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     It is the policy of the Villisca Community School District not to discriminate on the basis of sex, race, national origin, creed, age, marital status or disability in its educ
ational programs, activities or
 employment policies as required by Title VI and VII of the 1964 Civil Rights Act, Title IX of the 1972 Educational Amendments and Section 504 of the Federal Rehabilitation Act of 1973.
     Inquiries regarding compliance with Title IX, Title VI or Section 504 may be directed to: Superintendent, Villisca Community School District, 406 E. 3
rd
 St., Villisca, IA 50864, Phone 712-826-2552, to the director of the Civil Rights Commission, Des Moines, Iowa, or the Director of the Region VII Office of Civil Rights, Department of Education, Kansas City, Missouri.  
)
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ARTICLE I: MISSION STATEMENT
HandbookHandbookHandbook
ARTICLE II: RECOGNITION

A. UNIT.  The Board hereby recognizes the Villisca Education Association as the certified exclusive and sole bargaining representative for all personnel specifically set forth in the PERB certification instrument (Case 386:) issued by the PERB on the 10th day of July 1975.

HandbookHandbookHandbook
ARTICLE III: GRIEVANCE PROCEDURE

A. STATEMENT OF PURPOSE.  The purpose of this procedure is to secure, at the lowest possible level, equitable solutions to the problems that may from time to time arise in interpreting the terms of this Handbook.  Nothing contained herein shall be construed as limiting the right of any school employee having a complaint to discuss the matter informally with the immediate superior.

B.  DEFINITIONS
1. A "Grievance" shall be a claim by the grievant that there has been a violation, misinterpretation, or misapplication of a provision of the master contract.

2. A "Grievant" shall be a person, group of persons or the Association president filing the grievance.

3. "Party of Interest" shall mean the person or persons, including the Employer and the Association, who might be required to take action or against whom action might be taken in order to resolve the complaint.

C.  TIME LIMITS
1. Time Limits.  If the stipulated time limits contained in this Article are not met by the grievant, the grievance shall be deemed dropped.  If the stipulated time limits contained in this Article are not met by the Employer's agents, the grievant shall have the right to proceed to the next step of the procedure if such appeal is taken in a timely manner and in the procedure set forth herein.  The time limits may, however, be extended or reduced by mutual agreement.

2. Year-end Grievance.  In the event a grievance is filed at such time that it cannot be processed through all the steps in this grievance procedure by the end of the school year, and if left unresolved until the beginning of the following school year, could result in irreparable harm to the grievant, the party of interest, or the school, the procedure may be exhausted prior to the end of the school year or within a maximum of 30 calendar days thereafter.

D.  RIGHTS OF REPRESENTATION
1. Employee and Association.  The grievant shall have the right to representation by one representative from the Association (if he/she so desires) at each step of the grievance system.  When the Association does not represent an employee, the Association shall be advised in writing of the disposition of the grievance at each step by receipt of a copy of the employer's written answer.

E.  STEPS OF THE GRIEVANCE PROCEDURE
1. Step One - Principal or Immediate Supervisor (Informal): An employee with a grievance shall first discuss it with his/her principal or immediate supervisor, either directly or with a representative, with the objective of resolving the matter informally.

2. Step Two - Principal or Immediate Supervisor (Formal). Within fifteen (15) school days of the date on which the occurrence of the event which caused the grievance was known or should have been known to the grievant, he/she must invoke the formal grievance procedure by delivering a completed grievance form with the signatures of the grievant or parties in interest, to the immediate supervisor.  The supervisor must, within ten (10) school days of receipt of the grievance, render a written response to the grievance.  Such action may include a meeting with the grievant, party in interest, and representative, if requested by the supervisor.

3. Step Three - Superintendent.  If the grievant is not satisfied with the disposition of his/her grievance at Step Two, he/she shall, within ten (10) school days, appeal to the Superintendent in writing with the proper signature on the proper forms.  The Superintendent must, within the following ten (10) school days of receipt of the appeal, hold a meeting with the grievant, representatives, party of interest, and the supervisor, and respond in writing.  If the Superintendent is the immediate supervisor in Steps I and II, Step III will be omitted.

F.  GENERAL PROVISIONS
1. Group Grievance.  If a grievance affects a group or class of the employees because of the existence of the same facts and issues, the Association may submit such grievance in writing to the Superintendent directly and the processing of such grievance shall commence at Step Three.  The Association may process such a grievance through all steps of the grievance procedure.

2. Grievance Forms.  Grievance forms shall be as set forth in Schedule I.  Copies may be obtained from the Association.

ARTICLE IV: ASSOCIATION RIGHTS

The Association and its members shall have the right to the following:

A.  Use school facilities for Association meetings contingent upon their availability.  Request for use of facilities will be made through the building Principal at least twenty-four (24) hours in advance.

B. Distribute Association material through the school messenger service and building mailbox.

C. Post notices of activities and matters of Association concern on Association bulletin boards located in either faculty lounges or such other places as designated by the building Principal.

D. Duly authorized representatives and their respective affiliates shall be permitted to transact official Association business on school property at reasonable times, provided that this shall in no way interfere with or interrupt normal school operations and provided all outside agents check in at the building Principal's office.

E. The Superintendent's office shall cause the agenda for regular board meetings to be emailed to the President of the Association 24 hours prior to the meeting.

F. The association shall have a representative of its own choosing on the calendar committee, which proposes the school calendar for the following year.

ARTICLE V: WAGES AND SALARIES

A. SCHEDULE

The salary of each employee is covered by the regular salary schedule set forth in Schedule III that is attached hereto and made part hereof.   The schedule is constructed as follows:

The schedule is an indexed schedule consisting of 6 educational vertical lanes, plus teacher salary supplement and total displayed. The indexed schedule is as follows:
1. BA 2.  BA+15; 3.  BA+30; 4.  MA; 5; MA+15; 6. MA+30.  Lane 1 contains 12 steps, Lane 2 contains 13 steps, Lane 3 contains 14 steps, Lane 4 contains 15 steps, and Lanes 5 and 6 contain 16 steps.

Each lane increases by 4% (.04) above the preceding lane and each step increases by 3.5%  (.035) over the preceding step.

Longevity: (Employees who have reached the end of their particular lane.)
When an employee reaches the bottom of the lane, Lanes 1 and 2 receive a 1.5% (.015) increment; Lane 3 receives a 2.5 % (.025) increment; and Lanes 4, 5, and 6 receive a 3.5%   (.035) increment.  

In addition, a 1.5% (.015) increment is added for each 3-step increment.

B. PLACEMENT ON SALARY SCHEDULE

New employees may receive credit for at least all previous years of teaching experience in the appropriate educational lane on the salary schedule and additional steps for qualified related experiences if the employer deems it necessary to attract quality applicants to the district. The school nurse shall receive 95% of the generator base and the proper salary schedule step.

C. ADVANCEMENT ON SALARY SCHEDULE

1. Increments.  Employees on the regular Salary Schedule shall advance one step on the Salary Schedule for each year of service until the maximum for their educational classification is reached.  Any employee hired prior to the end of the first semester of any school year shall be given credit for one (1) year of service toward the next increment step for the following year.

2. Educational Lanes.  Employees on the regular salary schedule who move to a higher educational level shall move to the corresponding step on the higher lane.  Requests for reclassification in different educational lanes will be accepted until September 1, of any current school year, to include work completed prior to September 1 of that year.  A certified transcript must be submitted to the Superintendent for evaluation as same is available from the university or by September 1 of that year.  For an employee to move from one educational lane to another, he/she shall file notification to the Superintendent for written approval before the graduate course work begins. If a Master program requires more than 40 hours to complete, then the additional hours will be used as hours on the MA +15 lane.  The superintendent will require documentation from the University as to the number of hours needed to complete a given program.

D. METHOD OF PAYMENT

1. Pay Periods.  Each employee shall be paid in twelve equal installments on the 20th of each month.  All paychecks shall be directly deposited to the bank of the employee’s choice.  The employee shall receive their pay stubs at their building or via email.

2. Summer Checks.  Summer check stubs shall be mailed to the address designated by the employee.

3. Balance of Contract.  The balance of the contract may be collected if you are leaving the school system at the end of the student school year, if funds are available.  Insurance, annuities and other withholdings will be collected according to final pay.

ARTICLE VI: SCHEDULE B

A.  EXTRA CURRICULAR ACTIVITIES
1. Rates of Pay.  Employees who participate in such activities shall be compensated according to the rate of pay or other stipulations in Schedule IV.  Rate of pay for any new or substantially changed activities will be negotiated at the time they are added or changed.
2. Mileage Compensation.  Employees who must travel between districts during the workday for their assigned duties shall be provided transportation or compensated to the state rate per mile.  

ARTICLE VIII: INSURANCES

A. TYPES.  The board will provide the following insurance protection:
1. [bookmark: _GoBack]Health, Major Medical and Dental: Each full-time employee shall be covered by a health, major medical and dental program. The Board of Education will pay six hundred eighty ($680) dollars per month based on the employee’s FTE toward their health/dental/fees or cash.  Maximum cash amount for employees not subscribing to the provided insurance shall be one hundred (100) dollars per month.  If an employee opts out they must provide proof of insurance at enrollment.  Employees not subscribing to the health insurance may opt for the dental plan; the dental premium shall be deducted from the non-subscriber cash amount.  

2. School Liability.  All employees shall be covered by a school financed liability insurance covering performance of duties in the scope of the employee's employment.  Employees required to use personal automobiles in their assigned duties shall be covered under the school umbrella liability policy.

B.  COVERAGE.  The Board-provided insurance programs for continuing employees shall be for twelve (12) consecutive months. Employees new to the district shall be covered by Board-provided liability insurance as of their first day of in-service or regular school day, whichever is first.

A. DESCRIPTION.  The Board shall request the health insurance company with which coverage is obtained, to provide each employee a description of the insurance coverage provided herein within ten (10) days of the beginning of the school year or date of employment, which shall include a description of conditions and limits of coverage.

B. CONTINUATION.  Employees on non-paid leave may continue participation in insurance programs under FMLA, as may be appropriate.  Employees may continue to participate in insurance programs after employment is terminated under COBRA, as may be appropriate.
Employees on non-paid leave for more than one month shall have the option to continue any or all of the Board paid programs by paying the premiums themselves to the Board within thirty (30) days of the billing date.  In addition, the Board will follow the federal law, consolidated Omnibus Reconciliation Act of 1986 (COBRA).  
Employees on paid leave shall continue to have Board contributions made according to the level described in this Handbook.

ARTICLE IX: SICK LEAVE

A. ACCUMULATIVE BENEFITS.  All employees shall be accorded fifteen (15) days of sick leave per year for absences on school days.

B. TRANSFER OF SICK LEAVE.  Whenever the Board hires an employee who has an unused accumulation of sick leave days from his/her last employing school district, the Board shall grant a maximum of thirty (30) days or such lesser amount as may have been accumulated in the former district in addition to sick leave provided in Section A.

C. ACCUMULATION.  Any unused days of sick leave are cumulative up to a maximum of one hundred ten (110) days.  Sick leave will be used in units of one-half (1/2) days.

D. NOTIFICATION OF ACCUMULATION.  Employees shall be given a copy of a written accounting of accumulated sick leave days no later than September 1 of each school year.

E. SICK LEAVE BANK.  
1. Establishment.  A voluntary sick leave bank will be established for the use of employees who choose to donate to the bank.
2. Enrollment.  Enrollment will take place, for the purpose of determining membership, prior to September 15, or if an employee is hired by the district after the start of the school year, within twenty working days after beginning employment with the district.

3. Contributions.  Each year, each member of the bank will contribute no more than one day to the bank of days which shall be made available to the members of the bank.  Once a sick leave day has been contributed, the employee forfeits that day.  
4. No Accumulation.  At end of year assets of the bank will reset to Zero.
5. Eligibility.  An eligible employee is one who:
a.  is a contract employee
b.  has timely volunteered for participation in the sick leave bank
c.  has exhausted his/her personal sick leave and personal leave.
6. Utilization.  The use of sick leave bank days will be on a daily basis.  Sick leave bank days may not be requested prior to the day of absence.  The member will make application to the Superintendent and VEA President and Vice President for use of days from the bank.  

ARTICLE X: LEAVES OF ABSENCE

A. PAID LEAVES.  Employees shall be entitled to the following leaves of absence with full pay each school year.  Such leaves shall be in addition to sick leave.
1. Personal and Business.  At the beginning of each school year, each employee shall be granted three (3) paid leaves for personal business.  He/she shall notify his/her principal at least three (3) days in advance, except in cases of emergency.

Personal and business leaves are prohibited the first and last five (5) student school days of the school year and cannot be used before or after scheduled school vacations unless approved by the Superintendent.

Each employee shall be paid thirty (30) dollars for each Personal/business leave day not used during the school year.  This shall be paid in the June 25th check.

2. Legal.  Any employee called for jury duty during school hours or who is required by a subpoena to appear in any judicial or administrative proceeding, or who shall be required by a subpoena to testify in any arbitration matter shall be provided such time.  Any fees or remuneration the employee receives during such leave shall be turned over to the Villisca school system.

3. Bereavement/Emergency/Memorial.  

(a) Immediate family is to be defined as husband, wife, father, mother, son, daughter, stepchild, brother, sister, mother-in-law, father-in-law, sister-in-law, brother-in-law, son-in-law, daughter-in-law, grandfather, grandmother, grandchild, fiancé, spouses grandparents, or domestic partner (as defined in Letter of Understanding).  
(b) Up to five (5) days of bereavement leave shall be granted, at any one time, in the event of an immediate family member’s death.  Bereavement leave shall be used for arrangement of funeral, attendance at the funeral, and for any other purpose directly and immediately arising from the said death.
(c) Up to three (3) days of emergency leave shall be granted, per year, in case of family emergencies in the immediate family.  
(d) Memorial leave is available within a calendar year. 
(e) An extension of bereavement/emergency/memorial leave may be granted by the Superintendent.  

4. Immediate Family Illness.  At the beginning of each school year, each employee shall be granted three (3) days paid leave for immediate family illness.  A maximum of 2 unused days of immediate family illness leave may carry over with a cumulative maximum of five (5) days.  Immediate family shall be defined as:  spouse, parents, children, or minors residing with the employee.

5. Professional Leaves.  Attendance at educational meetings is permitted at full pay if such absence is approved by the employee's principal.  If any regular full-time employee wishes to be absent from duty for a brief period to attend a professional meeting, a written request for approval of such absence on a form as provided by the Employer should be filed by the employee at least seven (7) days prior to the first day of anticipated absence.  Professional days shall be used for the purpose of:

(a) Visitation to view other instructional techniques or programs.

(b) Conferences, workshops, or seminars conducted by colleges, universities, or other institutions or organizations.

6. Association Leaves.  Up to a total of six (6) days shall be available for representatives of the Association to attend conferences, conventions or other activities of the National Education Association, the Iowa State Education Association, and the Southwest UniServ Unit at the discretion of the Association.  The Board will pay the substitute for two (2) days - the Association will pay the substitute for four (4) days.  Only two (2) members of each building may attend unless prior arrangements are made.  Association leaves will be requested at least two (2) weeks in advance.

B.  PARENTAL.  All employees shall be eligible for parental leave subject to the following conditions:
1. Notification.  The Employee shall notify the Board as soon as the employee foresees any necessity to alter employment commitments as a result of parental leave.  If differences of opinion exist regarding the ability to continue duties, such shall be resolved by a written statement from the employee's attending physician.
2. Return Rights.  The employee shall return to previously assigned full-time duties upon submission of a statement from the attending physician certifying physical and mental fitness to resume such duties.  Upon returning to employment, the employee shall assume all previous rights and privileges.
3. Pay.  An employee shall be entitled to all raises and increments upon return if the employee serves at least ninety (90) days of the in-school work year.  This 90-day period need not be continuous.
4. Sick Leave Use.  Sick leave may be used by an employee only in the amount of accumulated sick leave and not to extend beyond such time that the employee's physician deem the employee physically and mentally fit to return to the assigned duties of employment.  The extended leave of absence shall become effective when all sick leave is exhausted or at the option of the employee.
5. Extension without Pay.  Extended leave without pay for up to one year may be granted upon request of the employee and upon approval of the Board.
6. Adoption.  In cases of adoption of a child, these leaves shall apply where appropriate.

C.  GOOD CAUSE.  In the sole discretion of the Board, other extended leaves of absence with or without pay may be granted in writing by the Board.
D.  NOTICE OF SCHEDULING.  If an employee plans to return to the assignment from a leave provided for under Paragraph A, the employee must notify the immediate employer representative, of such intention by no later than 10:00 p.m. on the previous day.  If the employee does not give the required notification of intent to return and a substitute subsequently reports for duty the following morning, the substitute will be paid for an additional half day, and the pay for this will be deducted from the employee's salary.
E. NOTIFICATION OF ABSENCE.  The Board shall provide each employee with the telephone number to be utilized by the employee for notification of absence from work.  Such notice of absence should be reported by 7:00 a.m. on the day of absence in order to ensure substitute coverage.

ARTICLE XI: EMPLOYEE WORK YEAR

A. IN-SCHOOL WORK YEAR
1. Regular Contract.  The in-school work year for employees contracted (other than new personnel who may be required to attend a maximum of an additional two (2) days of orientation at no extra compensation) shall not exceed one hundred and ninety (190) days.
2. Extended Contract.  Extended contracts shall be paid at the employee's per diem for the length of the extended contract.
3. Definition of In-School Work Year.  The in-school work year shall include regularly scheduled days pursuant to the school calendar on which employee attendance is required.
4. Non-Attendance.  Employee attendance shall not be required whenever student attendance is not required due to inclement weather or other emergency closings, except that in-service meetings may be required if they can be reasonably scheduled.


B. HOLIDAYS
1. The regular and extended contract of employees shall include the following paid holidays:  Labor Day, Thanksgiving Day, Christmas Day, New Years Day, and Memorial Day, when they occur during the regular term.  No employee shall be required to perform duties on any of the above holidays. 
2. Religious.  Any employee whose religious affiliation requires the observance of holidays other than those scheduled in the school calendar shall be unpaid vacation days.
3. Spring Break shall be three days being contiguous with a weekend
4. On the day prior to Thanksgiving Day, and Christmas Break, school shall be dismissed when the state mandated minimum length of school day has been met.

C. PARENT/TEACHER CONFERENCES
1. On the days of Parent/Teacher Conferences, school shall be dismissed at 2 pm and parent teacher conferences shall start no earlier than 3:00 pm.

ARTICLE XII: HOURS AND LOAD

A. WORKDAY
1. Employees shall be in or at their assigned stations from 8:00 AM to 3:45 PM. 

2. On Fridays and on days preceding holidays or vacation, employees shall be released five (5) minutes after buses depart from building.

3.	Individual adjustments to the arrival and dismissal time may be made by individual building administrators.

4.	Employees may leave the building during their regularly scheduled break periods provided they obtain advance permission from their building principal and provided they sign out in the office.

5.	Employees who teach grades 6-12 and teach or supervise over seven (7) periods per day shall be compensated to the overload pay schedule contained in Schedule IV.

6.	Employees in the elementary building who teach any class of greater than twenty-seven (27) students shall be compensated according to the overload pay schedule contained in Schedule IV. Class size shall be determined on the first day of each quarter.  

7. Employees in the middle school who teach a class of greater than twenty-seven (27) students shall be compensated according to the overload pay schedule contained in Schedule IV, which shall be prorated for the number of sections which qualify.  Class size shall be determined on the fifth school day of each quarter.  This shall not apply to Physical Education, Band, Choir, or any class taught by two or more certified employees.  

	
B.  LUNCH PERIODS
1. All PreK-5 employees shall have an average daily uninterrupted, duty free lunch period of at least thirty-five (35) minutes.  All 6-12 employees shall have an average daily uninterrupted, duty free lunch period of at least twenty-five (25) minutes.

2. Employees may leave the building without requesting permission during their scheduled duty-free lunch period.

C.  FACULTY MEETING EXTENDING THE WORK DAY
1. No more than ten (10) faculty meetings shall be scheduled during the contract period which extend beyond the normal work day more than thirty (30) minutes.  Except in case of emergencies or circumstances beyond the control of the principal or superintendent, meetings shall not be called on Fridays or on any day immediately preceding any holiday or other day upon which attendance is not required at school.

2. Employees shall have the opportunity to suggest items for the agenda.
      
3. Provisions shall be made by the administration to provide supervision of students participating in extra or co-curricular activities during meetings when all faculty are required to attend.

D.  BREAK/PREPARATION TIME
1. Elementary employees shall have break or preparation time while the special teachers or aides have their classes. Employees teaching the special areas will have their break time or preparation equivalent to classroom employees.

Secondary employees shall have one preparation or break period each day, based on the total period day in the high school and middle school unless otherwise mutually agreed upon.

Elementary and Secondary employees shall have equitable break/preparation time, with Elementary employees having at least one - twenty five (25) minute, contiguous preparation or break period per day.  Preschool shall have equivalent Break/Prep time weekly.

All employees shall have the right to work with individual students during their preparation or break time, if they so desire.  Special education IEP team meetings, and other conferences, may occasionally require the use of the teacher's break or preparation time.

2. On occasion, employees may be requested to serve as a substitute teacher.  Volunteers will be requested and if no volunteers are found, the administration has the right to assign an eligible employee.  If losing break/preparation time, employees shall be paid ten (10) dollars per period taught.

3. Travel time between schools or districts shall not be considered as break time, preparation time, collaboration time, or lunch.  

E.  PRACTITIONER COLLABORATION
1. DEFINITION & PURPOSE
Practitioner collaboration is professional learning where two or more teachers work together in an effort to improve instruction and student learning.  
2. PROCESS
The process for practitioner collaboration shall be jointly agreed upon by the building administration and teachers.  Time shall be provided within contracted workday to engage in collaboration.  Use of employee break/preparation time shall not be required as collaboration time.  If required by the administration to complete collaboration beyond the contracted work hours, employees shall be compensated for that time, if the employee requests it.  Such a request shall be made on or before the end of each month for the hours worked during the given month.  
F.  PEER REVIEW
1. DEFINITION & PURPOSE
Peer review is a process where two or more professional colleagues work together to increase student learning in an informal, supportive, and collaborative basis that is focused on assisting each peer group member in developing skills that will enable them to enrich their professional work.  
2. PROCESS
The process for peer review shall be jointly agreed upon by the building administration and teachers.  Time shall be provided within contracted workday to complete peer review.  Use of employee break/preparation time shall not be required as peer review time.  If required by the administration to complete peer review beyond the contracted work hours, employees shall be compensated for that time, if the employee requests it.  Such a request shall be made on or before the end of each month for the hours worked during the given month.  

ARTICLE XIII: SENIORITY

On or before September 30 of each school year, the Association will be provided with fifteen copies of a list showing the seniority by curricular areas (Article XV, Section C) of each employee and will be promptly notified of any changes in said list.  If protest is not received on or before October 31 of the same year, the list shall be deemed correct.

ARTICLE XIV: REDUCTION OR REALIGNMENT OF STAFF

A. COVERAGE.  All employees under this Handbook.

B. NOTIFICATION.  When the Board of Education in its discretion has determined when a position or positions are to be eliminated, the employer will provide notice (either hand delivered or by certified mail) to the employee(s) designated by the employer to be affected by staff reduction.  The notice will be delivered by April 30 preceding the year in which the staff reduction will be effective.  The April 30 date does not apply to those that must be notified by Section E displacement procedures.
C. AREAS OF STAFF REDUCTION.  Staff reduction will be accomplished within the following classifications, using the procedures in Paragraph D. Classification assignments are made by the employer based on present teaching assignments.
 1.  Teachers presently teaching in grades PreK-6.
      2.  Teachers presently teaching in grades 7-12.
      3.  Teachers presently teaching PreK-12 such as art, physical education, and music.

D. 	PROCEDURES.  In the event the employer determines a reduction in staff is necessary, the employer shall reduce employees using the following sequential order within the respective classification and curricular area affected by the programs to be reduced.
     Sequential order:

1. Attrition will be considered.

2. “Demonstrated performance” will be considered including evaluations.

3. The District may also consider additional factors deemed relevant to best serve the needs and interests of the District including but not necessarily limited to: breadth of certification, depth of educational preparation, participation curricular activities, and prior experience in the Villisca CSD.  The final decision on selection of staff reduction shall be within the discretion of the school Board.

E.  Employee Notice.  Laid off employees shall be notified by the Superintendent.  The employee shall have the right to interview for any position for which they are properly certified.  They are not guaranteed a position, but they are guaranteed an interview.  Any rehired employee shall, upon return, receive the same benefits then in effect and will be placed on the salary schedule at the same level as the employee was qualified for at the time of the lay-off.

F. RESIGNATIONS AND TERMINATIONS.  Should a layoff occur, any employee who does not want to voluntarily move to another position, which may be offered by the Board, may accept a layoff and shall be accorded the recall rights provided by this policy unless specifically waived in writing.

ARTICLE XV: HEALTH PROVISIONS

A. PHYSICAL FITNESS - NEW EMPLOYEES.  All new employees are to provide satisfactory evidence of physical fitness to perform duties assigned and freedom from communicable disease.  The teacher may select the physicians to give the physical examination.  The Board of Education will pay fifty (50) dollars of the cost and will determine the form for reporting the physical examination.  The forms are available in the Central office.  The completed physical examination report shall be returned to the secretary of the Board of Education within thirty (30) days of receiving the physical form.

B. OTHER EXAMINATIONS.  The Board of Education may at any time require such examinations as it feels necessary to determine a teacher's fitness for employment.  The Board of Education shall select the physician and pay all costs not covered by the employee’s health insurance.

C. EATING FACILITIES.  Separate eating facilities for teachers will be provided if a room is available and the teacher involved consents to its use.

ARTICLE XVI: SAFETY PROVISIONS

A.  PROTECTION OF EMPLOYEES
1. Unsafe and Hazardous Conditions.  Employees shall not be required to work under unsafe or hazardous conditions or to perform tasks that endanger their health and safety.

2. Use of Reasonable Force.  An employee may, within the scope of his/her employment, use and apply such amount of force as is lawful, reasonable and necessary to quell a disturbance threatening physical injury to others; to obtain possession of weapons or other dangerous objects upon the person or within the control of the pupil; for the purpose of self-defense; and for the protection of persons or property.

3. Assault of an Employee.  Legal Assistance.  The Board shall give its cooperation and assistance in any proceeding initiated by the employee arising from an assault upon the employee while acting in the scope of his/her duties.

4. Reporting Assaults.  Employees shall immediately report cases of assault suffered by them in connection with their employment to their principal and after consideration, the police may be advised.

5. Bomb Threats.  No employee shall be required to search for a bomb.

6. First Aid.  The Board shall provide in each building the equipment to provide first aid treatment for employees.  All employees shall be informed of their liabilities and/or responsibilities for treating injured students.

7. Equipment and/or Protective Devices.  Special clothing, equipment and devices as may be needed by the employee as determined by the Board, to perform assigned duties in a safe manner shall be provided without charge to the employee.

ARTICLE XVII: FORMAL CERTIFIED STAFF EVALUATION PROCEDURE

A. NOTIFICATION ASSIGNED EMPLOYEES.  During the In-Service, before the school term begins, the evaluator shall hold an orientation meeting in order to acquaint each certified staff under his/her supervision with the evaluation proceedings.

B. FORMAL EVALUATION PROCEDURES
1. Number of Evaluations.  All first and second year certified staff shall be formally evaluated at least one time per year.  All third year and beyond certified staff shall have a performance and summative evaluation at least one time every three years.  Performance evaluations shall take place prior to March 1 and summative evaluations shall take place prior to May 15.

2. Knowledge of Formal Observance.  All observations as part of the "Formal Evaluation Procedure" shall be conducted with the full knowledge of the certified staff and shall take place during the contracted school day, except evaluations for extra-curricular activities that may or may not be done between 8:00 a.m. and 4:00 p.m.

3. Method. The formal evaluation shall be conducted by the certified staff's evaluator designated to make such evaluation.  It shall be in writing and shall be based upon the prevailing standards for evaluating professional performance as established by the Board and as announced at the orientation meeting referred to in Paragraph A.  No formal observations shall unreasonably interfere with the normal teaching-learning process.

4. Length.  Each formal written evaluation shall be preceded by at least a classroom observation to judge the certified staff's performance.

5. Conference and Copy.  A copy of each formal written evaluation shall be given to the certified staff within twenty (20) school days following the classroom observation.  A copy signed by both parties shall be given to the certified staff.  A conference shall be held between the certified staff and the evaluator within three (3) succeeding school days of receipt of the evaluation. The certified staff's signature does not necessarily mean agreement with the evaluation, but rather awareness of the content.

6. Informal Evaluations.  Informal evaluations may be used by the Administration within the perimeter of the certified staff's duty and are not grievable.

7. Responses.  Certified staff may put his/her objections in writing and have them attached to the evaluation report to be placed in his/her evaluation file.  The file copy of such objections shall be signed by both parties to indicate receipt thereof.


C. REMEDIATION.  The building principal or appropriate supervisor shall provide the certified staff with assistance and positive suggestions to improve the certified staff's quality of teaching by eliminating difficulties noted in a formal evaluation. Such assistance shall be noted in writing, and an initialed copy retained by the appropriate supervisor and the employee.  It shall be the certified staff's responsibility to improve the area identified as needing improvement.

Following remediation, re-evaluation may be accorded the certified staff in compliance with the procedures in this Article if requested.

D.   PERSONNEL FILE REVIEW
1. Each certified staff shall have the right at any time to review the contents of his/her personnel file housed at the employee’s building.

2. The board or its administrative representative, including building Principals, shall not establish a separate personnel file, which is not available for the certified staff’s inspection, except for the grievance, and formal evaluation files.

3. Evaluation reports shall not be read or interpreted by a third party other than the Superintendent's lawyer, but may be read and interpreted by all administrators.  If the lawyer views the evaluation, the certified staff will be notified in writing prior to the lawyer’s observation.

E. CRITICISM.  Upon receipt of any Chapter 102 complaints, the certified staff shall be notified that an investigation is taking place.  This notification will take place the next working day that both the certified staff and supervisor are at school.
ARTICLE XVIII: REASSIGNMENT OF STAFF

Vacancies as defined by the District that the District desires to fill will be posted.  Interested employees may apply for reassignment to the vacancy. The decision on who shall fill a vacancy shall be within the absolute discretion of the District considering interested current employees and also possible outside applicants.  

Employees may also be reassigned by Administration to a different position whether currently vacant of filled, when Administration deems to do so would be in the best interests of the District.

ARTICLE XIX: TEACHER ADVISORY COMMITTEE

The Association and District agree to establish a joint committee. The members of the teacher committee will be appointed by the Association.  The purpose of this committee is to discuss decisions regarding employment matters in the teacher handbook.

LETTER OF UNDERSTANDING

Regarding Article XI:  Leave of Absence—Domestic Partner Clarification
	
One designation per calendar year to Business Manager by letter.









































GRIEVANCE REPORT
# __________

__________
Date Filed   

Villisca Community School District	Distribution of Form

______________________	Building	1. Association
		2. Employee
		3. Appropriate Supervisor
_______________________________	4. Superintendent
	Grievant

________________________________________________________________________

LEVEL II FORMAL

3. Date Violation Occurred _______________________________________________
4. Section(s) of Contract Violated _________________________________________
5. Statement of Grievance _______________________________________________
______________________________________________________________________________________________________________________________________
6. Relief Sought _______________________________________________________ ______________________________________________________________________________________________________________________________________
__________________________        ______________
Signature	Date     

E.  	Disposition by Principal or Immediate Supervisor   __________________________ ______________________________________________________________________________________________________________________________________________
__________________________        ______________
Signature of Supervisor		Date	 
Villisca Community School District
Teacher Leadership System

The Southwest Valley Community School District jointly (Corning and Villisca) applied for and received the grant from the Iowa Department of Education to participate in the Iowa Teacher Leadership System.  

Selection Committee
The Selection Committee will accept and review applications for a TLS position based on the selection process developed by the School Board.  The TLS Selection Committee will make recommendations to the superintendent for appointment.  Teachers who are selected must meet all the qualifications contained in the TLS grant and contained in the law.   The Superintendent may accept or reject a recommendation.  If a recommendation is rejected, the Selection Committee will make another recommendation.

Selection of Teacher Leaders
The Board will review the committee and superintendent recommendations and shall appoint teachers to serve in TLS positions.  If a recommendation is rejected by the Board, the Selection Committee will make another recommendation to the Superintendent.

Assignment of Teacher Leaders
Teachers assigned to TLS positions shall retain their regular teaching contract issued in accordance with Iowa Code Chapter 279 and shall be issued a supplemental contract for a one-year assignment relating to their leadership role.  The supplemental contract shall not be subject to Iowa Code Chapter 279.  

The assignment of teachers to TLS positions shall not be subject to the transfer procedure contained in the Handbook.  No employee will be involuntarily assigned a TLS position.  

Prior to February 2, 2017, all teacher leaders who relinquished all or part of a teaching assignment in order to serve as teacher leaders will notify the district if they wish to return to a teaching position in a classroom for the 2017-2018 school year.  If there is a vacant position for which the teacher leader is certified and qualified to assume, the teacher leader will be allowed to transfer to that position.  If there is no vacant position for which the teacher leader possesses the necessary certification and endorsements, then the teacher leader will be notified in writing within five (5) calendar days of submitting his/her notice to the district.  

If a position becomes available between February 2 and February 27 for which the teacher leader is certified and qualified to assume, the teacher leader will be transferred to that position.   

If no position becomes available by March 2 and the teacher leader still requests to return to the classroom, then the teacher leader will be reassigned to their previous assignment and the Reduction in Force Article may be used to respond to any over staffing in that classification that results from the teacher leader’s return to the classification.   

Teacher Leadership Compensation
The salary supplements received by teacher leaders assigned to TLS positions will be as specified in the District’s approved Teacher Leadership grant application.  The salary supplement is compensation to the person in the TLS position for the additional contract days of work required of the teacher leader.  The TLS salary will not be included in the salary schedule.  

Hours of Work and Description of the Work
Teacher leaders in TLS positions will work at least the number of hours a regular teacher works and as necessary to perform the duties of their TLS position.  The expectations of the District are outlined in the job description for each TLS position.  

Work Year
Teachers in TLS positions will work the number of days specified in the District’s approved Teacher Leadership grant application and as provided by law.  

Seniority
Teacher leaders will be considered members of the bargaining unit and will continue to accrue seniority.  

Procedures for Staff Reduction
For purposes of staff reduction, teacher leaders shall be considered members of the bargaining unit and shall be classified in the classification to which they were assigned at the time of their selection for a TLS position.  If reduction in force is necessary, the procedures as outlined in the Handbook will be followed.   

Assessment of Performance
The performance of a teacher leader will be subject to evaluation and review by the school district’s administration at least annually.   

Separation from Teacher Evaluation 
Teacher leaders will not evaluate other teachers.  
  
Funding for Program
Teacher leadership supplemental foundation aid from the State of Iowa shall be required to sustain the TLS program.  Any reduction or elimination of this support will result in a corresponding reduction or elimination of the assignments and compensation in this MOU.  


_____________________________________________        _____________________
For the Association								Date

_____________________________________________        _____________________
For the District							 	Date
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