



























































































































































~ SECTION D:

Subsection 1.

Subsection 2.

Subsection 3.

Subsection 4.

Subsection 5.

SECTION E

Subsection 1.

EVALUATION IMPLEMENTATION

An evaluation shall be conducted during any year in which a certified employee
changes _level of instruction (primary, intermediate, middle or high) or transfers to
another building within the district.

The summative document must be completed by the calendar indicated in SECTION E,
below, and forwarded to the Superintendent’s office.

An evaluation can be initiated by the certified employee or evaluator at any time.

The certified employee shall be allowed to see and sign the evaluation. In addition, the
employee has two (2) weeks from the date of the evaluation conference, to respond in
writing. This response shall be given to the evaluator for the signature who shall in
turn forward it to the Superintendent within two (2) weeks to be placed in the personnel
file.

Any necessary follow-up evaluation shall be completed according to SECTION F.

: SCHEDULE

Goal-Setting Conference

Prior to September 15 of each school year, every teacher shall meet with his/her evaluator to set, review,
and/or revise goals for that school year. The form in Appendix XXX shall be used. Both the teacher
and administrator will sign the completed document, which is to be kept on file for one year.

Subsection 2.

Pre-observation Conference

The evaluator’s final summative document shall be based on both ongoing informal observations and
formal observations of full instructional segments. Prior to the first formal evaluation, each teacher is
encouraged to rate him/herself on the Summative Document. The evaluator will hold a pre-observation
conference with the certified employee prior to each formal observation.

Subsection 3.

Post-observation Conference

Each formal observation will be followed by a post-observation conference held within ten school days
following the observation.

Subsection 4.

Evaluation Timeline
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Probationary Teacher or Certified Employee

Teachers who have not achieved due process rights shall be evaluated each year for their first three
years of employment, according to the following schedule.

*By the 60 day of the first semester: The evaluator shall complete a summative document.
(“Does Not Meet Expectations” noted on any indicator: follow-up required — See Section F.)

*By the 60™ day of the second semester: The evaluator shall complete a summative document.
(“Does Not Meet Expectations” noted on any indicator: follow-up required — See Section F. )

During the fourth year of employment, the teacher shall be evaluated once not later than
February 15" The evaluator shall complete a summative document.
(“Does Not Meet Expectations” noted on any indicator: follow-up required — See Section F. )

Two-Year Probationary Teacher or Certified Employee

Teachers who have achieved due process rights in another Kansas school district shall be evaluated for
two years as per the schedule above, “Probationary Teacher or Certified Employee”. for their first three
years of employment, according to the following schedule”.

(“Does Not Meet Expectations” noted on any indicator: follow-up required — See Section F. )

During the third and fourth years of employment, the teacher shall be evaluated once per year
not later than February 15", The evaluator shall complete a summative document.
(“Does Not Meet Expectations” noted on any indicator: follow-up required — See Section F.)

Non- Probationary Teacher or Certified Employee
The formal evaluation process will be conducted no less than once every three years for those teachers
who have attained non-probationary status. A summative evaluation document shall be completed by

the evaluator by February 15 of the school year.
(“Does Not Meet Expectations” noted on any indicator: follow-up required — See Section F. )
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SECTION F: PROFESSIONAL GROWTH PLAN

Subsection 1.

As soon as possible, but no later than two (2) weeks after the certified employee has received a “Does
Not Meet Expectations” rating, the teacher and evaluator shall meet in conference to review those
indicators marked as “Does not Meet Expectations” during the evaluation. If the teacher believes that
an evaluation of those indicators was made with insufficient information, the teacher shall be given the
opportunity to present evidence that those indicators are being fulfilled. During this conference, the
evaluator may a) amend the original document to show that the evaluation of the indicators is changed
or b) proceed with the development of a professional growth plan as indicated below.

Subsection 2.

After the teacher/evaluator conference has been held, any teacher continuing to receive a rating of
“Does not meet Expectations” on an indicator shall be required to develop, in cooperation with the
evaluator, a professional growth plan. The plan shall include professional goals that are specific,
measurable, and specifically address those indicators marked in the summative document with a “Does
not Meet Expectations” rating. The plan may include, but not be limited to, visitations to classrooms of
other teachers, in-service, observations, assistance and/or materials provided by the evaluator.

Subsection 3.

Within 30 school days of the planning conference a follow-up conference will be held. If sufficient
progress has been made on the designated indicators, the evaluator will document such improvement
and attach an amendment to the original evaluation noting that the teacher has been moved from the
“Does not Meet Expectations” rating.

Subsection 4.
If sufficient progress is not noted, the teacher will continue to work toward improvement on the
indicators still designated as “Does not Meet Expectations™:~ If the indicator(s) are not designated as
essential on the evaluation instrument, the teacher and evaluator may jointly decide to follow the
process outlined above, meeting once a month to review progress until such time as the teacher has
made sufficient progress to be moved from the “Does not Meet Expectations” rating.

At any time after the follow-up conference is held, either the evaluator or the teacher may request that
an Intensive Assistance Plan be placed in effect, as outlined in Section G.
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SECTION G. INTENSIVE ASSISTANCE PLAN

After the first review of the professional growth plan in Section F, any teacher that has not made
sufficient progress on an indicator marked as essential on the evaluation instrument will be place don an
Intensive Assistance Plan (IAP). The core concept of the IAP is a team whose purpose is to help the
employee to improve and grow while remaining supportive and nonjudgmental.

Subsection 1.

A three (3) member team will be selected. The certified employee will select a member, preferably
from the same level. The evaluator will select a member, preferably a person with expertise in the needs
category. After consultation about the needs category, the two appointed members will select a third
member. However, teachers asked to serve on the team have the right to decline the assignment.

Subsection 2. Within five (5) contract days, the team will meet with the certified employee and
evaluator to review the team’s purpose, examine the professional growth plan that had been previously
developed, amend the plan as necessary, assign responsibilities and expectations of team members,
establish a schedule and answer questions. The team shall establish those behaviors which need to be
observed by an evaluator in order to move the staff member to a rating of at least “Meets Basic
Expectations.”

Subsection 3.

The team shall submit the Intensive Assistance Plan to the Assistant Superintendent and to the UniServ
director serving the Association for review and comment. Neither person shall have the right to change
the plan, but the IAP team may make changes to the original plan based on the feedback they receive.

Subsection 4.
At least once a month the team will meet with the teacher to assess progress. This group will discuss
efforts for improvement and evidence of progress to date.

Subsection 5.
The team shall function for at least two school months, but for no longer than 6 school months.

Subsection 6.

After Intensive Assistance has ended, the evaluator will re-evaluate the teacher in the categories
previously marked at “Does not Meet Expectations”. She/he may recommend that the staff member be
returned to the appropriate evaluation timeline or to continue the Intensive Assistance Program with
either the same or a different team.

SECTION H: DISCIPLINARY ACTIONS

a. A teacher who continues to receive “Does Not Meet Expectations” ratings on an indicator shall
be placed on the schedule of evaluations for a Probationary Teacher as outlined in Section E, Subsection
4.

b. When a teacher receives ratings of “Does Not Meet Expectations” for two consecutive
evaluations, the evaluator shall advise the teacher to notify the association.
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ROLE OF THE INTENSIVE ASSISTANCE TEAM

The role of the Intensive Assistance Team is to use data and information provided by the administrator
to develop a planned approach to help the staff member meet Basic Expectation Levels of Performance.
The administrator and teacher being evaluated shall work cooperatively to determine what information
shall be provided to members of the team.

A log of meetings held with the staff member will be maintained by each member of the Intensive
Assistance Team.

The Intensive Assistance Team should foster communication between the evaluator and the staff
member. The team should be open and honest with both parties. They should facilitate a frank
discussion of what behaviors need to be observed and incorporated into the staff member’s actions to
show that the staff member “Meets Basic Expectations”. :

When communicating with the staff member, the following guidelines are suggested:

1. Suggestions for improvement should be accompanied with multiple options.

2. Comments should relate to specific situations, i.e. “Your motivational techniques worked well
with your first group today,” as opposed to the more general statement “You are doing better at
motivating students.

Strict confidentiality will be maintained by members of the team. No reference will be made to the
name of the staff member or the building where the team is meeting. Team members will meet
separately between meetings with the evaluator and the staff member to review the staff members’
progress and to plan how to proceed. '

Team members’ observations and conferences are not to be presented in writing to the evaluator.
Reports and comments from the team or any of its individual members do not become a part of the staff

member’s evaluation.

Responsibilities of the Staff member Placed on an Intensive Assistance Plan

1. To ask for clarifications from the evaluator or the Intensive Assistance Team.
2. To be responsible for total anecdotal notes during the process, if desired.
3. To request, if desired, an OEA representative to be present with him/her during Intensive

Assistance team meetings.

4. To be open and flexible in implementing different and/or refined strategies in improving his/her
instructional skills.

5. To be responsible in meeting deadlines, appointments, scheduled observations, and other time
lines.
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ARTICLE TWENTY-ONE
MENTORING PROGRAMS FOR NEW TEACHERS
SECTION A: MENTORING PROGRAM
The district will conduct a mentoring program for teachers new to USD 290. The program will be
developed in collaboration with OEA and initiated during the three (3) extra contact days at the
beginning of the year.

SECTION B: MENTORS

Mentors will be chosen by the building principal in conjunction with district office input.

SECTION C: PAYMENT OF MENTORS

Mentor teachers shall be paid at the rate of:

$1000 to mentor a teacher new to the profession

$ 500 to mentor a 2™ year teacher

$ 500 to mentor a veteran teacher new to the district

$ 250 to mentor a teacher who has changed buildings within the district
$ 250 to a classroom teacher mentoring a special education teacher
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APPENDIX
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INSTRUCTIONS

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

Grievance Report Forms may be secured from the Superintendent’s Office, school offices, and the
Association office, and should be filed at each level of the grievance procedure.

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

Detailed information of the facts involved, the relevant contract provisions, and the
manner in which those facts relate to the contract provisions are extremely important in
order to provide a basis upon which a fair, thorough, and expeditious decision may be

made.

2. Under Section B of the Grievance Report form those relevant contract provision which
the grievant contends have been violated, misinterpreted, or misapplied, should be
specified.

3. Under Section C the grievant should state his/her claim by describing the manner in

which the factual contentions are related to the relevant contract provisions and how a
violation, misinterpretation, or misapplication of the contract has occurred.

4, Under Section D the grievant should specify the relief which he/she desires as a result of
the grievance
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APPENDIX 1

UNIFIED SCHOOL DISTRICT # 290

GRIEVANCE REPORT FORM
PROCEDURE 2 3 4 (Circle one to indicate level of Grievance)
Name of
Grievance Building Assignment
A. Date cause of grievance occurred:
B. Relevant contract provisions:
C. Statement of grievant’s claim statement of facts upon which grievance is based (use additional
pages, if necessary):
D. Relief Desired:
Signature Date
Date Received:
E. Disposition by the appropriate administrator (attach additional pages, if necessary:

Signature: Date:
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APPENDIX II
FAMILY MEDICAL LEAVE ACT

(Nothing in this section shall diminish the rights or responsibilities granted to Licensed
Employees in Article 8 of the USD 290 Negotiated Agreement).

Family and medical leave as required by federal law shall be granted for a period of not
more than 12 weeks during a 12-month period. For purposes of this policy, a 12-month
period shall be defined as a fiscal year beginning July 1st and ending the following June 30th.
Spouses employed by the district may only take an aggregate of 12 weeks of leave for a birth
or placement for adoption of a child, foster care or to care for a child with a serious health
condition.

Leave is available because of:

1. The birth of a son or daughter of the employee and to care for the son or
daughter;

2. The placement of a son or daughter with the employee for
adoption or foster care;

3. The need to care for a spouse, son, daughter, or parent of the employee

because of a serious health condition; or

4. A serious health condition of the employee that prevents the employee
from performing the job functions.

5. A qualifying exigency arising because the spouse, son, daughter, or parent
of the employee is on active duty (or has been notified of an impending
call or order to achieve active duty in the Armed Forces).

6. Aspouse, son, daughter, parent or next of kin of a covered service
member if they need care from the eligible family member. Eligible
employees are, in this case, entitled to a combined total of 26 workweeks
of leave during a 12-month period.

Leave for reason 1 or 2 must be taken within 12 months of birth or placement.)

The leave shall normally be unpaid leave. However, if the employee has any paid vacation,
personal, sick or disability leave that is available for use because of the reason for the leave,
the paid leave shall be used first and counted toward the annual family and medical leave.
The superintendent will notify the employee of the beginning date of family and medical
leave and the amount of the employee’s accrued paid leave designated as family and
medical leave.

The employee is eligible for family and medical leave if he or she has been employed by the
district for at least 12 months and has worked at least 1,250 hours during the 12-month
period immediately preceding the commencement of the FMLA leave.

During the period of any unpaid family and medical leave, the board shall continue to pay
the employer’s share of the cost of group health benefits in the same manner as paid
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immediately prior to leave. Any employee portion of the cost shall be paid by the employee
to the clerk of the board on or before the payroll date or at another time as agree upon by
the employee and the superintendent prior to the commencement of the leave.

When leave is foreseeable, the employee shall give written notice 30 days in advance. If
leave is not foreseeable, the employee shall provide “such notice as is practicable”.

Upon the employee providing notice of need for leave, the employer will notify the
employee of the following within 5 business days, absent extenuating circumstances:

1. Whether or not the employee is eligible for FMLA leave; the reasons that leave
will or will not count as family and medical leave,

2. Any requirements for medical certification;

3. Employer requirement of substituting paid leave;

4. Requirements for premium payments for health benefits and employee
responsibility for repayment if employer pays employee share;

5. Right to be restored to same or equivalent job; and

6. Any employer required fitness-for-duty certification.

Family leave {reasons 1 or 2) may not be used intermittently or on a part-time basis without
the prior approval of the superintendent.

The superintendent may require an instructional employee to continue leave until the end
of the semester if the leave begins more than five (5) weeks before the end of a semester,
lasts more than three (3) weeks and the return would occur during the last three (3) weeks
of the semester.

If the leave is for a reason other than the employee’s severe health conditions, the
superintendent may require an instructional employee to continue leave until the end of a

semester, if;

1. The leave begins in the last five (5) weeks of a semester, will last more than two (2)
weeks and the return to work would occur in the last two (2) weeks of a semester; or

2. Theleave begins in the last three (3) weeks of a semester, and lasts more than five
(5) days.
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July 2008

Individual Development Plan

General Instructions:

Teacher assesses individual needs.

Teacher meets annually with his/her evaluator at the beginning of the school year to collaboratively
establish at least one goal that meets identified needs.

On their own, teacher selects appropriate staff development strategies and activities to achieve the goals.
Teacher completes the activities.

Teacher submits activities to PDC for Professional Development Points.

Teacher and evaluator meet annually to analyze progress and revise plan

o=

Sk w

Goals must be in one of the following evaluated areas. The USD 290 Evaluation Rubric should be consulted for
the specific indicators that will be evaluated.

Instructional Standards

Student Evaluation

Interpersonal Relations

Management of Educational Environment
Management - Student Behavior
Professional Responsibilities

SS<SERT
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Goal 1
Evaluated Area

Statement of Goal:

Strategies and/or Activities to achieve the Goal:

Evaluator’s Signature

Date

Goal 2

Evaluated Area

Statement of Goal:

Strategies and/or Activities to achieve the Goal:

1.

Evaluatee’s Signature
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Goal 3

Evaluated Area

Statement of Goal:

Strategies and/or Activities to achieve the Goal:

1.

2.

Last printed 9/30/2009 5:40:00 PM
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