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BOARD MEMBER OATH OF OFFICE

QOath of Office

Board members shall take and subscribe to the oath prescribed for public
officers pursuant to A.R.S. 38-231, and forward the acknowledged oath on the
same day to the County School Superintendent. The person taking the oath
shall file a copy of the acknowledged oath in the District office. The District
office shall keep such copy on file as long as the Board member remains on
the Governing Board and for a period of five (5) years after last serving on the
Board.

Time of Oath (Governing Board Members)

When a different time is not prescribed, the oath of office shall be taken; and
subscribed-and-filed-within-ten{10)-days after the Board member has notice
of appointment or, if elected, at any time after receipt of the certificate of
election, and-at least-ene—{1-day or before commencement of the term of
office.

Adopted: date of manual adoption

LEGAL REF.: A.R.S. 15-426
38-231
38-232
38-233
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BOARD MEMBER
INSURANCE / LIABILITY

General

Pursuant to statute, Governing Board members are immune from personal
liability with respect to all acts done and actions taken in good faith within
the scope of their authority during duly constituted regular and special
meetings. However, the Governing Board may procure insurance or may
establish a self-insurance program for the management and administration of
a system for direct payment of benefits, losses, or claims, or any combination
of insurance and direct payments, including risk-management consultation,
to provide payment of any property loss sustained or lawful claim of liability
or fortuitous loss made against the District or its employees or officers, if the
employees or officers are acting in the scope of their employment or
authority.

The District shall secure general liability, property damage, and workers'
compensation insurance coverage, and shall secure performance and

payments bonds for all construction projects.

Participation in Group Insurance
Plans of the District

Governing Board members and their dependents are eligible to participate in
health, accident, life, or disability insurance plans made available to
employees of the District if the Board members pay the full premiums
associated with such coverage and participation of the members and their
dependents does not result in an expenditure of District monies.

Former Board members, their spouses, dependents, and surviving spouses or
dependents of Board members or former Board members may continue to
participate in the health, accident, life, or disability insurance benefits
provided to employees of the District if the following conditions are met:

+ Former Board members must have served at least four (4) consecutive
years on the Board, must have been covered under the insurance plan
while serving as Board members, and must pay the full premiums for
the insurance coverage. Such participation must not result in an
expenditure of District monies.

» The spouse and dependents of a Board member or former Board
member may continue participation in the insurance plan if they pay
the full premium for the insurance coverage and their participation
does not result in any expenditure of District monies.
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» For a surviving spouse or dependents of a Board member or former
Board member to be eligible for continued coverage, the deceased Board
member or former Board member must have served four (4) consecutive
years and have been covered under the insurance plan while serving on
the Board.

« The surviving spouse and/or dependents of a deceased Board member
who was eligible for coverage while in office will be eligible for
continued coverage.

Adopted: date of manual adoption

LEGAL REF.: A.R.S. 15-341
15-382

15-387
A.G.0O. 190-038
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QUALIFICATIONS AND DUTIES
OF THE SUPERINTENDENT

(Performance Responsibilities)

The Superintendent shall have appropriate certification. Further, the
Superintendent shall supervise, either directly or through delegation, all
activities and all personnel of the school system according to the laws of the
state of Arizona, rules of the Arizona State Board of Education, and adopted
policies of the Governing Board.

The Superintendent is the District's chief executive officer and the
administrative head of all divisions and departments of the school system. It
is the Superintendent's duty to administer the policies of the Board and to
provide leadership for the entire school system. The Superintendent is the
professional consultant to the Board and, in this capacity, makes
recommendations to the Board for changes in Board policies and the
educational program.

The Superintendent provides the initiative and the technical guidance for the
improvement of the total program of the school system. The delegation of
authority for the operation of the various functions of the school system is one
of the Superintendent’s duties. The Superintendent is, however, responsible
to the Board for all functions of the District, including those listed below.

Education:

« Administers the development, coordination, maintenance, and
evaluation of the educational program, including the special education
program.

* Supervises methods of teaching, supervision, and administration in
effect in the schools.

« Keeps informed of modern educational thought and practices by
advanced study, by visiting school systems elsewhere, by attending
educational conferences, and by other appropriate means.

« Keeps the public informed about modern education practices,
educational trends, and the policies, practices, and problems in the
District schools.

Management:

» Ensures that all activities of the District are conducted in accordance
with the laws of the state of Arizona, the regulations of the Arizona
Board of Education, and the policies of the Governing Board.
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Assumes responsibility for the overall financial planning of the District
and for the preparation of the annual budget, and submits it to the
Board for review and approval.

Establishes and maintains efficient procedures and effective controls for
all expenditures of school funds in accordance with the adopted budget,
subject to direction and approval of the Board.

Maintains or has maintained adequate records for the schools,
including financial accounts; business and property records; and
personnel, school population, and scholastic records.

Provides suitable instructions and regulations to govern the
maintenance of District properties.

Provides suitable instructions and regulations to govern the safety and
transportation of students.

Assumes responsibility for the use of buildings and grounds.
Recommends the locations and sizes of new school sites and of additions
to existing sites; the locations and sizes of new buildings; the plans for
new school buildings; all appropriations for sites and buildings; and
improvements, alterations, and changes in the buildings and equipment
of the District.

Oversees the processing and submission of required reports.

Interprets the budget and finances to the community.

Remains current on new legislation and implements laws to the best
advantage of the District.

Governing Board:

Attends and participates in all meetings of the Board and its
committees, except when excused by the Board.

Takes prompt action to implement all directives of the Board.
Advises the Board on the need for new and/or revised policies.

Provides timely advice to the Board on the implication of changes in
statutes or regulations affecting education.
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Informs and advises the Board about programs, practices, and problems
of the schools, and keeps the Board informed of the activities operating
under the Board's authority.

Prepares and submits to the Board recommendations relative to all
matters requiring Board action, placing before the Board such facts,
objective information, and reports as are needed to ensure the making
of informed decisions.

Develops and implements rules and regulations in keeping with Board
policy.

Acts as chief public relations agent for the District.

Acts on own discretion if action is necessary in any matter not covered
by Board policy, reports such action to the Board as soon as practicable,
and recommends policy guidance in the future.

Personnel:

Recommends to the Board the appointment or dismissal of all
employees of the District.

Ensures that all employees are evaluated in accordance with the
schedule established by the Board.

Determines assignments, defines the duties, and coordinates and
directs the work of all employees of the District.

Recommends all promotions, demotions, and salary changes to the
Board.

Communicates to all employees all actions of the Board relating to
personnel matters, and receives from employees all communications to
be made to the Board.

The Superintendent shall have a valid fingerprint card issued pursuant to

A.R.S. 41-1758.03.

Adopted: date of manual adoption

LEGAL REF.: A.R.S. 38-201

41-1758
A.A.C. R7-2-603

CROSS REF.: CBI - Evaluation of Superintendent
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EVALUATION OF SUPERINTENDENT

The Governing Board shall evaluate the Superintendent at least once each
year.

The evaluation(s) shall relate to the Superintendent’s duties, responsibilities,
and progress toward established goals.

The Superintendent shall provide each member of the Board a copy of the
evaluation instrument not later than November 10. The Board President
shall schedule a meeting not later than December 18, when the Board will
devote an executive session to the evaluation of the Superintendent's
performance, to discuss working relationships between the Superintendent
and the Board, and to review the Superintendent's contract (with the
Superintendent present). If the Superintendent’s contract is in its first year,
this initial evaluation will not be a comprehensive evaluation, but will be
used to allow the Board to communicate its perspective on the
Superintendent’s performance to date and to allow the Board and the
Superintendent to communicate on performance matters. Additional first-
year evaluations may be completed by the Board at the Board's discretion or
upon invitation by the Superintendent; however, the first fully
comprehensive evaluation will be that which occurs in November of the
Superintendent’s second year.

Any meetings of the Board to compile evaluations, or meetings to discuss the
evaluations with the Superintendent, shall be held in executive session
unless the Superintendent requests that any such meeting be held in open
session. Board members shall have the opportunity to discuss with the
Superintendent any item(s) on which the Board fails to achieve consensus.

A copy of any written evaluation shall be given to the Superintendent. If in
disagreement with such evaluation, the Superintendent may respond in
writing to the Governing Board.

Upon the conclusion of the evaluation, the Governing Board may determine
whether any changes in the compensation and benefits or contract term of
the Superintendent are warranted, subject to the following:

If the Superintendent's contract with the School District is for multiple
years, the School District shall not offer to extend or renegotiate the
contract until May of the year preceding the final year of the contract.
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If the Superintendent’s contract with the School District is for more
than one (1) year, but not exceeding three (3) years, on or before May
15 of the last year of the contract, the Board shall offer a contract for
the next school year to the Superintendent unless on or before April 15
the Board gives notice to the Superintendent of the Board's intention
not to offer a new administrative contract.

If the Superintendent’s contract with the School District is for a single
year, on or before May 15 of each year the Board shall offer a contract
for the next school year to the Superintendent unless on or before April
15 the Board gives notice to the Superintendent of the Board's

intention not to offer a new administrative contract.

The evaluation and any comments by the Superintendent shall become a part
of the Superintendent's personnel file.

Adopted: date of manual adoption
LEGAL REF.: A.R.S. 15-503

CROSS REF.: CBA - Qualifications and Duties of Superintendent
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BUDGET HEARINGS AND REVIEWS/
ADOPTION PROCESS

The Board shall prepare a notice fixing the time - not later than July 15 - and
place at which a public hearing and Board meeting shall be held to present
the proposed budget for consideration of the residents or taxpayers of the
District. If a truth-in-taxation notice and hearing is required under A.R.S.
15-905.01, the Board may combine the budget notice and hearing with the
truth-in-taxation notice and hearing.

The publishing of the proposed budget and notice of the hearing and meeting
shall be in accordance with A.R.S. 15-905. If a truth-in-taxation notice and
hearing is necessary, the notice shall be in accordance with A.R.S. 15-905.01.
If the Board determines to combine the budget and truth-in-taxation
hearings, publication of a combined notice must satisfy the requirements of
both A.R.S. 15-905 and 15-905.01.

Immediately following the public hearing the President shall call to order the
Board meeting for the purpose of adopting the budget. A Board member may,
without creating a conflict of interest, participate in adoption of a final
budget even though the member may have substantial interest in specific
items included in the budget.

The Board shall adopt the budget and enter the budget as adopted in its
minutes.

Filing of the budget shall be according to state law.

If the Governing Board receives notification that one (1) or more of the
District's categorical budgets are in excess of its authorized limit, the Board
shall revise the affected budget(s) in accordance with A.R.S. 15-905.

Adopted: date of manual adoption

LEGAL REF.: ARS. 15-905
15-905.01
15-911
15-948
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BUDGET TRANSFERS

Periodically throughout the year, the budget will be reconciled to the actual
expenditures of the District.

The Governing Board may authorize the expenditure of monies budgeted
within the maintenance and operation section of the budget for any
subsection within the section in excess of amounts specified in the adopted
budget only by action taken at a public meeting of the Governing Board and if
the expenditures for all subsections of the section do not exceed the amount
budgeted.

Adopted: date of manual adoption

LEGAL REF.: A.R.S. 15-905
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INCOME FROM SCHOOL
SALES AND SERVICES

Vocational Activity Income

Through certain vocational activities, students may provide goods and
services at a charge to the public. These activities are designed for
educational purposes, not to make a profit or to be competitive with business
in the community.

The charges for work performed and goods sold through these activities will
be kept current with costs for the particular service or item offered for sale.

Advertising Income

A District advertisement fund shall be established for the deposit of revenues
if the District sells advertising space:

« on the exterior of school buses, as prescribed by statute.

« at athletic facilities.

A District website advertisement fund shall be established for the deposit of
revenues if the District sells advertising space:

+ on the District website or any website maintained by a District school.

Menies All revenues collected will be deposited and accounted for in
accordance with the Uniform System of Financial Records. Monies in the

advertising funds are not subject to reversion.

Adopted: date of manual adoption

LEGAL REF.: AR.S. 15-1121

CROSS REF.: KHB - Advertising in Schools
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ACCOUNTING SYSTEM

Records of all phases of the business operation shall be kept in strict
accordance with the Uniform System of Financial Records, other applicable
laws, and the policies of the Board.

The District may apply to the State Board of Education (SBE) to assume

accounting responsibility, in which case the District shall develop and file
with the SBE an accounting responsibility plan as specified in A.R.S. 15-
914.01. An approval by the SBE for the District to assume accounting

responsibility compels the District to contract with an independent certified
public accountant for an annual financial and compliance audit.

Adopted: date of manual adoption

LEGAL REF.: AR.S. 15-239
15-914.01
15-271
15-272

CROSS REF.: DI - Fiscal Accounting and Reporting
DIC - Financial Reports and Statements
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REGULATION REGULATION

AUDITS / FINANCIAL MONITORING

Each program, instructional unit, and department shall prepare and
maintain such financial records as are directed by the Superintendent. The
documents shall be accurate and of essential sufficiency to enable the District
to comply with all requirements for financial monitoring and audits, both
internal and external.

In addition to special reviews that may be conducted as necessary, the
District will comply with the following minimum requirements to
demonstrate proper management of and accountability for its fiscal
resources:

« Whenever the District's expenditure of federal financial assistance is
less than five hundred thousand dollars ($500,000) during a fiscal year,
the District shall be subject to a procedural review conducted by the
Office of the Auditor General at times determined by the Auditor
General, subject to the following provisions:

= Districts that have adopted a Maintenance and Operations Fund
(M&O) budget of two million dollars ($2,000,000) or more shall
contract with an independent certified public accountant to
conduct an annual financial statement audit in accordance with
generally accepted governmental auditing standards.

= Districts that have adopted a Maintenance and Operations Fund
(M&0O) budget between seven hundred thousand dollars
($700,000) and two million dollars ($2,000,000) shall contract with
an independent certified public accountant to conduct a biennial
financial statement audit in accordance with generally accepted
governmental auditing standards.

« Whenever the District's combined expenditure from all sources of
federal financial assistance is five hundred thousand dollars ($500,000)
or more during a fiscal year, the District shall contract with an
approved independent auditor to conduct an annual financial audit.
The audit shall be performed in accordance with generally accepted
auditing standards in compliance with the requirements of the federal
Single Audit Act Amendments of 2003 and any implementing
regulations of the Office of Management and Budget (OMB).

To the extent permitted by federal law, the District:
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REGULATION REGULATION

« may convert to a biennial audit schedule when the previous annual

audit contained no significant negative findings, defined as the district
having received a letter of noncompliance issued by the auditor general;

« shall convert back to an annual audit whenever an audit produces
significant negative findings;

« may convert back to a biennial audit schedule when the two (2)
previous audits have not contained and significant neqative findings.

The Superintendent shall be promptly informed of any material deficiency
that is discovered during a monitoring or auditing process.

ARIZONA SCHOOL BOARDS ASSOCIATION Page 2 of 2
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REGULATION REGULATION

BIDDING / PURCHASING PROCEDURES

Bidding Methods

All District purchases shall be in accordance with the Arizona school district
procurement rules and with the following.

Sealed bids will be requested when an award is to be made for a transaction
to purchase construction, materials, or services costing more than the
amount calculated by the State Board of Education and made applicable for
the year in which the transaction will occur. The Superintendent must
review the expenditure and make a recommendation to the Board for final
action. The Board reserves the right to waive any informalities in, or reject,
any or all bids or any part of any bid. Any bid may be withdrawn prior to the
scheduled time for the opening of bids.

The bidder to whom the award is made may be required to enter into a
written contract with the District.

Pursuant to the procurement code, contracts can be let for a period not to
exceed five (5) years.

Definitions

Construction is defined as physical changes to land or buildings that
materially alter the previous structure or physical condition, i.e., new
construction, including fixed physical additions to land such as concrete,
fencing, et cetera, structural remodeling, major renovations that are not
merely maintenance in nature, and major demolitions. All such construction
shall be identified, and the estimated aggregate total cost of goods and
services for the project shall be made before undertaking the project. This
estimated total cost shall determine which of the quoting/bidding methods as
outlined is to be utilized.

A transaction for materials or services as used in this regulation is
determined by application of these three (3) conditions:

A. Items or services that are so alike in nature that they might likely or
reasonably be available from a certain type of vendor are grouped
together; and

B. The items or services being considered for the grouping in "A" above
are to be purchased at a given point in time with no intent to split
groupings in order to lower group totals and thereby avoid bidding;
and

ARIZONA SCHOOL BOARDS ASSOCIATION Page 1 of 5
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REGULATION REGULATION

C. If the composite estimated total cost of the items grouped in "A" and
"B" above exceeds the amount established by the State Board of
Education for requiring sealed bids, sealed competitive bids shall be
sought; if the amount is less, bidding will not be required.

Notice of Competitive Sealed Bidding

If the intended procurement is for construction to cost less than one hundred
fifty thousand dollars ($150,000), the rules established for the simplified
school construction procurement program may be followed. In all other cases,
adequate public notice of the invitation for bids shall be given as provided in
R7-2-1022 or as provided in R7-2-1024, which are outlined below, and shall
indicate that any bid protest shall be filed with the District representative,
who shall be named therein.

If notice is given pursuant to R7-2-1024, notice also may be given as provided
in R7-2-1022. If fewer than five (5) prospective bidders are included on the
bidders list, the notice must also be given as provided in R7-2-1022. If the
invitation for bids is for the procurement of services other than those
described in R7-2-1061 through R7-2-1068 and R7-2-1117 through R7-2-1123,
Specified Professional Services, notice also shall be given as provided in R7-2-
1022.
R7-2-1022:
In the event there are four (4) or less prospective bidders on the
bidders’ list, the notice shall include publication in the official
newspaper of the county within which the school district is
located for two (2) publications which are not less than six (6)
nor more than ten (10) days apart. The second publication shall
not be less than two (2) weeks before bid opening. The time of

publication may be altered if deemed necessary pursuant to R7-
2-1024.A.

R7-2-1024:

Invitation for bids shall be issued at least fourteen (14) days
before the time and date set for bid opening in the invitation for
bids unless a shorter time is deemed necessary for a particular
procurement as determined by the school district.

The school district shall mail or otherwise furnish invitation for
bids or notices of the availability of invitation for bids to all
prospective bidders registered with the school district for the
specific material, service or construction being bid.

The time and date at which a bid is called due shall be during regular
working hours at a regular place of school business or during a public
meeting of the Governing Board at its regular meeting place.
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REGULATION REGULATION

Invitations to bid will be sent to all vendors who have requested to bid or who
have applied to be placed on a bid list appropriate to the items being sought.

A bid call relating to “construction projects” must describe the nature of the
work to be performed and where complete plans, if necessary, may be
obtained. Deposits may be required for plans and specifications in good
order. A certified check, cashier's check, or surety bond for ten percent (10%)
of the bid must accompany each bid, but will be returned to unsuccessful
bidders. The successful bidder must present performance and payment
bonds for one hundred percent (100%) of the bid within five (5) working days
after notification of the award.

Each sealed bid must be submitted in a sealed envelope, addressed to the
District, clearly marked on the outside of the envelope, "Sealed Bid for
" The bids shall be opened publicly and read aloud at the
time and place stated in the invitation. Awards shall be made with
reasonable promptness to the lowest responsible, qualified vendor, taking
into consideration all factors set forth in policy. Price shall not be the sole
factor in making the bid award. When out-of-state bidders are not to pay
sales/use tax, the amount of such tax shall not be a consideration in
determining the low bidder. All proposed contracts for outside professional
services in excess of the amount calculated by the State Board of Education
and made applicable for the year in which the transaction will occur, may be
reviewed by the attorney for the District prior to entering into the contract.
The policies relating to outside professional services apply only to services
required by law to be placed on bid, and even those policies may be set aside
if a state of emergency is declared. If a state of emergency is declared, a
memorandum will be issued justifying such a declaration, which will be filed
in the District's records.

The use of bidding, contracting, or purchasing specifications that are in any
way proprietary to one (1) supplier, distributor, or manufacturer is prohibited
unless no other resource is practical for the protection of the public interest.

The Board reserves the right to reject any or all bids and to accept the bid
that appears to be in the best interest of the District. The Board reserves the
right to waive informalities in any bid or to reject any bid, all bids, or any
part of any bid. Any bids may be withdrawn prior to the scheduled time for
the opening of the bids. Any bids received after the opening begins shall not
be accepted. Opening of bids shall not be delayed to accommodate late bid
responses. Submitted bids shall be honored for at least thirty (30) days or as
otherwise stated in the invitation. All information relating to a bid shall be
retained and made available for public inspection after the bids are awarded,
and prospective bidders shall be notified of this in the invitation or
specifications relating to the bid call.
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REGULATION REGULATION

A "bidder file" shall be maintained, and a "bidder application” may be used
for placing names in the file. Reference data will be kept relating to bad
experiences with vendors, contractors, et cetera. If a bidder defaults on
either price or performance, the Governing Board shall be notified and, if the
Board permits, the bid will be offered to the next-lowest bidder who will still
accept the order, as far as it is pragmatic to do so. The Board may ask that
the county attorney be notified of the initial bidder's failure in order to
consider action against that bidder. Written documentation of all such
situations noted in this paragraph shall be kept in the defaulting bidder's file.

For transactions requiring written quotations, at least three (3) shall be
obtained, and, if less than three (3) are obtained, an explanation must be
provided and approved by the Superintendent. Prospective quoters shall be
given a reasonable time following the mailing of the quotation request in
which to respond. All requests for written quotations shall be at the direction
of the Superintendent. The details of a request for written quotations,
including names of all bidders to whom the requests were sent, the dates of
mailing, all responses, reasons for selection if other than lowest price, et
cetera, shall be made and retained in the District’s records.

Emergency Purchases

An exception to the above procedures for price competition may be made in
the event of an emergency involving the health, safety, or welfare of school

personnel or students. In such an emergency, declared by the
Superintendent, emergency purchase action may be taken without price
competition, if necessary. Even under emergency conditions, price

competition should be sought if it will not unacceptably delay the correction
of the condition requiring emergency procedures. |f emergency purchases are
made without price competition, a complete written description of the
circumstances should be maintained on file in the District office.

Sole-Source Procurements

A contract may be awarded for a material, service, or construction item
without competition if the Governing Board determines in writing that there
is only one (1) source for the required material, service, or construction item.
The District may require the submission of cost or pricing data in connection
with an award pursuant to A.A.C. R7-2-1053. Sole-source procurement shall
be avoided, except when no reasonable alternative source exists. A copy of
the written evidence and determination of the basis for the sole-source
procurement shall be retained in the procurement file by the District.

The District shall, to the extent practicable, negotiate with the single
supplier a contract advantageous to the District.
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REGULATION REGULATION

Cooperative Purchasing Agreements

Procurements in accordance with intergovernmental aqreements and

contracts between the District and other governing bodies as authorized by
ARS. 15-952 are exempt from competitive bidding requirements under
A.R.S. 15-213. Inspection of and payment for materials and services acquired
under a cooperative purchasing agreement are the obligation of the District.
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PROFESSIONAL STAFF
CONTRACTS AND COMPENSATION

Salaries in the District will be differentiated in relationship to duties and
responsibilities.

The Superintendent will provide recommendations on salaries and fringe

benefits to the Board-each-year.

annualy The Board at any time may establish the salaries-and-benefitsfor
al-employees, within the budgetary constraints of the District, the salaries
and benefits for all employees necessary for the succeeding year.

Subiject to the terms of employment contracts, the Governing Board at any
time may reduce salaries or eliminate certificated teachers in the District in
order to effectuate economies in the operation of the District or to improve
the efficient conduct and administration of the District's schools. Notice of a
general salary reduction shall be given each certificated teacher affected.
These provisions do not apply to salary reductions from classroom site fund

money.

Adopted: date of manual adoption

LEGAL REF.: A.RS. 15-502
15-503
15-544
15-952
15-977

CROSS REF: GCF - Professional Staff Hiring

ARIZONA SCHOOL BOARDS ASSOCIATION Page 1 of 1

1hana



G-2200 © 2009 by Arizona School Boards Association GCBA

PROFESSIONAL STAFF
SALARY SCHEDULES

Administrators

The Board will enter into an individual contract with each member of the
administrative staff commensurate with the requirements of the position.
This contract shall describe the general services to be rendered by the
employee in return for financial and other considerations. Additionally, the
employee's job description, detailing the more specific performance
responsibilities of the contracted position and the mode of evaluating
performance, shall be incorporated into the contract by reference. All terms
and conditions of contracts with administrative staff members are to conform
with the requirements of the Arizona Revised Statutes.

Other Certificated Personnel

The salary schedule pertains to personnel holding provisional, basic, or
standard certificates at the elementary or secondary levels.

Initial Placement on Salary Schedule. New teachers entering the system
with prior teaching service, who have met academic and professional
qualifications for Arizona State Department of Education certification, will be
given a maximum credit of years for substantiated experience, i.e.,
placed on the step of the salary schedule.

Verified previous experience recognized for the purpose of placement on the
salary schedule is defined as any previous full-time certificated teaching in
any public school. For a teacher to receive credit for previous teaching
experience, the teacher must furnish the office of the Superintendent full
information concerning the previous teaching records. When the experience
has been verified, credit will be given by the District.

Days intended for participation _in professional association activities are not
to _be compensated under an employee’s contract or other employment

aqreements. For the purpose of this policy, professional association activities
for which compensation is not available do not include in-service training in

the certificated employee’s assigned area of employment.

Substitutes

Pay for substitute teaching will be established by the Board.
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Advancement on Salary Schedule

Vertical and horizontal advancement on the salary schedule will be in
accordance with the salary schedule currently in effect. Vertical
advancement is limited to one (1) step per year.

Reasons for denial of vertical advancement on the salary schedule include but
are not limited to:

« Lack of adequate disciplinary control.

« Insufficient effort and time given to assigned duties or failure to engage
in a reasonable amount of extracurricular activity.

« Lack of cooperation with the administration in carrying out adopted
policies of the school.

* Unprofessional conduct.
Other Contract Provisions

Any person who does not work the full term as set up by salary schedule shall
be paid on a prorated basis for the number of days to be worked for the
remainder of the school year; this shall include school days taught plus the
number of days required for orientation.

For newly hired, critical, and difficult-to-fill certificated personnel positions
placed on the teachers’ salary schedule, differentials above the stated
schedule may be paid.

A teacher who is or has been employed by or teaching at a charter school, and
was previously employed by the School District, shall receive the benefits,
protections, and preferences granted under A.R.S. 15-187.

Adopted: date of manual adoption

LEGAL REF.: A.R.S. 15-502
15-504
15-941

CROSS REF.: GCCE - Professional/Support Staff Conferences/
Visitations/Workshops
GCO-RB - Evaluation of Professional Staff Members
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PROFESSIONAL / SUPPORT STAFF
CONFERENCES / VISITATIONS / WORKSHOPS

To attend meetings or conferences, employees must obtain approval from the
administration at least twenty (20) days prior to the meeting or conference
dates (whenever such prior request is possible).

The following guides will be used in granting released time and/or travel
expense:

» Value of the meeting or conference.

« Funds available in the appropriate budgets.

» Availability of a substitute, if one is necessary.

With prior approval, expenses associated with authorized employee
attendance at meetings and conferences may be eligible for compensation in
accordance with District Policy DKC. Staff member travel and expense for
participation in student field trips and excursions shall be in accordance with
District Policy |JOA.

Employee absences for attendance at or participation in professional
association activities are not eligible for compensation under the employee’s
contract or work agreement. The District may authorize an employee to take
other eligible unused accumulated compensated leave for a personal,

professional, or other lawful purpose.

For the purpose of this policy, professional association activities for which
compensation is_not available do not include in-service training in_the
certificated employee's assigned area of employment.

Adopted: date of manual adoption

LEGAL REF.: A.RS. 15-504
38-621

CROSS REF.: GCB - Professional Staff Contracts and Compensation
GCC - Professional/Support Staff L eaves of Absence

GDB - Support Staff Contracts and Compensation
IJOA - Field Trips
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PROFESSIONAL STAFF HIRING

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

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:

« There will be no discrimination in the hiring process due to race, color,
religion, sex, age, national origin, or disability of an otherwise qualified
individual.

« 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.

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

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

« 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.

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.
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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:

« 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.

« The District obtains from the Department of Public Safety a 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.

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

« 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.

+ 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 |-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.
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A teacher's acceptance of a contract must be indicated within thirty (30) days
from the date of the written contract or the offer is revoked. The teacher

accepts the contract by signing the contract and returning it to the Governing
Board or by making a written instrument which accepts the terms of the
contract and delivering it to the Governing Board. If the written instrument
includes terms in addition to the terms of the contract offered by the Board,

the teacher fails to accept the contract.

Adopted: date of manual adoption

LEGAL REF.: A.RS. 13-3716 38-201 23-211
15-502 38-231 23-212
15-503 38-201
15-536 38-231
15-538.01 38-232
23231 15-539 38-766.01
15-550 41-1756
23-232

CROSS REF.: GCB - Professional Staff Contracts and Compensation
GCO - Evaluation Of Professional Staff Members
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PROFESSIONAL STAFF DUTIES
AND RESPONSIBILITIES

(Duties of Teachers; Failure to Comply
is Unprofessional Conduct; Penalty)
Every teacher shall:

« Hold students to strict account for disorderly conduct.

« Exercise supervision over students on the playgrounds and during
recess if assigned to such duty.

+—Keep—a—scheol—register—which—the—Governing—Beard—shal—carefully
preserve-as-one-of the records-of-the sehool:

» Take and maintain daily classroom attendance.

« 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.

+ 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 nonappealable offense
listed in section 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.

Adopted: date of manual adoption

LEGAL REF.: A.R.S. 15-203
15-341
15-521
15-535
15-539
15-550
41-1758.03

CROSS REF.: GBEB - Staff Conduct
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EVALUATION OF PROFESSIONAL
STAFF MEMBERS

The process of evaluation for professional staff members shall lead to
improvement of the quality of instruction and the strengthening of the
abilities of the professional staff.

Certain elements in an effective evaluation process shall be emphasized:

« Evaluation shall be a cooperative endeavor between evaluator and
evaluatee.

« Open communication shall be considered essential.

* The agreed-upon purpose of evaluation shall be to work toward common
goals for the improvement of education. This shall include attention to
student and staff success, which shall include all certificated staff
members.

« Evaluation shall be continuous, flexible, and sensitive to need for
revision.

« The result of evaluation(s) shall be courses of action for the
improvement of instruction. These courses of action shall be set in
motion by specific recommendations mutually reviewed by the
evaluator and the evaluatee.

« Evaluation shall be considered one aspect of effective management,
rather than a discrete entity.

« Effective evaluation depends on accurate information; therefore, input
from all appropriate sources shall be used.

« Evaluation(s) shall be based on, but not limited to:

» Job expectations within the District.
» |nstruments for assessment.

= Personal observation.

Evaluation of Classroom Teachers
and Other Certificated Non-
administrative Staff Members

In accordance with state law, the District shall involve its certificated
teachers in the development and periodic evaluation of the teacher
performance evaluation system. The following elements will be a part of the
evaluation system:
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+ A copy of the evaluation system shall be given to each teacher in the
District.

« The Board shall receive from the Superintendent recommendations for
qualified evaluators prior to naming evaluators.

« The Board will designate qualified evaluators by name or position at a
Board meeting each year.

Inadequacy of Classroom
Performance

A teacher's classroom performance is inadequate if the teacher receives a
rating of unsatisfactory in one (1) or more of the [use either] components
[or] indicator statements set forth in the District's teacher evaluation
system. A teacher's classroom performance is also inadequate if the teacher
receives a rating of needs improvement in three (3) or more of the [use
either] components [or] indicator statements set forth in the District's
teacher evaluation system.

If the District receives approval to budget for a career ladder program, more
than one (1) evaluation system may be developed as authorized in A.R.S. 15-
539. |If more than one (1) level is established, the same level of performance

for minimum adequacy shall be required of all teachers who have completed
the same number of years of teaching in the District.

Prior approval by the Board is not required for each notice of inadequacy.
The (title(s) of authorized officials,), is (are) authorized to issue notices of
inadequacy of classroom _performance, subject to approval by the
Superintendent. When a notice is issued without prior Board approval, the
Board shall be notified within five (5) days of such issuance.

Evaluation of Administrators
and Psychologists

The District shall establish a system for the evaluation of the performance of
principals, other school administrators, and psychologists. The District will
seek advice from District administrators and psychologists in the
development of this performance evaluation system.

Adopted: date of manual adoption
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REGULATION REGULATION

EVALUATION OF PROFESSIONAL
STAFF MEMBERS

Purpose

A formal process of evaluating all certificated personnel will be implemented.
The purpose of evaluation shall be the improvement of the quality of
instruction. Such a process, to achieve the greater measure of success, shall
be predicated on the assumption that the evaluation will be a cooperative
procedure, with the evaluator and the evaluatee having full knowledge of the
criteria, process, and results.

The following statements give more specific purposes for evaluation:

« Evaluations determine how well the objectives held by the school are
being carried out. The success of the educational program is dependent
upon the quality of classroom instruction, supervision, and
administration.

« Evaluations provide the basis for motivation and for self-improvement,
permitting personnel to be aware of their strengths and weaknesses in
order to improve.

« Evaluations provide a basis for planning in-service training and
supervisory activities. Such activities can be most effective when they
are based upon clear evidence of need as shown by evaluation studies.

« Evaluations provide the basis for administrative decisions. Such
decisions may include the employment of personnel, their assignment,
the granting of continuing status, promotion, demotion, or termination.

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

Definitions
When used in this regulation:

« |nstructional day will mean a day in which pupils are scheduled to
attend school for instructional time.
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REGULATION REGULATION

Teacher Evaluation

Teacher evaluation shall include all classroom teachers and other certificated
nonadministrative staff members. Such evaluation shall be based on Policy
GCO and the procedures outlined in the following.

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

The administration is responsible for an in-service training program for
evaluators. This program shall incorporate a philosophy, procedure, and
techniques that ensure effective implementation of the evaluation plan.

Classroom visitations by evaluator. Formal observations 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 may sometimes be prearranged through initiation by
either the observer or the teacher. Formal observations shall be defined as
those that are written and provide an opportunity for a follow-up conference.

Informal observations may be made at the discretion of the administrator.
Procedural steps in the process of evaluation:

+ At the beginning of the school year, the principal shall meet with the
school's faculty for the purpose of orienting the teachers to the total
evaluation plan. This shall include whether the evaluation is used as a
criterion for establishing a teacher’'s compensation.

+ Self-evaluation for the teacher shall be urged.
« An observation(s) in the classroom shall be completed.

« An opportunity for a conference shall follow each formal observation-
visitation.
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REGULATION REGULATION

A written record shall be made of each formal observation, with a copy
to the observed.

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

« A copy of the written evaluation shall be transmitted to the teacher
within five (5) days after completion of the evaluation, and a copy shall
be retained for the principal’s file. A third copy shall be placed in the
teacher's personnel file and made available to authorized District
officers and employees.

« All evaluations shall remain confidential as is provided in A.R.S. 15-
a37.

Inadequate classroom performance. All teachers whose classroom
performance is inadequate will be notified in accordance with the law and the
contents of Policy GCO.

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

Evaluation schedule (also see Policy GCJ):
* Noncontinuing teachers:
[FOR NONCONTINUING TEACHERS - OPTION 1]

* During the week of orientation, evaluation procedures shall be
reviewed at each school. Any teacher who is hired after
orientation week shall be individually oriented by the evaluator.

» Prior—to—Nevember—15—the The first evaluation, including
observation, written report, and conference shall be completed
sufficiently early in the instructional year to schedule a second
(2nd) evaluation _and give written preliminary notice of
inadequacy of classroom performance no later than January 15:
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Prior-to—January—10—a A second evaluation shall be completed
sufficiently early in the instructional year to give written

preliminary notice of inadequacy of classroom performance no
later than January 15.

Not later than January 15, a noncontinuing teacher whose
classroom performance is inadequate shall be given a written
preliminary notice of inadequacy of classroom performance. This
notice will provide the noncontinuing teacher at least ninety (90)
days in which to overcome the inadequacy(ies). The notice shall
specify the nature of the inadequacy(ies) with such particularity
as to furnish the teacher an opportunity to correct the
inadequaecies inadequacy(ies) and overcome the grounds for the
charge. If the notice is issued without prior Board approval, the
Board shall be notified within five (5) days of such issuance.

Prior to Apri—15; the intended date to provide notice of
nonreemployment, and subsequent to the ninety (90) day period
during which a teacher was provided the opportunity to overcome
any noticed inadequacies of classroom performance, a third
evaluation shall be made—if—notice—of —inadequate—classroom

evaluations,

By-Apri—15—the The Board shall authorize, as necessary, and
send notice to noncontinuing teachers who will not be reemployed-

A—copy—of—any—evaluation(s)—pertinent—to—the—charges—not—te

----- -

for the ensuing school year.

This The written notice of nonreemployment by the Board, a
Board member acting on behalf of the Board, or by the
Superintendent i when so authorized by the Board [A.RS. 15-
536], shall give notice to the noncontinuing 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, 15-550,
or 15-544. The notice shall be delivered personally or sent by
registered or certified mail—bearing-a-pestmark-of-net-laterthan
Aprit-15; to the teacher's place of residence, as recorded in the
District's records. The written notice of intention not to reemploy
shall include a copy of any evaluation pertinent to the charges
made and filed with the Board.
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[FOR NONCONTINUING TEACHERS - OPTION 2]

= During the week of orientation, evaluation procedures shall be

reviewed at each school. Any teacher who is hired after
orientation week shall be individually oriented by the evaluator.

Prior to January 10,—the—first an evaluation, including
observation, written report, and conference shall be completed.

Not later than January 15, a nenecentinuing teacher whose
classroom performance is has been evaluated as being inadequate
shall be given a preliminary notice of inadequacy of classroom
performance. Fhis The notice will provide the noncontinuing
teacher at least ninety (90) days in which to overcome the
inadequacies— Fhe—netice and shall specify the nature of the
inadequacy with such particularity as to furnish the teacher an
opportunity to correct the inadequacies and overcome the grounds
for the charge. Hee—+s : i

T

IESHARES

Prior to the intended date to provide notice of nonreemployment,

and subsequent to the-rencontinuing-teacherat-least ninety (90)

days—in day period during which a_teacher was provided the
opportunity to overcome the—inadequacies—Fhe—netice—shah

‘ any noticed inadequacy(ies) of

classroom performance, a second evaluation shall be made.

7 - The
written notice of nonreemployment by the Board, a Board member
acting on behalf of the Board, or the _Superintendent when_so
authorized by the Board [A.R.S. 15-536], shall give notice to the
noncontinuing teacher of the Board intention not to offer _a
teaching contract, unless the teacher has been dismissed pursuant
to A.R.S. 15-538, 15-539, 15-541, 15-550, or 15-544. The notice
shall be delivered personally or sent by registered or certified mail
to the teacher’'s place of residence, as recorded in the District's
records. The written notice of intention not to reemploy shall
include a copy of any evaluation pertinent to the charges made
and filed with the Board.
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» By April15-the The Board shall authorize, as necessary, and
send notice to noncontinuing teachers who will not be reemployed:

aaaaa ats - Ao - als

reemploy for the ensuing school year.

» This The written notice of nonreemployment by the Board, a
Board member acting on behalf of the Board, or by—the
Superintendent # when so authorized by the Board [A.R.S. 15-
536], shall give notice to the noncontinuing teacher of the Board's
intention not to offer a teaching contract. The notice shall | be
delivered personally or sent by registered or certified mail;

- - to the teacher’s
place of residence, as recorded in the District's records. The
written notice of intention not to reemploy shall include a copy of
any evaluation pertinent to the charges made and filed with the
Board.

* Continuing teachers:

= Continuing teachers shall be evaluated at least once each year. If
the evaluation is used as the basis of a preliminary notice of
inadequacy of classroom performance, the evaluation:

A May not be conducted within two (2) instructional days of
any school break of one (1) week or more.

A Must be conducted in accord with District procedure.

A Must be completed in time to be included in the_written
preliminary notice of inadequacy of classroom performance,
which may be issued by the Governing Board or its
authorized representative or delegated employee at least
ten (10) instructional days prierte before the start of the
statutory period of time the teacher is to be given to correct
the inadequacy and overcome the grounds for the charge

15-539). In all cases in which an employee of the Governing
Board issues a notice of inadequacy of classroom
performance without prior approval by the Board, the
employee shall report such issuance to the Governing
Board within five (5) school days.
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A The written preliminary notice of inadequacy of classroom
performance shall include a copy of any evaluation
pertinent to the charges made and shall state the date,
following a period of not less than sixty (60) instructional
days, by which the teacher must overcome the grounds for
the charge. If the teacher does not demonstrate adequate
classroom performance by the conclusion of the allotted
time the Board shall dismiss the teacher either within ten
(10) days of service of a subsequent notice of intention to
dismiss or by the end of the contract year in which the
notice is served unless the teacher requests a hearing as
provided by A.R.S. 539.

= Subject to-the-previsiens-of A.R.S. 15-539, 15-540, 15-541, 15-544,
15-550 and 15-549, the Governing Board shall-between-Mareh—15
and-May-—15; offer to each continuing teacher under contract of
employment with the District for the current year a contract
renewal for the next ensuing school year unless the Governing
Board, a member of the Board acting on behalf of the Board, or
the Superintendent gives notice to the continuing teacher of the
Board's intent not to offer a contract and to dismiss the teacher as
provided in A.R.S. 15-539.

= All provisions of A.RS. 15-538.01, A.R.S. 15-539, and other
appropriate Arizona Revised Statutes shall be complied with in
the dismissal of continuing teachers.

A |f inadequacy of classroom performance is the reason for
possible dismissal, the written preliminary notice of
inadequacy of classroom performance shall allow the
teacher not less than eighty-five{85) sixty (60) instructional
days within which to correct the inadequacy and overcome
the grounds for the charge.

Evaluation program. The specific format for the teacher evaluation system
will be developed in compliance with Policy GCO and this regulation under
the leadership of the Superintendent.
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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 evaluatee having full
knowledge of the criteria, process, and results.

The following statements give more specific purposes for evaluation:

« 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.

« 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.

The specific format for the evaluation system for certificated administrators
and psychologists will be developed under the leadership of the
Superintendent.

Contract Renewal

If the administrator's contract with the School District is for more than one

year, but not exceeding three years, on or before May 15 of the last year of
the contract, the Board shall offer a contract for the next school year to the
administrator unless on or before April 15 the Board gives notice to the
administrator of the Board's intention not to offer a new administrative
contract.
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If the administrator’s or psychologist's contract with the School District is for
a single year, on or before May 15 of each year the Board shall offer a
contract for the next school year to the administrator or psychologist unless
on or before April 15 the Board gives notice to the administrator or
psychologist of the Board's intention not to offer a new administrative

contract or psychologist’'s contract.

LEGAL REF.: A.R.S. 15-503 15-540
15-536 15-541
15-537 15-544
15-538 15-549
15-539
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PROFESSIONAL STAFF
REDUCTION IN FORCE

The number and type of certificated staff positions required to implement the
District's educational program will be determined amnualy by the Board
after recommendation from the Superintendent. In the event the Board
decides to release certificated staff members, the following guidelines will be
in effect:

o Ji attoibion-aoe ala alm - ata als

The Superintendent shall submit to the Board recommendations for the
termination of specific staff members. The criteria used in formulating
these recommendations shall include, but shall not be limited to:

= Qualifications and certification of staff members to accomplish the
District's  educational  program, __including _certification
requirements for specialty categories and designation as a highly
qualified teacher.

= Overall teaching experience, academic training, and ability.
= Past contributions to the educational program of the District.
—AlLot! . ; - hof coin-the-Distel

Teacher tenure and seniority shall not be considerations in retention
determinations.

Personnel to be laid-off-for-the-ensuing-sehool-year released shall be notified
of-such-tayeff as soon as practical.

Adopted: date of manual adoption

LEGAL REF.: A.R.S. 15-502
15-503

15-544

A.G.O. 178-286

CROSS REF.: GCB - Professional Staff Contracts and Compensation

ARIZONA SCHOOL BOARDS ASSOCIATION Page 1 of 1

111309



G-6100 © 2009 by Arizona School Boards Association GCQF

DISCIPLINE, SUSPENSION, AND
DISMISSAL OF
PROFESSIONAL STAFF MEMBERS

Updates to GCQF and GCQF-E are still being analyzed and
developed to assure full compliance with the statutes and to more
adequately inform governing boards and school district personnel of
the requisite procedures. An Advisory on the recommendations will
be issued in December, 2009.

Retain the District's present GCQF and GCQF-E until the receipt and
consideration of the forthcoming Advisory.

Consultation with the school district attorney is encouraged in cases
of anticipated discipline of professional, especially for longer than
ten (10) days with or without pay and for notice of intent to dismiss a
teacher.
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EARLY GRADUATION

The Board will authorize early high school completion in order to meet career
goals for selected students. Students desiring early graduation must submit
a written request to the high school principal during the first half of the
semester preceding the semester of desired completion. The principal may
accept requests after this date in special circumstances. The request must
contain the reasons for the request and the written approval of the student’s
parents or guardian. All graduation requirements must be met by the early
completion date.

The Superintendent will establish procedures to evaluate each request and
will ensure that the parents or guardian are informed of any restrictions or
limitations to be placed on the student in the event the request is approved,
including restrictions on cocurricular activities.

Diplomas normally will be awarded only at the completion of the spring
semester. However, final transcripts will be provided as soon as the high
school requirements have been met.

The District shall notify the Arizona Department of Education and the
Commission for Postsecondary Education when a student graduates at least
one (1) year before the student's scheduled graduation date.

Adopted: date of manual adoption

LEGAL REF.: A.R.S. 15-105
15-701.01
15-1821
Section 63, Arizona Laws 2009, HB 2011
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ENTRANCE AGE REQUIREMENTS

Special Preschool

A child evaluated and recommended for special services for a disability in
accord with statute, and who has reached the third (3rd) birthday, may be
admitted to preschool. If otherwise eligible, the District may admit a child
who is within ninety (90) days of reaching age three (3) years if it is
determined to be in the best interest of the individual. The Superintendent
shall make such determination based upon one (1) or more consultations with
parent(s), guardian(s), the child, and the multidisciplinary placement team.

Kindergarten and First Grade

For admission to kindergarten, children must be five (5) years of age prior to
September 1 of the current school year. If a full-day kindergarten is
provided, the parent of a student eligible for full-day kindergarten shall be
offered the opportunity to choose either a half-day or a full-day kindergarten
program. The District shall provide an academically meaningful half-day
kindergarten program in each District school where the half-day student
enrollment is sufficient to fill a class with approximately the same number of
students as the District-wide kindergarten classroom average.

Children may be admitted to first grade who are six (6) years of age, or shall
be deemed six (6) years of age if they reach such age prior to September 1 of
the current school year.

The Board may admit children who have not reached the required age as
prescribed above if it is determined to be in the best interest of the children,
and such children must reach the required age of five (5) for kindergarten
and six (6) for first grade by January 1 of the current school year.

For a child who has not reached six (6) years of age (five [5] for kindergarten)
before September, the determination of whether to admit shall be based upon
one (1) or more consultations with the parent(s) or guardian(s), the child, the
teacher, the school principal, and/or professional consultants.

When a child who has not reached age five (5) prior to September 1 was
admitted for early enroliment in kindergarten, and the child is readmitted to
kindergarten in the following year, the District is not eligible to receive basic
state aid for the child's second year. The District may charge tuition for the
second year of kindergarten enrollment.

The District may charge tuition for full-day kindergarten in fiscal year 2009-
2010 if the District decides not to provide free full-day kindergarten as
authorized by Section 78, Laws 2009.
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High School
A high school graduate with a recognized diploma may be refused admission.

Students between the ages of sixteen (16) and twenty-one (21) years shall be
admitted to high school. A student under sixteen (16) years of age who does
not hold an eighth-grade certificate of promotion may be admitted to high
school under the following conditions:

« The student must meet competency requirements in the adopted
standards for promotion of students from the eighth (8th) grade as
determined by the State Board of Education in the areas of reading,
writing, mathematics, science, and social studies.

The Superintendent will develop procedures for the student to demonstrate
competency in the standards adopted by the State Board of Education.

Adopted: date of manual adoption

LEGAL REF.: A.R.S. 15-701 15-771
15-701.01 15-821
15-703 15-901
15-766 15-901.02
15-767

Section 78, Arizona Laws 2009, HB 2011
A.A.C. R7-2-301

CROSS REF.: JF - Student Admissions
JHD - Exclusions and Exemptions from School Attendance
JLC - Student Health Services and Requirements
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STUDENT CONCERNS, COMPLAINTS,
AND GRIEVANCES

The Superintendent is directed to establish procedures whereby students
may present a complaint or grievance regarding a violation of their
constitutional rights, equal access to programs, discrimination, harassment,
intimidation, bullying or personal safety provided that:

« The topic is not the subject of disciplinary or other proceedings under
other policies and regulations of this District, and

« The procedure shall not apply to any matter for which the method of
review is prescribed by law, or the Governing Board is without
authority to act.

A complaint/grievance may be raised regarding one (1) or more of the
following:

» Violation of the student's constitutional rights.

« Denial of an equal opportunity to participate in any program or activity
for which the student qualifies not related to the student's individual
capabilities.

« Discriminatory treatment on the basis of race, color, religion, sex, age,
national origin, or disability.

» Harassment of the student by another person.
« Intimidation by another student.
* Bullying by another student.

+ Concern for the student's personal safety.

The accusation must be made within thirty (30) calendar days of the time the
student knew or should have known that there were grounds for the
complaint/grievance. The complaint/grievance shall be made only to an
administrator or other professional staff member. That person shall elicit
from the student the particulars determined by the Superintendent to be
necessary for the complaint/grievance to be investigated. When the initial
allegation is submitted in a manner other than on the prescribed form, the
particulars of the complaint/grievance must be written on the form as
immediately as possible after receipt of the complaint/grievance. The
professional staff member may assist the student in completing the
complaint/grievance form. The student should sign and date the form,
however, unsigned forms are to be processed in the same manner as a signed
form.
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When the professional staff member is other than the school administrator, it
shall be the responsibility of the staff member to inform a school
administrator as soon as feasible, but not later than the next school day
following the day that the staff member receives the complaint/grievance. If
the school administrator is included in the allegation, the complaint/
grievance shall be transmitted to the next higher administrative supervisor.
A failure by the professional staff member to timely inform the school
administrator or next higher administrative supervisor of the allegation may
subject the staff member to disciplinary action. The professional staff
member shall preserve the confidentiality of the subject, disclosing it only to
the appropriate school administrator or next higher administrative
supervisor or as otherwise required by law.

Any question concerning whether the complaint/grievance falls within this
policy shall be determined by the Superintendent.

Middle school and high school students shall file complaints on their own
behalf. A parent or guardian may initiate the complaint process on behalf of
an elementary school student. Except for elementary students, only the
student may initiate a complaint/grievance under this policy. A parent or
guardian who wishes to complain should do so by completing the forms
following Policy KE on Public Concerns and Complaints.

A complaint/grievance may be withdrawn at any time. Once withdrawn, the
process cannot be reopened if the resubmission is longer than thirty (30)
calendar days from the date of the occurrence of the alleged incident. False
or unproven complaint documentation about harassment, intimidation, or
bullying shall not be maintained.

Retaliatory or intimidating acts against any student who has made a
complaint under this policy and its corresponding regulations, or against a
student who has testified, assisted or participated in any manner in an
investigation relating to a complaint or grievance, are specifically prohibited
and constitute grounds for a separate complaint.

To assure that students and staff are aware of its content and intent, a notice
of this policy and procedure shall be posted conspicuously in each school
building and shall be made a part of the rights and responsibilities section of
the student handbook. Forms for submitting complaints are to be available
to students and staff in the school offices.

Disposition of all complaints/grievances shall be reported to the
Superintendent as the compliance officer for discrimination. The
Superintendent will determine if the policies of the District have been
appropriately implemented and will make such reports and/or referrals to the
Board as may be necessary.
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The Superintendent shall develop procedures for the maintenance and
confidentiality of documentation related to the receipt of a student’s concern,
complaint, or grievance, findings of the investigation, and disposition of the
matter. The documentation shall not be used to impose disciplinary action
unless the appropriate school official has investigated and determined there

was an actual occurrence of the alleged incident.

Knowingly submitting a false report under this policy shall subject the
student to discipline up to and including suspension or expulsion. Where
disciplinary action is necessary pursuant to any part of this policy, relevant
District policies shall be followed.

When District officials have a reasonable belief or an investigation reveals
that a reported incident may constitute an unlawful act, law enforcement
authorities will be informed.

Adopted: date of manual adoption
LEGAL REF.: A.R.S. 15-341

CROSS REF.: AC - Nondiscrimination/Equal Opportunity
ACA - Sexual Harassment
GBEB - Staff Conduct
JB - Equal Educational Opportunities
JIC - Student Conduct
JICFA - Hazing
JK - Student Discipline
JKD - Student Suspension
JKE - Expulsion of Students
KE - Public Concerns and Complaints
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REGULATION REGULATION

STUDENT CONCERNS, COMPLAINTS,
AND GRIEVANCES

A student who complains or grieves regarding constitutional rights, equal
access to programs, discrimination, harassment, bullying, intimidation or
personal safety issues may complain directly to the school administrator or to
a professional staff member. The individual receiving the student complaint
must retrieve sufficient detail from the student to complete the form
designated for such purpose. When a professional staff member receives the
information, the staff member will transmit it to the school administrator not
later than the next school day following the day the staff member receives the
complaint/grievance. If the complaint/grievance involves the school
administrator the professional staff member shall forward the complaint/
grievance to the next administrative level.

At a minimum the complaint/grievance shall contain the identifying
information on the complainant and such specificity of names, places and
times as to permit an investigation to be carried out. The written complaint/
grievance should contain a requested solution and the submission should be
signed and attested to by the complainant. However, an unsigned form will
be processed in the same manner as a signed form.

The complaint/grievance will be investigated by the school administrator or a
supervising administrator. The student shall be contacted not later than the
school day following the date the school administrator's or the
administrator's supervisor receives the information. The procedures to be
followed are:

« An investigation of the reported incident or activity shall be made
within ten (10) school days when school is in session or within fifteen
(15) days during which the school offices are open for business when
school is not in session. Extension of the time line may only be by
necessity as determined by the Superintendent.

« The investigator shall meet with the student who submitted the
complaint/grievance at or before the end of the time period and shall
discuss the conclusions and actions to be taken as a result of the
investigation. Confidentiality of records and student information shall
be observed in the process of making such a report.

« The investigator shall prepare a written report of the findings and a
copy of the report shall be provided to the Superintendent.
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REGULATION REGULATION

« A confidential record of each concern, complaint, and grievance made
pursuant to Policy JII shall be maintained at the District office. The
record shall include a copy of the concern, complaint, or grievance filed
by a student, findings of the investigation, and the disposition of the
matter.

+ Unless a determination has been made by the appropriate investigating
school official that the reported incident actually occurred, the record

shall not be used for the imposition of discipline.

Where disciplinary action is necessary, District policies shall be followed.

When District officials have a reasonable belief or an investigation reveals
that a reported incident may constitute an unlawful act, law enforcement
authorities will be informed.
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EXHIBIT EXHIBIT

STUDENT CONCERNS, COMPLAINTS,
AND GRIEVANCES

(To be displayed in school buildings
and in student handbooks)

Students may present a complaint or grievance regarding one (1) or more of the following:
« Violation of the student’s constitutional rights.

« Denial of an equal opportunity to participate in any program or activity for which the
student qualifies not related to the student’s individual capabilities.

+ Discriminatory treatment on the basis of race, color, religion, sex, age, national origin,
or disability.

» Harassment of the student by another person.

+ Intimidation by another student.

* Bullying by another student.

= Concern for the student's personal safety.
Provided that:

+ The topic is not the subject of disciplinary or other proceedings under other policies
and regulations of this District, and

+ The procedure shall not apply to any matter for which the method of review is
prescribed by law, or the Governing Board is without authority to act.

The guidelines to be followed are:

« The accusation must be made within thirty (30) calendar days of the time the student
knew or should have known that there were grounds for the complaint/grievance.

« The complaint/grievance shall be made only to a school administrator or professional
staff member.

« The person receiving the complaint will gather information for the complaint form,

+ All allegations shall be reported on forms with the necessary particulars as
determined by the Superintendent. Forms are available in the school office.

« The person receiving the complaint shall preserve the confidentiality of the subject,
disclosing it only to the appropriate school administrator or next higher
administrative supervisor or as otherwise required by law.

Any question concerning whether the complaint/grievance falls within this policy shall be
determined by the Superintendent.
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EXHIBIT EXHIBIT|

Complaints by middie or high school students may be made only by the students on their
own behalf. A parent or guardian may initiate the complaint process on behalf of an
elementary school student under this policy. A parent or guardian who wishes to complain
should do so by completing the forms following Policy KE on Public Concerns and
Complaints.

A complaint/grievance may be withdrawn at any time. Once withdrawn, the process cannot
be reopened if the resubmission is longer than thirty (30) calendar days from the date of the
occurrence of the alleged incident. False or unproven complaint documentation shall not be
maintained.

Retaliatory or intimidating acts against any student who has made a complaint under this
policy and its corresponding regulations, or against a student who has testified, assisted or
participated in any manner in an investigation relating to a complaint or grievance, are
specifically prohibited and constitute grounds for a separate complaint.

Knowingly submitting a false report under this policy shall subject the student to discipline
up to and including suspension or expulsion. Where disciplinary action is necessary
pursuant to any part of this policy, relevant District policies shall be followed.

When District officials have a reasonable belief or an investigation reveals that a reported
incident may constitute an unlawful act, law enforcement authorities will be informed.
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STUDENT DISCIPLINE

The Superintendent shall recommend policies and develop procedures for the
discipline of students that comply with A.R.S. 15-843. These policies and
procedures will apply to all students traveling to, attending, and returning
from school, and while visiting another school or at a school-sanctioned
activity and may be imposed if the student’s behavior affects the school order.
When suspension or expulsion is involved, notice, hearing, and appeal
procedures shall conform to applicable legal requirements.

The principal of each District school shall ensure that a copy of all rules
pertaining to discipline, suspension, and expulsion are distributed to each
student's parents at the time the student enrolls in school each year.

Temporary Removal

Teachers are authorized to temporarily remove a student from a class. A
teacher may temporarily remove a student to the principal, or to a person
designated by the school administrator, in accord with:

« Rules established for the referral of students.
« The conditions of A.R.S. 15-841, when applicable.

The Superintendent shall establish such rules as are necessary to implement
the temporary removal procedure.

Threatened an Educational Institution

Threatened an educational institution means to interfere with or disrupt an
educational institution as found in A.R.S. 15-841 and 13-2911. A student
who is determined to have threatened an educational institution shall be
expelled from school for at least one (1) year except that the District may
modify this expulsion requirement for a pupil on a case-by-case basis and
may reassign a pupil subject to expulsion to an alternative education
program if the pupil participates in mediation, community service, restitution
or other programs in which the pupil takes responsibility for the results of
the threat. The District may require the student’s parent(s) to participate in
mediation, community service, restitution or other programs with the student
as a condition to the reassignment of the pupil to an alternative education

program.

Information concerning a student's disciplinary record will be held in the
strictest confidence.
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Disciplinary actions taken will be recorded in an administrative log, and all
types of suspensions or expulsions will be recorded in a separate file for each
student.

Adopted: date of manual adoption

LEGAL REF.: A.R.S. 13-403 et seq.
13-2911
15-341
15-342
15-841
15-842
15-843
15-844

CROSS REF.: JIC - Student Conduct
JKA - Corporal Punishment
JKD - Student Suspension
JKE - Expulsion of Students
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EXPULSION OF STUDENTS

A recommendation to expel shall be by the Superintendent. The authority to
expel rests only with the Board. All expulsions requested shall have
supporting data indicating the required due process procedure provided at
the time of recommendation.

The Governing Board (Option A: will decide in executive session whether the
Board will conduct an expulsion hearing or designate one or more hearing
officers to hear the evidence) OR (Option B: directs all expulsions hearings
to be conducted by a hearing officer selected from a list of hearing officers

approved by the Board).

Expulsion

Regular Education Students

Expulsion is the permanent exclusion of a student from school and school
activities, unless the Governing Board reinstates the student's privileges to
attend school.

+ Step 1: Each recommendation for expulsion shall be delivered to the
Superintendent. A recommendation for expulsion may be made before,
after or in conjunction with a long-term suspension hearing, if one is to
be held.

« Step 2: If the Superintendent concurs with the recommendation, #-shah
be—forwarded the Superintendent shall (Option A: present the
recommendation to the Governing Board) OR (Option B: present the
recommendation for expulsion to a hearing officer selected from a list of

hearing officers approved by the Board).

« Step 3: In each case in which a recommendation for expulsion receives
approval by the Superintendent, (and the Board has not determined
that all expulsion hearings are to be conducted by a hearing officer), the
Governing Board will meet in executive session:

= to determine whether the nature of the accusations against the
student justify an expulsion hearing,

= to determine whether the hearing will be held before the
Governing Board or before a hearing officer,

= to designate a hearing officer if one will be used, and
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if the hearing will be conducted by the Governing Board to
determine whether the hearing will be conducted in executive
session. Under normal circumstances, the Governing Board will
not review any documents or other pertinent evidence during this
the initial executive session.

+ Step 4: The expulsion hearing should be scheduled so-that it may be
resolved, if reasonably possible, during the period of any suspension.

+ Step 5: A formal letter to the responsible parent or guardian will be
mailed by certified mail with return receipt requested or delivered by
hand (with an adult witness present) at least five (5) working days prior
to the formal hearing. A copy of this letter will remain on file, and the
letter should contain:

A statement of the charges and the rule or regulation violated.
The extent of the punishment to be considered.

The date, time, and place of the formal hearing.

A designation of the District's witnesses.

That the student may present witnesses.

That the student may be represented by counsel at the student’s
expense.

If a hearing officer has been appointed, the name of the hearing
officer and how the hearing officer may be contacted, or a
statement that the Governing Board will preside at the hearing.

Copies of this policy and A.R.S. 15-840 and 15-843 unless
previously provided in connection with the same infraction.

+ Step 6: The parent, guardian or emancipated student shall be informed
of the following:

Nothing in these procedures shall be construed to prevent the
students who are subject to the action and their parents or legal
guardians and legal counsel from attending any executive (closed)
session pertaining to the proposed disciplinary action, or from
having access to the minutes and testimony of such session or
from recording such a session at the parent's or legal guardian'’s
expense.

The student is entitled to a statement of the charges and the rule
or regulation violated.
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The student may be represented by counsel, without bias to the
student.

The student may present witnesses.

The student or counsel may cross-examine witnesses presented by
the District.

The burden of proof of the offense lies with the District.

Either the hearing must be recorded on tape or an official record
must be kept in some other appropriate manner. In addition,
parents are to be allowed to tape-record the hearing at their own
expense.

The District has the right to cross-examine witnesses, and may be
represented by an attorney.

If the hearing is held before a hearing officer, the hearing will be
conducted in private with the attendance of only the hearing
officer, administrative representatives, the student and parent(s),
counsel for the parties, and witnesses necessary to the
proceedings, unless the parent(s), guardian(s) or emancipated
student requests in writing that the hearing be open to public
attendance.

If the hearing is held before the Governing Board the Board will
conduct the hearing in executive session with the attendance of
only the hearing officer, administrative representatives, the
student and parent(s), counsel for the parties, and witnesses
necessary to the proceedings, unless the parent(s), guardian(s) or
emancipated student requests in writing that the hearing be open
to public attendance.

+ Step 7: A formal hearing will be held:

= When a parent or legal guardian has disagreed that the hearing

should be held in executive (closed) session, it shall be held in an
open meeting unless:

A If only one (1) student is subject to the proposed action, and
disagreement exists between that student's parents or legal
guardians, then the Board (hearing officer), after
consultation with the student’s parents or legal guardians,
shall decide in executive (closed) session whether the
hearing will be in executive (closed) session.
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If more than one (1) student is subject to the proposed
action and disagreement exists between the parents of
different students, then separate hearings shall be held
subject to the provisions of A.R.S. 15-843.

* Step 8: The decision and appeal procedure, if applicable, upon the

conclusion

of the hearing will be as follows:

= Upon conclusion of a hearing conducted by a hearing officer, if a
recommendation for expulsion is made, the decision may be
appealed to the Board at the time the Board considers the
recommendation. A formal letter to the responsible parent or
guardian will be mailed by certified mail with return receipt
requested or delivered by hand (with an adult witness present)
indicating the recommendation that will be made to the Board. A

copy

of this letter will remain on file, and the letter should

explain:

A

The time and place of the Board meeting at which the
recommendation will be made.

That the recommendation may be appealed at the time the
recommendation is made to the Board.

That the appeal shall be in writing delivered to the
Superintendent prior to the time of the Board meeting.

That the written appeal shall indicate a spokesperson on
behalf of the student.

That the spokesperson will be given time to speak to the
Board on appeal.

The Board may accept the hearing officer's recommendation
or reject the recommendation and impose a different
disciplinary action including assignment to an alternative
educational program. The Board may grant a new hearing,
take the matter under advisement, or take any further
action deemed necessary. |f the Board decides to expel the
student the expulsion shall become effective the day after
the Board's decision. The decision of the Board is final.

= Upon conclusion of a hearing on expulsion conducted by the
Board, the decision of the Board is final.
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Special Education Students

A student qualified under the Individuals with Disabilities Education Act
(IDEA) as revised in 2004 may not be expelled from school but in compliance
with federal law and regulation may be given a change in placement. The
Individualized Education Program Team generally determines a change in
placement of an IDEA qualified student. During any change in placement
the school must provide services to the extent necessary to enable the child to
appropriately progress in the general curriculum and appropriately advance
toward achieving the goals set out in the child’s Individualized Education
Programs.

A student with a disability qualified under the Americans with Disabilities
Act or Section 504 of the Rehabilitation Act of 1973 and not qualified under
the Individuals with Disabilities Education Act as revised in 2004, may be
suspended or expelled from school and education services may be ceased, if
nondisabled students in similar circumstances do not continue to receive
education services.

Readmittance procedure

« A student expelled from the District may request readmittance by
making a written application to the Board. Readmission is at the
discretion of the Governing Board. In addition, it is the prerogative of
the Board to stipulate appropriate conditions for readmittance. The
application for readmittance shall occur no less than nine (9) months
after the date of the expulsion; however, the student may not be
readmitted until at least two (2) complete semesters have passed (the
remainder of the semester in which the violation has occurred and two
[2] additional semesters). The application must:

« Be written and be directed to the attention of the Governing
Board.

« Contain all information that the student and parent(s) consider
relevant to the Governing Board's determination as to whether or
not to readmit the student. This should include information
indicating:

A An appreciation by the student of the severity and
inappropriateness of the student’s prior misconduct.

A That such misconduct or similar misconduct will not be
repeated.
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A A description of the student’s activities since the expulsion.
A Support of the student’s application for readmission.
= Be filed in the Superintendent’s office.

« The Governing Board shall meet in executive session to consider an
initial application for readmission. The student and parents have the
right to be present in the executive session but do not have the right to
make a presentation or address the Governing Board unless they are
asked to do so by the Governing Board. For this reason, it is important
that the application for readmission contain all information that the
Governing Board may deem important in determining whether to
readmit the student. The Governing Board, in its sole discretion, shall
determine whether the student should be readmitted, and, if so, under
what restrictions and conditions. The burden is on the student and
parent(s) to convince the Governing Board that readmission is
appropriate considering the interests of the expelled student, the
District, and the interests of the other students and staff members. The
Governing Board's decision is final.

+ A student may file more than one (1) application for readmission.
Applications subsequent to an initial application, however, may not be
filed more frequently than every ninety (90) days, and the Governing
Board shall meet to discuss and consider the application only if at least
two (2) members of the Governing Board ask that the matter be placed
on an agenda for discussion in executive session.

Readmittance conditions

As a condition for readmission from an expulsion, the student, with parent(s)
or quardian affirmation, shall agree to the following conditions:

+ Regular attendance — no unexcused absence.

« No violation of school rules or policies.

« Completion of all classroom tasks in a timely fashion, as directed.

+ Depending upon the nature of the original violation for which the
expulsion was provided, the student may be limited as to attendance or

participation in after school activities, school sports, and
extracurricular events or activities.
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A student allowed readmission following expulsion shall receive a written
admonition that the original expulsion will be summarily reinstated should
the student commit a violation of the conditions for readmission or a criminal
or civil violation reflecting on the school order.

Adopted: date of manual adoption

LEGAL REF.: A.R.S. 15-342 15-841
15-766 15-842
15-767 15-843
A.G.O. 178-103 180-055
178-218 184-036
A.A.C. R7-2-401 R7-2-405

20 U.S.C. 1400 et seq., Individuals with Disabilities
Education Act

20 U.S.C. 7151 et seq., The Gun-Free School Act of 1990

29 U.S.C. 794 Rehabilitation Act of 1973, (Section 504)

CROSS REF.: 1HB - Special Instructional Programs
JR - Student Records

ARIZONA SCHOOL BOARDS ASSOCIATION Page 7 of 7



J-5350 © 2009 Arizona School Boards Association JLED

MEDICINES / ADMINISTERING
MEDICINES TO STUDENTS

Under certain circumstances, when it is necessary for a student to take
medicine during school hours, the District will cooperate with the family
physician and the parents if the following requirements are met:

« There must be a written order from the physician stating the name of
the medicine, the dosage, and the time it is to be given.

« There must be written permission from the parent to allow the school or
the student to administer the medicine. Appropriate forms are
available from the school office.

« The medicine must come to the school office in the prescription
container or, if it is over-the-counter medication, in the original
container with all warnings and directions intact.

Exceptions:

« Students who have been diagnosed with anaphylaxis may carry and
self-administer emergency medications including auto-injectable
epinephrine provided the pupil's name is on the prescription label on
the medication container or device and annual written documentation
from the pupil’s parent or guardian is provided that authorizes
possession and self-administration. The student shall notify the school
office secretary as soon as practicable following the use of the
medication;

+ For breathing disorders, handheld inhaler devices may be carried for
self administration provided the pupil's name is on the prescription
label on the medication container or on the handheld inhaler device and
annual written documentation from the pupil's parent or guardian is
provided that authorizes possession and self-administration.

« Students with diabetes who have a diabetes medical management plan
provided by the student's parent or guardian, signed by a licensed
health professional or nurse practitioner as specified by A.R.S. 15-
344,01, may carry appropriate medications and monitoring equipment
and self-administer the medication.

District employees may volunteer to be a student's diabetes care assistant,
subject to approval by the student’s parent or guardian, in_an emergency
situation as described in 15-344.01. The Superintendent may develop
regulations for implementing this provision.

ARIZONA SCHOOL BOARDS ASSOCIATION Page 1 of 2

111309




J-5350 © 2009 Arizona School Boards Association JrLepD

The District reserves the right, in accordance with procedures established by
the Superintendent, to circumscribe or disallow the use or administration of
any medication on school premises if the threat of abuse or misuse of the
medicine may pose a risk of harm to a member or members of the student
population.

This policy and any related policies or amendments to such policies shall be
forwarded to the District liability insurance carrier for review.

Adopted: date of manual adoption

LEGAL REF.: A.R.S. 15-341
15-344
32-1601
32-1901

CROSS REF.: EBC-RC - Emergencies (First Aid)
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REGULATION REGULATION

MEDICINES / ADMINISTERING
MEDICINES TO STUDENTS

(Medication Procedures)

Prescription Drugs

For occasions when it is necessary for a student to receive a prescription drug
during the school day, the following procedure has been established to ensure
the protection of the school and the student and to assure compliance with
existing rules and regulations:

Administration by school personnel:
« The medication must be prescribed by a physician.

« The parent or guardian must provide written permission to administer
the medicine to the student. Appropriate forms are available from the
school office.

« The medication must come to the school office in the prescription
container as put up by the pharmacist. Written directions from the
physician or pharmacist must state the name of the patient, the name
of the medicine, the dosage, and the time it is to be given.

« An administrator may designate a school employee to administer the
medication.

e« Two (2) or more school employees, subject to final approval by the
student's parent or guardian, may volunteer to serve as diabetes care
assistants in an emergency as follows:

« The parent or guardian must provide to the school an unexpired
glucagon kit prescribed for the student by an appropriately
licensed health care professional or nurse practitioner.

« The volunteer diabetes care assistant has provided to the school a
written statement signed by an appropriately licensed health
professional that the voluntary diabetes care assistant has
received proper training in the administration of glucagon,
including the training specified in A.R.S. 15-344.01.

= A District employee shall not be subject to any penalty or
disciplinary action for refusing to serve as a voluntary diabetes
care assistant.
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REGULATION REGULATION

« The District, employees of the District, and properly licensed
volunteer health professionals and nursed practitioners are
immune from civil liability for the consequences of the good faith

adoption and implementation of policies and procedures pursuant
to District policy and this regulation.

« Each administration of prescription drugs must be documented, making
a record of the student having received the medication.

+ Drugs must be kept in their original containers in a locked medicine
cabinet.

Self-administration:

« When the physician feels it is necessary for the student to carry and
self-administer the medication, the physician shall provide written
recommendations, to be attached to the signed parent permission form
except in the case of medication for diagnosed anaphylaxis and
breathing disorders requiring handheld inhaler devices. In these cases
the student's name on the prescription label is sufficient for the
physician's recommendation.

« The student’s diabetes medical management plan provided by the
parent or quardian shall be signed by the appropriately licensed health
professional or nurse practitioner and shall state that the student is
capable of self-monitoring blood glucose and shall list the medications,
monitoring equipment, and nutritional needs that are medically
appropriate for _the pupil to self-administer and that have been
prescribed or authorized for that student. The student must the pupil
be able to practice proper safety precautions for the handling and
disposal of the equipment and medications that the student is
authorized to use under these provisions. The pupil's diabetes medical
management plan shall specify a method to dispose of equipment and
medications in a manner agreed on by the parent or guardian and the
school.

* The parent or guardian must provide written permission for the student
to self-administer and carry the medication. Appropriate forms are
available from the school office.

« The medication must come in the prescription container as put up by
the pharmacist.
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REGULATION REGULATION

Over-the-Counter Medication

When it is necessary for a student to receive a medicine that does not require
a prescription order but is sold, offered, promoted, and advertised to the
general public, the following procedure has been established to ensure the
protection of the school and the student:

Administration by school personnel:

» Written permission must be provided by the parent or guardian for the
administration of specific over-the-counter drugs.

« Any over-the-counter drug or medicine sent by the parent to be
administered to a student must come to the school office in the original
manufacturer's packaging with all directions, dosages, compound
contents, and proportions clearly marked.

« An administrator may designate a school employee to administer a
specific over-the-counter drug.

+ Each instance of administration of an over-the-counter drug must be
documented in the daily log.

« Over-the-counter drugs must be kept in their original containers in a
locked medicine cabinet.

Self-administration:

« Written permission must be provided by the parent or guardian for the
administration of specific over-the-counter drugs by the student.

« Over-the-counter drugs or medicine sent by the parent to be
administered by the student must be kept by the student in the original
manufacturer's packaging, with all directions, dosages, compound
contents, and proportions clearly marked.

+ Necessity for self-administration of an over-the-counter drug or
medicine shall be determined by the student's physician and must be
verified by a signed physician's statement attached to the parent or
guardian permission form, indicating the specific drug or medicine.
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REGULATION REGULATION

Protection of Students

Use or administration of medication on school premises may be disallowed or
strictly limited if it is determined by the Superintendent, in consultation with
medical personnel, that a threat of abuse or misuse of the medicine may pose
a risk of harm to a member of the student population.

The student shall take extraordinary precautions to keep secure any
medication or drug, and under no circumstances shall make available,
provide, or give the item to another person. The student shall immediately
report the loss or theft of any medication brought onto school campus.
Violation of this regulation may subject the student to disciplinary action.
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ADVERTISING IN SCHOOLS

No materials from outside of the school system used for propaganda purposes
(ideas, facts, or allegations spread deliberately to further a cause or to
damage an opposing cause) shall be permitted to be posted in school buildings
or on school grounds or properties while students are present for
instructional or recreational purposes.

School sponsored student government activities, mock elections and
promotions are exempt from the prohibition against propaganda posting.

Nothing herein shall be construed to prevent advertising:

+ in student publications that-are published by student organizations er

* on school buses,

* at athletic facilities, or

« on the District website or websites maintained by District schools.

Such advertisements shall be age appropriate and not contain promotion of
any substance that is illegal for minors, such as alcohol, tobacco and drugs, or

gambling. Advertisements shall comply with the state sex education policy of
abstinence.

Requests for advertising to promote the merit of any product by brand name
or trademark shall be submitted to the Board.

The Governing Board has discretion to decline specific advertisements.

Adopted: date of manual adoption
LEGAL REF.: A.R.S. 15-342

CROSS REF.: DFF - Income From School Sales And Services
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