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Procedures for Unencumbered Time 
 
The principal of each school will establish an unencumbered time schedule that will provide at 
least 30 minutes of duty-free time each regular school day for all qualified teachers and school 
nurses with the goal of providing an average of at least 150 minutes of unencumbered time per 
week.  
 
The principal will review the schedule as needed to ensure compliance with the guidelines and to 
maintain equity and fairness.   
 
The principal will also establish provisions for the safety and supervision of students by staff who 
are not entitled to unencumbered time. 
 
Reduction or Withholding of Time 
  
The board prohibits improper reduction or withholding of a qualified teacher’s or school nurse’s 
unencumbered time. A qualified teacher’s or school nurse’s unencumbered time may only be 
withheld or reduced when it is reasonable and necessary due to extreme and unavoidable 
circumstances to ensure the safety and welfare of students and staff.  
 
In determining whether an extreme and unavoidable circumstance exists, the principal will use the 
following guidelines: 
 

• A staff shortage exists when, despite reasonable efforts, the principal is unable to find a 
sufficient number of staff members and substitute teachers to maintain instruction or to 
supervise students during unencumbered time periods, and no other staff members are 
available.  

• An extreme or unavoidable circumstance exists when because of an emergency drill, 
illness, epidemic, natural or man-made disaster, the principal cannot acquire staff to 
supervise students.  

• A medical emergency exists that disrupts the ability to provide school nurses with 
unencumbered time. 

 
Reporting of improper reductions or withholdings  
  
A teacher who believes their unencumbered time has been intentionally and improperly reduced 
or withheld by their principal should follow the district’s established grievance procedure. 
Violations may result in appropriate action under the district’s disciplinary policy and may be 
sufficient cause for suspension or revocation of the principal’s educator certificate.  
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