BEAR LAKE COUNTY SCHOOL DI STRI CT #33

BOARD POLI CY W TH GUI DELI NES

SUBJECT: Per sonnel
POLI CY NUMBER: 300.0
EFFECTI VE DATE: April 13, 1994

The Board of Education recognizes that instruction is the
nost inportant single activity of the school system The primary
function of all other departnents of the school systemis to
support the instructional programand to maintain a quality
program of education for the school system

Through its personnel policies, the Board w shes to
establish conditions that wll attract and hold the highest
qual i fied personnel for all positions. Enployees are expected to
devote thensel ves to the education and wel fare of the students,
to fulfill their job descriptions to the best of their abilities,
and to inplenment within the scope of their position, the
District's policies.

The Board recogni zes equal enpl oynent opportunity for al
persons, regardl ess of race, creed, color, sex, national origin,
age, or handi capping condition, as a fundanental val ue of our
society. It recognizes equal enploynent opportunity as a | egal,
raci al, econom c, and educational necessity for the schoo
district. Through its affirmative action program it seeks to
elimnate discrimnatory hiring and pronotion practices and to
overcone the effects of any past discrimnation.

The Master Agreenent adopted by the Board of Trustees and
t he Bear Lake Education Association is considered to be the sane
as Board Poli cy.

The Certified Staff Handbook and Support Staff Handbook as
approved by the Board will be used as official policies and
procedures of the District unless they conflict with approved
Board Policy, provisions of the Master Agreenent, and/or State or
Federal law. Policy, provisions of the Master Agreenment, and
appropriate | aws take precedence over the District's Handbooks.

In the absence of a witten policy, |Idaho State guidelines
will be used as policy until a witten policy is adopted.



BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Enpl oynent Practices
POLI CY NUVBER: 300.1
EFFECTI VE DATE: April 13, 1994

The goal of the Board of Trustees of Bear Lake Schoo
District #33 is to provide an educational program of the highest
possi bl e standar ds.

Success in attaining this goal is dependent in |arge neasure
upon the conpetency of the professional staff and of those who
serve in direct supporting positions to the instructional program
of the school.

It shall be the policy of the Board of Trustees to recruit
and retain the highest caliber of professional personnel and
support enpl oyees.

It shall be the policy of the Board of Trustees to encourage
the continued professional preparation of all certified
per sonnel .

It shall be the policy of the Board of Trustees to appoint
all certified personnel upon the recommendation of the
Superi nt endent of School s.



BEAR LAKE COUNTY SCHOOL DI STRI CT #33

BOARD POLI CY W TH GUI DELI NES

SUBJECT: Enpl oynent Procedures
POLI CY NUVBER: 300. 2
EFFECTI VE DATE: April 13, 1994

Revi sed - Novenber 10, 2004

The sel ection of conpetent, effective staff nmenbers is one
of the nost inportant functions of the Superintendent of Schools.
That function nust be carried out in a way that assures fairness
for all candidates w thout discrimnation based on age, sex,
race, ethnic background, marital status or handi cappi ng
condi tion.

The sel ection process nust be designed in a way that assures the
enpl oynent of the nost qualified individuals that are avail abl e.

The foll ow ng guidelines are to be foll owed:

1. Al certified staff vacancies shall be posted within
all schools and at the District Ofice for a mni mum
of ten (10) working days unl ess special circunstances
di ctate ot herw se.

2. \Wen applications are being accepted from outside of
the current enpl oyees, the position shall also be
advertised through the State Departnent of Education
website and either the local radio station and/or |oca
newspaper and/or the placenent centers of area coll eges
and universities.

3. Postings shall include a job title, required
qualifications, and the salary range.

4. The selection of certified staff will involve the
Superi ntendent, building principal, and when possi bl e,
menbers of the teaching staff.

5. Each successful candi date shall have the training,
certification, basic skills, and physical abilities
required to carry out the responsibilities of the
position for which he/she is a candi date.



The Superintendent is responsible to reconmend the
enpl oynment of nenbers of the certified staff. The Board
has the sole authority to hire the certified staff.

Enpl oyees who are hired under the presunption that they
meet certification requirenments but are unable to secure
a valid Idaho Teaching Certificate for the position in
whi ch they were enployed will have their contract
declared null and void and will no | onger be enployed by
the District. The declaration is at the discretion of

t he Superintendent and Board.

New enpl oyees shall be given full credit for each

full year of teaching experience on the Certified Staff
Sal ary Schedule. Placenent is based on previous

t eachi ng experience as accepted by the District and/or
rel ated job experiences. 1In rare situations and upon
formal Board action, individuals may be granted
addi ti onal years of experience.



BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Enpl oynent of Relatives (Nepotisn
POLI CY NUMBER 300. 3
EFFECTI VE DATE: April 13, 1994

Bear Lake School District believes that the enpl oynent of
rel ati ves considered to be nenbers of an inmediate fam |y by
supervisors is generally not in the best interest of the
District. The District believes that the enpl oynent of nenbers
of an inmmediate fam|ly has a strong potential to negatively
I mpact productivity and job satisfaction. The District also
bel i eves that nepotismis wong and that the perception of
nepoti sm has a negative inpact upon the District.

For the purpose of this policy, the term"imediate fam|y"
is defined as being: fathers, nothers, husbands, w ves, sons,
daughters, brothers, sisters, fathers-in-law, nothers-in-I|aw,
brothers-in-law, sisters-in-law, daughters-in-law, sons-in-I|aw,
or cohabitants.

The foll ow ng guidelines shall be observed:

1. ldaho Code 33-507 states that "It shall be unlawful for
any trustee to have pecuniary interest directly or
indirectly in any contract or other transaction
pertaining to the maintenance or conduct of the schoo
district, or to accept any reward or conpensation for
services rendered as a trustee". The sane code al so
says that "It shall be unlawful for the Board of
Trustees to enter into or execute any contract with
t he spouse of any nenber of such board, the terns of

whi ch said contract requires, or will require, the
paynment of delivery of any school district funds,
noney or property to such spouse”. The code further

states that "Wen any relative of any trustee or
relative of the spouse of a trustee related by affinity
or consanguinity within the second degree is considered
for enploynent in a school district, such trustee shal
abstain fromvoting in the election of such relative,
and shall be absent fromthe neeting while such

enpl oynent i s being considered and determ ned".



No person shall be hired into a position that is
directly supervised or evaluated by a nenber of his/her
i medi ate famly. The exceptions to this are as
fol | ows:

a. When the assignnment is tenporary and will | ast
for thirty (30) days or |ess.

b. When it is deened in the best interest of the
District and formally approved by the Board of
Tr ust ees.

No enpl oyee shall be hired into a position by a nmenber
of his/her immediate famly.

The pl acenent of nenbers of the sanme i mediate famly
into positions at the sanme job site or |ocation should
be di scour aged.

Any nenber of the Superintendent's imediate famly
being hired for a regular position (full-tinme or
part-tine) nmust be approved by the Board of Trustees
prior to their placenent as a regul ar enpl oyee.

In the event of a pre-existing relationship, or if a
new famly rel ationshi p devel ops anong enpl oyees, a
written understandi ng nust be devel oped that clearly
I dentifies the process for eval uation.



BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

Subj ect : Ment or Program
Pol i cy Nunber: 300. 4
Ef fective Date: Sept enber 13, 1995

Revi sed - Novenber 10, 2004
RATIONALE

The early experiences of a beginning teacher or begi nning
adm nistrator are critical to continuing success. Regardless of
t he experiences they have in coll ege prograns, professiona
entry-level teachers nust adjust to the school setting, learn to
bl end their personal needs and characteristics with the needs of
the students, parents, and coll eagues, and continue to grow in
their practice. New teachers enter their classroons, which are
relatively isolated situations, with 20 to 30+ students of
varyi ng needs. They are testing professional skills about which
they have | ess than total confidence, under the continuing
scrutiny of parents and others, trying to communicate effectively
with all parties about matters with which they have m ni nal
experience. They are |earning how the organization works, and,
In many cases, trying to assimlate into a totally new community.

It is a challenging and stressful situation. Few
prof essions assim | ate new nenbers w thout a system of induction;
it seens inconceivable that education does not, given the
conpl exity of teaching. Yet the education profession continues
to use an essentially "sink or swinl nodel. Experience is a
difficult teacher if it gives the test first and provides the
| esson afterwards.

A wi de variance also exists in the quality of first-year
experiences for school adm nistrators, both principals and
superintendents. Adm nistrative assignnents vary consi derably
due to the size of the schools or school districts. Many of the
chal I enges and frustrations felt by beginning teachers are
experienced by school admnistrators as they begin their new
supervi sory assignnments.

It is inportant to devel op a program of nentoring that
addresses at |east five generic goals:



1. to inprove teaching perfornmance by providing strategies
for the beginning teacher to acquire additional
know edge and skills;

2. to increase the retention of prom sing beginning
teachers and adm nistrators during the induction years;

3. to pronote the personal and professional well-being of
begi nni ng teachers and adm ni strators;

4. to develop attitudes that foster effective perfornmance;
and

5. to assist in the process of school district and

comunity integration.

WHAT IS MENTORING?

Mentoring is a process by which a trusted and experi enced
teacher or adm nistrator takes a personal and direct interest in
t he devel opnment and education of a younger or | ess-experienced
teacher or adm nistrator.

WHY A MENTOR PROGRAM?

1. The first year of teaching is quite often the nost difficult
Iin a teacher's career. For many new teachers, it is a
constant struggle, since few have the preparation necessary
to cope with the wide variety of new individuals,
environnents, nmaterials, and systens.

2. Many new teachers find the first year a stressful and
di scouragi ng experience and hesitate to continue in
educat i on.

3. Many new teachers feel isolated and have difficulty

devel opi ng positive relationships with parents,
adm ni strators, coll eagues, and students.

4, Many new teachers are overwhel med by the workl oad i nposed in
their first teaching assignnment. The nunber of
preparations, "difficult" classes, and extracurricul ar
responsibilities conbine to nmake the first year a trial by
fire.

5. Begi nni ng and experienced teachers and administrators in the
district need training and opportunities that chall enge them
to grow professionally.



WHAT IS THE MENTOR'S ROLE?

The Mentor's Rol e incl udes:

to listen and be a confidante - not a go-between;
to be a positive rol e nodel

t o observe;

to be an advocate; and

to never criticize.

1. to orient the beginning teacher/adm nistrator;

2. to be an assistance provider;

3. to establish and nurture the nentor-begi nning
t eacher/adm ni strator rel ati onshi p;

4. to support;

5. t o encour age;

6. to counsel

7. to coach

8.

9.

10.

11.

12.

WHAT IS THE BEGINNING TEACHER/ADMINISTRATOR ROLE?

The Begi nni ng Teacher/ Adm ni strator Rol e includes:

to be a willing |earner;
to be willing to conmunicate openly;
to be willing to ask questions;

to be flexible and willing to accept suggestions; and
to be willing to work at being an effective
t eacher/ adm ni strat or

ORkobdE

WHAT IS THE PRINCIPAL'S ROLE?
The Principal's Role includes:

1. to be involved in the selection of the mentor;
2. to assign the nmentor to the beginning teacher;
3. to eval uate the program s progress; and

4, to provide support for the program

WHAT SHOULD BE CONSIDERED IN BEAR LAKE'S MENTOR PROGRAM?

Consi derations in the devel opnent of a mentor program for
Bear Lake School District #33 include:

1. A nmentor programis necessary to assist beginning
teachers and adm nistrators in nmaking a transition
from begi nning to experienced professionals.



2. Ment or prograns nust be based on the needs of the
individuals and this district as they adjust to their
parti cul ar professional assignnents.

3. Experi enced professionals who serve as nentors for
begi nni ng teachers and adm ni strators shoul d receive
training and support to facilitate their assistance.

4. The purpose of the nmentor process nust be focused on
assistance to the individual, not on eval uation.

WHAT SHOULD BE INCLUDED IN BEAR LAKE'S MENTOR PROGRAM?

In the devel opnent of Bear Lake's Mentor Program the
foll ow ng areas shoul d be addressed:

1. a selection process for the nentors, establishing
mnimal criteria;

2. a statenment of assurance that the nentor is focused
on assi stance to the begi nning teacher/adm ni strator,
not on eval uati on;

3. a structure for providing adequate planning tinme for
the nentor and the begi nning teacher/adm ni strator;

4. a designee for the coordination of mentoring activities
in the district; and

5. an evaluation plan for the district's nentor program

ADMINISTRATOR'S MENTOR PROGRAM

Al t hough nost of the observations shared on the preceding
pages apply to both the begi nning teachers and adm nistrators, it
is recogni zed that adm nistrative nmentoring will, in nost
i nstances, be different fromteaching nentoring. A beginning
adm ni strator may have a nentor in another district, such as wll
be the case with superintendents. Information specific to
adm nistrative nentoring will be provided as prograns are
i npl enent ed.
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DUTIES OF THE MENTOR TEACHER

The various activities for which a nentor teacher is
responsi bl e i ncl ude:

1

neeting with the beginning teacher before the

begi nni ng of the regular school year to acquaint the
begi nni ng teacher with the school through a
conprehensive tour, as well as with school policies
and procedures (grading, parent-teacher conferences,
attendance, extracurricular responsibilities, testing,
tardies, etc.);

contacting the beginning teacher if he/she will be new
to the area to assist with housing as well as

acquai nting the teacher with the community and its
services (doctors, dentists, grocery stores, banks,

i nsurance agents, child care, utilities, etc.);

i ntroduci ng the begi nning teacher to other building
teachers as well as to support staff;

hel pi ng the begi nning teacher to set individual,
realistic goals for self, supporting the beginning

t eacher during achi evemrent of those goals, and hel ping
to eval uate goal conpletion or redirection in a

non- j udgnment al manner;

being willing to listen if/when the begi nning teacher
needs to "unl oad" stress; and

nmeeting on a regular basis with the begi nning teacher
to di scuss concerns, dilemms, successes, etc.

QUALIFICATIONS OF MENTOR TEACHERS

The nentor teacher wll:

1

have a m nimum of three (3) years of teaching
experience within the district;

be a person who is a good listener and who is willing
to share;

be a positive role nodel for the beginning teacher;

be an individual who is respected as a teacher by
others in the building;

11



5. have sone expertise in the sane teaching area if at al
possi ble. This does not nean that there nust be a
conplete match (i.e., a second grade teacher with a
second grade begi nning teacher), but it would be
advant ageous or a primary |level teacher (or soneone
who previously taught in primary levels) to work with a
beginning primary | evel teacher. At the secondary
| evel, item (6) m ght outweigh the nentor teacher's
need to be in the same area of expertise; and

6. be avail able to the beginning teacher.

MENTOR SELECTION

The superintendent is responsible for coordinating the
mentor selection. Building principals are responsible for
selecting nentors froma |ist of those who have indicated a
willingness to serve as a nentor. No one should be forced to
serve as a nmentor. The superintendent will approve the choice
before the nentor candidate is notified of his/her selection.

Sel ection should be made as soon as possible after the beginning
teacher has been officially hired, especially if the beginning
teacher will be noving into the area and may need help with
housi ng and etc.

TRAINING FOR BOTH THE MENTOR TEACHER AND THE BEGINNING TEACHER

Trai ning shall consist of not nore than two hours for al
persons involved in the program This training shall take place
on the day set aside for orientation and shall be schedul ed
before the start of the regular school year.

Mentor Training: Al nentor teachers who have not received
this training within the previous two years shall be invol ved.

Training shall include at |east the foll ow ng:
1. how t o observe w thout judging;
2. how t o nake suggestions in a non-judgnental format;
3. potential problens experienced by first-year teachers;
4. goal setting; and
5. listening skills.

Begi nni ng Teacher Training: Wiile the nentor teachers are
receiving their brief training, beginning teachers will receive
training in listening and questioning skills as well as help in
filling out whatever fornms the District Ofice needs concerning
i nsurance, payroll deductions, etc. Oher training is being
consi dered by the commttee.

12



COMPENSATION FOR INVOLVEMENT IN THE MENTOR PROGRAM

Compensation for involvenment in the nentor program shal

i ncl ude:

1

up to a full day of conp. time for spending up to a
full day before the regular school year in orientation
activities. This tine is for both the nentor and the
begi nni ng teacher. The district shall provide the
substitute. Teachers may choose their conp. tine any
time during that school year;

up to four (4) full days of professional |eave during

t he school year to be divided between the nentor
teacher and the begi nning teacher. These days will be
for conferencing and/ or observations (either the

begi nni ng teacher requesting the nmentor teacher observe
hi s/ her classroom or the beginning teacher observing
anot her teacher's classroom or the beginning teacher
observi ng anot her teacher's classroom; and

the nentor teacher shall receive a stipend, when and if
the State Board of Education provides funding for the
nment or teacher program

EVALUATION OF THE MENTOR PROGRAM

Eval uation of the program (not the people involved) shal
consi st of an end-of-the-year checklist conpleted by both the
nmentor and t he begi nning teacher.

Itenms to be eval uated by the nmentor may incl ude:

1

was the training adequate to acquaint nme with nethods
of dealing with potential problens for the beginning
t eacher;

was the orientation session with the beginning teacher
adequate to acquaint the beginning teacher with rules
and policies; and

was there adequate tinme to nmeet with the begi nning

t eacher throughout the school year to assist in
setting, evaluating, and redirecting goal s?

13



Itenms to be eval uated by the begi nning teacher may incl ude:

1

if I was newto the area, did | receive help in finding
housi ng, becom ng acquainted with the conmunity and its
services, etc;

did | receive a conprehensive tour of the school before
t he cal endar year began;

was | acquainted with school policies and procedures;

did 1l receive help with setting individual, realistic
goal s and was | supported during the achi evenent of

t hose goal s and hel ped to eval uate goal conpletion or
redirection in a non-judgnental manner;

was there anply tine to neet with the nentor teacher to
confer about concerns, dilemms, successes, etc; and

was it possible to have the nentor teacher observe ny

cl assroom and/or for ne to observe other teachers
cl assroons?

14



BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Dut i es/ Responsi bilities/Expectations
POLI CY NUVBER: 301.0
EFFECTI VE DATE: April 13, 1994

As a professional educator, certified staff nmenbers within
t he Bear Lake School District #33 have specific duties,
responsi bilities and expectations. These include but are not
limted to the foll ow ng:

1. Teachers are expected to organize, develop, and nmaintain a
cl assroom where all students learn in an environnment that
I's both physically and psychol ogically safe and supportive.

2. Teachers are expected to teach by established objectives
wi th frequent nonitoring of student progress and established
met hods of renedi ation for those who have not mastered the
concepts and/or skills taught.

3. Teachers are expected to follow all of the rules and
regul ati ons of the Bear Lake School District, lIdaho State
Departnment of Education, and the State of Idaho with regards
to educational issues. Teachers are also expected to
conformto the Code of Ethics for the Idaho Teachi ng
Pr of essi on.

4. Teachers are expected to plan, devel op, inplenment, and
eval uate appropriate learning activities based on student
needs, student interest, the student's level of ability,
District and/or State curricul um gui delines or established
| ear ner out cones.

5. Teachers are expected to communi cate student progress (+/-)
to parents on a regul ar basis.

6. Teachers are expected to involve parents in the educational
progress of their students through such activities as
parent/teacher conferences, phone contacts, hone visits,
special activities and/or prograns, parent aides, etc.

7. Teachers are expected to maintain positive student rapport
whi | e nmai ntai ning cl assroom control .

15



10.

11.

12.

Teachers are expected to be supportive of other school
progranms that are designed to benefit students.

Teachers are expected to provide students with opportunities

to devel op skills in communication, decision nmaking, highe
| evel thinking skills and cooperative work.

Teachers are expected to teach reading, witing and study
skills regardl ess of the content area they happen to be
instructing in.

Certified staff nenbers are expected to becone involved in
t he i nprovement of their professional skills and know edge
t hrough study, travel, formal course work, and/or
participation in conferences, professional neetings, and
or gani zati ons.

Certified staff nenbers are expected to serve as positive
role nodels for the youth of our comunity.

r
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Witing Performance Goal s
POLI CY NUVBER: 301.1
EFFECTI VE DATE: Revi sed January 10, 2001

1. Performance Goal Definition - A highly definitive,
personal i zed, witten plan which:

a. Identifies one or several related, observable
activities designed to inprove the effectiveness
of an individual educator’s professional efforts;

b. I s cooperatively devel oped by the individual educator
and his i medi ate supervi sor;

C. Is consistent with the goals and objectives of the
school system

d. Is identified with a specific area of the educator’s
responsibility; and

e. Qutlines nethods and techni ques for nonitoring and

assessing, either objectively and/ or subjectively,
the degree of the educator’s goal acconplishnent.

2. GQui del i nes for Performance Goal s.
a. Goal s nmust be defined in ternms of results or conditions
to be achieved - not just activities to do.
b. Goal s should be witten so that they can be anal yzed
and reviewed fromtinme to tine.
C. Witten goals should start with an action term such

as achieve, conplete by, replace, convince.

Goal s nust have an accountability assignnent.

e. Goal s newy formul ated should be set in the Iight
of the past experience.

e

f. Goal s should be stated in positive terns such as
“what to do’ rather than negative terns as “what to
avoi d”.

g. Goal s shoul d be concise statenents w thout conpl ex
and el aborate descriptions.

h. Goal s shoul d cover a single-ended result and not a

nunber of conmitnents.

l. Goal s that have been changed or nodified nust be
reconmuni cated with the invol ved supervi sion.

J. Goal s nust be realistic to the resources, facilities,
and skills that are avail able.

17



3. Per f ormance Goal Categories

a. Curricul um Devel opnent, |nplenentati on and Eval uation
b. I nstructional Planning and Teachi ng Techni ques
C. Conmmuni cation Wth
l. St af f
1. Students
I11. Parents
V. Comrunity
d. Managenent of
l. Ti me
1. Personnel
I11. Equi pnent
V. Facilities
e. Pr of essi onal Preparation and Responsibilities
4. Suggest ed Education Performance Goal s
a. Pl anning Skills:
l. Devel op nore effective | ong and short range pl ans.
1. Wite behavioral objectives for unity/courses
t aught .
I11. Add variety to classroomactivities.
V. Plan and organi ze for greater individualization
of instruction.
V. Devel op better nethods of eval uating teaching
out cones.
VI. UWilize students nore effectively in planning.
b. | nstructional Skills:
| . Devel op greater know edge of subject(s).
1. Inprove general classroom control.
I11. Mtivate students to higher |evels of performance.
V. Pace classroomactivities nore skillfully.
V. | mprove | ecturing techni ques.
VI. Inprove discussion skills.
VII. Conduct denonstration and/or |aboratory |essons
nmore skillfully.
VI11.Devel op appropriate student reinforcenent skills.
| X.  Conduct drill-type |l essons nore skillfully.
X. | mprove working relations with students.
XI. UWilize nmedia nore effectively (audio visual).
XI'l. Devel op nore innovative instructional nethods.
XI'l1l.Devel op plans for assisting “exceptional”
st udent s.
XI'V. 1nprove questioning skills.
XV. Develop greater self-initiative in students.
XVI. Stinmulate greater creativity in students.
C. Personal and Professional Skills.

l. | nprove conmmuni cation skills with students in and
out of the classroom
1. Inprove conmunication skills with colleagues.
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I11. Becone nore cooperative with: (Checks)
Col |l eagues__ , Administration_ :
Parents , Students

| V. Take greater responsibility for professional
growt h: advanced study___ , travel :
committee work , witing , research_
other

V. Take greater interest in school activity.

VI. Gve greater attention to details:
punctuality , record keeping_ _ ,
use of English__ , personal appearance_ |,
ot her .

VII. Use good judgenent and tact.

VI11.Devel op greater tolerance for divergent thinking.

| X.  Develop skill in enhancing multi-cultural

rel ati onshi ps.

Per f ormance Goal Pl ans

Educat or’ s Nane Dat e

Assi gnnent

Years in District including this one

Per f or mance Goal Nunber

1. Perf ormance Goal St atenent.

2. List the activities and behavi ors desi gned and
pl anned for goal acconplishnent.

3. Li st activities and/or procedures for measuring
goal acconplishment.

4. Addi tional information and/or coments.

Supervi see’ s Signature Supervisor’s Signature
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33

BOARD POLI CY W TH GUI DELI NES

SUBJECT: Extra-Curricul ar Duties
PCOLI CY NUMBER: 301.3
EFFECTI VE DATE: April 8, 1982

Teachers are expected to perform necessary extra-curricul ar

duties as assigned by the building Principal. Every effort to
make the assignnments equitable and fair will be nmade by the
Principal. Pay for extra duties, not covered by the Master

Contract, will be separately negotiated and agreed to by teachers
and Princi pal .
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Supervi sion of Extra-Curricular Activities
POLI CY NUVBER: 301. 31
EFFECTI VE DATE: January 13, 1993

Bear Lake School District #33 will nake every effort to fil

supervisory positions within the district's program of extra-
curricular activities by individuals who are currently enpl oyed
as regular, certificated staff nenbers.

When this is not possible, the district will seek the nost
qualified individuals who neet the requirenments that are then
constituted by the Idaho State Departnment of Education, the |Idaho
Hi gh School Activities Association and the Bear Lake County
School District.

I ndi vi dual s who are enpl oyed to supervise extra-curricul ar
activities serve for the season or school year for which the
assignnent is made. Extra-curricular assignments do not carry a
"prom se" of continued enploynment nor should a "presunption” of
an automatic assignment rest with the enpl oyee.

Extra-curricul ar assignnments are considered to be tenporary
positions and thus individuals do not gain credit for "previous"
service or "seniority" through experience as a supervisor of an
extra-curricular activity. Experience as a supervisor of extra-
curricular activities will not be used for placenent of
i ndividuals on the certified or support staff salary schedule if,
in the future, they are a successful candidate for a regul ar
position within the district.

Extra-curricul ar assignnents are considered to be "| ess”
than twenty (20) hours a week. Individuals nust be assigned to
work twenty (20) or nore hours a week for five (5) or nore
consecutive nonths before they are entitled/required to becone
part of the state retirement system Therefore, individuals
who's sole responsibility with the district is in the supervision
of extra-curricular activities are not eligible to participate in
the state' s retirenment system
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Supervi sion of Students on Buses

for Extra-Curricular/Co-Curricular Activities
POLI CY NUMBER: 301. 32
EFFECTI VE DATE: May 12, 1993

Students who are traveling to/froman extra-curricular or a
co-curricular activity shall be supervised by an enpl oyee of the
district in addition to the bus driver.

The supervision to a co-curricular activity shall be a
certified teacher and/or adm nistrator unless an energency
arises. In unique situations, the superintendent or building
adm ni strator nmay authorize a substitute teacher and/or a nenber
of the support staff to supervise a bus.

The supervision to an extra-curricular activity shall be a
certified teacher and/or adm nistrator and/or an individual who
is enployed as the regul ar supervisor/coach of that particular
group of students.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Cont i nui ng Contract
POLI CY NUVBER: 302.2
DATE: Revi sed January 10, 2001

During the third full year of continuous enploynment by Bear
Lake School District, a certified enployee will be evaluated for
renewabl e (continuing) contract status. Upon having been offered
a contract for the next ensuing year, given notice of acceptance
of said contract and signing a contract for a fourth full year,
the individual staff nenber shall be placed on a renewabl e
contract status.

Once on continuing contract status, the enployee’ s contract
is automatically renewed upon their witten acceptance of said
renewal . When a staff nenber under continuing contract fails to
provide the Board with witten acceptance of contract renewal,
the Board will interpret that |lack of witten acceptance as being
a declination of the right to automatic renewal. The Board nust
notify staff nmenbers of their status for the ensuing school year
by May 25th. State Code requires the certified staff nenber to
notify the Board of his/her intent to return to the D strict by
June 15.

A staff nenber on continuous contract status nust be
provi ded a period of probation before the Board can determn ne not
to renew their contract for unsatisfactory perfornance or to
renew t he contract of any such person at a reduced salary. The
period of probation shall be preceded by a witten notice from
the Board with reasons for and terns of such probationary period.
A probationary period is not required when the decision not to
renew a contract is nade for reasons other than unsatisfactory
per f or mance.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Assi gnnent and Transfers
POLI CY NUVBER: 302.3
EFFECTI VE DATE: May 12, 1993

Revi sed Cct ober 15, 2003

To help facilitate the district's efforts to provide the
best educati onal program possible, the Board of Trustees and
Adm ni stration maintains their authority to transfer and re-
assign both support and certified staff at the district's
di scretion.

The follow ng principles shall serve as guidelines during
transfers:

1. Seniority helps to assure an enpl oyee of continued
enpl oynment but is not considered as a factor in
transfers (within schools or district wde),
re-assi gnnents, grade |evel placenents or course
assi gnnents.

2. The Superintendent is responsible for assigning staff
to a building and/or departnent. Assi gnnents are
usual ly made in conjunction with the building principal
and/ or the supervisor with the principal and/or
supervi sor having veto power in nbst cases.

3. The buil ding principal and/or the department supervisor
wi |l be responsible for grade | evel placenents and/or
specific assignments. Principals are restricted to
placing individuals only in the areas for which they
have certification

4. Al'l vacancies shall be posted in each school within
the district for a period of not |less than two
cal endar weeks. The postings shall include a date

that indicates when applications / letters of interest
must be submtted. Current enployees shall be
permtted an opportunity to submt an application /

|l etter of interest for each position that they are
qualified to hold. (Tine restraints nmay be waived for
vacanci es that occur between July 15 and Septenber 15
of each year.)
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10.

Vacanci es that occur during the summer nonths shall be
advertised in a newspaper of district-wide circulation
not |l ess than tw ce, once during each of two weeks.

Transfers will not be used as a neans of noving a
per sonnel problemfrom one school to another.

I ndi vi dual s who are denied a transfer may request a
conference with the individuals responsible for the
decision to gain information regarding the reasons for
the denial. Since the authority to transfer, assign,
re-assign rest with the Adm nistration and Board,
decisions in this area are not open for grievances

unl ess there is evidence of retaliation and/or

di scrim nation.

Staff menbers who are reassigned will be involved in
t hat deci si on nmaki ng process, unless an energency is
decl ared by the Superintendent.

When inplenmentation of district policy becones
necessary the building principal (s) shall neet and
confer wwth the affected enpl oyee(s) prior to any
final admnistrative decision. |If any transfer under
consi deration involves the change of an existing
instructional team then at |east one menber of the
exi sting teamshall be included in the neeting(s).

Notification of transfer shall be given to the

i ndi vi dual as soon as possible, privately, in witing,
prior to any other announcenent of the transfer.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

Subj ect: Pr of essi onal Assessnent, Certified Staff
Pol i cy Nunber: 302.4
Ef fective Date: August 18, 1993

Revi sed - COctober 14, 2008

The Bear Lake School District believes that all staff
menbers should be involved in a process of professional grow h.
A significant aspect of that process is an opportunity for
prof essi onal assessnment from a supervisor/adm nistrator. The
primary purpose for the professional assessnment is to stinulate
and encourage the process of professional grow h.

A secondary purpose of the professional assessnment is to
I dentify areas of weakness anong certified staff nenbers. Wen a
weakness is identified, the staff nmenber will be provided a
specific objective designed for the renedi ati on of that weakness.
If the staff nenber is unwilling or unable to neet the stated
objective it will beconme a factor with regards to conti nued
enpl oynent .

The following will be used to inplenent this policy:

A. On a yearly basis, all certified staff nenbers will be
provi ded an orientation to the process used for staff
assessnent before the assessnent process begins.

B. Each staff nmenber will be provided with notification
of an intent to observe, with enough tinme to conduct a
pre- observati on conference, before a formal observation
I's conducted. Informal visits may occur at the
di scretion of the supervisor/admnistrator and do not
foll ow the process established for fornmal observations.
Concerns, if observed, shall be discussed with the staff
nmenber as soon as possible after the infornal
observation but no later than ten (10) working days.
Witten comments frominformal observations may
appear in the staff nmenber's personnel file.

C. Use of closed circuit TV, PA' s and/or Audio Systens
wi Il not be part of a formal assessnent program Vi deo
systens nmay be used as part of an informal professiona
devel opnent plan and/or within a renedi ati on plan when
agreed to by the staff nenber.
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Non- conti nui ng contract teachers will be formally
observed at |east twice a year with the first
observation com ng on/or before 12/1 and the second
com ng on/or before 3/15. There will be at |east
fifteen (15) days between the observati ons.

Conti nuing contract teachers will be formally observed
at | east once a year with that observation com ng on/or
before 3/15.

Staff nmenbers may group together to forma "professiona
grom h"” team This teamw || be responsible to
observe each other, and work col |l aboratively in
identifying areas for each team nenber's professiona
growh. Al non-continuing contract teachers are
strongly encouraged to becone involved in a
"professional growh" team Continuing contract
teachers may participate at their discretion.

Conti nui ng contract teachers who participate in a
"professional growth" teammay, at the discretion of
the principal, have their formal adm nistrative
assessnent wai ved every other year. Release tinme wll
be provided to facilitate this procedure.

Formal observations will be conducted by the buil ding
principal and/or an appropriate supervisor when
assigned by the superintendent.

Each formal observation will include a pre-observation
conference, a mninmum of 30 continuous m nutes of
observati on and a post-observati on conference.

The pre-observation conference shall include:
I nstructional objectives for the | esson to be
observed

Di scussi on of methodol ogy anticipated by the teacher

Possible restrictions that the teacher is facing

(student behavi or, absenteeism shortened peri ods,
etc)

Itenms the teacher would |ike the observer to focus on

Ties to previous and/or future |essons

The post-observation conference shall deal with those

t hi ngs noted by both parties during the observation as
wel | as each area identified in the Professional
Assessnent Form  The post-observati on conference shoul d
occur as soon as possible after the observation but no

| ater than ten (10) working days.
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The witten Professional Assessnent Form shall be
presented to the staff nenber within ten (10) working
days of the post-observation conference. A second
conference is not necessary unless there appears to be
changes between what was verbally presented and what is
recorded on the Professional Assessnment Form

The "procedure" followed during a Professional
Assessnent may be appeal ed through the district's
grievance procedure. The "content" of a Professional
Assessnment is not grievable although a staff nenber
has the right to develop a witten response and have
t hat response attached to the Professional Assessment
formas part of that document. Witten responses
nmust be received wthin ten (10) working days of the
post-conference or within ten (10) working days of
the date in which the Professional Assessnent is

si gned, whichever date is the | atest.

When there is a concern regardi ng the performance of

a certified staff nenber, the adm nistration has severa
options which generally include one or nore of the
fol | ow ng:

1. Specific objectives identified on an individual's
Pr of essi onal Assessnent

A formal letter of reprinmand

Pl acement of the individual on renediation

Pl acement of the individual on probation

Leave with/w t hout pay

Di sm ssal

SUhwWN

The option selected is determ ned by the severity of the
situation and nust conply with state law and district
policy and the enployees right to due process.
Renedi ati on or recommendations for either probation or

di sm ssal nust be approved by the Superintendent prior to
action being taken by the inmedi ate supervi sor.

Renedi ation includes a witten statenent that infornms the
enpl oyee of their status. The witten statement includes
a clear statenent of objective(s), tinelines and

provi sions for evaluation of progress on the objectives.
Renedi ati on al so includes an identification of resources
avai lable to help the staff nenber successfully neet the
stated objectives. In situations that deal with

cl assroom managenent and/or instructional effectiveness,
remediation will precede nore severe neasures. Probation
may becone part of a renediation process if suitable
progress i s not nade.
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Probation includes the same steps as renedi ati on but
requires formal board action. |In cases other than those
that are grounds for a revocation of a certificate,
probati on nmust precede a reconmendation for di sm ssal.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Requirenents for Certified Enpl oynent
POLI CY NUVBER: 302.5
EFFECTI VE DATE: Revi sed January 10, 2001

At the beginning of each year of enploynent in Bear Lake
School District, the follow ng should be filed with the clerk of
the Board in the Superintendent’s office:

1. Valid teaching certificate for registration,
unl ess one is already on file.

2. A current transcript of credits,
unl ess one is already on file.

3. Credits earned during the past year
i f not shown on transcript.

4, One copy of the signed contract.

5. Soci al Security nunber,
unl ess one is already on file.

6. Wt hhol di ng tax slip,
unl ess one is already on file.

7. Application for health and accident insurance,
unl ess one is already on file.

8. Application for teacher’s retirement system (PERSI),
unl ess one is already on file.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Certification Requirenents
POLI CY NUVBER: 302.51
EFFECTI VE DATE: Novenber 11, 1992

A person enpl oyed by Bear Lake County School District #33
must hold either a valid certificate endorsenent required for the
service being rendered or a valid letter of authorization.

Certification is the responsibility of the enployee. Any
enpl oyee who is unable to gain either an Idaho State Certificate
W th appropriate endorsenents or a letter of authorization in the
area in which they were enployed wll have their contract
decl ared null and void.

Enpl oyees under a renewabl e contract who permt their
certification and/or letter of authorization to expire will | oose
all pay and benefits until they are able to qualify for
certification and/or a valid letter of authorization. A |ack of
certification and/ or proper endorsenment(s) is grounds for
di sm ssal and/or nonrenewal .

Bear Lake County School District #33 will take al
reasonabl e neasures to avoid hiring an individual who requires a
|l etter of authorization to assune a certified position. Wen a
| etter of authorization is necessary, continued enploynment wll
require the enployee to retain a valid letter of authorization
until they are fully endorsed for their original position or
until they are placed into a position for which they are fully
endor sed.

Bear Lake County School District #33 will take al
reasonabl e neasures to avoid placing a current enployee in an
area that requires a letter of authorization. Wen an enpl oyee
agrees to placenent in an area that requires a letter of
aut hori zation, they will be required to maintain a valid letter
of authorization until they beconme fully endorsed or until they
are transferred fromthe position that required the letter of
aut hori zation. Wen an enployee is forced to teach under a
|l etter of authorization for any reason other then a "reduction in
force", the placenent will be considered to be a one year
assi gnnent .
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33

BOARD POLI CY

Subject: Crim nal Background Checks
Policy Nunber: 302.52
Effective Inte: November 13, 1996

The Board of Trustees is commtted to the enpl oynent

nost qualified candidates for each position within the District
The term "nmost qualified" includes personal and professional
characteristics beyond the basic conpetencies required for the
completion of assigned duties. For this reason, the Board of
Trustees endorses the state program for crimnal background
checks with the associated requirements for fingerprinting.

The Superintendent of Schools is authorized to develop
procedures for the inplementation of a program to conduct

crimnal

of the State of Idaho.

The following provisions shall be included in those
procedures as mininum standards.

A

of the

background checks of employees that conformto the laws

All new employees hired for a new school year shall be
fingerprinted as soon as possible but on/or before the
final working day of September in each new school year.

Enpl oyees hired after the start of the new school
year shall be fingerprinted as soon as possible but
on/or before the conpletion of the first twenty (20)
working days or the first thirty (30) calendar days,
whichever i1s less.

Fingerprinting shall be done on forms provided by
the district by an individual approved by the
Superintendent before the fingerprinting is begun.

The conpleted fingerprint card with the appropriate
fee must be submtted to the District office in order
to comply with the tinmelines established above.
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Failure to complete the fingerprinting process and
subm ssion of the appropriate fee in the tinelines
established is considered to be just cause for
termnation.
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F. The District reserves the right to make the final
det erm nation on continued enploynent of any member
of the support staff who has a crimmnal record report
as the result of the background check. The enployee
will be provided an opportunity to respond to the
report.

G. The District reserves the right to request a copy of
the crimnal record report froma member of the
certified staff when notified that a negative report
exists. Failure to provide a copy of the crimnal
record report to the District may result in the staff
nember being placed on leave with pay until a
determnation is nmade by the Professional Standards
Comm ssion regarding the person's continued eligibility
for employnent or the conpletion of the current
contract year, whichever cones first. The Board
reserves the right to take action based on the
information provided on a crimmnal record report when
the health, safety, and/ or wel fare of students is
involved providing that the staff member is given an
opportunity for a hearing.

H For the purpose of this policy, employees are defined
as all of those individuals who are on the District's
payroll.

I. All fees associated with the crimnal background check
of new enployees, as well as those covered by section
"J" of this policy, are the responsibility of the
individual employee.

J. During the first year phase in of the state law,
procedures established for new employees shall apply
to anyone who has not been employed continuously by the
Bear Lake School District since September 1, 1991.

K The Board reserves the right to obtain a crimnal
background check on all employees in the future.
Additional checks, if conducted, must be admnistered
in a fair, consistent manner with the District paying
all associated costs for those who are not first year

empl oyees.

Wien a crimnal record report is received or the District is
notified that there is a "pending decision" on an enployee, the
Superintendent shall report to the Board in a tinely, appropriate
mnner.
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Legal References:

Idaho Code 33-130
Idaho Code 33-1202

Idaho Code 33-512
Idaho Code 33-1204
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33

BOARD POLI CY
Subj ect : Suspensi on of Enpl oyee Certificatel/License
Pol i cy Nunber: 302. 53
Ef fective Date: Cct ober 9, 1996

Many i ndividuals are enployed with the School District in
positions that require either a certificate or a |icense.
Conti nued enploynent with the District is contingent upon those
i ndi viduals maintaining the certification and/or |icense required
to function in their assigned position. The responsibility to
obtain and nmai ntain proper certification and/or license rests
with the individual enployee.

| daho Code includes provisions for the suspension of a
certificate/ license that may affect district personnel. The
superintendent is authorized to devel op and i npl enent
adm ni strative procedures that deal with the suspension of a
certificate/license that includes the follow ng points:

1. Wen a certificate/license that is required for the
enpl oyee to serve in their assigned position is
suspended, they shall be placed on | eave w t hout pay
and rermoved fromtheir job assignnent.

2. The Superintendent of Schools is authorized to rel ease
from enpl oynment any nenber of the support (classified)
staff who is/will be unable to regain their |icense/
certificate within twenty (20) working days or thirty
(30) cal endar days (whichever is less) fromthe tine
that the individual enployee was notified of their
suspensi on.

3. The Board of Trustees may rel ease any nenber of the
certificated staff who is/wll be unable to regain their
certificate/license within twenty (20) working days or
thirty (30) cal endar days (whichever is less) fromthe
time that the individual enployee was notified of their
suspensi on.

4. Individuals who are under a suspension of their
certificate/license may be enployed by the District in
areas where their certificate/license is not necessary.
The rate of pay for such assignnents will be at the sane
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| evel as others performng the sane or simlar task (ie.
a teacher with a suspended certificate my be enpl oyed
as a substitute teacher at the same rate of pay being
paid to other substitute teachers).

5. The nanes of individuals who have their certificate/

| i cense suspended shall be reported to the Board by the
Superintendent in a tinmely, appropriate manner.

Legal References: |1daho Code 7-1401 through 7-1417
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Contracts
POLI CY NUMBER: 302. 6
EFFECTI VE DATE: Revi sed January 10, 2001

Contracts with certified personnel shall be in witing and
shall state the length of time the contract is in force, the
total conpensation for the contract period together with the
schedul e of periodic paynents. Such witten contracts shall be
in the formapproved by the State Board of Education, conditioned
upon a valid certificate held by such personnel at the tinme of
entering the duties thereunder.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Annui ti es
POLI CY NUVBER: 302.7
EFFECTI VE DATE: Revi sed January 10, 2001

It shall be the policy of the Board of Trustees that
prem uns for paynent of annuities may be deducted fromthe
sal ari es of school personnel, provided that witten application
for such deductions shall be on file with the Treasurer

An annuities conpany new to the district nust have at | east
ten applicants to be considered for pay-roll deductions.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33

BOARD POLI CY W TH GUI DELI NES

SUBJECT: Wrk Related Injuries
POLI CY NUVBER: 302.8
EFFECTI VE DATE: January 13, 1993

Al'l District enployees are covered under a Wrker's
Compensation Plan and will be entitled to prescribed benefits
should they be injured while at work. Injuries occurring on the
job or job-related nmust be reported to the enpl oyee' s supervisor
and/or principal imediately. Unless it is an energency, the
enpl oyee nmust report the accident to their imedi ate supervisor
and/ or principal before they seek nedical or hospital care. The
| ack of a tinmely report by the enpl oyee may endanger their
ability to qualify for benefits. A lack of a tinely report may
al so prohibit the district fromverifying that the injury was
j ob-rel at ed.

The supervisor and/or principal will be responsible to
conpl ete the "Supervisor's Accident Investigation and Report
Fornf as soon as an injury is reported. The "Supervisor's
Acci dent Investigation and Report Forni nust be sent to the
Superintendent's secretary in order for the "Notice of Injury and
Cl ai m For Benefits" formto be conpleted. The "Notice of Injury
and Claimfor Benefits" formnust be reviewed and signed by the
enpl oyee before a claimcan be submtted to the Industrial
Comm ssion. The enployee is responsible for contacting the
Superintendent's secretary if they haven't had an opportunity to
read and sign a "Notice of Injury and Caimfor Benefits" form
wi thin seven (7) working days of the tinme the enpl oyee reported
the injury to their imedi ate supervisor and/or principal.

An enpl oyee who has sustained a work related injury may use
their sick | eave, personal |eave and/or their annual |eave to
make up the difference between what they would have earned and
what was paid to themfor tenporary disability through the
Worker's Conpensation Plan. The sick |eave bank will not be used
to conpensate enpl oyees for a work related injury.

When an enpl oyee has suffered a work related injury, the
district will nmaintain the enployee's insurance benefits as
constituted i mMmedi ately before the accident. This coverage wll
continue for a period of no nore then three (3) nonths beyond the
| ast nmonth in which the enpl oyee received pay fromthe district
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for |labor, sick |eave, annual |eave or personal |eave. After the
i nsurance benefits are no | onger payable by the district, the
enpl oyee may continue their coverage through the provisions of

COBRA.

The insurance benefits will be affected by any changes

made in the coverage for all enployees of the same group as the
i njured enpl oyee. Insurance coverage will end if an enpl oyee

resi gns,

is released or is not offered a contract for the

followi ng year. The use of various |eaves to extend the
i nsurance coverage shall be used in a continuous block of tine.

The district intends to provide enployees with a reasonabl e
period of time to recover froma work related injury. The
district also has a responsibility to maintain the |evel of
services required to conduct it's business. Wth these
objectives in mnd, the followng provisions will be used:

1

Enpl oyees nmust have a nedical release to return from
a work related injury. The district, when in its
best interest, will require a full release with no
[imtations before an enpl oyee nmay return.

The district will guarantee a position for the enpl oyee
until the end of the fiscal year in which the injury
took place or for 60 days, whichever period of tine

is LONGER. |If the absence that was required to recover
froma work related injury extends beyond this tine
period, the enpl oyee nmust request a long term | eave of
absence through the Board of Trustees. The Board may
or may not grant said | eave.

The district will rmake a reasonable effort to devel op
accomodations for the enployee's disability. This may
i ncl ude such things as a tenporary change in job
responsibilities, a transfer to another job
classification if an opening occurs in an area for which
t he enpl oyee is qualified, and the reasonabl e purchase
of special equipnent to aid the enpl oyee.

Enpl oyees shoul d anal yze all jobs and work assignnments for

hazar ds.

Enpl oyees are responsible to report any unsafe

conditions or |ack of protective equipnent to their imedi ate
supervi sor and/or principal imediately! |f expedient and
reasonabl e corrective action is not taken, enployees are directed
to contact the Superintendent of Schools imediately.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Early Retirenent
POLI CY NUVBER: 303
EFFECTI VE DATE: May 10, 2001

Deleted August 17, 2005
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33

BOARD POLI CY W TH GUI DELI NES

SUBJECT: Certified Staff Resignations
POLI CY NUMBER: 303.1
EFFECTI VE DATE: April 13, 1994

Certified staff nembers who do not plan to return for
anot her school year are encouraged to notify the Superintendent
and/or immediate supervisor at their earliest convenience.
Resignations received before June 15th for the upcom ng school
year are automatic and do not require Board approval unless the
certified staff nmenber has submtted a signed contract.

Resignations after June 15, or after an individual returns a
signed Contract, are not autommtic. The enployee has nmde a
legal commtnent to the District that binds them for enploynent
during the upcomng school year. Resignations after a signed
Contract has been returned requires the Board to formally
rel ease the individual, thus voiding the contract. The decision
to release a certified staff nmenber froma valid contract wll
depend on the District's ability to obtain a suitable
replacenent.

The Board recognizes that there are unusual circunstances
which dictate an enployee to request a release froma contract
after the school year has begun; therefore, personnel may be
released fromtheir contracts by agreenent of the Board, provided
that a suitable replacenent can be secured.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Certified Dismssa
POLI CY NUVBER: 303.2
EFFECTI VE DATE: Revi sed January 10, 2001

Di smissal shall be appropriate only after said enpl oyee has
been notified of the reasons for his/her proposed dism ssal and
has had a reasonable length of tine to correct them Term nation
of a contract of a certificated school enployee by di sm ssal nust
be given by the Board in witing, stating the reason(s) for such
dism ssal. Conplete and thorough orderly dism ssal procedures
shall be followed as outlined and agreed to in the Master
Contract.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Certified Staff
Reducti on-1 n-Force

PCOLI CY NUMBER: 303.3

EFFECTI VE DATE: August 18, 1993

The Board of Trustees and the Admi nistration of the Bear
Lake County School District #33 will determ ne when a reduction
in the certified staff is necessary. Reductions in staff may
beconme necessary by decreased enrollnents, revenue |imtations or
ot her events beyond the control of the Board of Trustees.
Reductions-In-Force will deal with positions, not individual
staff nmenbers. Wen positions are term nated, the person with
the least seniority in that area of certification will be
rel eased.

Staff nenbers whose positions are reduced, but whose
seniority permts themto continue enploynent within areas of
certification and/or endorsenents in which they appear on the
respective seniority list, will be placed in a position within
the District by Central Adm nistration. Placenent wll be based
on the needs of the District as interpreted by the
Adm ni stration. Any enployee who is placed by seniority after
their position is reduced, will be required to neet the
certification and/ or endorsenent qualifications of the position
they will acquire. There may be an occasi on where an enpl oyee
whose position has been reduced is not able to qualify for
anot her position with the District. 1In this situation, the
enpl oyee woul d be rel eased, regardl ess of seniority, because
there were no positions in the District that they were qualified
to hol d.

When a reduction in force becones necessary, lay-offs wll
be made on a last hired, first fired basis within the
certificated area where cuts are deened necessary, except in
situations where a wide disparity in conpetence is denonstrated
and docunented by the established eval uati on procedures. |In such
situations, lay-offs may be made in such a way as to retain the
best qualified personnel avail able teaching in the district.

Shoul d the Board of Trustees decide to reduce the nunber of
positions and such reductions result in the |ayoff of staff
menbers, such reductions shall be acconplished in accordance with
t he procedures defined herein.
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DEFI NI TI ONS

Seniority

Seniority shall nean a teacher's length of continuous service in
years, nonths and days fromthe day in which the Board of
Trustees for Bear |ake County School District #33 approves their
contract.

Seniority List

Seniority List shall nean a list specifying the chronol ogi cal
order of the hiring of each teacher. The Seniority List shall be
prepared by the Superintendent by Cctober 1st of each year and
shal | be based on valid |Idaho State Departnent of Education
Certification and Endorsenents that said enployee has on file
with the Board of Trustees, prior to COctober 1st of the current
school year.

The Seniority List will be distributed to all teachers by
Novenber 1st of the year it was prepared. Any teacher who w shes
to chall enge his/her position on the Seniority List shall submt
t he basis of his/her challenge to the Superintendent, not |ater

t han January 1st.

Ti e Breaker

In cases of identical, initial date of enploynment, seniority
shall be determined first by the nunber of quarter hours of
credit earned by the teacher after receiving his/her Bachel or
Degree and a teaching certificate and, if a tie still exists, by
the drawing of lots. The drawing will be held by the
Superintendent in the presence of said teachers.

The provisions for breaking ties on the seniority list will not
be i nmpl enmented unl ess enpl oyees who have the sane date of hire
are being rel eased using the Reduction-In-Force Policy. |If the

date is affected by a reduction, the tie breaker will be utilized
to determ ne the order of reduction and thus the order of recall.
Once rank order is established by the tie breaker, the enployee
wi |l be guaranteed that relative position as long as they are
associated with the District.

Leaves of Absence

Enmpl oyees who take a | eave of absence will retain their original
hire date, but their position on the seniority list wll be

adj usted downward according to the length of their |eave of
absence. A person having been so adjusted will be placed in the
new position on the seniority list giving themthe advantage over
others at that spot with a later hire date and thus elimnating
the need for themto participate in a tie breaker. Enployees
will be granted service tine for | eaves of absence when required
by Federal and/or State Law.
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Part-Time/Full -Time Service

A full year of seniority wll be granted for each year of service
provi ded by a teacher consisting of a m ninumof 91 days, or

nore, under a regular contract that includes in excess of five
and one/half (5 Y hours of assigned time each day. A teacher
enpl oyed less than full-time for a mninmum of 91 days shal

accunul ate seniority at a rate of one/half (¥ year seniority for
each year of service. A teacher enployed for | ess than 91 days
will not receive seniority.

Recal

Means the right: (1) to return to a position in the specific
certification or endorsenent area from which a teacher was
originally laid off in the reverse order in which said staff
menber was laid off, or (2) to fill a position in another
specific area for which the teacher is eligible for recal
pursuant to this policy and hold the proper certification and/or
endorsenent to serve in the new position

No new teachers shall be hired during a reduction-in-force
situation until after all teachers on layoff, that are properly
certified and endorsed for the open position, have been offered
t he j ob.

The recall list shall be maintained by the Board of Trustees for
a period of five (5) years; thereafter, a teacher shall |ose
hi s/ her right to recall

PROCEDURE
St age One
1. Wen at all possible, staff reduction will be acconplished
through attrition and by bal anci ng vacanci es caused by
| eaves of absence, resignations and retirenents. In

exceptional cases, the District may find itself in the
position of having to inplenent the Reduction-In-Force
Policy at one level or area, while finding it necessary to
hire additional staff for a different |evel or area. Should
such a condition exist, the District will make every effort
to utilize current staff menbers. In the event that any
current staff nenber is not qualified, the District wll
refer to the Recall List.

2. Shoul d a teacher in a departnment requiring staff reduction,
ot her than the person with |ow seniority, elect to take a
one (1) year |eave of absence, such shall be considered by
the Board of Trustees as an alternative to reduction in
force. Upon return of the teacher, he/she will be placed at
the sane place on the salary schedule and with the seniority
as he/she had when he/she left.
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3. Team ng shall be considered as an alternative to reduction-
in-force. Two teachers could agree to "share" one position
providing it is nutually agreeable with the Board of
Trustees and conforns to the established guidelines for
teamng (job sharing). Wile teaching in a job share
situation, seniority will be calculated as per the
established District policy for part-tine teachers.

4. Early retirenent is also considered to be an alternative to
reduction-in-force. Information regarding the "Early
Retirement” Program can be obtained fromthe Superintendent.

St age Two
| f sufficient reduction-in-force has not been acconpli shed

through the alternative described in Stage One, the
Superintendent will notify the Board of Trustees that the | ayoff
clause will be utilized.

The Board of Trustees shall then make every effort to notify the
Associ ati on President and each teacher affected by a reduction in
staff by May 1st, and in no event, later than May 15th, of the
school year preceding the school year in which the reduction is
to be effective,.

St age Three

In the event of a recall, the teacher shall be notified, by
certified mil, to their |ast address of record with the
Superint endent and nust advise the Board of Trustees of their
acceptance of the position being offered within twenty-one (21)
days followi ng the date of mailing, or forfeit all recall rights.
| f personal contact can be made with the teacher affected, the
time line listed in Stage Three nay be altered by nutual consent
of both parties involved. Al enployees who have experienced a
Reduction-1n-Force are encouraged to keep an updated address in
the District office to assure pronpt notification

1. A teacher who is reduced froma full-tine position and is on
the recall list may refuse to accept an offer of a part-tine
position without forfeiting his/her recall rights for the
duration of the recall period.

2. A teacher who is reduced froma part-tine position and is on
the recall list may refuse to accept an offer of a full-tine
position without forfeiting his/her recall rights for the
duration of the recall period.

3. If a less senior staff menber accepts either a part-tine or
a full-time position previously refused by a nore senior
staff nmenber and the status of said position is changed, the
| ess senior staff nmenber shall not be displaced by a nore
senior staff menber w shing the new position.
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Wai ver of Recall

Wen a teacher who has been laid off under the Reduction-in-Force
Policy refuses to accept a certified position, their nane will be
permanent|ly renoved fromthe recall |ist.

Job Search Hel p

It is the intent of the District to help teachers, laid off under
this policy, with job searches. Job counseling, help with
applications, contacting other enployers and job listings from
ot her enpl oyers are possible areas in which the District can be
supportive.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Si ck Leave
PCOLI CY NUMBER: 304.1
EFFECTI VE DATE: January 13, 1993

Modi fied August 17, 1994
Revi sed Cctober 15, 2003
Revi sed July 12, 2006

Regul ar enpl oyees who are nenbers of the support staff of
the school district receive one (1) day of paid sick |eave per
each nonth that they work. Certificated staff nenbers receive
sick | eave as prescribed by the Master Contract and State | aw
The day of leave will be equal to the nunber of hours the
enpl oyee works during a normal day.

Sick | eave may be used by the enpl oyee when it becones
necessary to be absent fromwork due to personal illness or the
i1l ness of a spouse, child, or parent of either the enpl oyee or
their spouse. Sick |leave may al so be granted when an enpl oyee is
dealing with an illness or nedical/dental appointnent for a
relative for which the enpl oyee has assuned the responsibility of
that individual's welfare. Sick |eave nay al so be used for
medi cal / dental appointnents of the same individuals outlined in
t hi s paragraph when said appoi ntnents cannot be schedul ed outsi de
of the normal work day.

Sick | eave may be accumul ated without any limt on total
days.

There is no conpensation for unused sick | eave when an
enpl oyee term nates their enploynent with the district other than
those benefits associated with the State Retirenment Program of
the State of Idaho. Accunul ated sick | eave from other |daho
school districts as certified by their superintendent wll be
accepted by this school district. Sick |eave nust be transferred
with the teacher when that teachers |eaves one district and is
enpl oyed by our school district for the inmediately follow ng
year.

Certificated enpl oyees who are covered by terns of the
Master Contract are eligible to participate in the Sick Leave
Bank. The operating procedures of the Sick Leave Bank are
devel oped by the Sick Leave Bank Committee and/or through fornmal
negoti ations with the Teacher's Association and the Board of
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Trustees nmutual |y agreei ng upon the procedures that are
est abl i shed.

If, in the judgenent of the Adm nistration, an unacceptable
attendance pattern is devel oping, the enployee involved will be
formally notified in witing. The notice may include a
requi renent for nedical verification at the expense of the
enpl oyee before additional sick | eave days are permtted to be
used. The notification will be placed in the enpl oyee's
personnel file and considered to be pertinent to future
enpl oynment within the district.

I f an enpl oyee takes sick | eave wi thout accrued days being
available, it is considered | eave without pay unless said absence
is covered by sone other type of paid | eave (ie. personal |eave,
annual | eave, sick bank |eave).
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Per sonal Leave
PCOLI CY NUMBER: 304.2

EFFECTI VE DATE: January 13, 1993
Revi sed January 10, 2001
Revi sed Cctober 15, 2003

The purpose of personal |eave is to provide the enpl oyee
with time to conduct personal business that can not be conducted
outside of the regular work day. Personal |eave days nmay be used
for any purpose at the discretion of the individual staff menber.

Al'l regular staff nmenbers will be awarded two (2) days of
personal |eave at the beginning of their work year. These days
will be equal intime to the nunber of hours that the staff
menber works during a regularly schedul ed work day.

Certified staff nenbers may have three (3) additional days
of personal |eave during each school year. Wen the additiona
days of personal |eave are used, the staff nenber will be
required to pay $42.00 for each day of additional personal |eave
used.

Personal |eave is not accunul ated fromyear to year

A staff nmenber planning to use a personal |eave day shal
notify their imredi ate supervisor / principal as early as
possible. This notification nust be at |east twenty-four (24)
hours i n advance unl ess an energency exists. Requests that are
not of an energency nature made within twenty-four (24) hours of
the absence may be declined by the i medi ate supervisor /
principal / superintendent.

Personal | eave days may not be used the day preceding or the
day follow ng a school holiday except by special perm ssion of
t he Superintendent. Personal |eave days during the first week of
school and/or the [ ast week of school will not be approved
wi t hout special perm ssion of the Superintendent.
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Absences for personal business that exceed the nunber of
days permtted by this policy will be considered | eave w t hout
pay. Non-energency personal |eave absences that are requested
wi t hout twenty-four (24) hours advanced notice, personal |eave
days during the first or |ast week of school wthout the
Superintendent's approval, and personal |eave days preceding or
following a school holiday w thout the Superintendent's approval
are considered to be | eave w thout pay.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Pr of essi onal Leave
PCOLI CY NUMBER: 304.3
EFFECTI VE DATE: January 13, 1993

The District, on occasion, requests enployees to be out of
their assigned positions to conduct District business. Absences
of this nature nust be approved prior to when the absence
actually occurs. Approval is given by the individual who is
maki ng the request for the enployee to be out of the district,
usual ly either the building principal or the Superintendent.

Expenses may be paid by the District. The terns for any
rei mbur senent nust be agreed to before the absence takes place.
Expendi tures nust receive prior approval fromthe individual who
is responsi ble for the budget area that will be paying for the
rei mbursenent. Al expenses nust not exceed the maxi num anmounts
established by board policy. Expenses associated with the
operation of the district's extra-curricular programare to be
paid by the school's activity account unless prior permssion is
gi ven by the Superintendent.

Staff nmenbers may al so request professional |eave to
participate in experiences that wll inprove their abilities to
serve the students and/or staff of the Bear Lake County School
District. This type of professional |eave shall be approved by
both the building principal and the Superintendent prior to their
occurrence. The District has no financial responsibilities
beyond the cost of a substitute and the enpl oyee's sal ary during
t he | eave.

Prof essi onal | eave may al so be granted for the Bear Lake
Educati onal Association to send representatives to |local, state
or national conferences or on other business pertinent to
Associ ation affairs. The | eave request nust specifically state
that the request deals with Association business and nust be
approved by both the Association President and the Superintendent
prior to the absence. The Association shall reinburse the
district for the cost of the substitute(s) for any aggregate
nunber of days exceeding twenty (20) per fiscal year
Pr of essi onal | eave for Association business is not to be accrued
from one school year to the next.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Jury Duty/ Subpoena Leave
POLI CY NUVBER: 304.4
EFFECTI VE DATE: January 13, 1993
Al'l district enployees are expected to fulfill their civic

responsibilities by serving on juries when call ed.

Jury Duty is a paid | eave of absence. Any conpensation
recei ved by the enpl oyee for jury duty perfornmed on contract days
shal | be endorsed and signed over to the District through the
Busi ness Manager. Travel expenses paid to the enployee for jury
duty shall remain with the enpl oyee.

Leave that is the result of a subpoena to appear in court to
testify in an official proceeding dealing with the operation of
the school district when the enployee is not the one initiating
charges against the district, or the district is not the one
initiating charges agai nst the enpl oyee, are considered as a paid
| eave of absence.

Conmpensation for said appearances in court shall be dealt
with in the sanme manner outlined for those enpl oyees invol ved
with Jury Duty.

Leave that is the result of a subpoena to appear in court
for non-district issues of a personal nature. |f the individual
enpl oyee has no personal |eave remai ning, the | eave shall be
consi dered | eave without pay.

Leave that is the result of a subpoena to appear in court
for a non-personal issue shall be | eave with pay.

Leave that results fromthe district making charges agai nst
an enpl oyee, or when the enployee is nmaki ng charges agai nst the
district is considered to be either personal |eave or association
| eave.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Par ent al Leave
PCOLI CY NUMBER: 304.5
EFFECTI VE DATE: January 13, 1993

Upon request by the enpl oyee and approval of the Board,
parental |eave of up to one (1) cal endar year shall be granted to
a female who is pregnant, to the husband of a pregnant woman, or
to an enpl oyee who adopts a child.

An enpl oyee who is pregnant nmay continue in active
enpl oynent as late into her pregnancy as she desires as |ong as
she is physically able to performthe responsibilities associated
with her job. Her eligibility to remain at work prior to
delivery or to return to work follow ng delivery will be
determ ned by her physical ability to perform her assignnents as
determ ned by her physician. The Board and/or Superintendent may
require witten verification fromher physician. This expense
wll be the responsibility of the enpl oyee.

The | eave for a natural nother or the husband of a pregnant
woman nmay begin at any tinme between the conmencenent of the
pregnancy and the birth of the child. |If the birth occurs during
the sunmer nonths, the leave will begin with the new school year.

Leave for an adoptive nother or father may begin fromthe
date of actual custody of the child or at the beginning of the
school termif actual custody of the child is obtained during the
summrer nont hs.

Except in the case of energency, the enployee shall notify
the superintendent in witing of his or her desire to take
parental |eave at least thirty (30) days prior to the date on
which the leave is to begin. Any enployee on parental |eave
shal |l give the superintendent thirty (30) days witten notice
prior to the date that he or she desires to return to work.

An enpl oyee who is granted parental |eave shall, upon
hi s/ her return to work, be placed in a position for which he/she
is qualified in ternms of certification or job experience. Al
benefits to which the enployee was entitled at the tine the
Parental Leave began, such as sal ary schedul e status, seniority
and unused | eave entitlenent, shall be restored when the enpl oyee
returns to work.

56



A natural nother taking parental |leave will be eligible for
sick pay and consideration for |eave through the sick | eave bank.

An enpl oyee who utilizes all of the | eave benefits avail able
to themshall be placed on | eave without pay. Once an individual
is placed on | eave w thout pay, all provisions of that policy go
into effect including the I oss of district paid insurance
benefits.

An enpl oyee who desires to extend a parental |eave beyond

(1) one year nust apply to the Board under the provisions of the
district's extended | eave policy.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Mlitary Leave
POLI CY NUVBER: 304.6
EFFECTI VE DATE: January 13, 1993
The district will provide an individual enployee with up to

fifteen (15) days of mlitary | eave per year. Mlitary |eave
that exceeds fifteen (15) days during any one (1) fiscal year
must have prior approval by the Board of Trustees. While on
mlitary | eave, the enployee may use their personal days and/or
annual | eave.

Enpl oyees may request an extended mlitary |eave for the
purpose of fulfilling a draft commtnment, enlisting in the
mlitary service, being called to active duty froma reserve unit
or the National Guard, or for advanced training. Request for an
extended mlitary | eave should be made in witing to the
Superi ntendent of Schools. A Leave of this nature is considered
to be "l eave without pay" and is governed by the state and
federal laws that exist at the tine the | eave is granted.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Leave Wt hout Pay
POLI CY NUVBER: 304.7
EFFECTI VE DATE: January 13, 1993

The District enploys the best applicants available to do the
nost effective job in the nost efficient manner. Wen enpl oyees
are absent, the best job cannot be conpleted. Substitute and/or
tenporary enpl oyees do not have the same skills or training that
our regul ar enpl oyees possess. For this reason, absences of any
ki nd are discouraged. For special situations, the District has
created a |liberal programof paid |eave in order to help an
enpl oyee deal with specific personal and/or fam |y problens.

I n special circunstances, enployees may have |ong term
absences and/or a nunmber of short term absences that force an
i ndividual to take | eave without pay. 1In these types of
situations, |eave without pay is understandable and will be
accepted. Chronic |eave without pay or |eave w thout good
reason, i s not acceptable and may be grounds for dism ssal.
Enpl oyees are expected to be at their job site on tinme, each day.
In this way all can work together to hel p Bear Lake County School
District #33 provide the best setting for a quality education for
the students of this conmunity.

A nmenber of the support staff who is authorized to take
| eave without pay will have their pay deducted as foll ows:
nunber of hours mssed x hourly rate.

A menber of the certified staff who is authorized to take
| eave without pay will have their pay deducted as foll ows:
contracted anount divided by the nunber of days in the contract x
t he nunber of days m ssed.

Enpl oyees who are away fromtheir duties w thout any type of
district pay for every work day of an entire nonth ARE NOT
ENTI TLED TO DI STRI CT PAI D BENEFI TS DURI NG THE MONTH IN WHICH THI' S
ABSENCE OCCURS unl ess the absence is due to a work rel ated
injury. If the absence is work related, the provisions of the
Wrk Related Injuries policy would be in effect with regards to
the Insurance Benefits.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Long Term Leave
PCLI CY NUMBER: 304.8
EFFECTI VE DATE: January 13, 1993

Upon request by the enpl oyee and approval by the Board, an
enpl oyee may take an extended | eave for any reason that the
enpl oyee and Board nutual |y agree upon. Extended |eave is
designed to cover no nore than one (1) full academ c year
al t hough the enpl oyee may request additional extensions that wll
be reviewed by the Board. Long termleaves are w thout pay and
carry no district paid benefits. Enployees who are granted | ong
term | eaves nmay be eligible for continued benefits at their own
expense through the provisions of COBRA

An enpl oyee who desires to be considered for an extended
| eave shall submt a witten request to the Superintendent. The
Superintendent shall review the request and submt a formal
reconmendation to the Board at the next regular neeting of the
Board of Trustees. Enployees are encouraged to submt the
request on/or before April 1st of the school year preceding the
year in which the request is being made in order to provide the
district with anple tinme to secure a conpetent replacenent. The
ability to find a conpetent replacenent will be one of the nost
i nportant factors used by the Superintendent and Board to
determ ne what action will be taken on the enpl oyee's request.

Upon receiving a request for a long termleave of absence,
the Board nmay take any one of the follow ng actions:

1). The Board may reject the request and thus require the
enpl oyee to either resign, retire or return to work for
t he next school year.

2). The Board nmay approve the request wth a guarantee of a
position for the enpl oyee when they return to work the
school year following the | eave. The enpl oyee woul d
not get credit for the year that they were on | eave
with regards to placenent on the salary schedul e or
seniority. Upon their return, they would be placed in
the district within a position for which they hold
appropriate certification (certified staff) or for
which they are qualified (support staff). The enpl oyee
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woul d maintain their accunul ated sick | eave and step on
the salary schedule that they had at the end of the
school year in which the request for |eave was nade.
The | ane (colum) placenent woul d be dependent upon the
actual job assignnment (support) or the nunber of
credits (certified) the enpl oyee had when they returned
to the job.

3). The Board may approve the request with no guarantee of
a position for the enployee in the future. The
enpl oyee woul d be required to apply for future
positions with the understanding that the Board and
Superintendent are conmmitted to hiring the nost
qualified candidate at that tine. |If the enployee was
rehired, they would get no credit for the year that
they were on leave with regards to placenment on the
sal ary schedul e or seniority. Upon their return, they
woul d be placed in the district within a position for
whi ch they hol d appropriate certification (certified
staff) or for which they are qualified (support staff).
The enpl oyee would maintain their accunul ated sick
| eave and step on the salary schedul e that they had at
the end of the school year in which the request for
| eave was made. The | ane (columm) placenent woul d be
dependent upon the actual job assignnent (support) or
t he nunber of credits (certified) the enpl oyee had when
they returned to the job.

Al'l enpl oyees on an extended | eave nust provide the
Superintendent with witten notification on/or before April 1st
of the year in which they are on | eave of their intentions with
regards to enploynent for the follow ng school year. The |ack of
witten notification on/or before April 1st WLL CONSTI TUTE A
RESI GNATION fromthe district and there will be no guarantee of
future enpl oynent.

| f an enpl oyee requests to be considered for a second,
consecutive long termleave, the Board has the authority to
change the conditions for which the second | eave is granted. (A
| eave with a guarantee of a position during the first year may be
changed to a | eave without a guarantee for the second year.)

An enpl oyee nmay decide to accept or reject the long term
| eave that the Board has agreed to after the enpl oyee has been
made aware of the conditions placed on said |leave. |If the
enpl oyee rejects the leave, they will be expected to work during
the period of tinme for which the | eave was requested.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Ber eavenent
POLI CY NUMBER: 304.9
EFFECTI VE DATE: January 13, 1993

Modi fied August 17, 1994

Each enpl oyee may be granted up to three (3) days of
Ber eavenent Leave for each request, noncumul ative, in the event
of the death of a spouse, parent, natural child, step child,
grandchi |l d, adopted child, brother, sister, grandfather or
gr andnot her or spouse's parent. An enpl oyee nmay al so be granted
up to one (1) day of Bereavenent for an uncle, aunt, spouse's
brother or sister, spouse's aunt or uncle, spouse's grandparent
or, upon prior approval of the Superintendent, for an individual
who has lived with the enployee for an extended period of tine.

Addi ti onal days, if necessary, may be granted at the
di scretion of the Superintendent. All additional days nust be
approved by the Superintendent prior to being taken by the
enpl oyee. Additional days will be deducted fromthe enpl oyee's
personal | eave and/or sick |l eave. Absences as a result of
Ber eavenent shall not be considered for coverage through the sick
| eave bank.

Absences that are the result of deaths to individuals not
mentioned in the first paragraph of this policy shall be covered
by personal leave. |f the enpl oyee does not have personal |eave
remai ni ng, the absences shall be w thout pay.

Enpl oyees who are responsi ble for conducting and/ or
participating in a funeral shall be awarded Bereavenent Leave for
the period of time required to conduct the funeral.

In cases where a student, staff menber, forner staff menber,
or a promnent friend of the school has died, the building
adm ni strator may use their discretion with regards to permtting
students and/or staff to attend the view ng and/or funeral when
the activities are located within the area.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Sabbati cal Leave
PCOLI CY NUMBER: 304. 10
EFFECTI VE DATE: January 13, 1993

Certified staff who have rendered satisfactory service with
the district for seven (7) consecutive years are eligible for
consi deration under the Sabbatical Leave policy. Staff nmenbers
may be granted a one (1) or tw (2) senester Sabbatical |eave for
t he purpose of advanced study which will benefit the individual
and the students of the district. The followng rules will apply
to each Sabbatical Leave:

1). Enpl oyees nmay be granted one (1) Sabbatical Leave after
each seven (7) year period of consecutive enploynent.

2). Enployees nmust submt a formal written proposal of
educational experience in their specific field of
study and/or field in which the District and the
enpl oyee anticipate a future need. The proposal
nmust be presented to the Superintendent prior to
Board approval of the Sabbatical Leave.

3). The enployee nust maintain the status of a full-tine
student in pursuit of the goals and program objectives
for which the sabbatical was granted or forfeit the
entire anount provided to the teacher for salary.

4). Applications for a Sabbatical Leave nust be subnmitted
to the Superintendent prior to February 1st of the year
precedi ng the year in which the sabbatical would take
pl ace.

5). A supplenent to the teaching contract will be
execut ed between the enpl oyee and the Board of Trustees
listing the terns of the Sabbatical before the |eave
becones effective.

6). An enployee on a Sabbatical will receive a salary of
one-half (1/2) of the annual contracted sal ary that
t hey woul d have received for the year in which the
sabbatical leave is to be taken. Paynent shall be nade
in equal nmonthly installments. |Insurance benefits are
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7).

8).

9).

10) .

not paid during a sabbatical |eave, although the
enpl oyee is eligible for a continual coverage through
t he provisions of COBRA.

Upon returning to the District, the enployee will be
assigned to a conparable position and, at the

di scretion of the Board, serve two (2) additional years
as an enpl oyee of the district.

Sabbatical Leave tinme will not be counted as a vertical
step on the salary schedule nor will it be counted as
a year of experience with regards to seniority.

Transcripts verifying all formal course work taken by
t he enpl oyee on sabbatical |eave nmust be submtted to
the Superintendent's office imediately after the
conpl eti on of each senester.

The District may elect to reject any or all Sabbati cal
Leave requests during any one (1) individual year due
to financial restraints facing the district.

I ndi vi dual s who are not granted a Sabbatical Leave that
desire to take a | eave of absence to continue their formal
education are encouraged to request the Board and Superi ntendent
to consider a Long Term Leave of Absence under the provisions of
t hat policy.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Annual Leave
PCOLI CY NUMBER: 304. 11
EFFECTI VE DATE: February 10, 1993

Annual leave is earned by all regular enpl oyees who are
schedul ed to work a m ni nrum of 240 days a year and who have
per manent positions with the district.

Enpl oyees who have worked 60 consecutive nonths or |ess are
entitled to .833 days of annual |eave per nonth that they work.
Enpl oyees who have worked 61 consecutive nonths to 120
consecutive nonths are entitled to 1.25 days of annual |eave per
nonth that they work. Enployees who have worked nore than 121
consecutive nonths are entitled to 1.66 days of annual |eave per
nont h that they work.

No annual |eave may be taken during the first week or the
| ast two weeks of sunmmer vacation and no nore than two
consecutive weeks (10 work days) may be taken at any one tine.
Exceptions to this provision are possible but nust be approved by
t he Superintendent, the building principal and the Director of
Cust odi ans and Mai ntenance. The District's need to conplete the
custodi al / maintenance schedul e of the buildings will be the
only criteria considered when revi ewi ng exceptions. Oher than
speci fi ed above, annual |eave may be taken at any tinme during the
year as |ong as proper arrangenents have been made and the
appropriate | eave request is conpleted and approved in advance.
Annual | eave may be denied by an enpl oyee's i nmedi ate supervi sor
I f the needs of the building/district will not permt it.

Annual | eave may not accrue fromone year to the next unl ess
special permssion is given by the Superintendent. Al annual
| eave accrued during one fiscal year should be taken within three
(3) nonths after the beginning of the follow ng fiscal year.

Accunul ation of and the regul ati ons regardi ng annual |eave

for the Superintendent of Schools is outlined in his/her personal
contracts.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: School Day
POLI CY NUVBER: 305.1
EFFECTI VE DATE: Revi sed January 10, 2001

Teachers are to be available in the buildings 30 m nutes

before the start of classes and be avail able 30 mnutes after the

conclusion of classes. All school personnel shall nake

arrangenent through their building supervisors when necessary to

be absent fromthe building during any part of the school day.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Travel
POLI CY NUVBER: 305.2
EFFECTI VE DATE: Revi sed January 10, 2001

Revi sed Novenber 9, 2005

Expenses for approved travel outside the school district
shal | be reinbursed as follows:

Lodgi ng - Reinbursenent for roons will be at a reasonabl e,
conpetitive rate.

Meal s - $20 for a full day (leaving before 7:00 a.m
and arriving honme after 7:00 p.m)
$ 4.00 = Breakfast
$ 6.00 = Lunch
$10. 00 = Di nner
M| eage - .40 cents per mle or cost of airfare

(which ever is the | esser).

Recei pts and airline stubs nust be filed with the claimfor
rei mbur senent.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33

BOARD POLI CY W TH GUI DELI NES

SUBJECT: Pr of essi onal Organi zati ons
POLI CY NUVBER: 305.3
EFFECTI VE DATE: Revi sed January 10, 2001

I ndi vi dual nenbers of the staff are encouraged to
participate in professional activities related to their subject
matt er areas.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Access To Buil di ngs
POLI CY NUVBER: 305.4
EFFECTI VE DATE: Revi sed January 10, 2001
Necessary keys will be issued to certified personnel.

the event of special needs, keys may be obtained fromthe
bui | di ng princi pal upon request.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Publ i c Service
POLI CY NUVBER: 305.5
EFFECTI VE DATE: Revi sed January 10, 2001

Al'l certified personnel may engage in public service
activities unless such activity directly inpinges upon the
enpl oyee’ s professional service to the school district.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Substitute Qualifications
POLI CY NUVBER: 306.1
EFFECTI VE DATE: Revi sed January 10, 2001

Principals shall nmake every effort to fill tenporary
positions with substitutes who have preparation equal to that of
regul ar contract personnel. In the event such persons are not

avail abl e, the enpl oynent of personnel who are not certified is
authorized on a purely substitute or tenporary basis. Teachers
are not to enploy their own substitutes.

Substitute teachers are used to replace nenbers of our
teaching staff who are unable to performtheir duties on a short
termbasis. Substitutes do not qualify for benefits and are not
covered by the terns of enploynent outlined in either District
Policy or the Certified Staff Handbook.

New substitutes will be required to undergo a crim nal
background check and the subsequent fingerprinting. Al expenses
wWith this process are the responsibility of the substitute
teacher. This process nust be conpleted before an individual is
pl aced on the substitute list. Under enmergency situations, the
superintendent or district secretary may wai ve this requirenent
upon the recommendati on of a building adm nistrator for no nore
than two (2) working days.

Al'l substitutes nmust be on the approved list before they are
hi r ed.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Substitutes Rei mbursenent
PCOLI CY NUMBER: 306. 2
EFFECTI VE DATE: Revi sed January 10, 2001

Substitutes are paid on a daily rate for their teaching
services. Such rate shall be set annually by the Board of
Trustees at the tinme salary schedul es are consi dered and
est abl i shed.

Substitutes are paid $40.00 per day. Substitutes will be
paid 1/3 of a day’s salary when required to be at the school for
two (2) or less hours, 2 of a day s salary when present for nore
than two (2) hours or less than four (4) hours, and a full day
for being on site nore than four (4) hours.

Substitutes who are certified and who stay in the sane
position for nore than six (6) weeks of school will be paid a
regul ar teacher’s salary at Step 1, Colum A
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: St udent Teachers
POLI CY NUVBER: 307
EFFECTI VE DATE: Revi sed January 10, 2001

It is the policy of the Bear Lake School District #33 to
cooperate with higher educational institutions in the practical
preparation of future teachers. The regular classroomteacher
receives a salary plus an honorariumfor working with a student
teacher. The classroomteacher will instruct, supervise, and
cooperate with the student teacher. |If any teacher allows the
responsibility of teaching the class to be upon the substitute
teacher and then | eaves the class for personal, non-professional
pur poses he or she will be considered guilty of gross negl ect of
duty.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Cl assified Personnel
POLI CY NUVBER: 308.1
EFFECTI VE DATE: Revi sed January 10, 2001
The termcl assified personnel shall include those persons

enpl oyed by the school district who are not required by law to
have a teaching certificate for qualification. These shal

i ncl ude,
1.
2.

a > W

6.

but not be limted to the foll ow ng:

Cust odi al and mai nt enance enpl oyees

Cl erical enployees

Lunchroom enpl oyees

Transportation enpl oyees, (bus driver, director, etc.)
Teachers Ai des

Extra hel p for summer naintenance

Job specifications and job descriptions shall be established
by the School Adm nistration for all positions that require
classified help. Al job descriptions and job specifications

shal |

be approved by the Board of Trustees.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Classified Staff Hiring Policy
POLI CY NUVBER: 308.2
EFFECTI VE DATE: Sept ember 9, 1992

All Cassified Staff announcenments for vacant positions wll
be posted internally within all buildings, by the district, unit
or building adm nistrator or their designee, and at the central
adm nistrative office. When announcenents are not limted to "in
district" candidates only, the openings will also be posted with
the local nedia. All vacancies will be posted for five (5)
wor ki ng days except when special circunstances dictate otherw se.
Ajob title, required qualifications, and wage shall be |isted
wi th each vacancy.

Sel ection of Classified Staff may invol ve the
Superi ntendent, building principal, support supervisor for that
particul ar position and/or nenbers of the support staff. Those
i nvol ved in screening and nmaking the final recomrendation are
responsi ble to seek out and enploy the nost qualified applicant
possi bl e under the restraints facing the district at that tine.
The responsibility for the final selection rests wth the
Superi nt endent of School s.

Each enpl oyee shall have such training, basic skills and
physical abilities as nay be necessary to carry out the
requi renents of the position for which they are a candi date.

Any enpl oyee nmay request a transfer at any tinme a vacancy
exi sts. Enpl oyees requesting a transfer from other assignnents
wi || be given consideration but not preference. |In addition to
t he necessary job qualifications, existing enployee relations and
district needs will be taken into account. Wen an enpl oyee is
transferred at his/her own request, the wage rate paid will be
that of the new position.

Enpl oyees who are transferred into a different job area w |
only be given experience credit for tine spent in a position with
simlar responsibilities during the current period of continuous
enpl oynment with the district.
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All new enpl oyees will be placed on step 1 of the salary
schedul e in the appropriate colum that is associated with their
specific job area.

Al'l new, regul ar enpl oyees shall serve a probationary period
of ninety (90) calendar days. During this tinme, the i mediate
supervisor will take every opportunity to observe work and
personal qualities. |If a concern arises, it should be
communi cated to the probationary enpl oyee pronptly. Prior to the
ninetieth (90th) cal endar day, the supervisor shall provide a
witten evaluation and discuss it with the enployee. The
supervi sor nmust nmake a definite statenent of recommendati on for
hire on a permanent basis or recommendation for dism ssal upon
conpl etion of the probationary period. The recomrendation wll
be shared with the enpl oyee during the evaluation. The final
deci si on regardi ng enpl oynent beyond the probationary period rest
wi th the Superintendent.

During the probationary period, the enpl oyee may be
di sm ssed at anytinme for any reason without the district
foll owi ng the process established for individuals who have passed
t hrough their probationary period of enploynent.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33

BOARD POLI CY W TH GUI DELI NES

SUBJECT: Cl assification of Support Enpl oyees
POLI CY NUVBER: 308. 3
EFFECTI VE DATE: Decenber 8, 1992

Bear Lake County School District enploys four (4) classifications of
enpl oyees in the area of Support Staff. Those areas are as foll ows:

Regul ar Enpl oyees who are enpl oyed under a job description for

Ful | - Ti ne: 178- 260 days of operation in the school district for a
period of four or nore hours per day.

Regul ar Per sons enpl oyed under a job description for 178-260

Part - Ti nme: days of operation in the school district for |less then
four (4) hours per day.

Tenporary: Persons enpl oyed under a specific job description for
specific reasons for a specific length of time not to
exceed the last day of the current fiscal year. No

tenmporary position to exceed or |ast |onger than one (1)
full cal endar year

Tenporary enpl oyees recei ve no insurance benefits, have
no paid | eaves or holidays, and do not gain seniority.
Time spent as a tenporary enployee is not used as credit
on the salary schedule for future enpl oynent.

Tenporary enpl oyees who work five (5) or nobre consecutive
nonths for twenty (20) hours or nore a week, nust be
included in the state retirenment system

Substi tute: Substitute enployees fill a currently identified job on a
daily basis as needed. No benefits are avail abl e.
I ndi vi dual s enpl oyed as a substitute do not gain
seniority nor do they gain credit on the salary schedul e
for future enpl oynent.

Enpl oyee benefits are earned according to a persons classification
within the district. The followi ng table summarizes the benefits due to
each classification of enployee.

Benefits RF RPT T Sub
Si ck Leave * *
Parental Leave * *
Long Term Leave * *
Per sonal Leave * *
Annual Leave * % *

*

Mlitary Leave "I nsurance coverage
Pai d Hol i days begins the first day
Wor kers Conpensati on of the nmonth

*
*
*
Heal t h | nsur ance * followi ng the actua
*
*

*

*
*
*

Li fe | nsurance hire date. "
Reti renment
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Cl assi fied/ Support Staff Salary Schedul e
POLI CY NUMBER: 308.4
EFFECTI VE DATE: Revi sed January 10, 2001

The Board of Trustees shall establish a salary schedule
for the several classified positions in the school system
Fol | owi ng the adoption of any schedule, the adm nistration shal
use that schedule as a guide in enploying classified/ support
enpl oyees.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Conpensation Tine
POLI CY NUMBER: 308. 41
EFFECTI VE DATE: February 10, 1993

Conpensation Tinme should be avoi ded as much as possi bl e.
Enpl oyees should be limted to their regular allotnment of hours
unl ess there is an energency.

When "conmp" tinme is necessary, it should be provided during
the week in which it was given whenever possible. Wen this is
not realistic, it nust be given during the sane pay period in
which it was earned.

If "conp” time is not given during the week it was earned, it
nmust be recorded on the enployee's tinme sheet. 1In the sane
manner, conp tinme that is not taken during the week that it was
earned nust be recorded on a "Leave Request” form
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Cl assi fi ed/ Support Staff |nsurance
POLI CY NUMBER: 308.5
EFFECTI VE DATE: Revi sed January 10, 2001

Each regul ar nenber of the Support Staff who works twenty
(20) or nore hours a week qualifies for single party health
i nsurance coverage as constituted within the District at any
particul ar period of tine.

Each regul ar nenber of the Support Staff who works forty (40)
or nore hours a week qualifies for famly insurance coverage with
dental as constituted within the District at any particul ar period
of tine.

The Director of Maintenance and Custodi al Services, the
Director of Transportation, and the Director of Food Service
qualify for the same insurance coverage as provided to the full-
time certificated staff within the District as constituted at any
particul ar period of tine.

| ndi vi dual s who would |ike to purchase additional coverage
for their famly may do so at their own expense. Information
regarding this option is avail able through the Busi ness Manager of
the District.

Each enpl oyee who is working twenty (20) hours or nore a week
and who is in a regular position also qualifies for termlife
i nsurance. At the current tinme, the coverage includes a $50, 000
termlife policy for the enployee. Coverage for the enployee’s
spouse and dependents is available (at their own expense).

Title I X of the Consolidated Onm bus Budget Reconciliation
Act (COBRA) requires that certain enployer’s group health plans
permt enpl oyees, spouses and dependents to continue coverage
after divorce, separation, death, term nation or reduction in work
hours or failure of the dependent to neet the contract definition
of a dependent. |If there is a change in the enployee s job status
or famly situation, they may be eligible to continue coverage at
their own expense for a period of tine.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Classified Staff Eval uation
PCOLI CY NUMBER: 308. 6
EFFECTI VE DATE: Cct ober 14, 1992

The Superintendent of Schools shall be responsible for the
devel opnent and i npl enentation of a systemfor the continuous
eval uation of all classified enployees within the school district.

Actual evaluation of performance is to be conpleted by the
I mredi at e supervi sor and the building principal and/or
Di rector/ Supervi sor responsible for that particular aspect of the
district's operation.

Al'l classified enployees shall have a witten eval uati on each
year. Evaluations shall be reviewed with the staff nenber
i nvol ved and submtted to the Superintendent's office on/or before
May 1 of each year. The staff nenber shall have an opportunity to
sign the evaluation indicating that they have been provided a
chance to review the content of the evaluation. The staff nenber
shall also have the right to develop a rebuttal and attach it to
the evaluation if they so desire. Evaluations are placed in the
enpl oyee's personnel file after they have been received by the
Superi nt endent .

If, at any tine, there is a concern about a classified
enpl oyee, that concern should be comunicated directly to the
enpl oyee by their i mredi ate supervisor, building principal,
di rector/supervisor or the superintendent of schools. The concern
may be expressed through either verbal or witten comuni cation.
If the concern warrants initiation of the district's discipline
procedures then the provisions of the procedures identified in the
"Resignation/Di sm ssal"” policy should be inplenented.

Eval uati ons shoul d i nclude an appraisal of the enployee's
ability to conplete the assigned task, attendance patterns,
rel ati onships with students and staff, general attitude and any
other factors that have a negative inpact on the enpl oyee's
ef fecti veness. Evaluations should al so recogni ze areas of
strength that the enployee is denonstrating.

Probati onary enpl oyees should refer to the policy entitled
"Classified Staff Hring Policy" for information regardi ng staff
eval uations during the first ninety (90) days of enploynent.

BEAR LAKE COUNTY SCHOOL DI STRI CT #33
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BOARD POLI CY W TH GUI DELI NES

SUBJECT: Resi gnati on/ Di sm ssa
POLI CY NUMBER: 308. 7
EFFECTI VE DATE: Sept enber 9, 1992

Term nation of enploynent by classified staff nenbers nust be
given in witing fourteen (14) days prior to the final day of
i ntended enploynment. Early term nation nay be granted, provided
that a suitable replacenment can be secured. Resignations
effective prior to the conpletion of the contract year will result
in the forfeiture of all vacation privileges not earned to that
dat e.

The district may term nate the enpl oynent of a classified
staff menber for any of the follow ng reasons:

Reduction in the work force

Job performance as reflected in the supervisor's eval uations

Fal se information on a job application

Negl i gence

| nconpet ence

| nefficiency

| nsubor di nati on

Use of obscene or abusive | anguage

Ref usal to accept a reasonabl e or proper assignment from an
aut hori zed supervi sor

Possessi on or consunption of an intoxicant or controlled
substance while at work

Reporting to work under the influence of an intoxicant or
control | ed substance

| mproper use of or unlawful conversion of state property,
equi pnent or funds

Physical or nental incapability for perform ng assigned
duties

Consistent and/or willful violation of safety rules and
regul ations

Repeated failure to be at work on tine

Habi t ual absent eei sm

Leavi ng work area wi thout notifying and obtai ni ng approval
of i mmedi ate supervi sor

Possessi on of weapons on school property

Unaut hori zed di scl osure of confidential information from
school records

Convi ction of any felony or conviction of any crine involving
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nmoral turpitude

Leave of absence wi thout approval from i mredi ate supervi sor
Fraterni zati on bet ween enpl oyees and students

The di scipline procedure for regular, non-probationary nenbers of
the district's classified staff will be as foll ows:

1

Upon determ nation of unsatisfactory performance of a

Cl assified enpl oyee, the building principal and/or area
supervisor will imediately neet with the staff nenber

The supervisor will describe the area of unsatisfactory
performance and verbal ly indicate what steps nust be
acconplished to correct the situation and what the
expectations are. Witten docunentation as to the date

of the incident, specific problens and steps to correct
the situation and expectations will be placed in the

enpl oyee' s personnel file. The enployee will have a right
to review the witten docunentation and sign it indicating
that they have had a chance to read the docunent entering
their file. |If the enployee disagrees, they nay have a
rebuttal attached to the docunent and entered into their
personnel file.

When performance continues to be judged unsatisfactory in
relationship to the area of the verbal warning or any

ot her area of work performance, the building principal
and/ or area supervisor and the Superintendent will neet
with the staff nenber. The staff nenber may be
acconpani ed by an advocate of their choice. The staff
menber shall be placed on a Performance Contract for a
period of not nore than sixty (60) days. The Perfornance
Contract will be used as a tool to hel p enphasi ze and
clarify enpl oyee responsibilities, areas of needed

i nprovenent, identify assistance, and specify areas and

| evel s of performance and eval uation. Follow ng the
concl usi on of the Performance Contract, a witten

eval uation is conpleted between the enpl oyee and t hose who
designed the original contract. The Perfornmance Contract
and evaluation will be nade part of the enployee's
personnel file after they have had an opportunity to
review the content of the eval uation.

An enpl oyee may be suspended with or without pay any tine
hi s/ her performance does not neet the requirenents of the
per f ormance contract.

At the conclusion of the period of tine identified in the
Performance Contract, the enployee will either be
di sm ssed or returned to regul ar status.



In severe cases, the district may al so nove for imedi ate
suspension with or without pay or dism ssal of a nenber of the
classified staff.

Al'l nmenbers of the Classified Staff will be eval uated each
year. Evaluations will be conducted by the building principal
and/ or i mredi ate supervisor. Evaluations will deal with an

apprai sal of the enpl oyee's work performance, issues listed in
this policy, items fromthe enpl oyee's job description, and any
other information that either the enployee or the supervisor deem
appropriate at that tine.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Reduction In Force
POLI CY NUMBER: 308.8
EFFECTI VE DATE: Sept emrber 9, 1992

The Board of Trustees and the Admi nistration of Bear Lake
County School District #33 will determ ne when a reduction in the
classified staff is necessary. Reductions in force will deal with

positions, not individual staff nmenbers. Wen positions are

del eted, the person with the least seniority in that support area
will be termnated unless a wide disparity in conpetence is
denonstrat ed and docunented by the established eval uation
procedures or unique skills are possessed by the individual that
is required to neet the established job description for an

exi sting position.

Staff menbers whose positions are reduced, but whose
seniority permts themto continue enploynment within the job areas
in which they appear on the respective seniority list, wll be
placed in a position within the district by Central
Adm ni stration. The placenent will be as a simlar position with
regards to salary and tinme demands whenever possible. Any
enpl oyee who is placed by seniority after their position is
reduced, will be required to neet the job qualifications of the
position they will acquire. There nay be an occasi on where an
enpl oyee whose position has been reduced is not able to qualify
for another position within their job area because of the skills
necessary for the new position. |In this situation, the enpl oyee
woul d be rel eased regardl ess of seniority because there were no
positions in their job area that they were qualified to hold.

DEFI NI TI ONS
Seniority:
Shall nmean a staff nenber's length of continuous service from
the first working day in Bear Lake County School District as
a regular district enployee.

Seniority List:
Shall nmean a list specifying the chronol ogi cal order of
hiring each staff nenber. The seniority list will be
publ i shed each fall. Any staff nmenber who w shes to
chal l enge their position on the list shall submit the basis
of their challenge to the Superintendent no | ater than
January 1. Thereafter, any chall enges remaining unresol ved
shall be resolved by use of the District's Gievance
Pr ocedur e.
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Job Areas:
The foll owi ng shall be recognized as areas in which
seniority lists will be devel oped:

Aide - including all aides regardless of their

responsi bilities.
Food Service - workers and head cooks
Secretaries - building and central office
Custodi ans - buil ding and head custodi ans
Transportation - all drivers
Mai nt enance and Techni cal - mai ntenance, grounds,

busi ness manager, nechanics
Supervisory - transportation director,
mai nt enance director

Ti e Breaker:
In cases of identical initial date of enploynent, seniority
shall be determined by the drawing of lots of such staff
menbers. The drawing will be held by the Superintendent.
The provisions for breaking ties on the Seniority List wll
not be inpl enmented unl ess enpl oyees who have the sane date
of hire are being rel eased using the Reduction in Force
Policy. If the date is affected by a reduction, the tie
breaker wll be utilized to determ ne order of reduction and
thus the order of recall. Once rank order is established by
the tie breaker, the enployee will be guaranteed that
relative position as long as they are associated with the
district.

Starting Date:
Length of service shall commence as of the first working day
in the district in the nost recent period of continuous
service in a regular position.

Leaves of Absence:
Time spent on paid | eaves of absence wll be counted for
seniority. Enployees who take an approved | eave of absence
that is not paid will retain their original hiring date, but
their position on the Seniority List will be adjusted
accordingly. A person having been so adjusted, wll be
pl aced in the new position on the Seniority List giving them
t he advantage over others at that spot with a later hire
date, thus elimnating the need for themto participate in a
tie breaker.

Part-Ti me/ Ful | - Ti me Servi ce:
Enpl oyees will be given a year of "full-tinme" service when
their work day averages four (4) hours or nore during the
wor k year. Enployees will be given 1/2 year of service
credit when their work day average is |less than four (4)
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hours during the work year. A work year is from
anni versary date to anniversary date and consists of the
nunber of days identified to acconplish the assigned task.

Enpl oyees who are hired as substitutes or who are filling
tenporary positions are not given credit for their service
with regards to seniority.

Qualified:
To be considered "qualified", the staff nmenber nust provide
evi dence of one of the follow ng:
1. Experience in the specific area within the past two
years of continuous enpl oynent by Bear Lake County
School District #33.
2. Present assignment in a specific area.

Recal | :

Means the right of an enployee to return to a position in the
specific area fromwhich they were originally laid off in the

reverse order in which said staff nenber was laid off or to

fill a position in another specific area for which the staff
menber is qualified. The recall list shall be maintained by

the Board of Trustees for a period of eighteen nonths;
thereafter, a staff nenber shall |ose his/her right to
recal | .

The Superintendent and Board of Trustees shall attenpt to
acconplish staff reductions through attrition, |eaves of absence,
resignations and retirenments. Wen this is not possible, the
Reduction-1n-Force policy will be inplemented. |In exceptional
cases, the District may find itself in the position of having to
i npl enent a reduction in one area while finding it necessary to
hire additional staff for a different area. Should such a
condition exist, the District will make every effort to utilize
its current staff nenbers.

| f the necessary reductions have not been acconpli shed
through attrition and reassignnents, the Board of Trustees will
i npl enent the Reduction-In-Force policy. The Board of Trustees
will make every effort to notify each staff nenber affected by a
reduction in force by June 15 of the school year preceding the
school year in which the reduction is to be effected. In al
cases, the staff nmenber will be given a mninmmof a two week
notice of a reduction that affects them

In the event of a recall, staff menbers shall be notified by

certified mil to their |last address of record with the
Superi nt endent and rnust advise the Board of Trustees of their
acceptance of the position being offered within fourteen days
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followng the date of mailing. |If personal contact can be nade
with the staff nenber affected, the tinme line |isted above nay be
altered by nmutual consent of both parties involved.

A staff menber who is reduced froma full tine position and
is on the recall list may refuse to accept an offer of a part tine
position without forfeiting his/her recall rights. An anal ogous
right shall exist for a staff nenber who may be reduced froma
part tinme position. A staff nmenber who was full tine and refuses
to accept a part tine position that |ater becones a full tinme job
does not have the right to displace a | ess senior staff nenber who
accepted the original part tinme position.

An individual maintains thenself on the recall list for
ei ghteen nonths after which they have no further claimto a
position within the school district. |If, at any tine a staff
menber who was full tinme refuses to accept an offer for a ful
time position, they are immedi ately taken off the recall list and
have no further claimto a position within the school district.
An anal ogous situation is true with a part tinme enpl oyee.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Tr ansf er s- Pronoti ons- Denpt i ons
POLI CY NUMBER: 308.9
EFFECTI VE DATE: Sept enber 9, 1992

Changes in classified staff assignnents nay be initiated by
an enpl oyee submitting a request to his i mredi ate supervi sor
and/ or the Superintendent of Schools. Changes nmay al so be
initiated by either the i medi ate supervisor and/or the
Superi nt endent .

Staff generated requests that are within the enpl oyee's job
area nmust be approved by the i mredi ate supervisor(s) involved.

The enpl oyee requesting the change nmust neet all job
qgual i fications established for the position before a change w ||
be considered. Vacancies will be filled by the individual who is

nost qualifi ed.

Staff nmenbers who are interested in changing job areas mnust
foll ow the sane process established for Classified Staff Hiring
Procedures. To change job areas, the enpl oyee nust be the nost
qualified candidate after a job vacancy has been posted. The
Superi ntendent and Board of Trustees reserves the right to assign
classified staff to positions within the district at their
di scretion. Staff nenbers being reassigned will be involved in
t hat deci si on maki ng process, unless an energency is declared by
t he Superi ntendent.

Seniority hel ps to guarantee an enpl oyee of the district
continued enpl oynent but it does not assure an enpl oyee of a
specific job placenent, specific work hours or Iength of work day,
or preferential treatnent in other personnel issues.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Aids Infection and Enpl oyees
POLI CY NUMBER: 309
EFFECTI VE DATE: Novenber 3, 1987

For the purpose of guidelines set forth in this policy, the
term“infected” is used to describe those enpl oyees who have been
di agnosed as having AIDS or ARC (AI DS Rel ated Conpl ex) and/or who
are asynptomatic carriers who have a virologic or serologic
evi dence of infection.

WORK ATTENDANCE OF | NFECTED EMPLOYEE

The final non precedential determ nation of whether or not an
i nfected enpl oyee shall be permtted to renmain enployed in a
capacity that involves contact with students or other school
enpl oyees shall be made by the Board of Trustees after review ng
t he recommendati on of an Eval uation Team The interim decision of
whet her to tenporarily release an infected enpl oyee, pending the
Board’ s deci sion, shall be made by the Superintendent or designee
after consulting with nedical authority.

| nf ect ed enpl oyees who | ack control of their bodily
secretions, or who have oozing |l esions, shall not be permtted to
attend worKk.

| f the Board determ nes that an infected enployee shall not
remain in their current position the enployee will be offered an
appropriate alternative position if such a position is available
and the enployee is qualified for the position and the
acconmodation i s reasonabl e.

This policy and its guidelines will be reviewed by the Board
of Trustees annually.

GUI DELI NES
EVALUATI ON TEAM

An Eval uation Teamw || be convened for each infected
enpl oyee. The Evaluation Teamw || be conposed of public health
personnel, the enployee’ s physician, school district |egal
counsel, and appropriate school personnel as determ ned by the
Superintendent. The Evaluation Teamw Il be notified and convened
by the Superintendent when an infected enployee is identified.
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The Eval uation Teamw || make recommendati on on a case by
case basis to the Board of Trustees as to whether an infected
enpl oyee shall be permitted to remain enployed in a capacity that
i nvol ves contact with students or other school enployees. In
maki ng the recommendati on the team shall consider in each case:
(1) the nedical evidence upon which the diagnosis of the
“infection” was made; (2) the behavior, neurol ogical status, and
physi cal condition of the enployee; (3) the expected type of
interaction with others in the school setting; and (4) the risks
and benefits to both the infected enpl oyee and others in the
school setting.

CONFI DENTI ALI TY

School personnel associated with an infected enpl oyee shal
respect that person’s right to privacy, including nmaintaining
confidential records. The nunber of personnel who are aware of
the infected enpl oyee’s condition shall be kept to the m ni num
needed to assure adequate protection of school children and ot her
enpl oyees and to detect situations where the potential for
transm ssion may increase (e.g., bleeding injury).

MONI TORI NG

In schools where an infected enployee is permtted to
continue work the appropriate director or designee will establish
t hrough appropriate adm nistrative channels the responsibility to
regularly nmonitor the infected enployee’s health status and
behavior in order to protect children and other enployees. A
mechani sm shoul d be established for consultation with nmenbers of
t he health team when necessary to answer emergent questions
regardi ng the enpl oyee’s condition and potential risk for school
chil dren and ot her enpl oyees.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Dr ug- Free Workpl ace
POLI CY NUMBER: 310

EFFECTI VE DATE: Sept ember 11, 1990
Pur pose:

Bear Lake School District recognizes the negative inpact
al cohol and other drug use has on the workpl ace and subscribes to
t he phil osophy that such use should be prohibited. Inasnuch as
the District’s workplace involves the welfare of children, the
effects of an enployee’s use of drugs and al cohol while on the job
is of utnost concern.

I n accordance with the Drug-Free Schools and Communities Act
of 1989, the District has the legal and ethical responsibility to
provide its enployees with information about the dangers of
al cohol and other drugs in the workplace and to devel op and
enforce a policy and procedures to help create a drug free
wor kpl ace.

Pol i cy:

The use, possession, manufacture, distribution, or sale of
al cohol or illicit drugs on school property or at school sponsored
activities involving students by enpl oyees of Bear Lake School
District is expressly forbidden. (An illicit drug is defined as
any drug that is used unlawfully or inproperly.) ITIS A
CONDI TI ON OF EMPLOYMENT W TH BEAR LAKE SCHOCL DI STRI CT THAT
EMPLOYEES COVPLY WTH THI S PCLI CY

Pr ocedur es:

Self-Referral: It is the responsibility of the District to
insure that an enployee feels confortable in asking for assistance
in dealing with a personal al cohol or other drug problem In
cases where an enpl oyee seeks hel p from hi s/ her supervisor or from
the District’s Enpl oyee Assistance Team the enployee will be
given a list of resources to aid in finding assessnent, treatnent,
counseling and rehabilitation. Al self-referrals will be treated
with confidentiality and w thout disciplinary action. A list of
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subst ance abuse resources will be posted and nade available to al
enpl oyees.

In keeping with the District’s commtnent to provide a drug
free workplace for its enployees, the Board of Trustees shal
direct an investigation and take renedi al action upon reasonabl e
suspi cion that an enployee is involved in the unl awf ul
manuf acture, distribution, dispersing, possession, or use of an
illicit drug or al cohol on school property or at school -sponsored
activities involving students. (“Reasonable suspicion” is defined
as specific articul abl e observati ons concerni ng work performance,
appear ance, behavior or speech.) *“Use” includes being under the
influence of an illicit drug or alcohol. (“Under the influence”
is defined as inpaired job performance resulting from substances
abuse and/or an al cohol level of .05 or a positive urinalysis
result.)

In order to enforce this policy, the Board may, upon
reasonabl e suspicion, require an enployee to submt to certain
tests designed to indicate the presence of drugs or alcohol in the
enpl oyee’ s body fluids or breath. Such tests will be at the
expense of the District.

In cases where a self-referral is not made and t he Board
finds that a violation of this policy has taken pl ace,

di sciplinary action against the offending enployee will follow
Disciplinary action may include term nation of enploynent. In
cases where a violation involves an illegal drug, |aw enforcenent
personnel will be notified.

In the event that an enployee is found in violation of this
policy, any disciplinary action taken will be influenced by the
enpl oyee’s willingness to obtain a drug/al cohol assessnent froma
state-licensed evaluator and to foll ow the assessnent’s
recomendations. It will be the responsibility of the enpl oyee to
provi de evidence that the assessnent recommendati ons have been, or
are being, conplied with. Assessnent and treatnent will be at the
expense of the enpl oyee.

In order to insure a drug free workpl ace, any enpl oyee who is
made aware of or has reasonabl e suspicion to believe that a
prohi bited incident is taking place shall report the natter to the
supervi sor of the enployee in question or the Enpl oyee Assistance
Team Neither the supervisor nor the Enpl oyee Assi stance Team
will discuss the matter with co-workers or persons not directly
involved in the investigation of the situation.
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Due Process:

Any disciplinary action taken agai nst an enpl oyee for a
violation of this policy will be subject to the District’s
gri evance procedures.

Violations of Crimnal Drug Statutes:

Enpl oyees who are convicted under any |ocal, state or federal
crimnal drug statute will be term nated from enploynent. This
i ncl udes any enpl oyee who i s convicted of supplying, distributing
or selling alcohol to a mnor (pursuant to |Idaho Codes 23-1023,
23-603 and 23-1334(b)). Also the District will notify the State
Depart ment of Education of any certificated enpl oyee convicted
under a crimnal drug statute.

Ef fective Date:
Each enpl oyee, present or newly hired, wll be given a copy of

this Drug Free Wrkplace policy and further advised of any
changes, deletions or additions to this policy as they occur.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33

BOARD POLI CY W TH GUI DELI NES

SUBJECT: Adm ni strative Benefits
POLI CY NUMBER: 311
EFFECTI VE DATE: August 17, 1994

Certified individuals who are excluded fromthe provisions of
the Master Agreenment as outlined in Article Il Section A are to be
provided the follow ng benefits in a way equal to those of other
menbers of the certified staff as outlined in the Master
Agr eenent .

| nsurance as outlined in Article Xl.

Sick Leave Bank as outlined in Article Xl I

(Use of which would not | ower the nunber of days
permtted for certified staff covered by the
Mast er Agreenent.)

Leaves of Absence as outlined in Article X1

Article XVII1, Professional Conpensati on,
Sections B, E, and F.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Per sonnel Fil es/ Records
POLI CY NUMBER: 312
EFFECTI VE DATE: April 13, 1994

| . BOARD PQOLI CY

Personnel files are nmaintained in the District Ofice for
each enpl oyee. The Personnel files will contain such
information as: original enploynent applications,

eval uations, letters of commendation or reprimand, letters
of conpl ai nt agai nst the enpl oyee, information regarding
grievances, salary or payroll information, and | eave data.
The file shall be considered confidential. Those who have
access to the personnel files have the responsibility to
protect the individuals "right of privacy".

GUI DELI NES

The Board, Superintendent, District Secretary, Business
Manager, imedi ate supervisor, and/or building principal,
and the individual enployee have access to the personnel
files.

An i ndividual enployee may review the contents of his/her
personnel file at any time. A request to reviewthe file
shoul d be nade through the Superintendent's office. The
District reserves the right to have either the
Superintendent, Business Manager or District Secretary
present when an enpl oyee reviews the contents of his/her
file.

Chal l enges to materials contained in the file are made
directly to the Superintendent of Schools. An appeal
regardi ng any decision that the Superintendent makes on a
personnel file is possible through the Board. The appeal
must be requested within thirty (30) cal endar days of the
time that the Superintendent responds to the enpl oyee's
initial challenge.
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Enpl oyees may request the inclusion of materials into their
personnel files through the Superintendent or the District
Secretary.

A staff menber nay permt, upon witten request, materials
fromtheir personnel file be provided to a representative
so designated by the staff nenber

A staff menber is entitled to copies of materials in his/her
personnel file. Copies of all materials except confidential
letters of recommendation will be made and sent to the

enpl oyee at the earliest possible date.

Staff nmenbers have the right to attach a rebuttal or letter
of clarification to any materials placed in their
personnel file.

Materials in the file which are nore than five years old may
be renoved upon the staff nmenber's request. WMaterial subject
to renoval are letters of commendation and/or letters of a

di sciplinary nature. Yearly evaluations, transcripts,
application materials, payroll, and attendance records

are not subject to renoval.

Principals and/or direct supervisors nay al so keep working
files on staff nenbers, although the only "official personnel
file" is kept inthe District Ofice. WMterials fromthe
principal's file may be transferred to the District's file if
the process outlined in this section and in District policy
has been followed. Enployees may review their "working
files" by making a specific request to do so through the
princi pal and/or direct supervisor.

Itens that are considered to be negative in nature should be

shared with the enpl oyee as part of the process to enter
itens into an individual's personnel file.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

Subj ect : Staf f Devel opnent
Pol i cy Nunber: 313

Ef fective Date: Sept enber 13, 1995
| NTRODUCTI ON

Staff devel opnent is a planned system for educational and
per sonal experiences. It contributes toward the continuing
prof essional growth of an individual to enable themto function
effectively within the school organization in his or her assigned
position. Staff devel opment can occur on the district |evel, at
the building level and on an individual basis. It can be directed
toward achi eving district-wi de or school -based goals or it can
enabl e teachers to devel op and achi eve individual goals.

| nservi ce education is but one of the functions of staff
devel opnent. Exanples of what may be included in staff
devel opnent are visitations, peer counseling, nodel teaching,
travel experiences, workshop devel opnment and presentati on,
aut horship of articles, evaluating new prograns, attending courses
or wor kshops, designing creative solutions to classroom probl ens
and doi ng professional reading.

Staff devel opnent is a process designed to foster
prof essi onal and personal growth for individuals within a
respectful, positive, supportive organi zational clinmate having as
it'"s ultinate aimbetter learning for students and conti nuous,
responsi bl e sel f-renewal for educators and school s.

Staff devel opment and i nprovenent invol ves assessi ng needs,
prioritizing inservice training, identifying human and materi al
resources, allocating financial resources, delivery of prograns
and eval uati on.
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ORGANI ZATI ON

The foll owm ng organi zational structure for professional
devel opment will exist in the Bear Lake County School District.

DI STRI CT PROFESSI ONAL DEVELOPMENT COWM TTEE
Superint endent (or designee)
Chai rperson (elected fromthe group)
Secretary (elected fromthe group)
One Admi ni strator
One representative fromeach of the
foll ow ng commttees

BUl LDI NG PROFESSI ONAL DEVELOPMENT COWM TTEES
(One fromeach school in the District)
Chai rperson (el ected fromthe group)
Secretary (elected fromthe group)

Pri nci pal
Teachers
| nstructional Aides

DEPARTMVENTAL PROFESSI ONAL DEVELOPMENT COWM TTEES
(Transportation, Food Service, M ntenance, and Ofice Staff)
Director of the Departnment
Chai rperson (el ected fromthe group)
Secretary (elected fromthe group)
Menbers of the Departnent
(as necessary to represent the staff)

M SSI ON STATEMENT

The mssion is to devel op human resources that affect the
educati on of students: Board of Trustees, adm nistrators,
t eachers, and support staff.

GOAL

To create an environnment for those involved in the
educational process which fosters the acquisition of know edge and
skills necessary in a time or rapidly expandi ng information,
t echni ques, and technol ogy.

OBJECTI VES
1. To increase teachers' ability to neet the educational
needs of all individual students.
2. To increase admnistrators' ability to encourage and

coordi nate a progressive | earning environment.

3. To assi st support staff nenbers to nore effectively
performtheir assigned duties.
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To increase the Board of Trustees' effectiveness in
enhanci ng the educati onal environnment and prograns of
the District.

To hel p each school and/or departnent explore and
devel op neans of neeting the uni que needs of their
staff and students.

EXPECTED OUTCOVES

The ultimate | ong-range outcone is for the staff to be able
to maxi m ze the | earning opportunities for each student by:

1. | npl enent ati on of various teaching styles and net hods.
2. Ef fective integration of new technology into the
i nstruction process.
3. Col | aboration anmong staff in neeting curriculum and
i nstructional goals.
4. Exposure to new techni ques and net hodol ogi es.
5. Updati ng knowl edge bases in appropriate content areas.
COVPONENTS

The Prof essional Devel opment Plan will consist of the
fol |l ow ng conponents:

1

Comm tment by the Board of Trustees to:

A Under st and and support, both phil osophically and
financially, the m ssion, goals, and objectives
of professional devel opnent.

B. Accept trustee devel opnent as essential to over-al
pr of essi onal devel opnent.
C. Support objectives that are based upon student

needs and devel oped by the various professional
devel opment conmittees.

Comm tment by Adm nistrators to

A Build into yearly budgets the required noney to
support professional devel oprment.

B. Under st and, support, and be involved in total
staff devel oprent.
C. Accept and support broad-based deci si on-maki ng

derived from broad-based i nput.
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Di strict Professional Devel opnent Commttee will:

A Periodically conduct a needs-assessnent study.
This will be conducted at |east once every three
years and will include i medi ate and | ong-range
needs. An update of the existing needs
assessnment will be considered in the other years.

B. Consi der the high priority itenms, identified in
t he needs-assessnent, as the basis for the ngjor
activities in professional devel opnent.

C. Survey teachers annually to determne their
per ceptions of those professional devel opnent
activities that will best enable themto reach
their identified needs.

D. Recei ve and co-ordinate reports fromthe building

| evel and departnent commttees to provide the
hi ghest | evel of professional devel opnment possible
with the resources available that year

E. Eval uat e the professional devel opnent activities
for the year and nake a year-end report to the
Board of Trustees.

Bui | di ng and Departnent Professional Devel opnent
Conmittees will:

A Devel op a school inprovenent plan (or a depart nment
i nprovenent plan) with both short and | ong range
goal s dealing with the professional devel opnent of
the staff involved.

B. Subm t proposal s for professional devel opnent
activities to the District Professional Devel opnent
Conmittee.

Both the District Professional Devel opnment Committee and
t he Buil ding and Departnment Comm ttees will communicate
to the public, in the formof newspaper stories, school
nmeetings, district publications, oral conmunications,
and ot her suitable nethods, the goals and activities of
the District Professional Conmttee.
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STATE GUI DELI NES FOR I NSERVI CE CREDI T

I nservice credit may be used for re-certification under the
foll ow ng guidelines, but will not count for advancenent on the
sal ary schedule of District #33.

1

Each inservice credit shall require not |ess than
fifteen clock hours of formal instruction. One or

nore topics may conpose an inservice credit as approved

by the District Professional Devel opnent Comittee.
| nservice credit nust be educationally rel ated.
Three inservice credits are the maxi num al |l owed for
recertification. The three credits nust be earned
during the recertification period and nmay not be
carried over into another recertification period.

Request for inservice credit nmust be made through
the District Professional Devel opnent Committee.

| nservice credits shall be reported to the Ofice of

Teacher Certification on forns provided by that office.

I nservice credit forms nust be signed by the
Superi nt endent and the Chairperson of the | ocal
district's Professional Devel opnent Conmitt ee.

The District nmust maintain an updated professional
devel opment plan with the O fice of Teacher Educati on.
This plan nust be filed each year.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33

BOARD POLI CY

Subj ect: Technol ogy | nservice
Pol i cy Nunber: 313.1
Ef f ective Date: February 20, 1996

Revised - April 12, 2000

The Board of Trustees believe that the use of technol ogy by
t he enpl oyees of the School District will enhance the
i nstructional efficiency throughout the District. It is also a
belief of the Board that the use of technology requires inservice
of each staff nenber on a regul ar basis.

The purpose of this policy is to direct the building
adm ni strators and departnent heads to work with their staff
menbers in the devel opnent of inservice opportunities that ful fil
both the needs of the individual and the work location in the area
of technology. Al nmenbers of the certified staff except those
who have “passed” the Stated required |Idaho Technol ogy Conpetency
Exam nati on or the lIdaho Technol ogy Portfolio Assessnment will be
required to conplete a mnimum of seven (7) hours of inservice
during each contract year. The building adm nistrators and
departnment heads will be responsible for tracking the inservice
hours of each enpl oyee.

A witten summary report of the building |evel activities, as
wel | as the individuals who do not neet the required nunber of
hours, will be presented by the Septenber neeting of the Board.

Legal References:
| daho Code 33-512, Governance of School s
BLSD #33 Board Policy, Professional Devel opnent
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33

BOARD POLI CY W TH GUI DELI NES

SUBJECT: Certified Gievance Procedure
POLI CY NUMBER: 314
EFFECTI VE DATE: Unknown (January 10, 2001)

(Fromthe Master Contract ARTICLE XVI - GRI EVANCE PROCEDURE)
A Definitions

1. Any claimby the Association, a teacher, or a group of
teachers that there has been a violation,
m sinterpretation, or msapplication of the terns of
this agreenent, a violation of its or the teacher's
rights to fair treatnent, or violation
m sinterpretation, or m sapplication of any established
policy or practice of the Board shall be a grievance.

2. Al tinme limts shall consist of school days, except
that when a grievance is submtted |ess than ten (10)
days before the close of the current school term tine
limts shall consist of all week days in order that the
matter may be resol ved before the close of the school
termas soon thereafter as possible. School days for
pur poses of the grievance shall nean teacher enpl oynent
days.

B. Ri ghts of Representation

At | east one (1) Association representative nay be present
at any neeting, hearing, appeal, or other proceeding
relating to a grievance which has been formally presented.
Not hi ng cont ai ned herein shall be construed as limting the
right of any teacher having a grievance to discuss the
matter informally with the supervisor and have the grievance
adj usted without intervention of the Association. The
Associ ation shall be notified and the adjustnment shall not
be inconsistent with the termof this agreenent.
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Pr ocedur e

The parties hereto acknow edge that a teacher and the

i mredi ately invol ved supervisor will attenpt to resolve
probl ens t hrough free and i nformal comunications. When
requested by the teacher, the building representative my
acconpany the teacher to assist in the informal resol ution
of the grievance. [If, however, such informal processes fai
to satisfy the teacher or the Association, a grievance may
be processed as foll ows:

1. Al'l grievances should be settled between the parties
i nvol ved and their inmediate supervi sor whenever
possi ble. This process should be foll owed when deal i ng
with issues involving adm nistrators above the
building level. |If the issue is not solved at this
| evel, the grievance may go to step #1.

2. The teacher or the Association may present the
grievance in witing to the supervisor inmediately
i nvolved who will arrange for a neeting to take place
within four (4) days after receipt of the grievance.
The Associ ation representative, the aggrieved teacher,
and the imedi ately invol ved supervisor shall be
present for the neeting. The supervisor shall provide
a witten answer to the grievance to the aggrieved
teacher and the Association within two (2) days after
the neeting. This answer shall include the reasons for
t he deci si on.

3. If the grievance is not resolved at step #1 the
Associ ation shall refer the grievance to the
Superintendent or the Superintendent's official
designee within six (6) days after the receipt of the
step #1 answer, or within eight (8) days after the step
#1 neeting, whichever is the latter. The
Superintendent shall arrange for a neeting with the
representatives of the Association's grievance
commttee to take place wthin five (5) days of his
recei pt of the appeal. Each party shall have the right
to include in his presentation such witnesses and
counselors as it deens necessary to devel op facts
pertinent to the grievance. Upon conclusion of the
heari ng, the Board shall have four (4) days in which to
provide a witten decision with reasons of the
Associ ati on.
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4. | f the grievance is not resolved at Step #2, the
Associ ation shall refer the grievance to the Board or
the Board's official designee within six (6) days after
the receipt of the step #2 answer, or within eight (8)
days after the step #2 neeting, whichever is the
latter. The Board shall arrange for neeting with the
representatives of the Association's grievance
commttee to take place within ten (10) days of receipt
of the appeal. Each party shall have the right to
include in its presentation such w tnesses and
counselors as it deens necessary to devel op facts
pertinent to the grievance. Upon conclusion of the
hearing, the Board shall have four (4) days in which to
provide a witten decision with reasons to the
Associ ati on.

5. If the grievance is not resolved at step #3, or the
time limts expire without the issuance of the Board's
witten reply, the Association may submt the grievance
to final and binding arbitrati on under the Vol untary
Labor Arbitration Rules of the American Arbitration
Associ ation. |If a demand for arbitration is not filed
within thirty (30) days of the date for the step #4
answer, then the grievance shall be deenmed wi t hdrawn.

(1) Neither Board nor the Association shall be permtted to
assert any grounds or evidence before the arbitrator
whi ch has not previously been disclosed to the other

party.

(2) The arbitrator shall have no power to alter the terns
of this agreenent.

(3) The arbitrator is enmpowered to include in any award
such financial reinbursenments or other renedies as he
j udges to be proper.

(4) Each party shall bear the full costs for its
representation in the arbitration. The cost of the
arbitrator and the AAA shall be divided equally between
t he Board and the Associ ation.

(5) |If either party requests a transcript of the
proceedi ngs, that party shall bear the full costs for
that transcript. |If both parties order a transcript,
the cost of the two (2) transcripts shall be divided
equal |y between the Board and the Associ ati on.
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Procedure By-Pass

If the Board initiated action that precipitated the
gri evance, the grievance nay be filed by the Association at
step #4.

Ri ght to Representation by Gievant

The Board acknow edges the right of the Association's
grievance representative to participate in the processing of
the grievance at any |evel, and no teacher shall be required
to discuss any grievance if the Association representative
is not present.

Gri evance Investigation

The Board and the adm nistration shall cooperate with the
Association in its investigation of any grievance.

Non- Repri sal Cl ause

No reprisals of any kind shall be taken by the Board or the
adm ni strati on agai nst any teacher because of the teacher's
participation in this grievance procedure.

Rel eased tinme for Gievance Adm nistration

Shoul d the processing of any grievance require that a
teacher or the Association representative be rel eased from
hi s/ her regul ar assignnment, said teacher and/or
representative shall be released without |oss of pay or
benefits.

Gievance Files

Al'l docunments, conmunications, and records dealing with the
processing of a grievance shall be filed separately fromthe
personnel files of the participants.

Wt hdrawal of Gievances

A grievance may be withdrawn at any |evel without
establ i shing precedent.
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K. Uniform Arbitrati on Act

The provisions of the UniformA Arbitration Act (Chapter 9,
Title 7, Idaho Code) apply to this agreenent.
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BEAR LAKE COUNTY SCHOOL DI STRI CT #33
BOARD POLI CY W TH GUI DELI NES

SUBJECT: Classified Staff Gievance Procedures
POLI CY NUMBER: 315
EFFECTI VE DATE: Cct ober 14, 1992

The purpose of a grievance procedure is to secure, at the
| onest possible adm nistrative |evel, equitable solutions to
probl ems which may fromtime to tinme arise affecting the welfare
or working conditions of enployees. Every opportunity shall be
given to resolve the situation on an informal basis at the | owest
adm ni strative | evel possible before a formal grievance is filed.

A grievance shall be defined as a witten all egation of
unfair treatment or a violation of school district policy. A
noncertificated enployee may file a grievance about any matter
related to his enploynent where district policy has not been
foll owed or where the individual (s) believes that he has been
treated unfairly. An individual's salary and benefit package are
not considered to be proper subjects for consideration under the
district's grievance procedure. The decision to term nate an
enpl oyee for cause during their probationary period (first 90
cal endar days) of tine is not to be considered a proper subject
for consideration under the district's grievance procedures. This
gri evance procedure is only available to regular, classified
enpl oyees of the school district.

These procedures set forth the proper channeling of
grievances and tinme limts for notification of requests for
heari ngs, scheduling of hearings, and rendering of decisions.
Formal steps nust be followed or the enployee forfeits the
opportunity to appeal the decision. Since it is inportant that
grievances be processed as rapidly as possible, the nunber of days
i ndi cated for each step bel ow shoul d be considered a maxi rum and
every effort should be nade to expedite the process at every step.
The time limts specified, however, may be extended or reduced by
t he nutual agreenment of the aggrieved enpl oyee and the school
adm ni strati on.
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Steps to BLCSD s Cassified Staff Gievance Procedure:

A. Step One
1. An enpl oyee with a grievance shall submit it to his
i mredi at e supervi sor or principal within six (6)
wor ki ng days of the incident giving rise to the
gri evance.

2. The grievance shall be in witing stating the nature
of the grievance and the renedy sought.

3. A hearing shall be held within six (6) days of the
receipt of the witten grievance. Options shall be
expl ored and a satisfactory solution worked out
whenever possible. Al solutions nust be within
t he policies and procedures of the school district.
A witten decision shall be given within five (5)
wor ki ng days of the hearing.

4. If the solution is beyond the authority of the
i mredi at e supervi sor or principal, the grievance shal
automatically proceed to step two after the hearing.
A notation of this situation shall be included in the
witten decision that is produced by the i medi ate
supervi sor or the principal.

5. | f the enployee is not satisfied with the response of
the i nmedi at e supervisor or the principal, or the
hearing and/or witten response does not occur wthin
the established tinme lines, the aggrieved enpl oyee may
proceed to step two.

B. Step Two

1. | f the enployee is not satisfied with the response of
t he i medi ate supervisor or the principal, the enpl oyee
may file the grievance, in witing, with the
Superintendent or his designee within five (5)
wor ki ng days of receiving the witten response from
step one.

2. If there is no hearing held within six (6) days after
the i nmedi at e supervi sor or principal receives the
witten grievance, the enployee may file the grievance,
in witing, with the Superintendent or his designee
within five (5) working days of the |ast possible date
permtted for the hearing to take pl ace.

3. If there is no witten response within five (5) working
days fromthe conclusion of the hearing, the enployee
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Step

may file the grievance, in witing, with the

Superi ntendent or his designee within five (5) working
days of the | ast possible date permtted for receipt of
t he response.

Wthin six (6) working days of receipt of the
gri evance, the Superintendent or his designee shal
hold a hearing in an effort to resolve the appeal.

Wthin five (5 working days of the hearing, the
Superintendent or his designee shall provide a witten
response to the enpl oyee(s).

If the grievance is not filed with the Superintendent
or his designee within the tinme lines listed in 2-1,
2-2, or 2-3 the grievance shall be considered resol ved
and there shall be no additional opportunities to
grieve the issue through the grievance procedure.

| f the enployee is not satisfied with the
Superintendent's response or there is no hearing
schedul ed within six (6) days of the Superintendent's
recei pt of the grievance or there is no witten
response within five (5) working days follow ng the
hearing, the enployee may proceed to step 3.

Three

If the classified enployee is not satisfied with the
response of the Superintendent or his designee, or if
the time lines in step 2 are not net, the grievance nmay
proceed to step 3.

The enpl oyee nmust submt their grievance to the

Chai rman of the Board of Trustees or his designee
within five (5 working days fromrecei pt of the
Superintendent's response if the enployee received

a witten response, or five (5) working days fromthe
date the superintendent last had to respond if the
enpl oyee received no witten response. |If there is no
heari ng, the enployee has five (5) working days from
the date the superintendent |ast had to hold said
heari ng.

| f the enpl oyee does not respond within five (5)
wor ki ng days as outlined in 3-2, the issue will be
consi dered resolved with no additional opportunities
to grieve through the grievance procedure.

Wthin ten (10) working days of receipt of the
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D.

Step

gri evance, the Chairman of the Board shall convene
a panel consisting of three (3) persons. The Board
and the enpl oyee shall each sel ect one nenber

of the panel with the third nmenber being nutually
agreed upon. |If the Board and enpl oyee are unabl e
to mutual ly agree upon a third nenber, the two panel
menbers selected by the Board and the enpl oyee

shal |l select the third nmenmber

Expenses, if any, shall be divided as follows: The
Board shall pay for their panel nenber, the enployee
shal |l pay for their panel nenber, the third nmenber
who was nutual |y agreed upon shall be paid by the
board and the enpl oyee equal ly. Wthin five (5)
wor ki ng days follow ng conpletion of the review, the
panel shall submt it's decisionin witing to the
enpl oyee, the superintendent and the Chairnman of the
Boar d.

| f the enployee and/or their representative fail to
attend the grievance hearing, the grievance shall be
consi dered resolved and there shall be no additional
opportunities to grieve the issue through the grievance
procedure.

The panel's decision shall be the final and concl usive
resol ution of the grievance unless the board of
trustees overturns the panel's decision at the next
regul arly schedul ed public neeting.

Four

The Board of Trustees may overturn the resol ution of
the grievance that has been adopted by the grievance
panel .

Board action to overturn the resolution nust be taken
during the next regularly schedul ed public neeting of
the Board of Trustees after receipt of the panel's
deci sion provided that the decision reaches the board
within forty-eight (48) hours of the neeting in order
to show on the published agenda for said neeting.

If the forty-eight (48) hour time limtation is not
nmet, the Board may take action during the follow ng
regul arly schedul ed, public neeting.

Wthin forty-two (42) cal endar days of the board's
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decision, either party may appeal said decision to the

district court in Bear Lake County.

The county court

islimted inits action by the provisions of |daho

St ate Code 33-517.

Ei t her the enpl oyee or the principal/imredi ate supervisor/
Superintendent, shall be entitled to a representative of their
choi ce at each step of the grievance procedures. Cost of
representing the grieving party (s) is to be the party (s)
responsibility. The cost of representing the Board is the Board's
responsibility. Mitually agreed upon additional cost or
additional cost required by law, if any, are to be shared equally

bet ween the grieving party (s) and the Board.

Nei t her the Board

nor any nenber of the adm nistration shall take reprisals
affecting the enploynment status of any party in interest.
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BEAR LAKE SCHOOL DI STRI CT #33

BOARD POLI CY W TH GUI DELI NES

Subj ect : Movenent of School Equi pnent and Materia
Pol i cy Nunber: 316
Ef fective Date: Decenber 11, 2002

This policy addresses issues concerning any school district
enpl oyee that noves fromone building to another and wants to take
school or school district purchased equi pnent and material with
themto their new building or assignment. The equi pnent woul d
i ncl ude such itens as conputers or conputer equipnent, | aptop
conputers, recorders, radios, televisions, furniture including
conput er desks, or any other equipnent or material that was
pur chased with school or school district noney, grants of any
kind, or special training that included equi prent that was paid
for by school or school district noney or noney received from any
school in the district.

1. Equi prent and materials purchased with any school or
school district noney does not belong to the district
enpl oyee and will remain in the building where the
i ndi vi dual was when the purchase was nade.

2. | f an enpl oyee of the district purchases equi pnent and
mat eri al from personal funds, the equi prent and materi al
shoul d have identification to that effect. This

equi pnrent will remain the property of the enployee and
can be tracked through the annual inventory of the
enpl oyee.

3. | f an enpl oyee used equi prent and material that is

necessary for their new job assignnent and that sane
equi pnent or material is not available in the new

assi gnnent then the enpl oyee should consult with his or
her i mredi ate supervisor for a waiver of this policy.
The situation will then be evaluated by the building
adm ni strator and a decision will be made for the best
of the district.
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BEAR LAKE SCHOOL DI STRI CT #33

BOARD POLI CY W TH GUI DELI NES

SUBJECT: Saf ety Policy
POLI CY NUMBER: 317
EFFECTI VE DATE: Sept ember 12, 2007

It is the policy of the Bear Lake School District to provide safe
wor ki ng conditions for all enployees, to provide conplete

i nstructions covering safe working nethods and to nmake avail abl e
speci al equi pment required to protect enpl oyees agai nst particul ar
hazards.

Enpl oyees are expected to observe all applicable safety

requi renents, to make sure that they have all avail able safety
equi pnent, to use the safety equipnent, to use the safety

equi pnent provided, to practice safety at all times, and to report
i edi at el y any unsafe or hazardous conditions to your supervisor.
It is a job requirenent that you help detect and elim nate unsafe
conditions or acts at all tines.

The District expects you to be famliar with the conpany safety
program | earn about your roles and responsibilities and then
conscientiously work in accordance with its requirenments. It is
the duty of all enployees to attend safety training neetings
arranged by the District. Enployees who violate safety rules or
fail to attend safety neetings are subject to disciplines, which
can include termnation of enploynent.
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St at enent of Supervi sor Responsibilities

Enpl oyee safety on the job is the primary responsibility of every
menber of the District’s adm nistrative and supervisory staff. It
is the supervisor’s duty to see there is conplete safety in his or
her area at all tines. The supervisor must be constantly on the
alert for incidents of human error and mechanical failure and take
the initiative to make corrections.

Accidents do not affect the enployee alone. They cost noney,
cause lost time and affect the production and norale of the
District as a whol e.

To make the program effective, every nenber of the adm nistration
and supervisory staff shall ensure that:

1. Al'l enpl oyees have received proper job instruction and
are famliar wth safety rules and regul ati ons.

2. Wrk areas are frequently exam ned to ascertain that the
wor k environnment is safe and that enpl oyees are working
in a safe manner.

3. I nsi st that enpl oyees report every accident and submt
an accident report wthin 24 hours. Follow proper
procedures and nmeke sure the enpl oyee receives proper
medi cal attention

4. Accidents are investigated and corrective action is
initiated where necessary.

5. Ensure all enployees are provided with and properly use
required safety equipnent i.e., safety gl asses, ear
pl ugs, etc.

6. Di scuss on a daily basis safe work habits, specific job
hazards and ot her safety issues.
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