
4-100 Employment Protocols 

4-100 Personnel Policies 

The personnel policies of the District are an essential part of the program of public 
education in the community. The philosophy of the District and the community is 
generally reflected in these policies. 

Through its personnel policies, the Governing Board wishes to establish conditions that 
will attract and hold the highest qualified personnel for all positions who will devote 
themselves to the education and welfare of the students. 

Policy development must be approached with attitudes of mutual faith and goodwill. 
Cooperation and participation of the administration and the Governing Board are 
essentials in the formulation of personnel policies. If the predominant values and 
standards are based upon a democratic philosophy, the personnel policies and 
regulations will add to the dignity of each individual. 

Provisions for the implementation of adopted personnel policies should include 
channels of communication and procedures for the handling of professional and ethical 
problems, through which all persons or groups affected may voice their opinions. 

To keep the District's personnel policies and the corresponding administrative 
regulations in the highest state of effectiveness to achieve the above purposes, the 
Superintendent is directed to establish the procedures needed. 

All rights and privileges of employment set forth in District policy and in any regulations 
promulgated pursuant thereto are subject to change by the Governing Board and shall 
not for any purpose be construed as granting future vested rights to employees except 
as to those rights already vested. The Governing Board maintains and reserves the 
right to modify any of the policies and regulations of the District. 

In the event of any ambiguity contained in any District policies or in any regulations 
promulgated pursuant thereto, the interpretation and the construction or interpretation of 
the Governing Board or its designee shall control the applications thereof. 

Appointment and Conditions of Employment 

General employment policies regarding vacations, leaves of absence, resignation, 
reemployment, duties, hours, and other matters related to the nature of each position 
and specifically noted herein are determined by the Board upon recommendation by the 
Superintendent. 

The Superintendent or the Superintendent's designee shall inform all employees of the 
locally assigned and legal constraints related to their positions, monitor each 
employee's adherence to those constraints, and establish work schedules, provisions 



for absences, and other conditions of employment in keeping with the Governing 
Board's policies and current agreements with employee associations. Working 
conditions shall be designed to promote excellent physical and mental health of all 
employees as a basis for full productivity. 

Adopted: 

Legal Authority: 

 A.R.S. § 15-341 

  



© 4-101 Board Authority to Employ 

Only the Governing Board, by official action taken in a properly noticed open meeting, 
may hire and terminate employees and determine salaries, wages, and benefits. 

The Board may non-renew the employment contracts of certificated administrators or 
certificated psychologists for the ensuing school year prior to April 15. 

The Board shall not issue contracts of employment to certificated teachers prior to 
March 15. 

The Board may non-renew the employment contracts of probationary teachers for a 
stated reason. If the stated reason is inadequate classroom performance, the District 
must have provided the teacher an opportunity for improvement as required by law. 

The District shall conduct background checks prior to employment of personnel and 
shall require individuals to maintain fingerprint clearance cards as designated in state 
law. 

Adopted: 

Legal Authority: 

A.R.S. § 15-502 

A.R.S. § 15-503 

A.R.S. § 15-538 et seq. 
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Board Authority to Employ 

© 4-101.A Procedure - Board Authority to Employ—Background Check 

All applicants for District employment must submit to a background check as required 
by A.R.S. § 15-512 and A.R.S. § 15-1330. 

A. Fingerprint Clearance 

The District shall fingerprint all personnel as a condition of employment as required by 
A.R.S. § 15-512. If required by A.R.S. § 15-106, an employee shall obtain and maintain 
an Identity Verified Print fingerprint clearance card. 

B. Pre-employment Inquiries 

Before employment, the schools shall make documented, good faith efforts to contact 
previous employers of applicants to obtain information relevant to the individual’s fitness 
for employment and ability to perform the essential elements of the job based upon the 
applicant’s skills, experience, training, and education.  

C. Criminal Background Disclosure 

All individuals who apply for employment with the District must disclose whether the 
applicant has pled guilty, pled no contest, has been convicted of or is awaiting trial for 
any of the specific crimes listed in A.R.S. § 15-509. Applicants must disclose any 
proceeding in another state subject to the disclosure requirements of A.R.S. § 15-509. 

Personnel required to be fingerprinted or to obtain a fingerprint clearance card shall 
certify and notarize on forms that are provided by the District whether the individual is 
awaiting trial for any of the specific crimes listed in A.R.S. § 41-1758.03, subsections B 
and C or 15-512 (D). 

D. Arizona Department of Education Educator Information System 

The District shall review the Arizona Department of Education’s educator information 
system before employing a certificated staff member or a noncertificated person who 
works with students. The District shall not employ a certificated person with a 
suspended, surrendered, or revoked certificate or a non-certificated person who has 
been prohibited from employment by the State Board of Education. 

Pursuant to A.R.S. § 15-534, an applicant for certification who has been disciplined in 
another jurisdiction shall complete the disciplinary process before that person applies 
for certification in Arizona. Pursuant to A.R.S. § 15-534.04, a noncertificated person 
who had been disciplined in another jurisdiction for immoral or unprofessional conduct 
must successfully complete the disciplinary process before employment by the District. 
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E. Record Keeping 

The District shall document its pre-employment inquiries. The District’s pre-employment 
inquiries shall remain confidential to the extent permitted by law. 
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4-101.B Procedure - Board Authority to Employ—Fingerprinting 
Requirements 

New Hires 

All certificated personnel to be hired by the District shall be fingerprinted as a condition 
of employment, except for personnel who, as a condition of certification, are required to 
have a valid fingerprint clearance card. 

The candidate's fingerprints shall be submitted, along with the form presented as an 
exhibit to this policy, immediately upon being notified of possible employment. The form 
shall be considered a part of the application for employment. 

An expired fingerprint clearance card may be used to satisfy the fingerprint 
requirements of section A.R.S. §§ 5-183, 5-503, 5-512, 5-534, 15-782.02, 15-1330 or 
15-1881 if the person signs an affidavit stating both of the following: 

A. The person submitted a completed application to the Finger Printing Division of 
the Department of Public Safety for a new fingerprint clearance card within   
ninety (90) days before the expiration date on the person's current fingerprint 
clearance card. 

B. The person is not awaiting trial and has not been convicted of a criminal offense 
that would make the person ineligible for a fingerprint clearance card. 

This does not apply to a fingerprint clearance card that has been denied, suspended or 
revoked or to a person who has requested a good cause exception hearing. 

Candidates shall certify on the prescribed notarized forms whether they are awaiting 
trial on or have ever been convicted of or admitted in open court or pursuant to a plea 
agreement committing any of the following criminal offenses in Arizona or similar 
offenses in any other jurisdiction: 

A. Sexual abuse of a minor. 
B. Incest. 
C. First- or second-degree murder. 
D. Kidnapping. 
E. Arson. 
F. Sexual assault. 
G. Sexual exploitation of a minor. 
H. Felony offenses involving contributing to the delinquency of a minor. 
I. Commercial sexual exploitation of a minor. 
J. Felony offenses involving sale, distribution, or transportation of, offer to sell, 

transport, or distribute, or conspiracy to sell, transport, or distribute marijuana or 
dangerous or narcotic drugs. 

K. Felony offenses involving the possession or use of marijuana, dangerous drugs, 
or narcotic drugs. 



L. Misdemeanor offenses involving the possession or use of marijuana or 
dangerous drugs. 

M. Burglary in the first degree. 
N. Burglary in the second or third degree. 
O. Aggravated or armed robbery. 
P. Robbery. 
Q. A dangerous crime against children as defined in A.R.S. § 13-705. 
R. Child abuse. 
S. Sexual conduct with a minor. 
T. Molestation of a child. 
U. Manslaughter. 
V. Aggravated assault. 
W. Assault. 
X. Exploitation of minors involving drug offenses. 

A person who makes a false statement, representation, or certification in any application 
for employment with the District is guilty of a class 3 misdemeanor. 

The District may refuse to hire or may review or terminate personnel who have been 
convicted of or admitted committing any of the criminal offenses above or a similar 
offense in another jurisdiction. In conducting a review, the Governing Board shall utilize 
the guidelines, including the list of offenses that are not subject to review, as prescribed 
by the State Board of Education pursuant to A.R.S. §  15-534. In considering whether to 
hire or terminate the employment of a person, the Governing Board shall take into 
account the factors listed in A.R.S. § 15-512. 

When considering termination of an employee pursuant to A.R.S. § 15-512, a hearing 
shall be held to determine whether a person already employed shall be terminated. 

The Superintendent shall develop and implement procedures that include the following 
in the employment process: 

A. Provide for fingerprinting of employees covered under this policy and A.R.S. § 
15-512. 

B. Provide for fingerprint checks pursuant to A.R.S. § 41-1750. 

If an employee's fingerprint card is revoked, the employee may be placed on an unpaid 
leave of absence. 

 

 

 

  



4-101.C Procedure - Board Authority to Employ—Professional Staff 
Hiring 

It shall be the policy of the District to employ and retain the best qualified personnel. 
This will be accomplished by considering qualifications and by providing competitive 
salary schedules within the financial capability of the District, adequate facilities, and 
good working conditions. 

Before employing a certificated or noncertificated person, school districts and charter 
schools shall conduct a search of the prospective employee on the educator information 
system that is maintained by the Arizona Department of Education. 

The District may not employ either of the following in a position that requires a valid 
fingerprint clearance card: 

A. A certificated person whose certificate has been suspended, surrendered or 
revoked, unless the State Board of Education has subsequently reinstated the 
person's certificate. 

B. A noncertificated person who has been prohibited from employment at a school 
district or charter school by the State Board of Education pursuant A.R.S. § 15-
505. 

The District shall annually submit to the Arizona Department of Education a list of 
certificated and noncertificated persons who are employed at the District. 

The Board has the legal responsibility of approving the employment of all employees. 
While this responsibility cannot be waived, the Board assigns to the Superintendent the 
process of recruiting staff members. In carrying out this responsibility, the 
Superintendent may involve other staff members as needed. All personnel selected for 
employment must be recommended by the Superintendent and approved by the Board. 
The Board adopts the following general criteria, which shall be utilized in the selection 
process for initial employment: 

A. There will be no discrimination in the hiring process due to race, color, 
religion/religious beliefs, gender, age, national origin, sexual orientation, creed, 
citizenship status, marital status, political beliefs/affiliation, disability, home 
language, family, social or cultural background of an otherwise qualified 
individual. 

B. Candidates for professional positions shall be qualified for and have the training 
necessary to perform the instructional duties or functions for which they have 
applied. 

C. Each candidate shall provide evidence of meeting state requirements for 
certification. 

D. Each candidate shall be requested to complete a consent-and-release form 
regarding conduct of a background investigation. 



E. A "background investigation" - consisting of communication with the applicant's 
(or employee's) former employer that concerns education, training, experience, 
qualifications, and job performance for the purpose of evaluation for employment 
- shall be conducted on each individual to be considered for a recommendation 
of employment. Forms developed for this purpose are to be used. 

Information obtained about an employee or applicant for employment by the District in 
the performance of a background investigation, including any records indicating that a 
current or former employee of a school or school district was disciplined for violating 
policies of the school district governing board pursuant to A.R.S. § 15-153, may be 
retained by that district and may be provided to any school district or other public school 
that is performing a background investigation. 

Any employee's misstatement of fact that is material to qualifications for employment or 
the determination of salary shall be considered by the Board to constitute grounds for 
dismissal. 

Before employment, schools or school districts shall verify the certification and 
fingerprint status of applicants who apply for school or school district positions that 
require certification. 

Should the need arise to employ a teacher who meets the requirements for a 
conditional certificate before an applicant has obtained the appropriate valid fingerprint 
clearance card, the District may assist in obtaining the conditional certificate, and 
employ the teacher, by meeting all of the following conditions: 

A. The District verifies in writing on a form provided by the Arizona Department of 
Education (ADE) the necessity for hiring and placing the applicant into service 
before a fingerprinting check is completed. 

B. The District obtains from the Department of Public Safety state-wide criminal 
records check on the applicant. Subsequent criminal records checks must be 
completed every one hundred twenty (120) days until a permanent certificate is 
received. 

C. The District searches the criminal records of all local jurisdictions outside Arizona 
where the applicant has lived in the previous five (5) years. 

D. The District obtains references from the applicant's current employer and two (2) 
most recent previous employers, except that for applicants who have been 
employed for at least five (5) years by the most recent employer, only references 
from that employer are required. 

E. The District provides general supervision of the applicant until permanent 
certification is issued by ADE. 

Upon recommendation for employment the District shall confirm employment 
authorization and employment eligibility verification by participating in the E-Verify 
program of the Department of Homeland Security's (DHS) U.S. Citizenship and 
Immigration Services Bureau (USCIS) and the Social Security Administration (SSA). 



The District will then complete the Form I-9 as required and maintain the form with 
copies of the necessary documents and documentation of the authorization and 
verification pending any inquiry. 

The Superintendent of Public Instruction may also impose any additional conditions or 
restrictions deemed necessary. 

Any person who permits unauthorized access to criminal history record information, 
releases criminal history record information, or procures the release or uses criminal 
history record information other than in accord with A.R.S. § 41-1750 is guilty of a class 
6 felony. 

A professional candidate's acceptance of a contract offer must be indicated within 
fifteen (15) business days from the date of the written contract, or the offer is revoked.  
Written notice of the deadline date for acceptance shall be included in the contract offer 
or an attachment to the contract offer. The candidate accepts the contract by signing the 
contract and returning it to the Board or by making a written instrument which accepts 
the terms of the contract and delivering it to the Board. If the written instrument includes 
terms in addition to the terms of the contract offered by the Board, the candidate fails to 
accept the contract. 

 

  



4-101.D Procedure - Board Authority to Employ- Recruiting 

As a means of ensuring effective recruitment activities and consideration of all available 
talent for staff positions, the human resources division is designated as the District's 
official agent for the recruitment of qualified applicants for staff positions. The placement 
of all staff employment advertising in news media and journals, and the listing of all staff 
positions with public and private employment agencies, will be performed by the human 
resources division. 

Certificated Staff Recruitment 

Applicants qualified for position vacancies will be referred by the employment office of 
the human resources division to department heads for their consideration. Referrals will 
be based only on applicants' qualifications to perform the duties and responsibilities of 
vacant positions. Applicants will be given the opportunity of referral to all vacancies for 
which they qualify. By the same token, the number of referrals to department heads will 
not be limited. 

The selection of staff members is the responsibility of the director of human resources 
or designee. Staff selections will be based upon the suitability of applicants to perform 
the duties and responsibilities of positions, without prejudice due to gender, sexual 
orientation, race, color, creed, religion/religious beliefs, age, disability, political 
beliefs/affiliation, marital status, national origin, home language, citizenship status, 
family, social or cultural background of any applicant. 

Principals, department heads, supervisors and staff members are encouraged to invite 
the application of potential applicants for specific vacancies; however, the District's 
policy of equal employment opportunity requires that applications be submitted to the 
human resources division prior to the extending of employment offers by supervisors. 

All prospective and renewing employees must comply with the Military Selective Service 
Act and complete the Statement of Compliance with the Military Selective Service Act 
form. 

The District's policy regarding compliance with immigration laws requires each newly 
hired employee to submit documents to the human resources division regarding the 
employee's identity and authorization to work in the United States. Such documents 
must be submitted immediately upon the hiring of the employee; it is therefore important 
that the human resources division retain exclusive authority to direct the hiring of 
employees to ensure compliance with immigration-related documentation requirements. 

Support Staff Recruitment 

 



As a means of ensuring effective recruitment activities and consideration of all available 
talent for staff positions, the human resources division is designated as the District's 
official agent for the recruitment of qualified applicants for staff positions. The placement 
of all staff employment advertising in news media and journals, and the listing of all staff 
positions with public and private employment agencies, will be performed by the human 
resources division. 

Applicants qualified for position vacancies will be referred by the employment office of 
the human resources division to department heads for their consideration. Referrals will 
be based only on applicants' qualifications to perform the duties and responsibilities of 
vacant positions. Applicants will be given the opportunity of referral to all vacancies for 
which they qualify. By the same token, the number of referrals to department heads will 
not be limited. 

The selection of staff members is the responsibility of the director of human resources 
or designee. Staff selections will be based upon the suitability of applicants to perform 
the duties and responsibilities of positions, without prejudice due to gender, sexual 
orientation, race, color, creed, religion/religious beliefs, age, disability, political 
beliefs/affiliation, marital status, national origin, home language, citizenship status, 
family, social or cultural background of any applicant. 

Principals, department heads, supervisors and staff members are encouraged to invite 
the application of potential applicants for specific vacancies; however, the District's 
policy of equal employment opportunity requires that applications be submitted to the 
human resources division prior to the extending of employment offers by supervisors. 

All prospective and renewing employees must comply with the Military Selective Service 
Act and complete the Statement of Compliance with the Military Selective Service Act 
form. 

The District's policy regarding compliance with immigration laws requires each newly 
hired employee to submit documents to the human resources division regarding the 
employee's identity and authorization to work in the United States. Such documents 
must be submitted immediately upon the hiring of the employee; it is therefore important 
that the human resources division retain exclusive authority to direct the hiring of 
employees to ensure compliance with immigration-related documentation requirements. 

Employment Applications 

The Governing Board has set minimum standards that must be met prior to the 
acceptance of support staff employment applications, which are: 

A. An applicant must meet all of the required qualifications described in the job 
description(s) for which application has been made, and 

B. The applicant must sign two request forms authorizing verification of past 
employment and performance; or 



C. The applicant shall provide personal references if no prior work experience can 
be documented. 

Testing 

Some support staff positions may require testing, and the applicant must be willing to 
demonstrate skill requirements demanded of the position for which application is being 
made. For example: 

A clerical applicant may be given tests relating to a position that requires 
specified typing and shorthand speed levels. 

Recruitment 

Supervisors desiring to fill established positions will initiate the referral of applicants to 
them for consideration by providing the employment office of the human resources 
division with pertinent details concerning the position(s) to be filled. This information 
may be submitted informally, by telephone or memorandum, and must consist of: 

A. Official title of the position and job code. 
B. Summary of the duties and the qualifications desired. 
C. Position status: full time or part time; career, short term, or temporary; new or 

replacement. 
D. Date the position will be open. 
E. Work location and hours. 
F. Pay rate and any pay differentials. 
G. Interview arrangements and interviewer's name. 

The employment office of the staff relations human resources division will assist the 
supervisors by taking appropriate steps to provide them with a number of qualified 
applicants. 

Applicants will be made aware of the titles, salary ranges, names of the supervisors, 
and the general nature of positions to which they are referred. They will be referred by 
prior appointment only and will be introduced  to  the  supervisors or designees by use 
of the Screening History and File Activity Form. 

Selection 

Supervisors, upon receiving applications of qualified personnel from the human 
resources division, shall then accept responsibility for selection, subject to approval by 
the director of human resources. 

Following are the general procedures that each supervisor should follow in making the 
selection: 



A. Set up and conduct interviews of qualified applicants. 
B. Make applicants aware of the title, salary range, and nature of the position for 

which they are being interviewed. 
C. Select the most qualified applicant for the position. 
D. Notify the human resources division, in writing, of the selection. This notification 

shall include: 

1. Name of the selected applicant. 
2. Effective date of hire. 
3. Position to be filled. 
4. Starting rate of pay. 
5. Who the selected applicant is replacing. 
6. Any shift differential the employee is entitled to, where applicable. 

E. Return all applications, screening history and file activity forms to the human 
resources division 

F. After receiving approval by the human resources division, notify the selected 
applicant and request that said applicant report to the human resources division 
for finalizing employment. 

 

 

 

 

  



4-101.E Procedure - Board Authority to Employ – Professional Staff 
Positions 

Administrative and Supervisory Personnel 

All administrative and supervisory positions in the school system are established initially 
by the Governing Board and/or state law. 

It is the intent of the Board to activate a sufficient number of such positions to promote 
the attainment of the District's goals. 

In each case, the Board will approve the broad purpose and function of  the position in 
harmony with state laws and regulations, approve a statement of job qualifications as 
recommended by the Superintendent, and delegate to the Superintendent the task of 
writing, or causing to be written, a job description for  the position. 

The Board requires the Superintendent to maintain continuously a comprehensive, 
coordinated set of job descriptions for all such positions so as to promote efficiency and 
economy in the staff's operations. 

Certificated Personnel 

The primary goal of certificated personnel is to instruct, counsel, and motivate students 
in the educational process and to achieve the Board's adopted purposes and goals of 
the schools. 

All personnel policies and regulations pertaining to such personnel must be written in 
harmony with the above primary goals. 

The certificated and other teaching personnel of the District shall include classroom 
teachers, counselors, psychologists, librarians, speech/language pathologists, 
audiologists, coaches, athletic trainers, and teachers of special education and other 
special subjects. 

The Board shall, upon recommendation by the Superintendent or the Superintendent's 
designee, vote upon the employment of each such staff member through its regular or 
special Governing Board meetings. 

Classifications.  The classifications of certificated and other teaching personnel of the 
District are as follows: 

A. Certificated teachers who have been employed by this District for more than the 
major portion of three (3) consecutive school years. These certificated teachers 
shall be entitled to all of the benefits and protections granted to such teachers by 
District policies and regulations, by the Arizona Revised Statutes, and by law. 
These certificated teachers may, for convenience in District policies and 



regulations, be referred to as continuing teachers, and wherever that designation 
is used it shall be deemed to refer only to such certificated teachers. 

B. Certificated teachers who have not been employed by this District for more than 
the major portion of three (3) consecutive school years. These certificated 
teachers shall be entitled only to the benefits and protections specifically granted 
such teachers by District policies and regulations, the Arizona Revised Statutes, 
and law. These certificated teachers may, for convenience in District policies and 
regulations, be referred to as noncontinuing teachers, and wherever that 
designation is used it shall be deemed to refer only to such certificated teachers. 

Staff categories: 

A. Full-time staff members: 

1. All full-time personnel shall be employed on a full-time basis as hereinafter 
defined. 

2. Full-time staff members shall receive written contracts and shall  be 
compensated in accordance with the District salary schedule applicable to 
such members' employment functions. 

3. Full-time staff members are eligible for all District benefits of employment and 
are subject to certificated policies and regulations. 

B. Part-time staff members: 

1. Part-time staff members are persons employed on less than a full-time basis. 
2. Part-time staff members shall receive written contracts and shall be 

compensated in accordance with the District salary schedule applicable to 
such members' employment functions, said contracts being prorated in 
accordance with the time to be worked. 

3. Part-time staff members are eligible for all District benefits of employment and 
are subject to certificated policies and regulations. 

4. A certificated teacher who has been employed by the District for more than 
the major portion of three (3) consecutive years does not lose the entitlement 
to the procedures prescribed in A.R.S. §§  15-38.01, 15-539 through 15-544, 
and 15-547 if the teacher is employed under contract on a part-time basis for 
at least forty percent (40%) time. 

C. Short-term staff members: 

1. A short-term staff member is a certificated teacher or an associate teacher 
who is employed (a) to replace a full-time or part-time classroom teacher in 
instances other than as substitute teachers, or (b) to fill such other 
employment positions as may from time to time be determined by the 
Superintendent or the Superintendent's designee to be appropriate. 

2. Short-term staff members shall receive written contracts and shall be 
compensated in accordance with the District salary schedule applicable to 



such members' employment functions, said contracts being prorated in 
accordance with the to be time worked. 

3. Short-term staff members are eligible for all District benefits of employment 
and are subject to certificated policies and regulations. 

D. Addendum-contract staff members: 

1. An addendum-contract teacher is a person who is already working as a 
certificated or associate teacher in the District and accepts additional duties 
for the purpose of filling an addendum-contract position. 

2. Addendum-contract personnel shall be employed only by written contract, in 
addition to their existing contracts, and shall be compensated in accordance 
with the addendum-contract salary schedule. 

3. Addendum-contract personnel are not eligible for additional District benefits 
except workers’ compensation and are subject to District policies and 
regulations. 

E. Substitute staff members: 

1. A substitute teacher is a certificated teacher who is fully qualified to instruct in 
District schools and is employed for short periods of time in the absence of 
the regular classroom teacher, who is expected to return to the assignment 
during the school year. 

2. Substitute staff members shall not receive written contracts, and rates of 
compensation will be set by the Board. 

3. Substitute staff members are not eligible for any District benefits except 
workers’ compensation but are subject to certificated policies and regulations. 

F. Wage-rate staff members. Certificated employees whose compensation is on the 
basis of hourly or daily rates or wages for any given work scheduled are 
classified as staff members on wages, such as substitutes. 

G. Salaried staff members. Staff employees who are compensated at an annual 
contract rate are considered salaried staff members. The compensation of staff 
members by salary, as opposed to wages, does not constitute an exemption to 
the timekeeping provisions of the Fair Labor Standards Act. 

H. Exempt staff members. Contracted staff employees who are not subject to the 
timekeeping provisions of the Fair Labor Standards Act are exempt staff 
members. In general, this includes staff members whose duties are of a 
professional or executive nature. 

I. Nonexempt staff members. Employees who are subject to timekeeping 
provisions of the Fair Labor Standards Act and, therefore, required to record the 
hours they work are nonexempt staff members, i.e., substitutes. 

J. Continuous service. Staff employees can earn continuous employment service 
from their first day of employment. Staff employees who have been rehired earn 
continuous service from the first day of the current period of employment. An 
adjusted continuous service date is established resulting from a personal leave of 



absence without pay, excluding extended personal illness leave, extended 
military service leave, or a leave as a result of an injury incurred during the 
performance of official duties. 

K. Certificated personnel. The certificated personnel are employees who are set 
forth under the Arizona Revised Statutes as requiring state certification in the 
performance of their instructional, professional noninstructional, or administrative 
duties. The District policies and regulations for certificated personnel do not apply 
to support staff personnel or to any other employees of the District not set forth 
under the certificated employee requirements of the state. 

Staff definitions. For the purpose of these policies and regulations: 

A. Certificated teacher means a person who holds a certificate from the State Board 
of Education to work in the schools of this state and who is employed under 
contract in a school district in a position that requires certification, except an 
administrator devoting less than fifty percent (50%) of working time to classroom 
teaching. 

B. Full time means employed for a full school day, or its equivalent, or for a full class 
load, or its equivalent, as determined by the Governing Board. 

C. Governing Board means the governing board of the District. 
D. Major portion of a school year means full-time employment for fifty-one percent 

(51%) of the school days during which school is in session, except that a 
certificated teacher is not deemed to have completed the major portion of the 
third school year of three (3) consecutive years of employment until the end of 
the third school year. 

E. Employed forty percent (40%) time means employed for at least forty percent 
(40%) of the school day required of full-time teachers of the same grade level or 
for at least forty percent (40%) of the class load assigned to full-time teachers of 
the same grade level, as determined by the Board. 

Responsibility for Interpretation of Board Policy and Administrative Rules 

As the designee of the Board, all initial interpretations regarding the application and the 
intent of or the responsibility for administration of the staff personnel policies are to be 
made only by the associate to the Superintendent or assigned designee. 

In the event of any ambiguity contained in any Board policy or procedure promulgated 
pursuant thereto, the interpretation and the construction of the Board shall control the 
applications thereof. 

These procedures are necessary to assure that uniformity of application of policies and 
regulations is maintained. 

Personnel Practice 



The Board hereby indicates its intention to proceed, insofar as possible, in the following 
manner in its relationships with all certificated and other teacher personnel of the 
District: 

A. Every certificated and other teaching employee of the District shall be entitled to 
instructions in writing as to the general duties, responsibilities and limitations of 
the assigned position. 

B. Every employee of the District, where practical, shall be responsible to and shall 
take orders from only one (1) person. 

C. In case of unsatisfactory performance on the part of any certificated or other 
teaching employee, to the extent practicable, the employee shall be entitled to a 
written notice specifying the areas in which work performed is unsatisfactory and 
sufficient time to overcome the unsatisfactory areas of performance. 

Temporary and Part-Time Personnel 

The Board has the responsibility to employ such persons as may be needed to conduct 
the business of the District. The establishment of employment positions requires the 
official action of the Board; the function of recruiting for employment positions is 
delegated to the director of human resources, provided that no dependent of a member 
of the Board, as defined in A.R.S. § 43-1001, may, be employed by the District except 
with the express consent of the Board. 

  



4-101.F Procedure - Board Authority to Employ—Addendum Contracts  

All openings for addendum-contract positions will be publicized in each school building 
by the Director of Human Resources, as the need arises. Teachers who have applied 
for such positions will be notified of the action taken regarding their application as early 
as practicable, and in any event, prior to appointment to the position. 

The following stipulations will apply to addendum-contract positions: 

A. Whenever possible, addendum-contract positions will be filled by regularly 
appointed teachers in the school, consistent with the educational needs of the 
system. 

B. In filling such positions, consideration will be given, but not limited to, a teacher's 
area of competence, major and/or minor field of study, quality of teaching 
performance, attendance record, and length of service in the school system. 

C. Pay for addendum contracts will be received during the period of time the 
addendum functions are actually being performed, in conjunction with standard 
pay periods. 

D. Teachers resigning addendum-contract positions are expected to provide 
adequate notice to secure satisfactory replacements without undue interruption 
of the positions. 

E. Addendum-contract teachers who do not receive notice to the contrary prior to 
April 15 may assume that their assignments will be continued for the coming 
year. 

F. Department head positions shall be limited to a period of five (5) years. Principals 
may request an exemption from the five (5)-year limitation but must be able to 
justify their requests in writing to the Superintendent. Principals should 
encourage their staff members to actively seek department head positions when 
available to ensure departmental and individual growth. 

G. An addendum contract may be terminated at the discretion of the administration 
upon thirty (30) days’ notice, if practicable. 

H. The District permits certificated employees who are exempt from the Fair Labor 
Standards Act (FLSA) permit the award of addendum contracts to such 
employees to fill positions in addition to their regular full-time employment with 
the District.  

I. District written policies have never authorized the award of addendum contracts 
to nonexempt employees to fill positions in addition to their regular employment.  
Notwithstanding the absence of such a policy permitting the award of addendum 
contracts to nonexempt employees, beginning in approximately 1989 it became 
the District's practice to occasionally award addendum contracts to such 
employees. As a consequence, at this time, certain employees who are 
nonexempt under FLSA have addendum contracts to fill positions in addition to 
their regular employment. 

J. Unless it is established that there is no other qualified applicant for the position 
and the employment has been approved by the Governing Board, no nonexempt 
employees of this District shall be employed to fill any position of employment 



appearing on the District's addendum salary schedule adopted by the Governing 
Board or any position of employment with the District as a special-event worker. 

 

  



4-101.G Procedure - Board Authority to Employ—Part Time and 
Substitute Staff Employment 

Temporary and Part-Time Personnel 

The Governing Board has the responsibility to employ such persons as may be needed 
to conduct the business of the District. The establishment of employment positions 
requires official action by the Board; the function of recruiting for employment positions 
is delegated to the director of human resources, provided that no dependent of a 
member of the Board, as defined in A.R.S. § 43-1001, may be employed by the District 
except with the express consent of the Board. 

Substitute Teachers 

A. A substitute teacher may be employed in the following instances: 
B. Absences while the teacher is receiving contracted compensation from the 

District. 
C. Absences while the teacher is on short-term leave of less than four (4) months. 
D. Absences while the teacher is on suspension of less than ten (10) days. 
E. When a suitable qualified teacher replacement is being sought. 
F. Such other occasions as may be approved by the Director of Human Resources. 

Substitute Program 

Suitable programs for training, assigning, orienting, and evaluating the work of 
substitute teachers may be provided by the professional staff under the direction of the 
Superintendent. 

Retired Teachers 

Retired teachers may be employed as substitute teachers without jeopardizing their 
state retirement compensation. 

Early Retirees 

Teachers who are on the District's early retirement plan may substitute upon completion 
of their annual obligation days without jeopardizing their District early retirement salary 
or their state retirement compensation, if applicable. 

Job Sharing 

Job sharing shall be a voluntary arrangement between two (2) teachers to share one (1) 
position. 

It shall be the responsibility of the principal to approve any request to job share. 



When a job-shared position is approved, the following stipulations will be effective: 

A. The position will be evaluated annually. The principal will decide whether the job-
sharing arrangement will continue or be dissolved. 

B. If it is necessary to fill a position vacated by a person who is accepting a job-
sharing assignment, that position will be filled on a short-term basis. 

C. If the job-sharing participants do not return to full-time status at the end of two (2) 
years, the vacated position will be filled on a full-time basis and the participants 
shall forfeit their rights to that position. 

D. Job sharing means that the employee will be employed for at least fifty percent 
(50%) of the school day required of the full-time teacher. 

E. A continuing-status teacher who elects to take a job-sharing position will not 
forfeit continuing status. 

F. Job-sharing teachers who have not achieved continuing status may not receive 
continuing contracts on the basis of part-time assignments. 

Due Process 

For the purpose of preserving due process, a teacher who has been employed by the 
District for more than the major portion of three (3) consecutive school years, who 
changes from a full-time contract to a less than forty percent (40%) part-time contract 
shall be advised by the human resources division of the School District that: 

A. The less than forty percent (40%) part-time employment will deprive the teacher 
of certain entitlements, which can be restored only by employment for at least 
forty percent (40%) time. 

B. The change will deprive the teacher of the rights of contract renewal and the 
protections against dismissal. 

C. In any case involving acceptance of less than forty percent (40%) part-time 
status, the teacher must provide the District with a signed statement of 
understanding relating to the loss of these rights. 

Part-Time Teachers 

The relationship between the District and part-time teachers employed by the District, 
and the legal rights of each, shall be determined by the written contracts of employment, 
which shall, for all purposes, be deemed to include and be subject to all applicable state 
and federal laws. 

Standard of performance. The duties of a part-time teacher are the same as those of a 
certificated teacher who has been employed by the District for more than the major 
portion of three (3) consecutive school years. The part-time teacher is expected to 
achieve and maintain a level and standard of performance established and/or required 
by the Board. Continued inability to satisfy the Board's described standard of 
performance will result in termination of the teacher's employment. 



Evaluation. Each part-time teacher will be evaluated in the classroom and by other 
means at least once each school semester. 

Right to contract. Part-time teachers shall not have an automatic right to contract for the 
following year except as provided by law for such teachers who are certificated teachers 
who have been employed by the District for more than the major portion of three (3) 
consecutive school years and who are employed under contract for at least forty 
percent (40%) time. 

Employment on a per-diem or voucher basis. In accordance with District policy, when 
extraordinary conditions demand, and without prior approval by the Board, temporary or 
substitute personnel may be employed on a per- diem or voucher basis subject to the 
following conditions: 

A. Continued employment of any person so employed shall be subject to the 
confirmation and approval of the Board at its next official meeting. In no case 
shall such temporary employment exceed ten (10) working days without approval 
by the Board. 

B. The employee should be hired on a per-diem basis and shall be compensated in 
accordance with the requirements and limitations  of existing contracts that cover 
similar positions or employees. 

C. In the case of job classifications for which there are lists of Board-approved 
persons who are eligible to serve temporarily in these classifications, a temporary 
or substitute employee shall be named from such a list. However, where no such 
lists exist, or when efforts to secure an available person from such a list have 
been  exhausted,  another qualified person may be employed. 

D. In addition to the conditions set forth in above, the temporary assignment of a 
person to a supervisory or administrative position shall be preceded by the 
Superintendent's notification to the Board detailing the circumstances that 
created the need and the rationale for said decision. 

E. The employment of any temporary person, irrespective of position, shall be 
subject to and restricted by the financial limitations of the annual school budget 
under which the District is operating. 

Summer School Teachers 

All openings for summer school positions will be publicized in each school building by 
the Superintendent as early as practicable. Teachers who have applied for such 
positions will be notified of the actions taken regarding their applications as early as 
practicable, and in any case, prior to official Board appointment to such positions. 
Summer school openings ordinarily will be publicized not later than the preceding March 
1 and ordinarily teachers will be notified of the actions taken not later than May 15. 

A teacher who has authored a special course (not listed in the school course description 
booklet) will be given preference to teach that course. These special courses must 
receive approval from the Board and be subject to student enrollment for funding. 



For courses listed in the school course description booklet, teaching positions in the 
summer school will be filled first by certificated teachers in the District school system 
insofar as such preferences are practical and consistent with the educational needs of 
the District. 

In filling such positions, selection will be based upon the following criteria: 

A. Major and/or minor field of study. 
B. Consecutive years of competent teaching experience in the building's summer 

school program. 
C. Length of service in the school building. 
D. Length of service in the school system. 

Substitute Teachers 

Each substitute teacher must be a certificated teacher under current Arizona school law 
or must be an "associate teacher" as permitted by Arizona school law. All such teachers 
must adhere to policies established by the State Board of Education and by the 
Governing Board of the School District. 

Substitute teachers are paid one hundred dollars ($100) per day, which becomes one 
hundred twenty-five dollars ($125) per day after twenty (20) non-consecutive days of 
completed substitute assignments. Regular deductions for state and federal income 
taxes and for Social Security withholding are made. 

A. The substitute will have an unscheduled observation by the principal or qualified 
designee during the first twenty (20) days or the substitute shall automatically 
continue in the position. Written reasons need to be shown by the principal to the 
Superintendent for terminating the substitute at the end of the first twenty (20) 
day period. 

B. The substitute will have a formal evaluation by the principal or qualified designee 
during the second twenty (20) days or the substitute will automatically continue in 
the position. Written reasons must be shown by the principal to the 
Superintendent for terminating the substitute at the end of the second twenty (20) 
day period. 

C. The substitute teacher shall not have an automatic right to a contract for the 
following year. 

Substitutes are contacted and assigned from the central substitute office of the human 
resources division. 

The duty period is the regular duty hours of the absent teacher. 

Substitutes will take any regular or special duties that have been assigned to the regular 
teacher for the time the teacher is being relieved. 



Deviations from the substitute's duty schedule are made only with approval by the 
principal's office. 

Arrangements for Substitute Teachers 

The Superintendent will establish procedures for reporting the need for and arranging 
for professional staff substitutes. 

Substitutes are contacted and assigned from the central substitute office of the human 
resources division. 

The duty period is the regular duty hours of the absent teacher. 

Substitutes will take any regular or special duties that have been assigned to the regular 
teacher for the time the teacher is being relieved. 

Deviations from the substitute's duty schedule are made only with approval by the 
principal's office. 

When utilizing the leave policies of the District, it shall be the responsibility of the 
teacher to notify the supervising principal, as soon as possible, of the need for a 
substitute teacher. In the event the principal is not available, the building designee may 
be notified. 

If the teacher knows in advance that a return to duty will be assured on a certain day, 
the principal should be so notified in order that the substitute may be informed. 

Compensation for Coverage 

When a teacher absence has not been filled by a District substitute and must be filled 
by a contract teacher, the contract teacher shall be compensated in accordance with 
District policy. 

On occasions where a contract teacher is not available to fill a teacher absence during 
planning time, the school may combine the absent teacher's class with the class of 
another teacher. The District recognizes that this will also impact a teacher's planning 
time, requiring additional planning to teach the combined class load. Consequently, 
teachers who are required to combine another class with their own are also eligible for 
compensation in accordance with District policy. 

Teachers as Substitutes 

When a substitute cannot fill the role of a teacher, it is necessary to place a person in 
this position who would normally be performing other teaching or nonteaching duties. 
The site's top priority is to place a certificated adult in the classroom. All attempts shall 



be made to implement a solution which minimizes disruption and is in the interest of the 
greatest number of students. 

Each principal shall develop a plan annually for coverage of classes in the event that a 
substitute is not available. Such plan must be developed through collaboration of the 
administration and representatives of the certificated staff. Each member of the staff will 
be invited to participate in the development of the plan. A copy of the plan shall be given 
to all certificated staff and any affected support staff members. A copy shall also be sent 
to the Amphitheater Education Association president. The plan shall include: 

A. A description of the efforts to invite staff to participate in the development of the 
plan and a list of participants, if any; 

B. Voluntary participation by certificated staff members. Staff may volunteer for 
substitute coverage only during scheduled planning time or during nonstudent 
contact time; 

C. Mandatory assignment of certificated personnel which includes all certificated 
employees assigned to that school;  

D. Assignment of adult instructional aides only in the event that no certificated 
employee is available to serve as a substitute. Adult instructional aides so 
assigned must be under the direct supervision of a certificated staff member;   

E. Method of assigning substitute duty on a rotating basis, whether the assignment 
is voluntary or mandatory; and 

F. Provisions to ensure that federally funded or other mandated programs, e.g. 
special education, Title I, ESL, are impacted to no greater extent than any regular 
education program. 

Compensation 

When a situation occurs in which a teacher absence has not been filled by a District 
substitute, a site administrator or designee will assign a certificated adult to cover 
classes. Certificated employees will be compensated for such assignments.  
Certificated employees shall be compensated at the rate of one-fifth (1/5) of the 
certificated substitute pay rate per hour of lost planning time. 

Emergency Coverage 

Situations sometimes occur that cause a teacher to leave class, creating the need for 
immediate coverage of the class. The teacher shall notify the administrator of the need 
for immediate coverage. Coverage of the class shall be arranged before the teacher 
leaves the class unattended. 

Support Staff Substitutes 

Substitutes for support staff employees are paid at Step I of the position category. 
Substitute support staff are considered temporary employees and shall receive all fringe 



benefits to which all other temporary employees are entitled. Regular deductions for 
state and federal income taxes and for Social Security withholding are made. 

The substitute will be evaluated by the supervisor prior to the fortieth (40th) day of 
consecutive substitution in a specific assignment. 

The substitute shall not have an automatic right of hire for the position if it is filled on a 
permanent basis. 

When a substitute cannot fill a support staff position vacancy or absence, it may be 
necessary to place an existing staff member in the position on a temporary basis. All 
attempts shall be made to implement a solution which minimizes disruption and is in the 
interest of the greatest number of students. In an ongoing vacancy situation, the site's 
top priority shall always be to fill the vacancy. 

Each principal or other supervisor shall annually develop a plan for coverage in the 
event that a substitute is not available. Such plan must be developed through 
collaboration of the administration and representatives of the support staff. Each 
member of the support staff will be invited to participate in the development of the plan.   
A copy of the plan shall be given to all support staff and any affected certificated staff 
members. A copy shall also be sent to the Amphitheater Education Association 
president. The plan shall include: 

• A description of the efforts to invite staff to participate in the development of the 
plan and a list of participants, if any; 

• Voluntary participation by support staff members; 
• Mandatory assignment, where necessary, of support personnel; 
• Method of assigning substitute duty on a rotating basis, whether the assignment 

is voluntary or mandatory; and 
• Provisions to ensure that federally funded or other mandated programs, e.g., 

special education, Title I, English Language Learners (ELL), are impacted to no 
greater extent than any regular education program. 

  



4-101.H Procedure - Board Authority to Employ—Support Staff 
Probation and Seniority 

The first four (4) months of service by support staff members are considered an 
extension of their employment applications, during which time they have the opportunity 
and responsibility to demonstrate ability, suitability, and probability of sustained 
successful performance. 

The probation period is served only once during continuous employment, except when 
imposed as a direct result of disciplinary action. It may not be reapplied upon promotion, 
transfer, or reassignment of career support staff members who have previously 
completed their probationary periods. 

A career support staff member who has completed the probationary period and is 
rehired in an equivalent job specialization within twenty-four (24) months of a voluntary 
prior separation from employment shall not be required to serve another probation 
period. 

At any time during the employee's probation period, the employee may be dismissed by 
the supervisor, with legal review and approval by the associate to the Superintendent, 
with or without cause or reason, and no reasons for dismissal need be stated. 

A new employee serving the initial probation period, and a rehired employee serving a 
new probation period because of a break in service exceeding twenty- four (24) months 
are not entitled to appeal rights in the event of probationary dismissal. 

The supervisor will evaluate the performance and suitability of a career support staff 
member prior to the completion of two (2) months of employment and again at least two 
(2) weeks prior to the expiration of the probationary period and will indicate whether the 
employee is to be retained or dismissed. 

This determination will be indicated in writing on the Performance Evaluation Form. 

The probationary support staff member and the human resources division will be 
advised of the decision by a copy of the evaluation form. 

  



4-101.I Procedure - Board Authority to Employ—Conditions of 
Employment 

Appointment and Conditions of Employment 

General employment policies regarding vacations, leaves of absence, resignation, 
reemployment, duties, hours and other matters related to the nature of the position and 
specifically noted herein are determined by the Governing Board upon recommendation 
by the Superintendent. 

The Superintendent or the Superintendent's designee shall inform all employees of the 
locally assigned and legal constraints related to their positions, monitor each 
employee's adherence to those constraints, and establish work schedules, provisions 
for absences, and other conditions of employment in keeping with the Governing 
Board's policies and current agreements with employee associations. Working 
conditions shall be designed to promote excellent physical and mental health of all 
employees as a basis for full productivity. 

Years of Employment 

In accordance with state law, the major portion of a school year shall be the equivalent 
of a year of employment, except that a certificated teacher is not deemed to have 
completed the major portion of the third (3rd) school year of three (3) consecutive years 
of employment until the end of the third (3rd) school year. 

A. The school year should be measured by the number of duty days a full-time 
teacher is expected to serve within a July 1 to June 30 period. 

B. Such period may not be less than one hundred seventy-eight (178) days. 
C. The "major portion" of that school year would be fifty-one percent (51%) or more 

of the duty days. 

  



4-102 Staff Assignments 

Assignment of Duties 

The Superintendent shall have the authority to assign or reassign any certificated or 
other teaching employee to any certificated position in the District for which the 
employee is qualified, provided that: 

A. Consideration will be given to placing the employee in a position the employee 
most desires. 

B. The employee shall, to the extent practicable, be consulted prior to the making of 
the decision to assign. 

C. All employees shall be notified of positions that may be open and shall be given 
an opportunity to request any such position. 

D. No person shall be transferred from the current position except as part of a 
budgetary reduction in force or for just cause, which need not constitute cause 
for disciplinary action. 

In instances where there are changes in organization of the school system, additions or 
eliminations of educational services, and where an individual's potential for contributing 
to the program needs of the school or department, and when the instructional program 
of the relinquishing school is not hindered, the Superintendent may reassign individuals 
on a case-by-case basis without taking into consideration the factors described in the 
four (4) subparagraphs above. 

Transfer between School Sites 

The best interests of a school's instructional program are paramount in considering 
teacher transfers. The desire of the Governing Board and administration is to 
accommodate teacher requests for transfer, but in accordance with the aforementioned 
reservation. 

Three (3) types of transfers to be considered are: 

A. Voluntary transfers. 
B. Involuntary transfers. 
C. Transfers directed by the Superintendent. 

The Governing Board delegates to the administration the right to transfer personnel to 
other positions for the betterment of the school system. The following factors and/or 
conditions are among those to be considered in the transfer of personnel. These factors 
are not listed in any order of priority. 

A. Increase or decrease of enrollment in various grades and classes. 
B. Opening of new buildings or closing of old ones. 
C. Changes in organization of the school system. 



D. Addition or elimination of an educational service. 
E. An individual's potential for contributing to the program needs of the school or 

department and when the instructional program of the relinquishing school is not 
hindered. 

F. An individual's potential for contributing to the cocurricular activities of a school. 
G. An individual's prior experience. 
H. An individual's certification for the position. 
I. An individual's ability to perform the functions of the assigned position based 

upon the individual's performance evaluation. 
J. An individual's desire for professional growth and/or new opportunities. 

Support Staff Assignment of Duties 

The Superintendent shall have the authority to assign any support staff employee to any 
support staff position in the District for which the employee is qualified, provided that: 

A. Consideration will be given to placing the employee in a position the employee 
most desires. 

B. The employee shall, to the extent practicable, be consulted prior to the making of 
the decision to assign. 

C. All employees shall be notified of positions that may be open and shall be given 
an opportunity to request any such position. 

D. An employee may request a transfer from the Superintendent due to special 
circumstances, after other remedies have been exhausted. An example of 
special circumstances may include, but is not limited to, proximity to an ill family 
member. 

E. No person shall be transferred from the present position except as part of a 
budgetary reduction in force or for just cause, which need not constitute cause 
for disciplinary action. 

In instances where there are changes in organization of the school system or additions 
or eliminations of educational services, and when an individual's potential for 
contributing to the program needs of the school or department and the instructional 
program of the relinquishing school is not hindered, the Superintendent may reassign 
individuals on a case-by-case basis without taking into consideration the factors 
described above. 

An immediate supervisor must contact the Human Resources Manager to discuss 
alternatives for filling positions when either of the following occurs: 

A. An employee is tasked to cover duties normally performed by a vacant position in 
a different work classification for more than ten (10) consecutive workdays, or 

B. An employee is tasked to cover duties normally performed by an employee in a 
different work classification for more than sixty (60) nonconsecutive workdays in 
a fiscal year. 



4-102.A Procedure – Staff Assignments- Transfer Protocol 

Intra-Site Reassignment 

When a vacancy opens within the academic year at a school the principal shall have the 
option to fill the position with a current staff member. The principal will notify all 
certificated staff of the vacancy no later than its official posting date. 

Voluntary Transfers 

Requested transfer by teachers from one (1) school of the District to another is 
encouraged and is an acceptable practice in accordance with the prescribed factors and 
conditions set forth herein. 

A. A request for transfer will include authorization of the selection committee to have 
access to correspondence, evaluations, and any other information contained in 
the employee's personnel file that may be pertinent to the hiring process. 

B. Internal employees applying for a temporary position within the district may do so 
with a letter of intent. Employees are encouraged to update their resume and/or 
application. 

C. Internal applicants for an open vacancy will submit an updated application when 
applying for a promotion. 

D. Instructional personnel will be eligible for voluntary transfer only once during the 
school year. 

E. A teacher desiring a voluntary transfer to another position(s) for the ensuing 
school year may submit an internal application, via the district’s on-line applicant 
tracking system, when the specific position(s) of interest has been posted on the 
district’s employment website. Voluntary transfer requests must be submitted by 
May 15 unless another later deadline is set by Human Resources. 

F. The two (2) certificated staff members with the highest District seniority who 
apply for a voluntary transfer shall be given an opportunity to interview for that 
position within the timelines established for the interview. Hiring administrators 
are encouraged to interview additional transfer applicants. 

1. It is the responsibility of all applicants to make current contact information 
available to Human Resources. 

2. Transfer applicants unavailable during the timelines established for the 
interview will be notified in writing of the intent to interview them and of the 
efforts made to contact them. 

3. Interviews for teachers currently under contract shall be scheduled outside 
of the employee's normal teaching hours or the teacher will be provided 
release time. 

G. Each school may have interviewing committees. The composition of these 
committees will be determined by the principal or the principal's designee. The 
number of members and composition of the committee shall remain the same for 



voluntary transfers and outside applicants. To the extent possible, the 
membership of the committee should remain the same for each specific position. 

H. The interview process must be the same for voluntary transfers and outside 
applicants. 

I. After July 1 and prior to the first day of school, positions may be filled either on a 
short-term or regular contract basis, at the prerogative of the District. After the 
commencement of the academic year, all positions will be filled on a short-term 
contract basis, in accordance with District regulation. 

J. The school principal will make the recommendation to fill the position to the 
Superintendent or the Superintendent's designee. 

K. A teacher who has requested a voluntary transfer and has not been selected by 
July 1 may not reapply until the following school year. Between May 15 and June 
30, a voluntary transfer can be approved, providing the relinquishing principal 
agrees to the transfer following a conversation between the relinquishing 
principal, accepting principal and the teacher. 

L. A minimum of the staffing of a new school will be accomplished by teachers who 
request voluntary transfer. 

M. Recommendation/nonrecommendation and processing of the voluntary transfer 
request shall be made in writing by the site administrator to the staff member as 
soon as possible, but not later than ten (10) calendar days following completion 
of the site selection process. 

Involuntary Transfers 

An Involuntary transfer will be defined as movement from one (1) school site to another 
school site, and an involuntary transfer may be required based on the following factors: 

A. Increase or decrease of enrollment in various grades and classes. 
B. Opening of new buildings or closing of old ones. 
C. Changes in organization of the school system. 
D. Addition or elimination of an educational service. 

After determining that one (1) or more of the factors listed above exists and that  an 
involuntary transfer is necessary, the following procedure shall be followed: 

A. The principal shall call a meeting within one (1) week during the school year or 
send written notice during the summer to all eligible certificated personnel in the 
department/school to seek a volunteer who will declare availability for transfer. If 
an eligible volunteer is found, the transfer will be made. 

B. Teachers eligible for involuntary transfer: 

1. To a primary class will be those currently teaching in grades kindergarten 
(K) through three (3). 

2. To an intermediate class will be those currently teaching in grades four (4) 
through six (6). 



3. To a subject or department at the middle school level will be those 
currently teaching in grades six (6) through eight (8) with appropriate 
certification. 

4. To a subject or department at the high school level will be those currently 
teaching in grades nine (9) through twelve (12) with appropriate 
certification. 

C. A teacher will be considered ineligible for an involuntary transfer if: 

1. The teacher has been employed by the District for less than two (2) years 
prior to the effective date of the involuntary transfer. 

2. The teacher is on a remediation plan or disciplinary probation. 
3. The teacher was involuntarily transferred within the past two (2) years. 
4. The teacher is to be transferred from a position that will be filled by a new 

hire. 

D. The teachers identified as available for involuntary transfer to a new assignment 
shall be identified as follows: A list shall be made up ranking the possible eligible 
teachers by District, schools, departments/primary/intermediate, based on 
seniority. Priority of the list shall be: 

1. District 
2. School 
3. Departments/primary/intermediate. 

E. Involuntary transfers will be determined beginning with the teachers with the least 
seniority (all teachers employed for a given academic year will be considered 
equal in seniority). If only one (1) teacher is eligible by this means of 
determination, the teacher or teachers at the next level of seniority will be 
considered eligible. 

F. In any elementary school, the principal of the school will have the right to 
designate two (2) individuals who will not be considered for involuntary transfer.  
In any high school or middle school department, the principal of the school will 
have the right to designate one (1) individual who will not be considered for 
involuntary transfer. 

G. When the list of eligible teachers is completed, a commission shall be formed 
consisting of one (1) administrator appointed by the Superintendent or the 
Superintendent's designee and one (1) teacher selected by the teachers' 
association. These two (2) individuals will in turn select a third commission 
member mutually acceptable to them within five (5) working days. Within ten (10) 
working days after the commission members are determined, they shall meet 
and render a final determination and shall, during this period, receive information 
from the teachers, principal, department chairperson (if applicable), and others 
as they deem appropriate and determine by majority vote if the recommendation 
shall be carried out. 



H. Written notice of involuntary transfer shall be given to the person or persons 
affected within two (2) weeks of the principal's notification by the director of 
human resources. 

I. The person being transferred shall have the opportunity to meet and discuss the 
reasons for transfer with the Superintendent or the Superintendent's designee 
before final action is taken. 

J. Whenever a transfer occurs during the school year, the teacher shall be allowed 
at least two (2) working days relieved of regular duties to complete the transfer. 

Decisions of the Superintendent or the Superintendent's designee on transfers and the 
necessity thereof are final; however, if a violation of transfer policy is realized, this 
occurrence may then be subject to the District grievance procedure. 

Transfers Directed by the Superintendent 

The Superintendent or the Superintendent's designee will consider requests for 
transfers directed by the Superintendent, compatible with the qualifications criteria less 
the length-of-service factor, on the assumption that often a different environment will 
promote professional growth and increase efficiency. 

A recommendation may be made by a school principal to the Superintendent for a 
(directed) transfer to promote professional growth and increase the efficiency of a 
teacher. A teacher who has previously been unsuccessful in obtaining a voluntary 
transfer and is not on any form of evaluative or disciplinary probation may request that 
the teacher's principal recommend a transfer directed by the Superintendent on the 
teacher's behalf if the factors listed are present. If the principal declines to support a 
request in lieu of having the teacher reapply for a voluntary transfer, the teacher may 
appeal that decision to the appropriate associate superintendent for school operations. 
The decision of the associate superintendent is final. A transfer directed by the 
Superintendent may be given as follows: 

A. Within a ten (10) working day period following the Superintendent's receipt of the 
request, the Superintendent will gather information from the teacher, principal, 
department chairpersons (if applicable), the employee's personnel file, and other 
pertinent sources of information and consider available placement options for the 
directed transfer. Provided placement options exist, such transfers shall be 
effected in accordance with District policy. 

B. If the recommendation is affirmed, a transfer directed by the Superintendent may 
be made as recommended. If the recommendation is denied, the information 
relative to the recommended transfer shall be purged from the employee's 
personnel file. 

The teacher will be notified of the Superintendent's decision within ten (10) calendar 
days. 

Intra-District Exchange Teaching 



A pilot program was established for the purpose of offering intra-District exchange 
teaching to all continuing teachers in grades kindergarten (K) through twelve (12). 
Applicable stipulations and procedures are as follows: 

A. The exchange of teaching positions shall be for a full school year, one (1) 
semester, or part of a semester, with one (1) year being the maximum allowed. 

B. At the end of the time period agreed upon, teachers will return to their former 
teaching positions. 

C. Each teacher wishing to exchange positions must write proposals stating their 
rationale for such exchange and give the proposals to affected principals at the 
appropriate time. 

D. Teachers shall ensure that they have appropriate certification and accreditation 
for the position(s) selected for exchange. 

E. If a teacher has identified an exchange partner, this information should be 
included in the exchange proposal. 

F. After the teachers have agreed to an exchange of positions, said teachers shall 
contact the principals involved for interviews. 

G. Principals will approve or disapprove, at their discretion, any exchange after 
verifying appropriate certification and accreditation of each teacher involved. 

H. Upon approval of a teacher for participation in an intra-District exchange, 
principals will immediately notify the director of human resources of any such 
change(s) so that appropriate staffing and payroll functions may occur. 

I. Denials of exchange-teaching requests must also be reported by the principal to 
the director of human resources. 

J. Approval/denial and processing of the exchange-teaching request shall be made 
in writing to the staff members as soon as possible by the director of human 
resources. 

K. Any teacher whose request for intra-District exchange teaching is denied will, 
upon request, be granted a conference with the school  principal and/or the 
director of human resources. 

L. A teacher who has not identified someone with whom to exchange, will need to 
submit requested exchange possibilities and a written proposal to the human 
resources office. 

M. All exchange requests/proposals must be received in the human resources office 
no later than February 1. This date will be strictly adhered to. 

N. A list of teachers seeking to exchange their positions will be prepared by the 
office of human resources and posted in each school and the human resources 
office. 

O. Teachers shall then seek exchange with other teacher(s) on the list. 
P. All intra-District exchanges will be finalized by April 15.  

  



4-102.B Procedure – Staff Assignments- Designated Open School 

In order to accomplish the District's goals for school operations, the Governing Board, at 
its discretion, may declare any school within the District as an "open" school for staffing 
purposes. 
 
If a school is designated "open" by action of the Board, all current career administrative, 
certificated, and support staff positions within said school will be declared "open" for 
staffing purposes. This means that all career  employees currently working at the "open" 
school must reapply for position vacancies if they wish to remain at the "open" school. 
Applicants for employment  in the "open" school shall go through the interview and 
selection process. 
 
In accordance with policy, any career employee who is not selected for the "open" school 
will be reassigned by the Superintendent to a vacancy for which the employee is 
qualified. The employee's position, i.e., teacher, clerk, food service worker, custodian, 
etc., and pay rate will remain unchanged, if possible. 
 
The declaration that a school is an "open" school for staffing purposes shall constitute 
just cause to transfer employees. 
 

 



4-102.C Procedure – Staff Assignments- Limited Duration Assignment 

he District values the expertise of its instructional and other certificated staff members. 
This expertise, when shared between staff members, facilitates professional growth and 
improves the educational opportunities available to students. The Governing Board 
encourages assignments of a temporary nature which ensure both the opportunity for 
professional growth and the opportunity to positively impact student instruction after 
such growth. 

Reservation of Original Assignments 

Certificated personnel may be offered positions of limited duration that are of a non-
classroom nature. These temporary positions include instructional support assistant, 
instructional support leaders, career ladder facilitators, and the Amphitheater Education 
Association president. 

Personnel accepting these temporary positions shall, for two (2) academic years 
following the start of the temporary assignment, be reinstated to their former position at 
the same compensation rate they would have received had they remained in the former 
position for the term of the temporary assignment. If the former position is eliminated or 
the employee is no longer legally qualified for the former position, then the employee 
shall be reinstated to a substantially equivalent position at the same site. If no 
substantially equivalent position is available at the same site, the employee shall be 
reinstated to a position in the District. 

Personnel who accept temporary positions but who do not intend to return to their 
original assignment shall notify the human resources department so that their original 
position may be filled without reservation of their right to return. 

Accrual of Service Credit and Other Benefits 

All rights provided by Arizona Revised Statutes and by the policies and regulations of 
the District for certificated employees shall be reserved and available to the employee 
upon completion of the temporary assignment. Specifically, and without limitation, credit 
for continuous service at the district level (District seniority) shall continue to accrue 
during the temporary assignment; site level seniority, while not accruing during the 
temporary assignment, shall be preserved and available. 

Extension of Temporary Assignments 

An employee who chooses to accept an extension of the temporary assignment beyond 
two (2) academic years shall notify their original site administrator by March 15 of the 
year preceding the academic year in which the employee was to return to the original 
assignment. In that event, the employee will no longer have the right to be reinstated to 
their former position after conclusion of the temporary assignment but shall still have the 
right to be reinstated to a position in the District in accordance with District policies 



and regulation. Nothing in this paragraph shall be construed to prohibit an employee 
from returning to their original position following an extension of the temporary 
assignment. 



4-102.D Procedure – Staff Assignments- Promotions 

It is the desire and policy of the Governing Board to promote from within the ranks 
wherever it is practicable, educationally desirable, and consistent with the educational 
needs of the community. All openings for promotional and/or new positions and 
positions paying salary differentials shall be publicized in every school, and all qualified 
teachers shall be given the opportunity to make application for such positions. 

Vacancies 

All vacancies in promotional positions shall be posted on the District website, setting 
forth descriptions of and the qualifications for the positions, including the duties and 
salary ranges, and the final dates for applications. 

When school is in session, each such notice shall be posted as far in advance as 
practicable, ordinarily at least seven (7) school days before the final date for 
applications, and in no event less than three (3) days before such date. 

Staff members who desire to apply for such vacancies shall submit their applications. 

Vacancies will occur throughout the summer. Interested employees should frequently 
check the District's website for job postings. 

Position Definitions 

Promotional positions are defined as follows: Positions not on the basic salary schedule 
for teachers and those that receive differential payments above the basic teachers' 
salary schedule (but not including positions for which supplementary pay for 
extracurricular and coaching duties is afforded), including but not limited to positions 
such as supervisor, director, associate superintendent, principal, associate principal, 
assistant principal, department chairperson, and counselor. 

Appointments 

All appointments to the aforesaid vacancies and openings shall be based on 
qualifications, ability, and experience, within the reasonable judgment of the 
Superintendent. 

Nonselection 

An applicant for such a position who is not selected may, upon request, have a 
conference to discuss the matter with the Superintendent or the Superintendent's 
designee. 

Support Staff Promotions 



Promotion 

Promotion means the reassignment of an employee from a position in one (1) 
classification to a position in another classification that has a higher salary range. 

Staff members promoted to job positions with higher ranges are eligible for increases.  
Promoted staff members shall be placed on the appropriate step of the hiring range for 
the new position. Should placement on the appropriate step of the hiring range result in 
less than a four percent (4%) increase, the employee shall be placed on the step of the 
new pay range which will result in a four percent (4%) or more increase. 

A promoted staff member is not subject to a new probation period and, by the same 
token, is not eligible for a probationary increase. If within ten (10) working days after 
promotion the promoted staff member desires to return to his/her former position or is 
not performing satisfactorily in the opinion of the supervisor/administrator, then the 
employee may elect to return to the staff position from which the employee was 
promoted. In this case, the employee must submit a letter to the 
supervisor/administrator stating the intent to return to the former position. Four (4) 
months after any promotion, a brief written evaluation of the promoted staff member 
shall be prepared. 

Support Staff Transfer 

For the purposes of this procedure, a promotion is defined as a move to a higher range 
position; a transfer is defined as a lateral movement (within the same pay range) or a 
move to a lower range position. Transfers made for disciplinary reasons are not 
addressed by this policy. 

Eligibility: 

A. The probationary requirement and/or the four (4)-month requirement in the 
present position may be waived by the head of the site/department in which a 
staff member is employed. If granted, a waiver must be in writing and approved 
by the site/department head and accompany the staff member's application for 
promotion or transfer. 

B. Staff members who are selected for interdepartmental promotion or transfer will 
not be retained in their positions for more than ten (10) workdays by current 
site/department heads without the concurrence of new site/department heads. 

Promotions 

When a vacancy occurs in a site or department, the hiring supervisor shall have the 
option to fill the vacancy with a current staff member. The supervisor will notify all staff 
in that site or department of the vacancy no later than the official posting date. 
Otherwise, all openings shall be publicized in every site/department. 



The two (2) qualified support staff employees with the highest District seniority, who 
have completed their probationary periods, shall be granted interviews for promotion or 
transfer. Hiring supervisors are encouraged to interview additional transfer applicants. 

A. An employee desiring promotional, or transfer opportunities shall apply at the 
human resources office. The following procedure will apply: 
 

1. The internal applicant for a vacancy will submit an updated application. 
2. The applicant must have completed his/her probationary period (four (4) 

months). This requirement may be waived by the employee's 
site/department head. 

3. The applicant must have been in his/her present position for at least four 
(4) months. This requirement may be waived by the employee's 
site/department head if it is in the best interest of the site/department. 

4. The applicant must have at least a satisfactory rating in his/her present 
position. 
 

B. The human resources office will screen applications in accordance with the 
standard criteria for the job classification. 

Applications of qualified applicants will be released to the requesting 
site/department head. 

C. Applicants who do not meet the minimum qualifications for the job classification 
will be advised by the human resources office and will not be referred to the 
recruiting site/department. 

D. Interviews of qualified applicants who are currently employed by the District shall 
be scheduled outside of the employee's normal working hours or the staff 
member will be provided released time. 

E. The site/department accepting the promoted employee assumes all financial 
liability for fringe benefits earned by the employee, such as vacation or sick leave 
liability as of the day the employee starts work in the new site/department. 

F. Upon promotion or transfer, the rate of earnings of the staff member will not be 
changed unless: 

1. The duties and responsibilities of the new position clearly indicate 
promotion, in which case the staff promotion policy will be the guide. 

2. The transfer calls for a reduction in salary. 
3. The transfer is made at the beginning of a new fiscal year when a step 

and/or cost-of-living increase may be in order. 

 

Notification of unsuccessful candidates: 



Applicants who meet the minimum requirements and were granted interviews by the 
site/department representative, but who were not selected, will be so advised verbally 
by the site/department head. Human resources will follow up with written notification. 

 

 

  



4-102.01 Compensation 

Salary Guides 

It is the policy of the District to compensate its staff equitably on the basis of local 
prevailing rates, individual performance, and applicable state and federal laws. 

Compensation equity within these guidelines will be administered through the District's 
classification and compensation plan, which shall apply the principle of equal pay for 
equal work by placing positions with comparable duties, responsibilities, and difficulties 
in the same pay ranges. 

Since it is the intent of this policy to establish and maintain compensation equity, pay 
ranges shall be related to the classification of positions, while actual pay within pay 
ranges will be related to the job performance of the incumbent of a particular position. 

Once position classification and pay ranges have been established, it is the 
responsibility of supervisors to recommend specific compensation of staff members 
within ranges established for the positions they hold. 

The classification and compensation plan shall include all non-exempt, full-time and 
part-time positions. 

The responsibility for formulating and recommending to the Governing Board the staff 
compensation plan is delegated to the Executive Director of Human Resources, who 
shall administer the plan and shall: 

A. Initially classify and assign pay ranges to support staff positions. 
B. Classify all proposed positions prior to actual request for establishment. 
C. Approve reclassification of positions. 
D. Periodically review all positions in the plan to ensure their current status. Conduct 

a major study of prevailing compensation for benchmark (commonly designated) 
classes at least each twenty-four (24) months and conduct a study of selected 
classes at least each twelve (12) months. 

E. Recommend adjustments in compensation ranges to the administration when 
conditions indicate the need. 

The final approval of the staff compensation plan shall rest with the Governing Board. 

Compliance with the Fair Labor Standards Act 

The Fair Labor Standards Act sets forth requirements for minimum wages; recording of 
time worked by employees who are not defined as executive, administrative, or 
professional; and overtime compensation for employees not included in these exempt 
categories. The human resources department has been assigned the responsibility for 



determining the status of positions and staff members under the Fair Labor Standards 
Act. 

Garnishments 

Garnishments against earnings issued by Arizona courts will be honored in accordance 
with their terms. 

Fringe Benefits 

The Governing Board will review professional and support staff fringe benefits each 
year during the budget process. 

Insurance/Health Care Benefits 

The District will, to the extent approved by the Board, provide life insurance for 
employees to become effective on the first day of the month following employment. The 
District will also provide, to the extent approved by the Board, the opportunity for 
certificated employees to participate in a health and dental insurance program or 
selected health care maintenance organizations, said coverage to become available on 
the first day of the month following employment. 

All of the rights contained in this policy shall be subject to modification or elimination by 
the Board, and no rights set forth in this policy shall be construed as creating vested 
rights in any employee. 

Employee Obligations 

It shall be the obligation of the employees to contact the fringe benefit office of the 
District regarding any changes desired in their insurance or participation in a health care 
maintenance organization, i.e., change of beneficiary, addition or deletion of dependent 
coverage, cancellation of coverage, name change, etc. 

It shall be the further obligation of an employee on approved leave of absence with pay 
or without pay to contact the District insurance office by July 1 of each year and make 
arrangements to continue, discontinue, or change the employee's insurance or health 
care coverage that was applicable at the time of the approved leave of absence 

Adopted:  

Legal Authority 

 A.R.S. § 15-502 

 

 



4-102.01.A Procedure – Compensation – Rates of Compensation 

Hiring Rates 

Hiring rates for persons employed in occupations subject to this schedule will be within 
the hiring range and normally will be determined by supervisors, with approval by the 
Associate to the Superintendent for Budget and Finance. Both previous experience and 
skills will be taken into consideration when determining a prospective employee's 
qualifications. 

Shift Differential 

Premium pay for work schedules regularly beginning on or after 12:00 noon may be 
recommended by the supervisor for concurrence by the Associate to the Superintendent 
for Budget and Finance. This recommendation may be made only if the basic 
compensation rates of the classifications involved do not already include consideration 
for periodic nighttime schedules. 

The rate of shift differential will be recommended by the supervisor, for concurrence by 
the Associate to the Superintendent for Budget and Finance on the basis of prevailing 
practice in the local area for each occupational group. 

Computation of pay for approved sick leave or vacation will include shift differential 
rates if employees are eligible for such rates on the last workday preceding and the first 
day following their absence. 

Criteria for Pay Changes 

Completion of probation period: 

Staff members employed in occupations covered by the general staff 
compensation plan will become eligible for consideration for merit increases upon 
the successful completion of their respective probation periods. A probationary 
merit increase may not be such that the total salary exceeds the upper limits of 
the hiring range of the position. 

Merit increase criteria: 

Supervisors are responsible for recommending compensation increases for staff 
members under their supervision. These are subject to approval by the Associate to the 
Superintendent for Budget and Finance. 

1. Merit increase recommendations must be in concurrence with the established 
compensation classification guide. 



2. As a means of compensating staff members in proportion to their performance, 
recommendations by the supervisor shall be the primary criterion. Supervisors 
may make specific recommendations  on the basis of available funds. 

3. Merit increases shall not be awarded by reason of the completion of a 
probationary period, the passage of time, or other similar conditions. 

4. Merit increases shall be awarded only for meritorious service that, in the opinion 
of the supervisor, and with concurrence by the Associate to the Superintendent 
for Budget and Finance, warrants such increase. 

 Demotion: 

A. Demotion means the reassignment of an employee from a position in one 
classification to a position in another classification that is assigned a lower salary 
range. 

B. A staff member who is demoted for reasons not attributed to personal conduct, 
performance, or employee request may, if funds are available, retain the original 
pay rate for a period not to exceed twelve (12) months, during which time both 
the employee and the supervisor shall seek appropriate reassignment or 
promotion to a position in the original grade. 

C. If demotion is due to conduct or substandard performance of the employee, or to 
honor the employee's request for reassignment, the employee's rate may be 
reduced to any point in the lower grade or, at the discretion of the supervisor, be 
retained if the lower grade includes the original rate.  

Reemployment: 

A. A former staff member who has satisfactorily completed a period of probation 
with the District and who is reemployed within a period of two (2) years in the 
same job grade may be rehired in the same step and range held previously. This 
does not apply to persons who are rehired by the District in new job grades. 

B. Example: A staff member is reemployed in a position covered by the same job 
grade as held at time of resignation eighteen (18) months ago. If this person has 
been compensated at the midpoint of the range, the staff member may be 
reemployed at the same point, even though adjustments to the grade have 
increased the actual rate. 

  



4-102.02 Duties and Hours 

Load/Scheduling 

The Governing Board believes that a teacher's primary responsibility is to teach, and 
that the teacher's energies should, to the extent possible, be utilized to that end. 
Therefore, the Governing Board agrees, within reasonable limits (to be specified in 
administrative regulations), to provide the necessary services so that teachers will be 
relieved of nonteaching duties that can be better performed by clerical or custodial 
personnel. 

The District's academic functions, student services, and physical plant operation do not 
permit a single work schedule for all departments. Supervisors are responsible for 
establishing work schedules appropriate to their respective areas, in accordance with 
the following: 

Wage and Hour Law 

Applicability. The District is subject to the federal Fair Labor Standards Act (FLSA), 
including the regulations relating thereto, and state law regulating the payment of 
wages. The District is committed to meeting all of its obligations arising from these wage 
and hour laws and requests the cooperation of its employees in achieving this objective. 

District obligations. The District shall compensate all employees who are not exempt 
from the wage and hour provisions of the FLSA (hereinafter "nonexempt" employees) at 
1) an hourly rate at least equal to federal minimum wage for each hour worked in a 
workweek up to and including forty (40) hours; and 2) an hourly rate equal to at least 
one and one-half (1 1/2) times their regular hourly rates for  all hours worked in excess 
of forty (40) hours in a workweek (subject to the "occasional or sporadic" exception set 
forth herein). In addition, the District shall make, keep, and preserve accurate records 
regarding its employees' wages, hours, and conditions of employment. 

Employee categorization. An "exempt" employee is one who is not subject to the 
minimum wage and overtime provisions of the FLSA. A "nonexempt" employee is one 
who is subject to the minimum wage and overtime provisions of the FLSA. The 
classification of an employee as "exempt" or "nonexempt" is based upon the duties and 
responsibilities actually performed by the employee and shall be made by the District in 
accordance with the guidelines set forth in the federal statutes and regulations 
concerning the two (2) categories of employees. Although the categorization shall be 
made on an individual basis with regard to each employee, in general, employees 
whose primary duties are of a professional, executive, or administrative nature will be 
"exempt" employees, while most other employees will be "nonexempt" employees. In 
almost all circumstances, the District's certificated personnel will be categorized as 
"exempt" employees and are not, in such capacity, subject to the minimum wage and 
overtime compensation provisions of the FLSA. 



The District recognizes, however, that there are circumstances in which a certificated 
employee may be employed in another capacity for the District and may, in such 
capacity, be categorized as a "nonexempt" employee. A certificated District employee 
acting in a nonexempt capacity shall be subject to the provisions regarding overtime, 
time records, and on-call time set forth herein. 

"Workweek" defined. The workweek of a District employee is considered to be the 
seven (7) consecutive calendar days between 12:00 a.m. each Sunday and 12:00 
midnight, the following Saturday. 

Overtime. The District recognizes that there are occasions on which a certificated 
District employee, acting in a nonexempt capacity, may be expected to work overtime; 
however, these occasions should be determined in advance by a supervisor, based 
upon the supervisor's assessment of the circumstances, rather than upon an individual 
employee's belief that overtime work is required. In this regard, a certificated employee, 
working in a nonexempt capacity, may not work more hours than the employee is 
scheduled to work in a workweek without explicit prior consent by the employee's 
supervisor. The District also recognizes the fact that an emergency situation may arise 
that may result in the certificated employee working overtime. In such case, the 
certificated employee should make an attempt to obtain authorization. If the certificated 
employee is unable to get prior authorization, the certificated employee must inform the 
supervisor as soon as possible of the emergency situation.  A certificated employee, 
working in a nonexempt capacity, who works in excess of the number of hours that the 
employee is scheduled to work in that capacity without explicit prior consent by   the 
employee's supervisor, except as noted above, is subject to disciplinary action, in 
accordance with District policies and regulations. 

Time records. A certificated District employee, working in a nonexempt capacity, is 
expected to keep time records of the hours worked for the District in such capacity. 
"Hours worked" for the District and "work hours" include 1) all scheduled hours when the 
employee is actually present for work or actually performing services for the District, 
whether on District premises or elsewhere; and 2) all unscheduled hours when the 
employee is performing services for the District. All District employees who are required 
to record their work hours must do so accurately and honestly. An employee should not 
record hours that the employee has not actually worked, nor should an employee refrain 
from recording hours that the employee has actually worked. The failure on the part of 
employees to accurately report the number of hours worked on the time records may 
constitute the falsification of a public document, punishable by criminal prosecution. An 
employee who does not accurately and honestly record the time worked on the 
employee's time records is subject to disciplinary action, in accordance with District 
policies and regulations. 

On-call time. An employee who is required to remain on call on the District's premises, 
or so close thereto that the employee cannot effectively use this time for personal 
purposes, shall be considered to be working while on call. As a result, a District 
employee, working in a nonexempt capacity, will be compensated for this time, and it 



will be included in the calculation of the hours worked by the employee in a workweek 
for purposes of determining overtime compensation that may be due. An employee who 
is not required to remain on the District's premises but is merely required to leave word 
where the employee may be reached shall not be considered to be working while on 
call. Such employee is not entitled to compensation for this time, and it will not be 
included in the calculation of the hours worked by the employee in a workweek for 
purposes of determining overtime compensation that may be due. 

"Occasional or sporadic" exception. If a District employee undertakes, on an occasional 
or sporadic basis and solely at the employee's option, part-time employment for the 
District that is in a capacity different from any capacity in  which the employee is 
regularly employed with the District, the hours such employee is employed in performing 
the different part-time employment shall be compensated at the regular hourly rate for 
such services and shall be excluded from the calculation of the hours worked by the 
employee in a workweek for purposes of calculating overtime compensation that may 
be due. 

Volunteers. A District employee may volunteer to perform services for the District for 
which the employee will receive no compensation, provided that such volunteer services 
are not the same type of services that the employee is employed to perform for the 
District. A volunteer may, under certain circumstances, be paid expenses, reasonable 
benefits, or a nominal fee without jeopardizing the volunteer status. A District employee 
who also performs volunteer services for the District is not an employee with regard to 
the volunteer services performed; therefore, the employee will not be compensated for 
the calculation of the hours worked by an employee in a workweek for the purposes   of 
calculating overtime compensation that may be due. 

Questions. Questions of employees concerning wage and hour obligations and 
procedures should be directed to the employees' immediate supervisors. Supervisors 
who need additional information in order to adequately answer employees' questions 
should direct their inquiries to the District's human resources office. 

Interpretation. This policy is not intended to provide, nor should it be interpreted as 
providing, any rights, benefits, or interests to District employees in excess of those 
provided in accordance with federal and state law. 

Workday 

A workday is generally construed to be a full eight (8) hours duration for certificated 
teachers and others who are employed under full-time written contracts and receive 
payment therefore. 

Certificated teachers and others who are employed under part-time contracts, defined 
as a fraction of full-time employment, shall work the number of hours each day or week 
equal to the fraction of an eight (8)-hour day or a forty (40) hour week. For example, a 
teacher employed on a three-fifths (3/5) time contract should work three-fifths (3/5) (or 



sixty percent [60%]) of the eight (8) hour day (four and eight tenths [4.8] hours per day) 
or of the forty (40) hour week (twenty-four [24] hours per week). 

Certificated teachers who are employed under a full-time contract and give up a 
planning period to teach an additional class, for which a pro-rata addendum contract is 
issued, shall receive a .20 FTE addendum contract. 

Exact reporting and ending times will be in accordance with the rules and schedules of 
the individual schools as determined by the appropriate administrative officials. 

The Governing Board recognizes the need for balance in the personal and professional 
lives of its employees. A flexible approach to defining the workday will allow this balance 
to occur. 

School functions and events often extend the workday beyond eight (8) consecutive 
hours. Specific activities will vary from school to school and outside of the regular duties 
and responsibilities of the certificated staff member. 

In order to recognize the participation of certificated staff in uncompensated, 
nonvoluntary activities, the professional day may vary provided it does not impact 
instructional duties or the supervision of students. 

Each principal shall develop a plan for such activities and events. Such a plan must be 
developed through collaboration of the administration and representatives of the 
certificated staff.  Each member of the staff will be invited to participate in development 
of the plan. The plan shall include: 

A. Events which require the attendance of all certificated staff members. 
B. Events which require the attendance of some certificated staff members. 
C. Events at which attendance of certificated staff members is voluntary. 
D. The rotation of assignments for such activities and events. 
E. A description of the process used to develop the plan. 
F. Names of the participants involved in developing the plan. 

The plan will be distributed to all certificated staff members at each school and be 
submitted to the Superintendent or the Superintendent's designee within one (1) month 
of the beginning of the school year. 

Duty-Free Lunch Period 

Each teacher receives a duty-free lunch period each day. In no case shall it be less than 
thirty (30) minutes, unless circumstances beyond the control of school officials make 
such a move necessary in order to care for and properly supervise students. If such 
circumstances become persistent in nature, scheduling problems should be immediately 
brought to the attention of the Superintendent or appropriate designee for assistance in 
resolving such problems. 



Support Staff Employee Pay 

Overtime pay: 

A. The standard workday normally will consist of eight (8) hours, and the standard 
workweek normally will consist of forty (40) hours. Employees normally are not 
expected to work more than eight (8) hours per day or forty (40) hours per week. 
However, if the need arises, employees will be expected to work overtime. If, on 
occasion, extenuating circumstances prohibit an employee from working 
overtime, said employee may be excused with approval by the supervisor. 

B. In accordance with state and federal labor laws, it shall be the policy of the 
District that each employee who does work in excess of forty (40) hours per 
workweek shall be compensated at one and one-half (1 1/2) times the normal 
rate of pay. 

C. If an employee is on paid leave of any type during the workweek, with the 
exception of Board-approved paid holidays and professional leave, said leave 
time will not be computed as "hours worked" as it pertains to overtime. 

D. Approval. Prior approval must be obtained from the human resources division 
before overtime is authorized. Emergency situations requiring overtime will be 
considered on an individual basis. 

Premium pay: 

A. Employees whose regularly scheduled workweek is Monday through Friday who 
work on a Saturday or Sunday will receive premium pay at the rate of one and 
one-half (1 1/2) times their normal rate of pay regardless of the total hours 
worked during the workweek, except employees being compensated for 
extracurricular activities. 

B. Varying workweeks. A regularly scheduled workweek may differ from that 
described above. For example, if an employee is normally scheduled to work 
Wednesday through Sunday, said employee's normal "weekend" would be 
Monday and Tuesday, and work performed on either day would be paid at the 
premium pay rate of one and one-half (1 1/2) times the normal rate of pay, 
regardless of the total hours worked during the regularly scheduled workweek, 
except employees being compensated for extracurricular activities. 

C. Paid holiday. Eligible employees who cannot be excused from their duties on a 
holiday are entitled to receive holiday pay in addition to their regular straight-time 
rate of pay for all hours worked within their standard shifts at two (2) times their 
normal hourly rate of pay. 

 

 

  



4-102.02.A Procedures - Duties and Hours – Planning Time 

Planning time is defined as any time not spent in contact with students or during duty-
free half-hour lunch. The term planning time includes individual planning time, group 
planning time (small group, grade level, department), faculty meetings, staff 
development, parent conferences, phone calls, multidisciplinary conferences (MDC), 
and individual education programs (IEP). 

Uninterrupted planning time is defined as individual planning time or group planning 
time (grade level, department, or small group meeting). It is the intent of this policy to 
provide a minimum of two and one-half (2 1/2) hours’ worth of uninterrupted planning 
time per forty (40) hour work week. 

Due to administrative assignment, a teacher who finds that two and one-half (2 1/2) 
hours of planning time per week are routinely unavailable shall meet with the 
principal/designee to analyze the teacher's schedule and discuss potential options for 
remedying the situation. 

  



4-100 Employment Protocols 

© 4-103 Employee Evaluations 

Certificated Administrator Evaluations 

The Governing Board shall adopt an instrument and establish a system to evaluate the 
performance of certificated administrators that shall result in at least one evaluation of 
each administrator by the administrator's supervisor or designee each school year. The 
Board shall provide an opportunity for public discussion regarding the evaluation system 
for certificated administrators. The Board shall evaluate the Superintendent as per 
Policy 2-201. 

Principal Evaluations 

The Governing Board shall adopt an instrument and establish a system to evaluate the 
performance of principals that shall result in at least one evaluation of each principal by 
the principal's supervisor or designee each school year. The Board shall provide an 
opportunity for public discussion regarding the evaluation system for principals. 

The adopted evaluation instrument shall be designed to improve principal performance 
and improve student achievement and shall include the use of quantitative data on the 
academic progress for all students. The quantitative data shall account for between 
twenty percent (20%) and thirty-three percent (33%) of the evaluation outcomes. The 
system shall describe the methods used to evaluate principal performance and job 
effectiveness, including a description of the data to be used and shall describe the 
evaluation outcomes. 

The District shall designate principals in one of four performance classifications, 
designated as highly effective, effective, developing and ineffective. 

Certificated Psychologist Evaluations 

The Governing Board shall adopt an instrument and establish a system to evaluate the 
performance of certificated psychologists that shall result in at least one evaluation of 
each psychologist by the psychologist's supervisor or designee each school year 

Each evaluator shall include recommendations as to areas of improvement in the 
performance of the certificated school psychologist if the performance of the certificated 
school psychologist warrants improvement. After transmittal of an observation or 
evaluation, the evaluator shall confer with the certificated psychologist to make specific 
recommendations as to areas of improvement in the certificated psychologist's 
performance. 

The evaluator shall provide assistance and opportunities for the certificated psychologist 
to improve performance and shall follow up with the certificated psychologist after a 



reasonable period of time for the purpose of ascertaining whether the certificated 
psychologist is demonstrating adequate performance. 

Certificated Teacher Evaluations 

The Board shall adopt an instrument and a system to evaluate the performance of 
certificated teachers that results in at least one evaluation of each certificated teacher 
by a qualified evaluator each school year. The term "qualified evaluator" is as defined in 
A.R.S. § 15-501. The Board shall involve certificated teachers in the development and 
periodic evaluation of the teacher performance evaluation system as required by A.R.S. 
§ 15-538. 

The adopted evaluation instrument shall be designed to improve teacher performance 
and improve student achievement and shall include the use of quantitative data on the 
academic progress for all students. The quantitative data shall account for between 
twenty percent (20%) and thirty-three percent (33%) of the evaluation outcomes. 

Performance Classifications 

The District shall designate certificated teachers in one of four performance 
classifications as follows: highly effective, effective, developing and ineffective. The 
District shall report the performance classifications to the Arizona Department of 
Education as required by law. 

Valid and reliable student academic progress data is not available in all content areas. 
As a result, and in accordance with the evaluation framework established by the Arizona 
State Board of Education, the District's evaluation system shall distinguish between two 
(2) groups of teachers in the determination of student academic progress data used for 
purposes of performance evaluation: 

A. "Group A" Teachers: Teachers who have three (3) years of valid and reliable 
student progress data for their student population and content area. 

B. "Group B" Teachers: Teachers who do not yet have three (3) years of valid and 
reliable student progress data for their student population and content area. 

For Group A teachers, fifty percent (50%) of the evaluation shall be based upon 
indicators of classroom and professional performance, thirty-three percent (33%) of the 
evaluation will be based upon student progress data for students who were assigned to 
the teacher over a three (3)-year time period, and seventeen percent (17%) of the 
evaluation will be based upon measures of school-wide student progress data. 

For Group B teachers, fifty percent (50%) of the evaluation will be based upon 
indicators of classroom and professional performance and fifty percent (50%) will be 
based on measures of school-wide student progress data. 
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The evaluation system shall include four (4) performance classifications, designated as 
highly effective, effective, developing, and ineffective. These classifications shall be 
defined as follows: 

Highly Effective: 

A. Group "A" Teachers' final evaluation score will be greater than or equal to one 
hundred thirteen (113). 

B. Group "B" Teachers' final evaluation score will be greater than or equal to one 
hundred ten (110). 

Effective: 

A. Group "A" Teachers' final evaluation score will be between ninety-nine (99) and 
one hundred twelve (112). 

B. Group "B" Teachers' final evaluation score will be between ninety-four (94) and 
one hundred nine (109). 

Developing: 

A. Group "A" Teachers' final evaluation score will be between eighty (80) and 
ninety-eight (98). 

B. Group "B" Teachers' final evaluation score will be between seventy-six (76) and 
ninety-three (93). 

Ineffective: 

A. Group "A" Teachers' final evaluation score will be below eighty (80). 
B. Group "B" Teachers' final evaluation score will be below seventy-six (76). 

These performance classifications shall be utilized and applied through the evaluation 
system in a manner designed to improve principal and teacher performance. 

Incentives/Protections 

The Board shall offer the following incentives or protections for certificated teachers: 

(a) The District may offer multiyear contracts not to exceed three (3) years to 
certificated teachers in the highest performance classification. The offer and 
acceptance of a multiyear contract does not exclude that certificated teacher from 
the application of Arizona statutes as follows: A.R.S. § 15-538.01, A.R.S. § 15-
540, A.R.S. § 15-541 or A.R.S. § 15-549. 

(b) The certificated teacher may accept a multiyear contract offer or decline and 
accept a one (1) year contract. 
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(c) A certificated teacher in one of the two highest performance classifications who 
agrees to work at a school that is assigned a letter grade of D or F may receive 
incentives as adopted by the Board. 

(d) The Board may adopt protections for teachers who are assigned to schools 
that are assigned a letter grade of D or F, which may include allowing a second 
qualified evaluator to perform an observation or the evaluation of the certificated 
teacher's classroom performance. 

(e) The Board may adopt protections for teachers whose supervising principal has 
received a classification of ineffective, which may include allowing a second 
qualified evaluator to perform an observation or the evaluation of the certificated 
teacher's classroom performance. 

Definition of Inadequate Classroom Performance 

The Board's definition of inadequate classroom performance for a certificated teacher is 
as follows: 

A teacher’s failure to overcome deficiency(ies) in classroom performance which are 
addressed in an Improvement Plan, including as follows: 

(a) A certificated teacher receives a rating of ineffective on any of the rating scales 
or domains on the observation form in the Board adopted evaluation instrument; 
or 

(b) A certificated teacher receives three (3) or more ratings of developing on any 
of the rating scales or domains on the observation form in the Board adopted 
evaluation instrument; or 

(c) A certificated teacher receives a rating of ineffective on the annual summative 
evaluation; or 

(d) A certificated teacher receives a performance classification of ineffective on 
the annual summative evaluation; or 

(e) During each year of two (2) consecutive school years, a certificated teacher 
receives a performance classification of ineffective or developing on the annual 
summative evaluation. 

Evaluation Procedures for Certificated Teacher 

The District's performance evaluation system for certificated teachers shall include as 
follows: 

(a) The District shall require qualified evaluators to complete training. 



(b) A qualified evaluator shall conduct at least two actual classroom observations 
of the certificated teacher demonstrating teaching skills in a complete and 
uninterrupted lesson. 

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

(d) The District may issue a preliminary notice of inadequate classroom 
performance based upon the first observation in a school year. The last 
observation may follow the issuance of a preliminary notice of inadequacy of 
classroom performance and be used to determine whether the teacher has 
corrected inadequacies and has demonstrated adequate classroom performance. 

(e) An observation shall not be conducted within two (2) instructional days of any 
scheduled period in which school is not in session for one week or more. 

(f) Within ten (10) business days after each observation, the qualified evaluator 
shall provide written feedback to the certificated teacher. 

(g) Summative annual evaluations shall be in writing or provided in an electronic 
format to the certificated teacher with a copy or access provided within five (5) 
calendar days after completion of the evaluation. 

(h) The certificated teacher may initiate a written reaction or response to the 
evaluation, which shall be kept with the evaluation. 

(i) The District shall include a plan for the use of quantitative data of student 
academic progress in evaluations of all certificated teachers. The plan may make 
distinctions between certificated teachers who provide direct instruction to 
students and certificated teachers who do not provide direct instruction to 
students. The plan may include data for multiple school years and may limit the 
use of data for certificated teachers who have taught for less than two (2) 
complete school years. 

(j) Each evaluation shall include recommendations as to areas of improvement in 
the performance of the certificated teacher if the performance of the teacher 
warrants improvement. 

(k) After transmittal of an evaluation, the qualified evaluator or designee shall 
confer with the certificated teacher to make specific recommendations as to areas 
of improvement in the teacher's performance. 

(l) The qualified evaluator or designee shall provide professional development 
opportunities for the certificated teacher to improve performance and follow up 
with the teacher after a reasonable period of time for the purpose of ascertaining 
that the teacher is demonstrating adequate performance. 



(m) The Board waives the requirement of a second classroom observation for a 
continuing teacher whose teaching performance based on the first classroom 
observation places the teacher in one of the two highest performance 
classifications for the current school year, unless the teacher requests a second 
observation. 

Preliminary Notice of Inadequate Classroom Performance and Performance 
Improvement Plan 

The District may issue a preliminary notice of inadequate classroom performance and a 
corresponding performance improvement plan to any certificated teacher who has 
demonstrated inadequate classroom performance. The Board delegates responsibility 
to the Superintendent to issue any preliminary notice of inadequate classroom 
performance. The Superintendent shall provide notice to the Board of the issuance of a 
preliminary notice of inadequate classroom performance within ten (10) school days. 

Under state law, the District must issue preliminary notices of inadequate classroom 
performance as follows: 

(a) To any certificated teacher who receives a performance classification of 
ineffective on an annual summative evaluation. 

(b) To any certificated teacher who is in the second consecutive year of receiving 
a performance classification of developing or ineffective, unless that certificated 
teacher is in the first or second year of employment with the District or has been 
reassigned to teach a new subject or grade level for the preceding or current 
school year. 

The certificated teacher shall have forty-five (45) instructional days to improve the 
teacher's inadequate classroom performance. The improvement plan may provide 
recommendations regarding needed improvements, opportunities to confer with the 
qualified evaluator, and suggestions regarding professional development. 

Professionalism Concerns 

If there is reliable and substantial evidence that a certificated teacher's failure to meet 
the standards of the components of the evaluation instrument is deliberate (the result of 
the employee's choice), the employee's failure to meet components of the evaluation 
instrument that pertain to classroom performance may be deemed unprofessional 
conduct rather than inadequacy of classroom performance. 

The District is not required to provide certificated teachers with the opportunity to 
overcome or remediate unprofessional conduct prior to initiating discipline or dismissal 
action, nor is the District required to provide any employee with remediation 
opportunities for conduct that otherwise constitutes unprofessional conduct and/or 



conduct in violation of the law or the District's policies, administrative regulations, or 
procedures. 

Confidentiality 

Copies of the observations, summative evaluations and performance classification of a 
certificated teacher are confidential, do not constitute a public record and shall not be 
released or shown to any person except as permitted by statute as follows: 

(a) To the certificated teacher. 

(b) To authorized District officers and employees for all personnel matters 
regarding employment and contracts and for any hearing that relates to personnel 
matters. 

(c) To school districts and charter schools that inquire about the performance of 
the teacher for prospective employment purposes. When the District receives 
evaluation information about a certificated teacher, the District's human resources 
department shall use this information solely for employment purposes and shall 
not release this information to or allow access to this information by any other 
person, entity, school district or charter school. 

(d) For introduction in evidence or discovery in any court action between the 
Board and the certificated teacher in which either: (a) the competency of the 
teacher is at issue or (b) the evaluation and performance classification were an 
exhibit at a hearing, the result of which is challenged. 

Alternative Performance Evaluation Cycle 

The Board authorizes an expedited evaluation cycle for certificated teachers who are 
designated as highly effective for three (3) consecutive years. Under the expedited 
evaluation cycle, a participating, highly effective teacher shall be evaluated [insert 
expedited schedule]. If an expedited performance review determines that the teacher is 
not in the highest performance classification, the teacher shall be removed from the 
alternative performance evaluation cycle and be reviewed under the District's standard 
evaluation system. 

Appeal 

If the evaluation of a certificated administrator, certificated psychologist or certificated 
teacher will be used as a criteria for establishing compensation, the employee may 
appeal an evaluation with which the employee disagrees by filing a notice of appeal with 
the qualified evaluator performing the evaluation within five (5) calendar days after 
receipt of the evaluation. The notice shall state why the employee disagrees with the 
evaluation. The appeal shall be reviewed by the supervisor of the qualified evaluator or 
designee. The reviewing supervisor may, but is not required, to meet with the employee. 



The reviewing supervisor shall issue a written decision on appeal within ten (10) 
calendar days after receipt of the notice of appeal. The decision of the reviewing 
supervisor shall be final. 

Non-Certificated Administrators 

The Board may establish a system to evaluate the performance of non-certificated 
administrators in the District that may result in at least one evaluation of each 
administrator by the administrator's supervisor or designee each school year. 

Support Staff Evaluations 

The Board may adopt or establish a system to evaluate the performance of support staff 
in the District that may result in at least one evaluation of each support staff employee 
by the employee's supervisor or designee each school year. Employees in the first year 
of employment shall be evaluated ninety (90) days after the first day of work. 

Adopted: 

Legal Authority: 

A.R.S. § 15-241 

A.R.S. § 15-341 

A.R.S. § 15-501 

A.R.S. § 15-503 

A.R.S. § 15-536 

A.R.S. § 15-537 

A.R.S. § 15-538 

© 2024 The Arizona School Risk Retention Trust 
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4-103.A Procedures - Employee Evaluations – Fundamental Concepts 

A.R.S. § 15-536 et seq., sets forth the School District's powers and responsibilities in 
evaluating, disciplining, and improving the performance of its employees. Pursuant to 
those statutes, a formal process of evaluating all certificated  personnel will be 
implemented. The purpose of evaluation shall be the improvement of the quality of 
instruction provided to students. Such a process, to achieve the greater measure of 
success shall be predicated on the philosophy that evaluation is a cooperative process, 
with the evaluator and the evaluated having full knowledge of the criteria, procedures 
and results. 

The fundamental elements and implementation of an effective and ethical evaluation 
process must include the following concepts: 

A. Evaluations are cooperative endeavor between the evaluator and the person 
being evaluated. 

B. Evaluations provide a basis for motivation and for self-improvement, encouraging 
personnel to be aware of their strengths and weaknesses in order to improve. 

C. Evaluations provide a basis for planning in-service training and supervisory 
activities. 

D. Evaluations may guide administrative decisions concerning the employment of 
personnel, their assignment, the granting of continuing status, promotion, 
demotion, or termination. 

E. Evaluations aid in determining the adequacy or inadequacy of classroom 
performance. 

F. Open communication throughout the evaluation process is essential to its 
success. 

G. Evaluations determine how well the educational objectives of the District are 
being carried out. The purpose of evaluation should be to work toward common 
goals for the improvement of education and for the success of both students and 
staff members. 

H. Evaluation must be continuous, flexible, and easily revised in order to 
accommodate changing needs. 

I. The person being evaluated must be given the opportunity to demonstrate 
improvement when deficiencies are noted. 

J. The improvement of classroom instruction is set in motion by specific 
recommendations for improvement developed through collaboration  between the 
evaluator and the person being evaluated and, if appropriate, by the design of 
the Governing Board. 

K. Evaluators must confer with the teacher being evaluated and must provide 
assistance and opportunities for the improvement of that person's performance 
and should follow up with the person being evaluated after a reasonable period 
of time for the purpose of ascertaining that the teacher is demonstrating 
adequate classroom performance. 

L. Effective evaluation depends on accurate information and should therefore 
include consideration of input from all reliable and appropriate sources. 



To accomplish the foregoing concepts, the District will continue to maintain a uniform 
system of evaluation through periodic review and revision of the Amphitheater Teacher 
Performance Evaluation System (ATPES), which is hereby adopted. Revisions to 
ATPES shall be developed and proposed to the Board through consultations between 
the administration and  certificated employees, and through such committees as the 
Superintendent may compose, to include representatives of the Amphitheater Education 
Association. 

Definition of Terms 

The following terms shall have the specified meanings: 

A. Instructional Day. A day in which students are scheduled to attend school for 
instruction. 

B. Evaluation. An assessment of the teacher's classroom performance as required 
by Arizona law. 

C. Informal Observation. Evaluator observation, of no less than twenty (20) minutes, 
of the teacher's classroom performance which is not prearranged or scheduled 
with the teacher. Informal observation of a teacher may also utilize reliable and 
pertinent information obtained from appropriate sources, such as the teacher, 
previous evaluators and supervisors, third parties, and information contained in 
the teacher's personnel file. Teachers will be made aware of the sources of 
information utilized in their evaluation. 

D. Formal classroom observation. Evaluator observation, of no less than thirty (30) 
minutes, of various aspects of the teacher's classroom performance which is 
prearranged and scheduled with the teacher. Formal observations will be 
documented and the opportunity for a follow-up conference will be provided. 

E. Professional Development Plan. A plan devised for the purpose of refining skills 
and/or the establishment of goals for professional growth and development. 

F. Improvement Plan. A required formal plan designed to improve deficiencies in 
classroom performance. 

G. Deficiency in classroom performance. An evaluator rating of "Developing" or 
"Unsatisfactory" in one (1) or more of the indicators or a domain of the 
Amphitheater Teacher Performance Evaluation System. 

H. Inadequacy of classroom performance. A teacher's failure to overcome the 
deficiency(ies) identified in an improvement plan. 

I. Preliminary notice of intent to dismiss or not to re-employ.  A formal notice issued 
by the Board or its designee which describes a charge of inadequacy of 
classroom performance and provides specified time for the teacher to improve 
performance and overcome the charge of inadequacy. Such a preliminary notice 
precedes a notice of intent to dismiss or not to re-employ. 

J. Notice of intent to dismiss or not to re-employ. A formal notice issued by the 
Board or its designee to inform a teacher of the District's intent to dismiss or not 
to re-employ the teacher. 

Teacher Evaluation 



Teacher evaluation shall include all classroom teachers and other certificated non 
administrative staff members. Such evaluation shall be based on Board policy, this 
procedure and the procedures outlined in the Amphitheater Teacher Performance 
Evaluation System (ATPES). 

A copy of the ATPES  shall be made available to each certificated employee of the 
District. 

Confidentiality 

The assessment of the evaluation reports of a certificated teacher retained by the 
Governing Board are confidential, are not public records, and shall not be released, 
shown or the contents disclosed to any person except: 

A. To the certificated teacher about whom the report is written who may make any 
use of it. 

B. To authorized District officers and employees for all personnel matters regarding 
employment and contracts and for any hearing that relates to personnel matters. 

C. For introduction in evidence or discovery in any litigation between the Governing 
Board and the teacher in which either: 

1. The competency of the teacher is at issue; or 
2. The assessment and evaluation were an exhibit at a hearing, the result of 

which is challenged. 

Evaluators 

The Governing Board shall designate persons who are qualified to evaluate teachers to 
serve as evaluators for the ATPES. The Superintendent will submit lists of 
recommended and qualified evaluators to the Governing Board for approval. 

The evaluator shall be responsible for the final official statement of evaluation, which 
shall be in writing, and a copy shall be transmitted to the certificated teacher within five 
(5) days after completion of the evaluation. [A.R.S. § 15-537] 

Evaluator Qualifications 

The following criteria have been established for Board-designated evaluators. In order 
to be considered qualified, an evaluator will: 

A. Demonstrate knowledge of District and state policies, laws and rules relating to 
instruction, professionalism and evaluation; 

B. Demonstrate planning and implementation strategies relating to evaluation 
system timelines, content and expectations; 

C. Demonstrate data recording and analysis skills through simulations and/or on-
site practice/feedback sessions; and 



D. Demonstrate conferencing and improvement planning skills through simulations 
and/or on-site practice/feedback sessions. 

Evaluator training. Evaluators may receive training in a variety of ways. Evaluators may 
participate in the Instructional Support Leader Program, District administrative in-service 
sessions, or District-approved evaluator training workshops. All such training should 
include information related to the  legal aspects of teacher evaluation and the 
development of skills for data collection and analysis, conferencing, and improvement 
planning. Regardless of the specific training received, evaluators are responsible for 
meeting the qualification criteria specified above. 

Classroom visitations by evaluator.   Formal observation shall be spaced and of 
sufficient duration (minimum of thirty [30] uninterrupted minutes) so as to ensure that 
the evaluators have an opportunity to grasp an overall concept of a person's 
performance over a full schedule. 

Formal observations shall be prearranged and may be initiated by either the observer or 
the teacher. Informal observations may be made at the discretion of the administrator. 

Procedural steps in the process of evaluation: 

A. At the beginning of the school year, the principal or other evaluator shall meet 
with the school's faculty for the purpose of orienting the teachers to the 
evaluation system. 

B. Observation(s) in the classroom shall be completed. 
C. An opportunity for a conference shall follow each formal observation. 
D. A written record shall be made of each formal observation with a copy to the 

observed. 
E. The official evaluation shall be reduced to writing and signed by both the teacher 

and the evaluator. The teacher's signature shall not mean concurrence. 
F. 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 
principal's file. A third copy shall be placed in the teacher's personnel file and 
made available to authorized District officers and employees. 

G. The teacher shall be allowed ten (10) days upon receipt of the evaluation to write 
and submit any comments, which shall be attached to the evaluation. 

Frequency of written evaluations. Evaluations shall be made at least two (2) times per 
year for non-continuing teachers, and at least once per year for continuing teachers.  

Evaluation Schedules  

All Teachers: 



A. During the first week of each contract year, the ATPES evaluation procedures 
shall be reviewed at each school. Any teacher who is hired  after the first week 
shall be individually oriented by the evaluator. 

B. Evaluations and observations shall not be conducted within two (2) instructional 
days of any school break of one (1) week or more. 

C. Evaluations shall be conducted in accord with District policy, regulation, and the 
ATPES. 

D. Evaluations must be completed in time to be included in the notice of inadequacy 
of classroom performance, which may be issued by the Governing Board or its 
authorized representative or designee employee. 

E. In all cases in which a designee of the Governing Board issues a notice of 
inadequacy of classroom performance, the designee shall report such issuance 
to the Governing Board within five (5) school days. 

Non-continuing Teachers: 

A. The Fall semester informal classroom observation for each non-continuing 
teacher should occur by October 30. 

B. The Fall semester formal classroom observation for each non-continuing teacher 
should occur by November 5. 

C. No later than January 10, the first evaluation, including observations, written 
instrument and narrative, and conference shall be completed. 

D. The Spring semester informal classroom observation for each non-continuing 
teachers should occur by March 15. 

E. The Spring semester formal classroom observation for each non-continuing 
teacher should occur by April 10. 

F. The Spring semester evaluation shall be completed by April 15. 
G. The teacher and evaluator shall hold the post-evaluation conference within five 

(5) working days of each formal observation. 
H. Evaluators may conduct additional observations or evaluation cycles beyond the 

required minimum. Teachers may also request additional observations or 
evaluation cycles. 

Continuing Teachers: 

A. Continuing teachers shall be evaluated at least once per year. 
B. At least one (1) informal observation for each continuing teacher shall occur prior 

to March 15. 
C. One (1) formal observation for each continuing teacher shall occur prior to April 

10 and shall be scheduled in accordance with the procedures described in the 
ATPES. 

D. The continuing teacher's evaluation shall be completed by April 15. 
E. The teacher and evaluator shall hold the post-evaluation conference within five 

(5) working days of each formal observation. 



F. Evaluators may conduct additional observations or evaluation cycles beyond the 
required minimum. Teachers may also request additional observations or 
evaluation cycles. 

Appointment of evaluators. The appointment of all evaluators shall be by the Board in a 
public meeting. 

Challenges to Evaluations 

Evaluations that are used as a criterion for establishing compensation: 

A. Request for hearing. A teacher who disagrees with an evaluation of his or her 
performance that may be used as a criterion for establishing compensation may, 
within five (5) days of having received the evaluation, request a hearing by 
submitting a written request to the Superintendent. 

B. Conduct of hearing. The hearing shall be conducted by an associate 
superintendent or a person to be designated by the Superintendent but shall not 
be the person(s) who performed the evaluation. 

1. The hearing shall be conducted not less than ten (10) nor more than twenty-
five (25) days after receipt of the teacher's request for hearing but may be 
continued from time to time for good cause by the person conducting the 
hearing. 

2. The person conducting the hearing shall, within five (5) days of the 
termination of the hearing, prepare written findings and render a decision with 
respect to the appeal; the findings and decision shall be filed in the teacher's 
personnel file and be made part of the evaluation. Copies of the findings and 
decision shall be delivered to the Superintendent and to the teacher, or 
served upon the teacher by certified mail, with a return receipt requested. 

3. The decision of the person conducting the hearing shall be final unless, within 
five (5) days after the service upon the teacher of the decision, the teacher 
files a written request for review by the Superintendent. 

4. The review shall be conducted by the Superintendent or the Superintendent's 
designee (who shall not be the person who conducted the first level hearing 
or the person who performed the evaluation). The second level shall be 
limited to review of the written findings and decision of the first level hearing 
officer. The parties may present additional written material to the 
Superintendent as well as present oral argument. However, the 
Superintendent will not take new evidence. 

5. The decision of the Superintendent or the Superintendent's designee shall be 
final and not subject to grievance and shall be entered in the teacher's 
personnel file and made a part of the evaluation and delivered to or served 
upon the teacher as set forth above. 

6. Any teacher who remains dissatisfied following the hearing process may 
submit a brief, concise written statement rebutting or objecting to said 



decision, which statement shall become a part of said evaluation for all 
purposes. 

Evaluations that may not be used as a criterion for establishing compensation: 

Request for second evaluator: 

1. Any teacher who is dissatisfied with a performance evaluation that is not 
used as a criterion for establishing compensation may submit a brief, 
concise written statement requesting an additional evaluation by a 
different evaluator. The written request must be submitted to the principal 
and an administrator from School Operations within five (5) working days 
after receipt of the  evaluation. An administrator from School Operations 
will appoint the second observer. The observer will view the teacher 
actively teaching a lesson. If the rating being disputed by the teacher is in 
an area which cannot be observed in the classroom, the observer will 
gather and evaluate available data and determine the rating based upon 
that information. The opinion of the observer will be included as additional 
information in the teacher's personnel file. It will not replace or supersede 
the disputed evaluation. 

2. Any teacher whose evaluation is used as a criterion for establishing 
compensation shall follow the appeal procedure set forth above. 

Written Preliminary Notice to Non-Continuing Teacher of Inadequacy of Classroom 
Performance 

If the District intends to dismiss or not re-employ a non-continuing certificated teacher 
based on charges of inadequacy of classroom performance, the Board or its designee 
shall give the teacher written notice of such intention to dismiss or not to re-employ. 
Additionally, the Board or its designee shall, at least ninety (90) days prior to such 
notice, and no later than January 15, give the teacher written preliminary notice of such 
inadequacy, specifying the nature of the inadequacy(ies) with sufficient particularity as 
to  furnish the teacher with an opportunity to correct the inadequacy(ies) and overcome 
the grounds for the charge of inadequacy. The written notice  of intention to dismiss or 
not to re-employ shall include a copy of any evaluation(s) pertinent to the charges made 
and filed with the Board. The notice shall be delivered personally or sent by registered 
or certified mail, bearing a postmark no later than April 15, to the teacher's place of 
residence, as recorded in the District's records. 

Written Preliminary Notice to Continuing Teacher of Inadequacy of Classroom 
Performance 

If the District intends to dismiss or not re-employ a continuing teacher based on charges 
of inadequacy of classroom performance, the Board, or its designee shall give the 
teacher a written preliminary notice of such intention and provide the teacher with no 
less than sixty (60) instructional days to correct the inadequacy and overcome the 



grounds for the charge(s) of inadequacy. The written preliminary notice shall be issued 
at least ten (10) instructional days prior to the start of the minimum sixty (60) 
instructional day period. 

The written preliminary notice shall specify the nature of the inadequacy of classroom 
performance with such particularity as to furnish the teacher an opportunity to correct 
any inadequacy(ies) and overcome the grounds for the charge of inadequacy and shall 
include a copy of any evaluation(s) pertinent to the charges made and filed with the 
Board. 

If the teacher does not correct the inadequacies and overcome the grounds specified in 
the preliminary notice by the end of the period specified in the written preliminary notice 
issued by the Board or its designee, the Board shall not renew the teacher's contract 
and shall dismiss the teacher and give notice of the same. 

If, within the period of time specified in the written preliminary notice, the teacher does 
correct the inadequacies and overcome the grounds for the charge of inadequacy 
specified in the written preliminary notice, then the Board shall offer the teacher a 
contract for the subsequent school year subject to nonrenewal or dismissal for other 
reasons, as provided by law. 

Content, Service, etc., of Written Preliminary Notice of Inadequacy of Classroom 
Performance 

A written preliminary notice of inadequacy of classroom performance shall be approved 
by the Board in public meeting (unless issued by a designee of the Board) and shall 
specify the nature of the inadequacies of classroom performance with sufficient 
particularity to permit the teacher to correct the inadequacies and overcome the 
grounds for the charge in time to meet the schedules contained in the Arizona Revised 
Statutes and in District policy. 

The written preliminary notice shall include (but not be limited to) the following: 

A. A statement of the specific events and conduct of the teacher that constitute the 
charge. 

B. A statement of the statutes, rules, or written policies or objectives that the 
teacher has violated, if applicable. 

C. A  statement of the relevant facts surrounding each instance of inadequate 
classroom performance. 

D. Copies of the following statutes: A.R.S. §§ 5-501, 15-538.01, 15-539 through and 
including 5-542, 15-544 through and including 5-547, and 5-549. 

E. Copies of evaluation(s) relevant to the charge. 
F. If the teacher is a certificated teacher who has been employed for the major 

portion of three (3) consecutive school years, a statement that the teacher must 
exhibit adequate classroom performance (by correcting the inadequacies and 
overcoming the grounds for the charges) by the end of the period specified in the 



written preliminary notice issued by the Board or its representative or the Board 
will initiate dismissal proceedings, but that if adequate classroom performance is 
demonstrated by the end of the specified period, the Board will thereafter offer a 
new contract subject to nonrenewal or dismissal for other reasons, as provided 
by law. 

G. If the teacher is a certificated teacher who has not been employed for the major 
portion of three (3) consecutive school years, a statement that the teacher must 
exhibit adequate classroom performance (by correcting the inadequacies and 
overcoming the grounds for such charge) within ninety (90) days of the delivery 
of the preliminary notice or the Board will initiate dismissal proceedings or will not 
reemploy the teacher, but that if within the ninety (90)-day period following 
receipt of the preliminary notice the teacher exhibits adequate  classroom  
performance the teacher shall be offered a contract subject to nonrenewal or 
dismissal for other reasons, as provided by law. 

H. A statement that the decision to issue a notice of intent not to reemploy or to 
dismiss because of inadequacy of classroom performance may be made only by 
the Board in public meeting. 

I. A statement that the notice of intent to dismiss shall be delivered personally to 
the teacher or sent by registered or certified mail, return receipt requested, to the 
teacher's last known address. 

If personally served by an employee of the District, the teacher shall sign a document 
acknowledging receipt of the notice and materials. If the teacher refuses to sign an 
acknowledgment, a responsible employee of the District must sign it and make note of 
such refusal and the circumstances thereof. 

If certified or registered mail is used, a copy must also be sent by first class mail  at or 
near the same time the copies are sent by certified or registered mail. A written record 
shall be made as to when this was completed. 

Contract of Continuing Teacher after Written Preliminary Notice of Inadequacy of 
Classroom Performance 

Unless a new contract has already been offered to a certificated teacher who has been 
employed for the major portion of three (3) consecutive school years, every contract 

offered to a teacher who has been given a written preliminary notice of inadequacy of 
classroom performance during the current school year shall contain a reference to the 
preliminary notice and shall provide that the execution of the contract shall not be 
construed as a waiver or abandonment of the rights of the District to dismiss the teacher 
at the end of the period specified in the preliminary notice pursuant to applicable law if 
the teacher has not demonstrated adequate classroom performance by the end of that 
period. 

Administrators and Psychologists 



Continuous evaluation of all aspects of the total educational program, including student 
progress, personnel, curriculum, and facilities, will include a formal process of 
evaluating all certificated administrators and psychologists. The  purpose of this 
evaluation shall be the improvement of the quality of the educational program in the 
District. The evaluation will be a cooperative procedure, with the evaluator and the 
evaluate having full knowledge of the criteria, process, and results. 

The following statements give more specific purposes for evaluation: 

A. Evaluations determine how well the objectives held by the school and District are 
being carried out. The success of the educational program is dependent upon 
many factors, which include the quality of classroom instruction, student 
evaluation, supervision, and administration. 

B. Evaluations provide the basis for motivation and for self-improvement, permitting 
administrative personnel to be aware of strengths and weaknesses in order to 
improve the operation of the District's programs. 

 

 

 

 

 

 

 

 

  



4-103.B Procedures - Employee Evaluations – Support Staff Evaluations 

Performance evaluation is intended to be a constructive tool for encouraging and 
supporting the performance, effectiveness and morale of staff members. The value of 
evaluation lies in the opportunities for supervisors to conduct reliable measurements of 
performance which will recognize achievements, permit constructive feedback, and 
support personal growth of staff members. 

Used properly, performance evaluations also provide supervisors with information and 
data which can inform individual or departmental training needs, and recommendations 
for promotion or advancement. They are also useful for assisting employees with 
problems or for justifying disciplinary action or dismissal when corrective efforts have 
failed. 

The responsibility for the evaluation of employee performance on immediate 
supervisors, who will advise their staff members of their ratings through discussion 
which affords the employee the opportunity for meaningful input. The human resources 
division will provide the site/department supervisor with a list of employees that require 
an annual performance evaluation.  Receipt of the notification constitutes notice that the 
employee indicated is due for evaluation, so that the responsibility may be assigned to 
the immediate supervisor. 

Evaluation Process 

Prior to initiating the evaluation process, the supervisor shall provide the employee with 
a copy of the evaluation instrument(s) to be used. 

The immediate supervisor will rate the performance of the employee by completing the 
reports of performance evaluation as fairly and equitably as possible, considering the 
criteria for the specific position. 

The supervisor or department head shall review the performance evaluation with the 
staff member and indicate areas both of strength and/or weakness. The employee shall 
sign the final evaluation document(s) to indicate their receipt of a copy of the same and 
their opportunity to discuss their evaluation with the supervisor. Their signature shall not 
be construed to indicate their agreement with the content of the evaluation document(s). 

After rating the employee's performance, the supervisor shall submit the evaluation 
document(s) to the next higher administrative head, if any, for endorsement. Apart from 
their endorsement of the next higher administrative head, no other change to the 
evaluation document(s) shall be made following the employee's signature unless 
change is made through mutual agreement between the evaluator and the employee. 

Upon completion of the interview, the original copy of the performance evaluation 
document(s) shall be forwarded directly to the records department. The supervisor will 
retain one (1) copy for departmental records. 



Applying Employee Rating Factors 

Because the specific application and weight of each evaluation criteria may vary 
considerably between and among occupational classes and individual positions, the 
evaluator should apply the criteria in a manner that reflects the specific nature, duties, 
and conditions of each particular job classification. 

Universal District-wide standards of performance for each occupational class are 
undesirable, as they cannot fairly consider the many unique situations found in any 
particular academic or other work environment. For this reason, evaluators should 
discuss and review their application of the performance standards with employees at 
the start of each evaluation period to ensure continuity and equity, as well as employee 
understanding. 

General considerations for evaluating employee performance in each factor are quality 
of work, quantity of work, work habits and attitudes, personal characteristics, 
relationships with others, supervisory ability, and an overall rating. 

The Rating Scale 

The rating scale consists of four (4) choices of rating values, which are to be applied to 
each factor and to the overall evaluation. These are: 

A. Excellent. Consistent performance in excess of the standard level. 
B. Satisfactory. Consistent performance at the standard level. 
C. Needs Improvement. Performance below the standard level, but with a potential 

for improvement. 
D. Unsatisfactory. Consistent  performance  below  the standard level. A rating of 

unsatisfactory indicates that improvement is required within ninety (90) days. 

Determining Ratings 

The evaluator will complete the review form without the employee being present  by 
entering a check mark and/or appropriate comments in the column that reflects the 
intended rating. 

Each factor will be considered separately, taking into account only the particular factor 
that is being rated. A general opinion of the employee's overall performance or any 
factor that does not relate to the one being rated should not influence the evaluator. 

The evaluator is to be fair, impartial, and objective in evaluating the employee so that 
the rating of Excellent, Satisfactory, Needs Improvement, or Unsatisfactory accurately 
describes the employee's performance for the factor. 



Evaluations should be considered in terms of the employee's present duties, not in 
terms of the duties of a different, higher, or lower class. By the same token, evaluators 
will rate performance for only periods during which they supervised the employee. 

Potential value or personal abilities of the employee, except as they are actually applied 
on present work assignments, should not be considered. Ratings should reveal what the 
employee actually does in the present position; however, potential or special aptitude 
should be noted in the "Comments" section of the form. 

Employees should not be expected to meet standards of performance unless they have 
been instructed in job requirements. Employees cannot be responsible for work 
accomplishments if they have not received understandable assignments and 
instructions. If an employee has an area of difficulty, the supervisor should consider 
what has been done to help solve the problem that handicaps the employee's 
performance. 

It is normal for ratings to differ between factors, since an employee's performance in 
some areas usually will be better than in other areas. The overall rating should be a true 
measure of the employee's whole performance of duty in relation to the requirements of 
the position. However, an overall rating of Satisfactory will not prohibit the possibility of 
dismissal if one (1) or more ratings of Needs Improvement and/or Unsatisfactory exist. 

Ratings should not be influenced in a "halo effect," i.e., allowing one aspect of 
performance to influence the overall evaluation. 

Evaluators should also guard against the common fault of "central tendency," the easy 
method of rating all employees Satisfactory. 

Frequency of Evaluations 

At the start of each evaluation cycle, the supervisor shall provide the employee with a 
copy of the evaluation instrument(s) which will be used by the supervisor to document 
the appraisal of the employee's performance. 

Probationary evaluation.  The performance of every new staff employee shall be 
reviewed and rated by the immediate supervisor prior to the completion of two months 
employment and again at least two (2) weeks prior to the expiration of the probationary 
period. 

Annual evaluation. The performance of every staff member will be reviewed by the 
immediate supervisor at least annually, to occur no later than May 15. 

Special evaluation. The performance of staff members may be reviewed and rated at 
any time following a previous evaluation where their overall performance rating is other 
than satisfactory. This may include: 



A. Special recognition(s) of superior performance during a single assignment or 
period, but, due to the performance not being continuous, the overall rating is not 
changed. Special recognition is usually provided in narrative form as a letter to 
the employee, with a copy to the personnel file. 

B. Revised ratings on the basis of a performance level that has changed 
significantly since the last review, following a supervisor's recommendations for 
improvement. Ratings may be revised after a reasonable period of sustained 
performance or after ninety (90) days. 

C. Where performance deficiencies are noted by a supervisor in an evaluation, the 
supervisor shall provide recommendations for improvement with input from the 
employee. 

Recommendation for Improvement 

Where the performance deficiencies are noted by a supervisor in an evaluation, the 
supervisor shall provide recommendations for improvement. Such recommendations 
may be informal in nature but shall be documented in some form. Where an individual's 
performance rating is "Unsatisfactory" in any area, however, the supervisor shall 
provide formal written recommendations for improvement to the employee. In  
developing recommendations for improvement, a supervisor shall provide the employee 
with an opportunity for input. 

Recommendations for improvement shall include reasonable and specified timelines 
within which the employee must improve performance. Such timelines may vary based 
upon the nature of the performance element(s) involved, but a follow-up review and 
reevaluation are automatically required within ninety (90) days following the provision of 
recommendations for improvement to ensure timely resolution of concerns that may 
affect district efficacy and services to the public. If the employee is employed for the 
academic year, the timeline provided for improvement shall not include the summer. 

If performance and/or action(s) are not raised to the Satisfactory (or better) level during 
that period, the supervisor, with the approval by the Associate to the Superintendent, 
may initiate corrective action, which may include dismissal from employment. 

Separation Ratings 

An assessment of the overall performance of a staff member upon their separation from 
the District for any reason is a means of providing historical information for 
consideration in the event of application for reinstatement or rehire. 

A separation rating is considered a component of final personnel action papers and 
need not be completed on the usual rating form. Instead, a summary of overall 
performance during the entire period of employment will be entered on the Separation 
Form.  

External (Public) Complaints 



Complaints against staff members for reasons not associated with their employment will 
not be considered unless there is clear evidence there is a nexus between the issue 
and their duties or position within the District, especially where that nexus results in 
adverse effect upon the employee's performance or their ability to function effectively 
with the District. 

  



4-104 Employee Discipline  

In an effort to provide and maintain a quality educational system, it is important to 
ensure that professional employees are of the highest standard. It is the intention of the 
Governing Board to provide administrators with guidance in the discipline of teachers 
and other professional employees who fail to adhere to proper standards of 
professionalism. Teachers and other professional employees may be disciplined for 
violation of the rules, regulations, and policies of the Governing Board, for violation of 
state and federal laws, and for other just cause. The Board reserves the right not to 
discipline an employee for a violation of the rules, regulations, and policies of the Board. 

It is the expectation of the Board that, in any investigation of allegations of misconduct 
or any situation involving the possibility of disciplinary action, all parties conduct 
themselves professionally. Threats, profanity, or demeaning language or actions are not 
considered professional behaviors. 

Definition of Disciplinary Action 

For purposes of this policy, disciplinary action is defined as any action in which all three 
(3) of the following are present: 

A. Specifies a failure to comply with the rules, regulations, and policies of the 
District or pertinent laws; 

B. Requires corrective action or other consequence; and 
C. Will involve a written disciplinary record that becomes part of the employee's 

personnel record. 

Oral counseling and oral reprimands are not considered to be disciplinary action. Letters 
of counseling or written direction shall not be considered to be disciplinary action. 

Investigation and/or fact-finding is not considered disciplinary action. 

Fact-Finding Investigations 

Prior to imposing discipline, the administrator shall conduct an investigation to 
determine whether misconduct has occurred. The employee shall be notified when an 
investigation is occurring, unless this disclosure may jeopardize the security of the 
investigation as determined in good faith by the administrator in consultation with legal 
counsel. 

Notwithstanding the foregoing, if the administrator believes discipline may result at the 
conclusion of the investigation, the administrator shall inform the employee of this upon 
establishing this intent prior to interviewing the employee. 

If the employee believes that an investigation has moved beyond the fact-finding stage, 
the employee may ask if disciplinary action is intended. If the supervisor indicates that 



disciplinary action against the employee is possible, the employee may elect to end the 
meeting until representation or tape recording of the meeting can be arranged. 

Due Process 

Employees will be afforded appropriate procedures of due process in all matters of 
discipline. Due process requires the following: 

A. Notice to the employee of the allegations against the employee; and 
B. An opportunity to be heard regarding the allegations; e.g., an opportunity to 

explain that the conduct did not occur as alleged, or to explain how 
circumstances justified the conduct. 

Letters of Counseling or Direction 

Letters of counseling or direction are not disciplinary actions but may be used to direct 
corrective action in an employee's conduct or behavior. A letter of counseling is not an 
appropriate means to address conduct toward students that is deemed highly 
inappropriate by a reasonable person's standard, or which may be criminal in nature.  
For such conduct, some form of discipline, as defined in this policy, is warranted. 

A letter of counseling shall not be placed in an employee's personnel file but may be 
maintained in a separate desk or site file by the administrator. If the administrator 
intends to maintain a copy of the letter of direction at the site level, the letter shall 
reference that fact. If an employee transfers to a different site, a letter of counseling may 
be transferred to the new supervisor of the employee. 

Forms of Disciplinary Action 

Although administrators shall make every effort to utilize progressive disciplinary 
standards and actions, more severe disciplinary measures may be imposed  based 
upon the specific violation and circumstances. Any single violation or any combination 
of violations may be found to constitute cause for dismissal, suspension without pay, or 
other disciplinary action. 

Every employee is required to fulfill all of the duties as set forth in the District's policies 
and regulations. The failure of an employee to fulfill these duties may result in 
disciplinary action being taken against the employee. Disciplinary action includes, but is 
not limited to, the following actions: 

A. Written reprimand. 
B. Suspension with or without pay for any period in excess of ten (10) working days, 

determined by the Governing Board. 
C. Dismissal, including non-renewal or termination of contract. 

Representation 



Employees shall be allowed to conference with and be represented by a representative 
of the Amphitheater Education Association or other individual of their choice in matters 
of disciplinary action. Employees shall also be permitted to tape record disciplinary 
meetings. If an employee intends to tape record or bring representation other than legal 
counsel to a meeting, the employee shall notify the administrator at least one (1) 
workday in advance of the scheduled meeting. If the employee intends to bring legal 
counsel to a meeting, the employee shall notify the administrator at least three (3) 
workdays in advance of the scheduled meeting. 

Privacy 

Any discipline of an employee shall be conducted in private, and not in the presence of 
students, parents, other employees, or the public. 

Disagreement with Disciplinary Action 

An employee who disagrees with disciplinary action may submit a written rebuttal to 
such disciplinary action, which (a) presents the employee's assertion that the conduct 
did not occur as reported, (b) an explanation of how circumstances justified the conduct, 
and/or (c) why the teacher feels the disciplinary action imposed is too severe. A copy of 
the employee's rebuttal will be placed in the employee's personnel file and will be 
provided to the individual who prepared the disciplinary action report. This rebuttal may 
be submitted in addition to and/or in lieu of a grievance filed by the employee. 

Adopted:  

Legal Authority: 

A.R.S. § 13-2911 

A.R.S. § 15-153 

A.R.S. § 15-203 

A.R.S. § 15-341 

A.R.S. § 15-342 

A.R.S. § 15-350 

A.R.S. § 15-503 

A.R.S. § 15-507 

A.R.S. § 15-508 



A.R.S. § 15-514 

A.R.S. § 15-536 

A.R.S. § 15-538 

A.R.S. § 15-538.01 

A.R.S. § 15-538.02 

A.R.S. § 15-539 

A.R.S. § 15-540 

A.R.S. § 15-541 

A.R.S. § 15-542 

A.R.S. § 15-543 

A.R.S. § 15-549 

A.R.S. § 15-551 

A.R.S. § 41-770 

  



4-104.A Procedure - Staff Discipline - Cause 

Causes for Disciplinary Action  

The Governing Board may dismiss, suspend without pay, or otherwise discipline 
employees found to have engaged in unprofessional conduct or to have violated any 
laws, rules, regulations, policies, or procedures of the District, or to be inadequate in 
classroom performance, provided, however, that if written preliminary notice of 
inadequacy of classroom performance is required, no such disciplinary action may 
occur until the requisite written preliminary notice has been given. 

Unprofessional conduct. Unprofessional conduct by a teacher or other employee 
includes, but is not limited to, the following: 

A. Failure to be properly certificated. 
B. Failure to take and subscribe to the oath or affirmation prescribed for public 

officers. 
C. Failure to resign or secure a leave of absence when afflicted with pulmonary 

tuberculosis. 
D. Knowingly insulting or abusing an employee on school grounds or while the 

employee is engaged in the performance of assigned duties. 
E. Failure to timely observe the requirement of passing a satisfactory examination 

upon the provisions and principles of the constitutions of the United States and 
Arizona. 

F. Failure to comply with the employee's duties and/or conduct in violation of any 
rules, regulations, and policies of the Governing Board. 

G. Failure to comply with the appropriate statutes or regulations as passed or 
adopted by the legislature or State Board of Education concerning the 
employee's duties and conduct. 

H. Failure to hold students to strict account for disorderly conduct. 
I. Failure to keep a school register, which the Board shall carefully preserve as one 

of the records of the school. 
J. Failure to make the decision to promote or retain a student in grade in a common 

school or to pass or fail a student in a course in high school, subject to the 
provisions of A.R.S. § 15-342(12). 

K. Fraud in securing appointment. 
L. Incompetency. 
M. Inefficiency. 
N. Improper attitude. 
O. Lack of cooperation. 
P. Neglect of duty. 
Q. Tardiness. 
R. Insubordination. 
S. Dishonesty. 
T. Drunkenness on duty. 
U. Addiction to the use of narcotics or habit-forming drugs. 



V. Absence without leave. 
W. Commission and/or final conviction of a felony or a misdemeanor that: 

1. Involves moral turpitude; and/or 
2. Adversely affects the ability of the teacher to function in the capacity as an 

educator. 

X.  Discourteous treatment of the public, students, or other employees of the 
District. 

Y. Threatening the safety or security of a school or threatening any person on 
school grounds. 

Z. Improper political activity. 
AA. Willful disobedience. 
BB. Misuse or unauthorized use of District property. 
CC. Excessive absenteeism. 
DD. Falsification of student test scores or any other student records. 
EE. Failure to report suspected child abuse and/or neglect.  
FF.          Aiding and abetting and/or contributing to the delinquency of a minor. 
GG. Any other conduct or failure to act constituting just cause for said 

discipline or that adversely affects the ability of the teacher to function in the 
capacity as a teacher. 

Counseling 

It is the policy of the District to provide opportunities to employees who have been 
judged to be unsatisfactory to improve their performance. Therefore, such employees 
will, if practical, receive counseling prior to any disciplinary action. 

Oral counseling and/or oral reprimand shall not be considered to be disciplinary action. 
Letters of counseling or other forms of written counseling shall not be considered to be 
disciplinary action but shall become part of the employee's personnel record. 

Prior to Disciplinary Action or Dismissal 

In the interest of District-wide equity in applying disciplinary action, and because of the 
increasing complexity of employee-rights legislation at both state and federal levels, the 
Associate to the Superintendent for District Operations shall be consulted prior to the 
initiation of any disciplinary action. 

Representation 

Employees shall be allowed to conference with and be represented by a representative 
of the Amphitheater Education Association or other individual of their choice in matters 
of disciplinary action. Employees shall also be permitted to tape record disciplinary 
meetings.  If an employee intends to tape record or bring representation other than legal 
counsel to a meeting, the employee shall notify the administrator at least one (1) 



workday in advance of the scheduled meeting. If the employee intends to bring legal 
counsel to a meeting, the employee shall notify the administrator at least three (3) 
workdays in advance of the scheduled meetings. 

Disciplinary Actions 

It is the intention of the Board to provide administrators/supervisors an avenue for the 
discipline of employees who fail to maintain proper standards. In an effort to provide and 
maintain a high-quality educational system, it is important to be assured that employees 
uphold high standards. 

Employees may be disciplined for the violation of the rules, regulations, and policies of 
the Governing Board and for other good and just cause. 

Appropriate methods of discipline are available to supervisors to be utilized when an 
employee fails to comply with the rules, regulations, and policies as set forth by the 
Governing Board and the state legislature. Any single violation or any combination of 
violations may be found to constitute cause for dismissal, suspension without pay, or 
other disciplinary action. 

Every employee is required to fulfill all duties as set forth in the job description. Failure 
of an employee to fulfill duties will result in disciplinary action being taken against the 
employee. Disciplinary action may include, but not be limited to, the following actions: 

A. Warning letters. 
B. Suspension with pay or suspension without pay. 
C. Establishment of disciplinary probation periods not to exceed four (4) months, 

subject to the guidelines of this policy. 
D. Dismissal. 

Timeline 

Written reprimands, warning letters, and suspensions shall be initiated within twenty 
(20) working days of the date the supervisor becomes aware of the incident(s) except 
where the investigation of the incident involves non-District personnel or organization, in 
which case, this time period shall be reasonably extended to allow for adequate 
investigation. 

Disciplinary action may not include suspension with pay or suspension without pay for 
any single period of time in excess of ten (10) working days. 

Staff members shall be informed of the specific reasons for any disciplinary actions and 
shall be advised of their right of appeal). Such information must be provided in writing, 
with a copy to the Associate to the Superintendent. 



Maintenance of Records 

No written or recorded material may be placed in an employee's file without the 
employee's knowledge. 

Disciplinary Action other than Dismissal: 

A. Whenever disciplinary action is required, the corrective nature is to be in the form 
of a memorandum to the staff member and must indicate the specific deficiencies 
and corrective action required for satisfactory performance. If the disciplinary 
action specifies time limits within which deficiencies must be corrected, this 
period will constitute a "disciplinary probation period. 

B. At the employee's request, disciplinary letters, letters of reprimand, and letters of 
counseling shall be removed from the employee's file after two (2) years, if there 
are no additional reprimands, or the reprimands do not involve inappropriate 
treatment of students. 

Dismissal of Support Staff 

Staff members may be dismissed for any reason during initial probationary periods and 
after initial probation because of the frequency or nature of offenses or conduct for 
continued substandard performance. Dismissal of staff members shall be authorized in 
accordance with the procedures. 

Types of Disciplinary Action 

Reprimand: Official reprimands are the least severe disciplinary action and may be 
either oral or in writing. Written reprimands should be used for more serious offenses or 
deficiencies and when there is a possibility of dismissal. Reprimands must indicate to 
the employee the specific nature of the deficiencies and what action is required for 
improvement. A record of dates of prior discussions of deficiencies and specific points 
discussed is to be included in written reprimands. 

An employee who has received a Letter of Reprimand may, within ten (10) working days 
of receipt, make a written appeal to the Human Resources Manager to challenge the 
imposition of the reprimand. The employee's written appeal shall set forth the reasons 
for the appeal, e.g., that the reprimand is not justified under the circumstances, was 
based on inaccurate information, or was unfair. The employee shall provide a copy of 
the written appeal to the supervisor who issued the letter of reprimand. 

The employee may submit final written comments to the Human Resources Manager 
within five (5) working days of receiving the supervisor's response to the appeal. 

The Human Resources Manager may convene a meeting to hear brief presentations 
from both the employee and the supervisor concerning the letter of reprimand and the 
employee's appeal.  If the Human Resources Manager elects to convene such a 



meeting, notice of the meeting shall be provided to the employee and supervisor in 
writing no less than three (3) days in advance of the meeting. 

If the Human Resources Manager determines to hold a meeting, it shall be held not less 
than ten (10) nor more than twenty-five (25) calendar days after receipt of the 
employee's final written comments or from the date on which the final written comments 
were due but were not filed. The meeting may be postponed or continued for good 
cause by the Human Resources Manager. 

The employee shall have the right to be represented and assisted by a representative of 
the Amphitheater Education Association or any other person of the employee's 
choosing, including legal counsel, during the appeal and any meeting convened by the 
Human Resources Manager. The employee shall notify the Human Resources Manager 
if the employee will be represented by legal counsel not less than three (3) days in 
advance of any meeting at which counsel will appear. 

Any meeting held by the Human Resources Manager shall be informal. 

The Human Resources Manager shall issue a written decision on the employee's 
appeal within ten (10) working days of the Human Resources Manager's receipt of the 
employee's final written comments or the date of the meeting held by the Human 
Resources Manager, whichever is later. 

The decision of the Human Resources Manager may be appealed to the 
Superintendent. 

If the Superintendent appoints a designee to decide the appeal, the Superintendent 
shall consider the extent to which, if any, the designee was involved in the disciplinary 
process that resulted in the letter of reprimand. 

The timelines and procedures for the consideration and determination of this second 
level of appeal shall be the same as those set forth above for the first level of appeal 
before the Human Resources Manager, except that the decision of the Superintendent 
on the second level of appeal shall be final. 

Decisions on appeal under this regulation are not subject to grievance. Decisions on 
appeal shall be entered in the employee's District personnel file and delivered to the 
employee in person or by certified mail. 

If dissatisfied with either appeal decision, the employee may submit a brief, concise, 
written statement rebutting or objecting to the decision(s), which shall be placed in the 
employee's District personnel record. 

An employee may request removal from the employee's file after two (2) years if the 
conduct that resulted in the reprimand has not recurred, or the reprimands do not 



involve inappropriate treatment of students. The employee shall file such a request with 
the Associate to the Superintendent in writing. 

Suspension. Suspension - the temporary release of a staff member from duty without 
pay - is a more severe action and may be used only once for each kind of offense.   
Should an employee's conduct or performance warrant more than two (2) such 
suspensions, dismissal should be considered. 

A. Suspensions should be imposed in direct proportion to the significance of 
offenses or deficiencies. The procedure in notifying the Associate to the 
Superintendent prior to disciplinary action is to be followed. 

B. Notice of a preaction hearing must be given to the employee in writing, and a 
preaction hearing must be held, as outlined below. If, after the preaction hearing 
the Executive Director for Human Resources or designee finds that the 
employee's conduct or performance warrants suspension, the Associate to the 
Superintendent for Human Resources and Finance or designee shall give written 
notice of the employee's suspension to the employee, indicating the following: 

1. The reason for the action. 
2. Inclusive dates of suspension. 
3. The employee's right to appeal. 

C. If a supervisor views a situation as being so severe as to deem it necessary to 
immediately remove the employee from the premises, the supervisor may order 
such removal verbally as an administrative reassignment. A written confirming 
notice from the Associate to the Superintendent will be delivered in person or 
sent by certified mail to the employee within twenty-four (24) hours. Such 
removal must be accompanied by, or followed within twenty-four (24) hours by, a 
notice of preaction hearing as outlined below. The employee shall be paid  the  
regular salary until the decision of the Executive Director for Human Resources 
or designee regarding the employee's dismissal or suspension is rendered. 

Disciplinary probation. A disciplinary probation period, not to exceed four (4) months, 
may be imposed because of conduct or substandard performance. Reprimand and/or 
corrective counseling will precede such action whenever practicable. 

A. The same requirement of a written notice applies as set forth above under 
"Reprimand." The performance evaluation form may be used to impose a period 
of probation. A letter to the employee that contains the information outlined 
above under "Suspension" will also serve to impose a disciplinary probation 
period. 

B. The imposition of a disciplinary probation period does not create an obligation on 
the part of the supervisor to refrain from other disciplinary action during the 
disciplinary probation period, including, but not limited to, demotion or dismissal. 
A staff member may be otherwise disciplined during or after the disciplinary 
probation period if there is insufficient improvement in the areas that caused the 



imposition of such disciplinary probation or if other cause exists for such other 
disciplinary action. 

Demotion. Demotion is appropriate in cases of sustained substandard performance 
because of lack of qualifications or lack of interest if the employee is qualified for and 
proficient in less demanding work. The effects of demotion on compensation are 
covered in Policy 4-102 and the accompanying procedures.  The requirement of written 
notice is the same as in the case of suspension. 

Dismissal. Except for probationary employees who have not completed four (4) months 
with the District, who are not subject to the dismissal conditions of this regulation, if the 
supervisor of a staff member deems that dismissal may be necessary, then the 
Associate to the Superintendent will be consulted in advance. 

A. A notice of preaction hearing must be given to the employee in writing, and a 
preaction hearing must be held, as outlined below. If after the preaction hearing 
the Executive Director for Human Resources or designee finds that the 
employee's conduct or performance warrants dismissal, written notice of 
dismissal shall be issued to the employee, setting forth the following information: 

1. The effective date of the dismissal. 
2. Reason(s) for the action. 
3. A recap of previous unsatisfactory service, to the extent the dismissal is 

based upon previous conduct or performance. 
4. A recap of any effort to correct the cause of dismissal. 
5. A summary of the employee's appeal rights. 

B. The supervisor will prepare the Separation Report. 
C. Delivery of notices of dismissal will be directly from the supervisor or the 

Executive Director for Human Resources to the staff member being dismissed. If 
this is not possible, delivery will be made by certified U.S. mail, "return receipt 
requested." 

1. If certified or registered mail is used, a copy must also be sent by first class 
mail near or at the time the copies are sent by certified or registered mail. A 
note must be made as to when this was completed. 

2. A copy of the notice will be provided to the Associate to the Superintendent 
within one (1) working day. 

Appeal rights. Appeal rights under suspension, demotion, disciplinary probation, and 
dismissal shall be as set forth in District policy. 

Preaction Hearing Procedure 

If a supervisor determines that dismissal or suspension of an employee may be 
warranted, the supervisor shall, after consulting with the Associate to the 



Superintendent, inform the Executive Director for Human Resources and request such a 
hearing.  At this time, a copy of the request will be given to the employee. If the 
Executive Director for Human Resources or designee determines that discipline may be 
warranted, a notice of preaction hearing shall be issued to the employee by the 
Executive Director for Human Resources or designee. The notice shall contain the 
following information: 

A. The date, time, and place of the preaction hearing to be conducted by the 
Executive Director for Human Resources or designee. 

B. The reason(s) for the contemplated dismissal or suspension. 
C. In the case of a suspension, the contemplated length of the suspension. 
D. A general explanation of the allegations supporting the supervisor's 

recommendation of discipline. 
E. A statement regarding the employee's right to a further explanation, to be 

provided at the preaction hearing, of the evidence causing the District to 
contemplate suspension or dismissal. 

F. A statement regarding the employee's right to respond to the allegations and 
evidence against him or her. 

G. Notification of the employee's right to representation of his or her own choice at 
his or her own expense. 

H. In the case of possible dismissal, notification that both the supervisor and 
employee may present the testimony of no more than three (3) witnesses at the 
preaction hearing. 

I. A statement of the employee's right to appeal if the Executive Director for Human 
Resources or designee issues a notice of suspension or dismissal after the 
preaction hearing. 

The preaction hearing shall be conducted informally. If the employee is present, the 
Executive Director for Human Resources or designee shall inform the employee of the 
evidence indicating that suspension or dismissal of the employee may be warranted. 
The employee shall be permitted a reasonable opportunity to respond at the preaction 
hearing regarding such evidence and the appropriateness of any discipline. When 
dismissal is being contemplated, the supervisor and the employee shall have the right to 
present oral or written testimony of no more than three (3) witnesses. 

Upon the conclusion of the preaction hearing, the Executive Director for Human 
Resources or designee shall, within a reasonable period of time, issue findings of fact 
and a recommendation to the Superintendent as to whether suspension or dismissal of 
the employee is warranted. To the extent practicable, within ten (10) working days of the 
receipt of the findings and recommendations, the Superintendent shall determine 
whether the employee shall be suspended or dismissed, by either concurring with or 
revising the recommendation. If it is determined that suspension or dismissal is 
warranted, a notice of dismissal or a notice of suspension shall be issued to the 
employee in writing in accordance with these regulations. 



4-104.B Procedure - Staff Discipline - Reporting 

Reporting of Immoral or Unprofessional Conduct 

Any certificated person or Governing Board member who has reasonable grounds to 
believe that a certificated employee has engaged in conduct of an unprofessional or 
immoral nature involving a minor or minors shall report or cause reports to be made to 
the Department of Education, in writing, within seventy-two (72) hours of the initial 
report to authorities, pursuant to A.R.S. § 13-3620.  

If the Superintendent has presented a statement of charges against a certificated 
employee to the Board, in which the alleged cause for dismissal constitutes immoral 
conduct, a report of the charges, or resignations involving the charges will be made to 
the Department of Education. 

A certificated person or Board member who reports, or provides information regarding, 
the immoral or unprofessional conduct of a certificated person to the Department of 
Education in good faith is not subject to an action for civil damages as a result. 

Failure of a certificated person to report information as required by state law and District 
policy constitutes grounds for disciplinary action by the State Board of Education. 

  



4-104.C Procedure - Staff Discipline  - Disciplinary Procedures for Letter 
of Reprimand 

Procedures for Issuance of Letters of Reprimand 

When an administrator determines that there is good cause to impose a Letter of 
Reprimand, the administrator shall notify the teacher or other professional employee of 
the administrator's intent to impose discipline. The Notice of Intent to Impose Discipline 
shall be in writing and shall be delivered to the employee in person or by First Class 
Mail. This notice shall be retained in the employee's personnel file and shall include the 
following information: 

A. A description of the conduct or omission by the employee which is the reason for 
discipline. 

B. A citation or reference to any laws, rules, regulations, policies, duties or 
directives, if any, violated by the employee's conduct or omission. 

C. The date, place and time of the disciplinary meeting during which the 
administrator will issue the Letter of Reprimand. 

At the time of the disciplinary meeting, the administrator shall verbally review the written 
Notice of Intent to Impose Discipline with the employee. The employee shall then be 
given an opportunity to respond to the Notice of Intent, e.g., to explain that the 
employee's conduct did not occur as alleged or to explain how circumstances justified 
the employee's conduct. If the administrator determines that a letter of reprimand is still 
warranted after the employee's response, the administrator shall present the Letter of 
Reprimand to the employee. 

Retention and Removal of Letters of Reprimand 

At the written request of an employee submitted to the associate to the Superintendent, 
a Letter of Reprimand, and the preceding and corresponding Notice of Intent to Impose 
Discipline shall be removed from an employee's personnel file provided all of the 
following conditions are met: 

A. The letter does not concern conduct toward students that is deemed highly 
inappropriate by a reasonable person's standard, or which may be criminal in 
nature; 

B. The conduct or omission resulting in the reprimand, or any related action, has not 
recurred in the two (2) calendar year period following the reprimand; and 

C. No other Letter of Reprimand has been placed in the employee's personnel file in 
the two (2) calendar year period following the reprimand. 

Appeals of Letters of Reprimand 



Letters of reprimand are not subject to the grievance procedures set forth in Governing 
Board policy. Rather, the procedures for appeal from a letter of reprimand shall be as 
follows: 

An employee who has received a letter of reprimand may, within ten (10) working days 
of receiving the letter of reprimand, file an appeal with the Superintendent. The 
Superintendent shall develop procedures for the review of such appeals. The 
procedures shall provide for two (2) levels of appeal. Decisions on appeals shall be 
issued within a reasonable period of time. The Superintendent's decision on the appeal 
shall be final and is not subject to grievance procedures contained in Governing Board 
policy   

  



4-104.D Procedure - Staff Discipline  - Appeal of Reprimand 

An employee who has received a Letter of Reprimand may, within ten (10) working days 
of receipt, make a written appeal to the Human Resources Manager to challenge the 
imposition of the reprimand. The employee's written appeal shall set forth the reasons 
for the appeal, e.g., that the reprimand is not justified under the circumstances, was 
based on inaccurate information, or was unfair. The employee shall provide a copy of 
the written appeal to the supervisor who issued the letter of reprimand. 

The supervisor may respond to the appeal by delivering a written response to the 
Human Resources Manager within ten (10) working days of receiving a copy of the 
letter of appeal. The supervisor shall deliver a copy of the response to the appeal to the 
employee. 

The employee may submit final written comments to the Human Resources Manager 
within five (5) working days of receiving the supervisor's response to the appeal. 

The Human Resources Manager may convene a meeting to hear brief presentations 
from both the employee and the supervisor concerning the letter of reprimand and the 
employee's appeal.  If the Human Resources Manager elects to convene such a 
meeting, notice of the meeting shall be provided to the employee and supervisor in 
writing no less than three (3) days in advance of the meeting. 

If the Human Resources Manager determines to hold a meeting, it shall be held not less 
than ten (10) nor more than twenty-five (25) calendar days after receipt of the 
employee's final written comments or from the date on which the final  written comments 
were due but were not filed. The meeting may be postponed or continued for good 
cause by the Human Resources Manager. 

The employee shall have the right to be represented and assisted by a representative of 
the Amphitheater Education Association or any other person of the employee's 
choosing, including legal counsel, during the appeal and any meeting convened by the 
Human Resources Manager. The employee shall notify the Human Resources Manager 
if the employee will be represented by legal counsel not less than three (3) days in 
advance of any meeting at which counsel will appear. 

Any meeting held by the Human Resources Manager shall be informal. 

The Human Resources Manager shall issue a written decision on the employee's 
appeal within ten (10) working days of the Human Resources Manager's receipt of the 
employee's final written comments or the date of the meeting held by the 
Superintendent, whichever is later. 

The decision of the Human Resources Manager may be appealed to the 
Superintendent. 



If the Superintendent appoints a designee to decide the appeal, the Superintendent 
shall consider the extent to which, if any, the designee was involved in the disciplinary 
process that resulted in the letter of reprimand. 

The timelines and procedures for the consideration and determination of this second 
level of appeal before the Superintendent shall be the same as those set forth above for 
the first level of appeal before the Human Resources Manager, except that the decision 
of the on the second level of appeal shall be final. 

Decisions on appeal under this regulation are not subject to grievance. Decisions on 
appeal shall be entered in the employee's District personnel file and delivered to the 
employee in person or by certified mail. 

If dissatisfied with either appeal decision, the employee may submit a brief, concise, 
written statement rebutting or objecting to the decision(s), which shall be placed in the 
employee's District personnel record.  



4-104.E Procedure - Staff Discipline  - Disciplinary Procedures for 
Suspensions without Pay of Ten Days or Less 

Procedures for Administrative Imposition of Suspensions without Pay 

After an appropriate investigation, an administrator may determine that there is just 
cause to impose a suspension without pay for ten (10) days or less. If the administrator 
so determines, the administrator shall notify the teacher or other professional employee 
of the administrator's intent to impose discipline. The Notice of Intent to Impose 
Discipline shall be in writing and shall be delivered to the employee in person or by First 
Class Mail. This notice shall include the following information: 

A. A description of the conduct or omission by the employee which is the reason for 
discipline. 

B. A citation or reference to any laws, rules, regulations, policies, duties or 
directives, if any, violated by the employee's conduct or omission. 

C. The date, place and time of the disciplinary meeting during which the 
administrator will issue the disciplinary action. 

D. The specific discipline the supervisor intends to impose, i.e., the number of days 
of unpaid suspension proposed. 

At the time of the disciplinary meeting, the administrator shall verbally review the written 
Notice of Intent to Impose Discipline with the employee. The employee shall then be 
given an opportunity to respond to the Notice of Intent, e.g., to explain that the 
employee's conduct did not occur as alleged or to explain how circumstances justified 
the employee's conduct. 

If the administrator determines that a suspension without pay is still warranted after the 
employee's response, the administrator shall present the employee with a letter 
informing the employee that a suspension will be imposed at the conclusion of a thirty 
(30) calendar day period, unless the employee requests a Pre-Action hearing within that 
period to challenge the imposition of the suspension without pay. 

If the employee chooses to request a Pre-Action hearing, the employee shall deliver a 
written request for a hearing to the Superintendent within the thirty (30) day period. 

The timely filing of a request for a Pre-Action hearing shall delay the imposition of the 
suspension pending completion of the hearing. 

If the employee does not make a timely request for a Pre-Action hearing, or following 
the Pre-Action hearing which results in a suspension without pay, the Notice of Intent to 
Impose Discipline and document(s) imposing the suspension without pay shall be 
placed in the employee's personnel file. 

 



4-104.F Procedure - Staff Discipline  - Pre-Action Hearing Procedures for 
Suspensions without Pay of Ten days or Less 

Any certificated teacher or other professional employee who receives notice that cause 
exists for Suspension without Pay shall have the right to a preaction hearing upon the 
filing of a written request with the Superintendent within thirty (30) calendar days of 
receiving notice from the employee's supervisor that a suspension without pay will be 
imposed. The filing of a timely request for a hearing with the Superintendent shall 
suspend the imposition of any disciplinary action pending completion of the preaction 
hearing. 

A preaction hearing shall be conducted by a person designated by the Superintendent 
who shall not be the employee's supervisor. The preaction hearing shall be conducted 
by the hearing officer according to the following procedures: 

A. The hearing officer shall provide notice of the date of the hearing no less than ten 
(10) working days prior to the hearing. The hearing shall be held not less than 
fifteen (15) days nor more than twenty-five (25) calendar days after receipt of the 
employee's request for the hearing but may be postponed or continued from time 
to time for good cause by the hearing officer. 

B. The employee and the supervisor shall disclose to the hearing officer and to one 
another their list of witnesses and copies of their exhibits not less than five (5) 
working days prior to the hearing. 

C. The employee and the supervisor may seek to compel the attendance of 
witnesses by subpoena in accordance with Arizona law. 

D. The hearing shall be informal, except that witnesses shall give testimony under 
oath or affirmation. 

E. The parties may be represented by legal counsel or another representative of 
their choosing but shall provide notice of their intent to be represented by legal 
counsel no less than five (5) days in advance of the hearing date. 

F. The hearing officer shall, not more than ten (10) working days after the 
conclusion of the hearing, prepare written findings and a decision with respect to 
the suspension without pay. If the hearing officer concludes that discipline should 
be imposed, the hearing officer's findings and  decision shall be filed in the 
employee's personnel file, and copies shall be delivered to the Superintendent 
and to the employee in person or by certified mail, with a return receipt 
requested. 

The decision of the person conducting the hearing shall be final unless, within five (5) 
working days after receipt of the decision, the teacher or other professional employee 
delivers a written grievance to the Superintendent, pursuant to Governing Board policy 
and related procedures. Such grievance shall be addressed in Level Two of the 
grievance process, but in no event shall the person hearing the grievance be the person 
who conducted the preaction hearing or the supervisor who imposed the discipline. 

  



4-104.G Procedure - Staff Discipline  - Procedures for Dismissal or 
Suspension without Pay of More than Ten Days 

Suspension without Pay or Dismissal - Process 

An employee may be dismissed for misconduct, including conduct that is in violation of 
the law or policies, rules, and/or regulations (including written directives) of the 
Governing Board or administration, or for other just cause. 

An employee may be suspended without pay for a period of time exceeding ten (10) 
working days for misconduct, including conduct that is in violation of the policies, rules, 
and/or regulations (including written directives) of the Governing Board or 
administration, or for other just cause, where such performance, conduct, or cause is 
not sufficient to warrant dismissal. 

The initiation of dismissal or suspension without pay of more than ten (10) working days 
shall be accomplished by the adoption of a written statement of charges by the Board, 
charging that cause exists for suspension without pay or dismissal. The Board shall give 
notice to the employee of its intention to dismiss or suspend the employee without pay 
at the expiration of thirty (30) days from the date of the service of the notice. 

Service of Notice of Intention to Suspend without Pay for More  than Ten Days or to 
Dismiss 

The notice shall be in writing and shall be served upon the employee personally or by 
United States registered or certified mail addressed to the employee's last known 
address of record in the Human Resources Department. 

The employee shall be asked to sign a document acknowledging receipt of the notice 
and materials hand-delivered to the employee. If the employee refuses to sign an 
acknowledgment, the person delivering the notice and related materials must sign the 
acknowledgment and make note of the employee's refusal to sign and the 
circumstances surrounding it. 

If certified or registered mail is used, a copy must also be sent by first class mail near or 
at the same time the copies are sent by certified or registered mail. A record shall be 
made as to when and how this was completed.  

If the notice is issued to a certificated teacher, it shall include copies of the following 
statutes: A.R.S. §§ 15-501,15-538.01,15-539 through and including 15-542, 15-544 
through and including 15-547, and 15-549. 

Content of Statement of Charges 

Any written statement of charges alleging misconduct in violation of the rules, 
regulations, or policies of the Board, or inadequacy of classroom performance shall 



specify instances of behavior and the acts and omissions constituting the charge so that 
the employee will be able to prepare a defense. If applicable, the written statement shall 
include reference to the statutes, rules, or written objectives of the Board that the 
employee is alleged to have violated and shall set forth the facts relevant to each 
occasion of alleged unprofessional conduct or inadequacy of classroom performance. 

In matters involving the discipline of certificated teachers for misconduct other than 
inadequacy of classroom performance, the action of the Board shall, to the extent 
practicable, comply with the guidelines for dismissal of a continuing teacher for 
misconduct or for other just cause, or the guidelines for dismissal of a noncontinuing 
teacher for unprofessional misconduct or for other just cause, as applicable. 

If the Board's action is taken as a result of a teacher's inadequate classroom 
performance, the action of the Board shall, to the extent practicable, comply with the 
guidelines for dismissal or nonrenewal of a noncontinuing teacher for inadequacy of 
classroom performance, or the guidelines for dismissal of a continuing teacher for 
inadequacy of classroom performance, as applicable. 

Request or Lack of Request for Hearing 

If, after the Board gives notice to the employee of its intention to dismiss or suspend the 
employee, the employee has not requested a hearing within thirty (30) calendar days 
from service of the Board's notice, the Board shall vote in a public meeting to dismiss or 
suspend the employee, at which time the dismissal or suspension without pay shall 
become effective. 

If, after the Board gives notice to the employee of its intention to dismiss or suspend the 
employee without pay, the employee does make a timely request for a hearing, the 
Board shall convene a hearing in accordance with applicable procedures. 

  



4-104.G Procedure - Staff Discipline  - Administrative Leave 

Administrative Leave of Absence 

The Superintendent or Governing Board may place an employee on administrative 
leave of absence and give the employee notice of the administrative leave of absence. 

A. The notice of administrative leave of absence shall be in writing and shall be 
served upon the teacher personally or by United States registered or certified 
mail addressed to the teacher at the last known address, with a return receipt 
requested. 

B. Any teacher who is placed on administrative leave of absence shall continue to 
be paid regular salary during the period of administrative leave of absence. 

C. If the teacher has been placed on administrative leave of absence pending a 
hearing on allegations charging cause for suspension without pay or dismissal, 
the teacher shall be reinstated within five (5) days after a decision not to suspend 
without pay or not to dismiss the teacher, unless the teacher is a certificated 
teacher who has not been employed by the School District for more than the 
major portion of three (3) consecutive school years whose contract was not 
renewed. 

Compulsory Leave of Absence 

If an employee is charged by criminal complaint, information, or indictment with any 
criminal offense that would be deemed cause for dismissal, the Board or 
Superintendent may place the employee on an administrative leave of absence with pay 
for not more than ten (10) working days after the date of entry of the judgment in the 
proceedings. 

An employee placed upon compulsory leave of absence pursuant to this section shall 
continue to be paid regular salary during the period of compulsory leave of absence. 

 

 

 

 

 

 

 



4-104.H Procedure - Staff Discipline  - Teacher’s Appeal and Hearing 
Rights 

Appeal from Notice of Dismissal or Suspension without Pay 

Any certificated teacher who receives notice that cause exists for dismissal or 
suspension without pay shall have the right to a hearing upon filing of a written request 
with the Governing Board within thirty (30) days of the service of the notice. In the case 
of dismissal, said hearing shall be before the Board; in the case of suspension without 
pay, the hearing shall be before the Board or, at the option of the Board, a person or 
persons designated by the Board to act on its behalf. 

Appeal from Disciplinary Action Other than Suspension without Pay or Dismissal 

Any teacher who receives notice of disciplinary action other than suspension without 
pay or dismissal shall have the right to a hearing as set forth in Policy 4-104. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4-104.I Procedure - Staff Discipline  - Hearing Procedures for Dismissals 
or Suspensions without Pay Exceeding Ten Days 

Pre-Hearing Procedures 

Prior to the commencement of any hearing for dismissal or suspension without pay of 
more than ten (10) days, a written statement of the charges shall be adopted against 
the teacher or other professional employee by the Governing Board. Written notice shall 
be provided to the employee of any Executive Session at which such discipline is to be 
considered or discussed by the Board. Notice shall be provided as is appropriate but 
shall not be given less than twenty-four (24) hours for the employee to determine 
whether the discussion or consideration should occur at a public meeting. Notice shall 
be delivered to the employee, as provided in District policy. 

Hearing Procedures 

If, after the Board gives notice to the employee of its intention to dismiss or suspend the 
teacher without pay, the teacher has requested a hearing within thirty (30) calendar 
days from the date of the service of the notice, as provided by law, the Board, in the 
case of a dismissal, or a person designated by the Board to act on its behalf in the case 
of a suspension without pay of more than ten (10) days, shall hold a hearing (if timely 
requested by the teacher) not less than ten (10) nor more than twenty-five (25) days 
after the request is filed. The employee shall be given notice of the time and place of the 
hearing not less than three (3) days before the date of the hearing. 

Public or private hearing. The employee may request that the hearing be public or 
private. If the employee declines to make a request for a public hearing, the hearing will 
be private. 

The Board or its designee(s) may, prior to and during the hearing, through the President 
or any designated member of the Board or the chairperson of the designee(s) or any of 
its designated members: 

A. Issue subpoenas. 
B. Compel attendance of witnesses and production of documentary evidence. 
C. Administer oaths to witnesses. 
D. Cause depositions to be taken. 

Failure of witness to appear. If a witness fails to appear at the time and place 
designated in the subpoena or to answer questions or produce a document as ordered, 
the Board may apply to the Pima County Superior Court for an order from the court 
imposing sanctions and for other appropriate relief. 

Continuance of hearing. The Governing Board and/or its designee(s) may grant a 
continuance of a hearing from time to time for good cause, upon motion of either side or 
upon its own motion. In granting a continuance, consideration shall be given to: 



A. The length of the requested delay. 
B. The possible prejudice to the moving party if the delay is denied. 
C. The importance of the testimony that may be presented if the delay is granted. 

Conduct of Hearings 

Hearings shall be conducted in the following manner: 

A. The administration shall present its case first in a hearing. Both sides may 
present opening statements, if desired. The person(s) conducting the hearing 
may ask questions during or after the questioning of witnesses. Both sides may 
cross-examine witnesses. A party who objects  to  a question asked may make 
an objection to avoid a waiver of  the objectionable evidence; however, technical 
rules of evidence do not apply, and all evidence may be offered that is not 
irrelevant, provided, further, that the person(s) conducting the hearing may limit 
cumulative testimony. The parties may offer rebuttal evidence. Each party may 
present closing arguments. 

B. At the hearing, the employee may appear in person and by legal counsel or 
another representative of the employee's choosing, if desired, and may present 
any testimony, evidence, or statements, either oral or in writing, in the 
employee's behalf. The burden for proving the existence of just cause for the 
disciplinary action shall be upon the Superintendent or designee. 

C. If the suspension hearing is being conducted by a person or persons other than a 
quorum of the Board, then said person(s) shall, at the termination of the hearing, 
submit a summary of the evidence, written findings of fact, and a 
recommendation to the Board. 

D. Within ten (10) working days following the close of the hearing, the Board shall 
determine whether just cause existed for the dismissal or suspension and shall 
render its decision accordingly, either affirming or withdrawing the disciplinary 
action. The failure of the Board to approve the disciplinary action by a majority 
vote shall be deemed a withdrawal of the disciplinary action. 

E. No witness shall be permitted to testify at the hearing except upon oath or 
affirmation. No testimony shall be given or evidence introduced relating to 
teaching adequacy that occurred more than four (4) years prior to the date of the 
service of the notice. Evidence or records regularly kept by the Board concerning 
the teacher may be introduced, but no decision relating to the suspension without 
pay or dismissal of any teacher shall be based on charges or evidence relating to 
teacher adequacy occurring more than four (4) years prior to service of the 
notice. The four (4)-year time limit shall not apply to the introduction of evidence 
in any area except that relating to adequacy of classroom performance. 

F. The Board shall prepare or cause to be prepared an official record of the hearing, 
including all testimony recorded manually or by mechanical device, and exhibits, 
but the Board shall not be required to transcribe or cause to be transcribed the 
record unless requested by the teacher, who shall be furnished with a complete 
transcript upon the payment of the actual cost. The Board may require a deposit 
from the teacher in an amount equal to the estimated cost of transcription prior to 



the commencement of said transcription. Within ten (10) working days following 
the hearing the Board  shall determine whether there existed just cause for the 
notice of dismissal or suspension and shall render its written decision 
accordingly, either  affirming or withdrawing the notice of dismissal or 
suspension. Just cause does not include religious or political beliefs or affiliations 
unless they are in violation of the oath or affirmation of the teacher. 

G. The Board shall pay all expenses of the hearing. The teacher and the Board shall 
pay their own attorney and witness fees, except if the Board does not suspend 
the teacher without pay or dismiss the teacher, the Board shall pay all 
reasonable attorney and witness fees incurred by the teacher. 

H. A certificated teacher who has been placed on administrative leave of absence 
pending the hearing shall be reinstated within five (5) days after the Board 
renders a written decision not to dismiss or suspend the teacher without pay 
unless the teacher is a certificated teacher who has not been employed by the 
District for more than the major portion of three (3) consecutive school years, and 
whose contract has expired without renewal. 

I. There shall be no rehearing. 

Appeal from Governing Board Decision Regarding Suspension without Pay or Dismissal 

The decision of the Board or its designee regarding a dismissal or suspension is final 
unless, within thirty (30) days after the date of the Board's final decision the teacher files 
an appeal with the Pima County Superior Court. 

Appeal from Decision Relating to Disciplinary Action Other than Suspension or 
Dismissal 

There shall be no right of appeal from a final decision of the Superintendent or the 
Superintendent's designee with respect to a decision on disciplinary action other than 
suspension without pay or dismissal. 

Stigmatizing Hearing 

Any teacher whose personnel file contains charges, allegations, or assertions that 
would be detrimental to the teacher in further employment efforts, whether or not the 
teacher's contract has been renewed, if the teacher is not entitled to any other hearing 
pursuant to the policies and regulations, shall be entitled to a hearing and appeal similar 
to that provided to teachers who have been subjected to disciplinary action other than 
suspension or dismissal, provided, however, that the only relief that may be granted 
pursuant to said hearing and appeal shall be the right to have the records amended to 
modify or delete the stigmatizing information. The hearing shall be conducted by a 
person appointed by the Superintendent. 

  



4-104.J Procedure - Staff Discipline  - General Guidelines 

It is the policy of the District to provide general guidelines relating in order to facilitate a 
clear understanding by all interested persons. The guidelines set forth in items listed 
below should, however, be regarded merely as guidelines. Any action taken against any 
employee of the District that complies with requirements of the Arizona Revised 
Statutes shall be deemed to comply with these guidelines and will be legally sufficient. 

GUIDELINES FOR NONRENEWAL OR DISMISSAL OF A NONCONTINUING 
TEACHER 

 Nonrenewal of Noncontinuing Teacher Due to Inadequacy of Classroom Performance 

Assessment and evaluation of noncontinuing teachers: 

A. Prior to November 15, each such teacher shall be observed in the classroom, 
evaluated, and assessed in the manner set forth in the District's teacher 
performance evaluation system. 

B. A copy of the written evaluation and assessment shall be delivered to the teacher 
within five (5) days of the completion of the evaluation conference. 

C. A Governing Board designee, who may be the evaluator, shall confer with the 
teacher after transmission of the evaluation and shall make specific 
recommendations as to desired or necessary improvements, if the performance 
of the teacher warrants improvement. At this conference the Board designee 
discusses with the teacher any assistance the teacher may need, and the 
opportunities that will be provided to overcome any inadequacies. 

D. If the teacher's classroom performance is evaluated as inadequate during the 
first semester, the Superintendent recommends to the Board that the Board 
authorize the Superintendent to notify the teacher of its initial intention not to 
reemploy if the teacher does not demonstrate adequate classroom performance 
within ninety (90) days after receiving the notice. 

Notice of potential inadequacy. It is recommended but not required that any principal 
who believes, based upon an evaluation, that the classroom performance of such 
teacher is inadequate, should notify both the teacher and the Superintendent of the 
potential inadequacy at the earliest opportunity. More than one (1) notice may be given. 
The principal may use a communication similar in form to Recommended Forms. 
Failure to give any such notice shall not preclude the giving of a written preliminary 
notice of inadequacy  of  classroom  performance. 

Notice of inadequacy. Any principal who believes that such a teacher's contract should 
not be renewed, due to inadequacy of classroom performance, shall, by November 30, 
so notify the Superintendent. It is recommended that the principal use a communication 
similar in form to Recommended Form 2A. 



The Superintendent, may, upon receipt of such a notice from a principal, issue a written 
preliminary notice of intent not to renew the contract of the noncontinuing teacher for the 
following school year. 

Not later than January 15 - preferably between December 1 and January 10: 

A. As soon as practicable following receipt of the principal's notice, but in no event 
later than January 15, the teacher shall be issued written preliminary notice of 
inadequate classroom performance from the Governing Board or the 
Superintendent. This notice shall be delivered personally or by registered or 
certified mail with return receipt requested. 

B. This preliminary notice includes: 
1. Specific nature of inadequacy. 

a) Specific instances of behavior and the acts or omissions constituting the 
classroom inadequacy. 

b) The statutes, rules, or written objectives of the Governing Board with 
which the teacher has not complied, and the facts of each instance of 
noncompliance. 

2. Copies of any evaluations pertinent to the charge. 
3. A statement that the teacher must demonstrate adequate classroom 

performance within ninety (90) days after receipt of this notice or the teacher 
will not receive a new contract. 

From the service upon the teacher of written preliminary notice to 90 days thereafter: 

A. The Governing Board designee: 
1. Continues to confer with the teacher evaluated as being inadequate. 
2. Continues to provide assistance and appropriate opportunities for 

improvement. 
3. Ascertains and reports to the Governing Board whether the teacher is 

performing adequately. 
B. The classroom performance of a teacher who has received a preliminary notice 

of inadequate classroom performance is reevaluated within ninety (90) days by 
the evaluator. This evaluation may be the same as or different from the normal 
second-semester evaluation. 

Not later than April 15 - preferably between April 1 and April 10: 

A. If the teacher continues to perform inadequately in the classroom, based upon 
the Superintendent's recommendation, the Board may vote to give the teacher 
notice of intention not to renew the teacher's contract, based on charges of 
inadequacy of classroom performance. 

B. The Board provides the teacher with written notice of the charge of inadequacy, 
which notice shall include: 
1. Specific instances of behavior and the acts or omissions constituting the 

charge. 



2. A statement of all applicable statutes, rules, or written objectives that the 
teacher has violated. 

3. The facts relevant to each occasion of inadequate classroom performance. 
4. A copy of the following statutes: 

 
A.R.S. § 15-501  A.R.S. § 15-541 A.R.S. § 15-546 
A.R.S. § 15-538.01 A.R.S. § 15-542 A.R.S. § 15-547 
A.R.S. § 15-539  A.R.S. § 15-544 A.R.S. § 15-549 
A.R.S. § 15-540  A.R.S. § 15-545  
 

5. A copy of any evaluation(s) pertinent to the charge, including evaluations 
previously provided to the teacher in the preliminary notice. 
 

C. This notice is delivered personally to the teacher or sent by registered or certified 
mail, return receipt requested, to the teacher's last known address. 

D. If the evaluation that takes place after the written preliminary notice disclosed 
that the teacher has overcome the specified inadequacies, the Board will issue a 
contract during the period March 15 to May 15 unless, on or before April 15, the 
Board, a member of the Board acting on its behalf, or the Superintendent gives 
notice to the teacher of the Board's intention not to offer a teaching contract, 
unless the teacher has been dismissed pursuant to A.R.S. §§ 15-538, 15-539, 
15-541 or 15-544. 

 
Nonrenewal of Noncontinuing Teacher for Reasons Other than Inadequacy of 
Classroom Performance 

Prior to March 15: 

A. It is recommended, but not required, that the principal notify the Superintendent 
and the teacher at the earliest opportunity (before the date set forth below) when 
a teacher is having any difficulty. 

B. For nonrenewal of a teacher's contract for causes other than inadequacy of 
classroom performance, the principal must notify the Superintendent of said 
need, in writing, on or before March 15. 

Prior to April 1: 

The Superintendent recommends to the Board that the Board notify the teacher or 
authorize the Superintendent to notify the teacher of the Board's intention not to 
reemploy the teacher for the following school year for the reasons presented. The 
recommendation must be made in time to permit the Board to take action at a public 
meeting. 

 

 



Prior to April 15: 

A. The Board or the Superintendent or a member of the Board acting on its behalf 
provides the teacher with written notice of intention not to reemploy. The notice 
shall include: 
1. The reason(s) for the Board's decision. 
2. A copy of any evaluation(s) pertinent to the reason(s). 
3. If the reason(s) results from charges of unprofessional conduct or conduct in 

violation of the rules, regulations, or policies of the Board the notice shall 
include: 

a) Specific instances of behavior and the acts or omissions constituting 
the charge. 

b) A statement of all applicable statutes, rules, or written objectives that 
the teacher has violated. 

c) The facts relevant to each occasion of alleged unprofessional conduct. 
d) A copy of the following statutes: 

 
A.R.S. § 15-501  A.R.S. § 15-541 A.R.S. § 15-546 
A.R.S. § 15-538.01 A.R.S. § 15-542 A.R.S. § 15-547 
A.R.S. § 15-539  A.R.S. § 15-544 A.R.S. § 15-549 
A.R.S. § 15-540  A.R.S. § 15-545 
  

B. This notice is delivered personally to the teacher or sent by registered or certified 
mail, return receipt requested, to the teacher's last known address. Delivery or 
postmark must be on or before April 15. 

 

GUIDELINES FOR DISMISSAL OF A CONTINUING TEACHER 

 

Dismissal of Continuing Teacher for Inadequacy of Classroom Performance 

Evaluation: 

A. A certificated teacher who has been employed by the District for the major 
portion of three (3) consecutive school years shall be evaluated in writing at least 
once each school year by a qualified evaluator designated by the Board. 

B. A copy of the evaluation is transmitted to the teacher within five (5) days of 
completion of the evaluation conference. 

C. A Board designee shall confer with the teacher after transmission of the 
evaluation and make specific recommendations as to desired or necessary 
improvements, if the performance of the teacher warrants improvements. At this 
conference the Board designee discusses with the teacher any assistance the 



teacher may need, and the opportunities that will be provided to overcome any 
inadequacies. 

D. It is recommended, but not required, that the principal give notice to the 
Superintendent and to the teacher at the earliest opportunity (before the dates 
set forth below) when a teacher is having difficulty. 

During the first school year in which inadequate classroom performance is observed: 

A. If the teacher's classroom performance is evaluated as inadequate, the principal 
notifies the Superintendent of such inadequacy by November 15 or by April 15, 
explaining the inadequacy and providing a copy of any evaluation that sets forth 
the inadequacy. 

B. The Superintendent may, upon receipt of the principal's notice, issue a written 
preliminary notice of inadequacy of classroom performance to the teacher and 
notice of the Superintendent's intention to recommend dismissal of the teacher to 
the Board if the teacher does not demonstrate adequate classroom performance 
within the time specified in the written preliminary notice, as specified by law. 

C. This preliminary notice issued by the Superintendent shall be delivered 
personally or by registered or certified mail, return receipt requested. Service or 
delivery shall occur by December 1 or May 1, as applicable. This preliminary 
notice shall include: 
1. Specific nature of inadequacy: 

 
a. Specific instances of behavior and the acts or omissions constituting the 

classroom inadequacy. 
b. The statutes, rules, or written objectives of the Governing Board with 

which the teacher has not complied, and the facts of each instance of 
noncompliance. 
 

2. Copies of any evaluations pertinent to the charge. 
3. A statement that the teacher is permitted no less than forty-five (45) 

instructional days within which to correct the inadequacy and overcome the 
grounds for the charge, and that if adequate performance is not demonstrated 
within the time permitted, then the teacher will be dismissed either within thirty 
(30) days of the service of a subsequent notice of intention to dismiss or by 
the end of the contract year in which the subsequent notice of intention to 
dismiss is served, unless the teacher has requested a hearing as provided by 
law. 

4. A statement that if the teacher demonstrates adequate classroom 
performance during the period allowed to correct such deficiencies as 
specified in the written preliminary notice, the Board will not dismiss the 
teacher for the reasons specified in the written preliminary notice. 

After service of the written preliminary notice and prior to action to dismiss: 



A. The Board designee shall: 
 
1. Continues to confer with the teacher. 
2. Continues to provide assistance and appropriate opportunities for 

improvement. 
3. Ascertains and reports to the Board whether the teacher is performing 

adequately. 
 

B. The classroom performance of the teacher shall be reevaluated near  the end of 
the first semester of the eighty-five (85) instructional day improvement period. 

C. If, by the end of the eighty-five (85) instructional day improvement period, the 
teacher has not corrected the inadequacy and overcome the grounds for the 
charge, the principal shall give notice to the Superintendent no later than five (5) 
days following the conclusion of the improvement period. 

D. Upon receipt of the principal's notice that the teacher has not corrected the 
inadequacy and overcome the grounds for the charge, the Superintendent shall 
give notice to the Board of the Superintendent's recommendation to dismiss the 
teacher for inadequacy of classroom performance. 

E. Based upon the Superintendent's recommendations, the Board votes to dismiss 
the teacher based upon inadequacy of classroom performance, either within 
thirty (30) days of the service of the Board's subsequent notice of intention to 
dismiss or by the end of the contract year in which the subsequent notice of 
intention to dismiss is served, unless the teacher requests a hearing by filing a 
written request with the Board within thirty (30) days of service of the notice of 
intent to dismiss. The Board must meet and give the notice of intent to dismiss to 
the teacher on or before May 15. 

F. The written notice of intention to dismiss provided by the Board to the teacher, 
shall include: 
 
1. Specific instances of behavior and the acts or omissions constituting the 

charges of inadequacy. 
2. A statement of all applicable statutes, rules, or written objectives which the 

teacher has violated. 
3. The facts relevant to each occasion of inadequate classroom performance. 

 
A copy of the following statutes: 

 
A.R.S. § 15-501  A.R.S. § 15-541 A.R.S. § 15-546 
A.R.S. § 15-538.01 A.R.S. § 15-542 A.R.S. § 15-547 
A.R.S. § 15-539  A.R.S. § 15-544 A.R.S. § 15-549 
A.R.S. § 15-540  A.R.S. § 15-545 

4.  A copy of any evaluation(s) pertinent to the charge, including evaluations 
previously provided to the teacher in the written preliminary notice. 



G. This subsequent written notice is delivered personally to the teacher or sent by 
registered or certified mail, return receipt requested, to the teacher's last known 
address. 

H. If a teacher has overcome the specified inadequacies, the Board may not dismiss 
the teacher for the reasons specified in the written preliminary notice. 

Dismissal of Continuing Teacher for Misconduct or for Other Just Cause 

Before April 15: 

A. It is recommended, but not required, that the principal give notice to the 
Superintendent and the teacher at the earliest opportunity (before the dates set 
forth below) when a teacher is having any difficulty. 

B. To dismiss a teacher for cause other than inadequacy of classroom performance, 
the Superintendent must be notified in writing by the principal on or before April 
15. 

Before May 1: 

The Superintendent recommends to the Board that the Board give notice to the teacher 
or authorize the Superintendent to notify the teacher of the Board's intention to dismiss 
for unprofessional conduct or for other good cause at the expiration of thirty (30) days 
from the date of service of the notice. The recommendation must be made in time to 
permit the Board to decide the matter in public meeting and give notice to the teacher 
on or before May 15, provided, however, that if dismissal proceedings in reference to 
such teacher cannot be completed by May 15 through no fault of the Board or the 
Superintendent, or if the incidents relied on in whole or in part occurred after May 15, 
dismissal proceedings may continue or be initiated. 

Before May 15: 

A. The Board must meet and vote to give notice of intention to dismiss, and the 
Board, the Superintendent, or a member of the Board acting on its behalf 
provides the teacher with written notice of its intention to dismiss for 
unprofessional conduct or other reason constituting good cause at the expiration 
of thirty (30) days. Notice must be given to the teacher on or before May 15. It is 
recommended that the notice be by a form similar to Recommended Form 3A. 
The notice shall include: 
 
1. Specific instances of behavior and the acts or omissions constituting the 

charge. 
2. A statement of any applicable statutes, rules, or written objectives that the 

teacher has violated. 
3. The facts relevant to each occasion of unprofessional conduct or other reason 

constituting good cause. 
 



A copy of the following statutes: 
 
A.R.S. 15-501  A.R.S. 15-541 A.R.S. 15-546 
A.R.S. 15-538.01 A.R.S. 15-542 A.R.S. 15-547 
A.R.S. 15-539  A.R.S. 15-544 A.R.S. 15-549 
A.R.S. 15-540  A.R.S. 15-545 
 

B. This notice is delivered personally to the teacher or sent by registered or certified 
mail, return receipt requested, to the teacher's last known address. 

  



4-105 Employee Termination/Separation 

Separation 

Separation is the cessation of employment with the District for any reason. The effective 
date of separation is the last day of earnings or benefits paid to an employee under 
contract. Because all persons who separate for any reason are potential claimants for 
Unemployment Compensation, separation data is required. 

Voluntary separation/resignation. Staff members who desire to end their employment 
with the District are expected to provide appropriate notice. It is essential that all 
resignations be submitted in writing and that Governing Board approval be obtained 
prior to any cessation of employment. 

For support staff members who desire to end their employment with the District are 
expected to provide a minimum of two (2) weeks' notice whenever possible. It is 
essential that all resignations be submitted in writing. The Personnel Action Form (PAF) 
shall include the reason for resignation and shall, when possible, be signed by the 
resigning employee. 

Involuntary separation/layoff. An employee who is laid off for reasons of reduction in 
force, job completion, fund expiration, etc., will be given adequate notification, with pay, 
prior to layoff. A support staff employee who is laid off for reasons of reduction in force, 
job completion, fund expiration, etc., will be given a two (2) week notification, with pay, 
prior to layoff. 

Involuntary separation/dismissal. Dismissal of employees shall be done only in 
accordance with the laws pertaining thereto.  Employees who are dismissed for any 
reason will be expected to follow the separation process. The Personnel Action Form 
(PAF) will be completed by the supervisor, and it will be the employee's option to sign 
this form and receive a copy of it. 

Separation process. As part of the separation process, employees leaving the District 
for any reason are required to return District equipment or materials issued to them 
during their period of employment. This includes, but is not limited to, identification (ID) 
cards, keys, safety devices, etc. An appointment will be arranged through the human 
resources division for the purposes of completing the separation process. 

Services to Beneficiaries 

Spouses, relatives, heirs, beneficiaries, or personal representatives of the estates of 
deceased staff members of the District, active or retired, are entitled to assistance from 
the District in the settlement of deceased members' retirement and insurance benefits. 

Employees desiring to resign from their positions shall provide written notice of the 
same to both their immediate supervisor and the human resources department. 



Certificated Resignations 

A.R.S.  § 15-545 provides that: 

A certificated teacher shall not resign after signing and returning his contract unless the 
resignation is first approved by the governing board. A teacher who resigns contrary to 
this section shall be deemed to commit an unprofessional act and, upon request of the 
governing board, shall be subject to such disciplinary action, including suspension or 
revocation of certificate, as the state board of education deems appropriate. 

Accordingly, 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. 

A teacher who resigns contrary to this policy shall be deemed to have committed an 
unprofessional act and shall be subject to the penalty as provided under Arizona 
statutes and State Board of Education regulations. 

  



4-105.A Procedure - Employee Termination/Separation– Procedures 
upon Separation for Certificated Employees 

Separation 

Immediately following the decision to resign, a contracted individual shall prepare a 
letter of resignation in order to facilitate securing a capable replacement. The resigning 
employee's letter shall be sent to: 

A. The Superintendent; with 
B. A copy to the school principal; and 
C. A copy to the director of human resources. 

The employee shall then be notified of the Governing Board's approval or disapproval 
by the human resources division. 

Salary Computation upon Contract Termination 

If the contract of an employee is terminated prior to the termination date as specified in 
the contract, or if a person is employed to work for a portion of a contract period, the 
total accumulated pay for the time worked shall be determined in the following manner: 

Add the number of contract nonwork days to which the employee is entitled to 
the number of contract work days completed (or to be completed) by the 
employee and multiply the sum by the daily rate of pay to determine the 
cumulative amount of pay to which the employee is entitled. 

The above terms are defined as follows: 

A. Contract days are the total number of days included by the contract dates, 
including days schools are not in session except Saturdays and Sundays. 

B. Contract workdays are the contract days on which the employee is required to 
report for specific assignments. (A workday is generally construed to be of a full 
eight [8] hours duration with exact times determined by the respective principals.) 

C. Contract nonwork days are contract days on which the employee is not required 
to report for specified assignments. 

D. Daily rate of pay is the contract salary amount divided by the number of contract 
days. 

Services to Beneficiaries 

Upon the death of a staff member, the human resources division should be notified as 
soon as possible; additionally, if the death or injury occurs on District property, or in the 
line of duty, the Superintendent shall be notified immediately. 



Supervisors are responsible for notifying the human resources division, giving the name 
of the deceased, date of demise, and other pertinent data. 

The human resources division will promptly notify the Superintendent's office and 
appropriate District offices. 

If appropriate, the human resources division will contact the supervisor to ensure that 
"Employee's Report of Industrial Injury" is completed and distributed. 

The benefits office of the human resources division will: 

A. Request that the payroll office calculate compensation due. 
B. Contact the State Retirement Board to ascertain the amount of survivors' benefits 

due beneficiaries. 



4-105.B Procedure - Employee Termination/Separation– Procedures 
upon Separation for Support Staff 

Separation 

In the case of voluntary separation/resignation, the separation process shall be initiated 
by the employee in the form of written notification. 

For any type of separation, completion of the Separation Report  by  the  supervisor is 
mandatory. This report shall be forwarded through appropriate levels of supervision.  
One copy shall be retained by the supervisor, one copy shall be given to the employee, 
and the original copy shall be filed at the human resources division. 

For any type of separation, out-processing shall be initiated by the human resources 
division. This shall include the completion of applicable forms and a confidential exit 
interview form. 

Services to Beneficiaries 

In the event of death of a staff member, the human resources division should be notified 
as soon as possible; additionally, if the death or injury occurs on District property, or in 
the line of duty, the Superintendent shall be notified immediately. 

Supervisors are responsible for notifying the human resources division, giving the name 
of the deceased, date of demise, and other pertinent data. 

The human resources division will promptly notify the Superintendent's office and 
appropriate District offices. 

If appropriate, the human resources division will contact the supervisor to ensure that an 
"Employee's Report of Industrial Injury" is completed and distributed. 

The benefits office of the human resources division will: 

A. Request that the payroll office calculate compensation due, 
B. Contact the State Retirement Board to ascertain the amount of survivors' benefits 

due beneficiaries. 

 

 

 

 



4-105.C Procedure - Employee Termination/Separation– Retirement 

Retirement/Long-Term Disability 

Personnel shall participate in the State Employee's Retirement System to the extent 
provided by law. 

Exception: An employee placed in a position of twenty (20) or more hours per 
 week but for not more than five (5) months may have the option of signing a 
 waiver of membership and no contributions shall be deducted from or paid on 
 behalf of the employee for the period of employment. 

Mandatory Retirement 

Under federal law, retirement is no longer mandatory at any age. 

Contributions Required for Employees Age Seventy and Older 

Retirement contributions will be mandatory under the following circumstances: 

A. There will be no interruption of contributions for employees who continue working 
beyond age seventy (70) without having retired. 

B. If a retired member of the Arizona State Retirement System enters employment 
with the School District, retirement contributions will be required on all earnings if 
the employee is engaged to work twenty (20) hours per week for twenty (20) 
weeks in any fiscal year, and state retirement benefits must be suspended. Upon 
subsequent termination of employment, the member will be eligible for a 
recomputed benefit, to include credit for the additional period of employment. 

Long-Term Disability Benefit Program 

The Arizona State Retirement System will provide a long-term disability program, which 
will provide monthly disability benefits not to exceed two-thirds (2/3) of the employee's 
monthly compensation at the time disability commences. Said monthly compensation 
will be reduced by Social Security retirement or disability benefits, Workers' 
Compensation benefits, and any other benefits by reason of employment that are 
financed wholly or partly by the District. 

Additionally, monthly disability payments are not available until the eligible participant 
has been totally disabled for six (6) consecutive months. 

Recognition upon Retirement 

At the time of retirement, the employee will be presented with recognition in the form of 
a scroll, plaque, or other memento expressing appreciation by the Governing Board for 
past services to the District. 



Retirement/Compensation 

Each employee who has fulfilled all District obligations and reaches normal retirement 
age shall receive compensation from the Arizona State Retirement System as provided 
by law. 

  



4-100 Employment Protocols 

4-106 Reduction in Force 

The Governing Board may eliminate the position of any staff member to effectuate 
economies in the operation of the District or to improve the efficient administration of the 
schools or operations of the District. The Board may consider a reduction in force 
("RIF") due to budget constraints, funding reductions, and/or reorganization due to 
program or function changes, modification, elimination, or redirection. The Board shall 
not use tenure or seniority in determining which certificated teachers are retained. 

Procedures 

The Superintendent shall submit recommendations to the Board for the elimination of 
District positions and the corresponding termination of District employees filling the 
relevant positions. 

In determining which employees will be affected by a RIF, the District has discretion to 
use one or more of the following guidelines: 

1. Potential to reduce cost through attrition. 
2. District educational program needs. 
3. Possession of qualifications, certifications and endorsements required for 

positions necessary to meet District educational program needs. 
4. Overall general experience. 
5. Completion of job related trainings. 
6. Past contributions to District educational program needs. 
7. Employee performance. 
8. Employee adherence to workplace expectations. 
9. Other factors relevant to continuity of District operations. 

Guidelines for Implementation 

When a reduction in force of certificated staff is necessary, the Superintendent shall 
equitably administer procedures to determine those staff members who will be affected. 
Those procedures shall be clear, transparent, and based on objective criteria that honor 
a staff member’s body of work and due process rights. 

It shall be the policy of the District to first attempt to make such reductions through 
normal factors of attrition such as resignation, retirement, and termination of short-term 
contracts. The Superintendent shall first consider site and District programmatic needs, 
and then, the following order shall be used in determining the certificated personnel to 
be affected by the reduction in force: 

A. Staff under contract to the district through third party organizations; 



B. Staff who have previously retired and have returned to the district under a retiree 
contract; 

C. Staff who are not appropriately certificated, or, when applicable, highly qualified 
for the needed content area(s). 

In the event the above actions do not reach the required reduction of positions, further 
reduction will be made using the following criteria (after taking into account District 
programmatic needs) to evaluate a employee’s body of work and determine those staff 
members with the lowest composite scores: 

A. Disciplinary action (Letters of Reprimand and Suspensions without Pay Only) 
B. Performance as determined by formal evaluation  
C. Certifications. 
D. Experience. 
E. Professional development. 
F. Leadership. 

Initiation of Reduction in Force Plan 

Where the Superintendent determines that the fiscal and other considerations described 
above necessitate a reduction in force, the Associate to the Superintendent will prepare 
a Reduction in Force Plan ("the Plan") for presentation to the Board. The Plan shall 
focus upon the total educational  program of the district and how it may be modified to 
reduce costs, programs and personnel while still providing the educational program 
required of school districts and meeting the particular educational needs of the students 
of the District. Where circumstances warrant, the Plan may focus on particular  
programs, departments, school sites, content areas or activities if the cause(s) for the 
RIF predominately impact(s) limited aspects of the educational program. 

The Plan shall include, but need not be limited to, the following: 

A. A detailed description of the cause(s) necessitating a RIF; 
B. A description of other measures, if any, already implemented to avoid or 

minimize a RIF (e.g., reduction by attrition, district initiated transfers, etc.); 
C. A designation of the part(s) of the total educational program or particular program 

or activity in which the RIF is unnecessary and the number of positions to be 
reduced in each program or activity; and 

D. A timetable for the implementation of the RIF. 

Following Board approval of the Plan, it shall be made available to all staff and the 
public through posting on the District's website. 

Action/Notification 

The Superintendent shall recommend that the Board separate employment with specific 
individuals due to a proposed RIF by recommending the employee's termination or non-



renewal of employment. The employee is not entitled to any right to appeal the 
employee's selection for the RIF. Upon Board action, the District shall promptly notify 
the employee in writing. 

Adopted: 

Legal Authority: 

A.R.S. § 15-502 

A.R.S. § 15-544 

© 2024 The Arizona School Risk Retention Trust 
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4-106.A Reduction in Force – Meet and Confer Recommendation for 
Certificated Staff RIF 

This procedure establishes the process and procedures for implementation of a 
reduction in force ("RIF") for certificated and other professional staff in order to 
effectuate economies in the operation of the District or to improve the efficient conduct 
and administration of District schools and programs. 

Personnel Study Based upon Staff Profiles 

If a RIF plan is adopted by the Board, the Human Resources Department shall perform 
a study of the District's personnel to determine those staff members who must be wholly 
or partially discharged in order to implement the plan. In performing the study, the 
Human Resources Department shall utilize a Staff Profile Form ("the Profile form") 
which will include a point scale using the following criteria: 

A. The employee's disciplinary history (letters of reprimand and suspensions without 
pay) within the three (3) calendar years preceding the date of the Governing 
Board’s approval of the Plan; 

B. the employee's evaluations for the two (2) preceding school years (as applicable)  
with  the  understanding that A.R.S. § 15-537 requires teacher evaluations to 
include quantitative data on the academic progress for all students that accounts 
for between twenty percent and thirty-three percent  of the evaluation outcomes; 

C. the employee's certification(s) ADE-approved area(s)/endorsement(s) for grade 
levels and/or content areas in which the employee is willing to be employed; 

D. the employee's previous (prior to the fiscal year in which the Plan is 
implemented) professional experience both within and outside of Arizona; 

E. the professional growth activities; 
F. the employee's acceptance of and service in leadership roles and service hours 

that benefit the school and/or District. 

The Profile Form will only be completed by personnel in those schools, departments, or 
programs where a RIF is necessary. The Human Resources Department will ensure 
that staff members have opportunity for input into the data contained on their Profile 
Form and that staff members receive a copy of their finalized Profile Form. 

Requests for Review and Revision of Staff Profiles 

An employee may request review and revision of the  employee’s Finalized Profile Form 
by delivering a written request to the Associate to the Superintendent on or before 5:00 
p.m. of the third (3rd) business day following the employee’s receipt of the Finalized 
Profile Form from Human Resources. The request for review must specifically explain 
the element or elements of the Profile believed to be erroneous. 

A request for revision of Staff Profiles will be reviewed and determined by the Associate 
to the Superintendent or designee within two (2) business days of receiving the request. 



The Associate to the Superintendent or designee may conduct a meeting with the staff 
member before rendering a decision or may  make a determination on the basis of the 
written materials. The decision will be in writing. 

Application of RIF Using Staff Profile Data 

If reduction of staff within a site, department or program is still required after first taking 
into account all factors of attrition, staff members from the affected site, department or 
program will be selected for the RIF based upon Staff Profile data. The selection shall 
be based upon the total point values on the staff profile form, lowest to highest, unless 
the consequence of such action would have a serious and detrimental effect on the total 
educational program. In such event, a staff member with a higher point total on the staff 
profile form may be selected for RIF, provided the principal or other supervisor submits 
written justification that such action is in the best interests of the District, school or 
program. The written justification and Staff Profile forms for the personnel involved shall 
be available for review by the person identified for RIF. 

Staff selected for RIF shall be notified of their RIF status within five (5) working days 
and shall be provided notice of the effective date of the RIF. 

Transfer or Reassignment 

Following a staff member's selection for a RIF, but prior to the effective date of the RIF, 
the staff member will be eligible for placement in positions which become available in 
other schools, departments or programs for which the staff member is highly qualified. 
Staff members will be placed in positions for which they are highly qualified based upon 
their total point values as shown on the staff profile form which led to their selection for 
RIF. 

Where more than one (1) staff member who has been selected for RIF is appropriately 
certified for the same position, the staff member with the highest point value shall be 
offered the position first. Where multiple staff members are appropriately certified for a 
position and share common total point values under the staff profile form, placement 
into the vacant position shall be determined through an interview and selection process. 

A staff member who has been selected is responsible for keeping the Human 
Resources Department informed of his or her current contact information. If the District 
offers a position to a staff member and the staff member declines or fails to accept the 
position offer within three (3) working days, the District will have no further obligation to 
offer the staff member placement in any other positions, but the staff member may apply 
for and will be considered for additional positions. 

Recall of Staff Affected by RIF 

For a period of three (3) years after the effective date of the RIF of any staff member 
pursuant to this regulation, the District shall offer to such person any position(s) which 



becomes available for which such person is licensed and qualified, provided that such 
person has complied with the requirements specified below. 

A. Every person affected by RIF who wishes to be considered for recall must file 
with the Superintendent, within thirty (30) days after the effective date of the RIF, 
a written statement indicating a desire to be considered for recall and providing 
an address at which the person may be contacted. Such person must notify the 
Superintendent of any change in address within ten (10) days  after changing 
residences in order to insure proper notification in the event of a recall. 

B. In the event that more than one (1) interested person who was subject to a 
previous RIF is highly qualified for a position(s), the persons shall be recalled 
based upon their relative total point values as determined by the Staff Profile 
Form completed at the time of their RIF, in order of highest to lowest points. 

C. Any person selected for recall hereunder shall receive written notification of the 
recall, by certified mail, at the address they last provided to the District. The 
recalled person must accept the position offered through recall in writing. Such 
acceptance must be received in the Superintendent's office within seven (7) 
calendar days after mailing of the recall notice to the person. Rejection of the 
offer, or failure to timely respond, shall result in forfeiture by the recalled person 
of any further recall rights. Thereafter, an offer of recall will be made to the  next  
person  qualified to be recalled, or if there is none, the position will be filled by 
another qualified applicant. 

D. Any person recalled pursuant to this policy shall have all accrued but unpaid sick 
leave restored and be given credit for all years of previously credited service for 
salary purposes. 

E. After the three (3)-year recall period has expired, any person discharged or 
terminated shall no longer have any right to be recalled. Such persons who wish 
to be re- employed thereafter shall file applications for employment and will be 
treated as would any other applicant for a vacant position. 

Requirement of Recent Experience for Transfer/Reassignment or Recall 

For purposes of this regulation, if the staff member affected by a RIF has not actually 
had experience in the other position which is vacant during any part of the preceding 
five (5) school years, the staff member shall not be considered qualified for transfer or 
reassignment to the other position. 

 

 

 

 

 



© 4-106.B Procedure - Reduction in Force – Meet and Confer 
Recommendation for Support Staff RIF 

If it is necessary to reduce the support staff of the District because of a reduction  in 
District enrollment, a decline in course registration or for other reasons, as determined 
by the Governing Board, it shall be the policy of the District to first consider attrition and 
call for volunteers to leave their  positions  before a reduction in force (RIF) is 
implemented. Then, further reductions will be based first upon longevity within the 
District. If longevity is equal, then the reduction would be based next on the District's 
performance evaluation system. If these factors are deemed equal, reduction will occur 
by lottery. A reduction in force may be District-wide or limited to particular departments, 
as determined by the Governing Board.   

If it is necessary to hold a lottery for the purposes of staffing reductions or 
reappointments, the lottery will be jointly conducted by the administration and 
representatives of the support staff. 

Prior notification to employees affected by a reduction in force will be made at the 
earliest practicable time. 

In the event of an increase in required services or the reestablishment of services within 
a three (3) year period, reappointment of persons qualified for open positions will occur 
in inverse order to the layoffs accomplished pursuant to the factors set forth above. 

Should a laid-off support employee be assigned to such a position for which the employee 
is qualified and refuse it, or fail to timely accept it, the Governing Board is not required to 
offer any other position and the employee shall be deemed to have resigned. 

  



4-100 Employment Protocols 

4-107 Personnel Records 

The District’s Human Resources department is responsible for establishment and 
maintenance of official personnel records for all District employees. 

Content 

Employees shall complete an oath of office as required by state law. The District shall 
maintain a copy of the completed oath.  

The Superintendent may establish procedures or protocols regarding what information 
shall be maintained with respect to applicants and initial hires, but shall maintain 
documentation consistent with federal and state laws. 

The District shall maintain a copy of all employment contracts or notices of appointment, 
reclassification or salary changes, performance related documentation, and any 
resignation or termination documentation. 

Any formal discipline issued shall be maintained in the personnel file.  No employee 
shall have authority to purge discipline records from a personnel file without written 
approval from the Superintendent. 

Prohibited Content 

Under no circumstances should personnel files contain non-job-related documents, 
such as garnishments or immigration records, which shall be kept separately. 

Information related to employee grievances, appeals or employee complaints of 
discrimination or harassment shall be retained separately from the personnel records. 

The District shall maintain all confidential benefits records separately from the official 
personnel records, including but not limited to confidential leave, disability, and medical 
records. 

Access 

The District shall limit access to personnel files to authorized users for authorized 
purposes.  The District shall provide access to law enforcement, regulatory agencies or 
outside individuals as required by law. 

District employees shall follow security controls to protect an employee’s social security 
number as required by law.  The District shall also limit access to confidential medical 
files. 



The District shall permit an employee or a former employee to inspect the employee’s 
personnel file by appointment during regular business hours.  The employee may also 
authorize the release of the employee’s personnel file by written designation. 

Each employee shall have the right, upon written request, to review the contents of the 
employee's own personnel file in the presence of a witness, except that all confidential 
material supplied by outside agencies may be removed from the file and shall not be 
subject to review by the employee. 

The employee shall acknowledge having examined and read any existing evaluative 
material and shall indicate this by signing, with the date, on the actual filed material with 
the understanding that such signature merely signifies that having read the material 
therein and does not necessarily indicate agreement  with its content. The employee 
may enter a rejoinder, if  desired, to any evaluative statement. Each such rejoinder shall 
be reviewed and initialed by the appropriate administrator and attached to the 
evaluative statement in the files. 

The human resources division will arrange for the requesting  employee to review the 
contents of the personnel file within three (3) working days of receipt of a written 
request. 

Contact Information 

It is the responsibility of each staff member to keep the human resources division 
advised at all times of current address, telephone number, and, if appropriate, any 
change of name. In addition, employees should keep their immediate supervisors 
advised of any such changes. 

Said information shall be held confidential unless a written release is given by the 
employee or so ordered by due process of law. 

Emergency Information 

It is also the responsibility of each staff member to keep the human resources division 
informed of the name of the person(s) to be notified in the event of an emergency. 

It is the responsibility of the employee to complete an Emergency Information Card, and 
that card (or a duplicate) shall be maintained at each school or facility in which the 
employee is working. The Emergency Information Card shall be updated by the 
employee as necessary. 

  



 

Adopted: 

Legal Authority: 

A.R.S. § 15-502 

A.R.S. § 15-537 

A.R.S. § 23-926 

A.R.S. § 38-233 

A.R.S. § 44-1373 

© 2024 The Arizona School Risk Retention Trust 
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4-108 Staff Development 

Professional Growth 

All instructional personnel shall be encouraged to develop professionally through 
enrollment in college or university summer sessions or extension courses and District 
in-service training programs. Membership and active participation in professional 
organizations are urged. Each certificated employee shall receive recertification credit 
for workshops, courses or trainings that qualify under Arizona Certification guidelines. 

In-Service Training Activities 

The fundamental goal of all in-service training activities encouraged and sponsored by 
the District shall be the continuing improvement of instructional and allied services of 
District personnel. Attendance at in-service training programs may be required by the 
school principal or by the Superintendent or the Superintendent's designee. 

District-sponsored study is to be addressed specifically to local District needs and, as a 
rule, shall be presented in the District. Level of content, academic standards, and time 
and work requirements may be similar to those usually associated with course offerings 
in accredited college and university graduate school programs. 

Educational Research 

Research offered by a teacher toward the satisfaction of the in-service study and 
training requirement shall be in subjects or professional fields for which the teacher's 
certificate was issued. Such research shall be conducted under the auspices of a 
recognized graduate school, foundation, teachers' association, or board. 

In order to be approved by the District, the report shall satisfy the requirements 
prescribed by recognized graduate schools for approval of educational research toward 
the satisfaction of degree requirements. 

Professional Library 

In recognition of the importance of the availability and use of adequate teaching 
reference material in maintaining a high level of professional performance, the 
Governing Board shall provide a collection of professional books and other materials for 
use by staff members in a centrally located professional library room. 

Travel: Professional Activities 

The District encourages the participation by employees in job-related professional 
activities whose purposes support the improvement of the educational program of the 
school. While membership in such organizations and participation in their regular 
activities are the responsibilities of those who elect to engage in them, the Governing 



Board supports employees' participation under circumstances described in this Policy 
and within the limitations of budget provisions. 

All requests involving professional leave or expenses require approval by the 
Superintendent in advance. Approval will be made within the framework of the policy, 
except that the Superintendent reserves the right to make such exceptions as is deems 
to be appropriate when special events may occur. The Superintendent has discretion to 
direct specified personnel to represent the District in a variety of activities not 
specifically outlined in this policy. 

The District limits its support - in the form of leave, expenses, or transportation for 
professional participation - to activities that relate directly to the educational program of 
the school and to personnel representing the District, and limits employee participation 
to area(s) of assignment unless it is to the District's advantage to modify such limitation. 

Conferences  

With approval by the Superintendent, staff members may be granted release time with 
pay to attend in-service education programs concerning various subjects pertinent to 
their employment with the District, such as safety, compensation/classification, etc., 
and/or any type of training program required by the Superintendent. 

Professional leave may be granted to employees attending conferences that relate 
specifically to their area(s) of expertise. In some instances, expenses for registration, 
transportation, meals, and lodging may be assumed by the District. 

Request for any leave to attend must be approved by the employee's immediate 
supervisor and by the Superintendent or the Superintendent's designee and will be 
approved only if District funds are available. 

Support Staff Development 

All support staff personnel shall be encouraged to develop professionally. To this end, 
the District shall take all possible steps to provide adequate in-service training and other 
services leading to professional growth. Enrollment in college or university summer 
sessions or extension courses is urged. Active participation in District in-service training 
programs is urged. Attendance at in-service training programs may be required by the 
supervisor or by the Superintendent or the Superintendent's designee. 

Adopted:  

Legal Authority: 

 A.R.S. § 15-342 

 



4-108.A Procedure - Staff Development – Orientation 

The Superintendent will establish a program to provide orientation for all new District 
employees. At a minimum, this program will cover the following items: 

A. Goals, objectives, and programs of the District. 
B. Personnel policies. 
C. Sexual harassment. 
D. Terms of employment. 
E. General disciplinary rules and procedures. 
F. Salary and fringe-benefit plans. 
G. Self-improvement opportunities. 
H. The evaluation program and name(s) of evaluator(s). 
I. Handling of body fluids. 
J. Child abuse reporting responsibilities. 

The District shall set up and conduct appropriate orientation sessions for all new 
employees and transferred employees. Any needed costs of orientation will be favorably 
considered by the Governing Board for inclusion in each annual budget. 

System-Wide Basis 

The human resources division, in cooperation with the Amphitheater Education 
Association (A.E.A.), recommends procedures for new-teacher orientation prior to 
opening of school in the fall. These procedures should consider, but not be limited to, 
the following: 

A. New-teacher basic orientation plan. 
B. Supervision of new teachers during the first year. 
C. Released time for observing. 
D. What to expect in professional assistance. 
E. Educational staff associates. 

School-Building Basis 

The principal or the principal's designee is responsible for the orientation of new 
teachers assigned to the school and should provide information and general directions 
in regard to the following: 

A. The names of fellow teachers, the office staff, cafeteria personnel, custodians 
and other special staff personnel who will come to the building. 

B. Location and use of physical facilities of the building: classrooms, cafeteria, 
library, teachers' lounge, and lavatories. 

C. Teaching materials: course of study, guidebooks, textbooks, and supplementary 
materials for grade or subject. 



D. School forms: attendance reports, pupil and school records, transfers, purchase 
orders, plan books, etc. 

E. Method of ordering books and supplies, securing audiovisual equipment, 
methods of getting material duplicated, disposing of lost and found articles. 

F.  Schedule and meaning of all bell signals. 
G. Regulations for pupils in the building and on school grounds; uses of entrances, 

exits, lavatories, playground areas, equipment, and activities; regulations for 
pupils during, before, and after school hours. 

H. Directions regarding building meetings, in-service training meetings, other 
meetings, assignments to school committees, fire drill regulations, policies 
concerning teachers' absences, attendance dismissal, excuse of pupils from 
school, etc. 

I. The goals and aspirations of the schools. 
J. School system policies and regulations, with special emphasis on the following: 

1. Grading procedures. 
2. Accident reports. 
3. Extracurricular activities. 
4. Pupil personnel services. 
5. Parent-teacher conferences. 
6. Discipline. 
7. Library and audiovisual services. 

K. Supervision and improvement of instruction: 

1. Classroom visitation. 
2. Evaluation. 

It is recommended that these topics be dealt with in ongoing orientation sessions during 
the early part of the school year. 

Educational materials concerning bloodborne pathogens including but not limited to the 
Human Immunodeficiency Virus (HIV), Hepatitis B Virus (HBV), Hepatitis C Virus (HCV) 
and other pathogens in the workplace will be distributed to new employees at the 
orientation session. The materials will include information regarding the employee's 
potential exposure to bloodborne pathogens, the transmission of disease, and related 
information about health and safety in the workplace. 

New Employee Orientation Program 

The primary goal of the Amphitheater New Employee Orientation Program (ANEOP) is 
to impact student success by increasing new teacher effectiveness. The program is 
designed to support and assist the new employee in becoming 

familiar with philosophies and programs which comprise the District's and schools' 
vision of student learning and success. 



The ANEOP will include but not be limited to discussion of curriculum implementation, 
instructional skills, assessment strategies, classroom management skills, professional 
expectations, orientation to District and school policies and procedures, and time for 
new staff to prepare their lessons and classrooms. The specific training curriculum will 
be coordinated among Career Ladder, School Operations, and building principals. All 
certificated employees new to the District are required to attend four (4) days of training 
prior to the return of continuing teachers. The ANEOP will be structured to provide a 
balance of time among these activities. A minimum of the equivalent of one (1) full 
workday will be provided to new employees for planning and classroom preparation.   
Additionally, each principal shall formulate a staff development plan for teachers new to 
the District which totals sixteen (16) hours over the course of the school year. These 
expectations will be built into the new employees' contract. 

Specific topics will be determined at the District and site levels following completion of 
an annual survey of certificated employees who were new to the District the prior year. 
All program offerings will be open to returning employees. The District will approve all 
hours spent in ANEOP training activities for recertification credit. 

Returning Employee Orientation 

Returning certificated staff will report to school two (2) days prior to the return of 
students. The purpose of these two (2) days is to help all staff meet District and school 
goals as well as to provide time for preparation of classrooms. A minimum of the 
equivalent of one (1) full workday shall be provided to returning employees for 
preparation and planning.  

 

 

 

 

 

  



4-108.B Procedure - Staff Development – In-service Programs 

Basic Program 

The basic in-service education program will be planned on individual, school, and 
District-wide levels with employee input. 

A. Individual. Each staff member is expected to engage individually in various 
professional activities that will enable the staff member to grow professionally 
and will contribute to local, state, and national educational progress. These 
activities may include: 

1. Serving on school, departmental, grade-level, District, state, and national 
committees. 

2. Reading professional literature. 
3. Reviewing instructional materials. 
4. Experimenting with various aids and techniques. 
5. Attending professional conferences. 
6. Observing in the classrooms of other teachers. 
7. Other similar projects. 

B. School. All school principals and supervisors will plan faculty, departmental, or 
grade level meetings with their respective staff each year as a part of the total in-
service education program. 

C. District-wide. Some time will be set aside in the school calendar for staff in 
service training courses for all professional personnel. These staff in-service 
training courses, under the direction of the Superintendent, will be planned by the 
Superintendent or the Superintendent's designee. 

 

 

 

 

 
 

 

 

 



4-108.C Procedure - Staff Development – Travel Reimbursement 

Travel Regulations 

Realizing that travel is an important function, especially to in-service education growth, 
the following regulations are designed to ensure the most equitable distribution of the 
District's available resources: 

Travel Allotments 

Special projects. When engaged in a study for special purposes, such as construction 
or studying new programs, the allotment will be on an as-needed basis, as approved by 
the Superintendent or the Superintendent's designee. 

Conventions/conferences.  National conventions and national academies may be 
attended on the following basis, subject to budget availability: 

A. Superintendent. One (1) national and two (2) regional conventions per year. 
Example: AASA, CADRE regional conference. 

B. Central office. Regional every year; national every two (2) years. 
C. Principals. Seven hundred fifty dollars ($750) every other year for conference 

attendance. 
D. Certificated employees. No more than seven hundred fifty dollars ($750) per 

teacher every other year unless a national office is held. Generally, assignments 
will be made according to potential contribution to the program and number of 
years since the last convention. 

E. Support staff employees. Criteria for certificated employees will be observed, 
except that participation in national offices will be considered. 

Specific Items Involving Reimbursement 

Travel  reimbursement. If travel is reimbursed, the mode of travel must be approved 
ahead of time by the Associate to the Superintendent for Finance and Accounting and 
will be at the following rate: 

A. Thirty-two and one-half cents ($0.325) per mile for car travel. 
B. Lowest air fare for best accommodations available. 
C. If more than one (1) employee of the District attends the same conference and 

auto travel is approved, it would be expected that the employees would travel 
together unless contrary approval is made ahead of time. 

D. A general rule is that auto travel should be used within a radius of two hundred 
(200) miles from Tucson (four hundred [400] miles round-trip). 

E. A satisfactory report shall be made on such forms as the administration shall 
provide. 

Lodging reimbursement: 



A. If lodging reimbursement is approved, the room accommodations should fall 
within the medium price bracket. The Arizona Department of Administration 
(DOA) lodging cost index should be considered as maximum dollar amounts, 
with suitable accommodations usually available at lesser costs. However, if the 
employee can demonstrate that suitable accommodations cannot be obtained at 
the maximum dollar  allowance, then the employee may request in advance of 
the trip that the Superintendent approve an amount above the maximum. 

B. The employee is responsible for making the lodging reservations, and these 
should be coordinated with conference dates. 

C. Lodging costs are paid by the employee and reimbursed upon presentation of a 
claim after conference attendance. 

D. Receipts should be attached to the claim. 
E. If accompanied by the employee's spouse, the rate for a single room must be 

ascertained and reimbursement must be requested for that amount only. 

Meal reimbursement: 

A. If meal reimbursement is involved, approval should be requested in advance. 
B. The employee pays for meals and is reimbursed upon presentation of a claim 

after convention attendance. 
C. Meals are reimbursed at a maximum of the DOA schedule pertaining to per diem 

and incidental expenses. 

Other reimbursements: 

A. Reimbursement for other expenses must be approved ahead of the conference. 
B. The employee pays miscellaneous costs and is reimbursed upon presentation of 

a claim after conference attendance. 
C. Receipts should be attached to the claim. 
D. Organizational membership dues normally will not be reimbursed. 

 

  



4-108.D Procedure - Staff Development – Staff Meetings 

Purposeful staff meetings develop cohesiveness by promoting professional growth 
through group communication. Division/departmental/school meetings will be held 
before school starts each year. All certificated employees will attend the meetings in 
their respective schools/departments/divisions. The meetings will be held not only to 
welcome personnel to the District, but also to discuss goals of certificated personnel for 
the year and District goals as they pertain to certificated personnel. 

Thereafter, staff meetings will be held regularly in all schools, in addition to various 
department and division meetings. Through such meetings the staff members are given 
an opportunity to receive and understand administrative procedures, to have a forum to 
discuss new educational ideas and to exchange educational findings, and to become 
familiar with the aims and purposes of the philosophy of the 
schools/departments/divisions for the continuing improvement of the education of all 
students. 

The site administrator will meet with part-time, certificated employees to discuss options 
for participation in professional staff meetings. 

At least one (1) regular staff meeting per year shall include the distribution of 
educational information regarding bloodborne pathogens including but not limited to the 
Human Immunodeficiency Virus (HIV), Hepatitis B Virus (HBV), Hepatitis C Virus (HCV) 
and other pathogens and provide telephone numbers for staff members to have an 
opportunity for questions and discussion of pathogen-related issues. 

  



4-108.E Procedure - Staff Development – Support Staff Education 

In accordance with the policy established by the Governing Board, all college course 
work or in-service education programs must be approved by the administration if 
payment for same is to be received. Each support staff employee shall receive an 
annual payment of thirty-one dollars twenty-six vents ($31.26) per year for each college 
credit or other approved credit earned by said employee. Insofar as possible, approval 
should be received prior to enrollment in the course or workshop. Professional growth 
payment shall be considered a benefit, and all applicable policies concerning benefits 
shall apply. In every case, a transcript or official statement indicating successful 
completion of the course must be presented to the human resources division no later 
than October 1. 

No credit for paid employment. Paid summer employment ordinarily will not be 
approved for in-service education credit for salary purposes. 

Paid in-service training activities. Paid in-service training activities will not merit in-
service education credits unless carried out under the auspices of the National Science 
Foundation, the National Defense Education Act, or similar organization or legislation. 

Formal credits. Formal credits will be approved for stipend payment only if they meet 
the following criteria: 

A. Taken in a recognized institution of higher education and documented by an 
official transcript or statement. This transcript shall indicate successful 
completion of the course and shall be filed with the human resources division. 

B. In the general field of the employee's work or an aspiring assignment. 
C. Supervisor shall indicate that course work meets the above criteria. 
D. Associate to the Superintendent will approve the request form. 

In-service training course credit. In-service education credits will be approved for 
payment upon the following terms only if they meet all of the following criteria: 

A. Credit for in-service training courses or workshops shall be granted only when 
approved by the supervisor and the Superintendent or the Superintendent's 
designee. 

B. Documented by an official transcript or certificate of completion to be filed with 
the human resources department. 

C. One (1) unit of credit will be granted for each fifteen (15) hours of attendance at 
in-service training activities. 

D. Hours may be accumulated from multiple in-service training courses/ 
workshops/seminars. Content of such in-service training activities does not need 
to be related. 

Hours may be submitted only in blocks of fifteen (15) hours. Accumulated 
hours should be submitted using the Request for Approval of In-Service 



Education Hours form. It is the responsibility of the employee to monitor the 
accumulation of hours and maintain related documentation until submitted for 
salary credit. 

E. Staff members should submit applications for credit in advance to the designated 
representative of the Superintendent. 

Appeal process for denial of credit.  When a course is denied for salary credit, a course 
description and rationale statement may be submitted to the Support Staff Development 
Committee. The committee, comprised of representatives of the human resources 
department, support staff, administration, and the Association may recommend course 
approval and forward their action to human resources. If the committee also denies the 
credit, no further action will be taken. 

Limitation on credits for payment. Payment for approved extra credits shall be limited to 
sixty (60) units. At the rate of thirty-one dollars twenty-six vents ($31.26) per unit, the 
maximum monies allowed shall be one thousand eight hundred seventy-five dollars 
sixty cents ($1,875.60). 

Request for payment. Requests for payment for extra credits for approved college 
course work or approved in-service training must be received by the payroll office no 
later than October 1 of each year. Approval forms and  transcripts received after this 
date will not be paid until the following fiscal/academic year. 

Lump-sum payment. Lump-sum payments will be made to support staff employees. 
Every effort will be made to complete payroll computations so that said payments may 
be made no later than the last pay period in November. A lump-sum payment for extra 
credit will be made only once during any fiscal/academic year. Tax adjustments shall 
automatically be made by the payroll office if the lump-sum increase exceeds one 
hundred dollars ($100.00). 

  



4-109 Student Teaching and Internships  

The District, its students, and the teaching profession receive great benefit from the 
participation of student teachers in District classrooms. The contributions of student 
teachers to the school environment are welcome and encouraged. 

The District assumes the obligation to provide apprentice teaching opportunities for 
student teachers from colleges and universities. It is the District's responsibility to: 

A. Provide supervised learning experiences. 
B. Provide a realistic environment. 
C. Provide experiences as a teacher decision maker. 
D. Evaluate the individual and the institutional preparation provided. 

Authorization 

The Superintendent or appropriate associate superintendent, principals, and teachers 
involved shall determine the number of trainees who shall be placed in the schools at 
any given time. 

Before providing services directly to students, a person in a teacher preparation 
program who participates in a student teaching or other field experience shall obtain a 
fingerprint clearance card. 

Definitions 

Student  teacher. A student teacher is a teacher trainee, an observer, or an intern. 

Supervising teacher. A supervising teacher is the individual employed by the college or 
university to supervise the student teacher program. 

Cooperating teacher. A cooperating teacher is a regular classroom teacher of the 
School District with whom a student teacher serves in the internship program. 

Administrative Responsibilities 

A student teacher situation is essentially on-the-job training where the basic knowledge 
has been obtained elsewhere as theory and is to be applied. Guiding the learning 
process in preparing to meet the daily demand requires recognition of the conditions of 
the job and some "model" to provide guidelines for teacher behavior in the interaction 
with students. 

Satisfactory results of the program require the cooperative efforts of the college 
supervisor, the cooperating teacher, and the student  teacher. Those efforts should 
include: 



A. Permitting the student teacher to observe the class to be taught. 
B. Encouraging the student teacher to assist the cooperating teacher for the first 

week or two (2). 
C. Gradually directing the student teacher to assume full control of the class. 

Limitations 

No student teacher shall assume full control of the class without approved plans for 
instruction in the format required by the cooperating teacher. 

By agreement with the student teaching program, the cooperating teacher is permitted 
to delegate some responsibilities temporarily to the student teacher, but the cooperating 
teacher is always responsible to the school administration, the Governing Board, and 
the parents for promoting the best interests of the pupils. 

Final Evaluation 

The student teacher's final professional evaluation and grade, if any is given, is 
determined by the college supervisor. 

Adopted:  

Legal Authority 

A.R.S. § 15-534 

A.R.S. § 15-1640 

A.R.S. § 15-1651 

A.R.S. § 23-1361 

 

 

 

 

 

 

 



4-109.A Procedure- Student Teaching and Internships - Requirements 

It is the responsibility of the school system to provide supervised learning experiences 
for teachers in training to: 

A. Provide a realistic environment. 
B. Provide experiences as a teacher decision maker. 
C. Evaluate the individual and the institutional preparation provided. 

A student teacher situation is essentially on-the-job training where the basic knowledge 
has been obtained elsewhere as theory and is to be applied. Guiding the learning 
process in preparing to meet the daily demand requires recognition of the conditions of 
the job and some "model" to provide guidelines for teacher behavior in the interaction 
with students. 

Administration and Staff 

The responsibilities of the administration and the staff to the student teacher are as 
follows: 

A. The student teacher should be supplied with all necessary materials and should 
be introduced to personnel and the school routine and procedures. 

B. The student teacher should observe the class to be taught, assist the 
cooperating teacher for the first week or two (2), and gradually be directed to 
assume full control of the class. 

C. No student teacher shall assume full control of the class without approved plans 
for instruction in the format required by the cooperating teacher. 

D. Weekly conferences should be held between the student and teacher, with 
arrangements being made by the cooperative teacher. 

E. A broad range of noninstructional activities should be provided for the student 
teacher. 

F. Serious difficulties of the student teacher should be reported promptly to the 
supervising teacher and the school principal. 

G. The cooperating teacher should be in the student teacher's classes 
approximately eighty percent (80%) of the time the student is actually teaching, 
adjusted to the success and needs of the student. 

H. The student teacher should not be required to miss any regular college classes. 

Cooperating Teacher 

Additional responsibilities of the cooperating teacher are as follows: 

A. By agreement with the student teaching program, the cooperating teacher is 
permitted to delegate some responsibilities temporarily to the student teacher, 
but the cooperating teacher is always responsible to the school administration, 



the Governing Board, and the parents for promoting the best interests of the 
pupils. 

B. The goal of the cooperating teacher will be to develop a good team relationship 
with the student teacher, working as senior and junior partners. The cooperating 
teacher's absence from the room should be on a planned basis, briefly at first, 
and gradually being extended to an occasional full period if the student teacher 
can continue to maintain high-level learning. 

C. If it appears to the cooperating teacher that the student teacher is unprepared for 
practice teaching and cannot hope to complete the semester successfully, it 
should be openly discussed with the student, pointing out the weaknesses and 
the belief that dropping the course at this time will prove beneficial to all 
concerned. 

D. If the cooperating teacher has private doubts and feels genuine concern for the 
student teacher's ability to grow, the student teacher should be discussed with 
the principal and the supervising teacher, and both of them should be invited to 
observe the student teacher's work. A school, college, and student teacher 
conference should be held if termination of the student teaching program for that 
student teacher is being considered. 

E. The principal should be informed of the student teacher's progress at all times. 
F. A written report describing the following areas will be submitted to the building 

principal by the sixth (6th) week of practice teaching: 

1. Preparation of plans. 
2. Cooperation. 
3. Timeliness of assignments being met. 
4. Management of classroom. 

G. The grades on the pupil's report cards are the final responsibility of the 
cooperating teacher. 

Selection of Cooperating Teachers 

The school principal will be responsible for the selection of cooperating teachers under 
the following guidelines: 

A. Normally, a first-year employee shall not participate as a cooperating teacher. 
B. A teacher with three (3) years of prior experience in teaching may participate as 

a cooperating teacher after one (1) year with the School District. 
C. A teacher shall be considered for the cooperating teacher role after two (2) full 

years of teaching experience with the District. 

Student Teacher Placement 

Usually, the university or college will ask to have contact personnel in the School District 
named for the purpose of arranging the student teaching experience. The building 
principal shall be responsible for this function. 



Assignment. An effort should be made to distribute the number of student teachers in 
different classes because of pupil scheduling and to decrease the probability that a pupil 
will have more than one (1) student teacher. 

Central reporting. Upon placement, the appropriate associate superintendent of 
curriculum shall receive the following information: 

A. Name of student, address, telephone number, etc. 
B. Assignment by grade, department, and building 
C. Name(s) of cooperating teacher(s). 
D. College. 
E. Period of assignment. 
F. Supervising teacher. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



4-200 Professional Staff Duties and Responsibilities 

The primary function of every teacher is to provide a quality education to students and 
to provide a wholesome, pleasant environment conducive to the educational process. 

Every teacher shall: 

A. Comply with all Arizona statutes relating to teachers. 
B. Comply with all provisions of the Amphitheater School District's code of 

professional ethics. 
C. Hold students to strict account for disorderly conduct. 
D. Exercise supervision over students on the playgrounds and during recess if 

assigned to such duty. 
E. Take and maintain daily classroom attendance. 
F. Make the decision to promote or retain a student in grade in a common 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.15-342. 

G. 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 exercises. 

A teacher who fails to comply with the above is guilty of unprofessional conduct and 
may be 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 listed in 
A.R.S. § 41-1758.03, subsection B and who does not immediately report the arrest or 
charge to the teacher's supervisor is guilty of unprofessional conduct and shall be 
immediately dismissed from employment with the School District. 

Duties of all employees shall be arranged so that they can achieve maximum 
effectiveness. The administration shall, insofar as reasonable, take positive steps to: 

A. Minimize clerical and noninstructional tasks in the professional's duties. 
B. Utilize paraprofessionals or personnel with specialized training when appropriate. 
C. Utilize the talents of outstanding professionals, who may or may not be employed 

by the District, so that teachers can have the broadest possible impact on the 
District students. 

Adopted:  

Legal Authority: 

A.R.S. § 15-153 



A.R.S. § 15-203 

A.R.S. § 15-341 

A.R.S. § 15-342 

A.R.S. § 15-535 

A.R.S. § 15-539 

A.R.S. § 15-550 

A.R.S. § 41-1758.03 

  



4-200 Employee Responsibilities 

© 4-201 Employee Code of Conduct 

Each District employee is expected to further the District's mission to educate all 
students and to support their learning potential. The Governing Board has created this 
Code of Conduct to set expectations for staff conduct. 

The Board expects each employee to adhere to the standards set forth below. 

All employees of the District are subject to and protected by the policies and regulations 
of the Governing Board, applicable laws, and current written employee agreements.  

Professional Ethics 

It is the duty of the District's Governing Board members and employees to maintain 
professional ethics at all times. In that regard, the school employee:  

A. Makes the well-being of students the fundamental value of all decision making 
and actions. 

B. Maintains just, courteous, and proper relationships with students, parents, staff 
members, and others. 

C. Strives for the maintenance of efficiency and knowledge of developments in the 
employee's field of work. 

D. Fulfills job responsibilities with honesty and integrity. 
E. Directs any criticism of other staff members or of any department of the school 

system toward improving the District. Such constructive criticism is to be made 
directly to the school administrator who has the responsibility for improving the 
situation. 

F. Supports the principle of due process and protects the civil and human rights of 
all individuals. 

G. Obeys local, state, and national laws and does not knowingly join or support 
organizations that advocate, directly or indirectly, the overthrow of the 
government. 

H. Implements the Governing Board's policies and administrative rules and 
regulations. 

I. Refrains from using school contacts and privileges to promote partisan politics, 
sectarian religious views or selfish propaganda of any kind. 

J. Pursues appropriate measures to correct any laws, policies, or regulations that 
are not consistent with sound educational goals. 

K. Avoids using position for personal gain through political, social, religious, 
economic, or other influence. 

L. Maintains the standards and seeks to improve the effectiveness of the profession 
through research and continuing professional development. 

M. Stresses the proper use and protection of all school properties, equipment, and 
materials. 



N. Honors all contracts until fulfillment or release. 
O. Keeps in confidence such information as they may secure unless disclosure 

serves District purposes or is required by law. 
P. Does not unreasonably restrain the student from independent action in the 

pursuit of learning or from access to varying points of view and does not 
deliberately suppress or distort subject matter relevant to a student's progress. 

Q. Makes reasonable effort to protect the student from conditions harmful to 
learning or to health and safety. 

R. Shall not expose the student to unnecessary embarrassment or disparagement. 
S. Shall not, on the basis of race, color, creed, sex, national origin, marital status, 

political or religious beliefs, or family, social, or cultural background, unfairly: 

1. Exclude any student from participation in any program. 
2. Deny benefits to any student. 
3. Grant any advantage to any student. 

T. Shall not in an application for a professional position deliberately make    a false 
statement or fail to disclose a material fact related to competency and 
qualifications. 

U. Shall not misrepresent the educator's own professional qualifications. 
V. Shall not recommend or advance the employment of a person by the District 

known to be unqualified in respect to character, education, or other relevant 
attributes. 

W. Shall not knowingly make a false statement concerning the qualifications of a 
candidate for a professional position. 

X. Shall not accept any gratuity, gift, or favor that might impair or appear to 
influence professional decisions or actions. 

Y. Refrains from making public derogatory statements about an employee, a 
colleague, or a school system unless compelled to state an opinion under oath or 
in official relationships where that professional opinion is required or where such 
statement concerns a matter of public concern. 

Z. Remains aware that one's private and personal opinion could, when spoken, 
have an adverse effect on students, staff, and community. 

AA. Shall not withhold evidence or knowingly shield or protect lawbreakers in 
any manner.  

Code of Conduct for Certificated Personnel 

The Governing Board may dismiss or suspend without pay for not more than ten 
working days, or otherwise discipline any teacher found to have engaged in 
unprofessional conduct or to have violated any of the rules, regulations, policies or 
procedures of the District, or to be inadequate in classroom performance, provided, 
however, that if written preliminary notice of inadequacy of classroom performance is 
required, no such disciplinary action may occur until the requisite written preliminary 
notice has been given. 



Unprofessional conduct. Unprofessional conduct by a teacher includes, but is not limited 
to, the following: 

A. Failure to be properly certificated 
B. Failure to take and subscribe to the oath prescribed for public officers 
C. Failure to resign or secure a leave of absence when afflicted with pulmonary 

tuberculosis 
D. Knowingly insulting or abusing a teacher on school grounds or while the teacher 

is engaged in the performance of assigned duties 
E. Failure to timely observe the requirement of passing a satisfactory examination 

upon the provisions and principals of the constitutions of the United States and 
Arizona 

F. Failure to comply with teacher's duties and/or conduct in violation of any rules, 
regulations, and policies of the Governing Board 

G. Failure to comply with the appropriate statutes as passed by the legislature 
concerning teacher's duties and conduct 

H. Failure to hold students to strict account for disorderly conduct 
I. Failure to keep a school register, which the Governing Board shall carefully 

preserve as one of the records of the school 
J. Failure to make the decision to promote or retain a student in grade in a common 

school or to pass or fail a student in a course in high school, subject to the 
provisions of A.R.S. 15-342(12). 

K. Fraud in securing appointment 
L. Incompetency 
M. Inefficiency 
N. Improper attitude 
O. Lack of cooperation 
P. Neglect of duty 
Q. Tardiness 
R. Insubordination 
S. Dishonesty 
T. Drunkenness on duty 
U. Addiction to the use of narcotics or habit-forming drugs 
V. Absence without leave 
W. Commission and/or final conviction of a felony or a misdemeanor that involves 

moral turpitude and/or adversely affects the ability of the teacher to function in 
the assigned capacity as an educator 

X. Discourteous treatment of the public, students, or other employees of the District 
Y. Improper political activity, including but not limited to the use of district resources, 

as defined in A.R.S. 15-511 and Policy GBI-Staff Participation in Political 
Activities, to influence the outcome of an election 

Z. Misuse or unauthorized use of School District property 
AA. Excessive absenteeism 
BB. Falsification of student test scores or any other student records 
CC. Failure to report suspected child abuse and/or neglect 
DD. Aiding and abetting and/or contributing to the delinquency of a minor 



EE. Any other conduct of failure to act constituting just cause for said discipline 
or that adversely affects the ability of the teacher to function in the assigned 
capacity as a teacher 

Code of Conduct for Support Staff Personnel 

The following list includes some, but not all, conduct that will require disciplinary action. 
The severity of the discipline depends on the totality of the circumstances involving the 
particular staff member and the particular conduct in question. 

A. Failure to comply with job responsibilities or conduct in violation of any rules, 
regulations, and policies of the Governing Board and/or Arizona statutes, rules 
and regulations 

B. Failure to be properly certificated and/or licensed 
C. Insubordination 
D. Repeated tardiness - three (3) tardies in any thirty (30) day period 
E. Leaving work assignment without authorization 
F. Unauthorized absence 
G. Reporting to work under the influence of alcohol/drugs 
H. Use of drugs or alcohol on premises 
I. Theft 
J. Falsifying records (including time or leave records) 
K. Fraud in securing appointment 
L. Failure to comply with safe working practices 
M. Unauthorized use of School District property 
N. Incompetency 
O. Dishonesty 
P. Discourteous treatment of the public, students, or other employees of the District 
Q. Commission and or final conviction of a felony or a misdemeanor that involves 

moral turpitude and/or adversely affects the ability of the employee to function in 
the assigned position 

R. Failure to report suspected child abuse and/or neglect 
S. Failure to hold students to strict account for disorderly conduct 
T. Failure to exercise supervision over students if assigned such duty 
U. Failure to report violations of the student code of conduct to appropriate school 

personnel 
V. Aiding and abetting and/or contributing to the delinquency of a minor 
W. Failure to resign or secure a leave of absence when afflicted with pulmonary 

tuberculosis 
X. Any other conduct or failure to act constituting just cause for said discipline or 

that adversely affects the ability of the employee to function in the assigned 
capacity as an employee 

School Rules 



In addition to the rules enumerated above, every staff member shall comply with the 
rules of the school in which the staff member is employed, provided by such rules are in 
conformance with Governing Board policy. 

Bringing Children or Other Individuals onto Campuses and to Other District Facilities 

Except as hereinafter set forth, employees of the District shall not, during normal 
working hours, bring onto school campuses or other District facilities any person who 
are not: 

A. Employees working at that location; or 
B. Students enrolled at that location; or 
C. Others having official school business at that location. 

Employees of the District may bring their children to their places of work on days 
specifically designed by the District or by a school principal (e.g., "Bring Your Child to 
Work Day" or a special event). 

Employees of the District may bring their children or others to their places of work with 
special permission by the principal, assistant principal, principal's designee, or a 
supervisor of any facility where there is no principal. 

Reporting of Immoral or Unprofessional Conduct 

Any certificated person or Governing Board member who has reasonable grounds to 
believe that a certificated employee has engaged in conduct of an unprofessional or 
immoral nature involving a minor or minors shall report or cause reports to be made to 
the Department of Education, in writing, within seventy-two hours of the initial report to 
authorities, required pursuant to A.R.S. 13-3620. 

If the Superintendent has presented a statement of charges against a certificated 
employee to the Governing Board, in which the alleged cause for dismissal constitutes 
immoral conduct, a report of the charges, or resignations involving the charges, will be 
made to the Department of Education. 

A certificated person or Governing Board member who reports, or provides information 
regarding, the immoral or unprofessional conduct of a certificated person to the 
Department of Education in good faith is not subject to an action for civil damages as a 
result. 

Failure of a certificated person to report information as required by state law and this 
regulation constitutes grounds for disciplinary action by the State Board of Education. 

Adopted: 

Legal Authority: 



A.R.S. § 13-403 

A.R.S. § 13-2911 

A.R.S. § 13-3102 

A.R.S. § 13-3111 

A.R.S. § 13-3411 

A.R.S. § 13-3620 

A.R.S. § 15-153 

A.R.S. § 15-341 

A.R.S. § 15-342 

A.R.S. § 15-501 

A.R.S. § 15-501.01 

A.R.S. § 15-507 

A.R.S. § 15-511 

A.R.S. § 15-514 

A.R.S. § 15-515 

A.R.S. § 15-535 

A.R.S. § 38-231 

A.R.S. § 38-501 et seq. 

A.R.S. § 38-532 

Ariz. Admin. Code R7-2-1308 
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4-200 Employee Responsibilities 

4-202 Staff/Student Boundaries 

A staff member must always consider that the employee’s professional position contains 
trust, influence, power, and authority that must not be misused in promoting personal 
relationships with students. Therefore, the following conditions shall apply: 

A. A staff member shall not have an intimate physical relationship with a student. 
Evidence of such a relationship includes, but is not limited to, sexual activity, 
fondling, kissing, etc. 

B. A staff member shall not have a personal emotional relationship with a student. A 
personal emotional relationship includes, but is not limited to, favoritism on 
grades, dating, amorous communications, nonprofessional telephone calls or 
other communications, etc. 

In short, the courtship of a student by a staff member in any manner is inappropriate. 
The District has the authority to set rules for the general well-being of all students.  
Therefore, this regulation shall apply to a staff member’s relationship with any student 
who has not yet graduated from high school, regardless of age. 

District staff are expected to maintain appropriate boundaries with students consistent 
with professional, ethical, and legal standards. District staff shall not engage in any of 
the following behaviors with a student: 

1. Flirtatious communication, including commenting on a student's attractiveness, 
appearance, or dress. 

2. Banter, allusions, jokes, or innuendos of a sexual nature. 
3. Confiding in a student on a personal and private matter. 
4. Except in the case of counselors, inviting a student to confide in a staff member 

on a personal and private matter. 
5. Socializing with a student outside of school or a school activity. 
6. Giving or receiving a personal gift. 
7. Asking a student to keep a secret. 
8. Peer-like language and behavior. 
9. Having personal private contact with a student. 
10. Being alone with a student behind a closed door or in a confined space. 
11. Physical contact that lacks a legitimate educational purpose. 
12. Sending a student on a personal errand. 
13. Providing tobacco, alcohol, or drugs to a student or failing to report a student's 

use of such substances. 
14. Transporting a student in a private vehicle without administrative approval. 
15. Sharing a room with a student on an overnight trip. 
16. Visiting a student's home or allowing a student to visit a staff member's home 

without approval from the student's parent/legal guardian and the staff member's 
supervisor. 



17. Sharing intimate or revealing photos or images or asking a student to share 
intimate or revealing photos or images. 

18. Favoring a student with special treatment or privileges. 
19. Addressing a student by a personalized term of endearment or pet name or 

allowing a student to address a staff member by a personalized term of 
endearment or pet name. 

District staff should only use District approved technologies and programs when 
communicating electronically with students and/or parents/legal guardians. 

Any District staff member that violates this Policy is subject to disciplinary action, 
including suspension without pay and termination of employment. 

Adopted: 

Legal Authority: 

A.R.S. § 15-341 

Ariz. Admin. Code R7-2-1307 

Ariz. Admin. Code R7-2-1308 

© 2024 The Arizona School Risk Retention Trust 
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4-200 Employee Responsibilities 

4-203 Student Supervision 

District personnel are expected to adequately supervise students in instructional and 
noninstructional activities. Adequate supervision generally requires that a staff member 
have a line of sight to a student while at school or participating in a school activity. 
Exceptions to the line of sight include brief periods when a student is in a bathroom, 
locker room, passing between classes, sent on a campus errand, or comparable 
situations. Additionally, no staff member is to share a room with a student on an 
overnight trip unless specifically authorized in writing by the Superintendent. 

Each staff member has a definite responsibility for correcting obvious student 
misconduct "on the spot" anywhere within the school plant, or at school-sponsored 
functions outside of the District area. A constant, uniform, and reasonable application of 
on-the-spot correction of infractions of rules by all staff members can produce a 
desirable "know-where-you-stand" attitude on the part of both students and faculty 
members. In fact, if not applied by all staff members, those who do enforce the on-the-
spot discipline may receive student censure, as opposed to teachers who, failing to 
carry out their obvious duty, lose respect of students. 

Adopted: 

Legal Authority: 

A.R.S. § 15-341 

© 2024 The Arizona School Risk Retention Trust 
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4-200 Employee Responsibilities 

© 4-204 Mandatory Reporting 

All school employees are mandatory reporters under state law. 

Child Abuse Reports 

Any employee who reasonably believes that a minor is or has been the victim of 
physical injury, abuse, child abuse, sexual abuse, sexual conduct with a minor, sexual 
assault, molestation, sexual exploitation of a minor, incest, child prostitution or neglect 
that appears to have been inflicted on the minor by other than accidental means shall 
immediately report this information to a peace officer or the Department of Child Safety. 

Employee obligations as mandatory reporters also extend to conduct between students 
or minors. 

Pursuant to A.R.S. § 15-514, District employees must also file a report with the State 
Board of Education when the employee reasonably suspects or receives a reasonable 
allegation that a certificated or non-certificated District employee has engaged in 
conduct involving minors that would be subject to the reporting requirements set forth 
above and in state law. 

Reporting of Suspected Crimes or Incidents 

District employees must report when the employee has been arrested for or charged 
with a nonappealable offense as listed in A.R.S. § 41-1758.03. 

District employees have specific statutory obligations to report criminal activity on 
District property or using District equipment, including but not limited to as follows: 

1. Any suspected crime against a person or property that is a serious offense as 
defined in A.R.S. § 13-706; 

2. Any conduct that involves a deadly weapon, dangerous instrument or serious 
physical injury, or any conduct that poses a threat of death or serious physical 
injury to an employee, student or other person on District property. 

3. Anyone who possesses, uses or intends to sell any marijuana, peyote, or 
dangerous, narcotic or prescription-only drugs in a drug free school zone. A drug 
free zone is defined as the area within three hundred feet of a school or its 
accompanying grounds, any public property within one thousand feet of a school 
or its accompanying grounds, a school bus stop or on any school bus or bus 
contracted to transport pupils to any school. 

Reports of suspected crimes or incidents shall be made to the local law enforcement. 
Employees shall inform their supervisors when a report has been made. 

http://redirector.microscribepub.com/?cat=stat&loc=az&id=15&spec=514
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Mandatory Posting 

Each school shall post a sign in a clearly visible location in a public area of the school 
that is readily accessible to students that contains all of the following: 

1. In boldfaced type, the telephone number of the centralized intake hotline 
concerning suspected abuse and neglect of children. 

2. Instructions to call 911 for emergencies. 
3. Directions for accessing the website of the Department of Child Safety for more 

information on reporting child abuse, child neglect and the exploitation of 
children. 

Reports to Arizona Department of Education 

If the Superintendent reasonably suspects or receives a reasonable allegation that a 
certificated or non-certificated District employee has committed an immoral or 
unprofessional act that would constitute grounds for dismissal or criminal charges, the 
Superintendent is required to report that conduct to the State Board of Education. The 
District must make this report prior to accepting the individual's resignation. 

Reports regarding Bullying, Harassment or Intimidation 

District employees are responsible for reporting conduct that is considered to be 
bullying, harassing or intimidating. Reports shall be made in conformance with Policy 5-
408. 

Reports of Injury 

District employees are required to immediately report any exposure, accident or injury 
that occurs in the course and scope of the performance of their job duties to their 
supervisor immediately. Failure to do so may preclude a worker's compensation claim. 

Reports of Communicable Diseases 

District employees are required under administrative regulation to report suspected or 
confirmed communicable disease contracted by a student or staff member to the local 
and state health authorities. 

Reports to Parents 

The parent or legal guardian of a student has the right be notified promptly if a District 
employee suspects that a criminal offense has been committed against the child by 
someone other than a parent, unless the incident has first been reported to law 
enforcement and notification of the parent would impede a law enforcement or 
Department of Child Safety's investigation. 



Training 

The District shall conduct training regarding mandatory reporting responsibilities in 
compliance with A.R.S. § 15-245. 

Retaliation Prohibited 

A District employee or public officer who has control over personnel decisions shall not 
take unlawful reprisal or retaliation against an employee because the employee reports, 
in good faith, information as required by this Policy or state law. 

Immunity 

A person who furnishes a report, information, or records required or authorized by law 
or a person who participates in a judicial or administrative proceeding or investigation 
resulting from a report, information or records required or authorized by law is immune 
from any civil or criminal liability, unless such person has acted with malice or unless 
such person has been charged with or is suspected of abusing or neglecting the child or 
children in question. 

District employees are expected to report conduct to assist with the orderly operation of 
District services. This Policy is not all inclusive. 

Adopted: 

Legal Authority: 

A.R.S. § 1-602 

A.R.S. § 8-201 

A.R.S. § 13-705 

A.R.S. § 13-706 

A.R.S. § 13-3411 

A.R.S. § 13-3620 

A.R.S. § 15-153 

A.R.S. § 15-160.01 

A.R.S. § 15-341 

A.R.S. § 15-514 
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A.R.S. § 23-905 et seq. 

A.R.S. § 41-1758.03 

Ariz. Admin. Code R7-2-1308 

Ariz. Admin. Code R9-6-201 et seq. 
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Mandatory Reporting 

© 4-204.A Procedure - Mandatory Reporting - Child Abuse Reporting 

All District employees who reasonably believe that a minor is or has been the victim of 
child abuse or neglect will immediately report to Department of Child Safety (DCS) or 
to the appropriate law enforcement agency. 

A. Filing Reports 

The person to whom the disclosure was made should be the person to contact DCS 
and/or law enforcement. It is insufficient to report abuse to a supervisor; the employee 
who receives the information is the mandatory reporter. 

If the suspected abuse is believed to have occurred within the family unit, the report 
should be made to DCS, using the state hotline number 1-888-767-2445 or online at 
https://dcs.az.gov/services/suspect-abuse-report-it-now. 

If the allegation of suspected abuse is directed at a person who does not have 
guardianship, custody, or control of the child, the report should be made to law 
enforcement only. 

All emergencies where a child faces an immediate risk of abuse or neglect must be 
made immediately by calling 911 or 1-888-767-2445. 

In the case of visible injury and imminent threat to the safety of a child, staff should 
contact local law enforcement or 911, and follow up with a call to DCS to file a report. 

For non-emergency reports, employees shall electronically submit reports online at 
https://dcs.az.gov/services/suspect-abuse-report-it-now. 

Once the report has been made to DCS, employees must submit written notification to 
the principal or supervisor by the next workday. 

A written report must be filed with the Arizona Department of Education within three (3) 
business days if allegation of suspected abuse is directed at a person who is a 
certificated or non-certificated individual. 

B. Questioning Students 

If the child has not spontaneously provided the following information about the alleged 
abuse, only these exact questions should be asked as needed to complete the 
information: 

(1) What happened? 

https://dcs.az.gov/services/suspect-abuse-report-it-now
https://dcs.az.gov/services/suspect-abuse-report-it-now


(2) Who did it? 

(3) Where were you when it happened? 

(4) When did it happen? 

Employees should document verbatim the questions and child's statements. Employees 
should not allow anyone else to question or examine the student. Employees shall not 
contact a parent or provide information to a parent regarding a DCS report unless 
otherwise permitted by law. Employees should NOT make any promises to the child 
about next steps. 

If photos are needed, law enforcement must take those photos. DCS does not take 
photos as they would not be admissible in a legal proceeding. 

If DCS and/or law enforcement come to school to investigate, employees shall request 
their badge number and maintain a copy. If DCS removes a child from school, they will 
present a "Notice of Removal." Law enforcement may also remove a student to 
protective custody. District employees should request that law enforcement provide 
documentation of removal; if law enforcement does not, the District employee should 
create a record to document the removal. 

C. Content of Reports 

Reports made shall contain, if known: 

1. The names and addresses of the minor, the parents, or the person or persons 
having custody of such minor, if known. 

2. The minor's age and the nature and extent of the minor's abuse, child abuse, or 
physical injuries or neglect, including any evidence of previous abuse, child 
abuse, physical injury or neglect. 

3. Any other information that such person believes might be helpful in establishing 
the cause of the abuse, child abuse, physical injury or neglect. 

Copies of emails received following an online report should be provided to the 
building principal or supervisor. Employees who are reporting by phone shall obtain 
the confirmation number and the name of the individual who took the report. 

D. Mandated Reporting User Guide and Reporting Options 

Online Mandated Reporting Website User Guide: 

https://extranet.azdes.gov/DCYF/CHILDS/communication/DES/UserGui
deOnlineReporting.pdf 

Child Abuse Online Reporting:  https://dcs.az.gov/report-child-abuse 

https://extranet.azdes.gov/DCYF/CHILDS/communication/DES/UserGuideOnlineReporting.pdf
https://extranet.azdes.gov/DCYF/CHILDS/communication/DES/UserGuideOnlineReporting.pdf
https://dcs.az.gov/report-child-abuse


Child Abuse by Phone:  1-888-SOS-CHILD 
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Mandatory Reporting 

© 4-204.B Procedure - Mandatory Reporting - Reporting Suspected 
Crimes or Incidents 

District employees are required 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 and any conduct that poses a threat of 
death or serious physical injury to employees, students or others on school property. 

Staff shall immediately report any of the following suspected crimes: 

1. Any suspected crime involving a deadly weapon or dangerous instrument. 
2. Any suspected crime involving serious physical injury. 
3. Any suspected crime posing a threat of death or serious physical injury. 
4. Arson. 
5. Armed robbery. 
6. Burglary. 
7. Kidnapping. 
8. A dangerous crime against children as defined in A.R.S. § 13-705(R)(1). 

Employees shall make such reports to local law enforcement and also immediately 
report to their supervisor and/or the building administrator. 

The District shall notify the parent or legal guardian of each student who is involved in a 
suspected crime or any conduct that is described above, subject to the requirements of 
state or federal law. The District shall observe privacy requirements as established 
under the Family Education Rights and Privacy Act (FERPA) when notifying 
parents/legal guardians. 

A. Documentation 

All involved staff shall promptly document the incident in writing and provide their written 
documentation to their supervisor or the building administrator before leaving for the 
day, or by the next work day if same day documentation is not viable. 

The District shall maintain a record of any persons disciplined for violating this 
requirement, pursuant to applicable law. 

B. Parents and Students 

Parents/legal guardians and students are encouraged to immediately report to staff any 
suspected criminal or unsafe activity on or near campus. The District's policy and this 
procedure are not intended to discourage anyone from reporting any such matters to 
local law enforcement as they deem appropriate. 

http://redirector.microscribepub.com/?cat=stat&loc=az&id=13&spec=705


C. Website 

The District shall post the policies and procedures pertaining to "Reporting Suspected 
Crimes or Incidents" on its website. 

© 2024 The Arizona School Risk Retention Trust 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4-200 Employee Responsibilities 

4-205 Drug Free/Alcohol Free Workplace 

Prohibitions 

Employees shall not manufacture, distribute, dispense, be under the influence of, 
purchase, possess, use, or attempt to purchase or obtain, sell, or transfer any controlled 
substance, dangerous drug, narcotic drug, precursor chemical, or alcohol in the 
workplace. 

Employees shall not purchase, transfer, or sell in the workplace any drug that is 
available by prescription only. 

Employees shall not be under the influence of a prescription medication, including 
medical marijuana, even when used in accordance with the prescription if the use of the 
medication interferes with the safe performance of the employee's job. 

No employee, including a cardholder as defined in A.R.S. § 36-2801, may possess or 
use marijuana on any District property. 

Definitions 

"Controlled substance" includes any substance defined in Schedules I through V of 
Section 202 of the Controlled Substances Act (21 U.S.C. 812) and 21 C.F.R. §§ 
1300.11 through 1300.15. 

"Dangerous drug" means any substance as defined in A.R.S. § 13-3401(6). 

"Narcotic drug" means any substance as defined in A.R.S. § 13-3401(20). 

"Precursor chemical" means any substance as defined in A.R.S. § 13-3401(26) and 
(27). 

"Alcohol" means beer, wine, or any distilled spirits as defined in A.R.S. § 4-101. 

"Workplace" means the site for the performance of District work, including, but not 
limited to: 

1. Any school building or property, whether leased or owned; 
2. Any District vehicle, whether leased or owned; 
3. Any school-approved vehicle used to transport students to and from school or 

school activities; 
4. Off school property during any school-sponsored or school-approved activity, 

event or function, such as a field trip or athletic event, where students are under 
the jurisdiction of the District; and 

http://redirector.microscribepub.com/?cat=stat&loc=az&id=36&spec=2801
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5. Any property or vehicle, whether or not the property of the District, where an 
employee is assigned to perform and while performing District duties (for 
example, when an employee is paid while attending a conference or seminar, or 
traveling to or from an event while being paid, or attending an off-site hearing). 

Exceptions 

This Policy does not prohibit the following: 

1. Possessing alcohol in an unopened container in a locked, personal motor vehicle 
as long as the container cannot be viewed from outside the vehicle. 

2. The possession or use of prescribed medications by the individual for whom the 
prescription was written when done in accordance with the prescription, and 
when the use of the medication does not interfere with the safe performance of 
the employee's job. An employee who is taking prescribed medications is 
responsible for consulting with the prescribing health care provider and/or 
pharmacist to ascertain whether the medication may interfere with the safe 
performance of the employee's job. 

Reporting 

As required by the Drug-Free Workplace Act, an employee, as a condition of 
employment, shall notify the employee’s supervisor of a conviction under any criminal 
drug statute occurring in the workplace. Such notification shall be provided no later than 
five (5) calendar days after such conviction. 

Drug and Alcohol Testing of Staff Members 

It is the intent of the District to provide to its students, employees, volunteers, and 
others present on school grounds or at school-related activities a drug-free environment 
and to discourage the unlawful use, possession, and sale of controlled substances by 
its employees. Such activities not only constitute illegal conduct but also pose a danger 
to the safety and well-being of students, co-employees, volunteers, and others. Further, 
such conduct by District employees is contrary to the interest of the District in providing 
quality education to its students and reflects poorly upon the District's reputation in the 
community. 

To prevent and/or minimize these harms, the District hereby adopts a blood/urinalysis 
drug screening policy. Upon articulated reasonable suspicion and request by the 
Superintendent or the Superintendent's designee, an employee shall be required to 
submit a blood/urine sample under the circumstances and procedures herein set forth. 
Failure to provide such a sample or to execute a consent and release form relating to 
the results of the blood/urine testing constitutes insubordination and is a violation of the 
District's policies and regulations such that the employee may be suspended or 
dismissed from District employment, or otherwise disciplined. If a requested sample 
tests positive for any controlled substance as herein defined, the employee shall be 



subject to rehabilitation and/or disciplinary action, which may include suspension or 
dismissal from employment. A requirement that the employee undertake rehabilitative 
measures does not preclude any subsequent disciplinary actions. 

Employees must, as a condition of employment, abide by the terms of this policy and 
report any conviction under a criminal drug statute for violations occurring on or off 
District premises while conducting school business. A report of a conviction must be 
made within five (5) days after the conviction, as mandated by the Drug-Free Workplace 
Act of 1988. 

In compliance with the federal Drug-Free Workplace Act, the District shall notify the 
federal contracting or granting agency of any criminal convictions of employees due to 
illegal drug activity in the workplace. This notice must be provided within ten (10) days 
of learning about a conviction. 

Adopted: 

Legal Authority: 

A.R.S. § 4-101 

A.R.S. § 13-3401 

A.R.S. § 13-3401 

21 U.S.C. § 812 

21 C.F.R. §§ 1300.11 through 1300.15 
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4-205.A Procedure - Drug Free/Alcohol Free Workplace – Drug and 
Alcohol Testing Procedures 

Should the Superintendent, or the Superintendent's designee, have reasonable 
suspicion based on articulable facts that a certificated employee is under the influence 
of, has been using, or is involved in the unauthorized use, sale, or possession of any 
controlled substance, as herein defined (except alcohol), the Superintendent or the 
Superintendent's designee may require the employee to provide a blood/urine sample 
for drug screening purposes. 

Reasonable Suspicion 

Reasonable suspicion is defined as a belief, based upon objective articulable facts, that 
it is more likely than not that an employee is under the influence of, has been using, or 
is involved in the use, sale, or possession of a controlled substance as defined in Policy 
GBPDC. 

Controlled Substances 

A controlled substance, for purposes of Policy GBPDC and this regulation, includes but  
is not limited to the substances referred to in A.R.S. 36-2511 through 36-2516 as they  
may from time to time be amended, by whatever official, common, usual chemical trade 
or "street" names such substances are known. The following is a partial listing only of 
the more commonly abused controlled substances and is not intended to be a complete 
list: 

Amphetamines   Cocaine 

Barbiturates    Methaqualone  

Benzodiazephines   Opiates  

Cannibinoids    Phencyclidine 

Further, the definition of controlled substance may be expanded from time to time to 
reflect possible amendments to statutes pertaining to controlled substances. 

Due Process 

Supervisors shall receive training to help them identify the patterns of changed 
behavior, physical appearance, and job performance that may signal impairment. To 
ensure due process, supervisors will utilize the Articulable Causes described in these 
procedures as a guide but will not be limited to the impairments described therein. 

Due process shall always precede a request for drug testing unless an employee poses 
an imminent threat to self/students/staff members. 



Under the Influence 

Should imminent threat be perceived, i.e., being under the influence of alcohol or 
drug(s), the employee shall not be allowed to drive any vehicle from District premises. 
The District shall assist the employee in finding safe transportation to  the employee's 
destination. If an employee insists on driving from the premises, local law enforcement 
authorities shall be notified. 

Postaccident Testing 

Postaccident testing shall be required in any accident involving a District vehicle and/or 
equipment if the supervisor of the employee involved in the accident, or the supervisor's 
designee, has reasonable suspicion based on knowledge of events and circumstances 
of the accident that the employee's involvement in the accident was influenced by the 
use of alcohol or drug(s), including prescription drugs. 

Disciplinary Action 

The following conduct shall be grounds for disciplinary action, which may include 
dismissal: 

A. Refusal to supply the requested sample when validly requested to do so. 
B. Unauthorized use, possession, sale, or other transfer of a controlled substance 

on school grounds, and/or at any school-related activity, and/or during working 
hours. 

C. Being under the influence of a controlled substance on school grounds and/or at 
any school-related activity. 

D. Use, possession, or sale of a controlled substance off of school grounds and 
when not working that adversely affects the employee's performance, the safety 
of other employees, students, or volunteers of the District, and/or the District's 
reputation. 

E. Tampering with or attempting to switch or alter a blood/urine sample provided. 

Drug Testing - Articulable Cause 

Supervisors will articulate their reasons for said reasonable suspicion by marking the 
impairments indicated herein (and others) and discussing said concerns with the 
employee. Both supervisor and employee will sign and date the document. Signature on 
behalf of employee does not necessarily indicate agreement with the contents thereof. 
Failure on behalf of the employee to sign the document will be deemed insubordination, 
and appropriate disciplinary action, up to and including dismissal, will be taken. 

Absenteeism: 

◻ Frequent unauthorized absences. 



◻ Excessive sick days. 

◻ Frequent absences for short duration, with or without medical corroboration. 

◻ Frequent Monday, Friday, and day before and day after holiday absences. 

◻ Frequent use of vacation days to cover absences. 

◻ High absentee rate for vague ailments: colds, flu, headache. 

On-the-job absences: 

◻ Frequently away from workstation. 

◻ Excessive tardiness after lunch, breaks. 

◻ Frequent trips to the water fountain, parking lot, locker room, rest room. 

High accident rate: 

◻ Accidents off the job that affect job performance. 

◻ Accidents on the job due to carelessness. 

 ◻ Failure to wear safety gear (helmets, gloves, etc.). 

Poor job performance: 

◻ A pattern of diminished morning or afternoon performance. 

◻ Complaints from co-workers, students, parents, etc. 

◻ Missed deadlines. 

◻ Taking longer to do less. 

◻ Wasting materials, damaging/losing equipment. 

◻ Improbable excuses. 

◻ Alternating periods of high and low performance, which becomes increasingly 
unsatisfactory. 

◻ Difficulty with instructions, procedures. 

◻ Difficulty recalling mistakes. 



◻ Difficulty understanding new information. 

◻ Difficulty with complex assignments. 

◻ Uneven work habits. 

Changes in personal habits: 

◻ Reporting to work in abnormal condition (drunk, dazed, vague, etc.). 

◻ Different behavior after lunch than before. 

◻ Increasing lack of attention to personal hygiene. 

◻ Increasing lack of interest in personal appearance. 

Poor relationships with co-workers: 

◻ Overreaction to real or implied criticism. 

◻ Unrealistic resentments. 

◻ Excessive talking with co-workers, students, parents, etc. 

◻ Wide mood swings. 

◻ Borrowing money. 

 ◻ Avoiding co-workers and friends. 

◻ Complaints from co-workers and friends. 

◻ Increasing irritability. 

◻ Increasingly argumentative. 

◻ Inappropriate outbursts of anger, tears, laughter. 

Other behaviors.   

Drug Testing - Collection Procedure 

Once the Superintendent or the Superintendent's designee has ascertained that 
reasonable suspicion exists to request that an employee provide a blood/urine sample, 
the employee shall receive a written request for production of the blood/urine sample. 



The request shall set forth the conduct and other facts upon which the request is based.  
The request shall be  hand delivered to the employee. 

The employee shall immediately report to the designated laboratory. To be valid, the 
request must be in the approved form and signed by the Superintendent or the 
Superintendent's designee and contain specific facts supporting the request. 

The employee shall sign the "Consent and Release" form and shall be requested and 
given the opportunity to list any and all medications or other drugs the employee is 
taking or has taken in the previous week and the times, dates, and reasons the 
employee is taking such medication or drugs. 

Drug Testing - Drug Screening Results 

Confidentiality. The laboratory under contract with the District shall communicate all 
results to the Superintendent or the Superintendent's designee who signed the request, 
verbally or in writing by mailing the results to the aforementioned person marked 
"Confidential." 

Negative and false-positive results shall be communicated to the employee by the 
Superintendent or the Superintendent's designee immediately in a manner designed to 
maintain confidentiality. 

A. Should results be negative or prove to be false-positive, any and all reference to 
drug screening will be purged from any and all personnel records. 

B. The employee will be notified by the human resources office that documentation 
has been purged from the personnel file and that the employee shall be allowed 
to review personnel records to verify removal of any such records. 

Upon the receipt of positive test results: 

A. The test results shall be communicated to the employee by the Superintendent or 
the Superintendent's designee immediately, in writing, by mailing to the 
employee's home address a written notice of positive test results. 

B. The employee shall be permitted to provide for private testing of a portion of the 
remainder of the blood/urine sample by a laboratory of the employee's own 
choosing. Transportation of the sample shall be made from the contract 
laboratory to the laboratory of the employee's choice by the District in a manner 
to minimize the possibility of tampering with the sample. A written record shall be 
kept as to the person and the method of transportation. 

C. The District may, in the sole discretion of the Governing Board: 

1. Permit the employee to voluntarily resign, in which case the Governing 
Board may (but is not required to) direct that the laboratory test results 
from the contract laboratory be destroyed along with the remainder of the 
blood/urine sample; and/or 



2. Permit or require the employee to enter into a drug rehabilitation program, 
in which case the Governing Board may or may not condition continued 
employment upon successful rehabilitation; and/or 

3. Institute disciplinary actions against the employee, which can include 
suspension, demotion, or dismissal; and/or 

4. Report the test results and all related information to law enforcement 
authorities; and/or 

5. Take steps to secure the revocation of any certification of said employee. 

Any grant of permission or requirement that an employee undertake rehabilitative 
measures does not preclude subsequent disciplinary actions, including suspension, 
demotion, or dismissal. 

The exercise of any of the foregoing options by the Governing Board does not preclude 
the subsequent exercise of other options unless specifically so stated. 

Drug/Alcohol Testing of School Bus Drivers and Bus Driver Candidates 

Each school bus driver (or applicant) shall be required to pass a medical examination, 
which shall include a blood test or urinalysis to detect the presence  of any alcohol or 
the presence of a narcotic or dangerous drug, as defined in A.R.S.§ 13-3401, or its 
metabolite within thirty (30) days prior to commencing employment and annually 
thereafter. The expiration date of medical examinations shall be September 30 of each 
year, except those examinations completed no earlier than one hundred twenty (120) 
days prior to that date shall be valid through September 30 of the following year. 

Current employees applying for bus driver certification who refuse to submit to testing 
shall not receive certification and shall no longer be considered for employment as bus 
drivers. 

Notification of Medical Examination 

In order to expedite certification, it shall be the responsibility of the transportation 
supervisor or designee to receive the documents from the examining physician and 
submit the state-approved physical form and alcohol/drug testing form and  test results 
to the appropriate state agency for certification. Incomplete forms shall not be 
submitted, and the driver shall not receive certification. 

It shall be the responsibility of the transportation supervisor or the transportation 
supervisor's designee to immediately notify the employee of positive, false- positive, or 
diluted test results and to suspend said employee without pay and notify the employee 
of appeal and retesting rights. This action must be brought about in accordance with 
District policies, and the appropriate associate to the Superintendent must be notified 
prior to said action. 

Use of Prescription or Over-the-Counter Drugs 



Employees subject to this procedure shall report to the supervisor any use of 
prescription drugs that may impair job performance and/or affect the safety of 
themselves or others.  

A. Before allowing the employee on the job, the supervisor may require that the 
employee submit a written statement from a medical doctor that the employee is 
able to perform job functions and that use of the medication does not create a 
safety risk to the employee or others. The department retains the right to request 
a second medical opinion at District expense. 

B. Any employee reporting use of prescription drugs that may impair job 
performance may be assigned other duties if this option is available, or may be 
required to take vacation, sick leave, personal leave (if applicable), or, if 
necessary, leave without pay until use is discontinued. 

C. Any employee who fails to comply with this reporting requirement shall be subject 
to disciplinary action, up to and including termination. 

D. Employees are expected to act responsibly with regard to use of over- the-
counter drugs. It is the employees' responsibility to request temporary 
reassignment (if possible) or take sick leave if use of  over-the-counter  drugs 
impairs job performance and/or affects the safety of themselves or others. 

 

 

 

 

 

 

 

 

 

 

 

 

 



4-200 Employee Responsibilities 

© 4-206 Prohibition of Tobacco Use 

Prohibitions 

Employees shall not possess or use tobacco products, including but not limited to 
cigars, cigarettes, chewing tobacco, e-cigarettes, or other nicotine products or any 
"vaping" device on any school property, including vehicles, or at any school-sponsored 
event. 

Personal Vehicles 

Notwithstanding the above, possessing otherwise lawful tobacco or nicotine products or 
a vaping device in the employee's own personal locked motor vehicle is not prohibited 
as long as the product or device cannot be seen from outside the vehicle. 

Use of tobacco or nicotine products in an employee's personal vehicle while on school 
property or at any school-sponsored event is prohibited. 

Instruction to Students 

An employee who instructs students on the dangers of tobacco or nicotine use pursuant 
to A.R.S. § 15-712 may possess otherwise lawful tobacco or nicotine products or a 
vaping device necessary for use in the instruction. Such possession must be specifically 
approved by the principal, or must be specifically permitted by the Board-adopted 
curriculum related to the instruction. In no event shall the employee transfer tobacco or 
nicotine products or a vaping device to students or use tobacco or nicotine products or a 
vaping device during the instruction. 

Adopted: 

Legal Authority: 

A.R.S. § 15-712 

A.R.S. § 36-798.03  

Ariz. Admin. Code R9-2-104 

© 2024 The Arizona School Risk Retention Trust 
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4-207 Staff Dress Code 

Employees must always consider that their employment places them in the position of 
role models for students. The Governing Board expects the dress and appearance of 
certificated and support personnel to be professional in nature and to set a standard for 
student attire. Although employees should have the basic freedom to express their 
individuality, basic expectations must be met. Teachers are expected to observe 
standards of dress and grooming appropriate for a professional in a school setting. 

Dress will be considered professionally appropriate if it does not disrupt the classroom 
atmosphere or educational process. Minimally, professional standards of dress shall 
observe the following guidelines: 

A. Clothing should be free of frays, holes, or tears and should not expose 
undergarments, breasts, chests, or midriffs. 

B. Clothing shall not display profanity or profane or obscene gestures, nor shall it 
support alcohol, cigarettes, drugs, or sexual activity. 

C. Caps or hats should not be worn inside buildings. 
D. Skirts and dresses should be mid-thigh or longer. 
E. Running shorts, Spandex shorts, or other exercise clothing are not acceptable 

except for coaches while actively teaching, or for physical education teachers. 
Walking shorts are considered acceptable within the classroom. 

F. Flip flops are not acceptable footwear. 
G. The requirements of the student dress code of the District and/or school shall be 

observed by certificated employees. 

It is recognized that all employees shall enjoy full rights of citizenship and liberty as 
guaranteed by the Constitutions of the United States and Arizona. However, individual 
freedom of expression of certificated employees must be balanced with the 
impressionability of students, particularly since they are, essentially, a "captive 
audience." Therefore, the following also must be observed: 

A. Religious dress, marks, emblems, or insignias are permissible provided they do 
not proselytize or disparage religion.  

B. Clothing should be free of political messages. Political messages are defined as 
those that are intended to influence the outcome of elections or to support and/or 
oppose a particular political candidate, issue, party, or point of view.  

The intent of this policy is not to unduly restrict personal expression. The Governing 
Board recognizes that implementation of this policy calls for sensitive, intelligent action 
on the part of the school staff so that professionalism and individuality are reasonably 
balanced. 

All employees are expected to conduct their private business affairs in a manner that 
will not bring discredit to the District. 



4-208 Outside Employment 

Certificated Personnel 

Certificated personnel may hold other jobs for which they receive compensation, 
provided that the nature and time involvement of such positions will not impair individual 
efficiency in meeting responsibilities and expectations of their District positions, nor 
conflict in any way with the employment with Amphitheater School District, nor reflect 
badly on the District. 

The employee's immediate supervisor shall be kept informed of any additional activities 
and/or employment. The question of whether or not non-school employment impairs 
individual efficiency in meeting responsibilities and expectations of the District position 
or conflicts in any way with the District employment or the state statutes concerning 
"conflict of interest," shall be determined initially by the employee's immediate 
supervisor, subject to final determination by the Superintendent. 

The continuation of non-school employment by certificated personnel after direction 
from the immediate supervisor and/or the Superintendent to discontinue shall constitute 
cause for disciplinary action, including dismissal. 

Support Staff 

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 outside 
work or self-employment projects as long as no District facilities, equipment, or 
school(s) are used, except as provided by policy, and the outside work or self-
employment does not interfere with the employees' performance of District-assigned 
duties. 

The outside work or self-employment by a staff member is of concern to the Board 
insofar as it may: 

A. Prevent the employee from performing assigned responsibilities in an effective 
manner. 

B. Be prejudicial to proper effectiveness in the position or compromise the District. 
C. Raise a question of conflict of interest - for example, where the employee's 

position in the District permits access to information or other advantage useful to 
the outside employer. 

Therefore, an employee may not perform any duties related to 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. 

 



Adopted: 

Legal Authority: 

A.R.S. § 15-321 

A.R.S. § 15-341 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4-209 Tutoring 

It is expected that the teaching of students enrolled in this District will be accomplished 
to the fullest extent possible within the range of the students' abilities, and that every 
effort will be made by the principal and teacher(s) to help the student with any difficulties 
at school before recommending that parents engage a tutor. 

Should, however, individual tutoring be recommended in exceptional cases, regulations 
have been established by the Superintendent, at the direction of the Governing Board, 
for the purpose of protecting the District and its teachers from possible charges of 
conflict of interest. 

Any person contracted by the state or District to provide tutoring services directly to 
pupils shall be required to obtain a fingerprint clearance card prior to such services 
being provided. 

It is not considered a desirable practice for employees of this school system to tutor or 
to give private instruction, therapy, or treatment to students enrolled in the District. 

Only in cases where there is no other feasible solution will approval be granted for a 
teacher to tutor or give private instruction to a registered member of the teacher's own 
class and, when such circumstances exist, the following procedures should be followed: 

A. A request to the principal should be initiated by the student, teacher, counselor, 
or parent. 

B. The principal or designated assistant, after consultation with the staff member or 
members concerned, will make a written recommendation to the Superintendent. 

C. The recommendation will then be approved or disapproved by the 
Superintendent. 

Remuneration 

Under no conditions may an employee tutor or give private instruction on school 
premises for extra remuneration. 

Adopted:  

Legal Authority:   

A.R.S. § 15-534 

  



4-210 Association Affiliation 

Organizations 

All employees are free to join or not to join employee organizations. Decisions affecting 
the individual employees are made without regard to membership or nonmembership in 
such organizations. Each employee is entitled to individual legal or ethical rights and 
privileges. 

Release Time for Association President 

The Governing Board recognizes that the responsibilities associated with the 
presidency of the Amphitheater Education Association require a considerable amount of 
the president's time. The Governing Board agrees to grant the association president 
unpaid release time. 

The association president agrees to: 

A. Provide communication with District personnel and community members that will 
contribute to positive working relationships. 

B. Attend Governing Board meetings. 
C. Assist in the awareness of policies and procedures. 
D. Assist in the grievance process. 
E. Confer with the District administration on critical areas of concern. 
F. Seek information from a variety of sources on areas of concern. 
G. Represent members of the bargaining unit in hearings and in areas of concern. 
H. Meet with the Superintendent or the Superintendent's designee on a monthly 

basis. 

Adopted:  

 

  



4-211 Copyright Protection 

The District and its employees shall comply with all copyright laws. 

Publication or Creation of Materials 

Staff members are encouraged to contribute professional articles and news items to 
local, state, and national agencies. If the School District or any of its separate 
departments is mentioned, the office of the Superintendent shall be notified prior to 
submission of articles. 

Legal Claim 

The District may have legal claim on all products created by its employees that in any 
way may be an outgrowth of their job responsibilities. In order to minimize 
misunderstandings about the ownership of such products, the Superintendent will effect 
procedures to be followed by all persons who are or might be developing products that 
are or might be construed to be associated with their normal job responsibility. 

Copyrights/Patents 

Staff members under contract to the District may develop patentable or copyrightable 
educational materials for use in the school program. 

Joint Ownership 

In the event of development of educational materials during the course of regular 
employment, said materials developed are equally the properties of the School District 
and the employee. 

Assignment of Copyright 

The Superintendent shall ensure that the contractual agreement form and the 
assignment of copyright interests form shall be executed between the employee and the 
School District when so requested by the Governing Board and/or the employee. 

Employee Ownership 

Educational materials created by an employee during the employee's leisure hours 
when said employee is not fulfilling contractual duties to the School District are the 
property of the employee. 

Use/Sale of Jointly Owned Educational Material 

For materials made available for commercial distribution, both parties shall share 
equally in any profit. The District retains the right to use such materials within the District 



at no cost. 

Adopted:  

Legal Authority: 

A.R.S. § 15-341 

17 U.S.C. § 201 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4-211.A Copyright Protection -Procedures 

Copyrights/Patents 

The District and its employees shall comply with all copyright laws, and the District shall 
make available the following data to aid the school staff in said compliance. 

Copyright Handbook 

The Arizona Department of Education has prepared a copyright handbook, which 
consists of the following main parts: 

A. A detailed summary and discussion of portions of the law. 
B. An appendix with guidelines for: 

1. Reproduction. 
2. Recommended warnings and notices. 
3. Suggested forms.  

C. A checklist of permitted, prohibited, and questionable uses of copyrighted works. 

These guidelines have been written primarily for use by the educational community and 
incorporate the most important portions of the copyright laws so that infringements can 
be reduced. Legal advisors were consulted during the preparation of these guidelines 
and, where the law was unclear, there is a check mark in the "Not Sure" column. 

Handbook Location 

The Arizona Department of Education's copyright handbook is available in every 
building within the District. 

The entire Copyright Law of 1976 can be found in any law library and most public 
libraries as Title 17 of the United States Code.  A copy may also be obtained from the 
Register of Copyrights, Library of Congress, Washington, DC 20559. 

School administrators will make available copies of the guidelines provided by the 
Arizona Department of Education and may post pertinent data in an appropriate area 
within the school site. 

Publication or Creation of Materials 

In the event of development of products, the following procedures shall be followed: 

A. The employee(s) shall file a notice of intent to publish or manufacture with the 
person to whom the employee(s) is administratively responsible. 

B. The supervisor shall then prepare a report containing the following information: 



1. A description of the product. 
2. The name of the person(s) involved in creating the product. 
3. The percentage of duty time, if any, of the person's normal job 

responsibility that was devoted to creating the product. 

C. The report shall then be filed with the office of the Superintendent. 
D. The Superintendent shall thereupon appoint a committee of three (3) persons 

having knowledge of the product (excluding those involved in creating it). 
E. The committee shall review the report and make a recommendation to the 

Superintendent for action. 
F. Prior to making a decision, the Superintendent will confer with the person(s) 

eligible to receive royalties to help assure a mutually satisfactory arrangement. 
G. If any employee(s) involved should be dissatisfied with a decision so made by the 

Superintendent, appeal may be taken to the Governing Board. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4-211 Digital Communication 

The Governing Board recognizes how web-based and mobile technologies are 
fundamentally changing and enhancing communication as well as empowering the user. 
Social media technology can be a powerful and useful tool to enrich teaching and 
learning. The Board encourages the appropriate use of social media and the modeling 
and teaching of 21st Century Skills to develop safe and smart digital citizens. The Board 
equally recognizes that the misuse of such technologies can be potentially harmful to 
students, employees, the District, and the community. Accordingly, the Governing Board 
requires all employees to adhere to adopted policies and to utilize digital 
communications and electronic devices in a professional manner. 

There are many diverse and ever-changing social media sites available to educators for 
their professional use. While specific sites can overlap services and purposes, they may 
be categorized as: 

A. Social Networking Sites: facilitate connections and communications between 
people often based upon friendships, relationships, common interests or other 
categories. Examples of these would include Facebook, Google+, and LinkedIn 

B. Content Sharing Sites: allow people to share content such as photographs, 
videos, documents and other media. Examples include YouTube and Flickr. 

C. Blogs and Forums: offer journal or diary entries. Examples include WordPress, 
Edmodo, Wikis and Blogger. 

D. Gaming Sites: offer the ability to communicate verbally and virtually with other 
gamers/participants. 

E. Social News Sites: allow people to post various news items or links to outside 
articles and then allow users to vote on the items. Examples include Digg and 
Reddit. 

F. Bookmarking Sites: allow people to save and organize links to other websites. 
Examples include Delicious and StumbleUpon. 

G. Micro-blogging: allow people to communicate using short updates of information. 
Examples include Twitter, Remind101 and Instagram. 

All staff: 

A. Are responsible for the content of their postings and links connected to their 
postings; 

B. Shall adhere to all Governing Board policies that could apply to social media 
including, but not limited to, the use of District technology, copyright laws, student 
rights, parent rights, the Family Educational Rights and Privacy Act (FERPA), 
staff ethics and staff-student relations; 

C. Shall ensure that email communication with parents and students is made 
through the District email system; 

D. Shall maintain a clear separation between professional social media interactions 
and personal interactions (e.g., a school-related Facebook page vs. a personal 
Facebook page); 



E. Shall not use District owned or provided technologies to endorse, promote or 
oppose a ballot issue or candidate; 

F. May use social media as a means to create safe and smart digital citizens 
through teaching and modeling of 21st Century Skills. 

The Superintendent shall communicate this policy to all of the employees of the District 
at the beginning of the school year and to all newly hired employees as part of the hiring 
process and may develop other training for employees. 

Adopted:  

Legal Authority:  

A.R.S. § 15-341 

  A.R.S. § 15-514 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4-211.A Digital Communication – Telephone Service 

School telephones, including cellular telephones, are business phones. Two- way radios 
and pagers provided to District staff are also intended as school business tools. Their 
use for personal purposes is to be held to a minimum. 

Long-distance calls are to be for approved school business only, except in cases of 
emergency. In emergency situations, school employees are responsible for making sure 
that charges are made to their home phones. 

Phones exist to accommodate student calls. 

The Superintendent may assign wireless communication devices such as cellular 
phones, radios, and pagers to District Personnel as deemed appropriate, but employees 
shall be responsible to ensure reimbursement to the District of costs resulting from 
personal use of cell phones. Assignment of such devices should be based on District 
need rather than personal convenience of the employee 

District personnel shall be mindful of the inherent lack of assured confidentiality when 
using two-way radios or cellular phones when discussing confidential matters such as 
student discipline and personnel matters. Given the susceptibility of such devices to  
eavesdropping, personally identifiable information should not be discussed. 

Use of District cellular telephones while driving is prohibited. Employees shall cautiously 
exit from traffic to a safe location to accept or make calls. 

No students shall be permitted to use District cellular telephones, except in the case of 
an emergency. 

  



4-212 Staff Participation in Political Activities 

All employees shall enjoy full rights of citizenship and political liberty as guaranteed by 
the constitutions of the United States and Arizona. 

Employees may participate in political activities as long as such participation does not 
occur during the eight (8)-hour workday and interfere with the discharge of professional 
duties or with the functions and daily operations of the District or individual facilities. 

In-house staff meetings or meetings with members of the Amphitheater Association 
executive board or committee chairs may occur any time before or after the eight (8)-
hour workday. Any other type of meeting must occur not less than one-half (1/2) hour 
before or after office hours and will follow the guidelines set by the Governing Board for 
facility usage. 

Participation of Employees in School District Elections 

When an employee is serving as an agent of, or working in an official capacity for, the 
District, such employee shall not participate in partisan political activities, except that an 
employee serving in an official capacity may express advocacy for a budget override 
proposal in a public hearing at which testimony both for and against the proposal is 
given. 

District employees may participate in presentation of factual information pertaining to 
bond/override elections. 

The authority of an employee's position may not be used to influence the vote or 
political activities of another employee or student. 

An employee shall be free from political coercion, or the pretended necessity of making 
political contributions of money or other things of value or engaging in any political work 
or activity against the employee's wishes under the assumption that failure to do so will 
in any way affect the individual's status as an employee of the District. 

This policy does not preclude the discussion and study of politics and political issues 
when appropriate to classroom studies. 

Definitions 

Elections. Elections means all non-student elections. 

Employee. Employee means any individual compensated by the District and required to 
take and subscribe to the oath as prescribed in A.R.S. § 15-504. 



Political activities. Political activities means any activity designed to influence the 
outcome of elections or to support and/or advance a particular political candidate, issue, 
party, or point of view. 

 

  



4-300 Employee Health 

© 4-301 Employee Health and Welfare 

The District shall furnish a place of employment reasonably free from known and 
recognized hazards that cause or are likely to cause death or serious physical harm to 
an employee. 

Communicable Diseases 

The District shall exclude an employee who has a communicable disease if the 
employee presents a direct threat to the health and safety of others in the workplace. 
The District will follow all applicable legal requirements issued by the Arizona 
Department of Health Services and any local health department with respect outbreak 
control methods. 

Immunizations 

The District shall require employees to be inoculated against communicable diseases or 
to possess an exemption as specified in Arizona statute and regulation. 

Medical Examination 

After an absence of more than three (3) consecutive work days, the District may require 
that an employee submit a medical provider's written release regarding the employee's 
ability to return to the employee's job duties and regarding any restrictions or limitations 
on that employee's return to work. 

The Superintendent may require that an applicant or employee submit to an 
independent medical examination at District expense as a condition of continued 
employment if the District has job related concerns regarding the employee's ability to 
perform the essential functions of the employee's position. This may include drug and 
alcohol testing. 

Employee Assistance Program 

The District may offer as a benefit of employment an employee assistance program to 
assist staff in meeting their health and wellness goals. 

Adopted: 

Legal Authority: 

A.R.S. § 15-873 

A.R.S. § 23-372 et seq. 

http://redirector.microscribepub.com/?cat=stat&loc=az&id=15&spec=873
http://redirector.microscribepub.com/?cat=stat&loc=az&id=23&spec=372


A.R.S. § 23-403 

A.R.S. § 36-621 et seq. 

A.R.S. § 36-631 

A.R.S. § 36-881 et seq. 

42 U.S.C. §12112 

Ariz. Admin. Code R9-5-402 

Ariz. Admin. Code R9-6-101 et seq. 

© 2024 The Arizona School Risk Retention Trust 
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© 4-301.01 Health Examinations 

All legal requirements of medical examinations will be adhered to, and the 
Superintendent will establish procedures for the orderly processing of such 
examinations. 

Pre-Employment Health Examination 

Unless waived in writing by the District, every individual offered employment by the 
District shall, prior to employment, and as a precondition of employment, provide to the 
District a full and complete report of the physical condition of his/her medical condition 
on a form to be provided by the District, demonstrating that he/she is able to perform all 
of the essential functions set forth in the job description of that employee, with or without 
reasonable accommodations. If accommodations are required, the physician shall 
describe those recommended. This preemployment examination may only be requested 
after an offer of employment has been made. The examination will be at the prospective 
employee's expense. Records of preemployment examinations shall be maintained 
confidentially, in accordance with law. 

Additional Health Examination 

In addition to the preemployment examination required, the Superintendent or the 
Superintendent's designee may require a post-employment medical examination(s) by a 
licensed physician(s). The Superintendent or the Superintendent's designee may 
require such an examination when it has been established to the satisfaction of the 
Superintendent or the Superintendent's designee that the employee cannot fulfill and 
perform the essential functions of the employee's job, or assigned duties or that the 
employee poses a direct threat to the health or safety of others. 

The results of these examinations will be made available only to the employee and the 
Superintendent and such other District personnel as may be necessary and will be 
reported to and maintained by the District in a manner designed to maintain the 
confidentiality of the employee. 

The expense of post-employment examinations will be paid for by the District. 

If the employee refuses to submit to the examination required, the employee may file 
with the Governing Board a written statement setting forth the reasons for refusal within 
three (3) days of the order to submit for examination. The Board shall review the 
statement of reasons for refusal submitted and, in its discretion, may request additional 
evidence prior to making its determination. If the Board determines there is just cause 
for the requirement of a medical examination, the employee shall submit to the medical 
examination immediately.  

Failure to comply with the directive to submit to such an examination is insubordination, 
which may result in dismissal or other disciplinary action. 



Results of Health Examination 

If a health examination demonstrates that either (a) the employee is unable to perform 
the essential functions of his/her job, or (b) that the employee's medical condition poses 
a direct threat to the health or safety of students or other employees of the District, then 
the administration may apply to the Board to have the employee placed on involuntary 
leave of absence without pay or institute dismissal proceedings.  

If the District administration makes application to the Board to have an employee placed 
on involuntary leave of absence because of the employee's inability or incapacity to 
perform the essential functions because of a medical condition, the employee shall be 
duly notified and may present evidence to the Board of good health and fitness for the 
performance of the assigned duties.  

If the employee is given an involuntary leave of absence, at any time thereafter, the 
employee may apply for reinstatement to the former duties upon presentation of 
satisfactory evidence of a change in medical condition. During an involuntary leave of 
absence, the employee's rights of seniority, retirement, accrued sick leave, and other 
benefits shall be preserved and available to the employee after the leave of absence 
has ended, subject to other provisions of District policy.  

Employment Physical 

Each applicant who receives a conditional offer of employment shall furnish a statement 
of evidence of adequate health as attested to by a qualified physician prior to the start of 
employment with the District. This examination is at the expense of the employee. 

Tuberculosis 

Any employee displaying the symptoms of pulmonary disease shall be required to 
undergo the tests deemed appropriate by a licensed physician. If the tests reveal the 
presence of active tuberculosis, the District will determine whether the employee's 
condition is such that it jeopardizes the health and safety of others. 

If the District determines that the health and safety of others is in jeopardy, the 
employee may be placed on an involuntary leave of absence or the District may take 
other appropriate action.  Any action taken will be in a manner consistent with Section 
504 of the Rehabilitation Act and the Americans with Disabilities Act. 

Adopted:  

 

 

 



Employee Health and Welfare 

© 4-301.A Procedure - Employee Health and Welfare - Communicable 
Diseases 

A. Reporting 

Pursuant to Ariz. Admin. Code R9-6-203, District employees are required to report 
certain suspected or confirmed communicable disease to local and state health 
authorities. Employees shall consult with their supervisor to determine if a confirmed 
communicable disease must be reported within twenty-four (24) hours after a case or 
suspected case is diagnosed, treated or detected. In all cases, a confirmed 
communicable disease must be reported within five (5) days after a case or suspect 
case is diagnosed, treated or detected. 

B. Exclusion 

The District may exclude a student, employee or visitor who has a communicable 
disease if that individual presents a direct threat to the health and safety of others in the 
workplace and that risk cannot be mitigated through reasonable accommodations. 

The District may exclude a student, employee or visitor who lacks documentary proof of 
immunization during a period of a communicable immunization-preventable disease if 
authorized specifically by state law and/or by the Arizona Department of Health 
Services or a local health department. 

C. Confidentiality 

The District shall take precautions to protect the privacy of an employee's medical 
information. 

© 2024 The Arizona School Risk Retention Trust 
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Employee Health and Welfare 

© 4-301.B Procedure - Employee Health and Welfare - Record of 
Immunization 

The District may require an employee to provide a record of immunization as authorized 
by state statute or regulation. 

District employees who work in a District child care facility shall be required to attest to 
current immunity against measles, rubella, diphtheria, mumps and pertussis as required 
by Arizona Administrative Code R9-5-402. 

Employees shall be permitted to present a record of immunization in the manner 
prescribed by the Arizona Department of Health Services, including: 

1. That the employee received immunization through administration of vaccine(s); 
2. A statement by a medical practitioner affirming serological evidence of immunity; 

or 
3. Documentary evidence of date of birth before a specific date if authorized by 

regulation. 

The District shall be responsible for maintaining records of immunization in a 
confidential manner. 

© 2024 The Arizona School Risk Retention Trust 
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4-300 Employee Health 

© 4-302 Leave 

The Governing Board shall permit employees to take a leave of absence as required by federal 
or state law.   

Employed personnel of the District may wish or be required to be absent for several 
reasons: 

A. Those beyond their control, such as personal illness or injury (including 
pregnancy), jury duty, military service or emergencies. 

B. Those governed by compassion or conviction, such as family illness, 
bereavement, religious observance, and other personal reasons. 

C. Those stemming from occupational status, such as attendance at meetings, 
conventions, in-service training courses and seminars, and other patterns of 
additional study when approved by the Superintendent and/or the Governing 
Board. 

D. Those provided by scheduled vacations. 

The Governing Board recognizes that absences for any such reasons are justifiable and 
will, to the extent that the welfare of the educational program and the fiscal resources of 
the District will allow, look with favor upon establishing mutually agreeable 
arrangements for such employee absences.  

Employees are required to either be at work or on an approved leave, which consists of the 
District approved leaves of absence, paid time off, earned paid sick time, vacation leave, or a 
holiday.  If an employee has used more paid time off/vacation/holiday days than have been 
earned, the District will deduct the excess used days from the employee's paycheck in 
accordance with applicable law.  The employee may also be subject to discipline when 
warranted. 

The Board may approve a leave of absence for up to one (1) year in its discretion. The 
Board shall not approve any leave of absence that extends over one year of time 
beyond the employee's initial date of absence unless otherwise required by law. 

All leaves of absences shall be unpaid unless the employee has available accrued 
leave. The District shall require employees to use accrued leave for any leave of 
absence requested as permitted by law. 

Sick Leave 

Eligible employees may be granted sick leave when they are unable to perform their 
duties because of personal illness, injury or because they must be absent from work for 
the purpose of obtaining health-related services not available before or after regular 
working hours. 



Professional staff personnel employed twenty (20) hours per week or more are eligible 
for accumulated sick leave.  

Full-time employees accrue sick leave at the rate of four (4) hours per pay period until 
the employee reaches their maximum annual sick leave accrual for the contract year. 
Sick leave accrual is prorated by start date and full-time equivalency (FTE). It will not be 
based on addendum pay, stipends, bonuses, overtime or shift differentials. 

Eligible Academic Year employees may accrue a maximum of seven (7) days per 
contract year. Eligible Fiscal Year employees may accrue a maximum of ten (10) days 
per contract year. 

Career staff personnel employed twenty (20) hours per week or more are eligible for 
accumulated sick leave. Probationary career employees will be allowed to accrue and 
use their accrued sick leave during the probationary period. 

Eligible employees are entitled to earn paid sick leave based on their regularly assigned 
daily hours worked at the rate of 0.03847 hours of sick leave for each hour worked up to 
a maximum of eight (8) days per year for academic-year employees and up to a 
maximum of ten (10) days per year for fiscal-year employees. 

There is no limit to the amount of sick leave that may rollover to the next fiscal year to 
hold as accrued sick leave for future use. Accrued sick leave may be accumulated from 
year to year. 

Upon retirement, resignation or termination for inadequacy of classroom performance or 
other cause, the District will pay for unused sick leave at the rate established by the 
Governing Board for such purpose. 

The procedure for payment of unused sick leave will be as set forth in the fringe benefit 
schedule for certificated employees. Due to the nature of this program, employees who 
seek voluntary resignation, after accepting their contracts and prior to working during 
the contract year, will not be eligible for this option. 

Non-regular employees of the District such as substitute teachers, temporary employees or 
those employees who are not issued work agreements, notices of appointments or contracts are 
not eligible to accrue sick leave. 

Sick Leave Buyback – Certificated Employees 

Certificated employees who received pay for accrued sick leave at the time of 
termination shall, if reemployed within six (6) weeks of the next consecutive school year, 
be provided an opportunity to buy back the same number of accrued days of sick leave 
at the same monetary rate for which the District paid such employees at the time of 
termination. However, an administrative charge of one (1) day of accrued sick leave will 
be assessed in the event of a buyback. 



For example, an employee who received sick leave compensation for eight (8) days at 
the rate of twenty-five dollars ($25) per day for a total of two hundred dollars ($200) at 
the time of termination will be allowed to buy back seven (7) days (eight [8] days minus 
the one [1]-day charge) for two hundred dollars ($200). An employee will not be allowed 
to buy back more or less than the exact number of days for which compensation was 
received at termination. 

A certificated employee must make such decision and repayment within three (3) weeks 
of reemployment. The decision to take advantage of this opportunity must be relayed 
promptly to the payroll office, and repayment will be accepted by the payroll office in the 
form of a personal check made out to Amphitheater Public Schools. 

No Sick Leave Payoff 

A certificated employee who did not work a full contract year and, therefore, did not 
receive sick leave payoff at the time of termination, will, if reemployed within six (6) 
weeks of the next consecutive fiscal and/or school year, be credited with any sick leave 
accrual on the books at the time of termination as stipulated by individual attendance 
records. 

Sick Leave Buyback – Support Staff 

A. A support staff employee who received pay for accrued sick leave at the time of 
termination shall, if reemployed within six (6) weeks of the next consecutive 
school year, be provided an opportunity to buy back the same number of accrued 
days of sick leave at the same monetary rate for which the District paid the 
employee at the time of termination. However, an administrative charge of one 
(1) day of accrued sick leave will be assessed in the event of a buyback. 

B. For example, an employee who received sick leave compensation for eight (8) 
days at the rate of twenty-five dollars ($25.00) per day for a total of two hundred 
dollars ($200.00) at the time of termination will be allowed to buy back seven (7) 
days (eight [8] days minus the one [1] day charge) for two hundred dollars 
($200.00). An employee will not be allowed to buy back either less days or more 
days than the employee received compensation for at termination. 

C. Support staff employees must make such decision and repayment within three 
(3) weeks of reemployment. The decision to take advantage of this opportunity 
must be relayed promptly to the payroll office and repayment will be accepted by 
the payroll office in the form of a personal check made out to Amphitheater 
Public Schools. 

D. A support staff employee who did not work a full contract year and, therefore, did 
not receive sick leave payoff at the time of termination, if reemployed within six 
(6) weeks of the next consecutive fiscal and/or school year will be credited with 
any sick leave accrual on the books at the time of termination as stipulated by 
individual attendance records. 

 



Earned Paid Sick Leave 

Earned paid sick time (EPST) for District personnel is a designated amount of 
compensated leave that is to be granted to a staff member who is unable to perform the 
duties assigned for qualifying reasons and who is not eligible to accrue sick leave. 

Employees will accrue EPST at the rate of one (1) hour for thirty (30) hours worked 
(0.03333 hours of sick leave for each hour worked), with a maximum accrual and use 
limit of forty (40) hours per fiscal year, beginning July 1 and ending June 30. Full-time 
certificated employees and classified employees who are exempt from the FLSA 
overtime rules will be assumed to work forty (40) hours in each workweek for purposes 
of EPST accrual.  Such employees who work part-time will accrue EPST 
proportionately. 

An employee may not use more than forty (40) hours of EPST in one (1) fiscal year. 
Accrued EPST that is not used in one (1) fiscal year will carry over to the next fiscal 
year. However, use of EPST is limited to forty (40) hours per fiscal year, regardless of 
the amount of EPST accrued by the employee. 

If an employee is also entitled to earn sick leave pursuant to this Policy, the first forty 
(40) hours of sick leave will be considered EPST. All earned sick leave, other than the 
first forty (40) hours, will accrue and may be used by the employee as permitted by the 
sick leave rules herein and in the accompanying procedure. 

Family and Medical Leave 

The District shall comply with all components of the Family and Medical Leave Act 
(FMLA). Eligible employees are entitled up to twelve (12) or twenty-six (26) weeks of 
leave as designated in the FMLA. Any employee seeking to understand rights under 
FMLA may inquire with the benefits department in Human Resources or may review 
posted materials. 

Personal Leave 

Professional staff personnel employed twenty (20) hours per week or more are eligible 
for accumulated personal leave. 

Forty (40) hours of personal leave may be granted annually to full-time personnel. 
Eligible employees working on any other work schedule will be credited personal leave 
that shall be computed at the same ratio that the number of employed hours bears to 
full-time employment. Said personal leave may be taken in no less than one (1) hours 
increments. Such leave is accorded without loss of pay during each school year. 
Unused personal leave hours, or portions thereof, will be added to the following year's 
accumulated sick leave. 



Four (4) days of personal leave may be granted annually to eligible support staff 
personnel. Said personal leave may be taken in increments of no less than fifteen (15) 
minutes. Such leave is accorded without loss of pay during each school year. Unused 
personal leave days, or portions thereof, will be added to the following year's 
accumulated sick leave. 

The reason for this leave shall be determined by the individual and need not be 
revealed. Approval of leave shall be contingent upon the following: 

A. For staff members requiring a substitute: Each individual school may have at 
least two (2) staff members, or not more than ten percent (10%) of said staff on 
personal leave on any given day. 

B. For staff members not requiring a substitute: Each individual school may have at 
least one (1) staff member, or not more than ten  percent (10%) of said staff on 
personal leave on any given day. 

C. Ten percent (10%) of a site's certificated staff requiring a substitute may request 
personal leave at any time. However, for the days before and after the below 
listed holidays and intersession/breaks, personal leave will be limited to seven 
percent (7%) of said site staff. Nurses are excluded from the site numbers. 

Martin Luther King Day  Veteran's Day 

Rodeo Break (2)   Thanksgiving Holiday (3) 

Memorial Day   Winter Break 

Independence Day   Winter Holiday (1) 

Labor Day    Spring Break/Intersession 

D. Personal leave before or after the above listed holidays must be requested in 
writing five (5) contract days before the requested leave date. 

At an employee's option, paid personal leave may be substituted, without the 
restrictions on the use thereof set forth in this regulation, for all or a portion of otherwise 
unpaid family and medical leave taken by an eligible employee. If an employee elects to 
substitute paid personal leave for otherwise unpaid family and medical leave, the 
employee need only comply with any notice requirements applicable to the use of  paid  
personal  leave, and not with the more stringent notice and certification requirements 
set forth related to the use of Family and Medical Leave, unless the employee's paid 
leave period is followed by a period of unpaid family and medical leave. 

Emergency Leave 

With approval by the principal or supervisor, an employee may be absent for urgent 
private business, provided that there shall be deducted from the employee's salary an 



amount equal to the daily rate of teacher substitute pay times the number of days 
absent. If the emergency leave taken falls on the day before a vacation or holiday or the 
day following a vacation or holiday, there will be no loss of vacation or holiday pay. 

Religious Observance Leave 

The District does not grant special religious observance holidays. Religious holidays 
may be taken in conjunction with personal leave, vacation leave or as an unpaid 
excused day. 

Vacation Leave 

Administrators and certificated and other teaching personnel on twelve (12) month 
contracts are eligible for twenty (20) days of paid vacation leave annually. All vacation 
leave will be earned and used in hours as the unit of measure. Twenty (20) full-time 
days is equal to one hundred sixty (160) hours. Eligible employees working on any other 
work schedule will be credited with vacation leave that shall be computed at the same 
ration that the number of employed hours bears to full- time employment.  
Administrators and certificated staff who earn paid vacation leave may carry forward a 
total of forty (40) days into a subsequent fiscal year. 

Eligible support staff employees are entitled to paid vacation leave as follows: 

A. During the first (1st) through fifth (5th) years of continuous service, ten (10) 
working days may be earned per year. 

B. Commencing with the sixth (6th) and continuing through the tenth (10th) years of 
continuous service, fifteen (15) working days may be earned per year. 

C. Commencing with the eleventh (11th) year and continuing each year thereafter of 
continuous service, twenty (20) working days may be earned per year. 

The calendar year for vacation periods will be from July 1 through June 30, and all 
vacation calculations shall be on a fiscal-year basis, prorated in accordance with hours 
worked. 

For support staff employees, unused vacation time may be accumulated and carried 
forward from one (1) vacation year to the next in a total amount not to exceed ten (10) 
working days during the first (1st) five (5) years of continuous service, fifteen (15) 
working days for the sixth (6th) through tenth (10th) years of continuous service, and for 
each year thereafter in a total amount not to exceed twenty (20) working days. The 
amount of vacation time carried forward, plus that earned during the current year, will 
constitute the total number of days of vacation accrued by the employee at any given 
time. 

The vacation policy is to provide eligible staff members with paid time off each year for 
rest and relaxation. Vacation may be used in increments of not less than one-half (1/2) 
day or less than one-half (1/2) of the employee's scheduled daily work hours. 



An employee who is unable to use earned vacation time and stands to lose vacation as 
a result of work commitments may, with approval by the Superintendent or the 
Superintendent's designee, have the accrued vacation days in excess of that allowed by 
Policy transferred to accumulated sick leave days. 

Sabbatical Leave 

The Board may grant sabbatical leave to certificated teaching and administrative 
personnel for a maximum of one (1) year in accordance with state law. 

An administrator or certificated teacher who has been employed with the District for a 
period of seven (7) consecutive years immediately prior to the time the sabbatical leave 
is to commence may be granted a sabbatical leave of absence. Only one (1) such 
sabbatical leave may be granted to any teacher or administrator. A.R.S. § 15-510 
provides for the authorization of leaves of absence, including sabbatical leaves of 
absence. This statute provides that the Governing Board "may" authorize leaves of 
absence and that sabbatical leaves of absence "may be granted by the Governing 
Board" under specific conditions set forth. The use of the word may implies the granting 
of discretionary decision-making powers to the Governing Board. Therefore, sabbatical 
leaves of absence may be granted at the discretion of the Governing Board under the 
following guidelines: 

A. Sabbatical leave may be granted only for the purpose of permitting continuation 
of the professional education of a teacher, including professional growth or 
research, that benefits the school program and the pupils of the District. Such 
study or research must relate to the current or prospective service by the 
employee. 

B. A sabbatical leave may not exceed one (1) year. 
C. A written application for such leave must be accompanied by a statement of the 

proposed use of time, with a specific indication as to how the work will benefit the 
school program and the pupils of the District. The application statement shall be 
of such specificity as to detail the applicant's perception of the leave benefit to 
the school program and the pupils of the District. This should be submitted to the 
Director of Human Resources by March 15 for the leave to begin during the 
following contract year. 

D. Acceptance of timely applications for sabbatical leaves of absence will entitle the 
teachers or administrators to consideration for sabbatical leaves. This 
consideration does not mean that a sabbatical leave of absence will be granted. 
The number of sabbatical leaves granted, if any, and the teachers or 
administrators who receive them, will be determined by the Governing Board. 

E. A screening committee composed of three (3) certificated teachers (one [1] each 
from the elementary, middle, and high school levels) and two (2) District office 
administrators will consider all written applications and will rank them in the order 
of those believed to be most beneficial to the total educational programs of the 
District and the pupils of the District. The benefit to the District pupils shall be 
based upon current and future plans for District program changes, improvements 



and legislatively determined directions recognized or proposed and approved by 
the Governing Board. The findings of the screening committee shall constitute 
recommendations only, and shall not be binding upon the Governing Board, 
either as to the rankings, or as to any other finding, conclusion, or 
recommendation of the screening committee. 

F. Compensation for an employee on sabbatical leave shall be one-half (1/2) of the 
salary the employee would have received for the period of leave had regular 
service been continued. 

G. If leave is granted, all rights provided by the Arizona Revised Statutes and by the 
policies and regulations of the District for such employees and all other rights of 
retirement, accrued leave with pay, salary increments, and other benefits 
provided by law shall be preserved and available to the employee after the 
termination of the leave of absence and subsequent reinstatement to service with 
the District. 

H. An employee on sabbatical leave under these provisions shall be reinstated to 
the former employment status at the conclusion of the leave. A member of the 
staff granted sabbatical leave shall return not later than one (1) year after 
commencement of the sabbatical leave for renewal of employment for at least 
one (1) school year. In event of the failure to return, or failure to satisfy the other 
conditions and requirements of the sabbatical leave, the employee shall refund 
the amount of compensation received from the District during the period of 
sabbatical leave. If the employee does not refund the amount of compensation 
received from the District during the period of sabbatical leave, the Governing 
Board shall direct the county attorney to institute suit against such person to 
collect such amount. 

Jury Duty 

The Board shall grant leave for an employee to respond to a summons for jury duty, 
participate in the jury selection process or actually serve on a jury. 

Employees shall reimburse the District for jury duty pay received. Failure to reimburse 
the District at the completion of the jury duty service will result in a deduction of pay 
equal to the number of contract days missed. 

An employee excused from jury duty after being summoned shall report for regular duty 
as soon as possible 

Voting 

The District shall permit employees to be absent for the purpose of voting at a primary 
or general election if there are less than three (3) consecutive hours between the 
opening of the polls and the beginning of the employee's regular workshift or between 
the end of the employee's regular workshift and the closing of the polls. In that event, 
the District shall pay for the hours the employee must be absent to vote. 



Military Leave 

An employee who is a member of the Military Reserve or National Guard shall be 
entitled to leave of absence without loss of pay, time, or efficiency rating when engaged 
in field training. 

Any employee who voluntarily or involuntarily enters uniformed service in any branch of 
the Armed Forces of the United States will be placed on a military leave of absence for 
the duration of the service up to a period of five (5) years. The District will also grant a 
leave of absence for purposes for training duty or to attend camps, maneuvers, 
formations, or drills under order with any branch, reserve, or auxiliary of the federal or 
state armed services. Such leave is unpaid unless the employee uses accrued leave to 
provide compensation. Employees serving in the armed forces shall have the right to be 
re-employed by the District as provided under federal law. 

Victim Leave  

The District shall permit an employee leave to attend a criminal proceeding if the 
employee is the victim of a crime and is exercising a right to be present at a proceeding 
as defined in state law. Such leave is unpaid unless the employee uses accrued leave 
to provide compensation. 

A. An employee's accrued vacation, personal, sick or other applicable leave shall be 
used to the extent available by this Policy. 

B. If paid leave is unavailable, the employee must request an unpaid leave of 
absence in accord with this Policy. 

C. Before an employee may leave work for this purpose, the employee shall provide 
the employer with a copy of the form provided by law enforcement and if 
applicable a copy of the information the law enforcement agency provides the 
employee. 

D. Leave for this purpose may be limited if the leave creates an undue hardship to 
the employer's business. 

Bereavement Leave 

In case of death in an employee's immediate family, and with approval by the 
supervisor, the employee may be absent for a period not to exceed five (5) working 
days without loss of salary. 

An employee may be absent for an additional period not to exceed five (5) working days 
at no loss of salary provided that such days shall be deducted from the employee's sick 
leave. 

If an employee does not have sufficient accrued sick leave to cover the additional 
period, leave will be authorized without pay. 



Members of the immediate family are defined as the employee's spouse or domestic 
partner, mother, father, child, grandparents, grandchildren, brother, sister, brother-in-
law, sister-in-law, daughter-in-law, son-in-law, mother-in-law, father-in-law, guardian, or 
dependent person ("dependent" as defined by the Internal Revenue Code). 

In the event of the death of any staff member, or a member of that person's immediate 
family, other staff members, on request, will be excused from duties without loss of pay 
or deduction from accrued leave time, or approved bereavement leave to attend the 
funeral services, provided that said services are held within the confines of Pima 
County. 

Political Leave 

Upon written request, certificated employees may be granted political leave in 
accordance with the following provisions: 

A. With three (3) weeks’ notice, a certificated employee may be granted up to four 
(4) weeks of continuous leave without pay for the purpose of campaigning for the 
employee's own election to any public office. 

B. If not elected to the public office, the employee shall return to the same position 
held prior to the leave. 

C. If the certificated employee is elected to the office, the Governing Board may 
return the employee to the same or mutually agreed upon position until such time 
that the elected term of office necessitates leaving the teaching assignment. 

D. Any certificated employee may hold a public office and continue as a certificated 
employee as long as it does not interfere with the contractual assignment and 
provided that such continued employment would not result in a violation of law. 

E. The Governing Board may, from time to time, extend to the certificated employee 
who is elected to a public office a leave of absence without pay for a period not to 
exceed one (1) year. 

F. At the conclusion of the political leave as required by the office to which the 
employee was elected, the employee may be returned to the same District 
position, or one mutually agreed upon. 

If such leave is granted, all rights provided by the Arizona Revised Statutes and by the 
policies and regulations of the District for such employees, and all other rights of 
retirement, accrued leave with pay, salary increments, and other benefits provided by 
law shall be preserved and available to the employee after the termination of the leave 
of absence and reinstatement to service with the District, subject to the provisions as 
required by the Family and Medical Leave Act. 

Exchange Teacher Leave 

Upon written application, the Governing Board may grant to a certificated teacher who 
has been employed by the District for more than the major portion of three consecutive 



school years a leave of absence to serve as an exchange teacher, in accordance with 
the provisions set forth under state law. 

A. The Superintendent will establish the limit on the number of teachers exchanged 
annually. 

B. The leave does not exceed one (1) year. 
C. No salary or other compensation shall be paid during the leave of absence. 

Consideration for leave may be granted regardless of whether a suitable exchange 
teacher is available to serve this District. 

If such leave is granted, all rights provided by the Arizona Revised Statutes and by the 
policies and regulations of the School District for such employees, and all other rights of 
retirement, accrued leave with pay, salary increments, and other benefits provided by 
law shall be preserved and available to the employee after the termination of the leave 
of absence and reinstatement to service with the District, subject to the provisions in the 
Family and Medical Leave Act. 

Holidays 

 

Regular non-exempt employees who are regularly assigned twenty (20) hours per week or more 
shall receive Governing Board approved holidays based on the length of the employee's work 
year in their regular assignment.  Exempt employees receive holidays in accordance with 
Governing Board-approved calendars. One (1) day of holiday pay is equivalent to an 
employee's regularly scheduled hours for the position(s). 

Staff members must be present for work, or on approved paid leave, on the scheduled 
workdays before and after the holiday in order to draw pay during holiday leave. 

Each of the following named days may be designated as a holiday for all eligible 
certificated employees of the District when that day falls on a normal working day. (A 
normal working day is any day except a holiday, Monday through Friday, inclusive.) 
Exceptions: When a designated holiday falls on a Saturday, the preceding Friday will be 
observed as the holiday; when a designated holiday falls on a Sunday, the following 
Monday will be observed as the holiday. 

January 1   Veteran's Day 

Martin Luther King Day Thanksgiving Holiday (3) 

Rodeo Break (2)  December 24 

Memorial Day  December 25 

Independence Day  December 31 



Labor Day   Winter Holiday (1) 

These holidays and others established by the Governing Board will be adjusted 
according to the school calendar each year. 

Authority to Grant Leave 

The Superintendent has authority to approve a leave of absence for up to twelve (12) 
weeks. Leaves for more than twelve (12) weeks must be approved by the Board. 

A leave of absence consisting of a time span of less than two (2) pay periods may be 
granted by the supervisor or associate superintendent of the division by indicating the 
dates on the timecards. 

Involuntary Leave of Absence 

The administration may apply to the Board to give a staff member an involuntary leave 
of absence if personal health renders the staff member unfit for the performance of 
assigned duties, in accordance with District policy. 

Unpaid Leave of Absence 

Extended leave of absence without pay is any leave of absence without pay in excess 
of two (2) pay periods. 

A staff member requesting an extended leave of absence without pay must submit the 
request through the immediate supervisor, using the Personnel Action form. This form 
may be obtained from the human resources division. 

No extended leave will be approved for a period of more than one (1) year.  

District personnel who desire leaves of absence without pay must submit written 
requests to their respective principals/supervisors. Such request is to contain: 

A. The inclusive dates of the absence requested. 
B. The reason(s) for absence in excess of accrued sick leave, vacation leave, 

and/or allotted personal leave. 
C. The particular type of leave desired. 
D. The staff member's statement of intent to return. 

Criteria for leave of absence without pay for support staff shall include: 

A. Assurance by the supervisor that the duties and responsibilities of the position 
can be reassigned or filled by a temporary employee. 

B. Completion of the probationary period, unless special circumstances (e.g., 
emergency, illness) warrants a waiver of this requirement. If such a waiver is 



granted, the probationary period shall be extended a period of time equal to that 
of the leave. 

C. Endorsement of the supervisor's recommendation by the appropriate associate 
superintendent. 

D. Approval by the Governing Board. 

Except when, as a matter of law, approval is not required, principals/supervisors will 
determine if such requests should be approved. If approved by the principal/supervisor, 
further approval will be requested in accordance with the principal's/supervisor's 
particular administrative structure. 

Requests for any leave of absence without pay, except those for Family and Medical 
Leaves and for extended military leaves taken must be approved by the Governing 
Board. 

Staff members will be advised of any and all actions taken regarding the request for 
leave of absence without pay. 

Continuous service will not accrue during the period of extended leave of absence 
without pay. Exception: Employees on unpaid Family and Medical Leaves shall be 
credited with continued service during the period of such leaves to the extent required 
by federal law. 

All requests for extended leaves of absence without pay that are not required by law 
must be approved by the Governing Board. 

When leave of absence without pay is granted, the following stipulations shall apply: 

A. An employee who has taken leave must return to work at the time agreed upon. 
An employee who for some reason is not able to return at said time must keep in 
touch with the human resources division and the supervisor as to the progress of 
the employee's condition or circumstances. 

B. The employee must notify human resources and the supervisor, in writing, of 
intention to resume employment as soon as possible. 

C. An employee on leave of absence without pay shall be reinstated to the former or 
essentially equal position at a compensation rate not less than the former rate, 
contingent upon availability of a position and funds. 

All rights of seniority, retirement, accrued sick leave, and all other benefits provided by 
the Governing Board that the employee had at the time leave was taken shall be 
preserved and available to the employee after the leave of absence has ended subject 
to the requirements of state and federal law. 

Continuous service will not accrue during the period of leave of absence without pay. 
Exception: Employees on unpaid Family and Medical Leaves shall be credited with 
continued service during the period of such leaves to the extent required by federal law. 



Violations 

Leaves of absence without pay, if granted, shall be for specified purposes only. Unless 
specifically permitted in writing, employees on leave without pay shall not engage in 
other employment or in any other conduct not permitted by the terms of the leave 
without pay. A violation of this provision may result in dismissal. 

Health and Hardship Leave 

Upon written request, the Board may permit certificated employees to take leaves of 
absence without pay for rest, restoration of health, or the alleviation of hardship 
involving themselves or their immediate families, provided that: 

A. Leave shall not exceed one (1) year. 
B. No salary or other compensation shall be paid during the leave of absence. 

If such leave is granted, all rights provided by the Arizona Revised Statutes and by the 
policies and regulations of the District for such employees, and all other rights of 
retirement, accrued leave with pay, salary increments, and other benefits provided by 
law shall be preserved and available to the employee after the termination of the leave 
of absence and reinstatement to service with the District, subject to the provisions as 
required by the Family and Medical Leave Act. 

Study or Travel Leave 

No leave of absence for study and travel is accorded first-year teachers. 

Upon written request, a leave of absence for study or travel may be granted by the 
Governing Board provided that: 

A. Leave shall not exceed one (1) year. 
B. No salary or other compensation shall be paid during the leave of absence. 

If leave of absence is granted, all rights provided by the Arizona Revised Statutes and 
by the policies and regulations of the District for such employees, and all other rights of 
retirement, accrued leave with pay, salary increments, and other benefits provided by 
law shall be preserved and available to the employee after the termination of the leave 
of absence and reinstatement to service with the District, subject to the provisions as 
required by the Family and Medical Leave Act. 

Absence without Leave 

An employee who fails to request leave, report an absence, and report to work is absent 
without leave and may be subject to discipline, up to and including termination. An 
employee will be deemed to have abandoned the employee's job if the employee fails to 
report to work and report the absence for three (3) consecutive work days. 



Unauthorized Leave 

Definition: 

A. Unauthorized leave may include, but is not limited to, individual or collective 
refusals to provide service, unauthorized use of sick leave, unauthorized use of 
other leave benefits, nonattendance at required meetings, and failure to perform 
assigned supervisory functions at school- sponsored activities. 

B. An employee is deemed to be on unauthorized leave at such time and on such 
occasions as the employee chooses to be absent from required duties. 

Disciplinary action: 

A. Unauthorized leave shall constitute a breach of contract and, therefore, may 
result in the initiation of such disciplinary action, including dismissal, as may be 
deemed appropriate. 

B. Beginning on the first (1st) day of unauthorized leave, no warrant shall be drawn 
in favor of any employee who has not faithfully performed all duties prescribed, 
except as to such duties as have already been performed. 

Verification of absence: 

The Superintendent, associate to the Superintendent, or supervisor of the employee 
may require a physician's statement or other verification as to an employee's claimed 
sick leave or other reason for absence. For leave requests other than those made under 
the Family and Medical Leave Act, such verification shall be made within five (5) days of 
request therefor. For family and medical leaves of absence, such verification shall be 
made within fifteen (15) days of request therefore. 

Adopted:   

Legal Authority: 

A.R.S. § 8-420 

A.R.S.§ 13-4439 

A.R.S. § 15-502 

A.R.S. § 15-541 

A.R.S. § 15-510 

A.R.S. § 16-402 

A.R.S. § 21-236 

http://redirector.microscribepub.com/?cat=stat&loc=az&id=8&spec=420
http://redirector.microscribepub.com/?cat=stat&loc=az&id=13&spec=4439
http://redirector.microscribepub.com/?cat=stat&loc=az&id=15&spec=502
http://redirector.microscribepub.com/?cat=stat&loc=az&id=15&spec=541
http://redirector.microscribepub.com/?cat=stat&loc=az&id=15&spec=510
http://redirector.microscribepub.com/?cat=stat&loc=az&id=16&spec=402
http://redirector.microscribepub.com/?cat=stat&loc=az&id=21&spec=236


A.R.S. § 23-371 et seq. 

A.R.S. § 26-168 

A.R.S. § 38-610 

A.R.S. § 38-745 

29 U.S.C. §§ 2601 et seq. 

38 U.S.C. § 4303 

29 C.F.R. § 825.100 et seq. 
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Leave 

© 4-302.A Procedure - Leave - Family and Medical Leave 

The District complies with the Family and Medical Leave Act (FMLA) and will grant up to 
twelve (12) weeks of leave during a twelve (12) month period to eligible employees or 
up to twenty-six (26) weeks of military caregiver leave. 

A. Definitions 

"Academic term" means the school semester, which typically ends near the end of the 
calendar year and the end of spring each school year. 

"Child" means a biological, adopted or foster child, a stepchild, a legal ward, or a child 
of a person standing in loco parentis, who is either under age 18, or age 18 or older who 
is "incapable of self-care because of a mental or physical disability" at the time the 
FMLA leave is to commence. 

"Covered active duty" for members of a regular component of the Armed Forces, means 
duty during deployment of the member with the Armed Forces to a foreign country. For 
a member of the Reserve components of the Armed Forces, duty means during the 
deployment of the member with the Armed Forces to a foreign country under a federal 
call or order to active duty in support of a contingency operation, in accordance with 29 
C.F.R. § 825.102. 

"Covered service member" is a current member of the Armed Forces, including a 
member of the National Guard or Reserves, who is receiving medical treatment, 
recuperation or therapy, or is in outpatient status or on the temporary disability retired 
list for a serious injury or illness. 

"Instructional employees" are those whose principal function is to teach and instruct 
students in a class, a small group, or an individual setting. This term includes not only 
teachers, but also athletic coaches, driving instructors, and special education assistants 
such as signers for the hearing impaired. It does not include teacher assistants or aides 
who do not have as their principal job actual teaching or instructing, auxiliary personnel 
such as counselors, psychologists, or curriculum specialists, cafeteria workers, 
maintenance workers, or bus drivers. 

"Key employee" is a salaried, FMLA-eligible employee who is among the highest paid 
ten percent (10%) of all the employees employed by the employer within seventy-five 
(75) miles of the employee's worksite. 

"Next of kin of a covered service member" is the nearest blood relative, other than the 
covered service member's spouse, parent or child in the following order of priority: blood 
relatives who have been granted legal custody of the service member by court decree 
or statutory provisions, brothers and sisters, grandparents, aunts and uncles, and first 

http://redirector.microscribepub.com/?cat=cfr&loc=us&id=29&spec=825.102
http://redirector.microscribepub.com/?cat=cfr&loc=us&id=29&spec=825.102


cousins, unless the covered service member has specifically designated in writing 
another blood relative as the covered service member’s nearest blood relative for 
purposes of military caregiver leave under the FMLA. 

"Parent" means a biological, adoptive, step or foster father or mother, or any other 
individual who stood in loco parentis to the employee when the employee was a child. 
This term does not include parents "in-law." 

"Qualifying exigency" includes short-notice deployment, military events and activities, 
child care and school activities, financial and legal arrangements, counseling, rest and 
recuperation, post-deployment activities, and additional activities that arise out of active 
duty, provided that the employer and employee agree, including agreement on timing 
and duration of the leave. 

"Serious health condition" means an illness, injury, impairment, or physical or mental 
condition that involves inpatient care or continuing treatment by a health care provider. 
This can include conditions with short-term, chronic, long-term or permanent periods of 
incapacity. 

"Serious injury or illness" is one that is incurred by a service member in the line of duty 
on active duty that may cause the service member to be medically unfit to perform the 
duties of the service member’s office, grade, rank or rating. A serious injury or illness 
also includes injuries or illnesses that existed before the service member's active duty 
and that were aggravated by service in the line of duty on active duty. 

"Spouse" means a husband or wife as defined or recognized in the state where the 
individual was married and includes individuals in a common law or same-sex marriage. 
Spouse also includes a husband or wife in a marriage that was validly entered into 
outside of the United States, if the marriage could have been entered into in at least one 
state. 

B. Eligibility 

To be eligible for leave under this Procedure, employees must meet the following 
requirements: 

1. Have worked at least twelve (12) months for the District; 
2. Have worked at least 1,250 hours for the District during the twelve (12) 

months immediately preceding the date the leave would commence; and 
3. Be employed by at a worksite where fifty (50) or more employees are 

employed by the District within seventy-five (75) miles of that worksite. 

C. Reasons for Leave 

To qualify as FMLA leave under this Procedure, the leave must be for one of the 
following reasons: 



1. The birth of a child or placement of a child with the employee for adoption 
or foster care. 

2. To care for a spouse, child or parent who has a serious health condition. 
3. For a serious health condition that makes the employee unable to perform 

the essential functions of the employee's job. 
4. For any qualifying exigency arising out of the fact that a spouse, child or 

parent is a military member on covered active duty or on call to covered 
active duty status. 

5. To care for a covered service member with a serious injury or illness. 

D. Amount of Leave 

An eligible employee may take up to twelve (12) weeks of FMLA leave during any 
twelve (12) month period. The District will measure the twelve (12) month period as a 
rolling (12) month period measured backward from the date an employee uses any 
leave under this policy. Each time an employee takes leave, the District will compute the 
amount of FMLA leave the employee has taken in the last twelve (12) months and 
subtract it from the twelve (12) weeks of available leave, and the balance remaining is 
the amount the employee is entitled to take at that time. 

An eligible employee can take up to twenty-six (26) weeks for the FMLA military 
caregiver leave during a single twelve (12)-month period. The single twelve (12) month 
period for military caregiver leave begins on the first day the employee takes leave for 
this reason and ends twelve (12) months later, regardless of the twelve (12) month 
period established by the District for other FMLA leave reasons. 

Eligible spouses who both work for the District may only take a combined total of twelve 
(12) weeks of leave for the birth of a child, adoption or placement of a child in foster 
care, or to care for a parent (but not a parent "in-law") with a serious health condition. 
Both may only take a combined total of twenty-six (26) weeks of leave to care for a 
covered injured or ill service member (if each spouse is a parent, spouse, child or next 
of kin of the service member). 

E. Intermittent Leave or a Reduced Work Schedule 

Employees may take FMLA leave in one consecutive block of time, may use the leave 
intermittently (take a day periodically when needed over the year) or, under certain 
circumstances, may use the leave to reduce the workweek or workday, resulting in a 
reduced hour schedule. In all cases, the leave may not exceed a total of twelve (12) 
workweeks (or twenty-six (26) workweeks to care for an injured or ill service member) in 
a twelve (12) month period. 

The District may temporarily transfer an employee to an available alternative position 
with equivalent pay and benefits if the alternative position would better accommodate 
the intermittent or reduced schedule, in instances when leave for the employee or 
employee's family member is foreseeable and for planned medical treatment, including 



recovery from a serious health condition or to care for a child after birth or placement for 
adoption or foster care. 

For the birth, adoption or foster care of a child, the District and the employee must 
mutually agree to the schedule before the employee may take the leave intermittently or 
work a reduced-hour schedule. Leave for birth, adoption or foster care of a child must 
be taken within one (1) year of the birth or placement of the child. 

When leave is needed for planned medical treatment, the employee must make a 
reasonable effort to schedule treatment so as not to unduly disrupt the District's 
operations. 

F. Special Rules for Instructional Employees 

The District may require instructional employees who request intermittent leave or a 
reduced leave schedule to take leave of a particular duration or to transfer temporarily 
to an alternative position as permitted under the FMLA. The District may require an 
instructional employee who requests leave at the end of an academic term to extend the 
leave. 

G. Employee Notice Requirement 

All employees requesting FMLA leave must provide verbal or written notice of the need 
for leave to their supervisor, the department manager or human resources manager. 

1. When the need for the leave is foreseeable, the employee must provide the 
District with at least thirty (30) calendar days' notice. 

2. When an employee becomes aware of a need for FMLA leave fewer than 
thirty (30) days in advance, the employee must provide notice of the need 
for the leave either the same day the need for leave is discovered or the 
next business day. 

3. When the need for FMLA leave is not foreseeable, the employee must 
comply with the District's usual and customary notice and procedural 
requirements for requesting leave, absent unusual circumstances. 

Within five (5) business days after the employee has provided this notice, the human 
resources manager will complete and provide the employee with a notice of eligibility 
and rights and request a medical certification or other supporting documentation as 
necessary. 

H. Designation of FMLA Leave 

Within five (5) business days after the employee has submitted the required certification 
or other documentation, the human resources manager will complete and provide the 
employee with a written response to the employee's request for FMLA leave. 



I. Employee Status and Benefits During Leave 

The District will continue an employee's health benefits during the leave period at the 
same level and under the same conditions as if the employee was continuously at work. 

While on paid leave, the District will continue to make payroll deductions to collect the 
employee's share of insurance premiums. 

While on unpaid leave, the employee must continue to make this payment, either in 
person or by mail. The payment must be received in the accounting department by the 
15th day of each month. If the payment is more than thirty (30) calendar days late, the 
employee's health care coverage may be dropped for the duration of the leave. The 
District will provide at least fifteen (15) calendar days' notification prior to the employee's 
loss of coverage. 

If the employee chooses not to return to work for reasons other than a continued 
serious health condition of the employee or the employee's family member or a 
circumstance beyond the employee's control, the District may require the employee to 
reimburse the District for the amount it paid for the employee's health insurance 
premium during the leave period. 

If the employee contributes to a life insurance or disability plan, the District will continue 
making payroll deductions while the employee is on paid leave. 

If the employee contributes to a life insurance or disability plan and the employee is on 
unpaid leave, the employee may request continuation of such benefits and pay the 
employee’s portion of the premiums, or the District may elect to maintain such benefits 
during the leave and pay the employee's share of the premium payments. If the 
employee does not continue required payments, the District will discontinue coverage 
during the leave. If the District maintains coverage, the District may recover the costs 
incurred for paying the employee's share of any premiums, whether or not the employee 
returns to work. 

J. Employee Status After Leave 

An employee who takes FMLA leave may be asked to provide a fitness for duty 
clearance from a health care provider. This requirement will be included in the District's 
response to the FMLA request. Generally, an employee who takes FMLA leave will be 
able to return to the same position or a position with equivalent status, pay, benefits and 
other employment terms. The position will be the same or one that is virtually identical in 
terms of pay, benefits and working conditions. The District may choose to exempt 
certain key employees from this requirement and not return them to the same or similar 
position when doing so will cause substantial and grievous economic injury to business 
operations. Key employees will be given written notice at the time FMLA leave is 
requested of the employee's status as a key employee. 



K. Use of Paid and Unpaid Leave 

An employee who is taking FMLA leave because of the employee's own serious health 
condition or the serious health condition of a family member must use all accrued but 
unused paid leave prior to being eligible for unpaid leave, subject to applicable law and 
Board Policy. Sick or general leave may run concurrently with FMLA leave if the reason 
for the FMLA leave is covered by the District's established sick or general leave policy. 

Leave for the birth of a child and for an employee's serious health condition, including 
workers' compensation leave (to the extent that worker's compensation leave qualifies), 
will be designated as FMLA leave and will run concurrently with FMLA. The employee 
will be required to substitute all accrued but unused paid leave prior to being eligible for 
unpaid leave, subject to applicable law and Board Policy. An employee who is taking 
leave for the adoption or foster care of a child must use all accrued but unused paid 
leave prior to being eligible for unpaid leave, subject to applicable law and Board policy. 

An employee who is using military FMLA leave for a qualifying exigency must use all 
accrued but unused paid leave prior to being eligible for unpaid leave, subject to 
applicable law and Board policy, prior to being eligible for unpaid leave. An employee 
using FMLA military caregiver leave must also all accrued but unused paid leave prior to 
being eligible for unpaid leave prior to being eligible for unpaid leave, subject to 
applicable law and Board policy. 

L. Intent to Return to Work from FMLA Leave 

The District may require an employee on FMLA leave to report periodically on the 
employee's status and intent to return to work. 

M. Retaliation Prohibited 

No District employee shall interfere with, restrain, or deny the exercise of any right 
provided under FMLA. Employees may not discriminate against any individual for 
exercising any rights protected under FMLA. 
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Leave 

© 4-302.B Procedure - Leave - Earned Paid Sick Time 

The District grants all employees who are not eligible for sick leave up to forty (40) 
hours of earned paid sick time ("EPST") per fiscal year.  EPST is provided to non-
regular employees such as substitute teachers, temporary workers and other 
employees who are not issued a work agreement. 

A. Definition 

"Family members" means the employee's spouse or registered domestic partner, 
children (regardless of age), parents, grandparents, grandchildren and siblings. Family 
members includes those family relations resulting from adopting, foster care, step-
relationships, legal guardianships, domestic partnerships, through marriage or loco 
parentis status. Family member also includes any other individual related by blood or 
affinity whose close association with the employee is the equivalent of a family 
relationship. 

B. Accrual 

 EPST is provided to non-regular employees such as substitute teachers, temporary 
workers and other employees who are not issued a work agreement. EPST will be 
provided and available for use upon completion of ninety (90) calendar days of 
employment. EPST is paid at the employee's regular rate of pay. EPST may be used in 
the smaller of hourly increments or the smallest increment that the District's payroll 
system uses to account for absences or use of other time. Accrual begins on the date of 
hire. 

Employees accrue EPST of one (1) hour for every thirty (30) hours worked. 

A maximum of forty (40) hours of unused EPST will be rolled over into the following year 
into the employee's paid time off leave bank. 

Unused EPST will not be compensated at the time of separation. 

Employees who are rehired within nine (9) months of separation will have their prior 
bank of unused EPST reinstated. 

EPST does not count towards the calculation of overtime. 

C. Covered Usage 

EPST may be used for time off for the following reasons: 



1. An employee's mental or physical illness, injury or health condition; an 
employee's need for medical diagnosis, care, or treatment of a mental or 
physical illness, injury or health condition; an employee's need for preventive 
medical care; 

2. Care of a family member with a mental or physical illness, injury or health 
condition; care of a family member who needs medical diagnosis, care, or 
treatment of a mental or physical illness, injury or health condition; care of a 
family member who needs preventive medical care; 

3. Closure of the employee's work location by order of a public official due to a 
public health emergency or an employee's need to care for a child whose 
school or place of care has been closed by order of a public official due to a 
public health emergency, or care for oneself or a family member when it has 
been determined by the health authorities having jurisdiction or by a health 
care provider that the employee's or family member's presence in the 
community may jeopardize the health of others because of the employee's or 
family member's exposure to a communicable disease, whether or not the 
employee or family member has actually contracted the communicable 
disease; or 

4. Absence necessary due to domestic violence, sexual violence, abuse or 
stalking, provided the leave is to allow the employee to obtain for the 
employee or the employee's family member: 
a. Medical attention needed to recover from physical or psychological injury 

or disability caused by domestic violence, sexual violence, abuse or 
stalking; 

b. Services from a domestic violence or sexual violence program or victim 
services organization; 

c. Psychological or other counseling; 
d. Relocation or taking steps to secure an existing home due to the 

domestic violence, sexual violence, abuse or stalking; or 
e. Legal services, including but not limited to preparing for or participating 

in any civil or criminal legal proceeding related to or resulting from the 
domestic violence, sexual violence, abuse or stalking. 

D. Notice 

Employees must provide reasonable advance notice to their supervisors of intent to use 
EPST. Employees shall provide advance notice by providing notification to their direct 
supervisor or to the building administrator in the manner required for any absence from 
work. 

If the absence is unforeseeable, employees must contact their supervisor as soon as 
possible, preferably no later than one (1) hour before an employee's scheduled start 
time. When possible, the notification should include the expected duration of the 
absence. 



An employee seeking to use or using three (3) or more consecutive workdays of EPST 
may be required to provide documentation, such as a doctor's note, to verify the need 
for absence and qualification for EPST. Employees shall not be required to provide any 
details concerning the health condition or domestic violence incident for the employee 
or the family member. 

E. Record Keeping 

The District will maintain records of hours worked, wages paid, and EPST paid for four 
(4) years. 

F. Discrimination and Retaliation Prohibited 

The District prohibits any discrimination or retaliation against an employee for lawful 
exercise of EPST rights. Employees shall not be disciplined for the lawful use of EPST, 
but once EPST has been exhausted, the District shall follow its typical protocol for any 
absence without leave. 

Any employee has the right to file a complaint with the Industrial Commission of Arizona 
if EPST as required by statute is denied by the District or the staff member is subjected 
to retaliation for requesting or taking EPST. 
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Leave 

© 4-302.C Procedure - Leave – Sick leave 

Sick leave should be approved in advance whenever possible. Sudden illness that 
results in absence must be reported to the employee's supervisor as early as possible. 
Family and Medical Leave taken is subject to the requirements and procedures set forth 
therein. 

Should there be reason to believe that sick leave is being abused, the employee's 
supervisor may require verification of illness by means of a physician's statement or 
through other appropriate methods. If it is determined by the District that sick leave is 
being abused, such sick leave benefits shall be reduced or terminated with respect to 
that occurrence immediately. 

The Human Resources Department shall periodically review sick leave usage and 
submit reports to supervisors. 

Illness during Authorized Holiday 

If an authorized holiday falls within a period of absence caused by illness, sick leave for 
the holiday period will not be charged to an employee. It is the responsibility of the 
employee to report such illness to the immediate supervisor. 

Federal policy, when in conflict with this procedure, shall apply to staff members who 
are employed under federal regulations. 

Family Illness; Quarantine 

Family Illness: 

With approval by the principal or the supervisor, an employee may be absent because 
of illness in the family (family to be defined by the employee) provided that such 
absence shall be deducted from the employee's sick leave. 

At an employee's option, paid sick leave for family illness may be substituted for all or a 
portion of otherwise unpaid family and medical leave taken by an eligible employee to 
care for a spouse, child or parent with a serious health condition pursuant to the Family 
and Medical Leave Act. Such substitution is not subject to principal or supervisor 
approval. 

Should there be reason to believe that absence due to family illness is being abused, 
the employee's supervisor may require verification of illness by means of a physician's 
statement or through other appropriate methods. If it is determined that the absence 
due to family illness if being abused, such sick leave benefits shall be reduced or 
terminated with respect to that occurrence immediately. 



Quarantine: 

In case of absence due to quarantine, the employee may receive full pay to the extent 
of all earned sick leave. Once all accumulated leave is exhausted, an employee who 
remains under quarantine will be granted leave of absence without pay for the duration 
of the quarantine. 

Substitute 

The Human Resources Department is called to make provision for a substitute as may 
be needed. 

Sick Leave Buyback – Certificated Staff 

 

If one (1) year notice is not provided, the District reserves the right to delay the payment until 
budget capacity is available. 

 
 

Hired before 
1/1/1984 

 
Hired on or after 1/1/1984 
but before 7/1/1998 

 
Hired on or after 7/1/1998 
with at least 7 years of 
service 

 
Retiring 
 
Certified, 
Professional 
Non-Teaching 
and 
Administration 

 
Maximum of 
$144.74 
per day 

 
Maximum of $144.74 per 
day, up to 150 days, or 
accrued days at 6/30/1998, 
whichever is greater 

 
$85 per day at the time of 
separation, up to 100 days 



 
Separating 
Without Retiring 
 
Certified, 
Professional 
Non-Teaching 
and 
Administration 

 
Maximum of 
$144.74 
per day 

 
$110 per day up to 150 
days, or accrued days at 
6/30/1998, whichever is 
greater 

 
$42.50perday, up to 100 
days 

 

Sick Leave Buyback – Support Staff  

If one (1) year notice is not provided, the District reserves the right to delay the payment 
until budget capacity is available. 

  
Hired before 1/1/1984 

 
Hired on or after 
1/1/1984 but 
before 7/1/1998 

 
Hired on or after  
7/1/1998 with at 
least 7 years of 
service 

 
Retiring 
 
Classified 

 
Daily rate of  pay, not to 
exceed $144.74 per 
day 

 
Daily rate of pay, 
not to exceed 
$144.74 per day, 
up to 150 days 

 
$85 per day at the time 
of separation, up to 100 
days 

 
Separating 
Without 
Retiring 
 
Classified 

 
Daily rate of pay, not to 
exceed $144.74 per 
day 

 
$55 per day, or 
daily rate of pay, 
whichever is 
lower, up to150 
days, or accrued 
days at 
6/30/1998, 
whichever is 
greater 

 
$42.50 per day, up to 
100 days 

 



There is no sick leave payout for employees with less than seven (7) years of service at 
time of separation. 

For questions regarding sick leave payout, please contact a Payroll Specialist. 

  



4-302.D Procedure - Leave – Personal Leave 

The following procedure will apply when requesting and utilizing personal leave days: 

A. The employee must request this leave in writing for approval by the principal or 
immediate supervisor. A written response to a personal leave request will be 
issued as soon as possible. 

B. If multiple requests are received simultaneously, any remaining site allocations 
for personal leave will be determined by lottery. An administrator and a neutral 
certificated staff member must be present at the lottery drawing. 

C. A written record of this leave will be confidentially maintained at each 
school/department for verification of exact leave days taken for forty-five (45) 
days, after which, the record will be destroyed. 

D. The written record shall specify the day(s) of absence so that arrangements may 
be made for an appropriate substitute, and written notification denoting the 
absent employee, date(s), and name of substitute shall be delivered to the 
human resources division. 

Deductions upon Exhaustion of Personal Leave 

A nonexempt (hourly) staff employee will not be paid for hours that such employee is 
absent from work on personal business, once such employee has exhausted the 
employee's total allotted paid personal leave. 

When an exempt (salaried) staff employee has exhausted the employee's total allotted 
paid personal leave, the District may deduct pay from such employee's salary for the 
time of the employee's absence in excess of the employee's allotted paid personal 
leave. 

  



4-302.E Procedure - Leave – Sabbatical Leave 

Sabbatical leave may be granted only for the purpose of permitting continuation of the 
professional education of an administrator or certificated teacher, which is hereby defined as 
including (a) study and (b) travel and observation, and/or experience. 

 

Sabbatical Leave of Absence for Purpose of Study 

 

An employee applying for sabbatical leave of absence for the purpose of study must comply 
with the following: 

 

A. Along with the written application for sabbatical leave, an outline of the proposed course 
work must be submitted. The employee must enroll as a full-time student working toward 
an advanced degree or certificate. Said application and outline must be submitted to the 
associate to the director of human resources for review by the committee members. 

B. At the beginning of each semester the employee must submit evidence of registration in 
an approved college or university. (This evidence may be submitted in the form of a 
letter from the registrar or the registration card from the school.) Proof of registration 
must be submitted to the Governing Board through the office of the Superintendent or 
the Superintendent's designee. Any change of study program must be submitted to the 
Superintendent or the Superintendent's designee at the time said change occurs. 

C. At the conclusion of each semester, the employee granted sabbatical leave shall 
produce evidence of the work completed during the semester through the office of the 
Superintendent or the Superintendent's designee. 

D. At the conclusion of the leave of absence, a written report shall be submitted to the 
Governing Board through the office of the Superintendent or the Superintendent's 
designee. This report should be an overview of the program of study and detail how the 
benefits derived can be applied to school programs or to the benefit of students. 

Sabbatical Leave for Purpose of Travel and Observation and/or Experience 

 

An employee applying for sabbatical leave of absence for the purpose of travel and observation 
and/or experience shall comply with the following: 

 

A. Upon application for sabbatical leave of absence for the purpose of travel, the employee 
shall submit an itinerary of the proposed trip outlining the area(s) and/or program(s) that 
will constitute the main purpose of the travel during the period covered by the leave of 
absence. Said itinerary and outline must be submitted to the director of human 
resources for review by the committee members. 

B. Each month during the leave of absence the employee shall submit to the Board, 
through the office of the Superintendent or the Superintendent's designee, a letter 



detailing the progress of the employee's travel up to that period of time, along with 
accompanying verification of attendance and/or participation in program(s) by a school 
principal, professor, program director, etc. Any change in itinerary must be submitted at 
that time. 

C. The employee shall visit and observe an average of one (1) school a month during the 
sabbatical leave and shall observe in said school a minimum of two (2) different 
programs and/or classrooms using innovative techniques, if applicable, for a period of 
not less than two (2) four (4)-hour days of attendance in each program and/or 
classroom. 

D. The employee shall visit places of educational interest such as museums and historical 
sites; observe various cultural forms of art, music, dance, etc.; seek out programs that 
have achieved national or world recognition in education; and gather materials and take 
notes and pictures from which a course outline will be prepared for consideration by the 
District for future instructional programs and from which an in-service training program 
may be presented to other staff members. 

E. At the conclusion of the leave of absence, the employee shall submit a written report to 
the Board through the office of the Superintendent or the Superintendent's designee. 
This report will consist of an overview of the travel program, detailing the benefits  
derived  therefrom and how they can be applied to benefit fellow staff members, school 
programs, and the students. 

 

  



4-302.F Procedure - Leave – Vacation Leave 

Employees shall earn vacation leave as per Policy 4-302. 

All vacation leaves are to be approved in advance, with notification to be submitted to 
the human resources office. Vacation leave may be used in increments of not less than 
one-half (1/2) day. 

At an employee's option, accrued, paid vacation leave may be substituted, without the 
restrictions on the use thereof set forth in this policy, for all or a portion of otherwise 
unpaid family and medical leave taken by an eligible employee in accordance with the 
Family and Medical Leave Act. If an employee elects to substitute accrued, paid 
vacation leave for unpaid family and medical leave, the employee need only comply 
with the notice requirements set forth in this policy, and not with the more stringent 
notice and certification requirements set forth in the Family and Medical Leave Act, 
unless the employee's paid leave period is followed by a period of unpaid family and 
medical leave. 

Vacation Leave during Summer Work Schedule 

During a Superintendent-approved summer work schedule, when eligible certificated 
staff members are working ten (10) hours per day, four (4) days per week, vacation may 
be used in increments of not less than one-quarter (1/4) day. 

Accumulation of Unused Vacation 

Up to forty (40) unused vacation days may be accumulated and carried forward from 
one (1) vacation year to the next. The amount of vacation time carried forward, plus that 
earned during the current year, will constitute the total number of days of vacation 
accrued by the employee at any given time. 

Transfer of Unused Vacation 

If the employee is unable to use earned vacation time and stands to lose vacation as a 
result of work commitments, with the approval of the Superintendent or the 
Superintendent's designee the accrued vacation days in excess of that allowed by 
policy will be transferred to accumulated sick leave days. 

The transfer of excess vacation to sick leave accrual for the Superintendent shall 
require the approval of the Governing Board. 

Holiday Leave 

Administrative and certificated and other teaching employees, other than substitute staff 
members, are eligible for paid holiday leave. 



Employees earning twenty (20) days of vacation annually will observe the holiday 
schedules of the open facilities. 

For Support Staff 

Vacation Leave 

Fiscal-year eligibility: 

A. Career and short-term staff members employed twenty (20) hours per week or 
more on a fiscal year basis are eligible to earn, and use, paid vacation leave. 

B. Career and short-term staff members employed for less than twenty (20) hours 
per week, and temporary employees, are not eligible for paid vacation time. 

Computation of vacation: 

A. Computation of earned paid vacation working days is based upon a full- time 
eight (8)-hour day. An eligible employee working on any other schedule will be 
credited a number of paid vacation days that does not exceed the maximum 
allowed hours of paid vacation each year as set forth in Policy GDD. 

B. Eligible employees scheduled to work less than full time earn vacation time each 
year at the ratio that the number of hours scheduled bears to full-time 
employment. 

Eligibility adjustment: 

Eligible employees shall not earn paid vacation: 

1. Within a period of extended military leave. 
2. Within a period of leave of absence without pay. 

Automatic accrual: 

A. One (1) day of vacation leave will be "earned" by the fifteenth (15th) day of 
each month up to the limit of the accrual allowed eligible employees. To earn 
one (1) day of vacation leave, an employee must work or be on paid leave for 
at least seventy-five percent (75%) of the regularly scheduled working days in 
the calendar month. 

B. To ensure that the computer method used does not constitute a gift of public 
funds at any time, the payroll department will be responsible for making 
upward and downward adjustments as needed depending upon the 
employment anniversary date of the individual employee. 

 

 



Academic year: 

A. Employees regularly employed on an academic-year basis shall not come under 
the provisions of this regulation by virtue of working during the summer session 
or on a wage basis for special-projects work. 

B. Adjustments in service dates will be made by the human resources division upon 
eligibility requirements. 

Scheduling and approval of leave: 

Supervisors are responsible for scheduling and approving the leave of their staff 
members prior to actual absences. The signature of the supervisor on time reports of 
staff members constitutes approval of vacation leave. 

Leave during holidays: 

Vacation will not be charged when official District holidays occur during a period of 
authorized absence and the absence was scheduled prior to the holiday. 

Holiday pay: 

Holiday pay is the payment an employee would have received had the day not been a 
holiday. 

Minimum allowance: 

Partial days of vacation will not be authorized in less than four (4)-hour increments, 
unless the employee is working the summer work schedule (four [4] days per week and 
ten [10] hours per day). In this case, employees may use vacation leave in increments 
of no less than one-half (1/2) hour. 

Recording of leave: 

All absences of staff members are to be recorded on official time records. 

Reimbursement for leave upon termination: 

If an employee entitled to vacation benefits resigns, retires, is discharged, or dies, the 
employee or the employee's designated beneficiary as recorded on the State 
Retirement enrollment shall be paid for accumulated vacation time. Separation vacation 
payment shall be calculated at the employee's current compensation rate. In no event 
will such terminal vacation pay be allowed for more vacation time than the remaining 
amount earned for one (1) year of service at the current rate of accrual plus amounts 
accrued from previous years in accordance with Policy 4-302. Terminal vacation pay is 
not to include pay or credit for holidays occurring during the terminal vacation pay dates. 



Holiday Leave 

Nonexempt full-time career and short-term staff members who are required to work on a 
holiday are entitled to receive holiday pay in addition to their regular straight time rate of 
pay for all hours worked within their standard shifts. 

Exempt full-time career and short-term staff members will receive holiday pay prorated 
on the basis of their average daily schedules, i.e., average number of hours each week. 

An employee receiving shift premium pay (shift differential) will receive the premium rate 
provided the employee is scheduled to return to the same shift upon return from the 
holiday. 

Overtime earned during holiday periods: 

Holidays taken will be considered as straight-time hours worked for the purpose 
of calculating total hours for a week in which a holiday occurs. 

Holiday pay for employees on nonpay status: 

A. Staff members on nonpay status for any reason or those who are receiving 
terminal vacation pay are not entitled to receive pay or credit for holidays. 

B. If a recognized holiday falls on a Saturday or Sunday, the first normal working 
day on which school is not in session preceding or following that Saturday or 
Sunday as determined by the District administration shall be designated a 
holiday. 

 

  



Leave 

© 4-302.G Procedure - Leave - Military Leave 

An employee who is a member of the Military Reserve or National Guard shall be 
entitled to leave of absence without loss of pay, time, or efficiency rating when engaged 
in field training. 

Any member of a federal or state uniformed service branch may request a military leave 
of absence for the duration of the service up to a period of five (5) years. 

When an employee receives notice of a need to report for military duty, the employee 
must notify the employee's supervisor and provide any orders issued. 

Under the Uniformed Services Employment Reemployment Rights Act (USERRA), any 
individual who leaves a District position to enter active duty in the Armed Forces, 
voluntarily or involuntarily, is entitled to return to the employee's job after discharge or 
release from active duty if the employee meets the following eligibility criteria: 

1. The employee holds an other than "temporary" job with the District. However, the 
job need not be classified as regular or benefits eligible. 

2. The employee leaves the District job for the purpose of going on active duty and 
gave the District notice of military duty. 

3. The employee does not remain on active duty longer than five (5) years, with 
certain exceptions as outlined by USERRA. 

4. The employee is discharged or released from active duty under honorable 
conditions. 

5. The employee applies for reemployment with the District according to the 
following schedule: 
a. If the duration of service is less than thirty-one (31) days: Within the first full 

regularly scheduled work period on the first full working day following 
completion of the period of military service that starts at least eight hours after 
the person has been safely transported from the place of military service to 
the individual's residence; 

b. If the duration of the service is more than thirty (30) calendar days but less 
than one-hundred and eighty-one (181) calendar days: Within fourteen (14) 
calendar days after the completion of the period of the military service; or 

c. If the duration of the service is more than one hundred and eighty (180) days: 
Within ninety (90) calendar days after the unconditional release from military 
service. 

The District will return the employee to work in a status as required under federal law. 
Employees shall be entitled to return to their existing position if their service is less than 
ninety-one (91) calendar days. If the period of service exceeds ninety (90) calendar 
days, the District shall return the employee to the same or like position without loss of 
benefits or rate of pay. 



If a disability has incurred in, or was aggravated during, military service, the District will 
make reasonable efforts to accommodate the disability under the provisions of 
USERRA and the Americans with Disabilities Act. 

An employee who is called up to active military duty may be eligible to receive up to 
sixty (60) months of service credit through the Arizona State Retirement System for the 
period of military call-up. (A.R.S. § 38-745.) The employer must pay both the employee 
and employer contributions if the employee returns to employment within a required 
timeframe after an honorable discharge or is hospitalized, becomes disabled, or dies 
while in service. The District is required to submit contributions based on the 
compensation the employee would have earned, along with any raises the employee 
would have received, during the period of the call-up had the employee not been called 
to active duty. 

© 2024 The Arizona School Risk Retention Trust 
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Leave 

4-302.H Procedure - Leave - Bereavement Leave 

The District understands the significant impact that a death can have on an individual or 
family. Bereavement leave is provided to support the employee during this time of grief 
and bereavement. 

Employees qualify for up to five (5) days, consecutive or non-consecutive, of paid 
bereavement leave per fiscal year following the death of an immediate  family member 
(defined in Policy 4-302) to grieve, make funeral arrangements, attend the funeral and 
burial, pay respects to the family at a wake or visitation, and probate the estate or 
execute the will. An employee who wishes to take bereavement leave should notify their 
supervisor as soon as possible. 

Questions about whether an individual employee's relationship with the deceased 
qualifies as immediate family should be discussed with the employee's supervisor who 
is responsible to obtain approval from the Associate to the Superintendent and General 
Counsel. 

The site will need to submit a personnel action request and the supervisor approve it for 
bereavement leave to be paid for the employee's absence from work. Employees are 
not required to provide documentation to support their request for bereavement leave 
unless requested by their supervisor. Fraudulent use of bereavement leave may result 
in discipline. 

Bereavement leave is calculated based on the base pay rate at the time of absence. It 
will not include addendum pay, stipends, bonuses, overtime or shift differentials. 
Bereavement leave is prorated for a part-time employee. 

 

 

 

 

 

 

 

 



4-400 Workplace Protections 

© 4-401 Discrimination Complaints 

Employees may file complaints alleging workplace discrimination or harassment based 
upon a protected class category pursuant to the following Governing Board policies: 

Policy 1-202: Equal Employment Opportunity and Non-Discrimination 

Policy 1-203: Equal Opportunity - Prohibited Sex Discrimination (Title IX) 

Adopted: 

© 2024 The Arizona School Risk Retention Trust 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4-402 Employee Grievances 

Philosophy 

Good morale is maintained by sincere efforts of all concerned persons to work toward 
constructive solutions in an atmosphere of courtesy, cooperation, and mutual respect. It 
is important that grievances be settled as efficiently and justly as possible and, 
therefore, that every effort be made to deal with grievances as expeditiously as 
possible. 

Purpose 

The purpose of this procedure is to secure, at the lowest level, equitable solutions to 
problems that may arise affecting certificated employees. All parties agree that these 
proceedings will be kept as informal and confidential as may be appropriate at any level 
of the following procedures. 

Adopted:  

Legal Authority: 

A.R.S. § 38-532 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4-402.A Procedure - Employee Grievances – Certificated Employees 
Formal Grievance Procedure 

Section I – Definitions 

Grievance: 

A. A claim by an aggrieved party that there has been a violation, misinterpretation, 
or misapplication of the terms and conditions of one or more Governing Board 
policies and procedures. The grievance procedure shall not apply to any matter 
upon which the Governing Board is without authority to act. No discretionary 
decision of the Board shall be made the subject of a grievance. 

B. A grievance may be initiated by the Association only: 

1. When the grievance applies to more than one (1) building; or 
2. When a group of certificated employees with a common claim have 

requested action. 

Aggrieved party. A certificated employee or group of certificated employees asserting a 
grievance. 

Immediate supervisor: 

A. In any school, the building principal, or principal designee/acting principal in the 
principal's absence. 

B. In any department, the program administrator or designee/acting administrator in 
the administrator's absence. 

C. If the certificated employee serves more than one (1) school, the immediate 
supervisor shall be the supervisor with whom the grievance has been filed. 

D. If the certificated employee is not assigned to an individual school, the immediate 
supervisor shall be the administrator by whom the certificated employee is 
evaluated. 

Superintendent. The Superintendent of Amphitheater Unified School District or the 
Superintendent's designee. 

Board. The Governing Board of the Amphitheater Unified School District. 

Association. The Amphitheater Education Association. 

Representative. A person who serves as an observer or as an individual to present the 
viewpoints of a party to ask questions of any party involved in the grievance. 

Time limits. The number of days indicated at each step shall be considered a maximum, 
and every effort will be made to expedite the process. The term days when used in this 



regulation, unless otherwise indicated, shall mean working school days. The time limits, 
however, may be extended by mutual agreement. 

Good Cause. Good cause shall include, but not be limited to personal illness requiring 
absence from work; bereavement leave; leave scheduled prior to the onset of timelines 
for each specific level; personal emergency requiring absence or early departure from 
work; civil disturbance. 

FMCS. Federal Mediation and Conciliation Service. 

Section II - General Provisions 

The aggrieved party must indicate, at each level of the procedure, who will accompany 
or represent the aggrieved party. The aggrieved party has the right to pursue a 
grievance as an individual with no participation by the Association. This party may 
pursue all levels individually, with all rights and responsibilities accorded. 

No grievance shall be recognized by the Board or the Association unless it has been 
initiated at the lowest level within thirty (30) school days after the occurrence of the act 
or condition upon which the grievance is based. 

Upon request by the aggrieved party, the Association may be present at all hearings 
and may have access to documentation on grievance proceedings. 

Upon request by the person against whom the grievance is filed, District representation 
may be present at all hearings and may have access to documentation on grievance 
proceedings. 

If the Association brings a class-action grievance, the grievance may be initiated at 
Level Two. 

Promotions, salaries, performance evaluations, and discrimination cases are not subject 
to grievance. 

If a grievance is filed on or after May 1, the parties agree to make a good-faith effort to 
reduce the time limits so that the grievance procedure may be exhausted prior to the 
end of the school term or as soon thereafter as is practicable. 

If a grievance is filed so that sufficient time cannot be provided before the last day of the 
school term and it should be necessary to pursue the grievance to higher levels of 
appeal, then said grievance shall be resolved the following September, unless the 
parties mutually agree to proceed without delay. 

Upon selection and certification by the Association, the Board shall recognize one (1) or 
more grievance representatives in each building and an Association grievance 
committee. 



Technical rules of evidence shall not apply at any stage of these grievance proceedings. 

Reprisals shall not be taken against any participant in the grievance procedure by 
reason of such participation. 

Except upon extension of time limits for good cause or by mutual agreement of the 
parties, the failure at any level in this procedure to communicate a decision in writing, as 
required, within the specified time limit shall be deemed a denial of the grievance and 
shall permit the aggrieved party to proceed to the next level in the grievance procedure. 
The failure at any level in this procedure to appeal a grievance to the next level within 
the specified time limit shall be deemed to be an acceptance of the decision rendered at 
that level, and the aggrieved party shall forfeit any further right to appeal. 

Grievance forms are provided and their use is required, to assure uniformity among 
grievances and to avoid confusion. 

Section III - Grievance Procedure 

Informal procedure. If an individual certificated employee, or group of certificated 
employees, believes that there are grounds for a grievance, the individual, group, or the 
Association grievance representative shall submit written notification to the appropriate 
supervisor that clearly states that a grievance at the informal level has been initiated. 
Involved parties must meet and make an effort to resolve the problem within five (5) 
working days. The immediate supervisor need not be present unless requested by the 
parties involved. 

Formal procedure: 

A. Level One. Immediate supervisor: 

1. If the aggrieved party is not satisfied with the outcome of the informal 
procedure and wishes to continue processing the grievance, the aggrieved 
party shall present the grievance formally in writing to the immediate 
supervisor within five (5) days. 

2. The immediate supervisor shall, within five (5) days after receipt of the 
grievance, render a written decision to the aggrieved party. 

Level Two. Superintendent: 

A. If the aggrieved party is not satisfied with the decision made at Level One, the 
aggrieved party and/or the Association grievance representative, with the 
consent of the aggrieved party, may, within seven (7) days following the decision, 
file the grievance with the Superintendent. The Superintendent shall, within ten 
(10) days of receipt of the written grievance, meet with the aggrieved party and 
other appropriate persons for the purpose of resolving the grievance. 



B. The Superintendent shall, within seven (7) days after this meeting, render a 
decision in writing to all parties in interest. 

Level Three. Impartial advisory mediation: 

A. If the aggrieved party is not satisfied with the disposition of the grievance at Level 
Two, the aggrieved party may, within five (5) days after receipt of the decision 
rendered, submit a written request to the Superintendent that the grievance be 
submitted to the FMCS for mediation. If the aggrieved party has requested the 
participation of the Association in the grievance procedure, the request for 
mediation must be approved by the Association. 

B. Within five (5) days after the Superintendent's receipt of the notice requesting 
mediation, the aggrieved party and/or the Association and the Superintendent 
shall jointly file a request for mediation with the FMCS. 

C. The mediator shall have the authority to hold hearings and make procedural rules 
as deemed proper. All parties will be governed by FMCS rules. 

D. The mediator's recommendation shall be submitted in writing to the aggrieved 
party and/or the Association, the Board, and the Superintendent within ten (10) 
days of the final hearing. 

E. All costs for mediation shall be shared equally by the Board and  the aggrieved 
party. 

Level Four. Governing Board: 

A. If the aggrieved party and/or the Association decides to waive participation by a 
mediator, the grievance may be moved directly to Level Four by submitting a 
written request to the Superintendent, within five (5) days after receipt of the 
decision rendered at Level Two, to have the grievance placed on the Board 
agenda. 

B. If the Level Two grievance is unresolved in mediation, the aggrieved party and/or 
the Association may, within five (5) days after receipt of the mediator's 
recommendation, submit written notification to the Superintendent requesting 
review of the grievance by the Board. 

C. The Board shall take official action within twenty-one (21) days after receipt of 
the mediator's recommendation, or within twenty-one (21) days of receiving the 
aggrieved party's and/or Association's request to move directly from Level Two to 
Level Four. 

D. The Board shall, in compliance with the open-meeting laws, schedule a meeting 
for the purpose of resolving the grievance. The meeting shall be informal and 
expeditious, in the manner directed by the Board. The Board shall decide the 
nature and extent of the proceedings and whether testimony or other new 
evidence will be accepted. 

E. The Board decision shall be rendered in writing to all parties of interest. 
F. The decision of the Board shall be final. 



Withdrawal of a grievance. A grievance may be withdrawn at any level without prejudice 
and without further record thereof, upon agreement of all concerned parties. A 
grievance that has been withdrawn may not be reopened without the consent of all 
concerned parties and the Superintendent.  



4-402.B Procedure - Employee Grievances – Support Staff Formal 
Grievance Procedure 

Definition 

A grievance shall mean a claim by an aggrieved support staff employee who has 
successfully completed a four (4) month probationary period that the employee has 
been treated inequitably by reason of any act or condition that is contrary to established 
Governing Board policy. A grievance must be filed no later than thirty (30) working days 
after the incident. 

Exceptions: 

A. Merit increases, rates of pay, promotions, performance ratings, oral or written 
reprimands, and letters of counseling are not subject to grievance under this 
policy, since they are determined by supervisors on the basis of performance. 

B. Discrimination claims based on gender, sexual orientation, race, color, creed, 
religion/religious beliefs, age, disability, political beliefs/affiliations, marital 
status, citizenship status, national origin, home language, family, social or 
cultural background are not affected by the probation period and may be filed 
at any time by any staff member. 

As a matter of District policy, every effort will be made to resolve a grievance through 
informal discussions within departments. The supervisor or appropriate associate 
superintendent or associate to the Superintendent are responsible for objectively 
considering a grievance and for responding to the aggrieved staff member on a timely 
basis. By the same token, the staff member is responsible for giving the department 
head and supervisor the opportunity to resolve a grievance on an informal basis before 
carrying it beyond the department level. 

When a grievance cannot be settled informally, a staff member is entitled to further 
consideration of the grievance as set forth in the regulations. 

Mediation 

The appropriate associate superintendent or associate to the Superintendent will assist 
in resolving a grievance by serving as an impartial mediator. Mediation may be 
requested at the commencement of Step Two and any time thereafter by either party 
and will serve to suspend time limits prescribed in the regulation. A requested variance 
in the specific time limits must be submitted  to the appropriate associate 
superintendent or associate to the Superintendent for action prior to the expiration of the 
stated time limit, if possible. 

Time Extensions 



The time limits specified in the grievance regulation may be extended by agreement of 
all interested parties. If an investigation causes delay, the aggrieved will be advised in 
writing. However, the number of days indicated at each level should be considered a 
maximum, and every effort should be made to expedite the process. 

Academic-year employees. If a grievance is filed so that sufficient time as stipulated 
under all levels of the procedure cannot be provided before the last day of school, then 
said grievance shall be resolved in the new school term in September next, unless the 
parties mutually agree to proceed without delay. 

Group Grievances 

When employees have a common grievance, any such group of aggrieved persons, 
upon their request, may initiate a group grievance. Individuals filing a group grievance 
shall follow the procedures outlined in the grievance regulation, commencing with the 
Step One, Part 1 (informal). 

Flow Chart and Timelines 

Employees filing grievances should refer immediately to the Staff Grievance Procedure 
Flow Chart, and Staff Grievance Procedure Timelines for an overview of the steps that 
must be taken and the time lines allowed. 

Representation 

At any time during the grievance procedure, the aggrieved may choose to be 
accompanied by a representative. 

Rules of Evidence 

Technical rules of evidence do not apply at any proceedings or hearings that take place 
pursuant to any of the policies or regulations of the District. (The waiving of technical 
rules of evidence allow all parties involved more freedom of action and, thus, the parties 
are not limited by restraints found in legal proceedings or hearings. This grievance 
procedure, therefore, is a quasi-legal procedure rather than a legal procedure such as 
that which would be found in a court of law.) 

Withdrawal of Grievance 

A grievance may be withdrawn at any level, and such withdrawal will not have any 
adverse effect upon the aggrieved. Further, all record of the grievance will be destroyed. 
A grievance that has been withdrawn shall not be reopened. 

 

 



Step One - The Immediate Supervisor 

Part 1 - Informal: 

A. A staff member who has a perceived grievance shall first discuss it with the 
immediate supervisor in an effort to resolve the problem informally. The 
informal grievance shall not be in writing, and neither party shall be 
represented. 

B. The immediate supervisor shall consider the facts and shall grant, deny, or 
negotiate a modification of the request within two (2) working days. If the 
requested relief is not within the immediate supervisor's authority, the 
supervisor shall inform the aggrieved and deny the grievance on that ground. 

Part 2 - Formal: 

A. An aggrieved who does not receive satisfaction from the respondent at the 
informal first level of the grievance and wishes to proceed with the grievance 
must file a written grievance within five (5) working days of receipt of the 
informal decision. The aggrieved shall use Grievance Form A. 

B. The written grievance shall set out, specifically, the staff member's concern 
and/or dissatisfaction and the desired action/adjustment requested. 

1. The immediate supervisor shall consider the facts and shall grant, deny, or 
negotiate a resolution of the request within five (5) working days of receipt 
of the written grievance. The immediate supervisor shall use Grievance 
Form B, in responding to the aggrieved. If the requested action is not 
within the immediate supervisor's authority, the supervisor shall inform the 
aggrieved, on Form B, and deny the grievance on that ground. 

2. Upon receipt of Form B, the aggrieved shall indicate on said form a 
response to the decision and return it, within five (5) working days, to the 
immediate supervisor. 

3. If the requested relief is not granted, or if the supervisor does not have the 
authority to grant the adjustment, the aggrieved has the right to carry the 
grievance to the second step. 

For purposes of interpreting this regulation, the first formal step will apply only when a 
staff member reports to a supervisor who is not a department head, since the 
"immediate supervisor" may be the department head or another person who shares the 
responsibility for assigning work and evaluating performance of the staff member. If the 
immediate supervisor is also the department head, the grievance procedure will begin 
with Step Two. 

Step Two - Department Head 

If the aggrieved staff member begins formal grievance proceedings at this level as set 
forth above, or if the staff member is not satisfied with the result obtained at the first 



formal step and wishes to continue grievance proceedings, the aggrieved shall present 
a grievance, in writing, to the department head within five (5) working days of receipt of 
the response from the immediate supervisor, or of the date the verbal response to the 
informal grievance is received. The aggrieved shall use Grievance Form C; however, 
the aggrieved may submit a copy of the written grievance previously presented to the 
immediate supervisor if said written grievance meets the  requirements of Form C. 

A. The department head shall consider the grievance and, if the desired 
adjustment is within the department head's authority shall respond to the 
grievance, in writing, using Grievance Form D, within five (5) working days. 
The department head may grant, deny, propose a compromise, and/or 
negotiate a resolution to the grievance. 

B. Upon receipt of Form D, the aggrieved shall indicate on said form a response 
to the decision and return the form, within five (5) working days, to the 
department head. 

C. If the desired adjustment is denied or is not within the authority of the 
department head to consider, the aggrieved has the right to proceed to Step 
Three. 

Step Three - Principal, Director, Associate Superintendent, or Associate to the 
Superintendent 

An aggrieved who wishes to continue the grievance procedures must present said 
grievance to the principal, director, associate superintendent, or associate to the 
Superintendent within five (5) working days of receipt of Form D, the Step Two decision. 

 A Step Three grievance must be submitted in writing, on Grievance Form E, and must 
state the specific complaint, facts in support of the aggrieved's position, and the specific 
corrective action desired. 

The aggrieved may submit a copy of the written grievance previously presented to the 
department head if said written grievance meets the requirements of Form E. 

A. The responsible administrator shall consider the grievance and may conduct 
informal hearings and/or develop additional facts in any manner deemed 
necessary. 

B. The responsible administrator will reply in writing using Form E, to the 
aggrieved within ten (10) working days. If investigations or other 
circumstances cause delays to this schedule, the aggrieved will be so advised 
in writing. 

C. Upon receipt of Form E, the aggrieved shall indicate on said form a response 
to the decision and return it, within five (5) working days, to the responsible 
administrator. 

D. If the responsible administrator denies the corrective action desired, or does 
not have authority to take such action, the aggrieved has the right to carry the 
grievance to the fourth and final step of the grievance procedure. 



Step Four - The Hearing 

If the grievance is felt by the staff member to merit consideration at the final step, a 
hearing by the staff grievance committee may be requested. Requests for a hearing 
must be submitted in writing on Grievance Form F, to the appropriate associate 
superintendent or associate to the Superintendent within five (5) working days of the 
aggrieved's receipt of a reply from the principal, director, associate superintendent, or 
associate to the Superintendent. 

A. Requests must indicate that the grievance procedure has been followed 
through the third step and must state the specific complaint and facts in 
support of the corrective action desired. (Note: A copy of the request for third 
step consideration may be submitted to avoid undue repetition.) 

B. A list of names and addresses of witnesses for the concerned party must be 
submitted with the request for hearing form. 

Selection of the staff grievance committee: 

A. Each grievance committee shall consist of five (5) persons. Prior to the 
selection of this committee, names of witnesses for all parties concerned 
must be submitted to the human resources division. The human resources 
division will then assemble a drawing box containing the names of all  support 
staff personnel not on probation. The aggrieved will draw five (5) names from 
this drawing box. Should a name be drawn that appears on the witness list, 
another name shall automatically be drawn. This drawing will be held at the 
human resources division and be witnessed by the associate to the 
Superintendent or designee. 

B. Upon selection of five (5) names by the aggrieved, the appropriate 
administrator will notify those chosen to serve on the staff grievance 
committee and arrange an organizational meeting. At the meeting, the 
committee members shall select a chairperson, and a hearing date at the 
earliest opportunity agreeable to all concerned parties. Every effort will be 
made to establish the date within ten (10) working days following receipt of 
the request by the appropriate administrator. 

Conduct of hearings: 

A. An employee may appear or designate a representative, not necessarily an 
attorney, before any Board hearing or any quasi-judicial hearing dealing with 
personnel matters, providing that no fee may be charged for any services 
rendered in connection with such hearing by any such designated 
representative not an attorney admitted to practice. 

B. In the interest of fairness, neither side shall have professional representation 
without providing advance notice to all other parties of intent to use 
professional representation. The aggrieved will provide the appropriate 



administrator with the names, addresses, and professional qualifications of 
representatives at the time of the request for a formal hearing. 

C. The names and qualifications of persons representing any party other than 
the aggrieved will be provided to the appropriate administrator by said party 
upon receipt of notification that the grievance will be heard by the staff 
grievance committee. 

D. The appropriate administrator or designee will notify concerned parties of the 
hearing date and inform them of the names and qualifications of all 
representatives and witnesses. 

E. A qualified administrator shall serve as an impartial technical advisor and is 
responsible for informing all parties of hearing policies and procedures. 

F. The administrator shall advise the aggrieved of the right to be represented by 
any willing person of the aggrieved's choice and will further inform the 
aggrieved that the District is not liable for any costs or expenses incurred for 
such representation. The administrator will advise concerned parties of the 
right to present and question witnesses who have direct knowledge of 
pertinent facts. 

G. During the hearing, the qualified administrator will serve as an advisor to the 
chairperson of the staff grievance committee. 

Committee responsibilities: 

A. The committee shall be responsible for evaluating the facts surrounding the 
grievance in order to make a fair recommendation. 

1. They shall pose questions in order to establish the facts. 
2. They have the right to question anyone involved from either side. 
3. As necessary, they may require demonstrations, documents, or other 

evidence. 
4. At the conclusion of the hearing, the committee shall meet to formulate 

and finalize their recommendations. The final recommendation will be the 
result of a vote by the committee members. 

B. The committee's decision and/or recommendation shall be submitted to the 
Superintendent on Grievance Form G, and shall include, but is not limited to, the 
following: 

1. A brief summary of the case, as presented in the hearings, facts 
developed by the committee, pertinent documents, etc. 

2. The committee's recommendation to the Superintendent as to the 
appropriate disposition of the grievance, e.g., that the requested corrective 
action be granted, modified, or denied. 

C. The committee may make additional recommendations within the scope of 
the requested corrective action that it believes to be in the interest of sound 
District-staff relations. 



D. The form shall be signed by each member of the committee. 

Committee chairperson's responsibilities/obligations: 

It will be the chairperson's responsibility to conduct the hearing in a manner to ensure 
that each side has the opportunity to present its position to the committee. The 
chairperson is also responsible for submitting the committee's recommendation to the 
Superintendent, who renders the final decision. The chairperson of the committee shall: 

1. Conduct the hearing, as the chief hearing official, in an orderly  and 
dignified manner. 

2. Poll the votes of the committee, formalize the committee's 
recommendations, obtain the signatures of all committee members, and 
submit the majority opinion as a recommendation to the Superintendent. 
In the interest of objectivity, written minority opinions are encouraged. 

Superintendent: 

The Superintendent will render the final decision in writing to all interested parties, 
utilizing Grievance Form G. Other concerned parties are advised by means of a copy to 
each. 

1. The Superintendent may endorse, modify, or reject the recommendation 
of the staff grievance committee. The Superintendent may also direct 
further investigation or conduct a further hearing of the facts before 
rendering a decision. 

2. The Superintendent's written decision also serves as a directive for any 
action necessary for compliance with the decision. 

3. The decision of the Superintendent is final and concludes the staff 
grievance procedure. 

  



Flow Chart 

How Grievances are Presented: 

Informal Discussion   In Writing   At a Hearing 

Informal   Step One   X 

Formal   Step One   X 

      Step Two   X 

      Step Three   X 

      

Timelines 

Aggrieved shall have thirty (30) working days after a grievable occurrence in which to 
file a grievance. 

Step One, Part 1 - Informal: 

Respondent must respond, verbally, within two (2) working days (no form). 

[All action in the following steps of the grievance procedure will be in writing] 

Step One, Part 2 - Formal: 

A. Aggrieved must file, using Form A, within five (5) working days of receipt of 
verbal response to informal grievance. 

B. Respondent must respond to aggrieved, using Form B, within five (5) working 
days. 

C. Aggrieved must respond to decision, again, using Form B, within five (5) working 
days. 

Step Two: 

A. Aggrieved must file, using Form C, within five (5) working days of receipt of Form 
B. 

B. Respondent must respond to aggrieved, using Form D, within five (5) working 
days. 

C. Aggrieved must respond to decision, using Form D, within five (5) working days. 

Step Three: 

A. Aggrieved must file, using Form E, within five (5) working days of receipt of Form 
D. 



B. Respondent must respond to aggrieved, using Form E, within ten (10) working 
days. 

C. Aggrieved must respond to decision within five (5) working days of receipt of 
Form E. 

Step Four: 

A. Aggrieved must file request for hearing, using Form F, within five (5) working 
days of receipt of Form E. 

B. The hearing will be established at the first opportunity. Every effort will be made 
to establish the hearing date within ten (10) working days following the 
aggrieved's request for a hearing. 

  



 

4-400 Workplace Protections 

© 4-403 Whistleblower Protection 

Supervisory personnel are prohibited from taking adverse personnel action against an 
employee as a result of an employee's good faith disclosure of alleged wrongful conduct 
to a public body on a matter of public concern, as set forth below. 

Prohibition 

No adverse personnel action may be taken against an employee in knowing retaliation 
for any lawful written disclosure of information on a matter of public concern to a public 
body, if the employee discloses, and in good faith believes, that any of the following 
occurred: (1) a violation of any law; (2) mismanagement; (3) gross waste of public 
funds; or (4) an abuse of authority. 

No employee with authority to make or materially influence significant personnel 
decisions shall take or recommend an adverse personnel action against an employee in 
knowing retaliation for disclosing alleged wrongful conduct to a public body. Any 
employee found to have so violated this Policy may be disciplined, up to and including 
termination. 

Making A Disclosure 

An employee who becomes aware of alleged wrongful conduct by the District or any of 
its agents is encouraged to make a disclosure to the Governing Board as soon as 
possible, but in any case must make the disclosure no later than three hundred sixty-
five (365) days after becoming aware of the alleged wrongful conduct. 

To allow the District an opportunity to investigate alleged wrongful conduct and to take 
necessary internal corrective action, employees are encouraged to report in writing a 
disclosure of alleged wrongful conduct to the Superintendent. If the allegations concern 
the Superintendent, the complainant may file with the Board President. 

Investigation and Determination 

The Superintendent may conduct an investigation into the allegations contained in the 
disclosure and may take necessary corrective action, as warranted. 

In some instances, the District may determine that the employee's allegations contained 
in the disclosure do not meet the definition of disclosure under this Policy and that no 
investigation is warranted. In such cases, a District administrator shall so inform the 
employee in writing. 



False Allegations of Wrongful Conduct 

An employee who knowingly makes false allegations of alleged wrongful conduct to a 
public body shall be subject to discipline, up to and including termination of 
employment. 

Legitimate Employment Action 

This Policy may not be used as a defense by an employee against whom an adverse 
personnel action has been taken for legitimate reasons or cause under District rules and 
policies. It shall not be a violation of this Policy to take adverse personnel action against 
an employee: (1) who discloses information in a manner prohibited by law, including 
disclosing confidential materials or information; or (2) whose conduct or performance 
warrants that action separate and apart from that employee making a protected 
disclosure. 

Whistleblower Complaint 

No later than ten (10) work days after an individual is notified or becomes aware of an 
adverse personnel action, they may protest the action by filing a written whistleblower 
complaint with the Superintendent (or Board President, if allegations concern the 
Superintendent) if the individual believes the action was based on the individual's prior 
disclosure of alleged wrongful conduct. The Superintendent shall expeditiously review 
the complaint to determine: (1) whether the complainant made a disclosure; (2) whether 
the complainant suffered an adverse personnel action after the disclosure; and (3) 
whether the adverse action was the result of knowing retaliation for the employee's 
disclosure. 

A discloser must suffer an adverse personnel action as a result of making a disclosure 
to file a whistleblower complaint. 

No later than forty-five (45) work days after receipt of the written whistleblower 
complaint, the Superintendent/Board President shall notify the complainant in writing of 
the results of the review and whether the adverse personnel action is affirmed, 
reversed, or modified. 

A complainant who is dissatisfied with the decision on the whistleblower complaint may 
file a request for a whistleblower hearing no later than ten (10) work days after receipt of 
the written decision on the whistleblower complaint. 

Timelines discussed in this may be extended by the Superintendent/Board President for 
cause presented if permitted by law. 

Adopted: 

Legal Authority: 



A.R.S. §12-901 et seq. 

A.R.S. § 38-532 

A.R.S. § 38-533 

A.R.S. § 41-783 

© 2024 The Arizona School Risk Retention Trust 
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Whistleblower Protection 

© 4-403.A Procedure - Whistleblower Protection - Procedures for 
Hearing 

A. Definitions 

"Abuse of authority" means an action or decision which is outside the scope of the 
alleged violator's position, scope of duties, or level of authority as authorized by the 
Superintendent. 

"Adverse personnel action" means an employment-related act or decision or a failure to 
take appropriate action by a supervisor or higher level authority which affects an 
employee negatively. The following are adverse personnel actions: 

1. Termination of employment or non-renewal of employment. 
2. Demotion. 
3. Suspension. 
4. Written reprimand. 
5. Retaliatory investigation. 
6. Decision not to promote. 
7. Receipt of an unwarranted performance rating. 
8. Withholding of appropriate salary adjustments. 
9. Imposition of involuntary transfer or reassignment. 
10. Elimination of the employee's position, absent a reduction in force, 

reorganization, or a decrease in or lack of sufficient funding, monies, or work 
load. 

11. Denial of awards, grants, leaves, benefits, or training for which the employee 
would normally be eligible. 

12. Other significant change in job responsibilities or working conditions which are 
inconsistent with the employee's position, salary or grade. 

"Alleged wrongful conduct" means a violation of law, mismanagement, gross waste of 
public funds, or abuse of authority. 

"Discloser" means an employee who makes a disclosure. 

"Disclosure" means a written report by an employee to a public body of alleged wrongful 
conduct that includes: (1) the date of the disclosure; (2) the name of the employee 
making the disclosure; (3) the nature of the alleged wrongful conduct; and (4) if 
possible, the date or date range in which the alleged wrongful conduct occurred. 

"Disclosure investigation" means a review and determination made by the 
Superintendent of a disclosure. 



"Knowing retaliation" means an adverse personnel action taken by a supervisor or other 
District employee against an complainant because of a disclosure. 

"Personnel action" means an employment-related action or decision that affects an 
employee positively or negatively. 

"Supervisory employee" means any administrator, supervisor, director, or other 
employee who has authority to make or materially influence significant personnel 
decisions. 

"Whistleblower complainant" or "complainant" means a current or former employee who 
disclosed alleged wrongful conduct to a public body and who was subsequently subject 
to an adverse personnel action as a result of making the disclosure. 

"Whistleblower complaint" means a complaint filed by a complainant with the 
Superintendent (or Board President, if allegations concern the Superintendent) alleging 
that an adverse personnel action was taken in retaliation for a prior disclosure of alleged 
wrongful conduct to a public body. 

"Whistleblower complaint review" means a review by the Superintendent of a 
whistleblower complaint. 

"Whistleblower external hearing" means a hearing conducted by an external hearing 
officer if the complainant is dissatisfied with the decision of the Superintendent following 
a whistleblower complaint review. 

"Work day" means any day that the District administrative office is open for business. 

B. Procedures for Whistleblower External Hearing 

1. Request for hearing 

The Governing Board shall use an outside hearing officer and a hearing process when a 
complainant who is dissatisfied with the decision on the complainant's whistleblower 
complaint review files a timely request for a whistleblower external hearing. The 
purpose of the hearing is to determine whether an adverse personnel action resulted 
from the complainant's disclosure. No other issues or determinations are authorized. 

A request for hearing must be made no later than ten (10) work days after receipt of the 
written decision on the whistleblower complaint and contain the following: 

a. A specific statement that it is a request for a whistleblower hearing by an external 
hearing officer; 

b. The name, work address, work telephone number and position of the 
whistleblower complainant; 



c. The name, work address, work telephone number and position of the District 
employee who issued the written decision on the whistleblower complaint; 

d. A statement of the reasons for requesting a hearing including the objectionable 
portion of the decision; 

e. A statement of the specific relief or remedy requested; and 
f. Copies of: (a) the employee's disclosure; and (b) the written decision on the 

whistleblower complaint. 

2. Appointment of hearing officer 

No later than fifteen (15) work days after receipt of a request for hearing, the 
Superintendent will determine whether the complainant qualifies for a hearing based on 
the following: 

a. The request was timely; 
b. The complainant identified an adverse personnel action imposed on them and 

the date of notice of the action; 
c. The complainant made a prior disclosure of alleged wrongful conduct to a public 

body on a matter of public concern prior to the adverse personnel action; 
d. The complainant alleged that the adverse personnel action resulted from the 

disclosure; and 
e. The complainant attached the disclosure and the written decision on the 

whistleblower complaint to their request for hearing. 

If the request qualifies for a hearing, the Superintendent will forward the request to an 
external hearing officer to conduct a whistleblower hearing. 

If the request does not qualify for a whistleblower external hearing, the request will be 
returned to the complainant with written reason(s) for rejection. No later than ten (10) 
work days after receipt of the decision, the complainant may file a written appeal of the 
rejection to the Board. The Board will respond to the complainant in writing no later than 
twenty (20) work days after the Board reviews the written appeal. If the Board reverses 
the decision, the hearing will proceed; if the Board affirms the decision that the request 
does not qualify for a hearing, that decision is final. 

3. Submission of the record 

No later than twenty (20) work days after receipt of the request for a hearing that 
qualifies for a hearing, the Superintendent shall notify the complainant that the request 
for hearing is accepted and provide contact information for the hearing officer. The 
hearing officer may, but is not required to, conduct a pre-hearing conference in person 
or by electronic means to discuss the procedures that will be followed in conducting the 
hearing, including submission of evidence, documents, and witness lists. The hearing 
officer may require the parties to submit summaries of their positions before the hearing 
commences. 



The hearing will be conducted no later than sixty (60) work days after the request is 
received, unless the hearing officer extends the time for good cause. 

4. Conduct of hearing 

Hearings shall be conducted in accordance with the requirements of A.R.S. § 41-783 
governing appeals of personnel decisions. The procedures designated herein 
supersede rules of civil procedure if there is a conflict. The formal rules of evidence do 
not govern the hearing, except the rules of privilege. Generally, the party advocating a 
particular point or fact has the burden of proof on that point or fact. Ultimately, the 
person seeking review has the burden of persuading the hearing officer that the person 
was subject to an adverse employment action and the adverse action occurred because 
of a disclosure. The evidence standard is proof by a preponderance of the evidence. 

The hearing officer has the ability to issue subpoenas. The hearing shall either be 
recorded or transcribed, at District expense, so as to provide an accurate, written 
rendition of the hearing. 

5. Attorneys or representatives 

A complainant may be self-represented, or at the complainant's own expense, may be 
represented by an attorney at any stage of the hearing process, including but not limited 
to presentation of the case during the hearing. A complainant may also designate a 
representative for the hearing who is not an attorney, provided that no fee is charged for 
any service rendered in connection with the hearing by a representative who is not an 
attorney admitted to practice in Arizona. The District may also be represented at the 
hearing by an attorney. 

6. Resolution by agreement 

At any time, the parties may agree upon a resolution of the matter. In such event, the 
written agreement shall be presented to the Superintendent who shall close the case 
and notify the parties in writing that the matter is resolved by agreement. 

7. Hearing officer's decision 

No later than forty-five (45) work days after the close of the hearing, the hearing officer 
shall provide a written decision and shall transmit the decision to the complainant and 
Superintendent. 

The decision will contain findings of fact and the evidence relied upon to sustain those 
facts, conclusions including reference to applicable law, rules or policies, and a decision 
by the hearing officer determining: (1) the validity of the complaint; and (2) whether the 
adverse personnel action was committed against the complainant as a result of a 
disclosure. 

http://redirector.microscribepub.com/?cat=stat&loc=az&id=41&spec=783


The hearing officer shall enter a decision to affirm, reverse, or modify the adverse 
employment action. 

The hearing officer's decision following the hearing becomes the final District decision 
fourteen (14) work days after the complainant's receipt of that decision. 

The hearing officer's decision is subject to judicial review under A.R.S. §12-901, et seq. 

The hearing officer's decision following the hearing shall include a statement regarding 
the timelines for appeal (thirty-five (35) calendar days from receipt of the decision) to 
seek review of that decision in the superior court in accordance with the provisions of 
A.R.S. §12-901, et seq. on any of the grounds set forth in A.R.S. § 41-783(F). 

© 2024 The Arizona School Risk Retention Trust 
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4-400 Workplace Protections 

© 4-404 Reasonable Accommodations 

Amphitheater Public Schools complies with the requirements of the Americans with 
Disabilities Act (ADA) and the Rehabilitation Act of 1973 (RA). 

Amphitheater Public Schools is committed to providing reasonable accommodations 
when appropriate to enable employees with a disability or applicants with a disability an 
equal employment opportunity within the District. 

The District will provide reasonable accommodations: 

A. When an applicant with a disability needs an accommodation to be able to be 
considered for a job; 

B. When an employee with a disability needs an accommodation to perform the 
essential functions of the job and/or to gain access to the workplace; and 

C. When an employee with a disability needs an accommodation for equal benefits 
and privileges of employment. 

The District processes requests for reasonable accommodation and, where appropriate 
provides reasonable accommodations, in a prompt, fair and efficient manner. 

The forms used for requests for reasonable accommodation are available. 

The District is required to provide reasonable accommodation to qualified individuals 
with disabilities who are employees or applicants for employment, except when such 
accommodation would cause an undue hardship. A reasonable accommodation is a 
modification or adjustment to a job, the work environment, or the hiring process. 

The District shall provide reasonable accommodations as they relate to the following 
aspects of employment: 

1. Ensuring equal opportunity in the application process; 
2. Enabling a qualified individual with a disability to perform the essential functions 

of a job; and 
3. Making it possible for an employee with a disability to enjoy equal benefits and 

privileges of employment. 
4. To address an employee’s known limitations related to pregnancy, childbirth, or 

related medical conditions. 

The District may not be required to provide accommodations if it will cause an undue 
hardship. 

Request for an Accommodation 



An applicant seeking an accommodation to participate in the application process should 
direct that request to the District's human resources department. 

An employee who seeks an accommodation to perform the essential duties of the 
employee's position shall direct that request to the District's human resources 
department. 

Interactive Process 

The District shall engage in an interactive process to determine if an employee requires 
a reasonable accommodation to perform essential functions. The interactive process is 
informal; the purpose is to clarify what the employee needs and identify the appropriate 
reasonable accommodation(s). The District may ask the employee for additional 
information to describe the problems posed in the workplace and the employee's needs. 

As a part of the interactive process, the District may request reasonable documentation 
that the individual has a disability and needs a reasonable accommodation. The District 
may seek input from a treating physician. The District may ask the employee to sign a 
limited release allowing the employer to submit a list of specific questions to the health 
care or vocational professional. The District may obtain an independent medical 
examination to address whether an individual has a qualifying disability and/or what 
reasonable accommodations may assist in permitting the employee to perform essential 
functions. 

The District may offer alternative suggestions for reasonable accommodations and 
discuss their effectiveness in removing the workplace barrier that is impeding the 
employee. 

Examples of Reasonable Accommodations 

The examples of reasonable accommodations set forth below are not exhaustive. 
Appropriate accommodations will be discussed during the interactive process, to help 
ensure that selected accommodations meet the needs of the applicant or employee. 
Accommodations could include but are not limited to: 

1. Making existing facilities accessible; 
2. Offering leave; 
3. Job restructuring; 
4. Part-time or modified work schedules; 
5. Acquiring or modifying equipment; 
6. Changing tests or training materials; 
7. Providing qualified readers or interpreters; and/or 
8. Reassignment to a vacant position. 



The District may choose among reasonable accommodations and is not required to 
provide the employee's preferred accommodation(s) as long as the chosen 
accommodation is effective. 

The District and the employee may periodically review the effectiveness of 
accommodations offered and revise as needed. 

Adopted: 

Legal Authority: 

29 U.S.C. § 701 et seq. 

42 U.S.C. § 12101 et seq. 

29 CFR Part 1630 

34 CFR Part 104 

42 U.S.C. 2000gg to 2000gg–6 
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