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SECTION 1 INTRODUCTION
A. APPLICABILITY

This Employee Handbook shall apply to all professional, non-administrative staff,
classroom teachers, media specialists, counselors, nurses, project leaders, area chairmen,
special projects personnel, therapists, and clinicians employed by the Cedar Rapids
Community School District. It does not apply to the superintendent, assistant
superintendent, principals, associate principals, administrative assistants, directors,
coordinators, para-professionals, and all other employees of the Cedar Rapids
Community School District.

B. EFFECT OF EMPLOYEE HANDBOOK

This Employee Handbook is not intended to imply any contract of employment or any
contractual rights. This Employee Handbook manual does not represent a contractual
obligation on the part of the Cedar Rapids Community School District or its duly
authorized representatives. It is each employee’s responsibility to become familiar with
the policies and procedures of this organization.

This Employee Handbook shall be maintained solely by the District. The Board of
Directors of the Cedar Rapids Community School District and/or the District’s
administration has the ability to interpret and imply provisions of the Employee
Handbook.

Changes to the handbook are at the discretion of the District. However, before changes
are made to the handbook, the union must be notified and have an opportunity to discuss
and provide input regarding the proposed changes.

C. EFFECTIVE DATES

This Employee Handbook shall be effective upon being approved or accepted by the
Board of Directors of the Cedar Rapids Community School District or its duly authorized
representatives. It shall be in effect for the duration of the school year in which it was
approved, unless it is modified using appropriate procedures, including providing notice
to all employees covered by this Employee Handbook.



D. SAVINGS CLAUSE

Should any section or language of this Employee Handbook be declared illegal by a court
of competent jurisdiction, then that section or language shall be deleted from this
Employee Handbook to the extent that it violates the law. The remaining sections and
language shall remain in full force and effect.

E. DEFINITIONS

1. The term “Board,” as used in this Employee Handbook, will mean the Board of
Directors of the Cedar Rapids Community School District or its duly authorized
representatives.

2. The term “District,” as used in this handbook, will mean the Cedar Rapids
Community School District.

3. The term “employee,” as used in this handbook, will mean all professional,
non-administrative staff classroom teachers, media specialists, counselors, nurses,
project leaders, area chairmen, special project personnel, therapists, and clinicians
employed by the Cedar Rapids Community School District, except it shall not
mean the superintendent, assistant superintendent, principals, associate principals,
administrative assistants, directors, coordinators, para-professionals, and all other
employees of the Cedar Rapids Community School District.

SECTION 2 EMPLOYEE WORK YEAR
A. LATE RESIGNATION
Employees intending to resign their position should inform their supervisor as early as
possible. Resignations occurring after June 30 will be considered late and assessed a fee
according to the following schedule:
Resignation between July 1 and July 15: $500
Resignation between July 16 and July 31: $750

Resignation on or after August 1: $1000

These fees will be used to offset the cost of finding a replacement. Questions about this
policy should be directed to the Resolution Team.



SECTION 3 EXTRA ASSIGNMENT AND COMPENSATION
A. POSTING OF EXTRA ASSIGNMENT VACANCIES

All extra assignment vacancies, except building level extended contracts, shall be posted
for a period of five (5) days on the District’s website. Employees, if properly certified,
shall have the right to apply for such assignments by advising the responsible
administrator within the five (5) day posting period.

B. WORKERS COMPENSATION

If any employee qualifies for workers compensation benefits and the employee elects to
have the District supplement the benefits, the following procedures shall apply:

1. The District shall pay the employee the employee’s regular rate of pay for the
number of days the employee has accumulated as sick leave.

2. The employee shall endorse and assign the workers compensation payments to the
District for that period of time.

3. One (1) day of accumulated sick leave shall be deducted for each day of absence.

4. The employee shall retain the workers compensation payments for a period of
time following exhaustion of accumulated sick leave.

If any employee qualifies for workers compensation benefits, and the employee elects not
to have the District supplement the benefits, the employee shall retain the workers
compensation benefits and the District shall deduct from the employee’s accumulated
sick leave an amount of time proportional to the amount of workers compensation
payments made to the employee.

The employee shall notify the District of the employee’s option within three (3) days of
receipt of the District's notice to make such an election. Failure to report within such a
time limit shall be treated as an election not to have the District supplement the benefits.



SECTION 4 STAFFING PROCEDURES

A. DEFINITIONS

1. Bypass: Resolution Team decision to exclude an employee from the surplus
process and/or reduction in force process in order to preserve a program or
services, maintain program continuity, or address certification, operational, or

district staffing needs. Bypass consideration may begin at step #4 in the
Staffing Procedure.

2. Continuing Contract: A contract that is awarded to a licensed employee as defined
by Chapter 279 of the lowa Code.

3. Consultation: A meeting between building administration and Human Resources,
typically held following the February 1 leave of absence and retirement
deadlines and prior to staffing actions for the upcoming school year. The purpose
is to review staffing allocations, vacancies, operational considerations, potential
staffing holds or restrictions, and other factors that may impact the staffing

process before realignment, reassignment, transfers, or other staffing actions
begin.

4. Endorsement: A current and valid authorization within a teaching license

approved and awarded by the lowa Department of Education to teach a
specialized area.

5. Equivalent Position: A position with the same number of work hours and equal
compensation.

6. FTE: Full Time Equivalency

7. FTE Score: FTE score is determined by the sum of the individuals’ FTE for each
continuous year of service since their most recent date of hire.

(Example: 16 years at 1.0 FTE = score of 16
16 years at .5 FTE = score of 8
2 years at 1.0 FTE and 2 years at .5 FTE = score of 3)

8. Involuntary Transfer: Movement to a vacancy using the District’s right
of assignment.

9. Licensure/Certification: Authorization awarded by the lowa Department
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of Education.

Opening: Potential spot for realignment, reassignment, leave of absence
returns, involuntary transfers, recalled employees, and placement from the
surplus pool. An opening may become a vacancy (see definition of vacancy)
and the Human Resources Office will give notification of the change to
vacancy. In situations involving reconfiguration, consolidation, or school
closure, the district may create, reserve, or hold openings as operationally
necessary to support staffing transitions, student movement, and placement of
affected employees.

Probationary Teacher: A probationary teacher is a licensed employee serving a
probationary period as defined by lowa law, district policy, and evaluation
procedures. Probationary status includes all beginning teachers and all career
teachers new to the district.

Realignment: Mutual agreement between employee and administrator to
change the employee’s assignment without going through the application and
interview process. Occurs only within a building and in areas where the
principal/hiring administrator has discretion. Employees can only be realigned
into a licensure area that the employee currently holds.

The district may temporarily limit or hold realignment opportunities due to
operational, staffing, reconfiguration, or school closure considerations.

Reassignment: District’s right to assign personnel to best meet the needs of the
district. Occurs only within a building and in areas where the principal/hiring
administrator has discretion. Employees can only be reassigned into a
licensure area that the employee currently holds. Decisions are not subject to
grievance or appeal procedures.

Reconfiguration/Consolidation: When the district changes grade-level
structures, attendance boundaries, programs, or combines schools/buildings in
a manner that impacts staffing assignments, student placement, or operational
needs. Reconfiguration or consolidation may require adjustments to normal
staffing procedures and timing in order to support district operations and staff
placement needs.

Resolution Team: A problem solving team composed of district and
association personnel.

Seniority: Determination of seniority is based on 1) FTE score and, 2) first paid
date of most recent hire.
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School Closure or Discontinuation of a Program: When the district determines
that a school or program will cease operations, either permanently or for an
extended period of time, resulting in the reassignment, transfer, or displacement
of staff and students.

Staff Allocation: The total number of staff allowed for each building by the
district.

Surplus: Process used to remove excess staff from buildings. Staff moved to the
surplus pool will be placed in district openings that are equivalent positions and
for which they are licensed, in the order of their seniority. Staff in the surplus
pool may not be placed into designated positions which require an applicant to
go through the application and interview process. In situations involving school
closure, reconfiguration, consolidation, or program discontinuation, the district
may implement a separate transition placement process prior to the regular
annual surplus process.

Transfer: Movement to a vacancy using the hiring practices.

Transition Placement Pool: A staffing process utilized during periods of school
closure, reconfiguration, consolidation, or program discontinuation in which
affected employees are identified for early placement consideration prior to the
district’s regular annual staffing process. The purpose of the transition placement
pool is to minimize disruption, ease student transition, and place impacted
employees promptly. The district may preserve, create, or hold openings as
operationally necessary to support this process.

Vacancy: A position that exists after the options for realignment and
reassignment has been exercised. This is the only place where a transfer or a
person from outside of the district may fill a position.

Voluntary Surplus: Can occur after step #3 in the Annual Staffing Procedures
when an employee’s:

*FTE is reduced
* New job assignment is substantially different
* Mutual agreement of Human Resources, CREA, and employee

Employees are required to seek a consultation with a member of the
Resolution Team before requesting to be voluntarily surplused.



B. ANNUAL STAFFING PROCEDURES

The district’s regular annual staffing and surplus process typically occurs following staffing
allocations, enrollment review, retirements, and leave deadlines after February 1 and may
continue throughout the spring and summer months as operational needs require.

1. The District determines and provides staffing allocation to each building.

2. If the building staff must be reduced the building principal and an appropriate central
office administrator, in consultation with Human Resources, will determine the area
in which the reduction will occur based on operational, programmatic, and staffing
considerations.

3. Realignment within a building can only be done when there is an opening and where
the hiring administrator has discretion. Prior to staffing actions, the building
principal and appropriate central office administrator will participate in consultation
with Human Resources regarding staffing allocations, operational considerations,
and any potential staffing holds or restrictions. An employee who requests, but is
denied realignment may request and shall receive from the principal/hiring
administrator a written explanation of the decision.

4. Building-level Reassignment can be done at any time where the principal/hiring
administrator has discretion unless limited by district staffing procedures,
operational needs, or staffing holds.

5. The person in the building and area to be reduced with the least district seniority goes
into the surplus pool. Employees placed in the surplus pool will be provided an
opportunity to indicate in writing what type of available positions in the District they
would most like to fill and indicate what positions would not be a good fit for them.
Those involved in making placements will take into account the employee’s
preference whenever possible. Bypassing can become an option at this level if
mutually agreed on per a case-by-case review before the Resolution Team.

6. In the event of a tie in seniority an attempt at mutual agreement will be made
between the CREA and the District. If no agreement can be reached, seniority will
be assigned to the employee with the highest last four digits of their social security.
(For example, 4321 is higher than 1234)

7. The employees returning from leave of absence are placed into the surplus pool.

8. Employees in the surplus pool are placed in existing openings according to
seniority, licensure, experience, operational needs, and with consideration given to
minimizing disruption to students, programs, and buildings. The District maintains



the right of assignment. An employee offered an equivalent (same FTE) position
may turn down their placement one time before accepting the second offer of
placement.

9. Any employee in the surplus pool who is not placed may displace the least senior
district employee in one of the originally-surplused-employee’s licensure areas. The
newly displaced person will enter the surplus pool. Step 7 may be repeated with the
newly surplused person.

10. Concerns about any part of the staffing process may be referred to the District
Resolution Team. However, reassignment and realignment are not subject to
grievance or appeal.

C. RECONFIGURATION AND SCHOOL CLOSURE STAFFING PROCEDURES

In years involving school closure, reconfiguration, consolidation, or significant program changes,
the district may implement an earlier staffing transition process for affected employees. This
process is separate from the district’s regular annual surplus and staffing procedures. The goal of
the transition process is to support student movement, program continuity, and placement of
affected employees prior to the district’s regular staffing cycle, when feasible approximately by
the end of the first semester or winter break.

The district’s regular annual staffing and surplus process typically occurs following staffing
allocations, enrollment review, retirements, and leave deadlines after February 1 and may
continue throughout the spring and summer months as operational needs require.

1. In situations involving school closure, program discontinuation, reconfiguration or
consolidation, the district will determine staffing needs within impacted buildings and
programs. Employees impacted may be placed into the transition placement pool and
provided the opportunity to indicate staffing preferences in writing as outlined in
Section.3.

2. During periods of reconfiguration, consolidation, or significant district staffing changes,
the district may solicit staffing input from employees in impacted buildings or programs
prior to staffing actions. Such input may include assignment interests, grade-level
preferences, program preferences, interest in remaining in a building, or interest in
following students or programs. Employee input will be considered when possible but
does not guarantee placement.

3. The district may create, reserve, or hold openings. This could include but not limited to
delaying internal staffing movement, identifying staffing areas for transfer in other
buildings or programs in order to support student enrollment shifts, student movement,
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program continuity, operational needs, and placement of affected employees. The district
may consider student enrollment movement between buildings and programs when
determining the number and type of staffing openings to preserve or create.

4. Employees in the transition placement pool or the annual surplus pool will be considered
for placement into existing openings in accordance with district seniority, licensure,
experience, operational needs, and applicable staffing procedures, with consideration
given to minimizing disruption to students, programs, and buildings. An employee
offered an equivalent position (same FTE) may decline one placement opportunity before
being required to accept a second equivalent placement offer. Employees will be provided
a designated timeframe established by the district to respond to placement offers.

D. REDUCTION IN FORCE (RIF)

1. Employees remaining in the surplus pool after all openings for which they are
currently licensed have been filled are subject to reduction in force (RIF).

2. If the District, in its sole discretion, shall determine to reduce staff, an effort shall be
made to accomplish such reduction by attrition.

If such reduction or dismissal occurs, those employees with a conditional license shall
be reduced first.

No employee shall be reduced in force unless all other employees with less seniority
have been reduced in force, except that the District Resolution Team may bypass
seniority considerations if either an employee is essential to maintain existing
programs or it is a bypass as defined in Section 4 A.

E. NOTIFICATION OF REDUCTION IN FORCE AND RECALL

1. The District shall provide written notice to the Association and to each employee who
may possibly be affected by the Reduction in Force no later than April 30.

2. Any employee subject to RIF will have two (2) years of recall rights in reverse order
of the reduction in force for any equivalent vacancy that they are eligible to be placed.
The employee may turn down a placement if it is of lesser FTE or it is not equivalent
and retain their recall rights. An employee offered an equivalent (same FTE) position
may turn down their placement up to three times. Rejection of the third equivalent
offer shall result in termination of the employee’s right to recall.

Written notice of recall shall be sent to said employee at his/her last known address by
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certified letter, using restricted delivery service, with delivery receipt requested. It
will be the responsibility of each employee to notify the Human Resources Office of
any change in address. A copy of said notice shall be sent to the Association.

Failure of the employee reduced, pursuant to the provisions of this section, to respond
to a certified letter from the District within five (5) calendar days after the receipt of
notice, shall result in termination of the employee’s right to recall.

If the employee accepts recall to a position of lesser FTE, he/she shall retain recall
rights for a two (2) year period from the date of the lesser FTE acceptance, to a position
of greater FTE. The greater FTE is not to exceed the FTE position from which the
employee was reduced.

F. SENIORITY

1. Seniority as defined in this section shall mean the total continuous service in the
District from the most recent day of hire that an employee works for the District, in
the bargaining unit, prorated by the employee’s FTE beginning with their first day in
paid status. Seniority shall accrue until the employee is terminated.

Teachers who had previously worked for the District on a replacement contract will be
given credit for their service during that time period for seniority purposes. For the
purpose of the preceding sentence, a replacement employee will not be treated as
having been terminated if she/he is rehired within fifteen (15) working days after the
beginning of the succeeding school year.

2. Seniority is awarded based on FTE. Seniority shall apply system-wide.
Employees transferred shall retain their prior seniority in the District.

3. An employee’s seniority shall continue to accrue while on approved paid leave or
FMLA.

4. Breaks in Service: If an employee leaves a position represented by the
Association, and remains an employee of the District, the employee’s
accumulated seniority shall be frozen. If the employee returns to the bargaining unit,
they shall receive credit for seniority previously earned as a member of the
bargaining unit.

5. If an employee returns to a position in the bargaining unit after receiving a reduction
in force, the employee shall receive credit for the seniority previously earned as a

member of the bargaining unit, as long as they have recall rights.

6. Breaks in service and unpaid leaves of more than five (5) continuous days, shall be
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noted in Human Resources and verified by the Resolution Team Facilitator.
SECTION 5 HIRING PROCEDURES
A. VACANCY

1. All vacancies will be posted for at least five (5) days. The only incidences in

which a vacancy may be permanently filled earlier than five (5) working days
after the date of posting are:

*When a vacancy occurs within a sixty (60) calendar day period beginning thirty
(30) calendar days prior to the first day of pre-service each school year.

*When a vacancy occurs within a ten (10) day period prior to the typical start of a
Schedule C assignment.

2. All vacancies shall include:
a. The date of the posting.
b. The first possible hiring date.

3. The District will prepare a job description for each posting. The job description may
include:

a. Minimum qualifications for the vacancy.

b. Specific requirements of the position, i.e. transporting students,
performing medical procedures, etc.

c. Applicable building philosophy programs and schedules.

d. Special students needs or demands to be considered.

The hiring administrator may modify the job description to reflect
specific building/student needs.

4. Job descriptions will be made available to candidates before interviews take place.

5. The appropriate principal/hiring administrator should consult with a hiring committee
to make decisions regarding staffing. If more than one candidate has applied for the
position, the determination as to which candidate shall be offered the position, shall be
made by the principal/hiring administrator. Hiring teams will receive training and
should consider the following criteria:

a. Building needs
b. Licensure/Certification
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c. Endorsements
d. Experience

e. Seniority

f. Student needs

The committee shall have the flexibility to determine the appropriate weight of each
of the above listed criteria in making their selection.

6. Any employee not selected for a transfer may request and shall receive from
principal/hiring administrator a written explanation of the decision.

7. Notification of Vacancies: An updated, electronic list of vacancies shall be posted by
Human Resources. At all times, an updated hard copy list of current vacancies shall be
available at the Department of Human Resources.

8. Any employee shall have the right to apply for any vacancy for which the employee
is licensed by completing an application within the posting period. Employees
applying for a vacancy may request an interview with the
principal/hiring administrator. Any applicant who does not receive a requested
interview shall, upon written request to the principal/hiring administrator, be given in
writing the reason(s) why the interview was not granted. All applicants not selected
for a requested transfer shall be informed of the rationale for the selection.

Certain vacancies or openings may be reserved or restricted due to staffing
procedures related to surplus placement, reconfiguration, consolidation, or school
closure.

B. INVOLUNTARY TRANSFERS

An employee involuntarily transferred, as determined and directed by the District, shall
be notified of such an action as promptly as possible. Every effort shall be made to give
such notice at least fourteen (14) calendar days before the transfer is to take place. The
district shall consider the following factors when an involuntary transfer is required:

a. Building Needs

b. Licensure/Certification

c. Endorsement

d. Experience

e. Seniority

f. Student Needs
At the employee’s request, a conference shall be held with the employee’s immediate supervisor
to discuss the action and reason(s) for the transfer.
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SECTION 6 EMPLOYEE EVALUATION
A. ORIENTATION PROCEDURES

1. Orientation to the procedures shall be conducted for all employees during
pre-service activities by the evaluator/designee.

2. When a teacher is assigned to more than one building, the teacher shall be
assigned one evaluator.
B. EVALUATION PROCEDURES FOR TEACHERS NEW TO THE TEACHING
PROFESSION

Teachers who hold an “Initial” License from the Board of Educational Examiners (who
are in their first or second year-or their third year under certain circumstances-in the
teaching profession) are considered “beginning” teachers. They are evaluated using the
following procedures:

1. At least one observation of the beginning teacher will be conducted by the
evaluator in each of the first and second years of their profession.

2. The teacher may be asked to provide additional supporting documents/artifacts to
verify his/her work under the eight (8) lowa Teaching Standards. The evaluator
will determine on a case-by-case basis the amount of other
artifacts/documentation required of the teacher.

3. Prior to the last sixty (60) days of the beginning teacher’s first year, the evaluator
will complete a summative assessment of the teacher’s performance to that point
in the lowa Teaching Standards. The evaluator should meet with the teacher
during either December or January of the teacher’s second year of teaching to
discuss their performance in the eight teaching standards.

4. At the end of the second year, the evaluator will complete a State Summative
Evaluation of the teacher’s performance in the eight (8) lowa Teaching

Standards.

a. If the evaluator determines the teacher MEETS all eight (8) Standards,
he/she will be recommended for a “Standard” teaching license.

b. If the evaluator determines that the teacher does NOT MEET ALL eight
(8) Standards, he/she will NOT be recommended for a “Standard”
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teaching license. He/she will either be recommended for a third year of
mentoring/induction provided by the District (if the evaluator feels that in
one more year the teacher will be able to meet all eight standards) or
he/she will NOT be eligible for renewal of teacher licensure, per Code of
Iowa. A beginning teacher in this circumstance has a right to file an appeal
with an adjudicator. If a third year of mentoring/induction is
recommended, the evaluator shall inform the Executive Director of
Human Resources and the Mentor Facilitator so that support procedures
may be implemented.
Teachers who are new to the district and who are in their second year in the
profession or teachers who are in their first or second year in the profession whose
experience occurred out-of-state or in a non-public school in lowa, will be part of
the mentoring/induction program for a minimum of one (1) year. For each of these
teachers, the evaluator will conduct part 1 above. If the evaluator confirms that, at
the end of the teacher’s second year in the Mentoring and Induction process, the
teacher meets all eight (8) lowa Teaching Standards, the evaluator will complete a
State Summative Evaluation at the end of that year. However, if the evaluator
confirms that the teacher does not yet meet all eight (8) standards, the teacher may
be required to participate in a third year of mentoring and induction provided by
the District. The evaluator shall inform the Executive Director of Human
Resources and Mentor Facilitator so that support procedures may be
implemented.

C. EVALUATION PROCEDURES FOR TEACHERS WHO ARE NOT NEW TO THE
TEACHING PROFESSION (VETERAN TEACHERS)

Teachers who hold a “Standard” or “Master Teacher” license from the Board of

Educational Examiners are considered “professional” teachers and will be evaluated
using the following procedures:

1.

Every year, every professional teacher will complete an Individual Professional
Development Plan (IPDP). He/She will determine a professional development
goal(s) and meet with his/her evaluator in the first 45 (forty-five) days of the
school year to seek approval for the selected goal(s). The achievement or progress
toward the goal(s) may be discussed either at the end of the school year or in the
following school year within the first 45 (forty-five) days of that school year.
Modification of the plan after the initial approval may be done at any time by
mutual agreement. The teacher and evaluator shall sign and date the modification.
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2. Veteran teachers (not on an Initial License) new to the District will be considered
to be in the third year of the evaluation cycle.

3. Every third year, the professional teacher will undergo a Performance Review. In
a teacher’s Performance Review year:

a. The evaluator will conduct at least one observation of the professional
teacher.

b. The evaluator will complete a summative assessment, the Performance
Review Summative Evaluation, of the professional teachers’ work under
the eight (8) lowa Teaching Standards.

c. The teacher will be required to submit at least one artifact from each of the
following: a student, a parent, and another teacher. The teacher may also
be asked to provide additional supporting documents/artifacts to verify
his/her work under the eight (8) Iowa teaching Standards. The evaluator
will determine on a case-by-case basis the amount of other
artifacts/documentation required of the teacher.

d. The performance review conference shall be completed prior to the final
ten (10) days of the school year. During this conference:

1. The evaluator shall document the teacher’s continued competence
in the lowa teaching standards.

1i. If, at the conference, additional documentation, evidence, or
artifacts are requested by the evaluator, a mutually agreed upon
time will be set for a follow-up meeting to review said documents,
evidence, or artifacts.

1il. For a teacher meeting the lowa Teaching Standards, the evaluator
and the teacher will begin discussion of future professional goals
that might be included in his/her next Individual Professional
Development Plan.

4. Both the evaluator and the teacher shall sign and date the Performance Review

Summative Evaluation. Signature of the teacher does not indicate that the teacher
agrees with the content of the review, only that he/she has received a copy. The

17



a teacher has a right to respond to the Performance Review Summative Evaluation
in writing and have that attached to the review when it is placed in the personnel
file.

5. When an evaluator notes concerns about the teacher’s performance, but said
concerns do not constitute a deficiency, the teacher and evaluator shall agree on
goals for the upcoming Individual Professional Development Plan to address the
concerns.

D. OBSERVATION PROCEDURES

1. At least one observation shall be for a continuous length of time no shorter than
thirty (30) minutes and shall be conducted at a mutually agreed upon date and
time. No observation shall be conducted during the first twenty (20), or last
twenty (20) days of the contract year, except by mutual agreement. No
observation shall be conducted the day before or after a day of vacation or
holiday, except by mutual agreement.

2. The evaluator and teacher shall mutually agree upon dates for the pre-observation
conference, observation and post-observation conference meetings. The
pre-observation conference must be at least two days prior to the observation. The
post-observation conference must be no later than five (5) days following the
observation.

3. The evaluator’s written observation comments shall be received at the
post-conference. The teacher will bring a written reflection of the observation,
which will not be included in the personnel file. The observations of the
administrator and teacher will guide a collaborative conversation about the
observed lesson.

4. A classroom observation shall not be considered a meeting for purposes of
representation.

5. Nothing shall preclude additional informal observations of the teacher’s
performance.
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E. REPRESENTATION

The teacher may have a representative present at any meeting involving evaluation.
However, the timelines shall not be delayed or disrupted. Representatives must be
available within a reasonable timeframe.

F. EVALUATION SUMMARY

A professional teacher/nurse who receives a formal written evaluation that concludes the
employee’s performance is in part or, overall unsatisfactory may file a complaint alleging
that the evaluation is incomplete, inaccurate or unjust.

G. PROFESSIONAL TEACHER SUPPORT PROCEDURES
Level 1: Intervention

1. Professional teacher support is designed to provide clear intervention for
experienced teachers whose job performance has been determined to not meet the
Iowa Teaching Standards. The procedures identified within this section are meant
to provide a structured process for teachers who have been identified as needing
support.

2. Support Procedures:

a. The support procedures will begin with a formal meeting between the
evaluator and the teacher. During this meeting, the evaluator will convey
to the teacher, in writing, the specific behaviors that do not meet the lowa
Teaching Standards and will review documentation supporting this
conclusion. The evaluator will present to and discuss with the teacher the
support plan which identifies actions for the teacher to complete for the
purpose of improving performance identified as unsatisfactory.

b. The support plan shall include action steps, resources, and assessment
procedures, as well as a timeline.

c. At the request of the teacher a mentor(s) shall be provided. Participation as
as a mentor shall be voluntary. The evaluator and the teacher shall

mutually select the mentor(s).

d. The role of the mentor(s) is to use data and information provided by the
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L.

evaluator and the teacher to assist in developing a planned approach to
help the teacher meet the lowa Teaching Standards. Strict confidentiality
will be maintained by the mentor(s). Observations and comments made by
the mentor(s) are not reported to the evaluator unless failure to do so
would violate the mentor’s legal obligations. The mentor’s observations
and/or comments do not become part of the teacher’s evaluation. The
support provided is targeted solely at helping the teacher improve her or
his performance in relation to the lowa Teaching Standards.

e. The teacher and the mentor(s) may be provided release time during the
regular school day to collaborate.

f. After the support plan has been completed, or upon receipt or a written
request from a teacher to discontinue the process, the evaluator shall make
one of the following recommendations:

1. Concern resolved; the teacher returns to the individual professional
Development plan.

il. Progress noted, a new support plan is developed.

iil. Concern not resolved; a recommendation will be made to place the

teacher on Intensive Assistance.

g. The evaluator shall share with the teacher the completed Support Plan
Summary including the information and evidence used to make this
recommendation. The teacher’s signature does not necessarily indicate
agreement. The teacher has the right to respond to the recommendations in
writing.

Level 2: Intensive Assistance

Intensive Assistance is required by state law and is not subject to either bargaining or
grievance procedures.

REPRESENTATION
The teacher may have a representative present at any meeting involving evaluation.
However, the timelines shall not be delayed or disrupted. Representatives must be

available within a reasonable timeframe.

EVALUATION SUMMARY
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An employee who has completed at least three (3) years of continuous service with the
district and who receives a formal written evaluation that concludes that the employee’s
performance is in part or overall unsatisfactory may file a complaint alleging that the
evaluation is incomplete, inaccurate or unjust.

J. DISCIPLINARY ACTIONS

Those actions identified by the district and disciplinary in nature shall not be subject to
the terms and conditions of evaluation and/or support.

SECTION 7 MISCELLANEOUS

A. MILEAGE ALLOWANCE

Employees shall be reimbursed at the rate for state employees for authorized use of
personal cars in connection with school district business. Employees who are assigned to
more than one (1) school per day shall be reimbursed at a rate determined by the District
but not less than the rate for state employees for all necessary driving done between
arrival at the first assigned building at the beginning of the school day and the time of
departure from the last location at the close of the work day. Employees so assigned agree
to take the shortest possible route between schools unless an alternate route shall be
approved by the responsible administrator.

SECTION 8 LETTERS OF UNDERSTANDING

A. The District shall have the option to place a new employee at the maximum salary of the
range of salaries for that employee’s appropriate level and year of experience. This option
may be exercised to attract highly qualified candidates in hard-to-fill positions and/or to
attract highly qualified minority teachers. The District is required to provide notice to the
Association each time this option is exercised and the Association shall have the right to
appeal and/or grieve requested placement.

B. The Resolution Team will determine how supervision duties and hours will be identified
at the secondary level if extended hours for parent-teacher conferences are not scheduled.

C. HIGH SCHOOL COMPENSATORY TIME

To prevent the loss of teacher compensatory time due to the cancellation of winter
conferences at the high school level, high school teachers will complete twelve (12) hours
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of supervision duty outside of the contract day. Supervision of academic or co-curricular
activities may be used to fulfill this obligation.

1. The building administrator with input from coaches, directors and activity
sponsors will compile a list of supervision needs. A schedule will be ready for
teacher sign-up during building pre-service. Teachers will have an opportunity to
sign-up for the supervision assignments that interest them.

2. Teachers may facilitate trades with each other should conflicts arise with
scheduled supervisors. Administration will be notified of the changes.

3. Teachers may sign-up for all of their hours at the beginning of the year, or at the
beginning of each term. Additional supervision opportunities may be added to the
list each trimester. Teachers noting on their sign-up form that they wish to sign-up
by term will not be automatically assigned supervisions by the building
administrator.

4. Participation in parent/teacher or IEP conferences after contract hours may count
towards (twelve) 12 hours of supervision for both special education teachers and
regular education teachers who are present at the conference verified by parent
signature.

5. Building administration will maintain the records of teacher participation.

6. Teachers, who have not scheduled or fulfilled their twelve (12) hours of
supervision by May 1, must use personal leave, if available. Extenuating
circumstances, where another contractual leave may be appropriate, will be
referred to the Resolution Team. If a teacher does not have personal leave to use,
payroll will reduce their paycheck for unserved hours.

D. The building administrator has the right to grant emergency leave. Leaves do not have to
come to the Resolution Team to be granted, only if there is an inability to come to
agreement at the building level. Personal Days do not have to be used before Emergency
days, they are not related.

E. ASSOCIATION LEAVE OF ABSENCE SHALL BE ADMINISTERED AS FOLLOWS
1. All days used for purposes of conducting Association business, related to the

District regardless of the need for employment of a qualified substitute, shall be
reported to the Executive Director of Human Resources, or his/her designee.
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2. Reported days shall accumulate as part of the total Association leave allowed by
contract.

3. All requested leave of absence for Association officers and/or elected delegates

and alternates to attend the annual ISEA Delegate Assembly shall be granted by
the District and not charged against Association leave.

23



4. The association may purchase additional leave of absence beyond the number of
days allowed by contract at the discretion of the Superintendent or his/her
designee. This may include additional days for non-district related business.
Additional leave shall be billed to the Association as the actual cost for a qualified
substitute.

5. This Letter of Understanding shall continue in full force and effect unless
modified or terminated.

F. THIS IS TO ADDRESS NEW LEGISLATION (IOWA CODE 284.8) REQUIRING
PEER GROUP REVIEWS TO BE ADDED FOR EACH TEACHER’S
PERFORMANCE REVIEW

1. A school district shall provide for an annual review of each certified employee’s
performance. Year 1 and year 2 of the performance review is conducted by the
peer group but is not in lieu of the IPDP process with the evaluator. Year 3 is
conducted by the evaluator.

2. The peer group shall review all of the peer group members.

3. Peer groups should be made up of two to six professional colleagues reflecting
common grade level, content area, certification or other previously established
groupings of individuals. If the peer group has not been identified by the time the
IPDP is reviewed with the administrator, the administrator will assist in
identifying a peer review team.

4. Peer group reviews shall be formative and shall be conducted on an informal,
collaborative basis that is focused on assisting each peer group member in

achieving the goals of the teacher’s individual professional development plan.

5. Peer review involves multiple authentic sources of data such as classroom visits,
videotaped lessons, review of course materials and reflective conversations.

6. Confidentiality is maintained between peer group members and the certified
employee being reviewed shall have exclusive rights to all documentation.

7. Content of peer reviews shall not be incorporated into the summative evaluation
unless provided by the certified employee as documentation from other teachers.
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8. Peer group reviews shall not be the basis for recommending that a teacher
participate in an intensive assistance program, layoff, or termination of a teacher,
or any other determination affecting a teacher’s employment status.

9. Orientation to the peer group review procedures shall be conducted for all
employees during pre-service activities.

10. It is the goal of peer review to be completed within the teacher’s normal
scheduled day with the support of the building administrator. If substitute
coverage is needed, contact the teacher quality (TQ) committee.

G. THIS IS TO ADDRESS SAFETY ISSUES AFFECTING TEACHING STAFF

1. Job descriptions will include requirements and additional training that may be
required related to potential physical risk in managing student behavioral issues.

2. New teachers to the District will be provided training in behavior basics at the
beginning of each school year. Other staff may be provided behavior training
based on programming, building needs, or the needs of the teacher.

3. Every building will have designated CPI trained staff based on building needs and
size. A list of resources from special services, GWAEA, etc. will be developed
and provided for additional support.

4. Each building will have a written response plan and protocol for identified
students whose behavior is regularly disruptive for the school setting.

5. Student conduct that materially or substantially interferes with the educational
process is prohibited. A teacher may refer a student who is disruptive or
demonstrates inappropriate behavior to the building administrator/designee. There
is an expectation that the situation will be addressed. Office staff/designee will
assist the teacher if the student refuses to report to the office. Within each
building, a system of communication will be used so appropriate teachers and
administrators are aware of the outcome in a timely manner.
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