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Globe Unified School District #1 
 

Employee Handbook 

 

2024-2025 
 

 

 

The Employee Handbook serves as a reference or guide to Globe Unified School District’s 

(GUSD) policies.   

 

The employees of GUSD have several responsibilities in relation to the Governing Board 

policies.  Those responsibilities are outlined below: 

 

• It is the responsibility of each staff member to review this handbook. It contains many 

excerpts of the personnel policies that are most often used by staff. However, it is only a 

guide to policy and is in no way all-inclusive of all policy/policies.  This handbook does 

not take the place of Governing Board policy. 

 

• All staff members are expected to thoroughly acquaint themselves with the rules, 

regulations, and other information applicable to them contained within the Governing 

Board policies. 

 

• As all policies are subject to revision by the Governing Board throughout the school year, 

please refer to the online Globe Unified School District Governing Board Policy Manual 

for additional information.  This online version is housed for Globe Unified School 

District by the Arizona School Board Association (ASBA) on their website.  ASBA’s 

website may be accessed by using the following steps: 

 

o Go to http://www.azsba.org/ 

 

o Click on “Policy Services” from the top right 

 

o Click on “School District Policy Manuals Online” 

 

o Click on the “FREE PUBLIC ACCESS CLICK HERE” link in the top box 

 

Employees are also responsible for completing the acknowledgement forms yearly and returning 

them to the Human Resources department. 

 

  

http://www.azsba.org/
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Globe Unified School District #1 

 

Vision Statement 

Capturing Hearts, Empowering Minds 

 

Mission Statement 

Globe Unified School District will use its resources to emphasize academic achievement, 

promote lifelong learning and encourage community and global service. 

 

Goals 

A. Globe Unified School District is committed to promote Excelling Schools by: 

• Recruiting and hiring the best staff possible, implementing programs to retain 

quality staff, and exploring and implementing programs to grow our own staff 

whenever possible. (Retaining Staff) 

• Providing high quality interpersonal interactions with students, staff, parents, and 

the greater community. (Customer Service) 

• Promoting student and staff involvement in the community through participation 

in community events, support of community programs and projects, and school 

visibility in community events and publications. (Community Involvement) 

• Developing programs in academics, career preparation, arts, athletics, technology, 

and any other area of study that will provide opportunities for all students to 

participate in activities that will develop their intellectual, social, and physical 

capabilities. (Success for all Students) 

• Construct and manage student curriculum in a cohesive, comprehensive program 

that includes all grade levels across the district. (District-Wide Curriculum) 

 

B. Globe Unified School District will exercise Fiscal Responsibility by: 

• Preparing and implementing budgets that allow the district to avoid borrowing for 

operational expenses. (Solvency) 

• Planning and implementing a program of preventative maintenance that preserves 

district assets. (Maintaining Resources) 

• Using available methods to operate at maximum efficiency to best serve students, 

staff, and community. (Conservative) 

• Weighing current needs against potential future needs to serve current students 

without sacrificing the ability to meet the needs of future students and considering 

the educational needs of students in the context of the community’s ability to 

meet those needs without an excessive tax burden. (Burden) 
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Globe Unified School District Governing Board 

Jackie Sanders   President 

 

Frank Grice   Clerk 

 

Frankie DalMolin  Member 

 

Lisa Brown Quintero  Member 

 

Anthony Hernandez                     Member 

 

School Board meetings are the first and third Wednesday of each calendar month and begin at 6:00 p.m.  

The meetings are regularly held in the Mofford Activity Center Conference Room; however, location may 

change.  Please contact Sasha Young for more information at 928-402-6011.  
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Welcome to the Globe Unified School District Community, 

 

We are pleased to have you as a member of our staff! We hope you will enjoy your work in our 

district and are confident that you will find your employment here to be both challenging and 

rewarding. 

 

Globe Unified School District (GUSD) is comprised of three schools (Copper Rim Elementary, 

High Desert Middle School and Globe High School) and is supported by many groups such as 

transportation, maintenance, and business services.  We all work together to capture the hearts 

and empower the minds of our students, local community and each other.  This is one of the 

things that makes GUSD a great place to work. 

 

This employee handbook has been developed to help all employees understand expectations and 

policies.  It is intended to be a guide which will outline the rules and practices governing your 

employment with the District.  

 

The Employee Handbook is not a contract or any part of a contract of employment, expressed or 

implied. This is a general publication prepared for all GUSD employees. 

 

Any and all statements and policies contained in this employee handbook are subject to unilateral 

change, in whole or in part, by the District at any time. 

 

The District has a right to change, modify, suspend, and interpret or cancel, in whole or in part, 

any of the published or unpublished personnel policies and procedures of the District without 

advance notice in its sole discretion without having to give cause, justification or consideration 

to any employee.  Recognition of these rights and prerogatives of the District is a term and 

condition of employment and continued employment. 

 

Each of you is important in educating the students attending Globe Unified School District.  

Your role as an employee of GUSD allows you to truly have a lasting impact on our local 

community and our community’s future.  We firmly believe in our vision statement of 

“Capturing Hearts, Empowering Minds” and work to ensure that it is evidenced in our actions. 

 

Feel free to contact the Human Resources Department should you have any questions regarding 

this handbook or your employment at GUSD. 

 

We hope that your employment with GUSD will be satisfying, rewarding and enjoyable. 

 

Thank you for your dedicated service to our students and district. 

 

Best Regards, 

 

 

Kayla Van Cleve  

Human Resources Manager   
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Employee Acknowledgment and Disclaimer 
 

I acknowledge that I have received and reviewed a copy of the 24/25 Globe Unified School District 

Employee Handbook.  I understand that it is my responsibility to read the Handbook.  If there are any 

policies or provisions provided to me that I do not understand, I will seek clarification from my 

immediate supervisor. I understand that this Handbook states the Globe Unified School District’s policies 

and procedures effective on the date of publication. I also understand that these policies and procedures 

are continually evaluated and may be modified, revoked, suspended, terminated, or changed in whole or 

in part, with prior notification to staff and an effective date for the change. 

 

I understand that this Handbook does not constitute an employment contract. I understand that nothing in 

this Handbook is intended to confer a property interest in my continued employment with the District 

beyond the term of my current contract (if any). I understand that I have an obligation to inform my 

supervisor of any changes in my personal information, such as phone number, address, etc. I also accept 

responsibility for contacting my supervisor if I have any questions, concerns or need further explanation. 

 

The contents of this Handbook are presented as a matter of information only. The plans, policies and 

procedures described are not conditions of employment. The District reserves the right to modify, revoke, 

suspend, terminate, or change any or all such plans, policies, or procedures, in whole or in part, with prior 

notification to staff and an effective date for the change. The language which appears in the Handbook is 

not intended to create, nor is it to be construed to constitute a contract between the District and any of its 

staff or a guarantee of continued employment. 

 

In case of direct conflict between this Handbook, rules, regulations or policies of the Board and any 

specific provisions of an individual contract, the individual contract will take precedence. 

 

This Handbook is intendent to provide staff with information regarding policies, procedures, ethics, 

expectations and standards of the District; however, this Handbook should not be considered all inclusive. 

 

Copies of Board Policies and Administrative Rules are available at http://www.azsba.org/ under “policy 

services” and then “school district policies online”.  It is important that each employee is aware of the 

policies and procedures related to his/her position. The rights and obligations of all employees are 

governed by all applicable laws and regulations, including but not limited to the following: Federal laws 

and regulations, the laws of the State of Arizona, Arizona State Administrative Code and the policies of 

the Globe Unified School Board. 

 

If any contractual relationship between the District and an employee (or group of employees) conflicts 

with any provision of this Handbook, the contract shall govern with respect to that issue. 

 

 

_______________________________   ______________________________ 
Printed Name       Signature 

 

_________________________________ 

Date 

 
 

(This form should be returned to the Human Resources Department which is located in the District Office.  The 

form will be maintained in the employees’ personnel file. After the employee ceases employment with the District, 

the District will maintain the record pursuant to its records retention schedule, or if none, for a period of no less than 

7 years).  

http://www.azsba.org/
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Statement on Sexual Harassment 
 

 

Sexual Harassment is a form of discrimination in employment and educational opportunities on 

the basis of sex. It is prohibited by Title VII of the Federal Civil Rights Act of 1964, the Title IX 

of the Education Amendments of 1972, by the Arizona Civil Rights Act, and by District policy 

(See Board Policy ACA). 

 

Sexual Harassment includes unwelcome sexual advances, requests for sexual favors, and other 

verbal or physical conduct of a sexual nature. This includes employee to student actions, student 

to employee actions, employee to employee actions and student to student actions. If you feel 

you have been sexually harassed or you know someone who has been sexually harassed, you are 

encouraged to report it immediately to your supervisor, Superintendent or the Human Resources 

Supervisor. 

 

Sexual Harassment by District employees will not be tolerated and will result in disciplinary 

action, up to and including discharge. 

 

 

Annual Public Notification of Nondiscrimination 
 

 

Globe Unified School District does not discriminate on the bases of race, color, national origin, 

sex, age or disability in admission to its programs, services or activities, in access to them, in 

treatment of individuals, or in any aspect of their operations.  Globe Unified School District 

Career and Technical Education Department does not discriminate in enrollment or access to any 

of the available programs. The lack of English language skills shall not be a barrier to admission 

or participation in the districts activities and programs. The Globe Unified School District also 

does not discriminate in its hiring or employment practices (See Board Policy AC, GBA, JB, 

IHBA). 

 

This notice is provided as required by Title VI of the Civil Rights Act of 1964, Section 504 of 

the Rehabilitation Act of 1973, Title IX of the Education Amendments of 1972, the Age 

Discrimination Act of 1975, and the Americans with Disabilities Act of 1990. Questions, 

complaints, or requests for additional information regarding these laws may be forwarded to the 

designated compliance coordinator(s) at 460 N. Willow St. Globe, AZ 85501 or at the phone 

numbers listed below: 

 

For Student Related Concerns, please contact: 

Coordinator for Special Education/Title 1: 928-402-6070 

 

For Employee Related Concerns, please contact: 

Human Resources Manager: 928-402-6041 
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SECTION ONE:  
Administrators, Certified, Support 
Staff/Classified, Nurses 
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DRUG-FREE WORKPLACE 
No employee shall violate the law or District policy in the manufacture, distribution, dispensing, 

possession, or use, on or in the workplace, of alcohol or any narcotic drug, hallucinogenic drug, 

amphetamine, barbiturate, marijuana, or any other controlled substance, as defined in schedules I through 

V of section 202 of the Controlled Substances Act (21 U.S.C. 812) and as further defined by regulation at 

21 C.F.R. 1308.11 through 1308.15. 

 

Workplace includes any school building or any school premises and any school-owned vehicle or any 

other school-approved vehicle used to transport staff members or student to and from school or school 

activities or on school business.  Off school property, the workplace includes any school-sponsored or 

school-approved activity, event, or function where students or staff members are under the jurisdiction of 

the District. In addition, the workplace shall include all property owned, leased, or used by the District for 

any educational or District business purpose. 

 

Any employee who has been convicted under any criminal drug statute for a violation occurring in the 

workplace, as defined above, shall notify the supervisor within five (5) days thereof that such conviction 

has occurred. 

 

As a condition of employment, each employee shall abide by the terms of the District policy respecting a 

drug-free workplace. 

 

Any employee who violated this policy in any manner is subject to discipline, which may include, but is 

not limited to, dismissal.  (See Board Policy GBEC) 

 

 

ABSENCE PROCEDURES 
 

Any employee who will be absent for any reason will report such absence to the Human Resources 

Department by calling 928-402-6051 or by utilizing ReadySub AND by submitting a leave request online 

through the iVisions Portal. 

 

Employees are encouraged to report pending leave as soon as possible.  All leave requests can be reported 

early.  Leave may be reported for more than one day at a time as long as it is reported prior to the 

absence. 

 

It shall be the responsibility of the teacher to notify the Human Resources Department (928-402-6051) or 

utilize ReadySub as soon as possible if a substitute teacher is needed.  

 

 

TYPES OF LEAVE 
a) General Leave 

 

Each employee shall be credited with a leave allowance at the rate of one (1) day per calendar 

month worked: 

  Twelve (12) month employees………………Twelve (12) days 

  Eleven (11) month employees……………….Eleven (11) days 

   Ten (10) month employees…………………..Ten (10) days 
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Employees are expected to notify their supervisor and the Human Resources Department in 

advance of a planned absence.  When accumulated General Leave has been exhausted, the 

employee must request an unpaid leave of absence, pursuant to district policy. 

 

Any employee who can be shown to have willfully violated or misused the District’s general 

leave policy or misrepresented any statement or condition will be subject to discipline, which 

may include reprimand, suspension or dismissal. The employee may initiate the applicable 

personnel process to resolve disagreements or disputes.  (See Board Policy GCCA) 

 

b) Vacation Leave 
 

Only Twelve (12) month classified employees are eligible to earn vacation. (See Board Policy 

GDD). 

  Less than 12 months………………No Vacation 

  1-2 years….……………………….1 week 

  2-5 years…………………………..2 weeks 

  6-15 years…………………………3 weeks 

  16-29 years………………………..4 weeks 

  30 or more years…………………..5 weeks 

 

c) Bereavement Leave 
 

An employee may use up to five (5) days of leave per year to be used in the event of death in the 

employee’s immediate family.  Bereavement leave is paid and will not be deducted from an 

employees’ general or vacation leave. All bereavement leave must be approved by the 

Superintendent.  Any additional bereavement leave beyond these limits shall be charged to an 

employee’s accrued leave. Employees are expected to follow absence procedures when utilizing 

bereavement leave. (See Board Policy GCCA).   

 

For purposes of this policy, an immediate family member is defined as a spouse, parent, children, 

siblings, and grandparents (including step and in-law for all listed). (See Board Policy GCCH) 

 

d) Qualified Days 
 

A qualified day means a day an employee may not be absent, except in the event of a documented 

appointment of the employee or his/her immediate family.  Qualified days include, but are not 

limited to, the first two weeks and last two weeks of instructional days of a school year, the 

instructional day immediately before and immediately after a holiday and the instructional days 

scheduled for assessment testing. 

 

An employee who does not submit documentation within two weeks of the qualified day absence 

will have their pay docked for missed time.   

 

e) Family and Medical Leave Act (FMLA) 
 

The District shall fully comply with the Federal Family and Medical Leave Act and all interim 

and final regulations interpreting the FMLA issued by the U.S. Department of Labor. 

Accordingly, all portions of this procedure that pertain to the FMLA shall be interpreted in a 

manner consistent with the FMLA and its regulations. Subject to the conditions set forth herein, 

any eligible employee (having completed twelve (12) months and one thousand two hundred and 



13 

 

fifty (1,250) hours of service with the district) of the District may take up to twelve (12) weeks of 

leave (FMLA Leave) during any twelve (12) month period, without pay, for any one or more of 

the following reasons: 

 

▪ Birth of a child 

▪ Adoption/Foster care placement 

▪ As the primary care giver for a spouse, child or parent if that person has a serious 

health condition 

▪ If a serious health condition renders the employee incapable of performing the 

functions of his/her job. 

(See Board Policy GCCC-EB, GCCC, and GCCC-EC) 

 

Calculations of the twelve (12) month period: For the calculation of the twelve (12) month period 

used to determine employee eligibility for FMLA, this Plan uses: 

▪ A rolling twelve (12) month period is measured backwards in time from the date the 

employee uses any FMLA leave. 

 

Serious Medical Condition means an illness, injury, impairment, or physical condition that 

involves inpatient care in a hospital, hospice, or residential medical facility, or outpatient care 

with continuing medical treatment by a licensed physician. 

 

Employee Eligible for FMLA: any employee who has been employed by the district at least 

twelve (12) months and who has completed at least one thousand two hundred fifty (1,250) hours 

of service, with this District, immediately prior to the time the FMLA is to commence shall be 

eligible for FMLA leave. 

 

Employee Application for FMLA:  An employee must provide the District’s Human Resources 

Department at least thirty (30) days’ notice before the FMLA leave is to begin if the need for the 

leave is foreseeable based on an expected birth, placement for adoption, or foster care, or planned 

medical treatment for a serious health condition of the employee or family member.  If thirty (30) 

days’ notice is not practicable, notice must be given as soon as practicable.  The notice shall be in 

the form of a request for leave of absence as specified in this policy. The District may deny 

FMLA leave to any eligible employee until such a time as the employee has provided the required 

notice. 

 

Medical Certification: All medically related FMLA leave shall be supported by medical 

certificate provided by the employee and their appropriate health provider in the form of the 

exhibit accompanying this policy.  In any instance where the FMLA leave must be preceded by 

thirty (30) days’ notice, the medical certificate should accompany the request for leave of 

absence. In any other instance, the medical certificate should be provided within fifteen (15) days 

after the FMLA commences.  The employee may be requested to prove recertification of medical 

conditions in support of leave if the District feels the circumstances so warrant and notice is 

given.  Recertification shall generally not be required for intervals shorter than thirty (30) days. 

 

Special end of semester circumstances for instructional employees: Under each of the following 

conditions, leave for an instructional employee may be required to continue to the end of the 

academic semester: 

▪ Leave begins more than five (5) weeks before the end of the semester, leave is for at 

least three (3) weeks, and return to employment would occur during the last three (3) 

weeks of the semester. 
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▪ Leave other than for the employee’s serious health condition begins with the last five 

(5) weeks of the semester, leave is for greater than two (2) weeks duration, and return 

to employment would occur during the last two (2) weeks of the semester. 

▪ Leave other than for the employee’s serious health condition begins within the last 

three (3) weeks of the semester and leave exceeds five (5) working days. 

 

The District will post notices in conspicuous places of the District premises that provides a 

summary of FMLA and information on how to file a charge about an FMLA violation. 

 

Health Care Continuation: An employee taking FMLA leave shall be entitled to have the health 

care plan in which the employee is participating continue under the same terms and conditions 

applicable to actively working employees. While an employee is officially on such a family or 

medical leave, they can keep medical and dental coverage for themselves and their dependents in 

effect during that family and medical leave period by continuing to pay the contributions. During 

that period, the employee’s medical, dental and vision coverage will be kept in effect. Since the 

employee will not be paid while on family and medical leave, they may: 

a) Pay the contributions as they come due on the dates they would have been paid by 

sending a check to the Human Resources Department; or 

b) Make other arrangements with the District as agreed upon prior to taking leave. 

 

An employee can elect to or the District can require that “paid leave” be taken during family and 

medical leave in order to ensure the employee and premiums are paid. 

 

f) Military Leave 
 

An employee who is a member of the Military Reserve or National Guard shall be entitled to a 

leave of absence without loss of time, pay or efficiency rating when engaged in field training. 

(A.R.S. 26-168 and 38-610).  It is the responsibility of the employee to notify the Superintendent 

at least eight (8) days prior to the beginning of such leave except when such notification is not 

possible. (See Board Policy GCCD) 

 

g) Civic Duty Leave 
 

Any employee called to serve jury duty shall be granted paid leave for such service.  Individuals 

so called are to report their anticipated absence to their immediate supervisor and Human 

Resources as soon as possible. An Affidavit of Proof of Service must be provided to Human 

Resources upon return from Jury Duty. Employees are expected to complete the normal absence 

reporting process.  Employees must turn in any monetary amount received from jury duty to 

Human Resources. (See Board Policy GCCD) 

 

If an employee is subpoenaed to appear in court, for guidance, he/she may contact the Human 

Resources Department prior to the court appearance.  If the subpoena is for a school related item, 

the employee shall be granted school business days.  If the subpoena is for a non-school related 

item, the employee shall use all accumulated leave.  If all leave is exhausted, the employee shall 

request, in writing, a leave of absence from the Superintendent. 

  

h) Leave of Absence 
 

Upon recommendation of the Superintendent and approval by the Governing Board, leave 

without compensation may be granted for a period of up to one year.  The applications for and 
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granting of such leaves of absence shall be in writing. In addition, a certified staff on such leave 

shall notify the Human Resources Department by March 15th of the school year as to intent to 

return to employment with the District.  Failure to notify the District will be considered an 

abandonment of position. (See Board Policy GCCC) 

 

 

EMPLOYEE BENEFITS 
 

a) Medical Insurance 
 

Medical insurance is provided to all employees working thirty (30) hours or more per week.  

Questions concerning this program should be forwarded to the Human Resources Department 

(See Board Policy GDBD) 

 

Note:  Effective date of insurance coverage is the first of the month following hire date for 

Administrative and Certificated employees and after the 90 calendar day probation period for 

classified employees.  Termination of insurance is the last day of the month following termination 

date. 

 

b) Dependent Coverage 
 

Health insurance coverage is available for the spouse and children of eligible employees through 

payroll deduction at the employee’s expense. 

 

c) Life Insurance 
 

A life insurance policy is provided for all employees working thirty (30) hours or more per week. 

 

d) Employee Heir Benefits 
 

In the event of the death of an employee, the legal heirs of the deceased employee shall be 

awarded, as soon as possible, the District Life Insurance Policy Death Benefit and any accrued 

salary benefits earned by the employee.  This would include financial reimbursement for unused 

sick leave and vacation. Vacation days accrued to date of death will be paid on a current daily 

rate. 

 

e) Recognition for Faithful Service 
 

Employees with ten (10) or more years of faithful continuous service in the District will be paid, 

upon resignation, for any unused general leave up to two thousand eighty (2080) hours but no 

more than the employee’s contract.  A letter of resignation shall be filed with the Superintendent 

no later than May 15 of the year of resignation.  Reimbursement shall be provided at the rate of 

one-half (1/2) of the certificated substitute teacher’s salary in effect at the time for each unused 

day of sick leave. 

 

f) Admission to Athletic Events 
 

Employees may use their GUSD photo identification for admission to GUSD athletic events.  

This pass shall admit the employee and one (1) guest. 
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STAFF ETHICS 
 

All employees of the District are expected to maintain high standards in their school relationships. These 

standards must be idealistic and at the same time practical, so that they can apply reasonable to all staff 

members. The employees acknowledge that the schools belong to the public they serve for the purpose of 

providing educational opportunities to all. However, every employee assumes responsibility for providing 

leadership in the school and community. This responsibility requires the employee to maintain standards 

of exemplary conduct. It must be recognized that the employee’s actions will be viewed and appraised by 

the community, associates, and students. To these ends, the Board adopts the following statements of 

standards. 

 

The school employee is expected to: 

 

▪ Make the well-being of students the fundamental value of all decision making and actions. 

▪ Maintain just, courteous, and proper relationships with students, parents, staff members, and 

others. 

▪ Fulfill job responsibilities with honesty and integrity. 

▪ Obey local, state, and national laws and does not knowingly join or support organizations that 

advocate, directly or indirectly, the overthrow of the government. 

▪ Implement the Governing Board’s policies and administrative rules and regulations. 

▪ Maintain the standards and seek to improve the effectiveness of the profession through research 

and continuing professional development. 

▪ Stress the proper use and protection of all school properties, equipment, and materials. 

▪ Honor all contracts until fulfillment or release. 

 

In the performance of duties, employees shall keep in confidence such information as they may secure 

unless disclosure serves District purposes or is required by law. (See Board Policy GBEA) 

 

 

STAFF CONDUCT 
 

All employees of the District are expected to conduct themselves in a manner consistent with effective 

and orderly education and to protect students and District property. No employee shall, by action or 

inaction, interfere with or disrupt any District activity or encourage such disruption. No employee, other 

than one who has obtained authorization from the appropriate school administrator, shall carry or possess 

a weapon on school grounds. All employees shall at all times attempt to maintain order, abide by the 

policies, rules and regulations of the District, and carry out all applicable orders issued by the 

Superintendent. 

 

Potential consequences to employees of the District who violate these rules may include, but are not 

limited to: 

 

▪ Removal from school grounds 

▪ Warning 

▪ Reprimand 

▪ Suspension 

▪ Dismissal 

 

Staff members are to report any suspected crime against a person or property that is a serious offense, 

involves a deadly weapon or dangerous instrument or that could pose a threat of death or serious injury to 
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employees, students or others on school property. All such reports shall be communicated to the 

Superintendent who shall be responsible for reporting to local law enforcement. 

 

Any administrator, teacher, or other school employee entrusted with the care and supervision of a minor 

may use reasonable and appropriate physical force upon the minor to the extent reasonably necessary and 

appropriate to maintain order. Similar physical force will be appropriate in self-defense, in the defense of 

other students and school personnel, and to prevent or terminate the commission of theft or criminal 

damage to the property of the District or the property of persons lawfully on the premises of the District. 

 

The threat or use of physical force is not justified as a response to verbal provocation alone, nor when the 

degree of physical force used is disproportionate to the circumstances or exceeds that necessary to avoid 

injury to oneself or to others or to preserve property at risk. 

 

No employee, while on or using school property, otherwise acting as an agent, or working in an official 

capacity for the District shall engage in: 

 

▪ Physical or verbal abuse of, or threat of harm to, anyone. 

▪ Causing damage, or threat of damage, to property of the District or property of a member of the 

community or a visitor to the school when the property is located on premises controlled by the 

District. 

▪ Use, possession, distribution, or sale of alcohol or of drugs or other illegal substances. 

▪ Use of profane or abusive language, symbols, or conduct. 

▪ Failure to comply with the lawful direction of District officials, security officers, or any other 

law-enforcement officer, or failure to identify oneself to such officials or officers when lawfully 

requested to do so. 

▪ A violation of District policies or regulations. 

 

In addition to the foregoing, all staff members are expected to: 

 

▪ Acquaint themselves with the rules, regulations, and other information applicable to them 

contained within policies of the Board. 

▪ Conduct themselves in a manner consistent with the effective and orderly education and to protect 

the students and District property. 

▪ Maintain order in a manner consistent with District policies and regulations. 

▪ Dress and maintain a general appearance that reflects their position and does not detract from the 

educational program of the school. 

▪ Comply promptly with all orders of the Superintendent and the administrator who is their 

immediate supervisor. 

 

Employees of the District who violate these rules are subject to disciplinary action. (See Board Policy 

GBEB and GBEB-R) 

 

 

GRIEVANCE PROCEDURES 
 

A grievance is a complaint by a District employee alleging a violation or misinterpretation, as to the 

employee, of a District policy or regulation that directly and specifically governs the employee’s terms 

and conditions of employment. The term grievance shall not apply to any matter for which the method of 

review is prescribed by law, or the Governing Board is without authority to act. The suspension or 

dismissal of employees is covered by statute and, therefore, is not a grievable matter.  Assignment, 
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reassignment, or transfer of an employee to another position or duties is not grievable beyond the 

Superintendent unless there is a reduction in compensation or the Superintendent requires that it go to the 

Board. 

 

A grievant shall be any employee of the District filing a grievance. 

 

Terms and conditions of employment mean the hours of employment, the compensation therefore, 

including fringe benefits, and the employer’s personnel policies directly affecting the employee.  In the 

case of professional employees, the term does not include educational policies of the District. A day is 

any day during which the District conducts business. The immediate supervisor is the lowest-level 

administrator having line supervisory authority over the grievant.  (See Board Policy GBK-R) 

 

Informal Procedure 

 

Before filing a formal written grievance, the grievant must attempt to resolve the matter by one (1) or 

more informal conferences with the immediate supervisor. The first of these informal conferences must 

be conducted within ten (10) days after the employee knew, or should have known, of the act or omission-

giving rise to the grievance. A second or any subsequent conference must occur within five (5) days after 

the initial informal conference, or any subsequent conference, and the employee is entitled to 

representation. 

 

Formal Procedure 

 

Level One:  Within fifteen (15) days after the employee knew, or should have known, of the act or 

omission-giving rise to the grievance, the grievant must present the grievance in writing to the immediate 

supervisor.  

 

The grievance shall be a clear, concise statement of the circumstances giving rise to the grievance, a 

citation of the specific article, section, and paragraph of the policy or regulation that directly and 

specifically governs the employee’s terms and conditions of employment that are alleged to have been 

violated, the decision rendered at the informal conference, and the specific remedy sought. 

 

The immediate supervisor shall communicate a decision to the employee in writing within ten (10) days 

after receiving the grievance. 

 

Within the above time limits either party may request a personal conference to attempt to resolve the 

matter and the employee is entitled to representation. 

 

Level Two: In the event the grievant is not satisfied with the decision at Level I, he/she may appeal the 

decision to the Human Resources Supervisor within ten (10) days after receiving the Level I decision. The 

written appeal shall contain the following: a copy of the original grievance, the decision rendered at Level 

I, and a clear, concise statement of the reasons for the appeal. 

 

The Human Resources Supervisor shall communicate a decision in writing to the grievant, with a copy 

given to the Superintendent, within ten (10) days after receiving the grievance. The grievant may request 

a hearing at this level and is entitled to representation. 

 

Level Three: In the event the grievant is not satisfied with the decision at Level II, the decision may be 

appealed to the Superintendent within five (5) days after receipt of the decision. 
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The appeal shall include a copy of the original grievance, the decision rendered, and a clear, concise 

statement of the reasons for the appeal.  The Superintendent shall communicate a decision within ten (10) 

days after receiving the appeal. Either the grievant or the Superintendent may request a personal 

conference within the above time limits.  The grievant may request a hearing at this level and is entitled to 

representation. 

 

Level IV: If the grievant is not satisfied with the decision at Level III, the grievant may, within five (5) 

days, submit an appeal in writing to the Superintendent for consideration by the Governing Board. 

 

General Provisions 

 

Section 1:  Failure at any step of this procedure to appeal a grievance to the next step within the specified 

time limits shall be deemed an acceptance of the decision rendered at that step, and there shall be no 

further right of appeal. Failure to file a grievance within fifteen (15) days after the employee knew, or 

should have known, of the circumstances upon which the grievance is based shall constitute a waiver of 

that grievance. 

 

Section 2: The filing or pendency of any grievance under the provisions of this policy shall in no way 

operate to impede, delay, or interfere with the jurisdiction of the Governing Board or Superintendent. 

 

 

CONFLICT OF INTEREST 
 

Employment of Close Relatives 

 

No person employed by the District may be directly supervised by a close relative. This policy applies for 

summer or part-time work as well as for full-time employment. 

 

A dependent of a Board member cannot be hired in the District except by consent of the Board. The 

District cannot employ the spouse of a Board member. 

 

Business Relations 

 

Any employee who has, or whose relative has, a substantial interest in any decision of the District shall 

make known this interest in the official records of the District, and shall refrain from participating in any 

manner as an employee in such a decision. 

 

Vendor Relations 

 

No employee of the District will accept gifts from any person, group, or entity doing, or desiring to do, 

business with the District. The acceptance of any business-related gratuity is specifically prohibited, 

except for widely distributed advertising items of nominal value. 

 

District Purchase from Employees 

 

The District must comply with competitive purchasing rules for any acquisition of goods or services from 

District employees regardless of the dollar amount. The District may acquire equipment, materials, 

supplies, or services from its employees only under an award or contract left after public competitive 

bidding (A.R.S. 38-503; A.G.O. I06-002).   (See Board Policy GBEAA) 
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ACCIDENTS WHILE ON DUTY 
 

All employees have a responsibility to maintain safe conditions in their work areas, making safety a part 

of the normal work routine. Examples of safety precautions are not leaving drawers open, not climbing on 

unstable ladders, keeping your eye on the pathway and using caution when opening doors that swing 

outwards. 

 

If an accident does occur while you are on duty, you are protected under Workers Compensation of 

Arizona. Any injury sustained by an employee while on school property or on official school business, no 

matter how slight, must be reported immediately to your immediate supervisor who will record it.  

Eligibility for compensation may be affected if the accident is not reported or not reported in a timely 

manner. If the injury requires first aid treatment, you should report to the health office at your site. 

 

Questions or concerns about safety and Workers Compensation should be directed to your immediate 

supervisor or to the Human Resources Department at 928-402-6041. 

 

You are responsible for making regular safety inspections before using district equipment. If equipment is 

unsafe, report it to your supervisor and do not use the equipment until it has been repaired. An important 

part of your job is maintaining the equipment in the best possible condition for safe operation. 

 

Disregarding normal and prudent safety precautions may result in disciplinary action. 

 

Workers Compensation 

 

If an employee is injured by an accident arising out of and in the course of employment, that employee is 

entitled to compensation and should obtain medical treatment as soon as possible. 

 

Any employee of the District who suffers a job-related injury/accident must file a report with the 

District’s Human Resource Department within five (5) days after the date of occurrence. Should 

circumstances render the individual unable to submit such a report within five (5) days, the time limit may 

be extended. 

 

The emergency room will be responsible for reporting the circumstances of the injury to the District, the 

Industrial Commission, and the District’s insurance carrier. 

 

During the first seven (7) days of absence due to the job-related injury/accident the employee will be 

placed on general leave, provided the employee has accumulated sufficient general leave. 

 

If a job-related injury/accident results in more than seven (7) days’ absence, the insurance carrier will be 

responsible for handling the claim for lost pay. 

 

Blood-Borne Pathogens 

 

All employees who, as a result of their employment, have had significant exposure to blood-borne 

pathogens (Hepatitis B/Human Immunodeficiency Virus) are required to report the details of the exposure 

in writing to the District and are required to follow post-exposure evaluation and follow-up activities in 

accordance with State and Federal laws. An employee who chooses not to complete these reporting 

requirement will be at risk of losing any claim to rights. 
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ACTIVITY FUND MANAGEMENT 
 

Please see the Student Funds Handbook 

 

 

EMPLOYEE ASSISTANCE 
 

GUSD offers all employees’ access to an Employee Assistance Program.  The program provides 

employees with a limited number of confidential and no cost/short term counseling.  The EAP program 

provides free help with personal, family and employee related program.  In addition, access is provided to 

overall life wellness options like reduced costs to museums, movies and theme parks to help employees 

have access to fun events outside of work.    

 

Employees may be required by the Superintendent, for purposes of employment or retention, to submit to 

such tests or examinations, as a licensed physician deems appropriate. 

 

When, in the opinion of the immediate supervisor and/or the Superintendent, the employee’s physical or 

emotional condition warrants, the District may require a complex examination, at District expense, by a 

licensed physician selected by the District. (See Board Policy GBGC) 

 

 

STAFF PROPERTY 
 

The District shall not assume responsibility for the loss of, or the damage to, personal property stored, 

installed, or used on school premises. 

 

 

CARE OF DISTRICT PROPERTY 
 

It is the desire of the District that all employees maintain high standards regarding district property. 

 

The proper use and protection of all school properties is essential. Equipment and materials should be 

maintained in a respectable manner. 

 

Any accidental or intentional damage or vandalism should be reported to your principal or supervisor. 

 

 

CASH IN DISTRICT BUILDINGS 
 

Monies collected by employees and by student treasurers shall be handled in accordance with prudent 

business procedures as outlined by the U.S.F.R.  All monies collected shall be receipted, accounted for, 

and directed without delay to the proper location of deposit. 

 

In no case shall money be left overnight in school buildings, except in safes provided for safekeeping of 

valuables. (See Board Policy DM) 
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CHILD ABUSE 
 

Any school personnel or any other person who reasonably believes that a minor is or has been the victim 

of physical injury, child abuse, or neglect that appears to have been inflicted upon the minor by other than 

accidental means or is not explained by the available medical history as being accidental in nature, or who 

reasonably believes there has been a denial or deprivation of necessary medical treatment or surgical care 

or nourishment with the intent to cause or allow the death of an infant who is protected under A.R.S. 36-

2281 shall immediately report or cause reports of such information to be made to a peace officer or to 

Child Protective Services (CPS) of the Department of Economic Security, except if the report shall be 

made to a peace officer only. Such reports shall be made immediately by telephone or in person and shall 

be followed by a written report within seventy-two (72) hours. Such reports shall contain: 

 

▪ The names and addresses of the minor, the parents, or the person or persons having custody of 

such minor, if known. 

▪ The minor’s age and the nature and extent of the minor’s abuse, child abuse, or physical injuries 

or neglect, including evidence of previous abuse, child abuse physical injury or neglect. 

▪ Any other information that such person believes might be helpful in establishing the cause of the 

abuse, child abuse, physical injury or neglect. 

 

A person furnishing a report, information, or records required or authorized under Arizona Revised 

Statutes or a person participating in a judicial or administrative proceeding or investigation resulting from 

a report, information, or records required or authorized under Arizona Revised Statutes is immune from 

any civil or criminal liability by reason of such action unless such person has acted with malice or unless 

such persona has been charged with or is suspected of abusing or neglecting the child or children in 

question. (See Board Policy JLF) 

 

 

CORPORAL PUNISHMENT 
 

The Globe Unified School District #1 disallows corporal punishment. (See Board Policy JKA) 

 

 

PERSONNEL RECORDS AND FILES 
 

Professional employees are required to supply the Human Resources Department with current and 

complete official transcripts of all college credits. It is the duty and responsibility of each certificated 

employee to keep such certification current. 

 

The District will maintain a complete and current official personnel file for each District employee. 

Employees will be advised of, and will be permitted to review and comment on, all information of a 

derogatory nature to be placed in their respective personnel files. 

 

All documents within a personnel file are confidential; and the District may create such sub-files within a 

personnel file as are appropriate to ensure confidentiality and efficient use of the file. Access to personnel 

files will be limited to authorized District officials and employees. Individual Board members shall have 

access only when specifically authorized by the Board, as evidenced by action of a quorum of the Board 



23 

 

in a legal meeting properly noticed. Employees may review their own files by making written request to 

the Human Resources Supervisor. Confidential information obtained prior to an employee’s employment, 

such as recommendation, will not be available for review by the employee. 

 

Documents within a personnel file may be reviewed by the public only to the extent that disclosure is 

compelled as a public record. 

 

STAFF PROTECTION 
 

The Board will be vigorous in its protection of all employees from physical and/or verbal abuse. 

 

▪ Any employee who is threatened with harm is to notify the principal or supervisor immediately, 

and steps are to be taken at once to protect the employee’s safety. 

▪ The Board will protect employees through a comprehensive liability insurance program. A copy 

of such policy is available for inspection in the Business Office. 

▪ The Board will hold harmless and defend any District employee from claims for damages caused 

or alleged to have been caused in whole or in part by that employee while performing assigned 

duties as an employee of the District under the provision of the District’s liability policy, whether 

or not that person is employed by the District at the time the claim is made, provided that the 

District will not be obligated to assume any costs or judgments held against the employee when 

such damages are proved to be due to the employee’s willful negligence, violation of law, or 

criminal act as determined by a court of law. 

 

 

DRESS CODE 
 

All District employees who are in the position of meeting students, parents and the general public are 

expected to dress as professionals and model appropriate attire for students and the educational 

community. It is recognized employees enjoy the freedom to express their individuality; however, it is 

expected that certain standards for appearance be met while fulfilling their job responsibilities as a Globe 

Unified School District (GUSD) employee. It is necessary that dress and personal appearance be 

appropriate for a school setting and not disrupt the classroom atmosphere or educational process. 

Minimally, professional standards of dress shall include the following expectations:  

 

• Clothing to be neat, clean and free of holes or tears. 

• Graphic representations on clothing, accessories, or body (visible tattoos) shall not display 

profane language or images. 

• Tracksuits, sweat pants, athletic wear, or sleep wear are not permitted. 

• Denim blue jeans (non-distressed) are permitted on Thursdays, only. Colored denim (non-

distressed) are permitted.  

 

It is recognized that for certain staff or on certain occasions there may be exceptions to these expectations 

and will be at the discretion of the site supervisor. 
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OATH OF OFFICE 
 

Every school employee shall take and subscribe to the oath prescribed from public officers pursuant to 

A.R.S. 38-231.  The person taking the oath shall file a copy of the acknowledgement in the District 

Office. The District Office shall keep such copy on file as long as the employee remains employed by the 

District and for a period of five (5) years after termination of employment with the District. (See Board 

Policy GDFA) 

 

 

NON-SCHOOL EMPLOYMENT 
 

A regular, full-time employee’s position in the District shall be given precedence over any type of outside 

work or self-employment. Employees are free to carry on individual work or self-employment projects as 

long as no District facilities, school(s), or equipment are used, except as provided by policy, and the 

outside work or self-employment does not interfere with the employee’s performance of District assigned 

duties. 

 

The outside work done by a staff member is of concern to the Board in so far as it may: 

 

▪ Prevent the employee from performing his/her responsibilities in an effective manner. 

▪ Be prejudicial to proper effectiveness in the position or compromise the District. 

▪ Raise a question or Conflict of Interest; for example, whether the employee’s position in the 

District gives him/her access to information or other advantage useful to the outside employer. 

 

Therefore, an employee may not perform any duties related to an outside work or self-employment during 

regular District working hours or during the additional time that is needed to fulfill the responsibilities of 

the District position. Employees who violate this policy are subject to reprimand, suspension or 

termination. 

 

 

PAYROLL DEDUCTIONS 
 

Federal income tax, state income tax, Social Security, Medicare, and employee contributions to the 

Arizona State Retirement System will be deducted as mandated by State and Federal Statutes.  All other 

deductions must be authorized by the Board and the employee unless ordered by a court of competent 

jurisdiction. 

 

The following deductions have been authorized by the Board: 

 

▪ Insurance premiums for staff members or dependents that are being covered under Board –

approved Section 125 cafeteria programs. 

▪ Direct deposits of net payroll with financial institutions. 

▪ Tax-sheltered annuities for companies approved by the District 

 

Any questions regarding payroll should be directed to the Payroll Department at 928-402-6050. 
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PURCHASING PROCEDURES 
 

Purchases 

 

▪ No purchase may be made without a previously approved written purchase order. 

▪ No supply or service can be purchased without a purchase order. 

▪ Submit a requisition for a Purchase Order and allow five (5) days for processing. 

▪ Fill out the requisition completely. You may need more than one. 

▪ To order from the warehouse, use the proper forms. 

 

Purchasing Ethics Policy 

 

The District’s Governing Board members and employees shall not use their offices or positions to receive 

any valuable things or benefits that would not ordinarily accrue to them in the performance of duties if the 

things or benefits are of such value or character as to manifest a substantial and improper influence upon 

the performance of their duties. This policy should not be construed to prohibit District Governing Board 

members and employees from accepting inexpensive novelty advertising items and holiday gifts or 

occasional business meals. 

 

Questions regarding purchase orders should be directed to the Business Office – Procurement Specialist at 

928-402-6042. 

 

Receiving and Payment 

 

▪ All invoices received by a teacher or school are to be sent immediately to the Business Office. 

▪ All Central Receiving will be handled through the District Warehouse. The Receiving Clerk will 

handle receipts of merchandise, and the merchandise will then be delivered to the requisitioner. 

▪ If the requisitioner is picking up the merchandise, he/she must be sure the merchandise is checked 

in through Central Receiving. 

 

Questions regarding receiving should be directed to the Receiving Clerk at 928-402-6088. 

 

 

STAFF GIFTS AND SOLICITATIONS 
 

Gifts 

 

Students, parents, and other patrons of the District shall be discouraged from the routine presentation of 

gifts to employees. This shall not be interpreted as intended to discourage acts of generosity in unusual 

situations, and simple remembrances expressive of affection or gratitude shall not be regarded as 

violations of this policy. 

 

Gifts to students by staff members shall be discouraged. Simple remembrances of certain occasions to all 

students in a class or section shall not be regarded as a violation of this policy. 

 

Solicitations 

 

A school employee’s position in the District shall not be used to influence parents or students to purchase 

books or other merchandise, except for material approved by the Superintendent for use in the classroom. 
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Staff member solicitation(s) of other employees and/or students for any profit, nonprofit, or charitable 

groups, institutions, or organizations must have the approval of the Superintendent in advance. 

No other solicitations shall be made by or of employees during official duty time. (See Board Policy 

GBEBC) 

 

 

WORK RELATED TRAVEL  
 

Employees who must travel in conjunction with their jobs shall be eligible for reimbursement for the total 

allowable amount per mile under the Arizona Department of Administration. 

 

 

SUMMER/OFF CONTRACT EMPLOYMENT 
The district recognized that, in order to provide a quality educational program, certain positions may 

require additional contract days.  Employees who work additional contract days will be paid on a stipend 

basis (as long as they are not included in the original contract).  The District shall advise the employees of 

the task(s), rate of pay and total hours to complete the task. The District may first offer these positions to 

the employees to whom such task(s) are most relevant. An application process will be used when 

appropriate. 

 

 

PROFESSIONAL STAFF DEVELOPMENT OPPORTUNITIES 
 

The Superintendent, under the direction of the Board, will provide opportunities each year for 

professional growth. These will include, within budgetary limitation, special in-service training courses 

and workshops, a professional library, and assistance from supervisors and consultants. 

 

Special in-service days will be a part of the yearly school calendar. These days are part of the work 

expected in the yearly contract. Specific days at the beginning of each school year will be identified for 

in-service and/or teacher workdays with additional days during the school year. 

 

In line with such opportunities, the Board encourages educational research by staff members when the 

conduct of the project does not conflict with the major functions of the schools. 

 

If a certified employee wishes to attend an off campus workshop seminar, the District office requires a 

signed program or agenda. If the workshop/seminar offers substitute reimbursement, the employee is 

required to provide the District Office with the properly approved leave request. 

 

 

LICENSE REQUIREMENTS 
 

Persons employed in positions which require them to drive District vehicles are required to have or obtain 

the appropriate Driver’s License for the vehicle operated before or immediately following employment, 

and must maintain a valid license while the driving of District vehicles remains a job requirement.  Costs 

associated with licensing will be borne by the employee. 
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TRANSPORTATION 
 

Please see the Transportation Handbook 

 

 

TECHNOLOGY DEPARTMENT 
 

The Technology Department at GUSD is responsible for: 

 

▪ All hardware and software – including our local area network 

▪ Phone system 

▪ Internet access  

▪ Technology staff development 

▪ Data and voice cabling 

 

This handbook contains information, which will assist you in utilizing the technology available to you. 

Please review the information carefully. 

 

The technology department can be reached at 928-402-6069 and 928-402-6098. 

 

 

Phone 

 

There are three components within the voice mail system that you may need to adjust: 

 

1. Password 

2. Recorded Name 

3. Recorded Message 

 

Email 

 

Every staff member has the ability to have a district email account. This email can be accessed from any 

computer with internet access (on campus and off) utilizing the exchange web interface. 

 

Personal Technology 

 

Globe Unified School District will not be responsible for any loss or damage to your personal equipment, 

nor will the technology department be required to assist or resolve any problems with your devices. If you 

do bring your own devices, we require that up-to-date anti-virus is on that device. 

 

Acceptable Use Policy 

 

All students and staff utilizing GUSD workstations are required to sign an Acceptable Use Policy (AUP). 

Please make sure that you understand and sign an AUP. 
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STATEMENT OF PURPOSE 
 

The purpose of this document is to identify those items related to working conditions, benefits, and 

salaries that have been approved by Globe Unified School Districts’ Governing Board for Assistant 

Principals, Principals, Deans, Directors, Coordinators, Supervisors, Athletic Directors and Managers. 

 

The success of a total school program is directly related to the performance of these District employees.  

It is the intent of the Governing Board to provide the working conditions, benefits, and salary that allow 

the District to attract and retain high quality staff in these positions. The compensation structure described 

in this document is built-in, an attempt to reflect equality, comparability, and level of responsibility. 

 

 

DEFINITIONS - ADMINISTRATORS 
 

Certificated Administrator:  Any administrator whom the Governing Board requires, in his/her 

position, to hold certification by the State of Arizona Department of Education. 

 

Non-Certificated Administrator: Any administrator whom the Governing Board does not require, in 

his/her position, to hold certification issued by the State of Arizona Department of Education. 

 

Day:  Day shall mean contract day unless specified otherwise. 

 

Fiscal Year:  July 1, 2024 through June 30, 2025 

 

Employee:  Any employee covered by this document unless specified otherwise. 

 

Exempt Employee: All employees covered by this document are considered exempt employees under the 

Fair Labor Standards Act. 

 

Note: Whenever the term Superintendent appears in the document, it is to be interpreted as 

“Superintendent or a person designated by the Superintendent”. 

 

 

CHANGE OF ASSIGNMENTS  
 

Assignment of administrators shall be based primarily on factors deemed to be in the best interest of the 

District. Reassignment will be done as the needs of the District are determined and in consultation with 

the employee. 

 

 

ADMINISTRATIVE CONTRACTS 
 

See Board Policy GCB 
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PERSONNEL FILES 
 

▪ Personnel files are established, initiated and controlled by the District for the purpose of 

maintaining a record of the qualifications and performance of employees. 

 

▪ Material originating within the District and which concerns an administrator’s conduct, service, 

or personality shall not be placed in an employee’s file unless he/she has had an opportunity to 

read the material.  The employee shall acknowledge that he/she has read such material by affixing 

his/her signature on the actual copy to be filed and shall be issued a copy. Such signature does not 

necessarily indicate agreement with the content of such material. In those instances, when an 

employee refuses to sign such material, the supervisor shall hand-deliver the document to the 

employee and shall have a witness verify, in writing, such delivery. 

 

▪ The administrator shall have the right to respond to those items specifically addressed within the 

materials placed in the file within ten (10) days of receipt of document. The response shall be 

submitted to the individual’s immediate supervisor, read by the Superintendent, and attached to 

the file copy. The response may be accepted only if the contents are directly relevant to the 

contents of the material in question. 

 

▪ All references obtained on the basis of confidentiality for the purpose of initial employment or 

promotion, originating either outside the District or within the District, shall not be subject to this 

agreement and, therefore, shall not be available for inspection by the employee. Those items 

covered would be placement files or letters of recommendation for initial employment or 

promotional employment within the District. 

 

▪ Materials cannot be removed from the file expect through grievance. The signature of the 

employee and immediate supervisor shall be affixed to each document. 

 

▪ All materials placed in the employee’s District personnel file and originating within the District 

shall be available for inspection by the employee and administration. Requests for inspection will 

be given, in writing, to the Human Resources Department twenty-four (24) hours in advance of 

the date desired. The Human Resources Department will schedule a time for the inspection and 

will make arrangements for a staff member for the Human Resources Department to be present 

when the inspection takes place. 

 

 

SALARY SCHEDULE 
 

Each year the Board will adopt a competitive salary schedule for Administrative staff. 

 

Administrators and supervisors shall not be entitled to overtime pay for time worked. (See Board 

Policy GCBA) 

 

See Appendix for detailed salary schedule. 
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SALARY INCREASE 
 

Salary increases may or may not occur each year based upon fiscal conditions and the District goals.  

Salary increases are NOT guaranteed.  Any person who is put on a formal written improvement plan by 

their evaluating supervisor, because of their formal evaluation, will not receive a salary increase, 

including stipends or other forms of alternative compensation. No opportunity will be given at any time to 

recover the loss of the annual increase. 

 

 

VACATION TIME 
 

Full-time twelve (12) month administrators shall receive four (4) weeks of vacation a year.  Vacation days 

not used within in one (1) year of the end of the year in which they are earned are transferred to 

accumulated general leave. (See Board Policy GCD) 

 

Vacation requests should be submitted, except in unusual circumstances, to the administrator’s supervisor 

at least one week in advance. 

 

Administrators working less than a twelve (12) month contract do not earn vacation days.  

 

 

RESIGNATION/RETIREMENT 
 

Employees voluntarily terminating their service with the District are expected to give advance notice of 

not less than eight (8) working days. This notice should be submitted to the supervisor in writing and 

should specify both the last day of work and the reason for terminating. Authorized unused vacation 

credit will be paid to employees with the last paycheck. (See Board Policy GDQB) 
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TEACHERS’ RIGHTS 
 

Any reprimand of a certified employee shall be conducted in private unless the situation warrants 

immediate action. No certified employee shall be reprimanded or disciplined in the presence of pupils, 

parents, other employees or the public. 

 

Upon request, any certified employee under this agreement shall be entitled to representation at all levels 

of the grievance procedure and where any reprimand is given or disciplinary document action is to be 

taken. 

 

 

PROFESSIONAL WORK DAY 
 

Teachers will perform all of their contractual obligations.  The definition of the exact hours of the teacher 

day is specifically worked out at the building level. 

 

 

▪ Teachers should be in their classrooms fifteen (15) minutes before school begins and fifteen (15) 

minutes at the end of the school day for the purpose of assisting students as long as they have not 

been assigned other duties which may require them to be in other locations (i.e.: playground 

duty). 

 

▪ Teachers should always be in their classrooms at the beginning of each period to greet students as 

they enter. 

 

▪ Teachers should not leave their classes unattended. In the case of an emergency, coverage should 

be obtained by one of their peers. 

 

▪ Faculty meetings may be scheduled at the principal’s discretion but will be held on the same day 

of the week and during the working day as much as possible to allow staff members to plan their 

time. When faculty meetings are held prior to the start of the professional work day, teachers may 

leave at the conclusion of the student day as long as their professional obligations are fulfilled. 

When faculty meetings extend beyond the end of the professional work day, teachers may leave 

the following day at the conclusion of the student day as long as their professional obligations are 

fulfilled. Teachers can be required, at the principal’s discretion, to return for a reasonable number 

of evening activities. On such occasions, teachers may leave their respective campuses at the 

conclusion of the student day as long as their professional obligations are fulfilled. 

 

▪ A teacher who believes he/she is being asked to return for an unreasonable number of evening 

activities may choose to utilize the grievance procedure, as outlined in the Employee Handbook. 

 

▪ Each teacher shall have a duty-free lunch of at least thirty (30) uninterrupted minutes. When a 

thirty (30) minute duty-free lunch is not provided, and if the teacher has no other professional 

obligations, the teacher shall be allowed to leave at the end of the student day. 

 

▪ The administration shall make every effort to see that adjunct duty responsibilities of teachers are 

equally shared by all of the teachers at that particular school, and that these responsibilities are 

scheduled as far in advance as possible so that teachers may plan their instructional preparation 

activities to accommodate for them. 
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CERTIFIED DUTIES/RESPONSIBILITIES 
 

Every teacher shall: 

▪ Hold students to strict account for disorderly conduct. 

▪ Exercise supervision over students on the playgrounds and during recess as assigned to such duty. 

▪ Take and maintain daily classroom attendance. 

▪ Make the decision to promote or retain a student in grade in an elementary school or to pass or 

fail a student in a course in high school.  Such decisions may be overturned only as provided in 

A.R.S. 1-342 (11). 

▪ Comply with all rules, regulations, and policies of the Governing Board that relate to the duties as 

prescribed. 

 

A teacher shall not use sectarian or denominational books or teach any sectarian doctrines or conduct 

religious exercise. 

 

A teacher who fails to comply with the above is guilty of unprofessional conduct and is subject to 

disciplinary action by the Governing Board and by the State Board of Education. 

 

A teacher who is arrested for or charged with any non-appealable offense and who does not immediately 

report to their supervisor is guilty of unprofessional conduct and shall be immediately dismissed from 

employment with the District. (See Board Policy GCMF) 

 

 

TEACHING CERTIFICATE 
 

All professional staff members must have a valid, up-to-date, teaching certificate. Original certificates are 

required to be filed with the Gila County Superintendent’s School Office and a copy needs to be 

submitted to the District Human Resources Department.  Teachers cannot be paid as teachers without a 

valid certificate.  Loss of a certificate could impact employment. 

 

 

EVALUATION OF PROFESSIONAL STAFF MEMBERS 
 

Teacher evaluations are part of a formal process.  The purpose of evaluation shall be the improvement of 

the quality of instruction.  Such a process, to achieve the greater measure of success, shall be predicated 

on the assumption that the evaluation will be a cooperative procedure, with the evaluator and the 

evaluatee having full knowledge of the criteria, process, and results. 

 

Teacher evaluation shall include all classroom teachers and other certificated non-administrative staff 

members. Such evaluation shall be based on Board Policy GCO and Board Policy GCO-RA with the 

procedures being outlined in such policies. 

 

Qualified evaluators shall be designated by the Board. The evaluator is responsible for the final written 

and official statement of evaluation, which shall be in writing, and a copy shall be transmitted to the 

certificated teacher within five (5) days after the completion of the evaluation. 
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The Governing Board prescribes that the teacher performance evaluation system pursuant to A.R.S. 15-

203 (A)(38) shall include at least two (2) actual classroom observations of the certificated teacher 

demonstrating teaching skills in a complete and uninterrupted lesson by the person observing the teacher. 

There shall be at least sixty (60) calendar days between the first and last observations. 

 

Informal observations may be made at the discretion of the administrator. 

 

All teachers whose classroom performance is inadequate will be notified in accordance with the law and 

the contents of Policy GCO. 

 

Evaluations shall be made at least two (2) times per year for probationary teachers and at least once per 

year for continuing teachers. Teachers will be evaluated using the following schedule: 

 

▪ During the week of orientation: evaluation procedures shall be reviewed at each school 

▪ Prior to the end of the first semester: first evaluation, including observation, written report and 

conference shall be made. 

▪ No later than December 1: a teacher whose classroom performance is inadequate on first 

evaluation shall be given a preliminary notice of inadequacy of classroom performance and 

placed on an improvement plan. This notice will provide the teacher at least ninety (90) calendar 

days in which to overcome the inadequacies. A copy of any evaluation(s) pertinent to the charges 

not to re-employ will be included in the written notice of intention not to re-employ 

▪ No later than April 15: second evaluation shall be made if notice of inadequate classroom 

performance has been given as a result of the first evaluation 

 

The official evaluation shall be in writing and signed by both the teacher and the evaluator. The teacher’s 

signature shall not mean concurrence. The teacher shall be allowed ten (10) days to write and submit any 

comments, which shall be attached to the evaluation. 

 

A copy of the written evaluation shall be transmitted to the teacher within five (5) days after completion 

of the evaluation, and a copy shall be retained for the principals file. A third copy shall be placed in the 

teacher’s personnel file and made available to authorized District officers and employees. 

 

All evaluations shall remain confidential as is provided in A.R.S. 15-537. 

 

Contract Issuance 

 

Subject to the provisions of A.R.S. 15-539, 15-540, 15-541, 15-544 and 15-549, the Governing Board 

may offer to each teacher under contract of employment with the District for the current year a contract 

renewal for the next ensuing school year unless the Governing Board, a member of the Board acting on 

behalf of the Board, or the Superintendent gives notice to the teacher of the Board’s intent not to offer a 

contract and to dismiss the teacher as provided in A.R.S. 15-539. The Teacher’s acceptance of the 

contract for the ensuing year must be indicated within fifteen (15) calendar days from the date of the 

written contract or the offer is revoked. 

 

 

 

 

Teacher Dismissal 

 

All provisions of A.R.S. 15-538.01, A.R.S. 15-539 and other appropriate Arizona Revised Statutes shall 

be compiled within the dismissal of a teacher. 
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A written notice of non-re-employment by the Board, or by the Superintendent if so authorized by the 

Board [A.R.S. 15-536], shall be delivered personally or sent by registered or certified mail to the teachers 

place of residence, as recorded in the District’s records. 

 

 

CONTRACT WORK FOR PER-DIEM 
 

All outside contract work for certified staff will be paid at $30.00 per hour and must be approved by 

administration prior to the work being performed. 

 

 

SALARY SCHEDULES 
 

Each year the Board will adopt a competitive salary schedule for certified staff. See Appendix for the 

detailed salary schedule. 

 

 

301 CLASSROOM SITE FUND PLAN 
 

Contact site representatives or Sasha Young at 928-402-6011 for a copy of the approved 301 Site Fund 

Plan. 

 

 

TRANSFERS 
 

Requests for transfer may be initiated by teachers for vacancies and will be considered valid for only one 

(1) calendar year.  All vacancies shall be posted in accordance with Board Policy.   

 

Said positions will be filled on the basis of the experience, competency, qualifications of the applicant, 

and length of service in the District.  When experience, competency, and qualification are substantially 

equal, the applicant with the greater service in the District shall be given preference. 

 

A teacher who has been employed by the District for the major portion of three (3) or more consecutive 

school years and who is currently designated in the lowest performance classification for two (2) 

consecutive school years shall not be transferred as a teacher to another school in the District unless the 

District has issued a preliminary notice of inadequacy of classroom performance and approved a 

performance improvement plan for the teacher and the Governing Board has approved the new placement 

as in the best interests of the pupils in the school. 

 

An employee should have the right to move to a more attractive job, location, or subject area. An 

individual who is qualified should have to right to move to any available position. On many occasions, a 

voluntary change of assignment can be mutually beneficial. 
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Involuntary Transfer 

 

If a change of enrollment or funding requires a decrease in staff or departmental personnel at a particular 

school or within a particular funded program, the District shall seek volunteers prior to making any 

involuntary transfers. If an involuntary transfer becomes necessary, the employee with the least seniority 

shall be transferred. 

 

The principal has the authority to make transfers or assignment changes with the building to best meet the 

needs of the students and the educational program. This action must meet the guidelines established for 

involuntary transfers. 

 

 

RESIGNATION/RETIREMENT 
 

All resignations or requests to be released from contract shall be presented in writing to the Board for 

approval. A release from an uncompleted contract may be granted contingent upon the availability of a 

well-qualified, certificated teacher as a replacement. (See Board Policy GDQB) 

 

Per Teacher Contract, teachers will recognize that the District will incur expenses of securing a 

replacement and/or costs for a substitute in the event the teacher does not fulfill his/her obligations under 

their contract. If a teacher fails to report to his/her assignment or resigns from employment effective prior 

to the end of the term of contract, the teacher will pay the District the amount of One Thousand Five 

Hundred Dollars ($1,500.00) as liquidated damages, and not as a penalty. The Governing Board may 

waive the payment if the teacher’s nonperformance results from circumstances beyond the teacher’s 

control or from an agreement for a resignation in lieu of dismissal. The teacher will agree that the 

teacher’s signature on the contract constitutes the teacher’s prior written authorization pursuant to A.R.S. 

23-352 for the Governing Board to withhold all or any part of these liquidated damages from any amount 

payable to the teacher after receipt of teacher’s resignation or failure to report to duty. The Governing 

Board may take any action, including filing suit, to collect the liquidated damages and the teacher shall 

reimburse the District for any collection fees, attorney fees, court costs or other reasonable expenses 

incurred by the District to collect the amount owed as liquidated damages. 
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SECTION FOUR:  
Support/Classified Staff and Nurses 
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AT-WILL EMPLOYEES 
 

An at-will employee is a support staff member who is employed by the District for no specific term and 

who has no right of continued employment. The employment of an at-will employee may be terminated 

by action of the Governing Board for any reason or for no reason, with or without advance notice, as the 

Governing Board desires. No employee or Governing Board member shall have the authority to make any 

agreement or contract to the contrary or any agreement with an at-will employee for any specified period 

of time. No District policy or regulation or item within the District’s handbook is intended to – and shall 

not operate to - create any property or contract rights inconsistent with the at-will employment status of 

support staff members. (See Board Policy GDB) 

 

 

PROBATIONARY EMPLOYEES 
 

Employees hired new to the District shall be employed for an eighty (80) work day probationary period. 

Upon completion of the probationary period, required professional development courses, and a 

satisfactory evaluation, the employee will be granted regular employment status including being entitled 

to benefits (i.e.: contract, holidays, and leaves) and fringe benefits (medical and life insurance) for those 

employees working 30 hours or over per week as adopted by the Board. Under extenuating 

circumstances, the Human Resources Department may extend the probationary period an additional sixty 

(60) work days. (See Board Policy GDBA) 

 

An employee may be dismissed without prior notice or obligation during the probationary work period. 

 

 

ASSIGNMENTS AND TRANSFERS 
 

The Superintendent will determine all support staff assignments.  Such assignments shall be based on the 

needs of the District. The transfer of support staff members will be based on the needs of the District.  

Assignments may be changed to serve the best interests of the District.  Staff members may apply for 

transfer or reassignment.  (See Board Policy GDJ) 

 

 

TIME CLOCKS 
(Not applicable for Nurses) 

 

Globe Unified School District has implemented the Time Clock Plus Timekeeping System in order to 

automate the timekeeping process.  All non-exempt employees shall use this system. 

 

 

OVERTIME 
 

Consistent with the Fair Labor Standards Act, all non-exempt employees will be compensated at a rate of 

one and one half (1 ½) times the employees regular hourly rate for any hours worked in excess of forty 

hours during a work week.  The immediate supervisor must approve the hours before employee works 
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overtime or, in the case of an emergency, immediately upon completion of the work or as soon thereafter 

as possible. (See Board Policy GDL-R)   

 

For the purpose of calculating regular and overtime hours in accordance with wage and hour 

requirements, the District’s designated work week shall begin at 12:01 a.m. on Sunday and conclude at 

12:00 midnight the following Saturday. 

 

 

STAFF WORKLOAD 
 

The normal work week for classified support staff personnel will not exceed forty (40) hours per week. 

Typically, the week will be based on ten (10) hours per day, four (4) days per week; however, the 

Superintendent may designate other work week structures to meet varying conditions and needs of the 

District. Employees will be notified at least one week in advance of any modification to the work week 

plan. 

 

Individual employee work schedules will be based on the position held by the respected employees and 

on District needs as identified during the respective employees and on District needs as identified during 

the employment process. 

 

 

EVALUATIONS 
 

All support personnel shall be evaluated by the appropriate supervisor or administrator. A written 

evaluation of effectiveness of each support staff member shall be completed during his or her first year of 

employment. The first evaluation shall be no later than 80 days after the first day of work. A second first-

year evaluation will be no later than the anniversary date of employment. At least once each year 

thereafter, an evaluation will be conducted. The evaluation will be used to increase job proficiency and 

for recommending continued employment.  (See Board Policy GDO) 

 

 

CONTRACT WORK FOR PER-DIEM 
 

All outside contract work for classified staff will be paid at their hourly rate and must be approved by 

administration prior to the work being performed. 

 

 

RESIGNATION/RETIREMENT 
 

Employees voluntarily terminating their service with the District are expected to give advance notice of 

not less than eight (8) working days. This notice should be submitted to the supervisor in writing and 

should specify both the last day of work and the reason for terminating. Authorized unused vacation 

credit will be paid to employees with the last paycheck. (See Board Policy GDQB) 
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SALARY SCHEDULE 
 

Each year the Board will adopt a competitive salary schedule for classified staff.  See Appendix 

for the detailed salary scheduled. 

 

 

BUS DRIVER REQUIREMENTS 
 

Bus drivers employed by the District or employed by contractors who provide transportation services to 

the District shall comply with applicable provisions of the Commercial Motor Vehicle Safety Act of 1986 

and all applicable requirements of the state of Arizona. 

 

The District will assume the cost of required physical examinations, and the drivers will assume the cost 

of obtaining a valid commercial driver’s licenses as required by law. (See Board Policy EEAEA and 

A.R.S. 28-3228) 
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APPENDIX 

 

Teacher Evaluation Tool 
 

Staff Evaluation Tool 
 

Academic Calendar 
 

Payroll Calendar 
 

Salary Schedules 
 

Phone Directory 


