: The employee agrees that in using the District®& Internet access he/she will obey all
federal and state laws and regulations. Internet access is provided as an aid to employees to enable
them to better perform their job responsibilities. Under no circumstances shall an employee& use of
the District® Internet access interfere with, or detract from, the performance of his/her job-related
duties.

3. Penalties for Improper Use: If the employee violates this agreement and misuses the Internet, the
employee shall be subject to disciplinary action up to and including termination.

4. fMisuse of the District® access to the Internetoincludes, but is not limited to, the following:

a. Using the Internet to access, view, display, or send words or images that are pornographic as
judged by the standards prevailing in this community at the time, and as defined in the computer
use and Internet access policy attached hereto;

b. Using abusive or profane language in private messages on the system; or using the system to
harass, insult, or verbally attack others;

c. Posting anonymous messages on the system;

d. Using encryption software;

e. Wasteful use of limited resources provided by the school including paper;
f.  Causing congestion of the network through lengthy downloads of files;
g. Vandalizing data of another user;

Obtaining or sending information which could be used to make destructive devices such as
guns, weapons, bombs, explosives, or fireworks;

i. Gaining or attempting to gain unauthorized access to resources or files;

j- Identifying oneself with another person& name or password or using an account or password of
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another user without proper authorization;

k. Using the network for financial or commercial gain without District permission;
l.  Theft or vandalism of data, equipment, or intellectual property;
m. Invading the privacy of individuals;

n. Using the Internet for any illegal activity, including computer hacking and copyright or intellectual
property law violations;

0. Introducing a virus to, or otherwise improperly tampering with, the system;
p. Degrading or disrupting equipment or system performance;

g. Attempting to gain access or gaining access to student records, grades, or files of students not
under their jurisdiction;

r.  Providing access to the District® Internet Access to unauthorized individuals; or

s. Taking part in any activity related to Internet use which creates a clear and present danger of the
substantial disruption of the orderly operation of the District or any of its schools;
t. Making unauthorized copies of computer software;

u. Installing software or hardware on District computers without prior approval of technology director
or his/her designee.

v. Bullying is prohibited which includes cyber bullying as outlined in ACT 115 of 2007.

5. Liability for debts: Staff shall be liable for any and all costs (debts) incurred through their use of the
District®& computers or the Internet including penalties for copyright violations.

6. No Expectation of Privacy: The employee signing below agrees that in using the Internet through the
District® access, he/she waives any right to privacy the employee may have for such use. The
employee agrees that the District may monitor the employee® use of the District& Internet Access
and may also examine all system activities the employee participates in, including but not limited to e-
mail, voice, and video transmissions, to ensure proper use of the system.

7. Signature: The employee, who has signed below, has read this agreement and agrees to be bound
by its terms and conditions.

Employee& Signature Date
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COMPUTER AND MOBILE TECHNOLOGY DEVICE POLICY

Computers and mobile technology devices are provided to Pulaski County Special School District
( A P CS smployees for use on district property, and the use of those devices is governed by the
Pulaski County Special School District Computer User Guidelines and User Agreement

( A A gne & ¢and) the Pulaski County Special School District Acceptable Use Policy (AUP) and
Internet Safety Agreement. Technology devices are provided to enhance, enrich and facilitate
teaching and learning. Mobile technologies are to be used for school related use, curriculum

enhancement, research, communications, and other instructional purposes.
The following policies govern the use of this equipment:

1. District provided mobile equipment used by District employees and students remain the legal
property of the PCSSD. Asset tracking of mobile equipment shall be the responsibility of
PCSSD.

2.  Work produced and/or information stored or resident in the memory of school computers is

property of the PCSSD and there is no expectation of privacy.

3. Employees are responsible for the security of their computer equipment, files and
passwords. Employees with access to student records or any confidential information may
not use, release, or share these records except as authorized by District policy or
by federal, state, or local laws. Employees who are provided access to confidential or other
sensitive information must take measures to safeguard it from unauthorized access,
release, or disclosure. Users must never allow others, especially students, to use their
passwords. Employees should also protect their passwords to ensure system security and
their own privilege and ability to continue to use the system. Employees will be held
accountable for any activity under their user account and password. Remote access may
be granted to an employee by the Principal and/or IT Department for the convenience of
completing his/her job from remote locations. It is the employeed sesponsibility to ensure
that the remote access session remains as secure as the network access at the campus.
Any suspected security violations must be reported to the Chief Technology Officer

immediately.

4. ltis the employeed sesponsibility to maintain a backup of their data and restore their data if
needed. Employees should contact the IT Help Desk to resolve any technical issues. Please

use one of the following methods to contact the IT Help Desk:
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5.

a. Call the IT Help Desk at 501-234-2150, Mon 1 Fri, 7am i 5pm

b. Send an email to helpdesk@pcssd.org and include:

i. School Name, Device ID, PCSSD inventory tag #
ii. Point of Contact

iii. Detailed Description of the Problem

In the case of damage, loss, theft, technical issues or other problems with a device, the
PCSSD IT Help Desk should be notified immediately. Technical issues include but are not

limited to software crashes, hard drive crash, erratic error messages, etc.

Only legally licensed and District-approved software and apps shall be installed onto district-
owned computers and devices. Any malicious activity caused by software outside of the
default image will be the user's sole responsibility. Malicious activity includes but is not
limited to viruses, malware, data loss, network scanning, email spamming, network-based
attacks and disabling or removing any monitoring/security systems installed by the
PCSSD.

a. No user is permitted to knowingly or inadvertently load or create a computer
virus or load any software that destroys files and programs, confuses users, or

disrupts the performance of the system.

b.  No third-party software and apps will be installed without approval of the PCSSD

Technology and Learning Services Departments.

Users may be held responsible for any damage caused by intentional or negligent acts
while in possession of any District mobile device issued to them. Damage or theft which
occurs due to the employeeb segligence will be the responsibility of the employee.
Examples of negligence include, but are not limited to, failure to follow the listed guidelines
(or any other reasonable precautions) that leads to theft and/or renders the computer

unusable, including the failure to:

a. Use protected storage bags and/or carrying cases that are specifically designed
for the device.

b.  Lock devices in cabinets or desks when possible.

c. Secure the device anytime you are temporarily leaving it unattended in a

classroom or conference room.
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d. Keep drinks, food, lotions, liquids of any kind and other harmful materials away

from the electronic devices.
8. Before a District mobile technology device is issued, the employee must read and sign the
PCSSD Computer User Guidelines and User Agreement, as well as read and understand

the PCSSD Acceptable Use Policy. The signed Agreement will remain on file with the PCSSD.

Warranty Repairs

Warranty repairs are defined as: Defects in materials and workmanship under normal use. The
mobile technology warranty only covers failure due to defect of the components. This does not

include any damage due to accident or negligence. It does not cover loss or theft.

Insurance for Damage/Vandalism/Loss/Theft

PCSSD will insure technology equipment before issued to a school. If damage, vandalism, loss or
theft occurs while the equipment is being used on-site, a deductible will need to be paid
before the computer or device is repaired or replaced. The employee or district will pay this
deductible. Payment is the responsibility of the district, except in the case of established employee
negligence. Anytime there is damage, loss or theft of equipment, a district insurance claim form
will be filled out by the employee and administrator of the school and submitted to the Business

Department.

Off-Site Damage/Vandalism/Loss/Theft

Damage to equipment due to negligence will not be covered by insurance and will result in the
full cost of equipment. If the damage, vandalism, loss or theft occurs off-site while under the

responsibility of the employee or in cases of established employee negligence while used on-
site, payment shall be made by the employee to cover the cost of repair or replacement of the
device; whichever is less. Payment from the employee may be collected through a payroll deduction
process if necessary. In the event of suspected theft or loss, not on district property, employees
must notify authorities. In any instances of insurance claims, paperwork will need to be filed and

all instances will need to be investigated.
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COMPUTER AND MOBILE TECHNOLOGY DEVICE POLICY AGREEMENT

I understand technology provided for instructional use belongs to the Pulaski County Special
School District and is intended for school/district-related use. | have read the PCSSD Computer
and Mobile Technology Device Policy and agree to abide by the terms and conditions of those

policies.

| understand that if equipment in my possession off-campus is lost, damaged, or stolen due to
my negligence | will pay repair costs or full replacement costs, including costs of cases and
accessories. If necessary, | authorize PCSSD to use a payroll deduction(s) to cover the cost of

repair or replacement of the equipment as stated in the policy.

| understand that violation of the provisions stated in the policy may result in disciplinary action

and may require that | forfeit use of the device.

Employee Signature Date:

| understand and agree that | will authorize all off-campus equipment privileges.

Administrator Signature: Date:
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ACCEPTABLE USE POLICY (AUP) AND INTERNET SAFETY

The Pulaski County Special School District (PCSSD) is pleased to offer technology, including, but
not limited to: computers, networks, and Internet services. The use of PCSSD technology is a
privilege, not a right, and carries with it responsibilities for all involved. PCSSD expects staff to
blend the use of technology with the curriculum and to provide guidance and instruction to staff

and students in its use.

Staff must supervise studentsbuse of technology at all times. Staff is responsible for their conduct
when using P C S S Déclsnology. The PCSSD Acceptable Use Policy applies to all users of

P C S S Defestronic communication systems. Users include:

APCSSD Employees

APCSSD Students

AcContractors

AConsultants

Astudent Teachers

ATemporary Workers

AAny third parties that use the system

Terms of Agreement

In order for a student to be allowed access to a school computer system, computer network, and the

Internet, parents must sign and return the attached consent form by the first day of school.

Definitions

As defined in this policy, the term technology includes, but is not limited to: all computers; printers,
digital cameras, document cameras, interactive white boards, projectors, scanners, peripheral
equipment; networks; Internet resources, including production of Web content, all forms of Web-
based synchronous and asynchronous communication including electronic mail, and file transfer
protocol; multimedia, video, cable television, telephone, and fax equipment; language lab
equipment; all software and files, including all user files generated from the use of the resources

listed herein; as well as the supplies used to maintain technology.

The term A s t mdlutle§ teachers, paraprofessionals, administrators, permanent substitutes and

any adult responsible for supervising students.

The term "user" includes staff members and anyone who makes use of PCSSD6 $echnology.
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Access Statement

All users authorized to access student information are required to abide by the policies governing
review and release of student education records. The Family Educational Rights and Privacy Act
(FERPA) of 1974 mandates that information contained in a s t u d esdutafiom record must be
kept confidential and outlines the procedures for review, release and access of such information.
Access to student information systems will be granted only to those individuals who have been
determined to have a legitimate educational interest in the data. Individuals who have been
granted access must understand and accept all responsibilities of working with confidential student
records. If the individual loses the data, he/she should inform the appropriate District personnel
immediately.

All users must sign and return an Acceptable Use Policy Statement before being allowed to use
any of the Di s t techonologysThe Acceptable Use Statement will stay in effect as long as the
staff member is employed in the PCSSD. Users are not allowed to use P C S S Dxéclsnology if a
signed Acceptable Use Policy Statement has not been submitted to their school. Users may not

login under a generic or shared password.

Acceptable Uses

The District is providing access to its school computer systems, computer networks, and the
Internet for educational purposes only. Regulations for participation by anyone on the Internet shall
include, but not be limited to, the following:

1. All users must abide by rules of Network etiquette i Netiquette, including the following:
a. Be polite.

b. Use appropriate language and graphics.

2. All users are allowed to use email, electronic chat rooms, instant messaging, social

networking sites and other forms of direct electronic communications for educational

A

purposes only and with proper supervision. All access is controlled via the District 6 s

Internet content filter and is subject to monitoring at any time by designated District staff.
3. Comply with fair-use laws and copyright regulations while accessing the Internet.
4. Understand, recognize, and respect the intellectual property of others.
5. Career development activities.
6. School sponsored email.

7. Approved use of 21st Century Tools including, but not limited to, podcasting, private
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class chat room experiences, private class to class video-conferencing, private class

blogging, and private class wikis.
Educational research

Comply with fair-use laws and copyright regulations while accessing the Internet

10. Understand, recognize, and respect the intellectual property of others

Unacceptable Uses

1.

2.

Students may not bypass or attempt to bypass the PCSSD6 §iltering software.

Do not swear, use vulgarities, suggestive, obscene, belligerent, or threatening language
in any messages or web pages. If a user is the victim of a harsh, critical, or abusive
statement, the user should bring the incident to the attention of their immediate supervisor
or Director of Technology. Be advised that doing so in school-sponsored email will result
in your email being automatically redirected from the intended recipient to the Director of
Technology and General Counsel for review. Disciplinary action, as outlined in this policy,

may be forthcoming.

Do not use personal addresses, personal phone numbers, or other identifying information
of students on the Internet. No identifiable photographs will be allowed to be published to
the Internet without appropriate written consent. Concerning a student, appropriate written

consent means a signature by a parent or legal guardian of the student.

Users are prohibited from accessing any site on the Internet that is not consistent with
the educational objectives of the Division, to include, but not be limited to, social

networking sites.

5. Participating in ftyber bullyingd such as personal attacks and/or threats on/against

anyone including being impolite.

6. Using the network/Internet for any illegal activity, including violation of copyright or other

contracts or transmitting any material in violation of any federal, state or local law.

7. Sending, receiving, viewing, or downloading illegal material via the PCSSD computer

system.

8. Unauthorized downloading or installing of software to any District electronic devices or any

electronic device, such as an mp3 player, brought on to the school grounds.

9. Using the computer system for private financial or commercial gain.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

Wastefully using resources, such as bandwidth, file space, paper, and ink/toner.
Gaining unauthorized access to resources or entities.
Using the computer system for commercial or private advertising.

Submitting, posting, publishing or displaying any obscene, profane, threatening, illegal, or

other inappropriate material.
Using the computer system while access privileges are suspended or revoked.

Vandalizing the computer system, including, but not limited to, modifying or destroying any
other peripheral equipment, or destroying data by creating or spreading viruses and/or by

any other means.

Forging, intercepting, or interfering with electronic mail messages, except as otherwise
provided in this policy.

Accessing or attempting to access instant messages, non-educational chat rooms, forums
that are not school-related, private e-mail, message boards, blogs or wikis that are not

school-related, or host personal web pages at any time on the Division LAN or

WAN. Exceptions to this shall only include school-approved, teacher-supervised, filtered,

archived Internet communication, which occurs during the instructional day.
Failing to respect the PCSSD computer systemd sesource limits.
Using the computer system to disrupt others.

Reading, modifying or deleting data owned by others, except as otherwise provided in this

policy.

Use of the computer system concurrent with a violation of the code of conduct or

violation of any rule or regulation of the school or school system.

Users shall not bypass or attempt to bypass the PCSSD& security measures through

means such as, but not limited to, online proxies, bootable media, IP spoofing, etc.

Users shall not intentionally damage the system, damage information belonging to

others, misuse system resources, or allow others to misuse system resources.

Users shall not alter or vandalize computers, networks, printers, or other associated

equipment and system resources. Alteration or vandalism includes, but not limited to,
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25.

26.

27.

28.

removal of parts, intentional destruction of equipment, attempting to degrade or disrupt

system performance, or attempting to make system resources unusable.

Users shall not relocate or remove technology equipment (hardware or software) from its

location without permission from the PCSSD Technology Department.

Users shall not use system resources to distribute or provide personal information or

addresses that others may use inappropriately.

Users should be aware that electronic mail (e-mail) and all other files stored on PCSSD

network are the property of the District.

Users should not send any messages or create any files that they would not want to be

made public. Space restrictions will be implemented according to District guidelines.

29. Users shall maintain a strong password on PCSSD computers, email system, and any

other network logins at all times.

Failure to Follow Acceptable Use Policy

1. Uses that cause harm to others or damage to their property are prohibited. For example:

a. Do not engage in defamation (harming another &reputation by lies);

b. Do not use another @password or some other user identifier that misleads
message recipients into believing that someone other than you is communicating

or otherwise using his/her access to the network or the Internet;

c. Do not upload a work, virus, Trojan horse, time bomb, or other harmful form of
programming or vandalism; do not participate in hacking activities or any form of

unauthorized access to other computers, networks, or information systems.

2. Uses that jeopardize the security of student access and of the computer network or other
networks on the Internet are prohibited. For example, do not disclose or share your

password with others; do not impersonate another user.

3. lllegal activities, including copyright or contract violations, shall not be permitted.

4. The Internet shall not be used for commercial, political, illegal, financial, or religious

purposes.
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5. Threatening, profane, harassing, or abusive language shall be forbidden.
6. Use of the network for any illegal activities is prohibited.

a. lllegal activities include:
i. Tampering with computer hardware or software;
ii. Unauthorized use entry into computers and files (hacking);
iii. Knowledgeable vandalism or destruction of equipment;

iv. Deletion of computer files.

b. Such activity is considered a crime under state and federal law. Any use which
violates state or federal law relating to copyright, trade secrets, the distribution of
pornographic materials, or which violates any other applicable law or municipal
ordinance, is strictly prohibited.

7. No user is permitted to knowingly or inadvertently load or create a computer virus or load
any software that destroys files and programs, confuses users, or disrupts the

performance of the system.

8. No third-party software will be installed without approval of the PCSSD Technology and

Learning Services Departments.

9. Accessing pornographic or obscene material or using or sending profanity in messages
shall be forbidden.

10. The use of anonymous proxies or any site that allows the user to get around content

filtering is strictly prohibited and is a direct violation of this agreement.

Violations

A violation of this agreement could result in loss of privileges, termination, or criminal charges.

Minimum Consequences

1st Offense: Warning and documentation in personnel file
2nd Offense: Disciplinary action and formal improvement plan

3rd Offense: Possible suspension and/or recommendation for non-renewal or termination

Internet Safety
A Parents and Users: Despite every effort for supervision and content filtering, all users
and their parents/guardians are advised that access to the electronic network may
include the potential for access to materials inappropriate for school-aged students.

Every user must take responsibility for his or her use of network and Internet and avoid
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these sites.

A Personal Safety: In using the network and Internet, users should not reveal personal
information such as home address or telephone number. Users should never arrange a

face-to-face meeting with someone fimet 0n the Internet.

A Confidentiality of Student Information: Personally identifiable information concerning
students may not be disclosed or used in any way without the permission of parent or
guardian. Users should never give out private or confidential information about

themselves or others on the Internet.

A Active Restriction Measures: The District will utilize filtering software or other
technologies to prevent students from accessing visual depictions that are (1) obscene,
(2) pornographic, or (3) harmful to minors. The use of anonymous proxies or any site
that allows the user to get around the content filter is strictly prohibited and will be
considered a violation of this policy. The school will also monitor the online activities of

users through direct observation and/or technological means.

A All minors should be educated each year about appropriate online behavior, including
cyber bullying, awareness and response, and interacting with other individuals on social

networking sites and in chat rooms.

Use of New Web Tools

Online communication is critical to our studentsdlearning of the 21st Century Skills. Tools such
as blogging and podcasting offer authentic, real-world vehicles for student expression. Again, as
educators, our primary responsibility to students is their safety. Hence, expectations for
classroom blogs, student protected e-mails, podcasts, or other Web interactive use must follow

all established Internet safety guidelines.

Blogging/Podcasting Terms and Conditions:

A The use of blogs, podcasts or other Web 2.0 tools is considered an extension of your
classroom. Therefore, any speech that is considered inappropriate in the classroom is
also in appropriate in all uses of blogs, podcasts, or other Web 20 tools. This includes,
but is not limited to, profanity and racist, sexist or discriminatory remarks.

A Teachers must monitor all communication on blogs, podcasts, or other Web 2.0 tools

that are used in the classroom.
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A All users using blogs, podcasts or other web tools are expected to act safely by

keeping ALL personal information out of their posts.

A A user should NEVER post personal information on the web (including, but not limited
to, last names, personal details including addresses or phone numbers, or
photographs). Do not, under any circumstances, agree to meet someone you have

met over the internet.

A Comments made on blogs should be monitored and i if they are inappropriate i
deleted.

A Never create a link to web sites from your blog or blog comment without reading

the entire article to make sure it is appropriate for a school setting.

A Students using Web 2.0 tools agree to not share their user name or password with
anyone besides their teachers and parents and to treat any blogs as classroom

spaces.

A Users who do not abide by these terms and conditions may lose their opportunity to

take part in the project and/or be subject to consequences appropriate to misuse.

Policy Statements

The use of the PCSSD6 somputer system is a privilege, not a right, and the Acceptable Use
Policy is designed to establish clear guidelines for adult stakeholders who have access to the
Public School computer system. Be polite and use proper Network etiquette (the acceptable

behavior the Internet community expects its citizens to follow).

Use appropriate language

Respect both your own privacy and the privacy of others by not giving out personal
information. Respect the rights of others by not wasting network resources. Report

threatening or harassing remarks or materials to administration

Permission Forms

All users (staff members, substitute teachers, guests, and students and their parents) must
signh an Acceptable Use Agreement to be eligible to work on any equipment connected to the
network. This agreement must be renewed on an annual basis.

Acceptable Use Purpose

Internet Access

A Staff has access to Internet World Wide Web information resources through their
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classroom, media center, and/or computer lab on any equipment connected to the
network. All Internet usage is monitored, and users should expect that their use may

be reviewed at any time by the principal or Superintendent.

A Staff will be issued an e-mail account for business use.

Teachers and support staff will create a classroom website in accordance with
District guidelines. Material placed on a web page must relate to the school,

classroom, or program.

Confidential Information

Look at IT security for clarification

Responsibility
Users are responsible for their individual accounts and should take all reasonable precautions
to prevent others from being able to use their account. Under no conditions should users

provide their passwords to anyone else.

Copyright
All users must adhere to the copyright laws of the United States (P.L. 94-553) and the
Congressional Guidelines that delineate it regarding software, authorship, and copying

information.

Benefits of Education

We are in the 21st Century; our students must learn to utilize the tools and skills necessary
to compete in a global economy. Students of today must think critically about global issues,
work collaboratively on projects, and understand the significance of intellectual property, fair-
use laws, and copyright regulations as they research the world in which they live. The
PCSSD computer system, coupled with Internet access, empowers our students to construct

authentic meaning from classroom lessons.

Enforcing Acceptable Use Policies

Privacy Policies

Users should not expect privacy in the contents of their personal files on the Districtors c hoo | 6 s
network; they must realize that any information stored electronically on school owned equipment

is subject to Ar k a nFreedoim of Information Act. The situation is similar to the rights staff and
students have in regard to their lockers, desks, or other storage systems. The District reserves

the right to monitor, inspect, copy, review and store at any time and without prior notice, any

and all usage of the computer network and/or internet usage. Parents of students have the right
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at any time to request a review of the contents of their c h i | deteeronic diles or a conference

with the teacher regarding electronic projects and/or research.

Liability Disclaimer

The PCSSD makes no guarantees that the functions of the services provided by or through the

network will be error-free or without defect. The District will not be responsible for any damage the

user may suffer, including but not limited to, loss of data or interruptions of service. The District is

not responsible for the accuracy or quality of the information obtained through or stored on the

network. The District will not be responsible for financial obligations arising through the

unauthorized use of the network. When using the network, one may sense they can more easily

break a rule and not be caught. This perception is not accurate. Whenever users access the

network orusetechn ol ogy equi pment, they | eave felectronic fo
caught in violations are really about the same as in the real world or in any other actions or

situations.

Principal Responsibilities

A Include Acceptable Use Policy in student handbook.

A Be sure handbooks are distributed to all students.

A Treat student infractions of the Acceptable Use Policy according to the school
discipline policy.

A Keep permission forms on file for one school year.

A ldentify students who do not have permission to use the Internet to the teaching staff.

A Insure that teachers are educating students about appropriate online behavior.

District Responsibilities

A Ensure that filtering software is in use to block access to materials that are inappropriate,
offensive, obscene, or contain pornography.

A Update the filtering software regularly.

A Have Acceptable Use Policy approved by the board and published on the District website.
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ACCEPTABLE USE POLICY (AUP) AND INTERNET SAFETY AGREEMENT

The acceptable and unaccepta bl e uses of the Districtébés equi pment,
are described in this fAAcceptable Use Agreemento for
acknowledge that | have read, understand and agree to abide by the provisions of the attached

Acceptable Use Policy (AUP) and Internet Safety Agreement. | realize that all the rules of conduct
described in this Districtos AUP, policies, procedurl
Districtbés networ k.

Print Employee Name:

Email:

Employee Signature: Date:
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RECORDS, EVALUATIONS, AND PROFESSIONAL DEVELOPMENT

PERSONNEL RECORDS

It is the intent of the Board that the District maintains one official personnel file for each employee

in the Human Resources Department.

Information obtained prior to employment, including confidential placement papers, information
prepared by an identifiable employment interview committee, and information obtained in
connection with an interview for promotional purposes, will be maintained in a file and will not be

available to the employee for inspection without a court order.

Material of a derogatory nature will not be placed in the personnel file unless the employee has
received a copy and has had an opportunity to review the material. The employee will have the

right to submit a written answer to such material and attach it to the file copy.

Individual personnel files will be confidential and not open to public inspection unless required to
be open pursuant to the terms of the Arkansas Freedom of Information Act or Federal Privacy
Act.

Access to an employeed gersonnel file during normal circumstances will be limited to the

Superintendent or designee(s) or other school administrators who have a proper purpose.

An employee or his designee will have access to the official personnel file during regular working

hours and such authorization of a designee will be in writing.

An employee may duplicate any material contained in the file without charge.

A log will be maintained showing the names of persons who examine the contents of the file and

the dates on which the file was examined.

If an employeed ersonnel file or any of its contents are subpoenaed in accordance with a legal
proceeding or examined as part of a law enforcement inquiry or a governmental agency

investigation, the employee will be notified in writing.
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EVALUATION

The Board of Education shall establish a continuous program for the evaluation of the
performance of the personnel of the school system and shall provide sufficient personnel and
financial resources to support this program. The information gained from these performance
evaluations shall be used in the planning of staff development and in-service training activities

which are designed to improve instruction and professional competence.

The PCSSD staff evaluation criteria and procedures for conducting evaluations shall be in
accordance with the law of Arkansas and State Department of Education regulations. New or
substantially modified evaluation instruments will be adopted in the same manner as required

for new or modified personnel policies.

An employee determined by a building principal or immediate supervisor to not be willing or able to
perform in a satisfactory manner will be recommended for non-renewal or termination, depending
upon the circumstances. An employee whose performance is unsatisfactory, but who is believed to
have the capacity to elevate his or her performance to a satisfactory level, will be placed on a
written performance improvement plan by the building principal or immediate supervisor. The
performance improvement plan will describe the particular areas in which improvement is required,
and the time in which the improvement must be achieved. An employee whose employment is
continued under a performance improvement plan is on notice that the failure to achieve the
required improvement in the areas and in the time noted will result in recommended contract non-

renewal or termination, depending on the circumstances.
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TESS

Purpose

PCSSD is committed to providing the best educational opportunities for all students. Given

that commitment, the District requires an evaluation system to meet the following goals:

1 Provide a transparent and consistent teacher evaluation system that ensures effective teaching

and promotes professional learning;

1 Provide an evaluation, feedback, and support system that encourages teachers to improve

their knowledge and instructional skills to enhance student learning;

1 Provide an integrated system that links evaluation procedures with curricular standards,

professional development activities, targeted support, and human capital decisions;

1T Support teachersd roles in improving studentsd educ

1 Enhance student learning and development;

1 Encourage and support staff to move beyond minimum competencies and toward professional

excellence;

1 Foster professional growth in an atmosphere of mutual trust and respect;

1 Provide criteria for responsible personnel decisions.

PCSSD believes in providing high-quality instructional staff in every classroom. To ensure that the

guality remains consistently high, the Teacher Excellence and Support System rubric is used to provide

guidance to teachers, administrators, and support staff to ensure that consistent practices are followed.

The ratings for each teacher are based on direct observation, indirect observation, data, and artifacts.
Observations are conducted and support given based o

placement guidelines outlined in this document.
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Definitions

AArtifact or artifactso ar e pméssiemlipmadice thatmanotlteo c u me nt

directly observable.

ACl assroom Wal kt hrougho is an infor mal obselbvati on c

minutes, and may focus on specific components.

AfDatado means: Teacher per fmancedata; or®Ovedhlaschaql pefotmamte nt per f
data. Data may include multiple measures of student growth, school quality, or student success.

ADirect observationo means the evaluator observes th

(A)Physical | y present inside or outside the teacherdés cl a
observe.
AEarly Educator/ Novice Teachero is a teacher having

licensed teacher. The Early Educator status consists of three years of mentoring and building level

experience and is considered probationary under Arkansas Fair Dismissal Act.

AfEval uation Cycle for Career Educatorso: (A) At | eas
school shall conduct a summative evaluation for a teacher who is not an Early Educator or in Intensive

Support status. (B) In a school year in which a summative evaluation is not required for a teacher in

Career Educator, the teacher shall focus on elements of the teacher's professional growth plan as

approved by the evaluator that are designed to help the teacher improve his or her teaching practices.

AEval uatord means a person |licensed by the State Boa
designated as the person responsible for evaluating teachers and who is an employee of the school

district in which the evaluations are performed.

AEvi denced means: Direct observations; Indirect obse
facilitate a professional dialogue for the teacher and evaluator; and provide essential evidence of the

teacher's classroom practices.

"Formal classroom observation” means an announced visit to a classroom that: (A) May be preceded
by a pre-observation conference to discuss the lesson plan and objectives; (B) Is conducted by an
evaluator for at least seventy-five percent (75%) of the class period or a minimum of 45 minutes of
instruction. Observations shall be conducted by observing the teacher: (1) In the classroom; or (2)
Through the use of video technology. (C) Facilitates a professional dialogue for the teacher and

evaluator; and (D) Provides essential evidence of the teacher's classroom practices.

il ndirect observationd means the evaluator observes

research, planning, and implementation inside or outside of the classroom.
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"Intensive support status" means (A) Teachers with a majority of ratings of ineffective in any one
domain of the evaluation framework shall be placed in Intensive Support. (B)Teachers who have
ratings of progressing or ineffective in the majority of components in a domain may be placed in
Intensive Support. Intensive Support employment status is administered under § 6-17-2807 (See
Categories and Intensive Support Status). Arkansas Fair Dismissal Act of 1983 (8 6-17-1501 et seq) is
not replaced by the TESS process.

"Interim teacher appraisal” is a form of evaluation, other than a summative evaluation, that: (A)
Provides support for teaching practices; and (B) Uses standards for teacher growth and performance
that are consistent with the evaluation rubrics for the teacher evaluation domains of a summative
evaluation. During the three years in which a summative evaluation is not required, an evaluator may
conduct an evaluation that is lesser in scope than a summative evaluation but uses the portions of the

evaluation framework and evaluation rubrics that are relevant to the teacher's professional growth plan.

"Post-observation conference” means a conference between the teacher and evaluator following a
formal classroom observation to discuss: (A) The evaluator's observations; and (B) Artifacts (see

definition) presented by the teacher after the formal classroom observation.

"Pre-observation conference" means a conference between the teacher and evaluator to discuss goals

and planned outcomes for a classroom lesson before a formal classroom observation.

AiProbationary statuso means teachers with experience

have not completed the mentoring requirements enter under Career Educator Summative (2A).

AProfessional growth plano is coll aboratively design
growth needs of a teacher. The plan, containing two goals and supporting actions, shall be recorded in

the electronic platform of the district.

ACareer Summative evaluation processo: (1) A for mal
classroom observations; (3) Presentations of artifacts chosen by the teacher, the evaluator, or both; (4)

An opportunity for the evaluator and teacher to discuss the review of external assessment measures

used in the evaluation; (5) A written evaluation determination for each teacher evaluation domain and a

written summative evaluation determination; (6) Feedback based on the evaluation rubric that the

teacher can use to improve teaching skills and student learning; and (7) Feedback from the teacher

concerning the fidelity of the evaluation process.

A "Teacher" means a person who is: (A) Required to hold and holds a teaching license from
the Arkansas State Board as a condition of employment; and (B) Employed in a public
school as a: (1) Classroom/special education teacher engaged directly in instruction with

students in a classroom setting; (2) Guidance counselor; (3) Library
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media specialist; (4) Teacher in another position identified by the Arkansas State Board (Instructional

Facilitator, Speech Therapist, Gifted Coordinator, School Psychologist).

EVALUATION DESCRIPTORS

Early Educator/Novice
1 Beginning educatori educat or having fewer than three (3) year
(Completes three years and the Journeys in the Early Educator/Novice.)
1 Teachers in the Early Educator/Novice develop a PGP (Professional Growth Plan); focus on
the components identified in the mentoring process each of three (3) years; participate in the
process of in-class coaching by mentors, specialists, or buddy teachers; participate in informal
or formal observations by the principal; and may have a Mid-Year Review and will have a PGP

Review at the end of the year to begin the process for the next year.

Career Educator/Interim Appraisal
1 An employee who is a fully licensed teacher by the State of Arkansas and has successfully
completed requirements in the Early Educator/Novice. Teachers eligible for Interim Appraisal
are initially assigned to Interim Appraisal Summative (2A) to establish a 4-year cycle. This cycle
continues throughout a teacherdés career.
1 A teacher entering the district who has completed the Early Educator/Novice requirements, with

supportive evidence or documentation, is placed in the Career Summative (2A).

Interim Appraisal: Non-Summative (2B1, 2B2, or 2B3)

1 Interim Appraisal Non-Summati ve (2B1, 2B2, or 2B3) is focused
Growth Plan (PGP). The plan is comprised of two goals with the corresponding answers to the
TESS questions for each goal. The evaluation for teachers in this cycle is based on the
performance associated with the components for each goal. Informal or Formal Observations,
Classroom Walkthroughs, Video Observations, Artifacts, Add New Posts, and BloomList
reflections are the primary sources of evidence during these three years.

1 A Formal Observation is not required but may be conducted at the discretion of the Evaluator.
Mid-Year Reviews are optional and focus on progress on the actions of the PGP. A PGP
Review/Update Conference at the end of the year focuses on rating the performance of the
teacher on components of the PGP (usually 2-4 components per goal). The ratings may include

results of direct observations, indirect observations, artifacts, and data.
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Career Summative Appraisal-2A

Interim Appraisal in Career Summative Appraisal (2A) focuses on the implementation of a PGP, an
evaluation of all 22 components, performance in classroom walkthroughs, informal and formal
observations, and/or video observations, performance in optional Mid-Year Reviews, and the
Summative Evaluation used to assign a rating for each of the 22 components based on the
performance during the year. The ratings may include results of direct observations, indirect
observations, artifacts, and data. Each teacher experiences this Career Summative Appraisal a

minimum of at least one time every four years.

Intensive Support (3)

1 Teachers with a majority of ratings (Domains 1 & 4=4 of 6 components and Domains 2
& 3=3 of 5) of ineffective in any one domain of the evaluation framework shall be
placed in Intensive Support. The ratings may include results of direct observations,
indirect observations, artifacts, and data.

1  Teachers who have ratings of progressing or ineffective in the majority of
components (Domains 1 & 4=4 of 6 components and Domains 2 & 3=3 of 5) in a
domain may be placed in Intensive Support.

1 Before ateacher is placed in Intensive Support, the administrator shall notify his/her
supervisor and human resources to discuss the evidence and appropriate action to
pursue while assisting the teacher in improving his/her performance. These actions

shall be included in the Intensive Growth Plan.

EVIDENCE/ARTIFACTS

1 Evidence for Domains 2 and 3 typically comes from observation notes; the only
artifacts necessary to upload are those for which the Evaluator does not have
evidence.

o Inthe summative year, evidence for Domains 1 and 4 is obtained through the
pre-observation and post-observation forms and conferences.

o Inthe Interim Non-Summative (2B1, 2B2, and 2B3) years, evidence may be
gathered during observations, conferences, Add New Post, BloomList
reflections, or artifacts.

1 Artifacts should only be used when performance is not readily observable (Primarily
Domains 1 & 4). The ratings may include results of direct observations, indirect

observations, artifacts, and data.
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SUMMATIVE EVALUATION
1 During a school year in which a complete summative evaluation is not required for a teacher in

Interim Appraisal Non-Summative (2B1, 2B2, and 2B3), the focus is on components aligned

with the teacherdéds professional growth plan approc
1 Completed annually for licensed employees in Career Summative (2A)* and Intensive

Support(3). *At least one (1) time every four (4) years, a summative evaluation over all four

domains and 22 components is completed for teachers in the Interim Appraisal (2). A

summative evaluation may be completed more frequently than once every four years with any

teacher.

STEPS FOR PGP GOALS:

1 Evaluator schedules a PGP meeting in EdReflect. The Evaluator and teacher collaboratively
create a PGP during Year 1 for Early Educator/Novice teachers as designated by the
guidelines for mentoring from the Arkansas Department of Education.

o Novice teachers [first year] develop their PGP in December or January based on
feedback, student data, and self-assessment.

o Experienced teachers [Probationary] new to the district develop their PGP in September
or October.

o Career Educators, Early Educators [Year 2 and 3], and Probationary Educators
employed by the district create their PGP in March-May of each year for the following
year.

1 During the PGP Review/Update Conference at the end of each year, teachers in Interim
Appraisal and Early Educator/Novice develop PGPs so they can focus professional
development on the goals of their PGPs. The PGP is collaboratively reviewed/revised at least
annually. Based on documented evidence, the Evaluator may collaborate on PGP modifications
during the school year.

1 Year 1: Early Educator/Novice Teacher completes a minimum of two Mentoring Journeys by
November, informal observations, EdReflect Self-Evaluation, Areas of Strength, Areas for
Growth prior to the PGP meeting. Teacher and Evaluator collaboratively create PGP goals
based upon the self-assessment and results of observations, align goals with indicators, tag
and answer the questions for each goal.

1 A component(s) from Domain 1 should always be selected along with something observable
(from Domain 2 and/or 3) and possibly Domain 4. No more than 4 components and no fewer
than 2 per goal should be tagged. Answer TESS questions. Questions should be answered
from the perspective of a) what this will look like in terms of the teacher behavior/growth and b)

what this will look like in terms of student performance or achievement.
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il

Early Educator/Novice teachers must complete their Journey requirements each semester of
their three-year mentoring cycle.

Early Educator/Novice Years 2 and 3: Continue expectations for Early Educator/Novice
teachers with the exception of the PGP being developed at the PGP Review/Update
Conference at the end of the year as with other staff. Self-evaluation may be completed
annually by the teacher (optional) and discussed with the administrator during the PGP
Review/Update meeting.

Experienced teachers new to the district complete the Self-Evaluation, Areas of Strength, Areas
for Growth prior to the PGP meeting no later than October 1st. The PGP based on the Self-
Assessment, Student Data, and Principal Observations shall be completed no later than
October 31.

ADDITIONAL ARTIFACTS:

il

Evaluator schedules Additional Artifacts in August or September in EdReflect and leaves it

open all year to allow Evaluator and Teacher to upload or access artifacts throughout the year.

STEPS FOR INFORMAL OBSERVATION(S) (All Teachers):

Evaluator schedules informal observation(s) in EdReflect.

INFORMAL OBSERVATION (Early Educator/Novice, Career, Intensive):

1

Evaluator schedules informal observation(s) at their discretion. TESS Law does not indicate

the number of informal observations to complete. PCSSD requires a minimum of two (2) per
teacher per year. The informal observation should be a minimum of 20 minutes and may focus
on all components or those of the PGP.

Evaluator records notes/scripts in EdReflect during the observation or within 48 hours. lItis
optional for the Teacher to tag evidence and rate performance. If the teacher tags/rates, the
observer should use the Notepad rather than Quickfire in EdReflect. The teacher should tag,
rate and share information from the lesson back to the observer within 48 hours.

Evaluator shares notes with teacher. Evaluator and Teacher may upload any additional
artifacts. After uploading, select, tag, comment, then share.

Evaluator completes the rating of components in any domain (designated domains or
components may be the focus of informal observations) and shares with the teacher.
(Comments may be added for any/all components.)

Teacher may also complete ratings as the evaluator directs (Comments may be added for
any/all components.) and may upload any additional artifacts, tag, comment, and share.
Evaluator completes the Feedback and Next Steps form in EdReflect, tags by double clicking

on Save Draft, and shares with the Teacher.
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Evaluator considers need for addition or revision to PGP and support needed by the Teacher in
this formative process.

Each step in the process is shared by the author of the action.

Evaluator closes the meeting after feedback is provided to the Teacher either electronically or
face-to-face (within 48 hours).

Informal Observation may also include classroom walkthroughs that are focused on specific
areas and rated by the observer.

The ratings for each teacher are based on direct observation, indirect observation, data, and

artifacts.

Steps for Formal Observation (Career Summative-2A, Intensive-3, and any that observer

chooses)

PRE-CONFERENCE (Optional):

T

Evaluator schedules pre-conference, observation, and post-conference in EdReflect to allow
adequate time for Teacher and Evaluator to complete each step.
PCSSD requires a minimum of one formal observation for Career Summative Appraisal and
Intensive Support. Formal observations may be conducted with any teacher at the discretion of
the Evaluator.
PCSSD requires a minimum observation time of 75% or 45 minutes of the class period.
PCSSD requires a face-to-face post-conference following the observation.
If Pre-Observation is requested by the Evaluator, the teacher completes Pre-Observation form
guestions, tags it, and shares it with Evaluator. The evaluator decides whether all questions in
EdReflect are to be answered, or the evaluator may identify specific questions to be answered.
0 Teacher shall upload the lesson plan and/or any other applicable artifacts, tags, and
shares them 24 hours prior to the pre-conference meeting.
o Evaluator may upload artifacts prior to the pre-conference meeting.
o Evaluator completes meeting notes for pre-conference meeting, double clicks on Save

Draft to tag, then shares with the Teacher.

OBSERVATION:

91 Evaluator takes notes/scripts in EdReflect during the observation or uploads notes within 48

hours. Evaluator shares notes with teacher. It is optional for the teacher to tag evidence and
rate their performance.
Evaluator and teacher may upload any additional artifacts. After uploading, select and tag, then

share.

67



1 Evaluator completes the rating of all components in all domains and shares with the teacher.
(Comments may be added for any/all components.)

1 Teacher completes the post-observation form within 48 hours after the observation and prior to
the post-observation conference. Teacher may upload any additional artifacts.

POST-CONFERENCE:

1 Review of Ratings

1 Evaluator writes and tags meeting notes.

9 Teacher and/or Evaluator may add comments.

1 Consideration is given for the need to add or revise PGP goals.

STEPS FOR MID-YEAR REVIEW (Early and Career Educators-Optional as determined by Evaluator,
Intensive Support -Required):

1 Evaluator may schedule PGP Mid-Year Review from December 1 through January 31. The
mid-year review of the PGP is optional at the discretion of the evaluator for Interim Appraisal or
Early Educator. However, Mid-Year Review is required for Intensive Support. The PGP mid-
year review may be done electronically through EdReflect.

1 Evaluator and Teacher review the goals, and both may add additional artifacts which are
tagged, commented on, and shared.

1 Evaluator completes Mid-Year Review Notes, shares, and closes the meeting.

[Rememberto share, ot her wi se, the other person cannot see

after the meeting is complete.]

Career Interim Appraisal--Non Summative (2B1, 2B2, 2B3) and Early Educator:
STEPS FOR PGP Review/Update Review

o Evaluator schedules PGP Review/Update meeting in EdReflect.

o Evaluator and Teacher review goals prior to the meeting.

0 Teacher completes Learner Reflection in EdReflect prior to the meeting.

o Evaluator and Teacher may add and tag additional supporting documents.

o Principal clicks Snapshot,rat es t he components addressed -4n the

components per goal), clicks on Create Snapshot at the upper right side of the page, labels

t |

the rating as fAfinal XX 20xx0, clicks on TESS PC

click on Create Snapshot again, and the snapshot is attached to the PGP Review meeting.
o Evaluator completes Review, entering notes to summarize progress and indicate next steps
such as goals to continue for the next year. If goals are complete, Evaluator clickso n i Mar k
as Completedo at the top of the page.
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STEPS FOR CAREER SUMMATIVE 2A or INTENSIVE SUPPORT (3)

1 Complete above steps in TESS PGP Review/Update, then

T Evaluator c¢clicks on AEnd of Year Activitieso at t
rost er, scrolls to the bottom of the page that appe
final just created).

1 EdReflect automatically populates the End of Year Rating from the scores given by the
Evaluator in the snapshot. Check ratings for accuracy. (If a mistake is noted, a new snapshot
can be created. The teacher only sees ratings that have been attached to the Final Ratings
report. Evaluator Shares with teacher.) A green ¢c
the End-of-Year Ratings sheet when final ratings have been completed. The End-of Year Rating
sheet is used to design the Meeting Notes for the Summative Evaluation and should provide
strengths and guidance in areas needing improvement by the Teacher. The areas of need form
the basis for the PGP for the upcoming year.

1 The End-of-Year Rating Sheet is printed and signed by the Teacher and Evaluator and
submitted to Human Resources. The End-of-Year Rating Sheet is also shared with the Teacher
electronically.

9 If goals are completed, Evaluatorclic k s A Mar k as Compl eted in EdRefl e
If Teacher and Evaluator agree that the goal needs additional work, the goal may be replicated
with new responses to the TESS questions for the upcoming year.

TESS law requires a summative evaluation by a credentialed evaluator for teachers in Career
Summative-2A (once every four years) and Intensive Support-3. The summative evaluation consists of
a face-to-face conference where ratings and scores in all 22 components are discussed and shared
from the uploaded form in EdReflect. The scores form one component for the basis of the new PGP

(along with data and self-assessment).

STEPS FOR Developing New PGP (All teachers employed for the upcoming school year, including
Early Educator/Novice Teachers Year 2 and 3):

1 Evaluator schedules a PGP meeting using EdReflect. The Evaluator and Teacher
collaboratively create a PGP. PGPs are reviewed/revised at least annually.

1 Teacher completes the Self-Evaluation (optional or as designated by the protocol), Areas of
Strength, Areas for Growth prior to the PGP meeting. [After Year 1, Teacher and Evaluator
discuss PGP goals for upcoming year at PGP Review/Update conference the previous year
and the PGP is completed for the upcoming year prior to the completion of the school year.]
Teacher aligns goals with indicators by tagging the appropriate rubric as they answer the first

guestion on the TESS Questions page of the PGP. [A component(s) from Domain 1 should
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always be tagged along with something observable (from Domain 2 and/or 3) and possibly
Domain 4. Tagging two to four (2-4) components per goal is recommended.] Answer TESS
guestions. Questions should be answered from the perspective of a) what this will look like in
terms of the teacher behavior/growth and b) what this will look like in terms of the learners.

1 PGP is submitted to the Evaluator for review and approval by the end of the current school
year.

1 As Teachers work on accomplishing goals during the upcoming year, they record progress
toward each goal on ¢tbottomdfihe TESP Quedtiondpagea b at t h

SELF-EVALUATION:

1 The self-evaluation is completed in EdReflect during the End-of-Year process at the end of the
summative year for experienced teachers (2A). Early Educator/Novice Teachers complete their
self-evaluation at the beginning of their employment and at the end of their Novice period. A
self-evaluation should be completed by October 1st for Early Educator/Novice Teachers during

their initial year of employment to ensure a balanced approach to PGP development.

ADDITIONAL ARTIFACTS:
M Evaluatorschedul es nAnAdditional Artifactso in EdRefl ec

Evaluator and Teacher to upload, tag, and comment or access artifacts.

Intensive Support Status

Intensive Support Status (3)

1 A teacher may be placed into Intensive Support Status from the Early Educator/Novice or
Career Categories.

1 An evaluator shall place a teacher in Intensive Support status if the teacher has a majority of
ratings (Domains 1 & 4=4 of 6 and Domains 2 & 3=3 of 5) of "Ineffective" in any teacher
evaluation domain of the evaluation framework or if the teacher has a combination of ratings of
"Ineffective" or "Progressing" in a majority of components in a teacher evaluation domain
(Domains 1 & 4=4 of 6 and Domains 2 & 3=3 of 5).

1 Ratings are based on direct observations, indirect observations, data, and artifacts.
EVALUATOR STEPS FOR INITIATING INTENSIVE SUPPORT_

1 Evaluator notifies the supervisor and human resources director once a concern is noted and

the decision is made to move the teacher to Intensive Support. The form for Intensive Support
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Growth Plan is currently not on EdReflect, but the template for Intensive Support Growth Plan
is available from the Human Resources Office.

1 Evaluator establishes the time period for the Intensive Support status (up to two semesters and
two additional semesters may be added if progress is being made); and provides a written
notice (obtained from the Human Resources Office) to the teacher for placement in Intensive
Support status. The notice shall state that if the teacher's contract is renewed while the teacher
is in Intensive Support status, the fulfilment of the contract term is subject to the teacher's
accomplishment of the goals established and completion of tasks assigned in the Intensive
Support status.

1 The Evaluator shall work with the teacher to:

(1) Develop a clear set of goals and tasks that correlate to:
A. The Intensive Growth Plan
B. District Notification Letter
C. Evidence-based research concerning the evaluation domain(s) that forms the basis for
the Intensive Support status; and
(2) When a teacher is placed in Intensive Support Status, a Collaborative Intensive Growth
Plan is created under the direction of the Evaluator and reviewed/revised often. This
requires frequent teacher and evaluator conferences, observations, and support.
B)Monitor and assess the teachero6s i mplementation
conferences, classroom walkthroughs, informal observations, formal observations, and
video observations. The principal shall ensure support is given in areas of need identified in
the IGP.

PCSSD requires a summative evaluation scoring | GP go

discussed with teacher during face-to-face conferences.

1 If the intensive support status is related to student performance, student performance indicators
are used to measure student progress.
1 Atthe end of the specified period of time for Intensive Support status (up to 2 semesters), the
Evaluator shall:
(1) Evaluate whether the teacher has met the goals developed and completed the tasks
assigned for the Intensive Support status; and
(2) Provide written notice (form provided by Human Resources office) to the teacher that the
teacher either:
A. Is removed from intensive support status; or

B. Has failed to meet the goals and complete tasks of the Intensive Growth Plan.
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1 If ateacher does not accomplish the goals or complete the tasks established for the Intensive
Support status during the period of Intensive Support, the Evaluator shall notify the
superintendent and provide documentation of the Intensive Support status actions.

1 Upon review and approval of the documentation, the superintendent shall recommend
termination or nonrenewal of the teachaosobthke cont r &
Intensive Growth Plan. A recommendation for termination or nonrenewal of a teacher's
contract under this section shall be made pursuant to the authority granted to a superintendent
for recommending termination or nonrenewal under The Teacher Fair Dismissal Act. OR

1 If ateacher has made substantial documented progress, the teacher may remain in Intensive
Support up to 2 additional consecutive semesters. OR

1 Teachers in the Career Category who successfully complete Intensive Support within the
current or immediately preceding school year are placed in Career Summative for the following
school year. An Early Educator/Novice teacher who has been placed in Intensive Support
returns to the Early Educator/Novice Category to complete that cycle when removed from

Intensive Support.

Teachers may remain in Intensive Support for up to four semesters if documented improvement
is observed.

[Following all meetings, remember to share, otherwise, the other person cannot see the forms.
ACl ose t he Bdtehe meeting és canfplete.]

USING BLOOMLIST TO RECORD 12 HOURS REQUIRED PD HOURS SUPPORTING
PGP GOALS and Other Events Throughout the Year (Optional as determined by the

Evaluator)
Open Dashboard.
Click on BloomList in center.
Complete the prompts: Iwi | |S.0. t hat | cané. (At this point, fo
the workshop, book study, c¢class, etc. that you wi

indicate how the learning will be in support of your PGP goals.)

Select a date.

Click Create.

After completion of the PD, go to Home and open that item in the BloomList by
clicking on the title of the BloomList item.

1 Complete the Ready to Reflect questions.
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Mark as Done at the top of the page.

The item will disappear from your list but will be recorded at the Completed tab (Go to

the bottom of Bl oomList and click fASee al/l
Add PD documentation related to the PGP to Additional Artifacts.

TESS Educator Status

— T

/" Early Educator  /Intensive \ Career EducatoN
/' * Also called Novice ’ support* \ * Atleast 3 years \
/ * First three (3) years in . o experience in education Y
; { = Intensive PGP with | i \
education | |+ Professional Growth Plan

. | Goals | . . \
* Professional Growth [ | » Placed in rotation for \

[ e i [
[ Plan to guide learning | Appropriate Summative Rating I|

. Timeline .
[ * State does not require | . *  Must have Summative |
\ - - * Receives I . . |
Summative Evaluation - | o , Rating at least once in /
. . | additional support |
(see local policy) | . f four (4) years (Career
| toimprove .
* Mentored through \ . | Summative Year)
\ . \ instructional | J/
\ Educational Co-Ops or \ . ./« Three (3) years growth /
L \ implementation / , /
Districts \, / guided by PGP
" b ’(\
) / d
\\ A -

T — S

*See Arkansas Teacher Fair Dismissal Act
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Early Educator/Novice QITESS Career Educator
\ !
o "
Year 1 3 FORMATIVE PROCESS CAREER SUMMATIVE (2A)
+ Collaborative PGE - - ¥ Collaborative PGP
# Direct Oksenation wih Fesdoack , Pulaski County Special # Direct Observation with Fasdback
f";:' “h““‘:"‘m with pre and post cbservation School District * formial cservation with opfion of pre and/or post ckservation
R conference andior
* informal nhser_valions may be mvd_umd * informal olservation may be conducied
observer physically presant or cutside the * observer physically present, outside the room or using technology
room or using 1e_nl'|nulogy to nh_seme ' o observe
¥ Indirect Dbservation of sysiems implemented A% Indirect Okservation of systems implemented by teacher may be
by teacher may be conducted . 5 comducted
# Data Review = o # Data Review <
; =~ ” L ‘ .
¥ End of Year PGP review; no summadive rating required . Inte nsive Su O‘rt # i‘ Eud uf‘;:r;u(::’;;lle;ma"s ress
. - umma
 Direct Obsenvation with Feedoack ) . . K
* farmal oloseryation with pre and past ohsenation # Collaborative Intensive PGP CAREER FORMATIVE APPRAISAL (2B3)
conferences andior (review & revise often) ¥ Caollsborative PGP
* informal observaions may be conducted 4---——p | * Mayinciude 3 Direct Dbservation with Feedback
:;:T;ﬁ;f;;:;;::eme * Increased Observations --_1_ * farmal cleservation with option of pre andior post obsenvation
: : - Conferences = confierences andior
= Indirect Oksenvalion of systems implemented . FI"EqLIEﬂt *informal eksemvations may be conducied chserver physically
By head-n?r may ke conducted Completion of IGP present or outside the room or using technology to okserve
: g"‘:’ T:’“NPGF ) ai i ired ¥*  Indirect Observation of systems implemented by teacher may be
nd of Year PG review; no summalive rang Feoul NOTE: Teacher may remain in conductzd
i i ¥ Data Review
Year 1.1: FORMATIVE PROCESS D e e
* Colaborative PGP consecutive semesters; and ==L CAREER FORMATIVE APPRAISAL (2B2)
- - . -
i Direct Okservation with Feedback - extended up to 2 additional ¥ Collaboratve PGF
* farmal observation with option of pre andior o semesters if the teacher has ¥ Direct Obsenvation with Feedback
: . § . N . :
" sustantatypogresse  echer & e
ohsarver physically present or outside the - observer agreein wrmng fo erten‘g it v Yinformal observations may ke conducted observer physically
room gr using technology to observe ~ present or oulside the room or using technology fo chserve
¥ Indirect Olpsemvation of sysiems implemented . . s ¥ Indirect Oleservation of sysiems implemented by teacher may be
= e Teac.hen:ﬂfm?s are based on t:!u'e!:f -~ ——
T Dt Review observation, indirect observation, data, and > DalaReview
= End of Year PGP review; no summative rating required artifocts. % End of Year PGP review: no summative rating required

CAREER FORMATIVE APPRAISAL (2B1)

TESS does not conflict with, nor replace the b Collaboratve PGP

Arkansas Teacher Fair Dismissal Act (ATFDA). ¥  Direct Observation with Feedback
*1) A first — third year teacher is an Early Educator. * farmal ckservation with option of pre andior post obseration
2)"Probationary teacher” means a teacher who has not completed three (3) successive years of employment in e )
the school district in which the teacher is currently employed. A teacher employed in a school district in this ST TIEEIEIECD SRR e TR
state for three (3) years or a teacher who has been given credit for a prior service in another school district shall - r::ﬂ E;iﬁ:;:':;::;‘ﬁ:?"’;m::ﬂ;t:::: -
be deemed to have completed the probationary period. Arkansas Code: § 6-17-1502. The Probationary Teacher comducted = =
will enter the new district in the Career Educator Category. Revised 5/18 % Data Review

B End of Year PGP review; no summative rating reouired
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LEADS

PURPOSE

PCSSD is committed to providing the best educational opportunities for all students. Given

that commitment, the District requires an evaluation system to meet the following goals:

1 Provide a transparent and consistent Administrator evaluation system that ensures strong

leadership, enhances effective teaching, and promotes professional learning;

1 Provide an evaluation, feedback, and support system that encourages Administrators to
improve their knowledge and leadership skills to improve effective teaching which leads

to effective student learning;

1 Provide an integrated system that links evaluation procedures with curricular standards,

professional development activities, targeted support, and human capital decisions;

T Support Administratorsdé roles in improving studer

1 Enhance teacher effectiveness to enhance student learning and development;

1 Encourage and support staff to move beyond minimum competencies toward professional
excellence;

1 Foster professional growth in an atmosphere of mutual trust and respect; and

1 Provide criteria for responsible personnel decisions.

PCSSD believes in providing high-quality instructional staff in every classroom. To ensure

that the quality remains consistently high, the district expects principals and other

administrators to lead teachers and staff in producing effective results with the education of
students placed in the districtés care. Admini st
guidance to ensure that consistent practices are followed. The ratings for each administrator

are based on direct observation, indirect observation, data, and artifacts. Observations and

formative assessment conferences are conducted and support given based on

admini stratorsdé performance and the category pl a

document.
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CATEGORY DESCRIPTORS

Beginning Administrator/Novice

1 Beginning administratori ad mi ni strator having fewer than three
administrator (Completes three years of Beginning Administrator/Novice requirements. A first
year administrator is considered a novice the first year of leadership and a probationary
administrator in years two and three of leadership.)

1 Experienced transfer administrator i administrator having three or more years of experience
and transferring into the district. New hires from out of district with three or more years of
experience will be placed in Beginning Administrator/Novice status for one year as determined
by the appropriate central office administrator.

1 Probationary/Novice: ( Fi rst year administrator iobatidnay h novi
administratoro means an administrator who has not
employment in the school district in which the administrator is currently employed. An
administrator employed in a school district in Arkansas for three years or an administrator who
has been given credit for prior service in another school district shall be deemed to have
completed the probationary period. Arkansas Code: 6-17-1502.

1 Administrators in the Beginning Administrator/Novice status develop a PGP, are evaluated on
all 31 functions (or those deemed appropriate for the job assignment), participate in formative
assessment conferences, may have a Mid-Year Review, and will have a LEADS PGP

Review/Update to summarize the performance for the year.

Career Inquiry

Administrator who is fully licensed by the state of Arkansas and has successfully completed
requirements in Beginning Administrator/Novice status. Administrators eligible for Career Inquiry are
initially assigned to Summative Appraisal or 3 years in Interim Appraisal to establish a 4-year cycle.
The evaluator determines which designation administrators are placed in Career Inquiry. This cycle

continues throughout an administratords career.

Interim Appraisal (2B3, 2B2, 2B1)
71 Interim Appraisalisfocus ed on an administratorodés Professional
comprised of two goals with the corresponding answers to the LEADS questions for each goal.
The evaluation for administrators in this status is based on the performance associated with the
functions for each goal. Formative Assessment Conferences and artifacts are the primary
source of evidence for this status. Mid-Year Reviews are optional and focus on progress on the
actions of the PGP. A LEADS PGP Review/Update Conference focuses on rating the
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performance of administrators on the functions of the PGP (usually 2-4 per goal). The Interim

Appraisal usually occurs three of the four years of the cycle.

Summative Appraisal (2A)

1 Summative Appraisal is focused on the implementation of a PGP, an evaluation of all 31
components (or those deemed appropriate for the job assignment), performance in Formative
Assessment Conferences, performance in optional Mid-Year Reviews, and the Summative
Evaluation to assign a rating for each of the 31 functions based on the performance during the
year. This appraisal occurs at least one time every four years but may occur more frequently

based on the Evaluatoroés evidence.

Intensive Support

1  Administrators with a majority of their ratings of unsatisfactory in any one standard of
the evaluation framework shall be placed in the Intensive Support Track. (§6-17-
2807)
Administrators who have ratings of basic or unsatisfactory in the majority of functions
in a standard may be placed in the Intensive Support Track.

1  Before an administrator is placed in Intensive Support, the evaluator should notify
his/her Evaluator and human resources to discuss the evidence and appropriate

action to pursue to assist the administrator in improving his/her performance.

SUMMATIVE EVALUATION

1 Completed annually for licensed employees in Career Inquiry Summative and Intensive

Support.

*At least one (1) time every four (4) years, a summative evaluation over all 6 standards and 31

standards is completed for administrators in the Inquiry Appraisal. A summative evaluation

may be completed more frequently than once every four years. In a school year in which a

complete summative evaluation is not required for an administrator (Inquiry Interim), the focus

is on functions aligned with the administ r at or 6 s prof essi onal growth pl
evaluator.

1 During the three (3) years (Career Inquiry Interim) in which a complete summative evaluation
is not required, an evaluation that is lesser in scope than the summative evaluation but uses
the portions of the evaluation framework and evaluation rubrics that are relevant to the
evaluation may be used. A LEADS PGP REVIEW/UPDATE will be completed for Career

Inquiry Interim with ratings on the functions aligned with the PGP.
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EVIDENCE/ARTIFACTS

Evidence may be gathered during observations, conferences, data, or artifacts. Artifacts should only

be used when performance is not readily observed. Evidence may be gathered from direct

observations, indirect observations, artifacts, and school data.

PCSSD PROCESSES

STEPS FOR PGP GOALS FOR ALL ADMINISTRATORS:

1 Experienced Administrators create their goals each year in the spring during the LEADS PGP
Review/Update Conference and process which follows. Beginning Administrators complete
their PGP in December or January.

1 Evaluator schedules a PGP meeting in December/January for Beginning Administrators. The
Evaluator and administrator collaboratively create a PGP during Year 1 as designated by the
guidelines for mentoring from the Arkansas Department of Education. The PGP is
collaboratively reviewed/revised at least annually.

1 Year 1: Beginning Administrator completes the first semester mentoring requirements, Self-
Evaluation, Areas of Strength, Areas for Growth prior to the PGP meeting. Evaluator and
Administrator collaboratively create PGP goals based upon the self-assessment and results of
observations, align goals with indicators and tag. [A component(s) from Standard 2 in priority or
focus schools. Two goals should be selected. No more than 4 components and no less than
2 per goal should be tagged.] Answer LEADS questions. Questions should be answered from
the perspective of 1. what this will look like in terms of the administrator behavior/growth, 2.
what this will look like in terms of teacher actions in teaching, and 3. what this will look like in
terms of student performance or achievement.

1 PGPs will be developed in the spring for the following year as other administrators will do for
Years 2 and 3 of the Begi n-eJvalunagon daybe completedr at or 6 s st
annually by the administrator (optional) and discussed with the Evaluator during the LEADS

PGP Review/Update prior to choosing new goals.

STEPS FOR ADDITIONAL ARTIFACTS:
1 Evaluator schedules Additional Artifacts in August or September in EdReflect and leaves it
open all year to allow for Administrator and Evaluator to upload, tag, comment or access

artifacts throughout the year.

STEPS FOR FORMATIVE ASSESSMENT CONFERENCES:
1 Evaluator schedules Formative Assessment Conference. The number of standards to be

discussed at each conference is determined by the Evaluator.

78



1 The number of Formative Assessment Conferences is determined by the Evaluator, but at least
two will be conducted annually. The conversation about the standards is focused on the actions
of the Administrator in relation to growth of the Administrator, teachers, and students.

1 Evaluator shares notes with Administrator. Administrator and Evaluator may upload any
additional artifacts. After uploading, select, tag, comment, save, then share.

1 Evaluator completes the rating of functions in any standard and shares with the administrator.
Comments may be added for any/all functions.

1 Evaluator completes the Feedback and Next Steps form on EdReflect, tags, and shares with
the administrator. The feedback to administrators can be face-to-face or electronic.

1 Evaluator considers need for addition or revision to PGP goals and the support that the
Administrator needs in this formative process.

1 Each step in the process is shared by the author of the action.

STEPS FOR (OPTIONAL) MID-YEAR REVIEW:
1 The Mid-Year Review of the PGP is optional at the discretion of the evaluator. This review may
be done electronically through EdReflect in December or January.
1 Evaluator and Administrator review the goals and both may add additional artifacts which are
tagged, commented on, and shared.

1 Evaluator completes Mid-Year Review Notes, shares, and closes the meeting.

STEPS FOR SUMMATIVE EVALUATION (Career Summative, Intensive)
1 Evaluator schedules LEADS PGP Review/Update meeting by March 1. *
1 Evaluator and Administrator review goals prior to the meeting.
1 Administrator completes Learner Reflection in EdReflect and shares prior to the meeting.
1 Evaluator completes Snapshot ratings by going Snapshot in LEADS PGP Review/Update,
reviewing the evidence for each function, determining and marking the rating (entire box turns
green), clicking on ACreate a Snapshot o, naming t
a Snapshotodo again.
1 Evaluatorc| i cks on 0 En dtthefop of theadashbbads k s 0
o Click on AEnd of Year Taskso (tab at top) to
o Click on learner being evaluated to get to Final Rating Page
o Either create a Snapshot or attach a snapshot already in EdReflect (This is the one
described above that was just created.).
o Click on arrow at end of HACreate a Snapshoto
rating just created. This will automatically populate the End-of-Year Report.
o Check ratings for accuracy. (If a mistake is noted, a new snapshot can be created. The

Administrator only sees ratings that have been attached to the Final Ratings report.) A
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green check will show up by t loféereafRostérwherst r at or
final ratings have been completed.
1 Use the End-of-Year Final Ratings sheet to design Meeting Notes for the LEADS PGP
Review/Update and to provide guidance to Administrator in strengths and areas needing
improvement. The areas of need should form the basis for the PGP development for the
upcoming year.
Share this with the Administrator during the LEADS PGP Review/Update Conference.
Evaluator completes Summative Evaluation by
o Printing the End-of-Year Rating Sheet and Summative Meeting notes and both
Evaluator and Administrator signing and submitting to Human Resources by June 15.
o I f the current year goals are complete, Evalu
LEADS Question page in EdReflect. If the Administrator and Evaluator agree that the
goal needs additional work, the goal may be replicated with new responses to the
LEADS questions for the upcoming year.
o Close the Meeting for LEADS PGP Review/Update.

Reme mber t o shar e, ot her wi s e, the other person canno
after the meeting is complete.

STEPS FOR NEW PGP GOALS:

1 Administrator opens the homepage and goes to the goals at the bottom. Click on Add Another
Goal, complete new strengths and areas of need. Write two goals based on areas of need. The
Evaluator and Administrator collaboratively create a PGP in Year 1. PGPs are reviewed/revised at
least annually.

1 Administrator completes the Self-Evaluation (optional or as designated by the protocol), Areas
of Strength, Areas for Growth on the notecards. (After Year 1, Administrator and Evaluator
discuss PGP goals for upcoming year at the End-of-Year conference the previous year.)
Administrator aligns goals with indicators by tagging the appropriate rubric as they answer the
first question on the LEADS Questions page of the PGP. [Tagging two to four (2-4)
components per goal is recommended for two goals.] Answer LEADS questions. Questions
should be answered from the perspective of what this looks like in terms of a) Administrator
behavior/growth, b) what this | ooks Iike in ter ms
this looks like in terms of the learners.

1 PGP is submitted electronically to the Evaluator for review and approval by the end of the
current school year.

1 As Administrator works on accomplishing goals during the upcoming year, progress should be

recordedforeac h goal on the AAdd PostsoOo tab at the bott

80



SELF-EVALUATION:

1 The self-evaluation is completed during the End-of-Year process prior to the summative year for

experienced administrators (Inquiry Interim). Novice/Probationary Administrators complete their

self-evaluation at the beginning of their employment and at the end of their Probationary period. A

self-evaluation should be completed by October 1* for Novice/Probationary Administrators during

their initial year of employment to ensure a balanced approach to PGP development.

CAREER APPRASIAL SUMMATIVE YEAR

STEPS FOR FORMATIVE ASSESSMENT CONFERENCE(S):

f
f

Evaluator schedules Formative Assessment Conference(s).

The number of Formative Assessment Conferences is determined by the Evaluator but at least
two are required for each Administrator annually. The observation should focus on functions
determined by the Evaluator, self-assessment, data, feedback.

Evaluator takes notes in EdReflect during the conference and tags for the functions and
standards.

Evaluator shares notes with Administrator.

Evaluator and Administrator may upload any additional artifacts. After uploading, select, tag,
comment about the relevance of the artifact to the lesson, and share.

Evaluator completes rating of components and shares with the Administrator. Comments may
be added for any/all functions.

Evaluator completes the Feedback and Next Steps form, tags, and shares with the
Administrator. This feedback may be electronic or face-to-face.

Evaluator considers need for addition or revision to PGP goals or track placement.

Evaluator closes the meeting
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MID-YEAR REVIEW AND LEADS PGP REVIEW/UPDATE
1 Complete as described above. Mid-Year Review is optional. LEADS PGP Review/Update is
described in the Summative Process.
CAREER INTERIM APPRAISAL

STEPS FOR PGP GOALS:

1 Evaluator schedules a LEADS PGP Review/Update in EdReflect each spring. Following the
conference, the Administrator will create the PGP based on data, feedback from evaluator, and
self-assessment. The PGP is reviewed/revised at least annually.

1 Administrator completes the Self-Evaluation (Optional), Areas of Strength, Areas for Growth on the
index cards prior to the PGP meeting. Administrator completes the goals, aligns with the functions,
and answers questions. The Administrator sends a chat from the icon at the top of the page to the
evaluator of goal completion.

1 Evaluator reviews the PGP when the chat indicator appears and approves goals prior to the end of
school. This meeting and review may be conducted electronically.

1 Professional development is tied to the PGP goals and actions.

STEPS FOR ADDITIONAL ARTIFACTS:
1 Evaluator must schedule Additional Artifacts in EdReflect and leave it open all year to allow

Evaluator and Administrator to upload or access artifacts in the e-portfolio.

STEPS FOR FORMATIVE ASSESSMENT CONFERENCE(S):

1 Evaluator schedules Formative Assessment Conference.

1 The number of Formative Assessment Conferences is determined by the Evaluator but PCSSD
requires two for each Administrator annually. The conference should focus on components of the

PGP or those determined by the Evaluator.

CONFERENCE:

1 Evaluator takes notes/scripts in EdReflect during the conference. Administrator may tag
evidence and rate the performance.
Evaluator shares notes with Administrator.
Evaluator and Administrator may upload any additional artifacts. After uploading, select,
tag, comment about the relevance of the artifact to growth, and share.

1 Administrator may complete ratings. Comments may be added for any/all components.
Evaluator completes rating of components and shares with the Administrator. Comments

may be added for any/all functions.
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1 Evaluator completes the Feedback and Next Steps form, tags, and shares with the
Administrator. This feedback may be electronic or face-to-face.
1 Evaluator considers need for addition or revision to PGP goals or track placement.

1 Evaluator closes the meeting

STEPS FOR (Optional) MID-YEAR REVIEW:

1 Evaluator schedules the optional PGP Mid-Year Review in December or January. This review may
be done entirely electronically through EdReflect. The review is not required but is especially
encouraged for Inquiry Interim for use as a reflection and recommitment step in the growth toward
accomplishing the PGP.

1 Evaluator and Administrator review the goals and both may add additional artifacts.

Evaluator completes Mid-Year Review Notes, tags, shares, and closes the meeting.

1 Evaluator considers need for addition or revision to PGP goals or track placement.

STEPS FOR LEADS PGP REVIEW/UPDATE
Evaluator schedules LEADS PGP Review/Update meeting.
Evaluator and Administrator review Goals prior to the meeting.

Administrator completes Learner Reflection in EdReflect and shares prior to the meeting.

=A =/ =4 =4

Evaluator completes Snapshot and notes to summarize progress and indicate next steps

(based on End-of-Year Rating) such as goals to continue for the next year.

1 Notes and Final Rating are printed, and Evaluator and Administrator sign and place in
Administratorés personnmgbnefi l e and Administrator Kk

1 Evaluator and Administrator complete LEADS PGP Review/Update meeting.

1 Evaluator closes the current year goals which are complete by going to the LEADS

Questions page of each goal teendd ocrl igcikviensg Aodnmi finMasrtkr a

to revise goals and PGP questions that need to be addressed during the following year.

1 Evaluator closes the meeting.

Re member to share, ot her wi se, the other person cann

after the meeting is complete.

INTENSIVE SUPPORT STATUS

1 An Administrator may be placed into Intensive Support from Beginning Administrator or Career
Inquiry. An Evaluator shall place an Administrator in Intensive Support status if the Administrator
has a majority of ratings of "Unsatisfactory” in any one entire standard of the evaluation framework

or if the Administrator has a rating of "Unsatisfactory" or "Basic" in a majority of functions in a
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standard. Prior to placing any Administrator in Intensive Support, the evidence of the need for this

assignment must be discussed with the Superintendent or Human Resources by the Evaluator.

When an Administrator is placed in Intensive Support, a Collaborative Intensive Growth Plan is

created and reviewed/revised often (The Plan may be obtained from the Human Resources

office). This process requires frequent Administrator and Evaluator conferences, observations,

and improvement assignments.
TRACK ASSIGNMENTS UPON COMPLETION OF INTENSIVE SUPPORT: A Beginning

Administrator who has been placed in Intensive Support returns to Beginning Administrator Status

to complete when removed from Intensive Support. A Career Inquiry returns to Career Summative

when positive performance indicates removal from Intensive Support.

STEPS FOR INITIATING INTENSIVE SUPPORT _

1

Evaluator notifies central office once a concern is noted and decision is made to move the
Administrator to Intensive Support. The form for Intensive Support is currently not on
EdReflect, but the template for Intensive Support is in the Human Resources office.

Evaluator establishes the time period for the Intensive Support status; and provides a written
notice to the Administrator that the Administrator is placed in Intensive Support status. [The
notice shall state that if the Administrator's contract is renewed while the Administrator is in
Intensive Support status, the fulfillment of the contract term is subject to the Administrator's
accomplishment of the goals established and completion of the tasks assigned in the Intensive
Support status.]

The Evaluator works with the Administrator to: (1) Develop a clear set of goals and tasks that
correlate to: (A) The intensive growth plan; and (B) Evidence-based research concerning the
evaluation standard(s) that forms the basis for the Intensive Support status; and (2) Ensure the
Administrator is offered the support that the evaluator deems necessary for the Administrator to
accomplish the goals developed and to complete the tasks assigned while the Administrator is
in Intensive Support status.

At the end of the specified period of time for Intensive Support status, the Evaluator shall: (1)
Evaluate whether the Administrator has met the goals developed and completed the tasks
assigned for the Intensive Support status; and (2) Provide written notice to the Administrator
that the Administrator either: (A) Is removed from Intensive Support status; or (B) Has failed to
meet the goals and complete the tasks of Intensive Support status.

If an Administrator does not accomplish the goals and complete the tasks established for the
Intensive Support status during the period of Intensive Support status, the Evaluator shall notify

the Superintendent and provide documentation of the Intensive Support status.

84



1 Upon review and approval of the documentation, the Superintendent shall recommend
termination or nonrenewal of the Administrator's contract. A recommendation for termination or
nonrenewal of an Administrator's contract under this section shall be made pursuant to the
authority granted to a Superintendent for recommending termination or nonrenewal under The

Teacher Fair Dismissal Act.

STEPS FOR ADDITIONAL ARTIFACTS:
1 Evaluator must schedule Additional Artifacts in EdReflect and leave it open all year to allow for

Evaluator and Administrator to upload or access artifacts in the e-Portfolio.

STEPS FOR FORMATIVE ASSESSMENT CONFERENCE(S):
1 Evaluator schedules Formative Assessment Conference.
1 The number of Formative Assessment Conferences is determined by the Evaluator, but PCSSD
requires for each Administrator annually. The conference should focus on components of the

PGP or those determined by the Evaluator.

CONFERENCE:

1 Evaluator takes notes/scripts in EdReflect during the conference. Administrator may tag
evidence and rate the performance.
Evaluator shares notes with Administrator.
Evaluator and Administrator may upload any additional artifacts. After uploading, select,
tag, comment about the relevance of the artifact to growth, and share.
Administrator may complete ratings. Comments may be added for any/all components.
Evaluator completes rating of components and shares with the Administrator. Comments
may be added for any/all functions.

91 Evaluator completes the Feedback and Next Steps form, tags, and shares with the
Administrator. This feedback may be electronic or face-to-face.
Evaluator considers need for addition or revision to PGP goals or track placement.

Evaluator closes the meeting

STEPS FOR (Optional) MID-YEAR REVIEW:
71 Evaluator schedules Optional PGP Mid-Year Review in December or January.
1 Evaluator and Administrator review the goals.

1 Evaluator completes Mid-Year Review Notes, shares, and closes the meeting.
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STEPS FOR LEADS PGP REVIEW/UPDATE:
1 Evaluator schedules LEADS PGP Review/Update meeting by November 1 or March 1 as warranted
by contract consideration and Intensive Support timeline requirements.
Evaluator and Administrator review goals prior to the meeting.
Administrator completes Learner Reflection in EdReflect and shares prior to the meeting.
Evaluator completes Snapshot and Meeting Notes, entering notes to summarize progress and
indicate next steps such as goals to continue for the next year.
T Click ACreate a Snapshoto to get to the Administra:
previous ratings and evidence are marked and available for the final rating.)
Look at the scores given for each function throughout the year and evidence collected.
Determine the overall rating for each function. Administrator in Intensive Support receive ratings
based on all functions on the rubricd 6 Standards and 31 or those previously agreed on.
f Click ACreate a Snapshoto, give it a title. Click
is created, it is automatically populated in the LEADS Snapshot page.
Ensure the accuracy of ratings. If a mistake is noted, a new snapshot can be created.
IF all goals are complete, Evaluatorc | i ck on fiMark as Completed on the
each goal.
1 Evaluator determines whether significant progress has occurred toward meeting the Intensive
Growth Plan Goals. The Supernte ndent i s kept informed of the Admin
the year. If so, the Administrator may exit Intensive Support and receive a letter of notification
stating this accomplishment; OR may be retained in Intensive Support for up to two (2) additional
semesters with support from the Evaluator to ensure the maintenance of appropriate actions from
the Administrator. If not, the Administrator is terminated/non-renewed based on TESS law and
Arkansas Fair Dismissal.
1 Administrator may remain in Intensive Support for two semesters; and two additional semesters

may be added if substantial improvement is observed.

Remember to share, ot her wi se, the other person cann

after the meeting is complete.
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USING BLOOMLIST TO RECORD 12 REQUIRED PD HOURS SUPPORTING PGP GOALS

Administrators must focus 12 hours of their professional development on their PGP goals,

instructional strategies, or enhancement to content.

Go to homepage.
Click on fAAdd New | t theiditsidewofthe hoemepBde.o o mLi st on
3. Complete the prompts: | wi $d¢ ét hat | cané. (At this point, fo
the workshop, book study, class, etc. that you wi
indicate how the learning supports your PGP goals.
Select a date.
Click Create.
After completion of the PD, go to Home and open that PD item in Bloomlist.
Complete the Ready to Reflect questions.

Mark as Done.

© ©o N o g bk

May screen shot and upload.

During the first in-service days at the beginning of school, Evaluators communicate to new
administrators what their track assignment is for the current year. Track assignment is notated on the
PGP narrative. At the end of the school year, all administrators are advised of their track assignment

for the upcoming school year. This is included with the final rating form and sent to Human Resources.

Assistant Principals and Building or District Level Administrators have unique rubrics. Their evaluation
is based on conversations with Evaluator to determine the appropriate standards and functions that
apply to their job responsibilities. Their evaluation is based on predetermined standards and functions
rather than all 31.
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LEADS Educator Status

d Beginning

Administrator

= First three (3) years in

position

guide learning

= Professional Growth Plan tolil

= State does not require |
Summative Evaluation - |

(see local policy)

= Mentored through Arkansas

™

Association of Educational
. Administrators (AAEA)

LY

) N
/Intensive < =
Administrator
= At least 3 years experience
\ in leadership

Support*
Intensive PGP
with Goals |

*See Arkansas Teacher Fair Dismissal Act

Career

| = Professional Growth Plan

?i;;?;ﬁs;late | = Placed irj r‘otatiFm for
: | Summative Rating {

Rjgt.allves I | = Must have Summative I
Eup;l:(lj?:io ,-" Rating at least once in four ’
. . (4) years (Career Summative /
improve practice Year) ;

\ ,&:'; = Three (3) years growth 4

\ ) N guided by PGP _',//

RECORD OF TESS/LEADS EDUCATOR EVALUATION RATING ROTATION

SCHOOL YEAR:

SCHOOL/DISTRICT:

E— EARLY EDUCATOR NO!:?%TMATIVE ROTATION (NOVICEEE%TEEIEPBATIONARY}
- 1. "

b 2 )

p- 3 3

B 4 4

b- 5 5

*Move to Summative Rotation

CAREER EDUCATOR SUMMATIVE ROTATION

Year One Non-Summative:

[Summative Annual Rafing:

1. 1.
P. 2
B 3.
4 4
b 3.
b f.
IF. T

Year Two Non-Summative: * Year Three Non-Summative:
1. 1.
2. 2
3. 3.
4. 4.
5. 5.
fi. 6.
7. .
*Move fo Summative Annual Rating
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PROFESSIONAL DEVELOPMENT POLICY

Professional Development Committee
A district-wide Professional Development Committee will be established to address the needs of

teachers, administrators, and paraprofessionals.

The make-up of the committee shall be as follows:

A The Director of Professional Development, who will serve as chairperson.
Seven (7) Classroom Teachers who will be appointed by the certified PPC.

Two (2) administrators appointed by the Director of Professional Development.

> Do P

Four (4) Principals, i.e. two elementary and two secondary, appointed by the Elementary

and Secondary Directors.

o

Two (2) Paraprofessionals - one appointed by the classified PPC or one appointed by

the Director of Professional Development.

The committee should assist the District in the design, implementation,and eval uati on of t he
Professional Development Program for district-wide professional development days. The Professional

Development Committee will seek input from teachers and administrators before making

recommendation(s) to the superintendent for district-wide professional development days. Each

school and/or feeder pattern will plan for local school professional development days with each

school 6s | eadership team. The results of the eval uat
continuously i mprove the Districtdéds PD offerings and to r
professional development sessions (district-wide or local school) must meet the professional

development requirements addressed in this board policy.

The goal of all PD activities shall be improved teaching and learning knowledge and skills that result
in individual, team, school-wide, and District-wide improvement designed to ensure that all students
demonstrate proficiency on the s&satRDsplaacm dsehralcl shieat

based and standards-based and in alignment with applicable ADE Rules and/or Arkansas code.

The District in collaboration with the Professional Development Committee shall develop and

implement a professional development plan (PDP) for its licensed employees. The Di st rPDR t 6 s

shall, in part, align District resources to address the PD activities identified in each school 6 s
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Arkansas Comprehensive School Improvement Plan (ACSIP) and incorporate the licensed

employee's PGP. Thep |l an shall describe how the Districtébés cat
deficiencies in student performance and any identified academic achievement gaps between groups

of students. At the end of each school year, the District shall evaluatethePDact i vi ti esd ef f ec:

at improving student performance and closing achievement gaps.

Teachers, administrators, and paraprofessionals shall be involved in the design, implementation, and
evaluation of the plan for their own PD offerings. The results of the evaluation made by the
participants in each program shall be used to contir

revise the school improvement plan.

Definition
For the purposes of this policy, professional development (PD) means a set of coordinated, planned
learning activities for District employees who are required to hold a current license issued by the State

Board of Education as a condition of employment that:

1 Is required by statute or the Arkansas Department of Education (ADE); or
11 Meets the following criteria:
i Improves the knowledge, skills, and effectiveness of teachers;
i Improves the knowledge and skills of administrators and paraprofessionals

concerning effective instructional strategies and methods;
Leads to improved student academic achievement; and

Is researched-based and standards-based.

Annual Professional Requirement

Each licensed employee shall receive a minimum of thirty-six (36) hours of PD annually to be fulfilled

between June 1 and May 31, the District may require a licensed employee to receive more PD than

the minimum when necessary to complete the |icensed
required to obtain thirty-six (36) hours of approved PD each year over a five-year period as part of

their licensure renewal requirements. PD hours earned in excess of each licensed employee's

required number of hours in the designated year cannot be carried over to the next year.
Licensed employees who are prevented from obtaining the required PD hours due to their illness or

the illness of an immediate family member as defined in A.C.A. § 6-17-1202 have until the end of the

following school year to make up the deficient hours. Missed hours of PD shall be
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made up with PD that is substantially similar to that which was missed and can be obtained by any

method, online or otherwise, approved by ADE. This time extension does not absolve the employee

from also obtaining the following yeards required
make up missed PD could lead to disciplinary consequences, up to termination or nonrenewal of the

contract of employment.

Documentation

To receive credit for hisfher PD activity, each employee is responsible for obtaining and
submitting documents of attendance, or completion for each PD activity he/she attends that is
not provided by PCSSD. Documentation is to be submitted to the building principal or designee.
The District shall maintain all documents submitted by its employees that reflect completion of

PD programs, whether such programs were provided by the District or an outside organization.

Employees who do not receive or furnish documentation of the required annual PD jeopardize
the accreditation of their school and academic achievement of their students. Failure of an employee
to receive his/her required annual hours of PD in any given year, unless due to illness as permitted
by law, ADE Rule, and this policy, shall be grounds for disciplinary action up to and including

termination.

Out-of-District professional development documentation must be submitted for credit within sixty (60)
days of completion. There is a limit of eighteen (18) AR Ideas hours applicable to the yearly sixty (60)
hours; twelve (12 of which must be related to teachers individual PGP unless pre-approved by the

Director/Coordinator of Professional Development.

An employee may not receive both professional development credit and pay/stipend. The employee

must select either professional development credit OR pay/stipend (if it is an option).

Off-Contract/Flex Professional Development

Off-Contract/Flex PD hours are paid contracted days in which an employee is allowed to substitute

PD activities, different than those offered by the District or is allowed to attend PD at some other time

in the calendar year to substitute for paid contracted day(s), but are still aligned to the emp | oy ee 6 s
Individual Improvement Plan, Professional Growth Plan, or the s ¢ h o ACSE&s

The District in collaboration with the Certified PPC will determine which paid contracted days will be

identified as off-contract/flex PD hours on the District calendar.

The District shall determine in collaboration with the Professional Development Committee on an
annual basis how many, if any, flex hours/off-contract hours of PD it will allow to be substituted.

The District administration and the building principal have the authority to require attendance at
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specific PD activities which are related to the emp | oy ®6R & the s ¢ h 0 AQSKPs

Employees must receive approval from their immediate supervisor and the Director of Professional
Development for activities they wish to have qualify for off-contract/flex PD hours. To the fullest
extent possible, PD activities are to be scheduled and attended such that teachers do not miss

their regular teaching assignments.

Six (6) approved off-contract/flex hours credited toward fulfilling the licensed employee's required
hours shall equal one (1) contract day. To receive credit for his/her PD activity, each employee is
responsible for obtaining and submitting documents of attendance, or completion for each PD
activity he/she attends that is not provided by PCSSD. Documentation is to be submitted to the

building principal or designee.

PD Hours Above the State/District Requirement

Hours of PD earned by an employee that are not at the request of the District and are in excess of the
employee's required hours, or not pre-approved by the building principal, shall not be credited toward
fulfilling the required number of contract days for that employee. Hours earned that count toward the
licensed employee's required hours also count toward the required number of contract days for that
employee. Employees shall be paid their daily rate of pay for PD hours earned at the request of the

District that necessitate the employee work more than the number of days required by their contract.

Missed PD Hours/Make-up
Teachers and administrators who miss part or all of any scheduled PD activity they were required to
attend, must make up the required hours in comparable activities, which are to be pre-approved by

the employee's appropriate supervisor.

Professional Development Requirements
To the extent required by ADE Rules, employees will receive up to six (6) hours of educational
technology PD that is integrated within other PD offerings, including taking or teaching an online or

blended course.

The following PD shall count toward a licensed employee's required PD hours to the extent the
District's or school's PDP includes such training, is approved for flex hours, or is part of the

employee's PGP and it provides him/her with knowledge and skills for teaching:

| Students with intellectual disabilities, including Autism Spectrum Disorder;
1 Students with specific learning disorders, including dyslexia;

1 Culturally and linguistically diverse students;

11 Gifted students.
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Beginning in the 2013-14 school-year and every fourth year thereafter, all mandated reporters
and licensed personnel shall receive two (2) hours of PD related to child maltreatment required
under A.C.A. §6-61-133(d)(e)(2). For the purposes of this training, imandated reporters"

includes school social workers, psychologists, and nurses.

Beginning in school-year 2014-15 and every fourth year thereafter, teachers shall receive two

(2) hours of PD designed to enhance their understanding of effective parental involvement strategies.

Beginning in school-year 2014-15 and every fourth year thereafter, administrators shall receive
two (2) hours of PD designed to enhance their understanding of effective parental involvement
strategies and the importance of administrative leadership in setting expectations and creating a

climate conducive to parental participation.

By the end of the 2014-15 school-year, teachers shall have received professional awareness on
the characteristics of dyslexia and the evidence-based interventions and accommodations for

dyslexia .

Beginning in the 2015-16 school-year and every fourth year thereafter, all licensed personnel
shall receive two (2) hours of PD in teen suicide awareness and prevention, which may be

obtained by self-review of suitable suicide prevention materials approved by ADE.
Beginning in the 2016-17 school-year and every fourth year thereafter, teachers who provide
instruction in Arkansas history shall receive at least two (2) hours of PD in Arkansas history as

part of the teacher's annual PD requirement.

Teachers' PD shall meet the requirements prescribed under the Teacher Evaluation and Support

System (TESS) including AR IDEAS courses and graduate courses.

Beginning in the 2018-19 school-year and every year thereafter, teachers will receive thirty (30)

minutes of Human Trafficking professional development under A.C.A. §6-17-710.
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Human Trafficking (Yearly)
(a) Each year, a school district shall make available to licensed personnel thirty (30) minutes of
professional development on:

(1) Recognizing the warning signs that a child is a victim of human trafficking; and

(2) Reporting a suspicion that a child is a victim of human trafficking.
(b) The Department of Education or another person, firm, or corporation designated by the
department shall develop and administer the professional development under subsection (a) of this
section.
(c) The professional development under this section shall count toward the satisfaction of
requirements for professional development in the Standards for Accreditation of Arkansas Public

Schools and School Districts and for licensure requirements for licensed personnel.

Antibullying(Yearly)
All licensed personnel shall receivetraini ng r el ated to compliance with the

policies.

Active Shooter Drill and School Safety Assessment Training (Yearly)

Districts are required to annually provide active shooter drill and school safety assessment training for
all of its employees and, to the extent practicable, students, in collaboration with local law
enforcement and emergency management personnel. Since this is statutorily required training (PD),

employees get to count it toward their annual required hours.

Administrator (Yearly)

For each administrator, the thirty- six (36) hour PD requirement shall include training in data
disaggregation, instructional leadership, and fiscal management. This training may include the
Initial, Tier 1, and Tier 2 training required for Superintendents and other designees by ADE 6 s
Rules Governing the Arkansas Financial Accounting and Reporting System and Annual Training

Requirements.

Building level administrators shall complete the credentialing assessment for the teacher

evaluation PD program prior to conducting any summative teacher evaluations.

AED Training

Anticipated rescuers shall receive training in cardiopulmonary resuscitation and the use of automated
external defibrillators as required by ADE Rule. Such training shall count toward the required annual
hours of PD.
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Athletic Coaches (Once every three years)

At least once every three (3) years, persons employed as athletic coaches shall receive training
related to the recognition and management of concussions, dehydration, or other health emergencies;
students6 health and safety issues related to
training may include a component on best practices for a coach to educate parents of students

involved in athletics on sports safety.

Advance Placement

Teachers required by the superintendent, building principal, or their designee to take approved
training related to teaching an advance placement class for a subject covered by the College Board
and Educational Testing Service shall receive up to thirty (30) hours of credit toward the hours of PD

required annually.

Classroom Prep

Licensed personnel may earn up to twelve (12) hours of PD for time they are required to spend in
their instructional classroom, office or media center prior to the first day of student/teacher interaction
provided the time is spent in accordance with state law and current ADE rules that deal with PD.
Licensed personnel who meet the requirements of this paragraph, the associated statute, and ADE

Rules shall be entitled to one (1) hour of PD for each hour of approved preparation.

Graduate Level College Course

Licensed personnel shall receive five (5) PD hours for each credit hour of a graduate level college
course that meets the criteria identified in law and applicable ADE rules. A maximum of fifteen
(15) such hours may be applied toward the thirty-six (36) hours of PD required annually for
license renewal.

Alternative Learning Environments
In addition to other required PD, personnel of Alternative Learning Environments shall receive PD on
classroom management and on the specific needs and characteristics of students in alternative

education environments.

Appropriate Use of Restraint and Seclusion
District administrators as well as licensed personnel selected by the superintendent or building

principal shall receive training on the appropriate use of restraint and seclusion in accordance with

ADE6s Advisory Guidelines for the Use of Student
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Approved PD activities may include:
Conferences/workshops/institutes;

Mentoring/peer coaching;

Study groups/learning teams;

National Board for Professional Teaching Standards Certification;
Distance and online learning including ArkansasIDEAS;
Internships;

State/district/school programs;

Approved college/university course work;

Action research; and

A =4 A4 A =4 A A A A

Individually guided (to be noted in the employee's PGP).

Approved PD activities that occur during the instructional day (if used to make up a missed
scheduled PD after taking a sick day) or outside the licensed employee's annual contract days

may apply toward the annual minimum PD requirement.

PD activities shall relate to the following areas:

Content (K-12);
Instructional strategies;

Assessment/data-driven decision making;
Advocacy/leadership/fiscal management;

Systemic change process;

Standards, frameworks, and curriculum alignment;
Supervision;

Mentoring/peer coaching;

Next generation learning/integrated technology;
Principles of learning/developmental stages/diverse learners;
Cognitive research;

Parent involvement/academic planning and scholarship;
Building a collaborative learning community;

Student health and wellness; and

=4 A4 =4 =4 A A A A A A A A 24 A

The Code of Ethics for Arkansas Educators.
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Additional activities eligible for PD credit, as included in the District, school, and licensed employee's
PGP, include:

School Fire Marshall program (A.C.A. § 6-10-110);

Tornado safety drills (A.C.A. § 6-10-121);

Literacy assessments and/or mathematics assessments (A.C.A. 8 6-15-420);

Test security and confidentiality (A.C.A. 8 6-15-438);

Emergency plans and the Panic Button Alert System (A.C.A. § 6-15-1302);

Teacher Excellence and Support System (A.C.A. 8§ 6-17-2806);

Student discipline training (A.C.A. § 6-18-502);

Student Services Program (A.C.A. § 6-18-1004);

A A4 =4 A A A A A

Training required by ADE under academic, fiscal and facilities distress statutes and rules;
and

1 Annual active shooter drills (6-15-1303).

Notes: There are special rules that apply to part time employees who teach adults or are high school
equivalency Test examiners. Since such employees apply to very few districts, they are not included

in this policy. PD for such employees is covered under 7.04 of the rules and A.C.A. 8 6-17-706.

Cross References: Policy 3.500 ADMINISTRATOR EVALUATOR CERTIFICATION
Policy 4.370 EMERGENCY DRILLS

Legal References: Arkansas State Board of Education: Standards of Accreditation 15.04
ADE Rules Governing Professional Development
ADE Rules Governing the Arkansas Financial Accounting and Reporting
System and Annual Training Requirements
ADE Rules Governing Student Special Needs Funding
ADE Advisory Guidelines for the Use of Student Restraints in Public School
or Educational Settings
A.C.A. 8§ 6-10-121
A.C.A. 8§ 6-10-122
A.C.A. 8§ 6-10-123
A.C.A. § 6-15-404(f)(2)
A.C.A. 8§ 6-15-420
A.C.A. § 6-15-426(f)(g)(h)
A.C.A. 8§ 6-15-438

A.C.A. § 6-15-1004(c)
97



Date Adopted:

Last Revised:

A.CA.
A.CA.
A.CA.
A.CA.
A.CA.
A.CA.
A.CA.
A.CA.
A.CA.
A.CA.
A.CA.
A.CA.
A.CA.
A.CA.
A.CA.
A.CA.

§ 6-15-1302
§ 6-15-1303
§ 6-15-1703
§ 6-16-1203
§ 6-17-703

§ 6-17-704

§ 6-17-708

§ 6-17-709

§ 6-17-2806
§ 6-17-2808
§ 6-18-502(f)
§ 6-18-514(f)
§ 6-20-2204
§ 6-20-2303 (15)
§ 6-41-608

§ 6-61-133
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EMPLOYMENT, ASSIGNMENTS AND DUTIES

LICENSED PERSONNEL EMPLOYMENT
Licensed personnel shall be employed pursuant to written contracts. Employment contracts shall in

all particulars conform with Arkansas law relative to the creation, extension and termination of

teacher employment contract, in particular A.C.A. §6-17-1506.

Licensed employees will generally be hired, rehired, and assigned to fill particular positions as
stated on the face of the emp | oy eantdast. The District will endeavor to adhere to those
assignments. Employees are reminded, however, that all assignments are at the discretion of
the Superintendent and that it may be necessary from time to time to assign an employee to a
position or job other than the one specified in the contract. Change of assignment after signing
the contract shall not affect the emp | o y eanpemsation. Employees are expected to accept

and satisfactorily perform any such reassignment.

All prospective employees must fill out an application form provided by the District, in addition to any
resume provided; all of the information provided is to be placed in the personnel file of those

employed.

If the employee provides false or misleading information, or if he/she withholds information to the
same effect, it may be grounds for dismissal. In particular, it will be considered a material

mi srepresentation and grounds for terminati on
status is discovered to be other than as it was represented by an employee or applicant, either in
writing on application materials or in the form of verbal assurances or statements made to the school

district.

It is grounds for termination of contract of employment if an employee fails a criminal background

check or receives a true report on the Child Maltreatment Central Registry check.

Before the Superintendent may make a recommendation to the Board that an individual be hired by
the District, the Superintendent or his/her designee shall check the Arkansas Educator Licensure
System to determine if the individual has a currently suspended or revoked teaching license. An
individual with a currently suspended license or whose license has been revoked by the State Board
of Education is not eligible to be employed by the District; this prohibition includes employment as a
substitute teacher, whether directly employed by the District or providing substitute teaching services

under contract with an outside entity.
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The District is an equal opportunity employer and shall not discriminate on the grounds of race, color,_
religion, national origin, sex, pregnancy, sexual orientation, gender identity, age, disability, or genetic
information.

Inquiries on nondiscrimination may be directed to the Division of Equity and Pupil Services, who may
be reached at 501-234-2000.

For further information on notice of non-discrimination or to file a complaint, visit
http://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm; for the address and phone number of the
office that serves your area, or call 1-800-421-3481.

EMPLOYMENT OF VETERANS

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

a veteran without a service-connected disability;

a veteran with a service-connected disability; and

a deceased veterands spouse who is unmarried througl

For purposes of this policy, Aveteranodo is defined ac
A person honorably discharged from a tour of active duty, other than active duty for training only, with

the armed forces of the United States; or

Any person who has served honorably in the National Guard or reserve forces of the United States for

a period of at least six (6) years, whether or not the person has retired or been discharged.

In order for an applicant to receive the veterans preference, the applicant must be a citizen and
resident of Arkansas, be substantially equally qualified as other applicants and do all of the following:
Indicate on the employment application the category the applicant qualifies for;
Attach the following documentation, as applicable, to the employment application:
Form DD-214 indicating honorable discharge;
A letter dated within the |l ast six months from the ¢
the NationalGuard or Reserve Forces as wstdids; as the applicant
1 Marriage license;
9 Death certificate;
fDisability letter from the Veterands Administratdi
related disability).
Failure of the applicant to comply with the above requirements shall result in the applicant not
receiving the veteran preference; in addition, meeting the qualifications of a veteran or spousal

category does not guarantee either an interview or being hired.
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PROMOTION AND TRANSFER POLICY

The general policy of the District is to employ the most able and best qualified persons with the
proper credentials for all positions. However, PCSSD favors promotions from within so that

where, in the opinion of the administration, ability, qualifications, and credentials of an existing
employee are equal to those of an outside applicant, the existing employee will be favored for

promotion.

Normally this will be accomplished by licensed employees within the District being extended the

advantage of first consideration for promotion.

Vacant or new positions shall be advertised internally and externally by the administration. The
administration shall in its sole discretion determine the minimum qualifications related to
degrees, certifications, experience, and the like, for each position and clearly state the same in
the written notice of vacancy. Internal advertising will be by posting of vacancies within the
various buildings and at the central office. The duration of inside and outside advertising, and
the media and targets for outside advertising, will be determined by the administration.

Deadlines for applying shall be clearly stated on the face of any advertisements or notices.

All teachers are subject to assignment and transfer at the direction of the Superintendent. Insofar
as possible, teachers shall be assigned to positions for which they are best qualified. Also,
while keeping in mind the needs of students, the need to have a balanced faculty, and in the
interest of efficiency and economy, reasonable effort shall be made to honor teacher preference in
assignments. When a tentative decision has been made to transfer a teacher to another school,
he/she will be notified by the Superintendent or his or her designee. When the tentative
assignment involves changes within a building, the teacher will be notified by the principal. In all
transfer cases, every effort will be made to advise the teacher involved at the earliest possible

time.

Posting of Vacancies

1. Vacancies shall be posted on the District website.

2. The recall of all appropriate teachers who are laid-off shall occur before the posting of any
vacancy in the affected teacher's certification area(s).

3. The voluntary transfer policy shall be followed to fill positions.

4. Vacancies occurring after the teacher report day will be posted as a temporary one-year

position.
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5. Posting shall occur within five (5) days after the Human Resources Division receives a signed

resignation.

6. Postings shall contain listings of schools, positions available, and if applicable, qualifications

to be met for administrative positions.

7. A posted position will remain open ten (10) days from the date of the vacancy; or in an

emergency situation will remain open (5) days from the date of the vacancy.

Voluntary Transfer Request Procedure

1. Teachers desiring a transfer must apply online and submit a current PCSSD employee
application.

a. Online in-district applications are found at www.pcssd.org. Click on the careers tab and
then click the tab for the application for current PCSSD employees. Complete the
current PCSSD employee application and submit to each open position in which you are

gualified and wish to be considered.

b. Upon receipt of the in-district application, the administrator or hiring manager will contact

the employee for an interview.

c. The in-district employee must meet minimum qualifications per job posting.
The in-district transfer application will remain active for a minimum of one (1) year of the

application date.

2. No in-district voluntary transfers will be granted after July 1 without the approval of the

building administrators and the Director of Human Resources.
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Involuntary Transfer

1. In determining an involuntary transfer of teachers from one school to another, a review of
each particular school situation must be conducted and will be based upon any of the

following:
a. The District Affirmative Action Transfer Procedure (see Appendix) and/or goals.
b. Program needs and/or changes.
c. Enroliment changes due to student population shifts.
2. The involuntarily transferred teacher(s) will be identified based upon their District seniority
and certification area or endorsement.

3. The involuntary transfer(s) identification procedure will be implemented as follows:

a. Attrition and volunteers will be used to achieve the desired reduction in an effort to

avoid involuntary transfers.

b. If there are more teachers who volunteer to transfer than is necessary, then the most

senior eligible teacher(s) will be identified to achieve the necessary reduction in force.

c. If involuntary transfers are necessary, the teacher who has the least seniority in a

certification area or endorsement in the affected program shall be transferred.

d. No teacher will be allowed to volunteer to be involuntarily transferred if they are

currently on an Individual Improvement Plan or the Intensive Track.

4. When the specific involuntarily transferred teacher(s) has been identified, the principal or
immediate supervisor will personally inform the teacher in writing the reason(s) why the teacher

is being involuntarily transferred.

5. To acknowledge receipt of the notification, the involuntarily transferred teacher will sign a

copy of the written notice.
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6. Beginning May 1 each year, volunteers and involuntarily transferred teachers will be
assigned accordingly by District seniority by the Human Resources Division to existing

vacancies or to vacancies as they occur for which they are qualified and certified.
7. When it becomes necessary to assign a permanent teacher in a one-year temporary
assignment at a school, the teacher will be placed in the involuntary transfer pool in May of

the following year to be assigned.

Rights of Involuntarily Transferred Teacher

1. Teachers who have been involuntarily transferred will be assigned to a position prior to routine

teacher assignments.

2. Should a position become available, involuntarily transferred teachers shall be given the

opportunity to relocate to their original school should a vacancy occur prior to August 1.

3. After August 1 involuntarily transferred teachers may not relocate to their original school until

the following school year.

4. Involuntarily transferred teachers must provide written notification of intent to return to their

original school by May 1 to the Director of Human Resources.

5. Involuntarily transferred teachers will be assigned to a position for which they are certified

prior to employment of outside candidates.

Transfer to Extended Contract Position

1. Vacant positions which exclusively involve extended contracts shall be filled from the ranks
of qualified internal applicants when she/he is determined to be the best-qualified candidate
from the applicant pool. When it is determined that a tie exists with regard to the selection
of the most qualified candidate, the administrator or hiring manager will make the final

decision.

2. Posting of vacancies for positions that involve extended contracts will be posted on the District

website.

104



3. Positions will not be filled prior to the deadline date for receipt of applications.

Awarding of Position

1. Transfer requests of teachers will be given priority consideration, prior to employment of

outside applicants.

2. The Board recognizes that District affirmative action goals must be met in all the terms of

this Policy.
3. After the position has been filled, the teacher(s) requesting to transfer who interviewed for
the position shall be advised within five (5) days by the principal that the position has been

filled.

Promotion with Supplemental Contract

1. The filling of vacant positions via promotion which exclusively involve supplemental
contracts such as Middle School Band Director to Senior High Band Director, or Assistant
Football Coach to Head Football Coach, shall be filled from the ranks of qualified internal
applicants when she/he is determined to be the best qualified candidate from the applicant

pool.

2. When it is determined that a tie exists with regard to the selection of the most qualified

candidate, the administrator or hiring manager will make the final decision.

3. Posting of vacancies for positions that involve supplemental contracts will be posted on the

District website.

4. Positions will not be filled prior to the deadline date for receipt of applications.

Promotion to Administrative Position

1. Priority consideration will be given to qualified internal applicants for vacant administrative

positions before the District employs an external applicant following the Pridmotion &
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Employment Guidelines for Above Entry Level Positionsofound in the Appendix of this Policy.

2. Posting of vacancies for positions that involve administrative positions will be posted on the
District website.

3. Positions will not be filled prior to the deadline date for receipt of applications.

Administrative Staff Assignments and Transfers

1. All administrators are subject to lateral transfer at the direction of the Superintendent.

2. Any involuntary transfer which results in a demotion will be accompanied by a written

explanation from the Superintendent.

3. When a vacancy occurs, District personnel will be given first consideration over outside

applicants.
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RE-EMPLOYMENT OF LICENSED EMPLOYEES

Principals of the elementary, middle, and high schools are to submit to the Superintendent a
written evaluation on each licensed person in their school prior to contract renewal. Principals of
the respective schools shall make recommendations to the Superintendent, and the

Superintendent shall recommend to the Board concerning re-hire, non-renewal, or termination.

All laws and provisions concerning due process shall be followed.

The Board of Education, administration, and teachers agree thats t u d estartdardized test scores

should not be used in the evaluation of teachers.
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SEPARATION OF EMPLOYEES

Termination and non-renewal of licensed employees are governed by statutes in Arkansas. See,
A.C.A. 886-17-1501, et seq., for licensed employees, and 886-17-1701, et seq., for classified
employees.

Therefore, the District will comply with the aforesaid statutes in its dealings with its licensed
employees. Any employee with questions about the content of any pertinent statute may inquire at
the Super i nt effitawhare évery reasonable effort will be made to respond quickly and
accurately.
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REDUCTION IN FORCE

ADMINISTRATORS:

Layoff

1.

The Superintendent will recommend and the Board will approve the classifications and number

of positions to be reduced

2. The Executive Director of Human Resources will provide the Superintendent with a list of
certified employees to be reduced ranked by administrative seniority.

3. The list prepared in item two (2) will be used to identify the person(s) with the least seniority
within each administrative position that will be affected by the Di s t rlayaffplans.

4. The following applies to administrators that previously held a position within the District:

a) An affected administrator is eligible to fbumpointo any lower level job previously held by
the affected administrator, provided the affected administrator has more cumulative seniority
in previous and any higher-level position(s) than the least senior employee in that job
position.

b) When the affected administrator bumps into an equal or a lower graded job position, the
administrator with the least seniority within that position will be bumped. Each administrator
who is bumped from a job position may likewise bump into any lower graded job position
previously held by that employee. This process will be repeated until the administrator with
the least seniority within a position has been absorbed in a lower graded job position or has
been laid off.

c) Admi ni strators shal/l not fAbumpd a teacher.

Recall

1. As vacancies occur in each job position, the administrators displaced or laid off from those
job positions will be recalled to them in reverse order by seniority. An individual may not be
recalled to a higher position.

2. A recall notification will be hand-delivered or mailed to a displaced or laid off employeed $ast

known address. It is the responsibility of the employee to keep the District advised of his or

her current address.
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3. An employee receiving a recall notification must advise the District of his or her acceptance
of the position within 24 hours after the receipt of such notification. Failure to respond or to

accept the position within 24 hours will result in termination of the employeed secall rights.

TEACHERS:

Attrition
1. Any reduction in the number of positions in the District should be affected when possible

through attrition.
2. For purposes of this section, fattritiond means the creation of a vacant position through the

resignation, retirement or death of a full time or part time teacher.

Layoffs
1. In the event that a reduction of teaching personnel becomes necessary, layoffs will be made

in reverse order of District seniority by certification area in which staff reductions are made.

2. An affected teacher is eligible to fbumpo a teacher with less seniority provided the affected

teacher is certified to teach that position.

3. Each teacher who is bumped may likewise bump. This process will be repeated until the

teacher with the least seniority within a position has been absorbed or has been laid off.

4. Admi ni strators shal/l not fAbumpd a teacher.

5. The Board shall make no new appointments while there are eligible individuals on the recall

list.

Recall

1. A seniority list will be maintained by certification area(s).

2. Teachers who are laid-off are entitled to be recalled in order of District seniority as

vacancies occur in areas in which they are certified.

3. The District shall grant laid-off teachers recall rights unless specifically waived in writing by

the teacher.
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10.

11.

12.

The District shall grant recall rights to a similar supplemental contract position to teachers
who are reassigned or removed from a supplemental contract(s) as a result of a reduction in

force.

A teacher holding an extended contract position who is reassigned or removed from that
position as a result of a reduction in force shall have recall rights to a similar extended

contract position.

A laid-off teacher may not receive a promotion or an extended contract, beyond that which

he/she held prior to the reduction in force, by reason of the recall procedures.

Notice of recall will be hand-delivered or sent by certified/return receipt requested mail

to the laid-off t e a ¢ h last kbos/n address on file in the Human Resources Division.

a. When a teacher is recalled to a position, they must accept the position within 24

hours of receiving notification or he/she will forfeit his/her recall rights.

b. The Executive Director of Human Resources or designee will place a laid-off teacher
back onto the recall list according to seniority in that certification area, if the teacher
can justify to the Assistant Superintendent &satisfaction, why she/he was unavailable

to respond to the recall notice.

It is the responsibility of each teacher on layoff status to keep the Human Resources Division

informed of his/her current address and telephone number.

A teacher notified of recall who accepts the position and, if under a current contract to another
school district, must provide the District with proof of release of contract from that school

district, within fifteen (15) days from the date the recall notice is mailed.

Failure to accept the position or to provide the proof of release of contract will result in loss

in recall rights.

Any teacher reemployed by recall will be paid at the prevailing rate of pay and receive prevailing
benefits appropriate to the position, the teacher 6gsialifications, and credited experience at

the time of layoff.

Experience obtained during the time of layoffs shall be credited in accordance with Board

Policy.
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13. Any education attained during the time of layoff shall be credited in accordance with Board

Policy.

14. Teachers will have recall rights for a period of two (2) years from the date of lay-off.

Retraining

1. A laid-off teacher may, during the term of the lay-off and prior to recall, obtain additional

certification to broaden the opportunity for recall.

2. The laid-off teacher must provide a copy of the new certification with additions to the Human
Resources Division upon completion to obtain eligibility for recall in an additional certification

area.

New School Staffing

1. In staffing a new school, all certified teachers in the District can apply, be interviewed, and

be considered for any position for which they are certified.

2. Seventy-five (75%) percent of the regular certified teaching positions needed to initially staff

a new school must be selected from within the District.

3. A maximum of twenty (20%) percent of the staff for the new District school will be selected

from any one (1) District school.

4. If requests to transfer to the school are not sufficient to meet the requirements of this Policy,

the percentages specified above may be disregarded.

5. Transfer requests received ten (10) days after posting will not be considered until eligible
involuntary transfers are assigned.
Staffing Allocations

Staffing allocations are determined on a District-wide formula based on projected school
enrollment with a review for possible changes in allocations being made within the first month of

school.
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Affirmative Action

1. The Boardd goal is to maintain a racially balanced certified staff in each school and to seek
to recruit and retain identifiable minorities.

2. The Office of Desegregation will conduct an annual review of the District GAffirmative Action

Transfer procedure and provide a monitoring report to the Human Resources Division.

School Conversions

1. When a current school is reconfigured, converted, or merged with another school, the staff
at the school or schools involved will be given the choice of remaining in the reconfigured,

converted, or merged school or being involuntarily transferred.

2. The involuntary transfer of teachers in such situations will follow Board Policy.
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WORK LOAD

The teaching load in the various schools comprising the PCSSD shall be in compliance with the

standards for accreditation of the Arkansas Public Schools.

All activities of the students sponsored by the schools are considered a part of the educational
program and as such shall be supervised by the staff on a rotating basis. Employees are reminded
that it is their continuing responsibility to maintain order, supervise, and protect students. This
responsibility exists even during times when these policies promise you freedom to pursue other

activities, e.g., planning or lunch periods, or promise you additional pay if you have to work.

Planning/Lunch Period

All classroom teachers will be provided a planning period and a lunch period each school day. A

master schedule will be created for each building by the building principal indicating when each

teacherdéds planning period and lunch time wild/l be.

giving the teacher time to schedule conferences and do instructional planning and class preparation.
The scheduling of particular activities within the planning period will be at the discretion of the

teacher. The planning period will be at least forty (40) minutes.

Lunch Duty

1. Teachers will not be assigned lunch duty and for 100% of the student contact days will be
provided a duty-free, uninterrupted lunch period equal to the time of the student lunch

period, but in no case less than 30 minutes.

2. Secondary teachers working lunch duty will enter into a separate contract with the District as per
A.C.A. 6-17-117 Noninstructional Duties and will be paid according to the supplemental salary

schedule.

A. The selection process will be voluntary and based on seniority from the most senior
having priority to the least senior in that order. Payment will be made at the end of the
each semester with the first payment being made prior to Winter Break and the second

payment being made no later than the last teacher workday.

B. If there are no teacher volunteers, the building principal will hire outside the building
reaching out to the local community. Payment will be made based on hourly employment

on a regular pay cycle.

114

T



Substitutes
1. The District agrees to maintain a list of qualified persons to serve as substitutes and who will

perform the duties of absent teachers.

2. The teacher will be responsible for entering their absence(s) into the automated substitute

management system no later than 6:00 a.m. on the day of the absence.

a. After 6:00 a.m., the teacher will also notify the principal or designee of their
absence(s) and submit the appropriate materials necessary to conduct classes in their

absence.

b. The teacher will submit an appropriate leave form within twenty-four (24) hours

following their return to work.

c. If the automated management system malfunctions or if a teacher is unable to utilize

the system, the teacher will notify the principal or designee.

3. Principals will make an effort to secure qualified substitutes for long term assignments of ten

(10) days or more.

Class Size

Class size will be determined in accordance with Arkansas Department of Education standards.

Non-Instructional Duties

1. Teachers will not exceed a maximum of sixty (60) minutes per week as per A.C.A.6-17-117.

2. Teachers required to perform non-instructional duties during their preparation time will be

compensated their hourly rate of pay in accordance with ACA 6-17-114.

3. Teachers will not be required to transport students in their personal vehicles for school business

matters.

Daily Planning Period:

The District shall comply with A.C.A. § 6-17-114 Daily planning period.

The District will provide a minimum of two hundred (200) minutes each week for each teacher to_
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schedule time for conferences, instructional planning, and preparation for all classroom teachers

employed by the school district.

Planning time shall be in increments of no less than forty (40) minutes during the instructional time
unless a teacher submits a written request to be allowed to have his or her planning time scheduled

at some time other than during the student instructional day.

A teacher who does not receive his or her planning time during the instructional day for reasons other
than occasional, not regularly scheduled field trips, fire drills, or bomb scares shall be compensated at
his or her hourly rate of pay for each missed planning period.

Lesson Plans

1. Teachers may be required to turn in lesson plans.

2. A teacher will develop written lesson plans weekly.

3. Teachers will make lesson plans available for viewing upon request from an administrator.

4. |If the teacher is absent he/she will make available materials needed for the substitute teacher
to conduct the activities of the day.
Class Sanctity

1. The Board recognizes the importance of uninterrupted classroom learning time and agrees

that interruptions shall be kept to an absolute minimum.

2. Special activities during the school day will be scheduled on a rotating basis, when
appropriate, or class schedules will be adjusted in an effort to provide equitable learning

time in the classroom.
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CONTRACT ADDENDUM: VOLUNTARY TEACHING AND/OR EXTRA DAILY STUDENTS

1. A teacher is not required to use his/her prep period in order to teach more than the one
hundred fifty (150) students daily maximum so long as each class period does not go above
thirty (30) students. Entering into an addendum with the District is strictly voluntary on the part

of the employee.

2District agrees to pay Teacher for the | oss of

his/her hourly rate of paybas ed on t he current teachers6 sal ary

3.District agrees to pay Teacher for those student
are in excess of the Standardds maximum daily nu
amount which will be based on the following formula:

a. Take the base contract salary and divide it by the number of days in the
contract to determine the teacherds daily
daily rate of pay by one hundred fifty (150) to find the per student per day rate.

The Teacher will then be paid the resulting per student amount multiplied by the
number of students over one hundred fifty (150) that the teacher has enrolled
each day.
4. District agrees to pay Teacher his/her hourly rate of pay based on the currentt eacher s s al ¢
schedule.
5. This addendum between District and Teacher is in addition to and separate from any other
contract between District and Teacher;
6. Teacher understands that this agreement is not covered by the Teacher Fair Dismissal Act of
1983 (A.C.A. §6-17-1501 et seq.); and
7. District and Teacher agree that this addendum shall be effective for the current semester and

that future semesters shall require District and Teacher to enter into a new addendum.

Legal References: A.C.A.8§6-17-114
A.C.A. §6-17-812

Date Adopted:

Last Revised:
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PARENT/TEACHER COMMUNICATION

The District recognizes the importance of communication between teachers and parents or other
adults standing in the position of a parent to a particular student. To help promote positive
communication, parent/teacher conferences shall be held once each semester. Parent-teacher
conferences are encouraged and may be requested by parents or other responsible adults when
they feel they need to discuss their ¢ h i Iprdgdess with his/her teacher.

Teachers are required to communicate during the school year with the parent or other
responsible adult of each of their students to discuss their academic progress. More frequent
communication is required with the parent or other responsible adult for students who are

performing below grade level.

All parent/teacher conferences shall be scheduled at a time and place to best accommodate
those participating in the conference. Each teacher shall document the participation or non-

participation of the parent or other responsible adult for each scheduled conference.

If a student is to be retained at any grade level, notice of, and the reasons for retention shall be
communicated promptly in a personal conference in accordance with Board Policy of Retention and
Acceleration of Students

Grading Period Procedures and Parent Conference Days

1. For the first, second and third grading periods, teachers will be required to turn in grades

two (2) business days before report card distribution.

2. For the fourth grading period, teachers will not be required to turn in grades for students
through grade eleven (11) upon teacher check-out and teachers who teach seniors

will turn in seniorsd grades prior to graduation practice.

3. Parent Conferences will be scheduled District-wide in accordance with Arkansas State
Standards following the first and third nine-week grading periods and before the first interim
report for purposes of reviewing academic progress to include Academic Improvement

Planning (AIP) if applicable.

a. Teachers will send written notice to parents stating the time that teachers are available

to meet for parent conferences.
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b. Conference Forms will be kept on file to document parent participation or non-

participation in conferences.

c. Multiple attempts must be made to contact the parent for a conference.

d. Parents attending conferences will be asked to sign a Conference Form.

e. A parent that does not respond or cannot attend the conference will be sent the

Conference Form for comments and signature.

f. Conference Forms will be kept on file to document parent participation or non-

participation in conferences.

4. Faculty meetings will not be held on these days.
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FACULTY MEETINGS

Administration may schedule a regularly monthly faculty meeting. These meetings will be mandatory.
If an employee is unable to attend, he or she must notify his or her immediate supervisor. The
employee is responsible for getting the information missed in the faculty meeting.

Employees are expected to attend a reasonable number of faculty meetings.

Emergency meetings may be called when necessary. All employees are expected to attend if

possible.

Administration is encouraged to use technology in lieu of face-to-face faculty meetings when possible.

Employees are encouraged to attend non-mandatory District sponsored institutes and meetings

organized and conducted for their benefit.
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